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L&i mé dau

Hién nay, vao nim 2006, cdc mdy tinh mdi c¢6 c&u hinh t6i thiéu 1a 128 MB
RAM, t6c do bo vi xir 1y tir 2.0 Ghz rd 1én, 6 dia cimg 40 GB. Cic mdy nay chay t6t
khi cai Windows XP va Microsoft Office 2003. Chinh vi vay hai phan mém nay bat
dau duoc dung phd bién tai cdc co quan, cdc trudng hoc va cic trung tam tin hoc. Cubn
sach nay nham huéng dén céch dung hai phdn mém trén.

Maic du ban da rat quen dung Windows 2000, Windows 98, Office 2000 va
Office 97 nhung khi ding Windows XP va Office 2003 ban van rat bd ngd vi céc thdi
quen dung di bj thay déi. Giao di¢n clia Windows Explorer, Control Panel ¢6 nhiéu
thay ddi. Trong Word, Excel va Powerpoint nhiéu Iénh va hop thoai dugc thay thé bang
thao tdc trén Task pane, khi v& Drawing Canvas déng vai tro rat quan trong.

Noi dung cuén sdch chia thanh 3 chuong. Chuong 1: nhiing khai niém mé dau vé
mdy tinh, cich ding Windows XP. Chuong 2: hé soan thido van ban Word 2003.
" Chuong 3: tinh todn trén Excel 2003. Sau méi phén 1y thuyét clia cdc chuong déu rat
nhiéu bai tap thyc hanh dé hoc sinh ty [am trong gid thuc hanh & phong mdy, cubi sdch
cho 13i giai cdc bai tap clia chuong Excel, cuén sich rat tién loi dung dé day va hoc
mén Tin hoc cho ngudi méi bat ddu.

Cuén sach nay c6 thé 14y lam gido trinh mén Tin hoc vdin phong, Tin hoc co
s A, Tin hoc cdn bdn hay Tin hoc dai cuong cho sinh vién, hoc sinh cic Truong dai
hoc, Trudng cao ding, cdc Trudng day nghé, cic Truorng phd théng va cdc Trung tam
tin hoc. Thoi gian hoc gido trinh nay khoang 15 budi, t6t nhét 12 hoc tai phdong may,
mdi ngudi mot mdy.

Déi tugng phuc vu clia cudn sich 1a céc ban sinh vién dai hoc, gido vién phd
théng, hoc sinh phé théng, cdc nhan vién van phdng va tat cd céc ban bit ddu lam
quen Vv6i tin hoc va mdy tinh, va ciing 1a tai liéu tham khdo cho nhitng nguoi giang
day mon nay.

Cu6n sich do chinh céc tdc gia soan thao trén Word 2003. Mac du di hét sic c6
~glng dé cudn sich dugc hoan chinh, song chdc chin khéng tranh khoi thiéu sét, vi vay
rit mong nhan dugc su gdp ¥y cta doc gia. Y kién déng gép xin giti vé cho tic gia theo
dia chi E-mail : bttam@math.ac.vn.

Tac gia Bui Thé Tam

Cudn sdch "Gido trinh Tin hoc van phong” do tdc gia giit ban quyén.
Nghiém cdm viéc lam gia, lam nhdi, photocopy toan bd cuén sich
ndy. Viéc sao chép y nguyén cdc phdn clia cudn sich ndy dé bién soan
cudn sach khdc, gido trinh khéc phai dugc su dong ¥ cua tic gia.
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Loi mo dau

Hién nay, vao nam 2006, cac may tinh m¢i c6 cau hinh t6i thiéu la 128 MB
RAM, toc dd bd vi xi ly tir 2.0 Ghz trd Ién, 6 dia clrng 40 GB. Cac may nay chay tot
khi cai Windows XP va Microsoft Office 2003. Chinh vi vay hai phan mém nay bat
dau duoc dung pho bién tai cac co quan, cac truong hoc va cac trung tam tin hoc. Cuén
sach nay nham huéng dan cach ding hai phan mém trén.

Mac du ban da rat quen dung Windows 2000, Windows 98, Office 2000 va
Office 97 nhung khi dung Windows XP va Office 2003 ban van rat b& ngd vi cac thoi
quen dung da bi thay doi. Giao dién clia Windows Explorer, Control Panel c6 nhiéu
thay ddi. Trong Word, Excel va PowerPoint nhiéu Iénh va hop thoai dugc thay thé bang
thao tac trén Task pane, khi vé Drawing Canvas déng vai tro rat quan trong.

Noi dung cudn sach chia thanh 3 chwvong. Chuong 1: nhitng khai niém mé dau vé
may tinh, cach dung Windows XP. Chuwong 2: hé soan thdo van ban Word 2003.
Chuwong 3: tinh toan trén Excel 2003. Sau moi phan ly thuvét cla cac chwong déu réat
nhiéu bai tap thuc hanh dé hoc sinh tw lam -trong gio thuc hanh & phong may, cudi sach
cho 10i gidi cac bai tap clia chwong Excel, cubn sach rét tién lgi dung dé day va hoc
mon Tin hoc cho ngudi méi bat dau.

Cudn sach nay co thé ldy lam gido trinh mén Tin hoc van phong, Tin hoc co
s& A, Tin hoc can ban hay Tin hoc dai cwong cho sinh vién, hoc sinh cac Trwong dai
hoc, Truong cao dang, cac Trwdng day nghé, cac Truong phd thong va cac Trung tam
tin hoc. Thoi gian hoc gido trinh nay khoang 15 budi, t6t nhat 1a hoc tai phong may,
mdi ngudi mot may.

Dai twong phuc vu clia cudn sach la cac ban sinh vién dai hoc, gido vién phd
théng, hoc sinh phd théng, cac nhan vién van phong va tat ca cac ban bat dau lam
quen v@i tin hoc va may tinh, va ciing la tai liéu tham khao cho nhitng ngu®i giang
day mon nay.

Cu6n sach do chinh cac tac gia soan thao trén Word 2003. Méc du da hét strc ¢
géng dé cudn sach dwoc hoan chinh, song chic chan khong tranh khoi thiéu sot, vi vay
rdt mong nhan dugc s gop y cia doc gia. Y kién dong gop xin giri vé cho tac gia theo
dia chi E-mail : bttam@math.ac.vn.

Tac giad Bui Thé Tam

Cudbn sach "Giao trinh Tin hoc van phong" do tac gid gil* ban quyeén.
Nghiém cam viéc lam gia, lam nhéai, photocopy toan bd cudn sach
nay. Viéc sao chép y nguyén cac phan cla cubn sach nay dé bién soan
cudn sach khac, giao trinh khac phai dwoc sy dong y cla tac gia.
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Chuong 1

WINDOWS XP

Windows XP 12 hd diéu hanh diing dé khéi dong mdy tinh, diéu khién phﬁn ciing
cia mdy tinh, lam nén cho cic chu’ong trinh tng dung khéc chay, quan 1y céc tép va
thu muc trén cic 8 dia, két n6i va trao déi thong tin gura cdc may tinh. Windows XP cé
d6 tin cdy cao, tranh 18i do ngudi str dung, dé hoc va dé sir dung, hé trg rong rdi céc

chudn Internet, cé nhiéu phong chit dep dung md Unicode. Dé chay Windows XP CPU
chia mdy tinh c4n c6 téc do tir 1.7 Ghz tr& 1én, bd nhé RAM 16i thiéu 128 MB, dia ciing

tir 40 GB tré lén.
1. CAC KHAI NIEM CO BAN VE MAY TiNH

1.2. May tinh

May tinh 12 thiét bi dung dé luu tri¥ va xi&r 1y thong tin mot cach tr dong theo mot
chuong trinh dinh trudc. Mdy tinh c6 kha nang luu trit mét khéi luong thong tin rét 16n
tréen moét dién tich nhd, téc d6 xir 1y thong tin nhanh chéng va chinh xac. Méy ‘tinh
duoc lép rap tir vai mach tich ho'p (IC) ¢ cuc 16n bao gém bd vi xir 1y, bd nhé va cic
mach giao tiép vao ra goi 1a mdy vi tinh. May vi tinh d4u tién 14 XT ra doi vao ddu

nhiing nam 80.

Mang mdy tinh 13 mot hé théng lién két nhiéu mdy tinh lai v6i nhau. Trong s6
d6 c6 mot mdy tinh chinh goi 12 mdy chu (Server), cic mdy khdc goi mdy khéach
(Client). Mdy chti cung cép cho mdy khich cédc chuong trinh, b nhg, dich vu giii thu
dién tit, in 4n va gitp ngudi dung trao ddi thong tin véi nhau duge d& dang. Céc mdy
tinh c6 thé két ndi v6i mdy chi bing cdp, dudng dién thoai.

Mang cuc bé (LAN : local area network) 1a mang mdy tinh trong mot ving dia
1¥ nho, vi du nhu trong moét toa nha, mot co quan. Mang dién rong (WAN : wide area
network) 124 m6t mang mdy tinh phan b8 trong mét ving réng nhu mét thanh phé.
Mang Internet 1a mOt mang mdy tinh toan ciu, cic mdy tinh két n6i v6i nhau thong
qua tap chudn chung céc giao thitc goi 1a TCP/IP (Transmission Control Protocol /
Iternet Protocol), khéng c¢6 mdy tinh nao 1am chii va di€u khién t4t cd. Mang Intranet
12 m6t mang cuc bd nhung diing giao thiic TCP/IP dé€ két néi cdc mdy tinh trong mang.

1.2. Cach luu trit thong tin trén may tinh

Trong mdy tinh thudng ding céc hé cos6 2, 10 va 16.

Hé co so 10 dung 10 ky tir dé biéu diéncdcs6:0123456789

Hé co s6 16 diing 16 ky tu dé biéu diéncdc s6: 0123456789 ABCDEF.
Khi d6 ta dm nhusau: 0, 1, 2, 3,4,5,6,7,8,9,A,B,C,D,E, F, 10, 11, 12, 13, 14,
15,16, 17, 18, 19, 1A, 1B, 1C, 1D, 1E, IF, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 2A,
2B, 2C, 2D, 2E, 2F, 30, 31, ...

Hé co s6 2 chi dung hai ky tu 0 va 1 dé biéu dién c4c s6. Khi d6 ta dém nhu sau:
0,1, 10,11, 100, 101, 110, 111, 1000, 1001, 1010, 1011, 1100, 1101, 1110, 1111, ...

Trong céc thiét bi mdy, cdc chit s6 0 va 1 duge thé hién nhd nhitng bd phan cau
tao dién hodc dién tir véi hai trang thdi khac nhau: khéng c6 hodc c6 dong dién chay
qua, dién th€ cao hoic dién thé thdp, khong nhiém tir hay c¢6 nhiém tir. Méi vi tri luu
trit mot s6 nhi phan 0 hodc 1 duoc tinh 1a 1 bit (Binary Digit), 8 bit 1ap thanh 1 byte,
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Chuwong 1

WINDOWS XP

Windows XP la hé diéu hanh dung dé khdi dong may tinh, diéu khién phan cirng
clia may tinh, lam nén cho cac chuong trinh (¢ng dung khac chay, quan ly cac tép va
thu muc trén cac 0 dia, két ndi va trao ddi thong tin gitra cac may tinh. Windows XP ¢
do tin cay cao, tranh 16i do nguoi s dung, dé hoc va dé st dung, ho tro rong rai cac
chuan Internet, cé nhiéu phdng chi* dep diing ma Unicode. Dé chay Windows XP CPU
clia may tinh can cé toc do tir 1.7 Ghz trd Ién, bd nhé RAM tdi thiéu 128 MB, dfa clrng
tir 40 GB tro 1én.

1. CAC KHAI NIEM Co BAN VE MAY TIiNH

1.2. May tinh

May tinh Ia thiét bi dung dé lwu trir va x& ly thong tin mot cach tv dong theo mot
chwong trinh dinh truéc. May tinh c¢6 kha nang lvu trir mot khéi lugng thdng tin rat 16n
trén mot dién tich nhd, téc dd x& ly théng tin nhanh chdng va chinh xac. May 'tinh
dwoc 18p rap tir vai mach tich hop (IC) c& cwc 16n bao gdm bd vi x& ly, bd nh¢ va céc
mach giao ti€p vao ra goi la may vi tinh. May vi tinh dau tién la XT ra doi vao dau
nhitng nam 80.

Mang may tinh la moét hé thong lién két nhiéu may tinh lai véi nhau. Trong s6
dé cd mdt may tinh chinh goi la may chia (Server), cdic may khac goi may khéach
(Client). May chd cung cdp cho may khach cac chuwong trinh, bd nhé, dich vu gbi thu
dién t&, in dn va gilp nguodi dung trao d6i thong tin véi nhau dugc dé dang. Cac may
tinh c6 thé két ndi voi may chl bang cap, duong dién thoai.

Mang cuc bd (LAN : local area network) la mang may tinh trong mot vung dia
Iy nhd, vi du nhuv trong mot toa nha, mot co quan. Mang dién réng (WAN : wide area
network) la mo6t mang may tinh phan bd trong mot vung rong nhv mot thanh pho.
Mang Internet la mdt mang may tinh toan cau, cac may tinh két ndi véi nhau thong
qua tap chuan chung cac giao thirc goi la TCP/IP (Transmission Control Protocol /
Itemet Protocol), khong c6 may tinh nao lam chu va diéu khién tat cd. Mang Intranet
la mot mang cuc bd nhwng dung giao thirc TCP/IP dé két n6i cac may tinh trong mang.

1.2. Cach lwu trir thdng tin trén may tinh

Trong may tinh thwong dung cac hé co s6 2,10 va 16.

Hé co s6 10 dung 10 ky tw dé biéu dién cac s6: 0 123456789

Hé co s6 16 dung 16 ky tw dé biéu dién cac SO:0123456789ABCDEF.
Khi d6 ta dém nhvsau: 0, 1,2, 3 4,5,6 7,8,9, A, B, ¢, D, E F, 10, 11, 12 13, 14,
15, 16, 17, 18, 19, 1A, 1B, 1C, ID, IE, 1F, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 2A,
2B, 2c, 2D, 2E, 2F, 30, 31,...

Hé co s6 2 chi dung hai ky tu 0 va 1 dé biéu dién cac s6. Khi d6 ta dém nhu sau:
0, 1, 16i 11, 100, 101, 110, 111, 1000, 1001, 1010, 1011, 1100, 1101, 1110, 1111,...

Trong cac thiét bi may, cac chit s6 0 va 1 duwgc thé hién nho nhitng bo phan céu
tao dién hoac dién ti voi hai trang thai khac nhau: khéng cé hodc c6 dong dién chay
qua, dién thé cao hoic dién thé thap, khéng nhiém tir hay c6 nhiém tir. Mi vi tri luu
tr{t mot s6 nhi phan 0 hoac 1 dwogc tinh Ia 1 bit (Binary Digit), 8 bit 1ap thanh 1 byte,
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1024 byte goi la 1 KB (kilobyte), 1024 KB goi la 1 MB (megabyte, bang 1.048.576
byte), 1024 MB goi la 1 GB (gigabyte, bang 1.073.741.824 byte).

Dé trao d6i thong tin trén may vi tinh, nguoi ta_dung bd mé chudn ASCII
(American Standard Code for Information Interchange). Moi ky tu dwgc ma hoa bang 1
byte, va do 11111111 hé 2 = FF hé 16 = 255 hé 10 nén bang ma ky tu c6 thé ma hoa
toi da dén 256 ky tu.

Do nhu cau trao ddi thong tin, tr ndm 2000 bd ma Unicode (dung 2 byte dé ma
hoa céac ky tw) duvoc dung rat pho bién trén thé gigi, né cling dwoc cai trong Windows
XP. Do dung 2 byte d¢ ma hoa nén c6 thé ma t6i da tdi 65536 ky tw. Vi du chit [d] cla
tiéng Viét c6 ma 0111 (hé 16), chir [d] c6 md 1EAS.

1.3. Phan clrng clla may tinh

S hoat dong clia may tinh ia sy két hop clia phan ctrng V? phan mém. Phan cling
la tap hop cac linh kién vat ly va cach bd' tri, két ndi chdng dc tao néu mot hé théng
may tinh. Phan mém la cac chuong trinh may tinh dugc xay dung dé can thiép vao
phan c*ng nham dap (ng mot cong viéc cu thé nao dé. Phan mém la trung gian gitta
con nguoi va phan ctng, né thwong duoc lwu trir trén dia ti.

Bon vi x ly trung tdm (CPU, Center Processing Unit) la bd phan quan trong
nhdt clia may tinh, thuc hién cac 1énh cla cac chuwong trinh bén trong bd nhé trong,
diéu khién va phoi hop tat ca cac bo phan cia may tinh. CPU quyét dinh cac thong s6
quan trong clia may tinh nhw téc do x& ly, dung lwvgng téi da bd nhé chinh. CPU cé hai
bd phan chinh: khdi tinh toan sé hoc va logic (ALU), khoi diéu khién (CU).

Man hinh dung dé hién van ban va hinh anh, gitp cho nguoi giao tiép véi may
tinh duoc dé dang. Man hinh théng dung hién nay 14 man hinh mau Super VGA. N6 c6
hai ché do lam viéc: ché do van ban va ché do do hoa.

Ban phim dung dé dua di* liéu vao may tinh. Trén ban phim c6 cac phim chi
cai, chir s&' va cac ky tv dac biét. Mot sé phim quan trong:

- Shift: thay ddi kiéu chi in hay thuwong, chon ky tw & phia trén cta phim cé hai
ky tu.

- Caps Lock . Nhan phim Caps Lock (dén sang) dé thiét lap ché do nhap chit hoa
(A, B, ..)m Mudn thiét lap ché do nhap chi thuong (a, b,...) hdy nhan lai phim nay (dén
tat).

- Home: dwa con trd (diém sang nhap nhay trén man hinh) vé dau dong.

End: dua con trd vé cubi dong.
Page Down: hién ti€p trang sau cua man hinh.
Page Up: tré vé trang trudc clia man hinh.

-t i — <—: dich chuyén con trd Ién trén mot dong, xudng dwdi mot dong,
sang phai mot ky tu, sang trai mot ky tu.

- Enter: con tré xudng dong.

Spacebar (thanh ngang phia dudi): biéu dién ky tu trang.

Delete (Del): xoa ky tw & vi tri con trd.

Backspace (<4 : lui va xoa ky tuy bén tréi con trd.

- Insert: doi ché do viét chén (Insert) thanh viét dé (Overwrite) va nguoc lai.

Num Lock: bat/tdt dén Num Lock. Khi dén sang thi khu vic phim tan cting bén



tay phai sé cho ra cac so.
- Print Screen: in ndi dung ctia man hinh Ién giay.

Chuot dung dé thuc hién cac Iénh trong Windows mot cach dé dang, nhanh
chong, chinh xac. Chudt thuong cé hai ndt: nat trai va nat phai.

May in dung dé in cac théng tin ra gidy. Chi* hay hinh anh in ra tlr cAic chdm
diém, do d6 néu mat do diém in cang cao thi chat lwgng in cang t6t. C6 nhiéu loai may
in: may in laser, may in kim, may vé.

B6 nhé trong c6 hai phan: ROM va RAM. B6 nhé ROM (read only) chita cac
chuong trinh co ban digu khién viéc nhap xudt do nha san xuét cai san, day la bd nha
chi doc dwoc. BO nhd RAM (random access) dé lwu trlk chwong trinh va di liéu cla
nguoi dung, khi mat dién thong tin trong RAM sé bi mat.

B6 nh& ngoai gdm co: dia mém, dia cling, thanh nh¢ USB, dia CD. Mbi loai dia
can c6 6 dia twong (ng dé doc / ghi di¥ liéu, 6 A dung dé doc dia mém, 6 ¢ dung dé
doc dTa clrng. May tinh dung céac chir cai tlr A dén z dé dat tén cho céc 0 dia.

1.4. Phan mém may tinh

Phan mém la cac chwong trinh dwoc viét ra dé can thiép vao may tinh, bit may
tinh thuc hién mot cong viéc nao d6 ma con nguoi yéu cau. Co thé chia phan mém
thanh ba loai:

- Phan mém hé théng la nhitng chuwong trinh diing dé khdi dong hé may tinh va
tao moi truong dé con nguoi st dung hé may tinh tién lgi va cé hiéu qua. Phan mém ho
théng quan trong nhat la hé diéu hanh, vi du MS-DOS, Windows 98, Windows 2000,
Windows XP, UNIX, LINUX, 0s/2.

- Ngbn ngi l1ap trinh la toan bd cac ky tw, tr khod, cd phdp ma nguoi l&p trinh
ding dé lap cac chuong trinh, né la cong cu dé xay dung va phat trién phan mém. Ta
co6 thé chia ngdn ngi 1ap trinh thanh cac mirc sau: ngén nglr may (duoc viét dudi dang
ma nhi phan, may tinh hiéu ngay duoc va thuc hién), hop ngit (assembler), ngoén ngt
bac caq van nang (cac cau lénh dugc viét gan voi ngdn nglr tv nhién nhu Pascal, c,
Java).

- Phan mém &ng dung', d6 la cac chuong trinh dung cho mot céng viéc nhat
dinh. Céac huéng cla phan mém (ng dung: cac hé quan tri co s& dir liéu, cac hé soan
thao van ban, cac phan mém do hoa dung trong cac Iinh vuc thiét ké va xt ly anh, cac
phan mém thiét ké trang Web.

1.5. Cac khai niém tép, thu muc va dudong dan

Tép (file) lIa mot tap hop cac ma 0 va 1 duoc lwu trik trén dia tir. MOt van ban, mot
tap dir lieu dwoc ma hoa thanh cac ma 0 va 1, hay mot chuong trinh may tinh dudi
dang ma may duoc lvu trén dia thanh mot tép. Moi tép ¢ mot tén riéng dé phan biét.

Trong cac hé diéu hanh MS-DOS truéc day tén tép c6 ba phan: phan tén chinh
khong qua 8 ky tu, dau cham, phan mé rong khéng qué 3 ky tw. Phan mé réng va dau
cham c6 thé khong c6. Tén tép khong chira dau cach. Cac ky ty dung dé dat phan tén
chinh: cac chr cai (A,B,—Z), cac chit s6 va cac ky tv dac biét khac: $ _ (gach duéi)
%~(){}@ &!"'- (dau n6i) \ Trong hé diéu hanh Windows XP tén tép va tén thuw



muc cé thé dai tdi 250 ky tw va cho phép chira cd ddu cach. Vi du: BaoCaol.doc,
Ptbhai.pas, QuanLy.c, "Tong ket cuoi nam.doc".

Trong phan tén chinh hay phan mé rong cua tép cé thé dung dau ? hay * (goi la
ky tw thé chan) dé chi mot ho tép thay vi mot tép. Dau ? dai dién cho 1 ky tw bat ky,
chadng han bcao? .doc cac tép cb 4 ky tw dau la bcao, ky tw thir tw 1a bat ky, dudi la
doc. Dau * ghi & phan tér chinh hay phan mé rong dai dién cho phan con lai cta phan
tén hay phan mé rong d6, chadng han *. tx t chi cac tép c6 dudi I txt va phan tén chinh
la bat ky.

Thu muc (Directory hay Folder) la hinh thirc phan ving trén dia dé viéc luu trir
cac tép co khoa hoc, hé théng. Nguoi st dung c6 thé phan mot dia ra thanh nhiéu ving
riéng biét, trong mdi vung c6 thé lwu trir mot phan mém riéng hodc céac tép riéng cla
tirng nguoi st dung. Moi ving goi 13 mdt thw muc. Trong mdi thy muc c6 thé tao ra cac
thu muc khéc, goi la thw muc con cua thuv muc d6. Khi khéi tao mot dia (dung 1énh
FORMAT), m6t thu muc khong cé tén duoc tao tw dong goi la thu muc goc, duoc chi
dinh bang ddu \ (gach chéo ngwoc); cac thw muc con tao tiép theo (do ngudi st dung
tao ra) phai co tén. Tén cla thu muc dugc dat theo quy tac dat tén tép, thong thwong tén
thu muc khong dat phan mé rong. Trong cung mot thu muc khong dwgc cé hai thu muc
con hay hai tép tring tén. Thur muc gdc cung vé6i cac thy muc con I6ng nhau tao thanh
mot cay thuv muc.

Sau day la mot cdu tric thw muc dién hinh.

C:\ WINDOWS -r-----HELP
— FONTS
TP7 - - ptbh'.exe
--------- sapxep.pas

THANH — baocao.doc
——————— Documents and Settings-----Administrator -l— My Documents
1 Desktop

Puwong dan (path) cho phép ngudi s dung dién ta ding vi tri cla tép hay thu
muc con ma minh muén st dung. Pudng dan day di gdbm tén 6 dia theo sau 1a ddu hai
cham, tiép theo la thv muc gbc \ , sau do6 la ddy cac tén thv muc dwgc cach nhau béi
dau\ , trong ddy nay thv muc dirng sau phai la con cta thv muc ding trwéc, két thic
duong dan l1a tén thu muc con hay tén tép muén st dung. Vi du: c:\windows,
c:\tp7\sapxep.pas.

2. KHOI BONG VA THOAT KHOI WINDOWS XP

2.1. Khéi dong Windows

V&i mot may tinh d& cai Windows XP, dau tién chac chén rang khéng cé dia
mém trong 6 A, bat may tinh. Trong chdc lat Windows XP s& nam quyén diéu khién hé
thong va chuyén sang giao dién do hoa. Tuy theo cach cai dat c6 thé ta phai gé vao mat
khiu dé vao man hinh lam viéc.

Man hinh giao dién gdbm cé man hinh nén (Desktop), trén man hinh nén la cac
biéu twong. SO lvgng cac biéu twgng tuy theo cac chuwong trinh dwoc cai dat, ta co thé
thém va xoa céac biéu twong. C6 hai loai biéu twong: biéu twgng méc nhién (san co
ngay sau khi cai dat Windows XP), biéu twong dwong tét (c6 ddu mii tén & goc dudi
bén trai hinh vé biéu twong, vi du biéu twgng Paint @ man hinh du6i).
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HK

Nut Start Céac ting dung dang chay Thanh Taskbar

Mot s6 biéu twong quan trong trén man hinh nén:

- My Computer (may tinh cla tdi): xem céac tai nguyén cé trong may tinh dang
dung, quan ly céc tép va thv muc.

- My Network Places: xem tai nguyén dang c6 trén mang néu may tinh dang hay
c6 thé gan vao mot mang.

- Recycle Bin (thung rac): lvu trir tam thoi cac tép bi xo4, cé thé dung no6 dé phuc
hoi cac tép da bi xoa trwdc day.

- Internet Explorer, két nGi voi Internet.

- OQutlook Expres: giri va nhan thu dién ta.

Du6i day man hinh la thanh Taskbar (Thanh tac vu). Phia trai thanh Taskbar la
nat Start, noi kh&i dau cla hau hét cac cong viéc trong Windows XP. Gita thanh tac vu
la cac nut (ng v6i cac (’ng dung dang chay. Cudi thanh tac vu la khay hé théng,noi
chirabiéu twgng cua cac chuong trinh dang chay trong bd nhé va hién thi gio cla hé
thong.

2.2. S dung chudt. Cong cu lam viéc chinh trong m6i trwong Windows la chu6t va
ban phim. Trén man hinh luén ludn nhin thdy mot mii tén hay con tré nhd, dé chinh la
con tro chudt; st dung chudt dé diéu khién con trd nay; di chuyén chudt sé lam cho
con trd twong ng trén man hinh di chuyén theo. Céc thao tac co ban véi chudt:

- Point (trd chudt): di chuyén chudt dé dwa con trd chudt ndm trén mot déi twong
xac dinh. Vi du tré chudt vao mot muc trén Start menu ctia Windows.

- Press (an chudt): an nat trai chudt mot lan va gitt n6 an mai (thuong dung dong
tac nay dé kéo chudt).

- Click (nhay chudt): an nat trai chudt mot lan réi nha ngay.

- Right-Click (nhay phai chudt): 4n nat phai chudt moét lan réi nha ngay.

- Double Click (nhay dap chudt): an nhanh hai ian lién ti€p nat trai chuot.



- Drag (kéo chudt): dn nat trai chuot va gitt né trong khi di chuyén chuét.

2.3. Diéu khién clra s0. Khi khai dong mot tng dung thuong xuét hién mot clra s6

Bieu tuong Ten tep Ten ung tieu
ung dung Nut cuc dai
NiiX clos-ei

Thuc don chinh

Thanh.cuon ngang Thanh cuon doc'

tvong (ng. Trén dinh clra s la thanh tiéu dé, phia trai thanh tiéu dé la Biéu twong cla
tng dung, Tén tép va Tén (ng dung dang chay. Phia phai thanh tiéu dé c6 3 nat dé
diéu khién ctra s6: Nut cuc tiéu dé cuc ti€u hoaclra s6 'ng dung dua vé thanh moi nat
trén thanh Taskbar, NGt cyc dai dé phdng to clra s6 ra toan man hinh (khi nat cé mot
hinh chi¥ nhat) hoac thu nho clra so Vé kich thudc IGc trwde khi phong (khi trén nit ¢ 2
hinh ch* nhat, nat cyc dai da trd thanh nit Restore), NGt Close dédong clra sO (ng
dung. Du6i thanh tiéu dé Ia Thanh menu chinh cla ng dung.

C6 thé diung chuot dé thay ddi kich thwdc clra s0. Di chuyén chudt tdi canh phai,
canh day hay goéc dudi bén phai cua clra s6 dé con trdé chudt chuyén thanh mi tén hai
dau, kéo cac canh dé phong to hay thu nho clra s6 theo y muén. Di chuyén clra so trén
man hinh: kéo thanh tiéu dé téi vi tri méi. Néu clra s6 khéng di rong dé hién tat ca cac
thong tin, xudt hién cac thanh cuén & canh bén phai va canh day clra sd, ta co thé kéo
nGt cudn hay nhay cac nat mi tén trén thanh cudn dé hién thong tin can xem.

Toan bd cac thao tac trén dbi voi clra sO c6 thé thao tac qua Menu diéu khién nho
& goc trén bén trai clra s6. D€ kich hoat menu nay ta nhay vao Biéu twong clia (ng
dung ndam & phia kich trai Thanh tiéu d&. Menu gbm cdc muc: Restore (trd vé kich
thwéc ban dau cuda clra s0), Move (di chuyén clra s6), Size (thay doi kich thudc cira so),
Minimize (cuc ti€u hoa clra s6 thanh mot biéu twong trén thanh Taskbar),Maximize
(phdng to clra s6 ra toan man hinh), Close (dong clra s0).

Mot sd churong trinh dung céac cira sO duoc chia doc hay chia ngang (vi du clra s6
Windows Explorer), cac bd phan clra s6 goi la cac khung. Ta c6 thé thay ddi kich
thuéc twong ddi cua cac khung bang cach kéo duong phan chia khung.

2*4. HOp thoai trong Windows

HOp thoai trong Windows gitip cho nguoi dung co6 thé thwc hién céac lva clion va
ra quyét dinh hanh dong, hop thoai chiém mdt vung man hinh ciing twvong tv nhu cla
s6. Dong trén cling cla hop thoai la Thanh tiéu dé& ma trén né ghi tén hop thoai.

Trén hop thoai thuong cd cac loai nut sau:

- NUi déng hép thoai F&L & phia kich phai thanh tiéu dé dung dé dong hop thoai.



- NGt an (Push button) la nhirng nat hinh chit nhat trén dé c6 dé chi* (xem hop
thoai & dudi). Cac nat thuong dung: OK (khéng dinh cac lwa chon), Cacel (huy bd cac
Ira chon va thoat khoi hop thoai), Help (xem hudng dan st dung hop thoai), cac nat co
chir véi 3 dau cham (sinh ra hop thoai méi).

Microsoft Office Word

Do you want to save the changes to baocao?

mAS

Ves ] | yo Cancel

- Nt kiém tra (Check Box) la cac 6 nhd bén canh cé chir, khi nhay chudt dé lya
chon thi 6 dwgc danh dau bdi ky tw giong chit V. C6 thé lya chon nhiéu NGt kiém tra
trong mét hop thoai.

Page range
OAIl

I 1Always create backup copy 0
Current page

r~1 Allow fast saves
P I Allow background saves 0] Pages:

- Nat dai (Radio button) la nhitng 6 hinh tron bén canh c6 chit, khi nhay chu6t
vao 6 nay dé lya chon thi & dwgc danh dau bdi mot chdm to mau den. Khi xuét hién
nhiéu nat dai thi chi cé thé chon duwoc mot (cac kha nang loai trir nhau).

- NGt diéu khién kéo xu6ng (Control Box) la nhitng nGt ma bén phai nat cé mi
tén, bén trai la xau ky tu thuyét minh vé nat. Khi nhay chudt vao Mdi tén bén phai nit
sé xudt hién mot menu kéo xudng cho phép ta lva chon mdt muc, hodc ta cling cé thé
nhay chudt vao khung van ban clia nat va nhap truc ti€p van ban nhw d6i voi Hop van
ban.

Save as type : IWord Document (*'.doc)

Word Document (*.doc) 1A
XML Document (*.xml)

Single File Web Page (*.mht, *.mhtml)

Web Page (*.htm, *.html)

- NGt tang giam la nhirng nat ma & phia phai cé 2 mii tén 1én va xudng, gitra nat
chtra di¥ liéu s6. Nhay vao mi tén Ién hay xudng sé lam tang hay gidm gia tri cla so
trong 0. Ta cling c6 thé nhay chudt vao gilra 6 va nhap truc ti€p gia tri s6 mai.

Margins
Top; 1333 fl”
Left: 3.25 cm 0

- Hop van ban (Text box) : khi nhay chudt vao hop ta cé thé nhap van ban. Vidu
hop van ban dung dé nhap mat khau cho tai liéu:

Password to open:

- Cac lop. Mot s6 hop thoai dugc to chirc thanh nhiéu I6p gidng nhw cac tdm bia
xép chong Ién nhau, tén cac I6p nam & phia trén dinh hop thoai. Moi 16p lai twong (ng



vGi cac muc lya chon riéng, c6 thé coi moi I6fp nh 1a mdt hop thoai con. Vi du hdp
thoai Options bao gom 10 16p.

Security Speiiing & Grammar m Track Changes
User Information Compatibility File locations

View 1 General Edit Print 1 Save

- NGt tro gitp ksdi ndm & phia trén bén phai cira s6, khi nhay ndt nay ddu chdm
hoi s& dinh vao con tré chudt, di con tro chudt toi bdt ky muc nao trong hop thoai va
nhay chudt thi ta sé dwgc hudng dan tryc tiép cia chinh muc nay.

2.5. Cac loai menu

Khi mot ¢ng dung dwgc mé phia du¢i Thanh tiéu dé Ia Thanh menu chinh cla
tng dung. Néu nhay vao mot muc trén Thanh menu chinh sé xuat hién mot Menu doc
bao gdém cac Iénh cla ¢ng dung. Vi du nhay vao muc Edit thuong xuét hién Menu doc
gdm cac muc Cut, Copy, Paste, Select All. M6t muc bi mo trén mot menu la iénh
khong dwgc dung trong ngit cAnh hién hanh. Khi nhdy vao muc c¢6 dau mdii tén & phia
phai sé xuat hién mot Menu doc méi.

Khi nhay nat phai chudt vao man hinh nén, hodc vao nén cda thanh Taskbar,
hodc vao tén cac tép da chon trong Windows Explorer, hodc vao doan van ban da danh
ddu khéi trong Word, trén man hinh s& xuét hién mot menu doc nhé (goi ia Menu tat)
chtra cac 1énh ma ta can dung trong tinh huéng nay.

1.6. Thoat khoi Windows va tat may

Trudc tién ta can thoat khoi tat cd cac (ng dung dang chay, ti€p theo nhay nut
Start, xuat hién menu doc, chon muc Turn off Computer , xuat hién hop thoai Turn off
Computer, chon Turn off.

3. MENU START VA THANH TASKBAR

Menu Start dung dé quan ly cac (ng dung, cac chuong trinh da cai dat; thanh
Taskbar dung dé quan ly cac chwong trinh hién dang chay va chuyén doi gitra ching.

3.1. Menu Start. Khi nhay nat Start xuat hién menu Start v&i cac muc:

- AU Programs, khi trd chudt vao muo nay sé xudt hién menu doc cép hai chia
tat ca cac chuwong trinh cé thé chay.

- My recent documents’, mé céc tai liéu dd mé gan day nhat.

- Control Panel: stra doi man hinh nén hodc céac thiét lap hé thong.

- Search : tim tép hodc thu muc.

- Help and Support: khi chon muc nay clra s6 tro gilp xuat hién. Cira so trg gilp
c6 cac muc: Pick a Help topic (hwéng dan phan theo chi d8), Index (céc chi dé hudng
dan liét ké theo thir ty tir vieng), Search (tim moi chi d& c6 chira mot tir hay cau, sau dé
lya chon chd d& can xem hwéng dan).

- Run: mé& cac muc nhu trang Web, chwong trinh va cac tai nguyén may tinh
khéc.
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- Turn off Computer : tit may NN et G\ 9AVFMEC *
hodc khoi dong lai may. £ | Adobe AciobitS.Q kY FRavoits
Trong hé théng menu doc xuat phat i frcteoad *j MyConLter *

tlr nat Start, néu ta tré chudt (khdng can
nhay) vao muc c6 dau dau mii tén thi sé
xudt hién mot menu doc moi. Vi cac
menu doc qua dai dé hién cac muc bi
dau can tré chudt vao mii tén & phia
duéi hodc phia trén cia menu con.

Hinh thirc trinh bay cla Start menu
c6 thé theo hai cach : cach cla Windows
XP, cach cua Windows 2000 ci. Dé
chuyén doéi gitra hai cach trinh bay dung

f

»  Yahoo! Messewijti l]’ rmtral Parmi
Mete**: Offee <W80* sm

) ips

Cffk»2

-figs tjjob
e i{e}
mPitefi adFRt

<jfuli-

Heip 3rd Sypport

jfi secrin

»

Iénh: Start / Control Panel / Taskbar and
Start Menu, hién hop thoai, chon Igp
Start Menu, chon muc Start Menu (cach
maoi) hoac Classic Start Menu (cach c,
dung menu c& nhan hod Personalized Menu).

3.2. Khéi dong mot chwong trinh &ng dung

DUng nGt Start c6 thé khdi dong bat ky mot chwong trinh (ing dung nao, nhu'
Word, Excel, Paint, Solitaire ... Dau tién nhay nat Start, tré chudt vao muc All
Programs dé xudt iiién menu doc chinh .. vao menu doc chira chwong trinh can chay,
nhay vao muc chwong trinh muén khéi dong (cac muc khéng cé dau mii tén & sau la
cac chwong trinh cé thé chay dwgc). Khi mot chwong trinh khéi dong thi trén thanh
Taskbar xudt hién mot nit maéi chira biéu twong va tén chuong trinh vira khéi dong.

Khi dang lam viéc véi mot chwong trinh ¢ng dung, mudn chay mot chwong trinh
tng dung khéc ta lai nhdy vao nat Start va lam nhwtrén. Nhvy vay Windows XP cho
phép chay nhiéu ng dung cung mot ldc, tén cac (ng dunghién trén thanh Taskbar. Tat
ca cac clra so0 ng dung khi cuc tiéu hoad (khdng & dang clra s0) déu chuyén vé thanh
mot nut trén thanh Taskbar. Khi dang lam viéc véi mot ng dung, mudn chuyén sang
lam viéc v&i mot ng dung khac (dad duoc kich hoat) ta chi viéc nhay vao nuat twong (ng
trén Taskbar, khi d6 clra s6 (ng v&i ('ng dung nay sé& xudt hién & trwdc cac ctra sd khac.

Dlng lénh start / Run dé chay
mot chuwong trinh hay m& mot tai liéu
néu biét trudc dwong dan cung tén tép: O
nhay nut Start, chon muc Run, hién hép
thoai Run, g6 tén chwong trinh hay mot
tai liéu cung duong dan (néu khong biét
chdc chuong trinh & dau thi hdy nhay
nat Browse dé xac dinh noi cét tép).

Dung Iénh start / My Recent
Documents dé mo tai liéu ma ta mo trwdc dé khong lau: nhay nat Start, chon muc My
Recent Documents, xudt hién menu doc, nhay tén tai liéu can ma (tai liéu co thé tao

mE M »

Type the rtsme of & program, fotiei. document. Of
Internet resource, and Windows  open* for you.

Cpen; i§Hg5Hg

&K Cancel grows*,.,

n



b&i Word, Excel, Paint, Notepad ...), két qua la tai liéu dwgc mé cung véi chwong trinh
(rng dung tao ra nd cling dugc khéi déng theo.

Thoat khdi chvong trinh rng dung dang chay: nhay vao nat Close & goc
trén bén phai clra s6 (ng dung. Khi ¢ng dung déng, nat twong &ng véi nd trén thanh
Taakbar ciing bién mat.

3.3. B6 sung mdt chwong trinh vao menu Start

B0 sung mot chwong trinh vao cdc menu doc xudt phat tir n(t Start tién hanh
theo céc budc:

- Dung Iénh Start / Control Panel / Taskbar and Start menu  xuét hién hop thoai,
chon I6p Start menu, chon muc Classic Start Menu, nhay nat Customize, nhay nat Add,
g6 vao dudng dan dén muc ma ta mudn thém vao menu hodc st dung nat Browse dé
tim dwong dan téi no.

- Nhay nat Next, st dung hop thoai Select Program Folder dé bao cho Windows
biét noi sé dat muc mai.

- Nhay nat Next, dat tén cho muc thém vao menu, cudi cung nhay Finish.

Loai bd mo6t chuwong trinh tlr cAc menu doc tién hanh theo cac budc: nhay
nut Start, trd chudt t&i muc can x6a va nhay nat phai chudt, xuat hién menu tat, chon
muc Delete, nhdy Yes dé dwa muc nay vao Thung rac.

3.4. Cac thao tac trén thanh Taskbar

S&p x€&p cac clra s6 ng dung. Nhay nat phai chudt Ién nén cta Taskbar, xuét
hién Menu tat gbm cac muc sau: Cascade Windows (cac cira s6 tng dung dang md&
xép lop 1én nhau), Tile Windows Horizontally (cic clra sd (ng dung xép canh nhau
theo chiéu ngang), Tile Windows Vertically (cac clra s6 'ng dung x€p canh nhau theo
chiéu ding), Show the Desktop (cuc tiéu hoa tat cd cac clra sO dang md va dua vé
Taskbar, hién Desktop).

Piéu khién mot ctra s6 (’ng dung d& mé. Mdi (’ng dung da mé sinh ra mot
Nt trén thanh Taskbar, khi nhay nat phai chudt vao NUt nay sé xuat hién mot Menu
tat vGi cac muc: Restore, Move, Size, Minimize, Maximize, Close AU+F4 (giéng menu
diéu khién & gdc trén bén trai clra s0, xem Muc 2.3).

Cho an hién thanh Taskbar. Nhay nut phai chudt Ién nén cta Taskbar, xuét
hién menu tat, chon muc Properties, xudt hién hop thoai Taskbar and start Menu
Properties, chon 16p Taskbar, trong 16p nay c6 cac nat kiém: Keep the Taskbar on top
of the windows (thanh Taskbar luén luén hién), Auto-hide the Taskbar ( thanh Taskbar
chi hién khi con tré chudt nam & vi tri cla no), Lock the Taskbar (khoa Taskbar dé
khong di chuyén va thay doéi kich thwéc dwoc), Show the Clock (hién dong ho trén
thanh Taskbar).

Thay d6i vi tri dat va kich thwdc thanh Taskbar. Thanh Taskbar c6 thé dat &
mot trong 4 canh ctia man hinh bang cach nhay vao nén clia Taskbar va kéo di. Théng
thwong thanh Taskbar dé & canh day man hinh. Thay do6i do rong cua thanh Taskbar
bing cach nhay va kéo 1én cac bién phia trong clia n6 (tai noi c6 xuét hién mdii tén hai
chiéu).
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4. WINDOWS EXPLORER

Windows Explorer la cong cu tro gitp cla Windows XP gilp ta biét dwgc toan bd
may tinh c6 nhirng gi, cho phép xem ndi dung may tinh nhu mot hé thdng th* bac hay
cdu tric cay. Ta co thé xem dé dang ndi dung mdi 6 dia, mdi thu muc, cling nhw bat ky
0 dia nao trong mang.

4.1. Khéi dong Windows Explorer. Dung Iénh Start / All Programs /
Accessories / Windows Explorer dé khdi dong Windows Explorer, xudt hién clra so
clia chuong trinh Windows Explorer va né dugc chia thanh hai phan: khung bén trai va
khung bén phai.

Khung bén trai la cay thw muc liét ké tat ca cac tai nguyén clia may: cac 0 dia,
Control Panel, Thung rac, mang ... (vo&i diéu kién nat Folders trén thanh cong cu da an
chim xuéng). Trong khung nay c6 céc thao téc:

« Nhay lén doi tuong (6 dia, thw muc con ...) thi ndi dung bén trong cta doi
twong sé hién Ién & khung bén phai. Bong tac nay goi la m& mot thu muc.

e Nhay vao dau (+) ding treéc mot doi tugng thi trong cay thv muc sé hién tiép
cac thv muc con cda déi twong nay.

e Nhay vao dau (-) dirng truéc mot ddi tuong thi trong cay thv muc sé khong
hién cac thw muc con cua déi twgng nay.

Khi nat Folders trén thanh céng cu ndi Ién thi Khung bén trai hién danh sach cac
cong viéc cb thé 1am vai tép va thu muc (hodc cac cong viéc (ng véi tinh hudng hién
tai), cac vi tri khac trén may tinh va mang. NGt mi tén xudng trong Khlng bén trai dé
ma réng danh sach, nat mi tén Ién trong khung dé thu gon danh sach. Day la cach x{
Iy méi cua Windows Exploer so voi cac phién ban Windows truéc.

Khung bén phai cuta clra so liét ké chi tiét (gbm céac thv muc con va tép) cua
doi twong cé hop sang trong Khung bén trai. Cac doi twong & Khung bén phai c6 5
cach hién, dung lénh View va chon mot trong 5 kha néng: List (hién biéu twgng va tén
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thy muc, tén tép), Details (hién biéu twong, tén tép, sO byte, kiéu tép, ngay gio tao),
Tiles (hién biéu twong to), Icons (biéu twgng nho xép hang ngang), Thumbnails (hién
thi mot hinh anh chira dwng.cac ndi dung cla tép néu cé thé).

Khi Khung bén trai khong hién cay thv muc, d¢ mé mot thw muc dang hién &
Khung bén phai ta chi can nhay dup vao tén thuv muc.

Sap xép cac tép thudc Khung bén phai ding lénh View / Arrange lcons by, xuét
hién menu doc nhé véi cac muc: Name (xép cac tép va thv muc theo tén), Size (xép
theo kich thuéc), Type (xép theo phan mé rong), Modified (xép theo ngay gio tao stra).

4.2. Sr dung thanh nhé USB

Cam USB vao cong USB, Windows XP sé tv nhan biét USB va den trén USB dd,
sau d6 ta c6 thé 1am viéc véi USB nhu mot 6 dia binh thwong. Tat USB : nhay dip vao
biéu twgng USB & mut phai thanh Taskbar, xudt hién hop thoai Safely Remove
Hardware, nhay nuat Stop, nhay tiép nit OK, dén dé trén USB tét la thanh cdng. Hoic
c6 thé tdt USB bang cach: mé clra s6 My Computer, nhay phai chudt vao biéu tuong
USB la Removable Disk, xuét hién menu tat, chon Eject.

4.3. Tao moOt thwy muc con m&i

Trong khung phai clra s0 Windows Explorer hdy maé thv muc cén tao mét thu
muc con méi. T menu chinii cta clra s6 Windows Explorer ra Iénh File/ New/ Folder
(hoac chon muc Make a new Folder trong Khung bén trai néu Khung bén trai hién
danh sach cac cong viéc), xuat hién hdp van badn New Folder & Khung bén phai, gd
vao tén thv muc mai.

4.4, Lwa chén tép va thv muc

Lwa chon mot d6i twong (imdt tép hay mot thw muc): nhay chudt vao biéu tuwong
thy muc hay tép. Chon nhigu biéu twong nam k€ tiép nhau & Khung bén phai clra sé:
nhay vao doi twong dau, an va gilr phim Shift déng thoi nhay vao déi twong cudi. Chon
nhiéu déi twong nam roi rac trén Khung bén phai clra s6: &n va gilt phim Ctrl dong thoi
nhay vao tlrng ddi twgng. Chon tat ca cac doi twgng trong Khung bén phai cira so: 1énh
Edit/ Select All.

4.5. Di chuyén hay sao chép céac tép va thv muc

Ta co6 thé di chuyén hay sao chép thu muc va tép sang mot thw muc khac hay 6
dTa khéac bang céch:

 Trong clra s0 Windows Explorer, m& thv muc cé chira tép can di chuyén hay
sao chép, khung bén trai cho hién cay thu muc.

« Lua chon tép hay nhom tép & khung bén phai, dung nat phai chudt dé kéo tép tir
Khung bén phai sang tén thv muc (noi ma ta muén chuyén tép dén hay sao chép vao)
nam trong cay thu muc ctia Khung bén trai, khi tén thuw muc nay dugc chiéu sang thi
nha nat chudt ra, xuat hien mot menu tit.

« Chon Move Here dé di chuyén tép, hodc chon Copy Here dé sao chép tép.

Ta cling c6 thé dung hé thong menu va hop thoai dé di chuyén hay sao chép tép
va thy muc. Truwdc tién can chon tép va thu muc can di chuyén hay can sao chép trong
Khung bén phai, dung lénh Edit / Move to Folder hay Edit / Copy to Folder (hodc chon
Move this file, Move this folder, Move the selected items hay Copy this file, Copy this
folder, Copy the selected items néu khung bén trai hién danh sach cac cong viéc),
xudt hién hop thoai Move Items hodc Copy Items, chon thv muc can dua tép téi.
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4.6. X04 tép va thuw muc. Lya chon cac tép hay thw muc can xoa trong Khung bén
phai, dung Iénh File / Delete (hodc chon muc Delete this file, Delete this folder, Delete
the selected items & Khung bén trai néu Khung bén trai hién danh sach cac cong viéc),
xudt hién hop thoai xac nhan xo4 Confirm File Delete, chon Yes. Céac tép bi xo4a theo
cach nay dwoc chuyén vao thv muc Recycle Bin, ta ¢c6 thé mé thu muc nay dé khoi
phuc lai t&p hay x0a han né di. Néu xo4 tép trén dia mém hay dia CD ghi duoc thi tép
khong duoc chuyén vao Rycycle Bin.

4.7. DOi tén tép hay thuw muc. M& thu muc chira tén tép hay thv muc can doi tén
trong Khung bén phai clra s6 Windows Exploer, Iva chon tén tép hay thu muc. Duling
Iénh File / Rename (hodc chon muc Rename this file, Rename this folder néu khung
bén trai hién danh sach cac cong viéc), go vao tén méi va an Enter.

4.8. Sao chép tép hay thuv muc vao dia mém. Céc budc tién hanh: lua chon
cac tép hay thv muc can sao chép ra dia mém, dung Iénh File / Send To / Floppy (A:)

4.9. Tim kiém tép hay thw muc. Nhay nat Search trén thanh céng cu, chon muc
All files and folders trén Khung bén trai. Néu mudn tim theo tén tép hay thu muc thi
g0 day da hay mot phan cla tén tép trong hop All or part of file name, néu mudn tim
theo mot tlr hay cum tlr chira trong tép thi gé vao hop A word or phrase in the file. Tiép
theo ta can chi ra noi can tim kiém bang cach nhay vao nat miii tén trong hop Look in,
chon 6 d7a va thu muc. Cudi cung nhay nat Search, két qua tim kiém cho trong Khung
bén phai.

4.10. Chia sé thuy muc hodc 6 dia trén mang. Trong clra SO Windows
Explorer cho hién cay thu muc trén Khung trai, chon 6 dia hay thv muc muén ding
chung trén mang, nhay phai chudt vao tén nay, hién menu tat, chon muc Sharing and
Security, hién hop thoai, chon I6p Sharing, danh ddu muc Share this folder on the
network néu muon chia sé mot thw muc (ngudi dung & may khac cd thé truy nhap vao
thuw muc nay).
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5. DESKTOP VA CAC BIEU TUONG

Khéi dong xong may tinh, xudt hién man hinh nén (Desktop), trén dé cé cac biéu
twong. Trong khi lam viéc bat ky lGc nao ta mudn xuét hién Desktop thi chi can cuc
tiéu hoa tat ca cac ¢ng dung dang chay vé thanh cac biéu twgng trén thanh Taskbar
(xem Muc 3.4), hodc nhay chudt vao biéu twgng Show Desktop trén Thanh cong cu
Quick Launch (néu chuwa cé thanh cong cu Quick Launch trén Taskbar thi nhay phai
chudt vao nén thanh Taskbar, hién menu tat, chon muc Toolbars, danh ddu kiém vao
muc Quick Launch).

Céc biéu twong trén Desktop chia thanh hai loai: biéu twogng mac nhién la biéu
twong san c¢6 cia Windows XP nhw My Computer va Recycle Bin, biéu tvgng dudng tat
(Shortcut) c6 dau mii tén & goc dudi bén trai hinh vé biéu twgng. Biéu tvong duong tat
cung cdp cach truy nhap vao cac tai liéu va chuong trinh thwong hay st dung mot cach
dé dang bang cach nhay dap Ién biéu twong. Vi du ta c6 thé 1ap mot biéu twong dirong
tat t¢i chwong trinh C:\NC\NC.EXE. Biéu twong duong tat khong lam thay ddi vi tri
tép, n6 chi Ia mdt eon tré6 ma cho phép ta nhanh chong m& top, khéng phai vao hé
théng menu. Ta c6 thé tao mot biéu twQhg duong tit cho mot ddi twong bét ky nhu tép
chuong trinh, tép van ban, thv muc, cac 6 dia, cac may tinh khac hay may in.

5.1. Tao mot biéu twong dwong tét

Trong ctra s6 Windows Explorer hdy mé thv muc chira ddi twong cén tao biéu
tvong dwong tat, lva chon déi twong trong-Khung bén phai. Nhay nat phai chudt vao
d6i twong, hién menu tat. Chon Create Shortcut néu mudn tao Shortcut ngay trong thu
muc dang mé, hodc chon Send to / Desktop (Create shortcut) néu mudén tao Shortcut
trén nén Desktop.

Khi ta nhay nat phai chudt [én biéu twong dwdng tat s& xudt hién mot menu 'tit
vOi cac muc: Delete (xoa biéu twong va dwa vao Thung rac, khi xo6a biéu twong tép gbc
khong bi xod), Rename (d6i tén biéu twong), Properties (thay ddi cac thudc tinh cla
biéu twong, xem dugc noi chira chwong trinh (ing voi biéu twgng, thay ddi hinh anh cua
biéu twong).

5.2. Thay d6i man hinh nén

Dung lénh Start / Control Panel, xudt hién clra s6 Control Panel, nhay dip lén
biéu tvgng Display, xuét hién hop thoai Display Properties véi nhiéu 16p. Lép Desktop
va 16p Themes : chon céch trang tri man hinh nén theo cac mau san, hodc 1dy mot anh
bt ky (dung nat Browse dé xac dinh noi chira tép anh), mau chudn 1a Windows XP.
L&p Screen Saver: thiét 1ap man hinh chd (man hinh nay xuét hién néu sau mot khoang
thoi gian nhat dinh ta khong st dung ban phim hay chudt).

5.3. Biéu tvong My Computer. My Computer la rat hitu dung néu ta muén xem
ndi dung riéng mot thu muc hay mot 6 dia. Khi ta nhay dup biéu twong My Computer
trén man hinh nén, xuat hién clra s6 My Computer, nhay vao nit mii tén trén thanh
Address dé Iva chon tén 6 dfa can hién ndi dung, xudt hién cac thv muc va tép chira
trong 0 dia. Sau do6 ta c6 thé nhay dup vao thv muc dé xem ndi dung thu muc.

St dung muc View trén menu chinh ta c6 thé thay d6i cach trinh bay cac tép va
thu muc trong clra s0. T4t ca cac thao tac doi voi tép va thw muc trong My Computer
cflng twong tv nhuv trong Windows Explorer.
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Trén thanh cong cu Standard Buttons cuia clra s6 My Computer néu ta chon muc
Folders thi clra s6 My Computer sé chia thanh Khung bén trai (chta cay thv muc) va
Khung bén phai hoan toan giong véi clra so6 Windows Explorer.
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Xem théng tin vé cac 6 dia: trong khung Address chon My Computer, Khung
phai clra s6 hién tén cac 0 dia, dung Iénh View / Details dé hién kich thwéc, khdng gian
trong tén tirng 6 dia. Néu clra s6 My Computer dang & trang thai nay, ta cho dia mém
vao 8 A, nhay phai chudt vao muc 312 Floppy (A:), xudt hién menu tit, chon muc
Format dé dinh dang dia mém trong 0 A.

Xoda cac tép tam trén & dfa ctng: nhay phai chudt vao tén 0 dia clrng. Hién
menu tat, chon muc Properties, xudt hién hdp thoai Properties, chon I6p General, nhay
nat Disk Cleanup, hién hop thoai Disk Cleaup, danh dau chon céac loai tép can xoa va
bé dau chon céac loai tép khdng mudn xo4, nhay OK.

5.4. Biéu tuvong Recycle Bin (Thung rac)

Thung rac la noi chira cac tép, cac ddi twong bi xo& bd khi ta thao tac trong
Windows XP. Céc tép khdng thuc su bi loai khoi dia cng cho dén khi ta lam réng
Thung rac. Windows Explorer xem thiing rac nhuy mét thu muc con, do dé c6 thé phuc
héi cac tép va biéu twong chuong trinh bi x0a bang thao tac sao chép gilra cac thy muc.

Céc thao tac doi voi Thung rac. Nhay dap chudt 1én biéu twong Recycle Bin,
Xudt hién cilra s0 Recycle Bin, trong ctra s6 nay co6 thé lam cac thao tac:

- Phuc hdéi: nhay tén tép can phuc hoi, dung Iénh File / Restore, Windows sé tu
dong khoi phuc tép hay biéu tvgng chwong trinh theo ngudn gbc ban dau.

- X0é& khéi Thung rac: nhay tén chuong trinh can xoa bo, dung Iénh File / Delete.

- Lam rong Thing rac: dung lénh File / Empty Recycle Bin. Theo dinh ky can
lam rong Thing rac dé giai phong khong gian dia.

6. PAINT

Paint la mét cong cu ctia Windows XP cho phép tao va hiéu chinh cac hinh anh
dd hoa: mot bic vé trong Paint, thong tin do hoa lvu trong Clipboard, m6t biic anh ghi
& dang BMP, GIF, JPG,...
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6.1. Khéi dong Paint

Dung lénh Start/ All Programs / Accessories / Paint d&€ m& clra s6 Paint.

Ving trdng & gitta 1a vang v&. 16 nat bén trai ctra s6 1a hop cong cu chinh (Tool
box), cong cu chinh dé vé la bat 16ng (Brush) va but chi (Pencil). Duéi hdp céng cu
chinh la hop cong cu phu dung dé Iwa chon chi tiét hon khi dd chon mot céng cu trong
hop cong cu chinh. Gdc dwdi bén trai 1a Hop mau (Color Box) dung dé chon mau, kich
trai cla hop mau la mot 6 cho thong tin vé mau mat tién (foreground color) va mau
mat hau (background color) hién hanh.

Trén vung vé la cac diém anh (pixel) xép theo hang va cot, goc trén bén trai ving
vé co toa do (0,0), truc X hwdng sang phai, truc Y hudng xudng dudi. Phia dudi clra so
Paint la thanh trang thai (Status bar), trén d6é c6 hai 6 chtra hai cap s6. Cap sé thr nhat
c6 dang (x,y) théng béo vi tri clia con trd, hoic 1a toa do bt dau cia déi twgng dang vé
(vi du mat dau tién cla duong thang, goc trén trai cGa hinh chif nhat ...)s Cap s6 thi
hai c6 dang (dx Xdy) thong bao kich thwéc clia d6i twgng dang vé. Vi du khi dang kéo
chudt vé hinh chir nhat hai- cap s6 la (87,47) va (180x155) sé c6 nghfa: toa dd goc trén
trai hinh chit nhat la X= 87, y = 47, chiéu ngang hinh chit nhat la dx = 180, chiéu cao
la dy = 155. Sir dung cac toa dd nay dé vé chinh xac hinh.

Hoép 06ng cu chinh

HAp cong cu phu

o Hopmau  'hanh
Mawmat tién / Mau mat hau trang thai
MMMBSMMSamM
rrrmmrrrrmr
For Heip, cfek Help Topics on the Help MENnu. 235,93 80x46

Thiét 1ap kich thuwéc blc vé dung 1énh Image / Attributes, xudt hién hop thoai
Attributes. Cac muc trong hop thoai: Width - thay d6i do rong biic vé, Height - thay
ddi do cao blrc v&, Units - thay ddi don vi do la Cm hay Inches, Colors - dé chon mau
clia btrc V& 1a tréng den hay c6 mau, Default - tra lai trang thai mac dinh.

Céac budc chung ¢ é tao mét birc Vé:
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- Chon cbng cu vé trén HOp cdng cu chinh: nhay vao nat. Hinh vé trén nat mo ta
cong dung cltia nat, song néu khong biét chinh xac hay dé con trd 1én nit mot lat tén
nat sé xudt hién.

- Chon dd rong dwong, ki€l buat 16ng hay loai hinh chit nhat trong hop cong cu
phu.

- Chon mau mat tién: nhay nat trai chudt 1én mau can chon trong hop mau. Chon
mau mat hau: nhay nat phai chudt vao mau can chon trong hop mau.

- Tién hanh vé. Trong khi v& néu dung nat trai chudt sé ldy mau madt tién, dung
nat phai chudt sé ldy mau mat hau. Muén hly nhitng gi vira vé dung Iénh Edit / Undo
(c6 thé dung téi 3 1an), muén khoi phuc nhitng gi da bi Undo dlng lénh Edit / Repeat
(c6 thé dung t6i 3 lan).

Xem céac btrc v& 16n. Vi nhitng blc vE I16n can nhiéu chd trén man hinh dé xem,
ta c6 thé khong cho hién hop cong cu, hdp mau va thanh trang thai bang cach dung
Iénh View, bd danh ddu vao cac muc Tool box, Color box, Status bar. Mudn rong hon
nira dung Iénh View / View Bitmap (dn phim bat ky vé trang thai binh thwong).

Ghi mét birc vé dung 1énh File / Save hay Iénh File / Save As, hdp thoai Save As
xudt hién. Trong hop Save as Type hay chon mot trong cac dang bitmap: Monochrome
Bitmap (lvu &nh trang den, xau), 16 Color Bitmap (birc vé 16 mau, du dep), 256 Color
Bitmap (brc v nhiéu ph6é mau), 24 Bit Bitmap (lvu blc vé bang phé mau day du,
chiém nhiéu khdéng gian dia nhat). G& tén tép vao hop File Name, nhay Save.

M& mot blrc vé da lwu trir dung Iénh File / Open.

6.2. S dung cac céng cu vé cta hop cong cu chinh

V& tw do bang cong cu Pencil. Nhay nut trai (nGt phai) chudt vao diém bat dau
V&, gilt chudt va kéo dé vé theo mau mat tién (mau mat hau). Muén vé cac duong hoan
toan ding, ngang hay xién 45 do thi gilr phim Shift khi v&.

V& ty do bang cong cu Brush. Khi da chon Brush, ta can chon kiéu cta bat 16ng
trong hép cong cu phu. Nhan gitt nat trai (nat phai) chudt va kéo dé vé theo mau mat
tien (mau mat hau).

Son xit bang céng cu Airbrush. Chon Airbrush, chon mét trong ba mau binh xit
trong hop cong cu phu, di con tré vao ving V&, dn nat trai (nat phai) chudt va kéo dé
tao cac dam cham hinh tron ¢c6 mau mat tién (mau mat hau). Cac ddm cham mau hay
thua phu thudc vao kéo chudt nhanh hay cham.

V& cac dwong thang bang cdng cu Line. Chon Line, chon dd rong duong trong
hop cong cu phu, di chudt vao ving v&, nhan gilr nit trai (nat phai) chudt va kéo dé vé
dwong thang theo mau mat tién (mau mat hau). Dé vé cac dwong hoan toan ding,
ngang hay chéo can an. phim Shift khi veé.

V& cac duong cong lwon séng bang cong cu Curve:

- Chon c6ng cu Curve, chon dd rong nét vé & Hop cong cu phu.

- Dinh vi con trd vao noi bat dau dudng cong, nhdn gitt nat trai (nGt phai) chudt
va kéo toi noi két thic duong cong, nha nat chudt, ta dwgc mot duong thang theo mau
mat tién (mau mat hau).

- PBua con trd vao mot phia cla dwdng théng, nhan gitt nat chudt va kéo dé danh
cong duong thang vé mot phia, nha chudt (ta c6 dwong véi mot nét cong). Dua con trd
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sang phia ngwoc lai, nhay chudt va kéo dé duoc duong cong dang lwgn séng. Trong lic
dang udn cong dwdng néu ta an dong thoi ca hai nat chudt thi dudng cong bi hly bé,

V& hinh chi* nhat va hinh vudng bang céng cu Rectangle. Gia s ding nat tréi
chudt dé vé, chon cong cu Rectangle, chon mdt trong ba loai hinh chi* nhat trong hop
cong cu phu: Loai thir nhat Ia hinh chit nhat chi cé vién va dugc vé theo mau mat tién;
Loai thir hai 1a hinh chi¥ nhat cé vién dwoc td bang mau mat tién, phan bén trong duoc
t6 bang mau mat hau; Loai thir ba Ia hinh chi* nhat dic duoc td day bang mau mat tién.
Di con trd dén ving V&, nhadn gitt nat chudt va kéo dé tao hinh chit nhat. Mudn dwoc
hinh vudng thi gii* phim Shift trong khi kéo chu6t.

DEé xac dinh do rong dwong vién cta hinh chit nhat, hinh chir nhat cé goc tron,
ellipse, hay da giac, trwéc tién chon cong cu Line, chon do rong duong, ti€p theo mai
chon cbng cu Rectangle, Ellipse hay Polygon.

V& hinh chi*r nhéat vgi cac goc tron dung cong cu Rounded Rectangle, vé& hinh
Ellipse va hinh tron bang céng cu Ellipse: thao tac gidng cong cu Rectangle.

V& cac hinh da giac bang céng cu Polygon. Gia st ding nit trai chudt dé vé mot
da giac c6 N canh, chon cdng cu Polygon, chon mot trong ba loai da giac trong hop
cdng cu phu: da giac chi co vién va duoc v& bang mau mét tién, da giac cd vién to
bang mau mét tién va rudt td bang mau mat hau, da giac td dic bang mau mat tién.
Nhan git nat trai chudt va kéo dé vé canh dau tién, nhay nat trai chudt vao diém cudi
cla canh thit hai (Paint s& ndi diém nay véi diém cudi clia canh dau tién), tiép tuc dé
dwoc N-1 canh, nhay dap vao diém cudi cla canh N-I ta nhan dwoc canh cudi cung.

T6 day mot hinh dong kin bang Fill with Color. Chon céng cu Fill with Color,
dua con trd vao bén trong vung dong kin dinh t6, nhay nut trai chudt dé td bang mau
mét tién (hodc nhay nat phai chudt néu td bang mau méat hau).

Thém v&n ban bang cong cu Text:

- Chon cdng cu Text, chon mdt trong hai cach hién van ban & hop céng cu phu.
Céch 6 trén: nén cla khung van ban ia mau mat hau, mau chit 1a mau mét tién. Cach &
dudi: mau chi® 1a mau mat tién, khung van ban khdng c6 nén, do dé van nhin thay
nhitng gi dad vé & phia du¢i khung van ban.

- Nhay git nat trai chudt va kéo dé tao khung van ban hinh chir nhat, xuat hién
con trd nhap van ban va thanh céng cu Fonts. Chon phong chi, c¢& chir va kiéu chi.
Néu khong xuat hién thanh céng cu Fonts thi dung Iénh View / Text Toolbar.

- Nhap vin ban tir ban phim, hodc dan van ban cé san trong Clipboard bang lénh
Edit/ Paste. Nhay bén ngoai khung van ban dé chdp nhan, sau khi chap nhan ta khéng
thé stra duorc.

6.3. S dung cac cdng cu hiéu chinh trong hop céng cu chinh

X6éa bang céng cu Eraser. Chon cdng cu Eraser / Color Eraser, chon mét trong 4
kich thwdc cuc tay trong hop céng cu phu, chon mau méat hau. Binh vi con trd chudt
vao noi bat dau xo6a, nhén gilr nut trai chudt va kéo, ving bi x6a duoc thay biang mau
mét hau.

Chon mau bang cdng cu Pick Color. Chon mau mat tién: chon Pick Color, nhay
nat trai chudt vao vi tri trén blrc v& c6 mau ma ta mudn lam mau mat tién. Chon mau
mat hau: chon Pick Color, nhay nat phai chudt vao vi tri trén bic v& c6 mau ma ta
muoén lam mau mat hau.
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Cong cu Magnifier dung dé phéng motphan hay toan bd birc vé:

- D& phong mot phan bic vé chon cong cu Magnifier, di con tré (la khung chi
nhat kha I&n) 1én phan cda birc v mudn phéng to, nhdy chudt. Ta cé thé xem va slra
chra hinh vé. Két thic phéng to: nhay lai cong cu Magnifier, nhdy vao diém béat ky
trén btrc V&.

- Phoéng to toan bd bic vé: chon cong cu Magnifier, chon méc phéng 2 lan, 6 lan,
hay 8 lan & duwgi hop cdng cu. Xem hay stta ban vé, tré vé khdng phong: nhay lai vao
nat Magnifier, chon mac phéng 11an & dwéi hdp cong cu.

6.4. Lam viéc v@i cAc mau cat

Tao mdt mau cat:

- Céch 1: tao mau cat hinh chit nhat. Chon cong cu Select, di chuyén con trd
chudt vao dinh trén trai mau cat, &n gitt nat tréi va di chuyén xudng dinh du6i phai thi
nha chudt. Mau cat dugc danh dau bang dudng vién hinh chit nhat nét dut.

- Cach 2: tao mau cét theo hinh béat ky. Chon cdng cu Free Form Select, di
chuyén con tr6 chudt vao ving vé rdi kéo chudt dé vé mot duong bao quanh mau cat,
nha nat chudt, xuét hién dwong chit nhat c6 chdm bao quanh mau cat. NEéu lam sai, ¢
thé nhay tai mot vi tri bat ky trén man hinh dé iam lai.

Lwa chon mdt trong hai cach thirc, mau cat c6 thé dwoc di chuyén, sao chép nho
hai tuy chon & hop cong cu phu. Chon cach dau tién (dang mo duc): phan mat hau cla
mau cét cling mang t6i noi moi, che 1dp nhitng gi da vé cii & day. Chon cach th hai
(dang trong sudt): bat ky phan nao clia mau cat c6 mau tring véi mau mét hau hién
hanh déu bién mét, cho phép hinh anh ndm phia dudi hién thi.

X04 mau cét. Dung lénh Edit / Cut (hodc &n Ctrl+X). Chl y, v&i cach xoa nay
mau cat vé chuwa bi mat han, cd thé khoi phuc lai bang lénh Edit / Paste, mau cat sé hién
lai tai dinh bén trai clra sO vé&, dung chirc ndng di chuyén mau cat dé dat lai vi tri mong
muon.

Di chuyén mau cat. D&t con trd chudt vao phan trong mau cat, an gilt nat
trai chuot va di chuyén vung anh dén vi tri méi thi nha chuét.

Sao chép mau cat. Dung lénh Edit/ Copy dé sao chép mau cét vao ving dém.
Dung lénh Edit / Paste dan mau cét tir vang dém 1én dinh bén trai clra s6 V&, ding chirc
nang di chuyén dé dua mau cat vao vi tri mong mudn. Chi y: thao tac dan co thé Iap
lai nhiéu lan. Trong trwdng hgp &nh c6 nhiéu vang giéng nhau thi ta chi vé mot lan roi
thuc hién thao tdc dan. Phan anh cét hodc sao chép dwoc lwu gitr trong ving dém, ta c6
thé loi dung diéu nay dé dan né vao céc clra s6 chwong trinh khéc.

7. CONTROL PANEL

Chuong trinh 'ng dung Control Panel diing dé cai dat hay thay ddi cau hinh cla
hé théng. Co6 thé kich hoat Control Panel bang lénh Start / Control Panel. Xuéat hién
cltra s6 Control Panel:

Trong ctra sO Control Panel cd céac biéu twong voi cac chirc nang sau:
- Accessibility Options: thiét Iap cac thdng s6 cdu hinh thiét bi nhuv ban phim,
man hinh, chudt, am thanh lam cho may tinh dé st dung véi nhitng ngudi khuyét tat.
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- Add Hardware: cai dat va dat cdu hinh phan ctrng nhv may in, modem, may
quét, bd diéu khién tro choi.
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- Add or Remove Programs: cai dat hay g& bé cac phan mém (ng dung. Chie
nang nay cé 3 muc chinh: Change or Remove Programs (thay déi hay g& bo (ng
dung), Add new Programs (b6 sung (ng dung moéi), Add / Remove Windows
Components (b6 sung hay g& bo cac thanh phan ctia Windows).

- Administrative Tools": céc cong cu quan tri.

- Date and Time: thiét 1ap ngay gio hé théng va dat lai mui gio.

- Display : thiét 1ap man hinh nén va man hinh cho.

- Folder Options : thiét lap cach hién cac tép va thu muc.

- Fonts: hién va quan ly cac phong chi.

- Game Controllers: cai dat va cau hinh bd diéu khién tro choi.

- Internet Options: cai dat cach hién thi Internet va cac thiét lap két n6i.

- Keyboard: thiét 1ap cac thong s6 cta ban phim, d6 nhap nhay cua con tro.

- Mail: céc thiét 1ap cho Microsoft Outlook.

- Mouse: thay doi cac thong so cua chudt. Clra s6 Mouse Properties ¢ 3 muc:
Buttoms (hoan doi cac nut trai va phai, quy dinh toc dd thao tdc nhay dup chudt),
Pointers (thay d6i cac kiéu hinh dang cua con tré chudt), Pointer Options (quy ctitiirioc
do di chuyén con tro chudt va bat tat viéc tao vét ctia chudt).

- Network Connections: tao cac két ndi mang.

- Phone and Modem Options: cai dat va cdu hinh Modem.

- Power Options: quan ly nguén nang lugng.

- Printers and Faxes: cai dat may in va may Faxe.

- Regional and Language Options: thiét dat cach hién thi ngon ngtt, s6, thoi gian
va ngay thang.

- Scanners and Cameras: cai dat va cau hinh mdt may quét hay may ghi hinh.

- Scheduled Tasks: chay cac chuong trinh theo lich trinh.

- Sound and Audio Devices: gan am thanh cho céac su kién va cai dit cac thiét bi

am thanh.
- System: xem cac thong tin vé hé thdng va thay d6i cac thiét 1ap moi truong.
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- Taskbar and Start menu: thiét 1ap cac thudc tinh ctia thanh Taskbar va cac bang

chon xuat phat tir nat Start.

- User Accounts: quan ly cac nguoi ding va mat khau doi vai may tinh.

C6 hai cach hién thi clra s6 Control Panel: Category view (theo cac chu dé, cach
hién thi ngdm dinh clia Windows XP), Classic view (theo cach cla cac phién ban
Windows cli, xem man hinh & trén). Viéc chuyén doi gitta hai cach hién thi nho chon
muc Switch to Category view hay Switch to Classic view trén khung tréi ctra so.

Cai dat cac phong ch. Trong clra so Control Panel nhay dip 1én biéu twgng
Fonts dé m& clra s6 Fonts. Trong clra s& Fonts cac biéu twong c6 chlr o (ng voi dang
phong chir OpenType (la phéng chit co ddn dwoc clia Windows 2000), cac biéu twong
c6 chir T ng v&i dang phong chir TrueType (phdng chir co dan dugc clia cac phién ban
Windows trudc day), cac biéu twong cé chir A (ng voi dang phéng chit vector (la
phong vé c6 chat luvgng thap) va raster (con goi la font bitmap duoc lwu tri nhw cac
hinh anh véi cac kich c& nhat dinh, cé chat lwgng tét). Trong clra sO nay cd thé lam
cac thao tac:

- Xem céc kiéu Fonts: nhay dup lén biéu tvgng hodc tén Font twong (ng, xuét
hién clra s6 cho mau chit & céac kich c& khac nhau.

- Cai thém Font méi: ding Iénh File / Install New Fonts .... Sau d6 can chira 0
dTa va duong dan chi dén cac tép luu tri phong chit, lwa chon tén phdng chit can thém
trong hop List of Fonts.

- X04 bat phdng chir: nhay tén phong chir can xoa, bdm phim Delete, chon Yes.

- Thay ddi céac thudc tinh cta phéng chit: nhay nGt phai chudt Ién tén phong chi,
xuat hién menu doc nhd, chon muc Properties dé thay doi.

- Thay d6i cach hién thi trong ctra s0 Fonts: dung Iénh View, chon cac muc Large
Icons, List, List fonts by Similarity, Details.

Cai dat may in. Trong clra s6 Control Panel, nhay dip Ién biéu twong Printers
and Faxes, xuat hién clra s0 Printers and Faxes, trong clra sd nay c6 thé lam cac thao
tac:

- Cai thém moét may in méi: nhay vao muc Add a Printer trong khung bén trai cta
clra s0, xudt hién hop thoai Add Printer Wizarrd, nhay nGt Next, chon cai dat may in
trén mang hay ndi truc tiép véi may dang dung, chon hdng may in, ki€éu may in. Khi
cai dat may m thwdng can téi dia goc CD cta bd Windows XP.

- Hly bo mdt may in da cai: nhay biéu tvgng mdy in can xo4, nhay nut Delete.

- Thay doi cac thong sO clia may in: nhay nat phai chudt 1én biéu twong may in,
xudt hién menu tét, chon Properties, xudt hién hop thoai véi nhigu 16p dé ta dieu chinh.

Diéu chinh ngay gi¢ ciGa may tinh: nhay dip vao biéu twong Date and
Time trong ctra s6 Control Panel, xudt hién hop thoai Date and Time Properties, chon
I6p Date & Time, lwva chon ngay va diéu chinh gi¢ theo muong muén.

Thay doi cach biéu dién ngay, gio, so, tién té. Nhay dip vao biéu tuong
Regional and Language Options trén ctra s6 Control Panel, xuat hién hdp thoai, chon
I6p Regional Options, nhay nat Customize, xudt hién hop thoai Customize Regional
Options gdm bdn 16p Numbers, Currency, Time va Date dung dé thay ddi dang thic
s0, tién té, thoi gian va ngay twong ng.

8. CAC LENH CUA MS-DOS
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Khi dung Windows XP ta cé thé hoan toan khong can dung téi cac lénh cla
DOS. Song trong mot s6 truong hop nguoi ta van thich dung DOS: man hinh clia DOS
chi¥ to dé doc va nhiéu chuong trinh thong dung chay trong méi trwong DOS nhu Turbo
Pascal, Turbo ¢, Norton Commander, cac chuong trinh diét Virus ... T& man hinh
Windows XP muén chuyén sang ddu nhic lénh cia DOS dung lénh Start / All
Programs / Accessories / Command Prompt, tir ddu nhic cla DOS muén chuyén lai vé

giao dién cua Windows g6 Iénh EXIT.

O dfa hién hanh (current drive) la 6: dia ma DOS dang theo ddi, n6 chinh la tén
6 dia dwgc hién ra & dau dau nhac lénh (chang han: A:\>_ hay ¢ :\>_). Ta c6 thé thay
doi 0 dia hién hanh bang cach gd vao tén 6 dia theo sau la ddu hai cham va an Enter.
Vidu, A:\>c : (d0i 6 dia hién hanh tir A sang C)

Thuv muc hién hanh (current directory) la thv muc ma DOS dang theo ddi, nd
la tén thv muc nam & cudi cung trong dau nhac lénh. Khi méi lam viéc véi mot 6 dia
thi thw muc hién hanh la thu muc géc.

D&u nhéac lénh (Command prompt) bao gdm tén & dia, duong dan toi thuy muc
hién hanh, ddu > va con trd nhap nhay cho ta gd vao mot 1énh dé may thuc hién.

Trong tat ca cac 1énh clia DOS néu c6 mat tén dai (tén tép hay thv muc) thi phai
cho ching vao dau hai nhay. Vidu, c :\luutru>md "Bao cao hang thang"

Lénh cta DOS chia ra lam hai loai: ,Iénh noi tru ya Iénh ngoai trd. Lénh duoc bat
dau duva vao khi trén man hinh cé dau nhac Iénh va bat dau thyc hién sau khi an phim
<Enter>, trong cau lénh cd thé danh ky to thuong hay ky tw hoa, gitra tén Iénh va céc
thong s6 cach nhau it nhat mot ddu trang.

Lénh ngoai tra la Iénh cho thwc hién mot tép chwong trinh lwu trén dia c6 phan
m& rong COM, EXE hodac BAT. Khi thyc hién Iénh ngoai tra, DOS s& tim tép twong
(ng trén dia. NEu tép c6 thi DOS sé nap chuong trinh bén trong tép vao RAM va 'cho
thuc hién, néu khong thi thong bao 16i. Mudn st dung 1énh ngoai trd ta phai xac dinh
vi tri cla tép chtra chwong trinh tredc khi dva ra tén lénh. Dang téng quat lénh ngoai
trG: [d:] [path] <tén tép> J NEu khong ghi <d:> (6 dia chita chwong trinh) thi DOS sé
tim tép trén dia hién hanh. Néu khong ghi <path> thi DOS sé tim tép trén thw muc hién
hanh. Vidu: c:\>c: \nc\nc J

Lénh ndi tra la 1énh duvgc tép Command.com phan tich va thi hanh, chang luén
ludn thuong tra trong bd nhé RAM sau khi khéi ddong may. Duéi day la 8 Iénh ndi tru
thwong dung.

Lénh DIR (directory): liét ké danh sach tén cac tép va thv muc con néu c6 bén

trong mot thv muc. Cu phap:
DIR [d:][Path][Filename][/P]E/W][/A]

trong dé [d: ] [Path] [Filename] chi dinh 6 dia, thv muc, cac tép.can liét ké; tham so
/p dé xem tlrng trang man hinh; tham sé /w dé hién thi thong tin theo chiéu ngang man
hinh; tham s0 /A dé hién thi ca cac tép an. Vi du:
c:\>dir /p/a J liétké cac tép va thu muc cla thv muc goc 6 ¢, ké ca tép an.
c:\dos>dir /w/p J xem thu muc c:\dos theo chiéu ngang man hinh.

Lénh MD (make directory) tao mot thv muc mai trén dia: MD [d:]path J
Vidu: D:\>72d luutru J taothw muc Tuutru trén thw muc géc 6 D.
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Lénh RD (remove directory) dé xod mot thv muc con: RD [d: Jpath

Lénh nay doi hdi thu muc mudn xoa phai khéac thu muc goc hay thv muc hién
hanh, va phai rong (khong chtra bat ky tép hay thv muc nao). Thu muc r.ong la thu muc
chi con chtra cac ky hiéu . va .. trong ndi dung thv muc (ky hiéu . la chi chinh thv muc
do, con .. chi thu muc cha). Vidu: c:\>rd \vanban\hopdong

Lénh CD (change directory) thay doi thw muc hién hanh ctia mot 6 dia nao doé:
CD [d:][path] J Vidu:

c:\>cd tp7 J tlr thw muc géc 0 ¢, chuyén vao thv muc TP7.
c:\tp7>cd c:\thanh J tlr thw muc TP7 chuyén sang thv muc THANH,
cd.. J chuyén vé thu muc cha cla thw muc hién hanh
cd\ J chuyén vé thu muc géc.

Cha y, tai mot thoi diém mdi dia c6 mdt thu muc DOS dang theo ddi, khi dung
Iénh chuyén 6 dia thi ta sé chuyén téi thw muc DOS dang theo ddi clia 0 dia nay.

Lénh REN (rename) ddi tén cia mot hay nhiéu tép:
REN [d:][path]filenamel filename2
trong d6: [d: ] [path] filename1 la noi va tén cGla mot nhom tép ta mudn doi tén;
filename2 la tén mai clla mot hay mot nhom tép (& day khong duoc phép dwa ra 6 dia
va duong dan). Vi du:
A:\>ren \editor\data.txt solieu.dat
C:\>ren F:*_.doc *.vb
Lénh TYPE hién thi ndi dung mot tép van ban Ién man hinh hay may in:
TYPE [d:] [path]filename [> PRN]
Tham sd PRN dling dé in ra may in. L&nh nay chi c6 y nghta ddi véi cac tép van ban va
trong tén tép khong dugc dung cac ky tv * ? . Vidu :
v C:\>type E:vanban.txt
F :\>type \pascal\tong.pas > prn

Lénh DEL (delete) xod mét hay mdt nhom céc tép trén dia:
DEL [d:3[path]filename

Trong tén tép cé thé chira cac ky tw ? hay * dé xoa nhiéu tép mot lic. Néu dung del.
thi DOS sé dua ra théng bao nhac nhd: Are you sure (Y/N) ? Tra Ioi Y thi xda tit ca
céac tép trong thu muc hién hanh. Tra 1oi N thi 1énh bi huy, khdng xo04. Vi du:

c:\>del f:*.com (x04& cac tép c6 dudi com)

del D:\baigiail\*.* (xo4 tat ca cac tép trong thu muc d:\ baigiai)

Lénh COPY sao chép mo6t hay nhom tép tir thu muc nay sang thu muc khac:

COPY Source [Destination][/V]

trong do6: Source (ngudn) chi dinh moét hay nhém tép can sao chép dén vi tri méi,
Destination (dich) chi dinh vi tri va tén clia mot hay nhém tép sau khi sao chép, tham
sO /V kiém tra viéc sao chép cé chinh xac khéng. Vidu :

eA:\>copy c¢:\vattulthu.txt J chép tép thu.tx t tr the muc c:\vattu vao
thu muc g6c cla dia A.

.A:\>copy *.* C:\ J chép tat cd tép trén thuv muc gbc cla dia A sang thu
muc gbc clia diac.

e C:\>copy E:*.prg \ketoan J chép tat ca cac tép cé phan mé rong prg &
thv muc hién hanh d7a E sang thw muc\ketoan ¢ 0 c.
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= c :\>copy chess .exe F :\game\co .exe J chép va doi tén.

e Tao mOt tép trén thw muc goc diac co ten lavidu.txt. Cac bwéc: dua vao Iénh
Copy con c:\vidu.txt J ,dung ban phim danh vao néi dung cua tép, gb Ctrl+Z,
g6 Enter.

e Copy tepl.txt+tep2 .txt+tep3 .txt tepmoi.txt J nbi nhiéu tép thanh
mot tép.

9. CAC CONG CU PHU TRO

9.1. Xem thong tin hé théng, Dung Iénh Start / All Programs / Accessories /
System Tools / System Information, xuat hién ctra s6 System Information. Tir clra sO
nay ta cé thé xem duwoc toan bd thong tin vé may: phan cling, cac chuong trinh dang
chay, bd nho. ...

9.2. Chong phan manh dTia cltng. Sau mot thoi gian st dung cac tép cd thé bi
phan chia thanh nhigu phan nhé dwoc cét gitt & nhitng chd khac nhau trong dia clng.
Céac tép nay van day du khi ta md, nhung doc va ghi lai ching s& mét nhiéu thoi gian
hon. D& lam lién cac tép va tang hiéu sudt hay ding Disk Defragmenter. Kich hoat
chwong trinh nay bang céach ra lénh:
Start / All Programs / Accessories / System Tools / Disk Defragmenter

xudt hién hop thoai Disk Defragmenter, chon tén 6 dia clrng can chdng phan manh va
nhay nat Defragment.

9.3. Chuong trinh soan thao van ban Notepad

Kich hoat chwong trinh soan thdo van ban Notepad: dung Iénh Start / All
Programs / Acessories / Notepad, xudt hién clra s6 van ban. Notepad la mét chuong
trinh soan thao van ban twong d6i don gian, chay téc do nhanh, no6 tién dung trong
nhiéu truong hop: soan mot van ban ma ASCII thong thuong, khdng cé hinh anh,
khdng cé cac dinh dang phurc tap; soan mot chwong trinh ...

Menu chinh ¢6 3 muc, méi muc ng véi mdt menu doc:

- Menu File gdm cac muc: New (mé& tép mai), Open (m& tép da c6 sén), Save (ghi
tép vao dia), Save as (ghi tép vai tén khac), Page setup (chon khd gidy va dat I€), Print
(in van ban), Exit (thodt).

- Menu Edit gdm cac muc: Undo (huy thao tac vira lam), Cut (xo0a khoi duwa vao
ving dém), Copy (chép khéi vao viing dém), Paste (dan khéi tir ving dém vao chd con
trd), Delete (xoé& khoi), Find (tim kiém mot xau ky tu), Find Next (tim tiép), Replace
(tim mot xau ky tu va thay thé bang xau ky tw khac), Go to (dwa con tra vé dong nhat
dinh), Select All (lva chon khdi la cd van ban), Time/Date (chén ngay thang hién tai
vao van ban).
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- Menu Format gom c6 hai muc: WordWrap (con tré tv dong xubng dong khi
nhap), Font (ddt phong chit cho toan van ban, cho khdi da chon).

9.4. Internet Explorer. Hién nay céac co quan, td chirc hay ca nhan thuong lap cho
minh mot website trén Internet. Mot website bao gdm nhiéu trang web, mdi trang web
chtta nhiéu thong tin va c6 mot dia chi trén Internet, trang dau tién ctia mot website
thvong duoc goi la trang chii (Home page). D€ khdi déng chwong trinh Internet
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# Internet

Explorer duyét cac trang web dung lénh Start / Internet Explorer, xuat hién clra s6
Microsoft Internet Explorer. Trén hép van badn Address gd vao dia chi cla trang web
can xem (vi du Bao dién tir VietNamNet clia Céng ty Phan mém va Truyén thong
VASC c6 dia chi la http://www.vnn.vn), chdo mot lat trang web sé xuat hién. Khi xem
mot trang web ta c6 thé di chuyén trén Internet bang cach nhay vao cac mdi lién két,
do6 la cac chir c6 gach du¢i hodc cac birc tranh ma khi nhay vao no ta sé nhay té¢i mot
trang web khac. Khi ta chuyén con tro t&¢i mot mai liéh két, con troé chudt chuyén thanh
mot ban tay.

Cong dung cac nut trén thanh cdng cu: Back (hién trang ké trwéc trong danh
sach cac trang da xem qua), Forward (hién thi trang tiép sau trong danh sach céc trang
dd xem qua), stop (dirng viéc tai trang hién hanh vé may), Refresh (nap lai trang
web dang hién trén man hinh), Home (nhay tgi trang chi cla ban), Search (an/ hién
khung bén trai clra s6 dé tim kiém), Print (in trang web dang xem ra may in).

Ghi ndi dung trang web vao mot tép trén dia bang lénh: File / Save as, xuét hién
hop thoai Save Web Page, chon tén thv muc trong hdp vSawve in, nhap tén tép vao hép

File Name, chon kiéu tép trong hdp Save as Type (nén chon dang Web Page complete),
chon kiéu ma trong hop Encoding la Unicode UTF-8, nhay nit Save. Sau nay cé thé

dung Internet Explorer dé doc tép da ghi.
Chi dinh mot trang web sé xudt hién ngay sau khi khé&i dong Internet Explorer

bang cach: cho hién trang web nay, dung Iénh Tools / Internet Options, chon I6p
General, nhay nat Use Current (néu nhay nat Use blank thi dung trang trang).

9.5. Microsoft Outlook Express 6
Outlook la chuong trinh ding dé nhan va gbi thu dién t& (E-mail). Trudc khi
chay Outlook ta phai ddm bdo rang may tinh dang dung dad duoc két ndi véi mang.
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Lénh khéi dong Outlook: Start/ Outlook Express, xudt hién man hinh lam viéc cta
Outlook:
Outlook bar Folder list ~ Folder bar Views bar Khung danh sach thv  Khung Preview

Outbox n Outbo* fiFMOTB Y*hoo« Mtmbe-r Serv.c« TtaTbtIMraEPnMttvtvn
Sent Items V |Subiect: Welcome to Yahoo! Pbase Actuate Your Atcount,

3messages), Ounresd m  Wornng Onéne

Cac thanh phan cla cta s6 Outlook:

- Folder list chita danh sach cac thu muc: Inbox (noi chita cac thu moi nguoi gli
dén), Outbox (chira cac bic thw chua dugc gli), Sent Items (noi chira cac biéc thw ma ta
da gl trvde do), Delete Items (noi chita dwng cac thuw bi xoa, dé lam rdng thu muc nay
dung 1énh Tools/ Empty “Deleted Items” Folder), Draft (noi chtva dung cac buc thw
dang lam d& dugc ghi vao bai Iénh File/ Save).

- Outlook bar c¢6 cung chic nang vai Folder list nhwng cac thw muc hién dudi
dang biéu tuong.

- Khung danh sach thw chira danh séch cac thv dién t& ¢ng v&i thw muc da chon
thudc Folder list.

- Khung Preview hién ndi dung cla thv da chon trong Khung danh sach thu.

- Thanh céng cu Standard: chira cac nat cong cu. NGt Send/Receive: tai thu tr
may chd vé Inbox va gri nhitng thw con chua glri trong Outbox.

- View Menu: cho an hién cac thanh cong cu, cac khung cla ctra s6 Outlook.

Lay thw tr may cha vé: nhdy vao nat Send/Receive trén thanh Standard, cac
thu méi tai vé duoc dat trong hop Inbox, nhdy chon hop Inbox, danh sach cac thu sé
hién ra trong Khung danh sach thu, thr chua doc sé dwoc in dam cung voi biéu tuong
phong bi con dong (khi doc xong thi thu sé khong in dam va biéu twgng phong bi sé
m@). D€ doc thuw trong mot clra sd riéng ta nhay dip vao tén thw. Khi thw cé tép dinh
kem (hinh twgng cai kep gidy) thi ta chi can nhay ddp vao biéu tvgng cua tép.

Soan thao mdt birc thw. Nhay nat Create Mail trén thanh céng cu, hién clra s6
soan thao thu New Message. XU ly clra so:
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- Muc TO: gd vao dia chi email cta m6t hay nhiéu nguoi nhan thw, dung dau
phay hay cham phdy dé ngan cach

- Muc c ¢ : dia chi ctia nhirng nguoi nhan mudn gti kem thém ("Bong kinh gti"),
cac dia chi nay cach nhau bdi ddu chdm phay.

- Muc Subject: g6 van tit ndi dung birc thu.

- Phan rong phia du6i: soan ndi dung btrc thu.

- Sau khi soan xong ta nhay vao nut Send trén thanh cong cu dé g bic thu.

GUlri kem mot File. Ta co6 thé glri kém theo thv mot tép van ban, hinh anh, mét tép
chuong trinh hay tép di¥ liéu bang cach: nhay nat Attach (biéu twong kep gidy) trén
thanh cong cu, hién hdp thoai Insert Attachment, chon thu muc va tén tép, nhay nut
Attach.

BAI TAP

Bai 1

1. Tao mot biéu twgng thu muc trén nén Desktop: nhay ndat phai chudt vao nén
Desktop, xudt hién menu tat, chon New, chon Folder, vao tén thw muc mang tén ban, vi
du "Bui Thi Tan". Nhay dlp vao biéu tvong thv muc vira tao dé md clra s6 thv muc, tao
trong clra s6 nay cac Shortcut cho cac chwong trinh sau: NC, Notepad, Wordpad, Paint,
Minesweeper, Solitaire. Nhay vao cac biéu twgng vira tao dé kich hoat cac chuong
trinh, xép céc clra s6 (’ng dung theo hai cach: xép lgp 1én nhau va xép dé canh nhau
(nhay nat phai chudt vao thanh Taskbar, hién menu, chon cach).

2. Dat tén cho biéu tvgng clia NC la "Chuong trinh Quan ly tep".

3. Xem ngay thang va thoi gian trong may, chinh lai ngay thang va thoi gian néu
sai (dung Iénh Start / Control Panel, chon biéu twgng Date and Time).

4. Xem cac man hinh nén san c6 trong may va chon mot mau.

5. Xem-cac kiéu man hinh cho san c6 trong may va chon mot kiéu.
6. Tim kiém trén dia xem c6 hai tép Turbo.exe va Tc.exe hay khong.
Bai 2

1 Dung Windows Explorer tao cay thw muc sau xudt phat tir thw muc goc 6 dia ¢

(dung Notepad dé tao 3 tép van ban):

Treong BPHDL Ly Nam D€ -|------ Khoa CNTT —-------- Lép Chinh quy.txt
— L&p Tai chire.txt
Khoa Kinh té
— Khoa Luéat
— Khoa Ngoai ng{r------ Lép Tiéng Anh.txt
2. Sao chép 2 tép "L6p Chinh quy.txt" va "Lép Tai chirc.txt" vao tat cd 3 thu
muc: "Khoa Kinh té", "Khoa Luat”, "Khoa Ngoai ng{".
3. Di chuyén tép "Lép Tiéng Anh.txt" vao thw muc "Trwong DHDL Ly Nam Dé",
sau dé doi tén tép nay thanh "L&p Tiéng Anh Thuong mai.txt".
Bai 3. Dlng cbng cu Paint dé vé cac birc tranh: v& qudc ky Viét nam, vé mot
bdng hoa va l4, vé mét ngbi nha cung voi cay xanh bén canh.
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Bai 4. 1. Dung Iénh MS-DOS tao cay thv muc xuét phat tir thw muc gdc 6 dia C

va cac tép:
TINHOC—F---------- CANBAN MD_DOS
WINDOWS
WINWORD - -ThuHanh.doc
LAPTRINH CHUONGI
DOHOA — Menu.pas

Dothi.pas

DE tao cac tép van ban dung Iénh Copy Con.

2. Dung Iénh Type xem ndi dung 3 tép vén ban.

3. Ghép hai tép Menu.pas va Dothi.pas thanh mot tép TepGhep.pas (cling dé trong
thv muc DOHOA).

4. D0oi tén tép Dothi.pas thanh DoThiSin.pas.

5. Sao chep 3 tép trong thy muc DOHOA vao thu muc WINDOWS. Sao chép tép
ThucHanh.doc cling vao th muc WINDOWNVS. Sao chép 4 tép trong thu muc Windows
vao thv muc TTNHOC.

6. X04a toan bd thv muc TINHOC.

Bai 5. 1. Dung Iénh MS-DOS tao cay thv muc xuat phat tir thw muc goc 6 dia C
va cac tép:

THUC HANH BAO CAO Bao cao thang gieng.txt
Bao cao thang hai .txt
KETOAN -« Thu chi nam 2004.txt
Bai Tho.txt
LUU TRU

2. Sao chép bon tép "Bai Tho.txt", "Bao cao thang gieng.txt", "Bao cao thang
hai.txt", "Thu chi nam 2004.txt" vao thv muc "Luu Tru".

3. X04 toan bd thv muc "Thuc Hanh".

Bai 6. Dung Iénh Start / All Programs / Acessories / Notepad dé khoi dong
chwong trinh soan thdo van ban Notepad va soan tép van ban Notepad.txt sau:

Notepad overview, Notepad is a basic text editor that you can use to create
simple documents. The most common use for Notepad is to view or edit text (.txt)
files, but many users find Notepad a simple tool for creating Web pages.

Because Notepad supports only very basic formatting, you cannot accidentally
save special formatting in documents that need to remain pure text. This is especially
useful when creating HTML documents for a Web page because special characters or
other formatting may not appear in your published Web page or may even cause errors.

You can save your Notepad files as Unicode, ANSI, UTF-8, or big-endian
Unicode. These formats provide you greater flexibility when forking with documents
that use different character sets.

Bai 7. Khai dong Internet Explorer va vao mot s website thong dung:
WWW.vNn.vn,www.vnexpress.net,www.vnmedia.vn,www.vtv.org.vn,www.netnam.vn,
www.edu.net.vn,www.nhandan.com.vn,www.laodong.com.vn,www.fptnet.com,
www.netnam.vn,www.vietnamtourism.com,www.yahoo.com,www.goocjle.com.


http://www.netnam.vn
http://www.fptnet.com
http://www.goocjle.com

Chuwong 2

WORD 2003

Word 2003 la phan mém soan thdo van ban cao cép chay trong mdi trudng
Windows XP, chuyén dung dé soan thao cac loai van ban, sach vo, tap chi,... phuc vu
cho cdng tac van phong. Word c6 céac tinh nang manh nhu sau: giao dién d6 hoa thong
qua hé thdng menu va cac hop thoai vai hinh thirc tham my rét cao; cé kha nang giao
ti€p du liéu voi cac (ng dung khéac; cé cac bd chuong trinh tién ich va phu tro gilp tao
cac van ban dang dac biét; c6 chwong trinh kiém tra, stra 16i chinh t&, gd tit, macro ...
gilp nguoi str dung soan thao cac van ban tiéng nuéc ngoai va tang tdc do x& ly van
b?n; chirc ndng tao biéu bang manh va dé ding; soan cac coéng thirc Toan Ly Hoa; dé
dang thiét ké cac trang Web.

Word 2003 va Excel 2003 can phai cai dat trong mdi trwong Windows XP. So v6i
Word 2000 va Word 97, Word 2003 c6 rat nhiéu cai tién theo hwéng tién dung hon: vé
hinh ding Drawing canvas, c6 cdc mau sén dé vé so dé, cac thao tac trong Word ding
rat nhiéu t¢i Task pane, thao tac dung Template va tron van ban .(Mail Merge) cling
hoan toan khac trudc.

1. CAC THAO TAC CAN BAN

1.1. Khé&i dong Word 2003 va cac thanh phan ctia man hinh

Dé khai dong Word dung Iénh Start / Microsoft Office Word 2003. Man hinh
chinh ctia Word xuét hién gom cac phan sau:

Do~umentl ' Microsoft Word

I £ie \ecK Insure Format | look Table g¢flndow Help
TR 2 A T T AiLTtrS
NofwNi »Times NewRomai <12, r B | U 'gjm ri 88 IE ;
[ c4C 0] LEtdAL AL« o e
UIVO-,\1 ,¢1 . V3 .e4-] eset) .F «j8e.esA |Getting Started

Thantitieu dc \ Thanh menu \ Thuoe ke agang

\ Thanh Standard ~ Thanh Formatting
. s&arch for:
Thanh Drawing
—Thuoc ke doc Con tmot
| Exaltole: *Pr<{*rmreth<
Contio thap i Thanh truot doc- watoiifesis it
Khung tac vu [Loperr
3nutduyeli v I ch;;
Thanh truot ngang wAt | WORDS
5cut View van ban v Thanh trangthai O 1 WD
Con truot ngang jMore...
9
Pace | Se< 1 13 At 248cm Ir. 42 Coi 7* e}
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Title bar (thanh tiéu d€): nat & mat trai thanh la biéu twong clia Word (nhay vao
day cho hién menu diéu khién), tiép theo la tén tép vén ban va tén (ing dung Microsoft
Word, mut phai thanh la 3 nat: Minimize, Maximize hay Restore, Close. Nhay vao nut
Close sé lam thoat khdi Word néu hién tai ta chi m& mot tép van ban, néu mé nhiéu tép
van ban thi ta chi déng tdp van ban hién hanh.

Menu bar (thanh menu chinh): dong chtta céac l1énh ctia Word, mdi muc &rng véi
mot menu doc. Thao tac dé md mot menu doc: nhdy chudt vao tén muc hodc gd
Alt+Ky tu dai dién clia tén muc cé gach chan. Néu hién tai ta chi mé& mot tép van ban
thi cudi thanh nay cé nat Close, nhay vao nat nay thi ta déng tép van ban duy nhat hién
tai ma khéng ra khéi Word.

Thanh Standard (thanh céng cu chuén): chita mot s6 nGt va 6 diéu khién (New,
Open, Save, Print, Cut, Copy, Paste, Zoom...) thé hién mot s6 1énh thdng dung. Thay
vi phai vao cdc menu dé chon Iénh, chi can nhay chuét Ién nit 1énh twong (ing. Mudn
biét tén cda mdt nat hay mot 6 diéu khién nao dé trén cac thanh cong cu ta chi can ra
mdi tén chudt 1én nat hay 6 do6 va cho vai gidy (néu chua c6 tinh chat nay thi ta dung
Iénh Tools / Customize / Options, chon muc Show ScreenTips on Toolbars).

Formatting Bar (thanh dinti dang): chita cac hop va biéu twong danh cho viéc
dinh dang van ban nhu kiéu, loai font, c@ font, can I&.

Rulers (thuéc) : mot thudc theo chiéu ngang & phia trén cla vung van ban, mot
thudc theo chiéu doc & bén trai man hinh. BEé thay d6i don vi do (Inches / Cm / Points /
Picas) trén Ruler, ta thyc hién 1énh  Tools / Options / General roi vao hop
Measurement units dé thay ddi. Nén chon don vi la Centimeters.

Text Area (vling van ban): day la vang Ién nhat diing dé nhap van ban.

Hai thanh trwot (Scroll Bars): thanh trwgt doc bén phai man hinh (di chuyén
theo chiéu doc toan bd van ban), thanh truegt ngang phia dwdi man hinh (di chuyén
theo chiéu ngang ctia van ban). Mt trai thanh trwot ngang c6 5 nat Normal View, Web
Layout View, Print Layout View; Outline View, Reading Layout dung dé diéu khién
ché do hién thi van ban.

Status bar (thanh trang thai, nam & dong cubi cing cuta clra s6 Word) hién thi
tinh trang cla clra sO hién tai: sO trang cla trang hion tai, sO thit tw Section hién tai,
trang hién tai la trang th mdy trong tong sO bao nhiéu trang, vi tri con trdé (khoang
cach so v&i mép trén trang gidy, vi tri dong, cot), ban phim & ché do chen hay de.

Task Pane (Khung tac vu) ndm bén phai man hinh gilp ta thao tdc nhanh hon
khi soan thdo, né thay thé cho nhiéu loai menu va hop thoai cla cac phién ban Word
trvdc day. Day la mot thanh phan méi ciia Word 2003 so véi Word 2000. DE an hay
hién Task pane ta dung Iénh View / Task pane hay an Ctrl+Fl, khung tac vu cling tw
dong hién khi ta dung mot s&' Iénh tr nemu doc. Trén dinh khung tac vu la thanh tiéu
dé, nhay vao thanh tiéu dé sé xudt hién mot menu doc liét ké tén 14 loai khung tac vu
(Getting Started, Help, Clip art, New document, Styles and Formatting, Mail Merge
...), nhay vao tén nay dé chon mot khung tac vu. Khi kéo canh trai clia khung tac vu ta
co thé diéu chinh bé rong clia khung, kéo mut trai clia thanh tiéu dé lam cho khung tac
vu troi ndi trén man hinh. Nt Close bén phai thanh tiéu dé dé déng khung tac vu. Céc
nat trén thanh cong cu cta khung tac vu: nGt mdi tén trai va phai dé xem theo chiéu Ui
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va theo chiéu tién cac trang da xem qua trén khung tac vu, nit Home dung dé tro vé
khung tac vu Getting Start.

Cac loai con tré trén man hinh:

- Con tré nhap van ban la dau vach diéng | . Khi gd mot ky tu trén ban phim, ky
tw s& dwoc chén vao chd con trd nhap.

- Con tré chudt trong vung van ban c6 dang dau vach dirng véi hai vach ngang &
hai dau | , con trd chudt & ving menu c6 dang mdii t&n réng . Mudn chuyén con trd
nhap t&i mot vi tri mdi trong van ban dé nhap, ta dwa con trd chudt dén vi tri méi va
nhay nut trai chu6t.

Tro gitp trong Word 2003. D€ md khung tac vu Word Help clia Word ding
Iénh Help / Microsoft Office Word Help, sau d6 gd vao tén van dé can tim tro gidp,
hodc tim trong Table of Contents.

1.2. St dung cac thanh cong cu

Word c¢6 sén 20 thanh cong cu chudn, ta ¢ thé ty lam thém céac thanh céng cu
mé&i. Thong thwong ta chi can cho hién hai thanh céng cu: thanh Standard va thanh
Formating. D€ cho hién (khéng cho hién) mét thanh cdng cu trén man hinh, ta ding
Iénh View / Toolbars, xuat hién menu doc tht hai, hdy danh dau (bd danh dau) trudc
tén cua thanh céng cu.

Trén mot thanh céng cu c6 cac nat dé thuc hién mot Iénh, dé s dung mot hop
menu kéo xudng ta chi can nhay vao hop va nhap di liéu méi hodac nhay vao mii tén
bén phai hop va luva chon theo menu.

Cudi mdi thanh coéng cu cé nat Toolbar Options iEl, nhay vao nat nay xuét hién
menu doc cé hai mftc: Show buttons on One (Two) row diéu khién viéc hién céc thanh
menu trén mot dong hay hai dong, Add or remove buttons dung dé thém hay bot céac
nat trén thanh cong cu.

Mt trai ca moi thanh cong cu hay thanh menu c6 mét ddu vach ding tao boi 4

chdm diém goi la tay cdm |aU&. Nhay vao tay cam va kéo sang phai hay sang trai dé
thay doi vi tri thanh cong cu theo chiéu ngang, kéo Ién trén hay xuéng dudi dé thay doi
thir tw cac thanh cong cu, kéo vao ving soan thao dé bién thanh céng cu thanh troi noi
trén man hinh.

1.3. Str dung cac menu

Thanh menu chinh ndm duwéi thanh tiéu dé chira cac 1énh lam viéc voi Word, cé
thé kéo tay cdm cla Thanh menu dé di chuyén thanh. Khi nhdy vao mot muc cla
Thanh menu chinh sé xuat hién mét menu doc. Cac menu doc (*ng v&i mot muc la cac
menu thich nghi: khi m& moét menu doc ta sé thdy danh sach cac 1énh thudng xuyén
dung t&i va mii tén hai dau & dudi (goi la menu ngén), néu nhay vao miii tén hai dau
(hodc dé nguyén menu trong vong vai gidy) thi menu sé tv md rong dé chia tat ca cac
Iénh, cac 1énh mai nay xudt hién véi nén nhat hon dé phan biét. Khi ta chon mot 1énh
ma nd khdng c6 trén menu ngan thi Word sé thém n6 vao menu ngéan dé ta khong can
phadi m& rong menu trong lan dung toi.
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Trong menu con doc c6 mot s6 muc kém theo ddu mdi tén & bén phai, nhay vao
muc nay sé xuat hién mot menu con khac dé lwa chon. Cé mot s6' muc ghi kém to hop
phim, vi du muc Copy Ctrl+C c6 nghia: gé phim Ctrl+C dé chép khoi vao Clipboard
ma khdng can vao menu Edit va chon Copy. Cé mot s6 muc clia menu cé dau ba chdm
(...)> khi chon muc nay sé& xuét hién mot hop thoai cung cap cho ta nhiéu lva chon. C6
mot s6 muc bi mo: khong thé chon dugc muc nay trong tinh hudng hién tai.

Ngoai viéc hién thi menu & phia trén man hinh ta con c6 thé hién thi menu tét khi
dang lam viéc bang cach nhay nat phai chudt, khi menu tat dd md& ta c6 thé nhay vao
mot Iénh dé chon. Cac lénh xuét hién trén menu tat phu thudc vao noi ta nhay nat phai
chudt va tinh hudng.

1.4. Cac phim thudng dung khi soan thao

Cac phim di chuyén con trd. Bon phim mi tén dé di chuyén con trd sang phai
hay sang trai, Ién hay xudng mot dong. Home: di chuyén con tré vé dau dong van
ban. End : di chuyén con trd vé cudi dong van ban. PgUp : di chuyén con trd 1én mot
trang man hinh. PgDn : di chuyén con tré xuéng mot trang man hinh.

Cac phim xoa ky tu : Delete (xo0a ky tu bén phai con trd), Backspace (xoa ky tw
bén trai con trd). Phim Insert; ding do chuyén doi gitra ché do chén ky tw (Insert) va
deé ky tw (Overwrite). Phim Esc : diung dé ngat mét cong viéc dang thuc hion.

Phim Enter. Mdi khi &n Enter con trd nhap s& xuéng dong va tao ra mot doan
(Paragraph) m¢i, doan m@i sé theo phéng chir va cac dinh dang cua doan trudc. Vidc
xuéng dong la do trinh soan thdo quyét dinh, tuy thudc vao 1€ dang dinh hién thoi.
Mudn c6 y cho con trd nhap xudng dong ma khéng tao mo6t doan méi thi ta an
Shift+Enter. Cho an hién dau Enter tréri man hinh: nhay vao nat ~ trén thanh cong cu
Standard.

Soan thao van ban tiéng Viét. Windows XP ho trg bang ma Unicode hai byte
va c6 nhiéu font dep hién thi tiéng Viét nhu Times New Roman, Arial, Tahoma,
Courier New (c6 san ctia Windows). D& gb duoc tiéng Viét ta cin mot chwong trinh
ban phim tiéng Viét, hién nay nén dung Unikey. Unikey la chwvong trinh rdt nhé gon,
dé dung, 6n dinh, hd tro tat ca cac ki€u gd tiéng Viét, ho tro cac bang ma tiéng Viét
thong dung, hién thi tot tiéng Viét trong moi moi trwong (nhv Windows XP, Word"
2003, Excel 2003, Access 2003), c6 cong cu chuyén doi gitra cac bd ma tiéng Viét, tv
dinh nghia g6 tat, hoan toan mién phi, co thé tai vé tir dia chi http://unikey~org. Khi
dung Unikey nén chon bang ma Unicode dwng san va dung kiéu gd Telex.

Cach g0 tiéng Viét theo kiéu Telex cta Unikey nhu sau: aa - &, dd - d, ee - é, 00 -
6, W -, aw -4 uw -u, ow -0, [ -0, ] - w. Ddu g& & cudi tir : s - ddu sac, f - huyén, r -
héi, X- ng4, j - ndng, z- xoa dau da danh. D& co6 chit hoa can an thém phim Shift.

1.5. Lva chon mot khoi van ban

Kh6i la mot phan van ban dwgc Iva chon (trén man hinh nén cla van ban thudc
khoi c6 mau den). Sau khi xac dinh khoi ta cé thé di chuyén khdi, sao chép khoi, dinh
dang lai van ban trong khoi, dong khung... D6 lya chon mot khdi ta cé thé dung chuot
va ban phim.

Dung chudt

- Nhay chudt vao vi tri dau cta khoi, kéo chudt dén vi tri cudi khoi.
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- Nhay chu6t vao vi tri dau ctia khoi, gitr phim Shift va dwa con tré chudt dén vi
tri cubi roi nhay nut trai chuot.
- Chon mot dong: nhay chudt vao khoadng tréng bén trai dong.
- Chon mot s6 dong: ré chudt é khoang trong bén trai cac dong
- Chon toan bs van ban : dung 1énh Edit/ Seclect All.
Dung ban phim: dua con tré nhap vao dau khoi, giir phim Shift, bdm céac phim
mi tén dé dén vi tri cudi khoi.
Hai thao tac don gian sau khi chon khoi:
- Huy danh dau khdi: nhay chudt vao mot diém ngoai khoi
- Xod khdi: an phim Delete;

1.6. Sao chép va di chuyén khoi

Sao chép mot khdi. Chon kh6éi mudn chép, dung Iénh Edit / Copy (hodc go
Ctrl+C, hodc nhay chu6t vao nat Copy cla thanh Standard) dé chép khdi vao ving dém
(Clipboard), di chuyén con tré dén vi tri méi, thuc hién 16nh Edit / Paste (hoac g&
Ctrl+V, hodc nhay chudt vao nut Paste clia thanh Standard) dé dan khdi tir vung dém
vao cho con tro.

Di chuyén mot khdi. Chon khdi mudn chép, thuc hién 1énh Edit / Cut (hodc gd
Ctrl+X, hodc nhay chudt vao nat Cut trén thanh Standard) dé xoa khoi va chép nd vao
ving dém, di chuyén con trd dén vi tri méi, thuc hion Iénh Edit / Paste dé dan khéi tir
ving dém vao chd con tro.

1.7. Binh dang nhanh bang thanh cdng cu
Ta c6 thé dung thanh cong cu Formatting dé dinh dang nhanh.

Pinh dang ky tu-, chon cac ky tv can dinh dang, nhay vao hop diéu khién Font
dé chon phong chtt, nhay vao hop diéu khién Font Size dé chon c¢& chit, nhay nat Bold
chon chir dam, nat Italic chon chir nghiéng, nat Underline chon chir gach chan.

Chon Font chir T~ ~ ' déu
* Times New Roman

bam Gach chan Can gilta Dong phai

Do6ng Ié trai va Ié phdi cha doan: chon doan hay nhiéu doan can déng, nhay
vao nit Align Left dé dong theo I& trai, nit Center dé can vao gilra, nat Align Right dé
dong theo 1€ phai, nat Justify dé dong déu ca Ié trai va Ié phai.

Céac phim g6 tit dé dinh dang ky tw va dong:

Qrl+B:chir dam Ctrl+L : dong theo I€ trai
Qrl+i :chir nghiéng Ctrl+E : canh gilra

Qrl+U :gach chan Ctrl+R : déng theo I€ phai
Ctrl+[ :gidm c& font di 1 Ctrl+J : déng déu hai bén 1€

Ctrl+] :tang c@ font 1én 1.
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Pinh I8 cho doan bang thanh Ruler : chon doan hay cac doan can dinh Ig,
kéo cac nat dinh Ié twvong (ng dé diéu chinh.

Lé trai trang I?/Ong dau cla doan lui Lé phai trang

Lé trai doan Lé phai doan

Pinh dang nhanh bang ch6i son. Ta c6 thé sao chép dinh dang ctia mot doan
da co san (doan 1) sang mot doan khac can dinh dang (doan 2) bang céach: dat con trd
chén vao doan 1, nhay vao nat Format Painter ialk trén thanh cong cu Standard, khi d6
chdi son sé dinh vao con trdé chuét, di con trdé chu6t tdi vi tri bat ky trong doan 2 va
nhay, hodc dung chudt kéo dé xac dinh pham vi van ban can dinh dang (c6 thé gom
nhiéu doan). Pinh dang dwoc sao chép gom cé: kiéu font, c& font, I8 trai, 18 phai, cach
doéng, khoang céach Iui vao ctia dong dau doan, khodang trong tredc doan va sau doan.

Sao chép dinh dang di nhiéu noi: dé con trd vao doan can sao chép dinh dang,
nhay dlp vao nut Format Painter trén thanh Standard, kéo chudt lan lwot I1én cac ving
muén dan dinh dang, lam xong nhay lai vao nat Format Painter.

Pinh dang bang cac Style c6 s&n. Style [a mdt nhém cac dinh dang c6 tén va
' Arial mis14 JFIB \i\u j
Clear Formatting
Centered, Left: 40 px, First line: 40 px, Right: 39 px
Heading 1
Heading 2

ta cO thé 4p dung chd vian ban cing mot Iic. Mot tai liéu thuong co mdt nhom céc
Style da dwoc dinh nghia san (mot s6 do Word Iam san, mot s6 ta tw 1am). D& hién
danh sach Style c6 san ta nhay vao nat mii tén & bén phai hop diéu khién Style trén
thanh Formatting. Vi du Style c6 tén la Heading 2 bao gdm nhém cac dinh dang doan:
phong chir Arial, c& 14, in dam va nghiéng, dong Ié trai.

Thao tac dinh dang theo Style c6 sdn: chon van ban, nhay nat miii tén cta hdp
Style trén thanh Formatting, chon Style cé san.

1.8. Trinh bay tai liéu trén man hinh

Cac kiéu xem tai liéu trén man hinh. C6 sau kiéu xem tai liéu 1a Normal,
Web layout, Print layout, Reading Layout, Outline va Document map. D€ chon mot
cach ta dung menu View, hodc nhdy vao mot trong ndm nit & dau trai thanh cudn
ngang.

- Kiéu Print Layout: tai liéu sé dugc hién Ién gidng nhu ldc dwoc in ra.
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- Kiéu Web Layout: hién kiéu trang Web, tai liéu khdng phan trang.

- Kiéu Normal: chi hién nhitng phan vin ban, ngét trang va ngat Section hién thi
du¢i dang cac duong chdm cham, khdng hién tiéu dé dau trang va sb trang, khong thuc
hién dwoc cac thao tac vé do hoa.

- Kiéu Outline: xem tai liéu theo dang bd cuc, ta c6 thé md cac dong heading dé
xem ndi dung chta trong nd, cé thé kéo heading dé to chirc lai ndi dung van ban.

- kiéu Reading Layout, nhu xem mdt cudn sach cé hai trang trai va phai.

Xem van ban trén toan man hinh dung l1énh View / Full Screen. Tr& lai man
hinh ci: nhdy chudt vao nat Close cua hdp Full Sreen. Phéng to, thu nhé man
hinh: nhay chudt vao mi tén cla 6 diéu khién Zoom trén thanh Standard va chon con
s6 phan trdm thich hgp, hodc go truc tiép.

1.9. Di chuyén trong mot tai liéu
Khi c6 mot tai lieu dai, dé xem cac phan khac nhau cua tai liéu ta cé thé dung
thanh trwot doc, thanh trugt ngang, cac nat duyét va 1énh Go To.

Dung thanh trvotdoc:
»Truot 1én mét dong

Céc ddi twong duyét -Truwot Ién mdt trang man hinh

'‘Con truot
Duyét theo trang
-Truot xuéng mot trang man hinh

{a} a 0O 6d u v -Truot xubng mot dong
i- -Nat duyét Ién (Browse up)
—> ) e A
0 &0 o 0- Nt chon ddi trong duyét
Cancel *. Nt duyét xuéng (Browse Down)

Dung thanh treot la cach pho bién nhat dé di chuyén qua tai liéu. Bé truot trong
pham vi nhé, nhdy vao cac nat mdi tén don & hai dau thanh truot (néu nhay va gitr
chudt thi tregt nhanh). Trugt 1én hay xudng mdt man hinh: nhay vao nén thanh truot &
phia trén hay phia du¢i con truot.

Dé truot theo ty 19 trong tai liéu, kéo con trwot [&n hay xubng. Chang han dé truot
dén gilra tai liéu, kéo con trwgt vao chinh gilra thanh trugt. Khi kéo con truot, c6 mot
nhan xudt hién bén trai con trwot théng béo trang hién tai 12 s6 may. Chi y rang con trd
nhap khong di chuyén khi trugt, do d6 mudn nhap van ban vao vi tri méi ta phai nhay
chudt vao vi tri nay trwdc (néu quén thi khi gé Ky tw mai, Word sé ty dong trwot vé chd
cd).

Dung thanh trwot ngang: dé truot theo chiéu ngang van ban (khi soan thao
theo chiéu ngang kho gidy A4). Céach dung thanh truvot ngang ciing giéng nhuw ding
thanh trvot doc.

Truot sang trai mot cot Con truot Truwot sang phai mot cot

r A in ||f
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Di chuyén bang nut duyét. Vi cac nat duyét & cubi cda thanh trwot doc ta cé
thé truvot dén mot noi dac biét trong tai liéu. Khi nhay vao nat duyét, Word sé truot trén
tai lieu va di chuyén diém chén cling lGc. Théng thwong NGt duyét 1én va NGt duyét
xuéng duoc dinh dé ta cé thé di chuyén Ién trén hay xudng dudi mot trang tai liéu khi
nhay vao nd. NGt chon doi tvong duyét (c6 chdm tron) dung dé thay ddi thiét lap nay.

Di chuyén bang lenh Go To. Khi mudn nhdy dén mot vi tri dic biét trong tai
liu (mot trang, section, dong, footnote, d6 hoa, danh dau, bang, céng thirc toan,
trwong, heading ...) thi dung Iénh Edit / Go To.

1.10. XU ly céc ctra s

Word cho phép lam viéc dong thoi v6i nhiéu van ban trén cac ctra s6 khac nhau.
Khi vira khai dong, Word mé mot clra s6 voi tén mac dién la Documentl. Mai lan mo
mot tai liéu mai hay tai liéu da co trén dia, Word sé danh mot clra s6 dé hién tai liéu.

- D& md& mot tai lieu méi dung lénh File / New, hién Khung tdc vu New
Document, trong muc New, chon <Blank Document. Hodac nhay nut New Blank
Document trén thanh cong cu Standard.

- Dé mad mot tai liéu da co trén dia dung Iénh File / Opén (hodc nhay vao nat
Open trén thanh Standard), hién hop thoai Open, chon kiéu tép trong muc Files of type,
chon thu muc chta tép trong hop Look In (nhdy vao phim mii tén bén phai hop dé
hién cay thu muc), chon tén tép & phan gilra clia clra sO Open (hodc g0 truc ti€p tén tép
vao hdp File Name) va nhay nut Open.

Tai mot thoi diém chi c6 mot clra s6 dwoc Rich hoat, mudn lam viéc vai mot clra
sO khac da duoc md: nhay muc Window dé hién menu doc Window, chon sé thi tw
trong (ng vai clra so can kich hoat (d€ danh dau kiém truwdc tén clra so).

1.11. Lwu tri* van ban

Ghi van ban da soan Ién dfa: dung Iénh File / Save hoac nhay vao nat Save trén
thanh Standard. Lan dau ghi van ban, hop thoai Save As xuat hién, yéu cau nguoi st
dung nhap vao: tén tép (hop File Name), Iva chon thuw muc dé chira tép (hop Save in),
kiéu loai tép (nhdy vao hop Save as Type, chon Word Document), cudi cing chon
Save dé luu. Ké& tir d6, moi khi thuc hién thao tac luu trir tép thi van ban sé dwoc luu
vao tén tép da dat theo dang cuda lan ghi dau tién.

D at mat khau cho tai liéu: khi ghi tép vao dia trong hop thoai Save As nhay
vao nut Tools, hién menu doc, chon Security Options , hién hop thoai Save, nhap vao
mat khau dé mo tai liéu trong hop Password to Open, nhap mat khau cho pfcép stra tai
liéu trong hdp Password to Modify (c6 thé bo qua).

Ghi vao dTa v&i mot tén khac: vao menu File chon Save As, sau d6 cac thao
tac ti€n hanh twong tw nhw 1an ghi tép dau tién. Khi dé tén clra so soan thao (trén thanh
Tiéu dé) sé la tén tép moi.

Ghi tép vao dia va tao ban dy phong: dung Iénh Tools / Options, hién hop
thoai Options, chon I6p Save, danh dau kiém vao muc Always create backup copy. Moi
lan m& mot tép cd, stra chira, khi ghi lai Word chuyén ndi dung tép cl thanh ban
Backup, ndi dung m@i ghi vao tép mang tén ci.

38



1.12. KE&t thac lam viéc voi Word 2003 va tré vé Windows

Muon két thic lam viéc véi Word ta cé thé dung cac cach: dung lénh File / Exit,
hodc nhay vao biéu tvong ctia Word & mat trai thanh tiéu dé va chon Close, hodc nhay
vao nGt Close & mut phai thanh tiéu d&. NEéu cd thuc hién bat ky stra ddi nao trong cac
van ban dang m& ma chwa lvu vao dia (cho dén thoi diém thoat) thi Word sé hoi lai
“Do you want to save the changes you made to tén-tép ?”, trd 1oi YES néu mudn luu,
NO néu khéng muon luu.

2. DINH DANG VAN BAN

Trong Windows loai chir duoc dung c6 bé rong ky tu khdng c6 dinh, do dé khi
soan thao khong duoc dung ddu khoang cach dé chinh dong, chinh doan. Khdng nén
dé hai dau cach hodc hon lién nhau. Dau dong tht nhat cia mot doan khong duoc go
cac ddu khoang cach ma dung chirc nang dinh dang doan dé Iui dau dong.

Word la mot bd xi Iy tir ¢é dinh dang, ttc la sau khi nhap ndi dung ta cé thé quy
dinh hinh théc trinh bay cho cac ndi dung doé tuy y. Hai yéu td co ban dé dinh dang
cho van ban la dinh dang ky tv (quy dinh hinh dang tirng ky tv trong van ban) va dinh
dang doan (quy dinh hinh thirc trinh bay cho tirng doan trong van ban), vé co ban
thudc tinh cta ky tw bao gom: font chi, kiéu chi (thvong, dam, nghiéng, gach chan,
chi s6 trén, chi so dudi), c& chi tinh theo chiéu cao cla ky tw va mau chtt. Thudc tinh
clia doan bao gém: I8 trai va Ié phai cla doan, khodng céach Iui vao cla dong dau tién
trong mot doan, cach dong doan (dong trai, dong phai, dong gilra va déng déu hai bén)
va khodng cach cac dong trong doan.

Dé dinh dang cho céc ky tw hay nhiéu doan, trwdc tién ta cdn chon cac ky tw hay
cac doan. Tlrong truong hop dinh dang cho mot doan thi chi can dwa con tré nhap vao
bén trong pham vi cua doan d6.

Dé xem toan bo thong tin dd dinh dang cho cac doan ta dung lénh Formatting /
Reveal Formatting, xuat hién khung tac vu Reveal Formatting bén phai man hinh, nhay
vao doan mudn xem dinh dang.

2.1. Dinh dang ky tw bang hdop thoai Font

Dai véi mot doan van ban, ta cé thé dinh dang lai n6 theo Font méi, c& moi, kiéu
méi. Truoc tién hay chon khdi van ban can dinh dang lai, dung Iénh Format / Font, xuat
hién hép thoai Font. HOp thoai Font c6 3 16p.

a) Lop Fontco cac lva chon sau:

- Font : chon phoéng chi

- Size: chon c® chiy

- Font Style: chon kiéu binh thwong, chir dam, nghiéng, vira dam vira nghiéng.

- Underline Style: chon céc kiéu gach chan.

- Font Color: chon mau cho chi.

- Effects: chon mot s6 hiéu (ng dédc biét cho font chir. Chon Superscript : chi s6
trén, chon Subscript : chi s6 du6i.

- Preview: khung mau dé quan sat s lva chon.

- NGt Default: céc thong s6 dinh dang sé& dwoc ldy 1am tri mic nhién cho mai Ian
khai ddong Word hodac mé mot tai liéu moi.



Pl

Fory i Character Spacing  Text Effects

Font: Font stvie: §2e:
Regular » }2
.VnTiafi Heavy A fUWTFMI
-VnTjfart HeavyH Rate 9
VnTiwe Sold 10
m.V/nTsneH Boid Italic | | 1
.VnUfwerse V- L. ,_ BBllug
Font ¢ptor: _ ynderine style;
Automat«: Vv (none) \%
Effects
Ci 5tr%ethrough ahadow O SfnaH caps
n  Double strikethrough O Outline O aicaps
0O sueersoipt Emboss Otitdden
O subscript Engrave

b) Lép Character Spacing co cac lwa chon sau:

- Scale: dinh ty Ié co gian bé ngang cua ky tu.

- Spacing dung dé chon khoang céach gilra cac ky tw: Normal (binh thuwong),
Expanded (cac ky tw cach xa nhau thém mot khoang), Condensed (cac ky tu xit lai voi
nhau). Muc By bén canh qui dinh khodng céach dan ra hodc xit lai cla cac ky tu.

- Position dung dé nang Ién hay ha xuéng ky tv so véi binh thwong: Normal
(binh thwong), Raised (nang ky tu 1én), Lowered (ha ky tw xudéng). Muc By bén canh
qui dinh s6' diém nang 1én hay ha xuéng.

c) L&p Text Effects qui dinh tinh ddong cua ky tw, chi cé tac dung trén man hinh,
khong c6 tac dung khi in. Trong muc Text Effects ¢ thé chon cac tinh chat:

- None: chit binh thuong

- Blinking background: nén chit nhap nhay

- Las Vegas Lights: chit c6 nhitng ngdi sao mau xung quanh

- Marching Black Ants: chi* c6 nhi*tng dwong gach den chay xung quanh

- Marching Red Ants: chit c6 nhitng dwong gach dé chay xung quanh

- Shimer: chit nhoé nét

- Sparkle Text: chir cé cac ngdi sao lap lanh.

2.2. DBinh dang Paragraph
Chtc nang nay cho phép thay ddi cach hién thi cia mot doan van ban. Chon doan
van ban, dung Iénh Format / Paragraph, xudt hién hop thoai Paragraph gom hai 16p:
Indents and Spacing, Line and Page Breaks.
a) Lép Indents and Spacing dung dé hiéu chinh déng va khoang cach dong
trong doan. Cac muc trong lop:
- Alignment: chon cach déng theo hai Ié.

- Indentation dung chinh Ié cho doan. Left: chon Ié trdi ctia doan so voi Ié trang.
Right: chon I& phai cla doan. Muc Special ding dé chinh I dac biét: None (binh
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thuong), First Line (dong dau thut vao), Hanging (cad doan thut vao), muc By qui dinh
khoang thut vao.

- Spacing dinh khoang cach dong. Before: khoadng tréng phia trén moi doan.
After: khoang tréng phia sau moéi doan. Line Spacing qui dinh khoang céch céc dong
trong doan: Single (cach dong don), Double (cach dong d6i), 1.5 lines (cach 1 dong
rudi), At Least (cach dong nhé nhat), Exactly (cach dong chinh xac theo gia tri clla con
s6 do nguoi dung nhap, domvi lap t), Multiple (cach dong theo bdi s6 clia nlra dong).

Indents and spacing  Line and Page Breaks

Gerter-al
Afapment: Y Outline level: Body text  V ;
Indentation
Left 0 Px * Special: By
Rjghu Opx Z Firstline vV 34 px
m Spacing
Before; ®PX .. * UEspacing; At
After: Gpx ! Sngie Y

Cong thirc quy doi gitra cac don vi do trong Word la 1cm = 38 px = 27 pt. Ta c6 thé
nhap vao don vi do nao cling dugc.

b) Lép Line and Page Breaks qui dinh cach ngat dong va ngét trang trong
doan, o kiém tra Widow / Orphan Control: tranh dong dau tién ctia doan & cudi trang,
tranh dong cudi mot doan & dau trang, o kiém tra Keep lines together, tranh ngét trang
& gira doan. Keep with Next: tranh ngét trang & gitta doan dang chon va doan ke tiép.
Page Break before-, chén diu ngdt trang vao dau doan dang chon. Suprress Line
Number, khéng in con sd chi dong trong doan (lva chon nay ap dung chi khi danh dau
ty ddong dong dwoc dinh). Don't Hephenate: khong dung ddu ndi khi ngét dong trong
mot doan (lwa chon nay &p dung chi khi viéc dung dau ndi dwgc chon).

2.3. Tao khung va lam nén

Bong khung cho cac doan van ban

DE tao khung cho doan van ban hay mot nhém ky tu, trwde tién chon van ban can
tao khung, sau do dung lénh Format / Borders and Shading, hop thoai Borders and
Shading xuét hién, chon I¢p Borders.

Céc muc lya chon trong hép thoai:

- Style: chon kiéu duong dé ké khung.

- Color, chon mau dutng ké.

- Width: chon dd rong dwong ké.

- Settings chon cac méu ké khung. None: khong ké khung. Box: ké khung 4 canh
xung quanh doan. Shadow: khung cé béng. Mau 3-D: khung néi kiéu 3 chiéu. Custom:
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tw tao ki€u khung, nhay vao cac nat trong muc Preview dé Iya chon canh can ké (nhay
nat 1an thv hai dé xoé canh da ke).

- NGt Options: qu dinh khoang céach cua van ban véi cac duong ké khung Top,
Bottom, Left, Right.

Borders and Shadfili’ 1

Borders  Psge Border  Shading

Setting: Style; Preview

CKkk on diagram betow or use
buttons to apply borders

None
Box
Sechw
Color;
. Automatic
3-U
Width:
‘Apt Apply to:
Cysfcom
Paragraph
Options...
Show Toolbar Borteontai line 1 O%x Cancel

NGt Horizontal Line trong hop thoai Borders and Shading dung dé chén mot
duwong ké ngang vao trang van ban (co6 nhiéu kiéu duong ké ngang). Sau khi chén
duwong ké ngang néu ta nhay ddp vao no6 sé hién hop thoai Format Horizontal Line cho
phép ta thay doi bé rong, do dai, cach dong va mau duong ké ngang.

Tao mau nén cho van ban

Dé tao nén cho doan véan ban hay moét nhém ky tu, trwdc tién chon van ban can
tao nén, sau d6 dung lénh Format / Borders and Shading, hop thoai Borders and
Shading xuat hién, chon 16p Shading.

- Chon mau nén cuta van ban: chon mau trong muc Fill (No Fill 1a khong c6 mau
nén), chon muc More Colors dé hién bang 120 mau hodc tu thiét ké mau.

- Cpon mau t6 cho nén: nhay vao nat mii tén trong muc Style va chon méy to, cb
nhiéu mau t6 c6 duong ké. Muc Color dung dé chon mau clia dwong ké trong mau to.

Tao khung cho céc trang van ban. dung Iénh Format / Borders and Shading,
chon I6p Page Border. Cac muc cla Iép nay giébng véi cac muc cla I6p Borders, song
thém vao muc méi Art dé chon cac mau déng khung nghé thuat.
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Dung thanh cong cu Tables and Borders dé dong khung van ban
Kiéu dircjmg ké Do 16n duong ké MA~u nén

Tables and Borders
4 riLiL
J _ “j a n

Mau duwong k& Chon duwong ké

Dung lénh View / Toolbars / Tables and Borders dé xudt hién thanh cong cu
Tables and Borders, thanh nay lam nhiém vu nhv hop thoai & trén.

2.4. Binh khoang cach Tab Stop

MOi lan gb phim Tab, con trd sé& dirng tai mot vi tri. Khoang céach tir vi tri dirng
cla Tab nay dén vi tri dirng clia Tab khéac goi la chiéu dai clia Tab Stop. Khoang cach
ngam dinh 1a 0,5 inch. Viéc dung cac Tab Stop rét tién lgi khi ta can gd mot van ban cé
déng theo cac cot, vi du bang danh sach cac hoc sinh trong 16p gom S6 thi tw, Ho tén,
Ngay sinh, Dia chi, Dién thoai. Ki ty dau tién ctia mot cot ng véi mot Tab Stop. Khi
nhap van ban cho mot c6t xong, ta chi can dn phim Tab con tré sé sang cot tiép theo.

Dung thanh Ruler dé dinh cac Tab Stop

Céac Tab Stop ndm trén thanh Ruler, néu thanh Ruler chua hién thi ta phai cho n6
hién bang Iénh View / Ruler. Bon vi do cia Ruler nén Idy la cm (dung Iénh Tools /
Options / General). Bau phia trai ctla Ruler c6 Nut dinh dang Tab Stop, khi nhay lién
ti€p vao nit nay sé xudt hién 5 cach dinh dang cla Tab Stop: L van ban sé déng bén
trai, van ban sé dong bén phai, X van ban dong & gilta,  déng theo dau cham thap
phan, I chéen mot ddu vach ding.

Nut dinh dang Chen vach ding  Déng p nai Dong theo dau cham
Dong, trai cot Can gilra cot
S p"l& '3 i 1*5*I~6Jvl~7~ I-S;{J I «#3 ¢« 1 <10 v 11 « 1
Ho tén Tuoi Qué Can ndng
Lé Khai Binh 2 Hail*hong 9,58
Tran Binh Minh 14 Ha Noi 45.75
Nguyén Van An 20 Béc Ninh 65.25

Dinh mot Tab Stop trén Ruler: nhay nat dinh dang Tab Stop dé hién biéu twong *
cla kiéu dinh dang mong mudn, nhay chu6t 1én thanh Ruler tai vi tri mudn dat Tab
Stop. Di chuyén mot dau Tab Stop trén thanh Ruler: danh dau khdi toan bd bang, nhay
va kéo Tab Stop. Xo4 moOt dau Tab Stop: nhay va kéo n6 ra khoi thanh Ruler, Xo4a hét-
cac Tab Stop da dat trén thanh Ruler: dung 1énh Format / Tabs / Clear All.

Dung hop thoai dé dinh cac Tab Stop
Dé dinh cac Tab Stop dung lénh Format / Tabs, xuét hién hop thoai Tabs. Xéac
dinh mot Tab Stop: trong hop Tab Stop Position gb vao vi tri clia Tab Stop tinh t ié
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trdi, trong muc Alignment chon mot trong 5 dang Tab Stop, nhay nat Set. D€ x6a mot
Tab Stop: chon nd, nhay nut Clear.

Dé tao cac ky ty dan dau clia mot Tab Stop, ta lwa chon mdt nat dai trong muc
Leader truéc khi nhay Set. D6 la cach thwong dung dé tao muc luc cuén sach, vi du:

(oI Ao Yo I LU ISR 3
WINAOWS 2000 it sbe s s srbe s sb e s sbre b 5
LAY o] (o 7 O O LR 40
o] I 0L OO 80

Sau khi nhdy OK dé dong hop thoai Tabs, cac Tab Stop xuét hién trén thanh
Ruler.

lab stop position: Default Cab stops:
ml0V m 48 px

.85 cm mTab stops to be cleaned;
5,93 cm

. m.”w i

XV o,

Algnrwr*
Cleft OCenter ORight
<*>gecimai Osar

Leader
o o é o 8H .
o

2.5. Dinh s6 c0t cho van ban

C6 thé trinh bay toan bd van ban, mot Section (phan van ban) hay mot nhém céc
Paragraph trén nhiéu cot (nhv dang bai bao). Truéc tién cho hién van ban & ché do
Print Layout bang Iénh View / Print Layout. Sau d6 dung Iénh Format / Columns, xuét
hién hop thoai Columns.

X ly hop thoai:

- Muc Presets c6 cac kha nang lua chon: One (tr¢ lai mot cdt), Two (hai cot),
Three (ba cot), Left va Right (hai cdt nhwng léch).

- Muc Number of Columns: g& vao s6 cot can thiét.

- Muc Width and Spacing', xac dinh d6 réng tirng c6t va khodng cach cula cot toi
cot tiép theo.

- O kiém tra Equal Column Width: néu dugc danh dau thi d rong cac cot bang
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nhau.

- O kiém tra Line Between: néu dugc danh ddu thi gitta cac cot sé co dwong ké
doc. Muc Apply To: xac dinh pham vi van ban duoc trinh bay trén nhiéu cot. Cac lua
chon: Whole Document (toan van ban), This Point Forward (tir vi tri con tro trg di).
Selected Sections (cac phan van ban duoc lwa chon), Selected Text (van ban duwoc lua
chon).

Columns
Presets oK
Caned
One Two  Three left Right
("umber of columns: 2 S O Lire between
Width and spacing Preview
Col #: Width: ¢pacing:
t: 7.11lem z 12?cm

r~
J 3 Equal column width

Appiy to: ;Selected text

- Muc Preview, cho mau trinh bay cda trang in.

Viéc phan van ban thanh cac Section va viéc ngét cac cot van ban dwoc thuc hién
nho 1énh Insert / Break (trinh bay trong Muc 3.1).

2.6. Dién cac ddu hinh tron hay sé tw dong &@ dau moi doan

Ta c6 thé dién tv dong cac ddu chdm hinh tron, hinh qua tram, dau sao, dau midi
tén, cac s6 thuong, cac s6 La méd, cac chit cai hoa, chit cai thwdng vao dau moi doan
(nhy & rac dong duéi) bang cach:

e Danh dau khdi phan van ban cé cac doan can danh thém dau ty dong

e Thyc hién Iénh Format / Bullets and Numbering, chon muc Bulleted va chon
kiéu chdm, hodc chon muc Numbered va chon kiéu sd' hay chr. Nho nat
Customize ta c6 thé chinh stra cac nlt va s6 theo y thich, hodc chon mot kiéu
méi ldy tr mot bd phong chit, chon khodng cach ctia nit va cla van ban s>
VGi 1€ trai.

Khi & ché do tao Bullet hay Number t ddng, méi khi &n Enter xuéng dong sé tao
tiép mot Bullet hay Number méi. D€ hlly ché do nay va trd vé ché do thong thuong ta
st dung mot trong hai cach: nhdy vao nat Bullets hay Numbering trén thanh
Formatting, hodc hai lan an Enter.



2.7. Tao chi¥ cai I6n dau dong Infuffyrpill
6 thé st dung kha nang Drop Cap dé
tao chi cai lon dau dong nhu trong WHss&ii
doan van ban nay. Bé thuc hién tao
chit céi Ion, ti ;n hanh c&c budc sau:
chon chir cai hodc doan van ban can tao, dtng Cropped Injnargn

Iénh Format / Drop Cap; xudt hién hop thoai or m

Drop Cap. X ly hdp thoai: trong muc Position Pont:

chon Dropped hoac In Margin, chon kiéu Font, VnAvancH v

s6 dong van ban can chlra cho chit cai (Lines to

Drop), khodng céach cla van ban so voi chi cai

I6n (Distance from Text), chon OK. Distance from tejct: Oem 2

DEé huy bo hiéu G’ng nay, cac budc tién
hanh twong tv nhung trong muc Position, chon

None.

Position

ynes to drop: 4 Z

3. DINH DANG TRANG VA IN AN

3.1. Khai niém Section

Binh thwdng mét tai liéu dugc chia thanh nhiéu trang, cac trang c6 dinh dang
giéng nhau. Nhung doi khi ta mudn mot s6 phan van ban c6 dinh dang trang khac (nhw
in theo chiéu ngang khé gidy A4) hodac'trinh bay theo nhiéu cot, khi dé can phai chia
van ban thanh nhiéu ving (Section), mdi Section c6 thé cé dinh dang trang khac nhau.
NEu khong chia Section, Word méac nhién coi toan bd van ban la mot Section duy nhat.

Lénh Insert / Break dung dé tao mot
ngat trang, ngat cot hay ngat section bang tay.
Khi dung 1énh nay xuat hién hop thoai Break.  pgroauiypas
Chon nat Page Break dé chén mot ngat trang, break:
chon Column Break dé chén mot ngét cot trong 0 £oiumbrssk
truong hop soan van' ban theo nhiéu cot. Khung O Text yErappme break
Section Break Types dé tao mot ngét Section VOi  section break types
4 lva chon. 0 page

X0& cac ngat trang VAngatSection:dat 0 Continuous
man hinh & ché dd Normal View, khi d6 ngat O ever page
trang 1a mot dwong gach ngang chdm chdm & ¢ GdaRt
gitta c6 chlr Page Break, ngat Section la mot
dudng gach kép chdm chdm ndm ngang & gitta
cé chlr Section Break, di con trd t¢i cac duong
nay va an phim Delete.

oK tancet

3.2. Chon c@ giady va dat Ié

Trudc khi bét tay vao soan mot vin ban ta phai chon c& gidy dinh in va dat I& cho
trang in bang lénh File / Page Setup, xuét hién hop thoai Page Setup.Hop thoai cé ba
1Gp:
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a) Lop Paper déchon c& gidy. Nhay chudt vao mii tén xudng & muc Paper size
dé chon c& gidy. CO6 thé lya mot trong cac ¢ dwoc dinh nghfa sdn. Mudn tao trang in
co kich thudc tuy y thi thay doi cac con s quy dinh chiéu rong (Width) va chiéu cao
(Height). Khi d6 c¢ gidy duoc goi la Custome size (c6 cla nguoi dung tw dinh nghta).
D0oi v6i cac cong van gidy to ta thuong chon kho gidy A4, 21 x 29.7 cm. Trong muc
Apply To (4p dung cho) chon mot trong ba kha nang: This Section (dé ap dung cho
Section van ban hién tai), This Point Forward (4p dung cho vung ti vi tri hién tai tré vé
sau), Whole Document (&p dung cho toan bd tai liéu). Chon OK dé xac nhan céac thong
s6 moi thiét 1ap. Co thé chon Default dé luu cac thong s6 vao tép khudn mau st dung
cho nhiéu tai liéu vé sau.

b) L&p Margins dung dé dat Ié cho trang in. Thay d6i khodng cach tir mép
gidy dén phan van ban gém cac phan: Trén (Top) - Du¢i (Bottom) - Trai (Left) - Phai
(Right). Con sd trong hop Gutter dé chi khoang cach chira I& cho viéc dong tap tai liéu.
Muc Gutter Position: chon Gutter nam bén trai trang (Left) hay bén trén trang (Top).
Sau khi thay ddi mot trong cac thong so quy dinh I€, phan Preview sé cho thdy hinh
dang tuwong d6i cta van ban so voi kich thuéc gidy. Muc Orientation lwa chon in theo
chiéu doc to gidy (Portrait) hay in theo chiéu ngang to gidy (Landscape). Muc Multiple
pages c6 cac lwa chon: Normal, Mirror margins (Ié trai va I& phai cta hai trang chan va
I8 d6i x(*ng nhau qua gay cubn sach), 2 pages per sheet (mot to gidy in hai trang,
thudng dung khi 1am sach khé nhd béng nira trang A4). Muc Apply To va cac budc tiép
theo thao tac twong tw nhw 16p Paper.

m aSetup VA S
! Margins Paper Layout
; Margtre*
iop: 3cm ~ Bottom: 4.2 e, Z
3.25cm z Right: 3cm *
(cutter: Ocm Gutter position; JSSIISt v
Orientation
3 Al
Portrait Landscape
P.*ije*
Multipte pages: Normal Vv
c) Lép Layout dung dé dat do rong cho tiéu dé dau trang va tiéu dé cudi trang.

Muc Different odd and even néu dugc danh dau thi tiéu dé dau trang va. tiéu dé cudi
trang clia cac trang chan va céac trang 1é s& khac nhau. Muc Header: khoang céch tir
mép trén trang gidy t¢i phan Tiéu dé dau trang. Muc Footer: khodng cach mép dudi
trang gidy t¢i phan Tiéu dé cudi trang. Muc Vertical Aligment quy dinh cach déng van
ban so vGi chidu doc to gidy: Top (van ban bat dau tir dau traryg), Center, Justify,
Bottom. NGt Line Number: chén sé dong cho tirtng dong van ban. Nut Borders: ké
khung cho trang in, duong ké khung cé thé tao bang cac anh nghé thuat.
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3.3. bat tiéu dé dau trang va cudi trang

Tiéu dé dau wang va cudi trang 1a phan van ban dwoc in trén dau (hodc cudi) moi
trang cua tai liéu. Thueong sz dung muc nay dé thém vao tai liéu tén tac gia, tén tai liéu,
co quan phat hanh ... C6 thé ap dung céac kiéu dat tiéu dé sau: tiéu dé giéng nhau trén
toan bd cac trang cla tai liéu, tiéu dé cla trang dau tién khac voi cac trang con lai, mot
tiéu dé danh cho céac trang chan, tiéu dé kia danh cho céc trang I&.

Céc budc tién hanh dé dat tiéu dé: dung Iénh View / Header and Footer. Phan
trinh bay tiéu dé sé xuét hién cung voi thanh dung cu. G& vao ndi dung tiéu dé dau
trang & khung Header, tiéu dé cudi trang & khung Footer. Cudi cung, nhay nuat Close dé
tré vé ché do soan thao thong thuwong. Dé kich hoat ché do sira doi tiéu dé, co thé nhay
dlp chudt vao phan ghi tiéu dé (phan chr mau nhat trong ché do Print Layout).

(Header and Footer "wrie r'yjyfi
Insert AutoText v i21.8 . # ii o leU X §S,*? 3K qose 1

Thanh cbng cu Header and Footer c6 cac nut chinh: Insert Page Number (chéen s6
trang), Insert Date (chen ngay hién tai), Insert Time (chén gi¢ hién tai), Switch between
Header and Footer (chuyén ddi con trd gitta tiéu dé dau trang va cudi trang). Close
Header and Footer.

3.4. Tao cac chu thich & cubi trang hoac & cudi van ban
D6i voi mot yan ban, ta co thé tao

cac cfed thich cho cac cum tl, chu thich

nay cé thé & cudi trng trang (9oi 1& | geation

Footnote) hoac cd thé dé tat ca & cubi van

ban (goi la Endnote). Cac chi thich nay Bottom of page v
sé dwgc danh s tuy dong. o Endnotes;
Khi tao chi thich ta c6 thé dat man
hinh & ché d6 Normal View hay Print Convert..
Layout déu dwgc. Giad st man hinh & ché  Format
dd Normal View ta thao tac nhv sau: _
Number format: », 2.3,

- Dat con tré nhap vao ngay sat sau
tlr can dién s6 thi tu cla chd thich. Cystom mark: Symbol..

- Dung Iénh Insert / Reference / Start at:

Footnote, xudt hién hop thoai.

- XU ly hop thoai: chon Footnote hay
Endnote, chon kiéu danh sd thv tv clia chd thich trong phan Format, nhay nit Insert,
man hinh chia thanh hai n&ra, ntra nhé & phia du¢i va cé thanh cong cu.

- Nhép van ban vao .nlra dwdi ctia man hinh, nhdp xong nhay nat Close trén thanh
cong cu.

Xo0a& mot chu thich: Iva chon sé cha thich & sau chit, &n phim Delete, chu thich
bi xo0a cuing voi van ban kém theo, déng thoi cac chi thich con lai ty dong danh so thi
tw lai.

Numbering: Continuous

3.5. Banh s6 trang
Vao menu doc Insert, chon Page Numbers, xuat hién hdp thoai Page Numbers. X0 ly hop

thoai:
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Page Numbers ‘43

Eoétion; Preview

Bottom of page (Footer) \

Alignment:
Center v 1.

0 8how number on page

i Format... oK I cancel il

- Hop Position dé chon vi tri danh so trang: Top of Page (& dau trang), Bottom of
Page (& cudi trang)

- Hop Alignment chon viéc dong s6 trang: bén trai, phai, gilta hodc bén
trong/ngoai mép gidy d6i voi trvong hop in theo hai mat ddi xrng cla trang gidy.

- Nt kiém tra Show Number on First Page: c6 hay khong hién thi so' trang &
trang dau tién cua tai liéu.

- Nhay chudt nat Format dé thiét 1ap cac thong s6: bat dau danh tir s6 may (Start
At) hodc tiép theo so trang clia phan truéc (Continue from previous section), kiéu cach
sO (Number Format), chon OK dé xac nhan cac thiét lap hoac Cancel dé bé qua.

3.6. Xem trwédc trén man hinh cach b6 tri cac trang in
Gia st toan bd van ban da dwoc dinh dang xong va dd danh sd trang. D€ xem
trwéc cach trinh bay céac trang ta dung Iénh File / Print Preview (hodc nhay nat Print
Preview trén thanh Standard). Néu cac trang phan khong hop ly ta cé thé slra doi. Khi
man hinh soan thao bién mat, xuat hién man hinh méi v6i cac trang da phan, dinh man
hinh c6 mét thanh cdng cu giup ta xem cac trang mot cach thuén tién:
Print  One Page Zoom  Shrink to fit

Magnifier Multipe Pages View Ruler Full Screen
Chlrc nang cua cac nut chinh:
- NUt One Page: mdi lan trén man hinh chi xem duoc mot trang
- NUt Multipe Pages: nhay nat nay sé xuat hién mdt bang nhoé cho phép ta chon
xem dugc may trang dong thoi trén man hinh (tiv 1 dén 6).
- Nt Full Screen: danh toan man hinh dé xem céctrang .hay khong.
- Nt Close: vé lai man hinh soan thao.

3.7. In van ban

Muén in van ban dung Iénh File / Print (hodc nhay vao nGt Print trén thanh
Standard), xuét hién hop thoai Print. Xt ly hop thoai:

- Muc Printer: thdng bao may in dang dung va lya chon may in khac. May in nay
c6 thé la mot may in kim hay laser dang noi voi may tinh, cé thé l1a mot may in trén
mang. Trong trwong hop ta chi muén in ra tép PRN thi may in trong muc nay phai la
tén may in ma sau nay ta sé dung dé in tép PRN.
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- Muc Print What: chon loai d6i twgng can in (Document, Document Properties,
Styles ...), chon loai Document.

Print - n
Printer
Name: R WOH\HP LaserJet 4100N PCL6 Properties
Status: - Me Rrid Print«..
Type: HP laser Jet 4100 PCL 6
Where: HPlaserJew 1Q0Ser«s_copy_6 | Print to fiR
Comment: D Manual dupie.i
Page range Coptes

Number of copies:
O Current page
0 Pages. |
Enter page numbers and/or page ranges

separated by commas. For example, 1,3,5-12

Printwhat: Document Zoom

Pages per sheet’
Pratt: All pages inrange gesp 1page

Scale to paper sije: to Scaling

K Carcel

- Muc Copies: nhap vao s6 ban can in, ngam dinh la 1 ban.
- Muc Page Range: quy dinh cac trang van ban can in. Cé cac lua chon: All (in
hét), Current Page (chi in 1 trang hién tai),

Pages (quy dinh in cac trang nao, vi du |nsert Table H O
1,3,5-12), Selection (in khdi van ban dang
Chon) Tabte Stee
- Muc Print: chon All Page in range, ~ Nuber of colunms: 5 L.
Odd pages hay Even Pages. Nurroer of rows; 2 7
- Nut Properties: khi nhay nat nay sé _
xuét hién hop thoai Gtng véi may in da AUCHIC behavior )
chon, nén chon in véi mat do cao nhat. {#} Fixedcolum fhidh Auto z
R . . O AutoFst to contents
4. LAP BANG BIEU (TABLE) O AutoFit to window
4.1. Tao mét bang moi Table style; Table Grid AutoPonet. ,.ji
Dung hop thoai Insert Table tao
mot bang méi: dua con trd dén noi can
tad bang, dung Iénh Table / Insert / Table,
h@p thoai Insert Table xuét hién_ Q Remember dimensions for new tables .
Nhap s6 cot vao muc Number of K Cancel 11
Co|umn5, sO d(‘)ng vao muc Numberof .. T T e 1
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Rows. Nhap chiéu rong moi cot vao muc Fixed column width (néu dé Auto, chiéu rong
mai cdt tuy thudc vao s6 lwong cot va chiéu rong trang in). Nat AutoFit to contents: tu
dong diéu chinh dd rong cot theo lwvgng van ban gé vao. Nit AutoFormat dé chon kiéu
bang mau cé san. Cudi cung, chon OK.

Khi vin ban ndm trong mot 6, n6 sé tv dong xudng dong khi chiéu rong & khong
dd. Cac thao tac dé di chuyén con trd trong bang: dén 0 ké ti€p an Tab, dén 0 trudc do
Shift + Tab.

Tw vé mot bang: chuyén man hinh sang ché do Print Layout, ding lénh View /
Toolbars / Tables and Borders dé hién thanh cong cu Tables and Borders, nhay vao nut
Draw Table trén thanh céng cu. Nhay chudt va kéo dé dugc mot khung chir nhat, nhay
chudt va kéo dé vé& cac dwong ngang doc tuy y (mdi dwdng chi can vé mot doan ngan 1a
Word d& tv dong hoan tat ca duwdong). Néu ké sai cd thé ding nat Eraser trén thanh
cong cu dé xda duong. Ké xong ta nhap van ban vao bang.

4.2. Céc thao tac stra doi trong bang

Chon cac 6, hang hay c6ét

- Chon mét 6: di chuyén con trd chudt dén mép trai 6 dé cho dén khi thdy mui
tén mau den N xudt hién thi nhay chudt.

- Chon mot hang: ré chudt tr 6 dau dén 6 cudi dong (hodc dung lonh Table/
Select/ Row).

- Chon mat c6t: di chuyén con tré chudt Ién mép trén cla bang dén khi thady mdi
tén den chi xudng ¢ thi nhay chudt (hoac dung lénh Table/ Select/ Column).

- Chon nhiéu 6 trong bang theo mdt vung chir nhat: dwa con tré nhap vao 6 dau
tién, sau do di chuyén chudt dé 6 cudi, gitr phim Shift dong thoi nhay chudt; hodc nhay
chudt vao 6 dau tién va kéo; hoac bam Shift kem véi cac phim mdi tén.

- Mudn chon toan bd bang: dua con tré vao trong bang, dung Iénh Table / Select/
Table.

Chen thém cac 6, hang, c6t vao bang

- Chén mét hang duy nhat vao cudi bang: dat diém chen vao 6 cudi cling cua
bang va an phim Tab.

- Cheén nhiéu hang vao cudi bang: cho diém cheén vao du¢i hang cudi cung cla
bang, dung Iénh Table / Insert / Rows Above, xudt hién hop thoai Insert Rows, nhap
vao s0' lugng hang can thém.

- Chén thém N hang trdng 6 gitra bang: Iva chon N hang cé san, dung Iénh
Table / Insert, chon Rows Above (chén N hang trang vao phia trén cac hang da chon)
hodac Rows Below (chén vao phia duei).
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- Chén thém N c6t trdng & gilra bang: lua chon cac cdt dd c6 san, dung Iénh
Table / Insert, chon Columns to the Left (chén N cot tring vao bén trai cac cot da
chon) hoac chon Columns to the Right (chén bén phai).

- Cheén thém cac 6: mudn chen bao nhiéu 6 thi chon bdy nhiéu 6, dung lénh
Table / Insert/ Cells, hop hoi thoai Insert Cells xuét hién. Chon mot trong cac chic
nang sau: Shift Cells Right (chén cac 6 m¢i va ddy cac 6 dd chon sang phai), Shift
Cells Down (chén cac 6 méi va ddy cac 6 da chon xubng dudi), Insert Entire Row
(chén toan bd cac hang (*ng véi cac 6 da chon), Insert Entire Column (chén toan bd
cac cot).

Insert Cells

O Shift ceils right Shift cels iefti

68 hit cefe down; Shift cefe yp
Insert entire wm Delete entire row

O Insert entire column O Delete entire cotumn

oK [ ] Caned | OK 1 Caned

Xoa cac 0, hang hay cot ctia bang: chon cac 6, hang hay cot can xo4a, dung
Iénh Table/ Delete/ Cells (hay Coluipns, Rows), xuat hién hop thoai Delete Cells. Cac
Iva chon trong hop thoai: Shift cells left (xéa cac 6 da chon va chuyén céac 6 con lai
trong dong sang trai), Shift cells up (xoa ndi dung cac 6da chon vachuyén ndi dung
cac 0 con lai 1én phia trén), Delete entire row (xoa tat cAcac dong chiracac 6 da chon
va chuyén cac dong con lai 1én trén), Delete entire column (xo04 tat ca cac cOt chira cac
0 da chon va chuyén cac cdt con lai sang trai).

Gop, tach cac 6 trong bang
- GOp nhiéu 6 lai thanh mét: chon cac 6 can

gbp, dung lénh Table / Merge Cells. Khi do, cac
duong ngan cach gitra cac 6 sé mat di, tao thanh
mot 6 duy nhat.

- Tach mot 6 thanh nhiéu 6 nhd: chon 6 can

Number of columns: 3

Number of rows: 4

0 Mproe cells before spilt

tach, dung Iénh Table / Split Cells, hop thoai Split
Cells xuét hién. Cac muc lya chon: Number of
columns (s6 phan chia theo chiéu doc), Number of
rows (s6 phan chia theo chiéu ngang), Merge cells before split (trong trwvong hop chon
nhiéu 6 Word sé gop céac 6 thanh 16 trwdc khi chia nhd).

Cancel

Di chuyén, sao chép cac 0, hang, cot trong bang. Chon cac 0, hang hay cot
can di chuyén hodc sao chép. Bua tro chudt dén phan duwgc chon, gil nat bén trai, roi
thie hién mot trong dong tac sau:

- Ré chu®t dén vi tri mai rdi tha nat trai chudt: di chuyén phan dwoc chon.

- Gilt phim Ctrl dong thoi ré chudt dén vi tri méi roi tha nat trai: sao chép phan
dwoc chon.

Ta cling c6 thé di chuyén, sao chép di liéu cla cac 6, hang hay cot trong bang
bang cac nat Cut, Copy, Paste trén thanh Standard nhu van ban théng thuwong.
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Thay doi chiéu rong cot

- Dung chudt: di chuyén con tré chudt dén bién phai cot, khi trd chudt c6 dang
mdii tén hai chiéu thi ré chudt dé thay doi chiéu rong cot.

- Dung menu: chon cOt can thay doi, dung Iénh Table / Table Properties, xuét
hién hop thoai, chon 16p Column, Iva chon chiéu rong coét trong hdp canh muc
Preferred width. Nhay vao cac nut Previous Column va Next Column dé xem va thay
ddi do rong cla céac cot khac.

fH
|

Table Properties

émém
Tabft |Row Column Cell
Size
Co*.mn6: i 3
0« ’referreld \.',Vidﬂ « 121bx t a sasure in: Pt:e)s \% i

grevio JS Cokjmn 1 ext Cd M\@d
; ! 1

con trd thanh mi tén hai dau va kéo canh xudng phia dudi.
Dung menu: chon hang can thay ddi, thuc hién 1énh Table / Table properties, hién
hop thoai, chon 16p Row.

Table Properties

Table Row Column Cg»

Rowz:

0 Specify height: 35 px Row height is: At least \
Qption?

0 Alow row to break across pages

* Previous Row fjfext Row *

Lua chon dd cao dong trong hdp bén canh muc  TetDirection *Tiibte Celt

Specify height. Cac nGt Previous Row va Next — mism FIG&M
Row dé xem -va thay ddi d6 cao cua cac dong Text T2
khéc. i r:
, b P
Thay doéi huwéng viét van ban trong céac i f

0: lwa chon cac 6, nhay nat phai chudt vao mot o

da chon, xudt hién menu doc nhd, chon muc

Text Direction, xudt hién hdp thoai Text

Direction, lia chon mdt trong 3 huwdng theo mau O«
trong hop thoai.
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Déng van ban trong 0. Ta cd thé déng van ban cho cac 6 da chon trong bang
theo chiéu ngang (trai, phai, gitra) va theo chiéu doc (trén, dwdi, gitta) bang cach: nhay
nat phai chudt vao mot trong cac 6 da chon, hién menu tat, chon Cell Alignment, hién
mot bang cac mau dong van ban, chon mot trong 9 céch.

Xéac dinh khodng cach cta van ban so véi bén canh cta 6: chon cac 6,
nhay nut phai chudt vao mot trong cac 6 da chon, hién menu tit, chon Table Properties,
hién hép thoai, chon lop lable, nhdy nat Options, hién hop thoai Table Options, nhap
cac khodng cach vao cac muc Top (cach canh trén), Bottom (cach canh duéi), Left
(cach canh trai), Right (cach canh phai), khoang cach toi thiéu nén 1a 0.05 cm.

Chon Heading cho bang-, lva chon cac hang sé lam Heading cho bang (thudong
la cac hang dau), dung l1énh Table / Heading Rows Repeat. Khi bang dai can cét sang
trang sau thi phan bang & trang sau cling c6 cac dong Heading. Mudn bé Heading thi
lam lai thao tac trén mot lan nira.

Tach bang lam doi: dat diém chén vao hang mudn tach bat dau tir do, dang lénh
Table / Split Table.

Di chuyén bang va thay déi kich thwéc bang. Khi dwa con trd chuét vao bén
trong mot bang (con trd nhap cé thé & noi khac), goc trén bén trai va goc dudi bén phai
cla bang xuat hién hai nat. Néu nhay vao ndt trén bén trai (c6 dau chir thap véi 4 mdi
tén & dau) va kéo thi sé di chuyén toan bd bang di noi khac (gitr nguyén kich thuwéc).
Nhay vao nat dudi bén phai va kéo sé thay doi kich thwdc clia toan bang.

4.3. Dung thanh cdng cu Tables and Borders khi tao bang

Tables and Borders ANl

A a4 - - %
r] () ect S/ »

3 M dt tu ¢2diu 21 ju £

Tw trén xudng dwdi va tir trai sang phai c6 cac nat: Draw Table (v bang tu do),
Eraser (xoa cac duong ké da vé), Line Style (chon kiéu duong ké), Line Weight (chon
ddé rong duong ké), Boder Color (mau dwong ké), Outside Boder (tao cac duong ké va
x0a), Shading Color (mau nén), Insert Table (chen mdt bang), Merge Cells (gop cac 6
dd chon), Split Cells (tdch céc &), Align Top Left (chon cac cach dong véan ban),
Distribute Rows Evenly (chinh cho chiéu cao cac hang dang chon bang nhau),
Distribute Columns Evenly (chinh cho bé rong céc cot dang chon bang nhau), Table
Autoformat (chon cdc mau bang cé san), Change Text Direction (chon hwéng van ban
trong 6), Sort Ascending (sdp xép theo chiéu tang), Sort Descending (sap xép theo
chiéu giam), AutoSum (tinh téng tw dong).

4.4. S&p x€p cac dir litu trén mot bang

C6 thé sdp xép cac hang trong bang theo mot cot nao d6 (t8i da xép theo ba cot
cung véi tht ty wu tién). D liéu trong cot phai c6 cung kiéu gbm mot trong ba kiéu
sau: Text (van ban) - Number (kiéu s0) - Date (kiéu ngay thang). Néu di¢ liéu & cac
hang trong mot cot khac kiéu nhau thi chi dwoc phép sap xép theo kiéu Text.

Cac budc sip xép trén bang :
- Chon cac hang can sép xép. Néu sip xép toan bd bang thi chi can dwa con trd
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vao mot 6 bat ky trong bang.
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- Dung Iénh Table / Sort, hop thoai Sort xuat hién. Trong hop thoai nay can chon:
cac khda sap x&p trong hop Sort By va Then By; chon sép x&p theo kiéu dit liéu nao:
kiéu ky tw (Text), kiéu s6 (Number) hay kiéu ngay (Date); chon thi tv s&p xép: ting
dan (Ascending) hodc gidm dan (Descending).

4.5. Tinh toan trong moét bang

Gia sl ta c6 bang ndp tién thué trong ndm cla cac ho nhu sau.

A B c .D E F G
1 Hotén Quy1 Quy2 Quy3 Quy4 Tong Trung binh
2 Lé Binh 325 450 625 700
3 Nguyén An 531 255 605 449
4 Phan Thanh 988 785 673 822
5 Tong
6  Trung binh

Vén dé la voi mbi hang va moi cot déu phai tinh Téng s6 va Gia tri trung binh.
M®di 6 trong bang c6 mot toa dd, chang han 6 & dong 2 cot 6 c6 ky hiéu la F2. Mot
vling gbm cac cot 2, 3, 4, 5 va cac dong 2, 3, 4 duoc ky hiéu la B2:E4. Céc 0 cd thé
tham gia cac phép tinh s6 hoc nhu : cdng, trlr, nhan, chia. Chang han cho con tré vao 6
G6, dung lénh Table / Formula, xudt hién hop
thoai Formula, trong hép Formula gd vao cdng Formula
thirc =B2+D3, két qua 6 G6 chira 930 = 325 + 605.  Formuia:

-SUWAeOVE}

Céach tinh t6ng mot cdt, chang han tinh téng
cot B. Buva con tr6 vé 6 B5, dung lénh Table /
Formula, xuat hién hop thoai Formule. Trong hop
thoai nay, nhay vao nat mii tén cua hbép Paste
Function (xudt hién tén 18 ham thuong dung),
chon tén ham SUM, trong hop van ban Formula [ OK ] Caned 1
nhap vao céng thirc =SUM(ABOVE), chon OK,

Number format:

Paste function:
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6 B5 chita két qua tinh téng cot B. K&t qua van ding néu trong hdp van ban Formula ta
nhé&p cong thitc =SUM(B2:B4) hodac =B2+B3+B4

Twong tw tinh gia tri trung binh cla hang tht 3 ta dwa con tré vé 6 G3, dung Iénh
Table / Formula, nh&p cdng thitc =AVERAGE(B3:E3).

5. CHEN HINH ANH VA CONG THUC TOAN

5.1. Chén thém cac ky tw dac biét

DE chen thém mot ky tv ddc biét (vi du © ), thuc hién theo trinh ty sau: dwa con
trd van ban dén noi can chen, dung Iénh Insert / Symbol, hién hdop thoai Symbol, chon
I6p Symbols, nhay chudt vao hdp Font dé chon bd Font chira cac ky hiéu (chang han
font Symbol, Webdings, Wingdings, Times New Roman, Tahoma), nhay chubt vao ky
hiéu can chén, nhay nat Insert dé chén, nhay nat Close dé déng hop thoai Symbol. Khi
ky tv da hién Ién trang van ban ta c6 thé tang giam kich thwdc, sao chép va dan binh
thuong.

5.2. Banh cdng thrc todn - Equation

Equation chuyén dung dé danh cong thirc toan va khoa hoc phiic tap. D€ tao mot
cdng thirc todn tredc tién ta dit con trd nhap vao chd dinh chén cong thirc, dung lénh
Insert / Object, hién hdp thoai Object, chon 16p Create New, nhay dup chudt vao muc
Microsoft Equation 3.0. Khi d6 tai diém chén xudt hién khung dé nhap céng thic va
clra s6 nho Equation gdm c6 19 nGt nhw hinh & dwéi. Lac nay menu chinh cla Word
xudt hién thém hai muc: Style va Size.

1 2 3 4 5 6 7 8 9 10

Equétticm | vgnisisisgiike!  {Pasicdigith -iSifcAS

<EEX ¢abm gil £e0© C34 \v3 1Tnc aocoR AQ@s AUS&

. o
(@m i ca Up iiia j o war g oo GCiili

il 12 13 14 15 16 17 18 19

Mudn -lya chon phéng chit cho cac thanh phan clia cong thic ta dung lénh Style /
Define, man hinh xudt hién hdp thoai Styles. Ta nén chon Text (van ban trong cong
thirc): phong Times New Roman, Variable (cac bién): Italic, L.C.Greek : Italic,
Matrix-Vector: Bold.

Ta c6 thé lya chon c& chi clia cac thanh phan céng thic bang Iénh Size / Define,
hop thoai Sizes xuét hién. Trong hop thoai nay ta cé thé lua chon cac kich cd: chi binh
thuong trong cong thic (Full) 1a 12 pt, chi s6 mic th nhat (Subscript) la 9 pt, chi s6
muc thi hai (Sub-subscript) 1a 5 pt, chi* Hy Lap (Symbol) la 18 pt.

Coéng dung cla 19 nut trong clra s6 Equation nhw sau. NGt 1. danh cac dau bat
dang thirc. NGt 2: chén céc khodng cach rong hep vao cdng thirc, trong cong thirc ta
khong thé dung phim khoang cach dé tao khoang cach. NGt 3: danh cac bién co dau
m, vi du X (gd chir trwdc, chon sau). Nut 4, 5, 6, 7, 8: cac ky tw toan hoc. Nat 9, 10:
cac chir.cai Hy Lap. Nat 11:'cac cbng thiec cé ngoac hai bén hay mét bén. Nat 12
phan s6 va can. NGt 13: chi sO trén va chi s6 dwdi. NGt 14: cac dau tong. Nt 15: céc
loai dau tich phan. NGt 16: gach trén va gach dué6i cac céng thic Ién. NGt 17: mdi tén
c6 dién tiiém cac cong thirc & trén va dudi. NGt 19: danh ma trdn va cac cong thic co
cau tric bang.
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M&i 1an chon mét nat, Equation sé tao cho ta mot s6 khung nhd dé ta nhap di liéu,
chuyén sang khung khac: nhay chudt vao khung mudn chuyén dén. Mudn thoat khoi
cac khung nhéap chi sé' hay cac khung nhap phan sé' ta an phim mii tén phai. Két thic
nhap cong thirc: nhay dlp vao nat dieu khién clia clra s6 Equation dé tré vé man hinh
soan thdo, nhdy ra ngoai khung cong thirc dé cong thic hién binh thudng. Trong khung
nhap cong thi'c mudn gd mot it van ban vao ta phai dung lénh: Style / Text, gd chit, tré
Ve lai ché dd gd cong thic: Style / Math.

Slra chita mot cong thirc: nhay vao cong thirc, xuat hién khung véi 8 nit nhé xung
quanh, nhay dap vao cong thirc, xuat hién ctra s6 Equation cho phép ta slra cong thikc.

Khi danh cong thirc ta phai thuong xuyén kich hoat Equation, do dé néu dung
menu thi rat lau, ta phai dua nat Equation vao thanh Standard. Cach lam: nhay nut
phai chudt vao nén cla thanh Standard, hién menu tt, chon Customize, hién hop thoai
Customize. Thao tac v@i hop thoai Customize: chon I6p Commands, trong hoép
Categories chon muc Insert, khi dé trong khung Commands xudt hién cac nat, nhay

chudt vao nat A va kéo n6 1én thanh Standard.

5.3. Tao mot AutoShape

AutoShape (hinh ty dong) la nhitng mau hinh 1am san trong Word dé trang tri trén
van ban. Mo6i mau hinh vé goi la mot ddi twgng vé&, cac déi tuong vé co thé nam chéng
Ién nhau, c6 thé ndm trén hay dwdi vin ban. D& vé ta can bat thanh coéng cu v& Drawing
bang Iénh View / Toolbars / Drawing:

Draw- y lAutoShapes- \ V O O U il Taj y* 1 A L T.%, ¢i.

Tén cac nut tr trdi sang phai: Draw, Select Objects, AutoShapes, Line, Arrow,
Rectangle, Oval, Text Box, Insert WordArt, Insert diagram or Organization chart,
Insert Clip Art, Insert Picture, 'Fill Color, Line Color, Font Color, Line Style, Dash
Style, Arrow Style, Shadow Style, 3D Style, Select Multiple Objects.

So v6i cac phién ban cli Word 2003 cung cép cho ta Drawing Canvas (blc VvE)
gilp viéc vé trd nén rat thuan tién. Blc vé chinh fa tdm vai cia mot nguoi hoa sy vé
tranh son dau, hoa s§ s& V& cac hinh trén tdm vai nay. DE& bat tat kha nang dung Blc vé
ta dung 1énh Tools / Options, xudt hién hdp thoai, chon 16p General, chon hay bd chon
muc Automatically create drawing canvas when inserting Autoshapes (ngam dinh la cé
chon).

Trudc khi vé ta can dé con trd chén van ban vao noi dinh dat blrc vé (co thé &
gita mot dong dad c6 vén ban), bic vé lap tlic xuat hién khi ta dung cac lénh Insert /
Picture / New Drawing, Insert / Picture / AutoShapes hodac trén thanh céng cu Drawng
ta nhay vao cac nat Line, Arrow, Rectangle, Oval, Text box. Bong thoi trén inan hinh
xuat hién thanh cong cu Drawing Canvas, néu thanh cong cu Drawing Canvas khong
xuét hién thi ta nhay phai chudt vao blc v& xudt hién menu tat, chon muc Show
Drawing Canvas.

Cong dung cac nat trén thanh céng cu Drawing Canvas: nut Fit Drawing to
contents (thu hep blc vé dé vira di chira cac hinh da vé), nGt Expand Drawing (md&
fong buc vé nhung do I6n cac hinh da vé khong thay ddi), nat Scale Drawing (khi nhay
nat nay khung clia birc vé& c¢6 8 ddu tron, dung chudt kéo cac nat nay sé thay doi kich
thwdc blrc V& va hinh da vé ciing thay doi kich thwdc twong (ng), nit Text Wrapping
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(nhay nat nay sé xudt hién mot menu doc quy dinh cach van ban sé dén xung quanh
btc vé, cling cé thé xem c& birc vé nhu la mot ky tv trén dong, khi chon Square thi blc
V& sé trd thanh bic vé tréi nbi, néu chon Behind Text birc vé& c6 thé ndm dudi van ban).

Khi sat bén trong khung birc vé c6 cac duong ngang, doc, thwdc thg dam nét thi
ta ¢ thé dung cac vach nay dé cat xén hay néi rong bic v& ma khong lam thay déi do
Ién cac hinh da vé. Khi trcn khung biic vé ¢ 8 nit tron ta cé thé kéo cac nut nay lam
thay d6i do lon cla bic vé cling nhuw cac hinh da vé. Ta cling c6 thé dong khung birc vé
bang nat Line Color trén thanh Drawing

Dé dinh dang chi tiét Drawing Canvas ta ohdy nat phai chudt lén Drawing
Canvas, xuat hién menu tit, chon muc Format Drawing Canvas, xuét hién hop thoai
Format Drawing Canvas gom 6 l6p gilp ta ké khung, t6 nén, dinh lai kich c& cho bic
vé. Khi blrc V& trd nén tréi noi ta co thé trd chudt vao khung bic vé dé' chudt bién thanh
mdi tén 4 dau, kéo chudt dé di chuvén blrc vé dén noi bat ky.

Drawing Canvas | T X

JgFAt Band PJ Scale Drawing :

Mudn v& mdt hinh c6 mau san hdy nhay chudt vao ndat AutoShape trén thanh
Drawing, xuat hién menu doc c6 6 muc Gng véi 6 nhém hinh, lyva chon mot nhém hinh,
lva chon mau hinh, ré chudt trén bic v&, khi kich thudc hinh vé& vira y thi nha chudt.
Trong nhém Lines c6 nut Freeform dung dé vé tv do, mudn dirng nhay dap chudt. Mot
s6 mau hinh théng dung nhu dudng thang, mdi tén, hinh chi¥ nhat, hinh ellipse c6 thé
dung ngay cac nut Line, Arrow, Rectangle, Oval trén thanh céng cu.

Né&u &n phim Shift dong thoi kéo chudt dé v& duong thang thi sé vé dwoc céc
dudng thdng goc, kéo chudt dé vé& hinh chi nhat thi s& dwoc hinh vuéng, kéo chudt dé
vé hinh elip thi sé vé dwgc hinh tron, kéo chudt dé vé mot cung élip thi sé vé dwgc mot
cung tron.

Lwa chon cac d6i twogng da vé (trwdc tién ta can chon blrc vé):

- Lwa chon mot ddi twong vé trén blrc vé: nhav chudt vao doéi twong da vé, hodc
nhday chudt vao nat Select Objects trén thanh cong cu va sau d6 nhay chudt vao doi
twong. Mot dbi twong da chon dugc danh dau béi 8 nat hinh tron & xung quanh. Khi
chon mot ddi twgng méi thi cling dong thdi bd chon dbi tuong dang chon hién thoi.

- Lua chon nhiéu dbi tuong trén birc vé: an phim Shift dong thdi nhay chudt vao
cac doi tuong.

- Luwa chon tat cd cac ddi twong trong mot vung chir nhat clia blc vé: nhan nat
Select Objects trén thanh cong cu, khoanh mdt ving chi* nhat trén man hinh, khi d6 tat
ca cac ddi twgng nam trong ving nay déu dwoc chon.
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Khi mot d6i tugng da dwgc chon, ta co thé an phim Delete dé xoa doi twong.

Piéu chinh mot mau vé trén birc v&. Khi lva chon mot AutoShape, ngoai 8 nit
diéu khién hinh tron do6i khi con xuat hién nat hinh thoi mau vang (ta c6 thé ding
chudt kéo cac nat hinh thoi nay dé chinh hinh) va nit tron mau xanh (kéo nat nay dé
quay hinh) nhuv hinh vé & trén.

Di chuyén déi twgng trong pham vi birc v€. Mudn di chuyén déi tuong trwdc
tién ta chon ddi twgng, dung chudt kéo d6i twong dén vi tri mai, néu trong khi kéo ta
nhan dong thoi phim Shift thi ddi twgng sé di chuyén theo duong thang goc. Di chuyén
tlr tir d6i twong da chon: an cac phim mdi tén dong thoi gilr phim Ctrl. Sao chép doi
twong: chon d6i tugng, nhén phim Ctrl déng thoi kéo chudt dé di chuyén d6i tugng dén
vi tri m@i, doi twgng ¢ cho cli van con.

Thay ddi kich thwdc ddi twong trén blc v é: chon ddi twgng, nhay va kéo cac
ndt hinh tron dé co gidn d6i twong, nha chudt.

Viét chir vao trong mot hinh vé. B&i voi mot sd hinh vé cé khoang trong bén
trong (nhw hinh ch® nhat, hinh thoi, hinh ellipse ..) ta c6 thé viét thém chir vao trong
bang cach nhay nat phai chuét vao hinh vé, hién menu tat, chon muc Add Text, nhap
van ban.

5.4. Biéu chinh AutoShape bang thanh céng cu Drawing.

Sau khi chon déi twong c6 thé dung nat Line Style dé chon lai do rong cla nét
vé, dung nGt Dash Style dé chon kiéu dwong vé (nét lién, chdm cham, cham gach ..),
ding nat Arrow Style dé chon kiéu mi tén ((ng v&i doi twgng vé la dwong thang).

Pinh mau tdé cho d6i twong. Chon d6i twong, nhay
vao mi tén cua nat Fill Color trén thanh Drawing, xudt hién No Fill
bang mau nhuw hinh bén. Nhay chudt vao mau can chon.
Chon No Fill dé khong to bén trong.

Chon muc More Fill Colors ... , xuat hién hop thoai n. ! !( R, (I( I.
Colors, trong hép thoai nay co6 2 !(’yp: Standard. Custom. Lép I >3 m *
Standard: chon mo6t mau chuan trong bang mau. Lép *°
Custom: nhay chudt vao vi tri mau mudn chon trén bang
mau dé di chuyén dau chir thap, di chuyén mdi tén bén phai More Fill Colors..,
bang dé chon do sang tdi clia mau vira chon. FHEffects...

Chon muc Fill Effects... , xuat hién hop thoai Fill
Effects dé quy dinh cach td déac biét, hop thoai nay co 4 l6p:

- Lop Gradient dung dé chon cach to theo kiéu dav mau chuyén ti€p tir mau nay
sang mau khac: muc Colors dung dé chon dang mau (mét mau, hai mau hay theo kiéu
sdn cla Word), muc Shading styles dé chon huéng chuyén tiép, muc Variants dé chon
kiéu chuyén tiép.

- L&p Texture: td bang nhitng mau hoa van mau.

- L&p Pattern: chon mdt mau td c6 san, véi moi mau td can chon mau cla cac
duong ké trong mau téd va mau nén clia mau.

- L6p Picture: t6 bang mot hinh c6 sin, nhay vao nat Select Picture dé xac dinh
tép chlra hinh anh.
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Binh mau duong vién cda d6i twong. Chon d8i 7. irvnmeiis-iig -wonnririin
twong, nhay chudt vao mdi tén cta nat Line Color trén thanh NG Un»
Drawing, xudt hién mot bdng mau nhuv hinh bén. Nhay
chudt vao mau can chon cho duong vién (c6 40 mau san).

Chon No Line dé khdng c6 dudng vién. Néu chon More @ M.Wwmmw
Line Colors s& xudt hién hop thoai Colors gdm hai I6p ™M 9 Hmm
Standard va Custom dé Iuia chon mau wa thich. Mu@ mu
Patterned Lines: chon cac mau td dwong ké cé san.
5.5. Diéu chinh AutoShape bdng menu uu

Dung hé thng menu va hdp thoai c6 thé dinh dang déi More Itn« Coiors..,
twgng mot cach chi tiét hon. Trwdc tién ta can lya chon doi Patterned Lines.

twong, dung lénh Format / AutoShape, xuét hién hop thoai
Format AutoShape, trong hop thoai nay c6 6 I6p. Du6i day xé? 3 16p dau tién:

- Lép Colors and Lines. Muc Fill: dinh mau t6 nén. Muv Line: chon kiéu duong
vién va mau. Muc Arrows: chon kiéu mi tén.

- L6p Size quy dinh kich thuéc cla ddi twuong. Muc Size and Rotate quy dinh bé
cao, bé rong va goc xoay clia d6i twong. Muc Scale: phong to thu  nhddéi twong.O
ki€ém tra Lock aspect ratio néu dugc chon: chiéu rongva chiéu cao ti 10 voi nhaunhuw
kich thuéc ngudn.

- Lop Layout. Muc Position in Diagram xac dinh vi tri cGa hinh so véi khung cla
btrc Vé.

Format AutoShape

Colors and Lmes Stee : Layout |: Web

Position Indico.am

Horizontal: 48 px z

Vertical: 36 px i From: Top Left Corner \Y

S&p xép cac déi twong chong 1én nhau. Céc d6i twong V& co thé chdng lén
nhau, ta c6 thé sdp xép lai thi tw chdng nhau cla cac d6i twong. Cach thao tac: lva
chon d6i twong, nhay vao nat Draw trén thanh c6ng cu, xuat hién menu nhd, chon muc
Order, xudt hién /nenu nhé khéac. Lva chon cac muc trong menu nay: Bring to Front
(mang d6i twgng Ién trén tat cd cac doi twong khac), Send to Back (dwa xudng dudi
cung). Bring Forward (lén trén mot bac), Send Backward (xuéng duéi mot bac.

Nhom cac déi twong. DE tao dwgc mot hinh vé hoan chinh (V& ngdi nha, mot
biéu d6 phirc tap) ta can tao nhiéu déi twong, lic nay ta nén nhém cac doéi tuong nay
thanh mot ddi twong duy nhat dé dé dang quan ly. Khi can di chuyén ta cd thé di
chuyén dong thoi cd nhém. NEu sau nay ta lai mudn x& ly tirng d6i twong thi phai lam
dong tac tdch nhom. Nhém cac ddi twong: chon tat cd cac ddi twgng can nhém, nhay
nat Draw trén thanh Drawing, xudt hién menu doc, chon muc Group. Tach nhém céc
doéi tuwong: chon dbi twgng can tach, nhay nat Draw, xudt hién menu doc, chon muc
Ungroup.
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5.6. Text Box

Text Box la mot AutoShape, d6 la mot khung chir nhat ma ta c6 thé dat vao bat
ky dau trén blc vé hay trén trang vin ban (bang cach kéo nd ra khoi birc vé&) roi nhap
ndi dung vao do. BEé tao mot Text Box ta ding lénh Insert / TextBox, hodc nhay vao
nut Text Box trén thanh Drawing, di chudt dé dinh do 16n clia Text Box, nhap van ban
vao trong T&at Box.

binh dang Text Box. Chon Text Box, dung Iénh Format / Text Box, xuat hién
hop thoai Format Text Box, hop thoai nay c6 cac 16p: Colors and Lines, Size, Layout,
Text Box. X ly hop thoai hoan toan giong véi mot AutoShape. Muc Layout qui dinh
vi tri clla Text box so v6Gi canh clia birc v& hodc cach don van ban xung quanh Text box
(khi Text box khdong nam trong birc v& nao). Muc Internal margin ctia l6p Text Box
quy dinh 1€ cho van ban bén trong Text Box so véi 4 canh cua no.

Format Text Box
........... 1 . B i

Colors and Lines il Size  ;Layout :; TextBox  Web
Position n diagram

*

1 Horizontal: 40 px From: ;Top Left Cornet \

| Vertical: 61 px 1 From: Top left Cosnet Ki

D oi hudng van ban bén trong Text Box: chon Text Box, cho con trd nhap vao
phan Van ban, dung lénh Format / Text Direction, xuat hién hdp thoai Text Direction -
Text Box, lva chon mot trong ba hwéng thich hop.

5.7. Chén tép anh vao van ban dang soan

Dung Iénh Insert/ Picture chén mot tép anh

Ta c6 thé dva cac hinh anh dwoc lvu boi cac tép trén dia (BMP, JPG ...) vao van
ban dang soan theo cac budc: dwa con trd nhap dén vi tri can chén hinh &nh, dung Iénh
Insert / Picture / From File, hién hop thoai Insert Picture, chon thv muc chia hinh anh
trong hop Look in, chon tén tép anh trong hop File name, nhay nit Insert dé chén hinh
anh vao chd con trdé va xem né nhu mot ky tw (co thé nhay vao mii tén cta nat Insert,
hién menu doc, chon Link to File dé tao lién két voi tép chira anh, khi tép bi xéa thi
anh khéng hién trong van ban).

binh dang mdt Picture. Lva chon Picture, dung Iénh View / Toolbars / Picture
dé xuat hién thanh céng cu Picture:

Picture IR Q &l
J - M-AJ4A Ail=u X3-w
Tén va chlrc nang cla cac nat tlr trai sang phai (c6 thé di chudt Ién trén cac nat dé biét
tén cac nat):
-Insert Picture: chén thém mot &nh mai.

- Color. Nhay nat nay xudt hién menu doc pé 4 muc: Automatic (mau theo anh
goc), Grayscale (anh xadm), Black & White (anh den trang), Washout (dnh dang trong
sudt, cé thé ldy lam trang nén cho van ban).



-More Contrast: tdng do twong phan. Less Contrast: gidm do twong phan. More
Brightness: tdng dd sang. Less Brightness: gidm dd sang.

- Crop : nhay vao nit nay va kéo cac nat hinh vuéng xung quanh Picture dé xén
b6t hinh, phan hinh con lai khong bi thu nhé. Rotate left 90". quay anh sang trai 90".
Line Style : kiéu dwong ké khung.

- Compress Pictures nén anh, nhay nat nay hién hop thoai Compress Pictures
cho phép nén cac anh da chon hay toan bd anh trong tai liéu nham giam kich thudc tép
vén bén.

- Text Wrapping. Khi chén mét hinh anh vao van badn Word x& ly n6 nhu mot ky
tr, d€ chuyén no6 sang dang hinh troi no6i ta nhay chudt vao nit Text Wrapping, xuat
hién menu doc, chon mot trong 7 muc dé xac dinh cach van ban dén xung quanh hinh:
Square, Tight, Behind Text (hinh bén du¢i van ban), In front of Text, Top and Bottom,
Through, Edit Wrap Points (dinh dwong vién tuy y bao quanh hinh dé van ban don).
Chuyén mot hinh anh tlir dang troi néi sang dang nhuw mot ky tw: chon hinh anh, nhay
nut Text Wrapping, chon‘muc In Line with Text.

- Format Picture : khi nhay nat nay xuét hién hdp thoai Format Picture gom 6
I6p dé dinh dang hinh mét cach chi tiét. Lép Picture clia hop thoai cé cac muc: Crop
From (dinh mot vang cét), Color (chon mau cho anh), Brightness (chon do sang),
Contrast (chon dd tvong phan), Reset (trd anh vé dang géc).

-Set Transparent Color: nhay vao nat réi nhay 1én mdt mau cla blrc tranh ma ta
mudn mau nay tré nén trong sudt. Reset Picture :trd vé trang thai ban dau cda hinh.

Chén mot hinh anh cuta Clip Art. Clip Art cé rat nhiéu hinh anh lam san theo
nhiéu cha dé, nhv Animals, Plants, Industry, Photographs, Buildings. Mu6n chén mot
hinh anh lay tir Clip Art ta dung Iénh Insert / Picture / Clip Art, xudt hién Khung tac
vu Clip Art, trong hop van ban Search for g6 loai hinh &nh mu6n chén (vi du Animals),
nhay nat Go, gitra khung tac vu hién cac bic anh theo chi dé nay, nhay vao mot &nh dé
chén n6 vao chd con trd trén van ban. Khi anh d4 vao van ban ta cé thé dinh dang lai
bang thanh céng cu Picture nhw muc trén, thay doi kich thuéc anh.

5.8. Tao cac dong chir nghé thuat nho WordArt

WordArt 1a phan chuyén dung dé tao cac hiéu (ng dac biét doi véi van ban
tron, vi du co thé tao dong chr & dwdi. Cach thuc hién: dinh vi tri con trd tai noi mudn
chén, dung Iénh Insert / Picture / WordArt, xudt hién hdp thoai WordArt Gallery, chon
mdt mau van ban, nhay OK, xuét hién hdp thoai Edit WordArt Text, chon Font, c&
Font va kiéu chi* (Bold, Italic), nhap van ban vao ving Text, nhap xong nhay OK,
WordArt s& chén dong chi* nghé thuat vao chd con trd va xem nhw 1a mot Ky tu.

lili s \ ohwllTl
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Muén dinh dang lai mot d6i twugng WordArt ta nhay chudt vao phan chir cta doi
tvong dé chon, dung lénh View / Toolbars / WordArt dé xudt hién thanh céng cu
WordArt, dung thanh cdng cu nay dé chinh sira. Muon chinh stra chi tiét hon thi dung
hé théng menu: chon d6i tugng WordArt, dung Iénh Format / Word Art, xuat hién hop
thoai Format WordArt gom 6 16p.

Tw trai sang phai thanh cong cu WordArt cé nhitng nat; Insert WordArt (hién
hop thoai WordAlt Gallery dé chon mot kiéu WordArt), Edit Text (m& hop thoai soan
thdo van ban cho WordArt), WordArt Gallery (cho hién hdp thoai WordArt Gallery dé’
thay doi kiéu WordArt), Format WordArt (hién hop thoai Format WordArt véi 6 16p
dé dinh dang lai WordArt), WordArt Shape (hién bang cdc mau WordArt dé thay doi).
Text Wrapping (lya chon céach van ban don xung quanh WordArt), WordArt Same
Letter Heights (lam cho téat ca ky tu trong van ban c6 cung do cao), WordArt Vertical
Text (vdn ban theo chiéu doc hay ngang), WordArt Alignment (canh véan ban khi c6
nhiéu dong), WordArt Character Spacing (diéu chinh khoang cach gira cac ky tu).

5.9. Vé so do

Word 2003 cho mot cong cu rat thuan tién dé vé cac so do, vi du so do cac phong
ban trong mot co quan va mdi lién hé gitta chiing. D& chén mot so dé vao van ban ta
nhdy vao nat Insert Diagram or Organization Chart, xudt hién hop thoai Diagram
Gallery gdbm 6 mau so dd, chon mdt kiéu va nhdy OK, mau so dd duoc chén vao vin
ban, tai nhitng vi tri dé Click to add text ta cdn nhap van ban thuyét minh.

EBEEEASHIE ié
Select 6 i0gt&lityper
17 "ili

|Illoéli \\//v?

Néu ta chon mau dau tién sé xudt hién thanh coéng cu Organization Chart v&i cac
nat: Insert Shape (thém mot thanh phan cung I6p hay phia dué¢i moét thanh phan da
chon). Layout (lva chon cach phan bd cac thanh phan cla toan bang hay mot nhanh).
Select (lva chon céac thanh phan hay dwong ndi, co thé iva chon cac thanh phan cung
mot mirc hay mot nhanh), Autoformat (chon kiéu dinh dang theo cac mau cé sén),
Text Wrapping (quy dinh cach don van ban xung quanh so d6), Zoom (dinh lai kich
thwdc so d6). NEu ta chon mdt trong 5 mau & sau s& xuat hién thanh céng cu Diagram
VvGi cac nat: Insert Shape (thém mét thanh phan), Layout, Change to (chuyé&n sang mau
so dd khéc), Text Wrapping va cac nit khac xuét hién tuv theo mau lya chon. Dudi day
la mot vi du vé so db kiéu Organization Chart.
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6. CAC CONG CU PHU TRO

6.1. Tim kiém va thay thé

Tim kiém: dung Iénh Edit / Find, hién hop thoai Find and Replace, chon I6p
Find, nhay nat More dé hién tiép cac thdng tin chon lya. G& chudi ky tw muén tim vao
hop Find What, trong 6 Search chon cac kha nang: Up (dé tim tr chd con trd lén dau
van ban), Down (dé tim xuéng cudi van ban). All (dé tim trong toan b van ban). Nhay
chudt vao nat Find Next dé tim chubi ky tw can tim dau tién. Sau d6 nhay chudt tai
Find Next d€ tiép tuc tim. Nhay chudt tai Cancel dé ngat khong tim tiép.

Chon 6 kiém tra Match case: tim kiém c6 phan biét chit hoa va chir thwong. Chon
6 Find whole words only: quy dinh ndi dung la mot tir riéng biét chi khéng phai 1a
thanh phan ctia mot tr Ién. NGt Format: tim ki€m nhung chd y téi ca format clia noi
dung, chang han tim kiém chir Viét c6 ddu theo phong chir .VnTime c& 12. Nt No
Formatting: huy bd viéc tim kiém theo Format. NGt Special: cho phép tim kiém ca céac
thanh phan dic biét cda tai liéu nhw ddu ngat trang, ngat Section, cac hinh anh ...

Tim kiém va thay thé xau ky tw. dung Iénh Edit / Replace, hién hdp thoai Find
and Replace, chon I6p Replace, nhdy nat More dé hién ti€p cac thong tin. G& vao
chudi ky tu cti trong hop Find What, g vao chudi ky tw méi trong hop Replace With,
chon huéng tim kiém trong & Search. Nhay chudt tai Find Next dé tim chudi ky tuw cii

p— —— e F e

find and Replace -'7 ' tiiiinihiift'itato’ T-i0t)'-*17 . >' = p o0
Find 60 To
Fcdwhat: Viet (Asm v
Format:  Font: .Mhr«T>e, 12 pt, Not Bold, Not Itafc
ftepUce Cong hoax* ha chu oghia ww Nam v
Format:
I ah™.* il 1 11 1! 11 u

dau tién can tim. Chon Replace dé thay tuan tw, chon Replace All dé thay hang loat
flay chon Cancel dé ngirng khong thay thé. NGt Format: ta c6 thé tim mot xau co
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format nay thay thé bang mot xau cé format khac, tuy thudc vao diém chén dang dit
trong Find what hay Replace with ma khi nhay nut Format sé quy dinh format cho

phan twong ng.

6.2. Cai dat cac ché do tyv dong - AutoCorrect

DEé cai dat cac ché do tw dong dung Iénh Tools / Autocorrect Options, xuat hién
hop thoai AutoCorrect gdm cac 16p;

- L6p AutoCorrect. Muc Replace text as you type: ty dong thay thé ndi dung khi
g6 sai. Phia dwdi muc la bang danh sach clia cac chir dat sdn dé xét. Ta c6 thé nhap
thém cac tr m&i can xét vao danh sach nay bang cach: nhap dang viét sai vao 6
Replace (vi du hanoi), nhap dang viét ding vao 6 With (vi du Ha Noi), nhay nat Add.

- L6p AutoText. Gilra hop thoai la danh sach cac nhdm tir tiEng Anh cé thé dua tv
dong vao van ban. Thao tac: Iva chon nhom tir dé chén, nhay nat Insert, nhém ky tu sé
chén vao vi tri con trd nhap trong van ban.

AutoText con c6 thé giup ta dinh nghia cach go tdt mot cum tir. Thao tac: trong
van ban gd cum tir day da, vi du "Vién Khoa hoc va Céng nghé Qudc gia"”, danh dau
kh6i cum tir nay, vao Iép AutoText, gd vao cum tir thay thé trong hop Enter AutoText
entries here (vi du go vk), nhay nat Add, tré lai soan thdo. Tl d6 vé sau, chi can go: vk,
roi bam phim F3 thi cum tir "Viéri Khoa hoc va Céng nghé Qudc gia" sé xuét hién.

- Lop AutoFormat va 16p AutoFormat As You Type: nén bo chon cac muc trong
hai 16p nay khi soan thao tiéng Viét.

6.3. Pinh dang nhanh bang Style

Style 1a mdt bd cac dinh dang tao sén, dwoc dit bang mot céi tén, co thé dung dé
dinh dang bat ky m6t doan van ban nao. Khi ap dung style vao van ban, van ban sé lap
ttrc c6 tét ca cac dinh dang cua style nay. Style c6 nhiing tién lgi: gitp dinh dang nhanh
chong, théng nhét dinh dang cho cac doan cung loai, dé dang thay ddi dinh dang. Khi
ghi mot tép Ién dfia thi cac style da dung cho van ban ciling dwgc ghi theo, khi mé tép
vén ban thi cac Style kém véi van ban cling vao theo. Khi sao chép mot khéi van ban tw
tép nay sang tép khéc thi cac style dung cho khdi ndy cling duoc sao chép.

Word tao san mét sd style chudn nhw Normal, Heading 1, Heading 2, Heading 3.
Style Normal dung cho moi doan van ban trong cac tai liéu méi. Ta c6 thé nhay nut
mdi tén cla 0 Style trén thanh Formating dé xem cac style da dinh nghta séan.

Tao moét Style m¢i tv mdétdoan da dinh dang. Trwong hgp nay c6 nghia la ta
dd c6 mot doan da dinh dang roi va mudn tao mot style cé dinh dang gidng hét doan
nay dé sau riay c6 thé 4p dung cho céc doan khac c6 dinh dang gidng nhw vay. Thao
tac thuc hién: chon doan c6 dinh dang cén thiét, nhay vao trong khung cla 6 diéu
khién Style trén thanh Formatting (khong nhay vao nat mdi tén cta 6), nhap mot tén
mé&i vao khung nay, an Enter.

Pinh nghfa mot Style m¢i bang menu. Dung lénh Format / Styles and
Formatting, xudt hién Khung tac vu Styles and Formatting, nhay nat New Style, xuét
hién hop thoai New Style.

Céc muc cla hdp thoai New Style: Name (nhap tén style mdi), Style type (dé
chon kiéu style cho doan hay cho mot nhém ky tw), Style based on (qui dinh style méi
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nay dua trén nén tang ctia mot style c6 san, chon muc nay dé cho nhitng dinh dang nao
khong dinh nghta lai thi coi nhw lay theo kiéu cua style cli nay, muc nay nén chon la
No Style), Stylefor Following Paragraph (théng thwong khi ta &n Enter dé bat dau
mot doan m&i, doan mai sé dung style gidng nhuw doan truéc, néu ta mudn khi an Enter
doan moi sé dung style khac thi hay chon lai bdng muc chon nay), nat Format quy
dinh font chi* va dinh dang doan cho Style.

r. (11113 1

Mew style
U 0 JME: (e
Formatting of selected text__ _ Sfelype: Praggh
srytefeasédori: 11 Ngrftwi
daUdeChuong ityte (or fcfotwxj par«3raeh;
Select All 1 | New style... | MvieH V H v B s Y
Pick formatting to apply e se 31 1 Jt
Heading 2 -]
Heading 3 n
i Normal Msrmaf + fart- .vnTmeH, 14 ¢x, BOW
m
N Atidergtie
show: IFormatting in use Vj . .
’ " Rt 0r CTa

Stra ddi va xoa mat Style c6 san. chon mot style trong danh sach cac style &
gitta Khung tac vu Styles and Formatting, nhay phai chudt Ién style, xuéat hién menu
tat, chon Delete dé xoa style nay, chon Modify s& xuét hién hdp thoai Modify Style dé
stra d6i style nay.

Dung Style da c6 dé dinh dang cho van ban. chon van ban, nhay vao tén
style xudt hién & gitta Khung tac vu Styles and Formatting. Danh sach cac style hién
Ién phu thudc vao loai style nao ta dang chon trong muc Show & cudi Khung lac vu
(thwong chon la All Styles hay Formatting in Use).

Céac Style Heading. Word d4 dinh nghfa san 9 loai style danh cho dau dé cac
muc cUa tai liéu bang tiéng Anh: Heading 1, Heading 2, ... , Heading 9. Céac style c6
tén Heading dong vai tro rat quan trong trong Word. Nho cac muc cla tai liéu duoc to
chirc theo Heading ta c6 thé: xem tai liéu theo cach Outline, xem theo dang Document
Map, st dung tai liéu Master, Iam muc luc tv déng ... DE soan thao céc tai liéu tiéng
Viét c6 nhiéu muc ta phai stra doi cac style Heading nay dé cé phéng chi tiéng Viét va
phu hop voi y thich, cha y ta phai gil* nguyén tén cta ching.

Chl y rang rdt nhiéu ngudi soan thao van ban trén Word ma khéng bao gid st
dung style. Khi m& mot tai liéu mai style ngam dinh ia Normal, chon mot font chi
tieng Viét, chdng han VnTime ¢& 12, sau d6 ta bat dau nhap van ban. Mdi khi &n Enter
xuéng dong dé tao mot paragraph m¢i ta c¢é thé ding thanh cdng cu Formatting dé
dinh dang cac paragraph & phia trén, hodac khi nhap xong toan bd van ban m¢i dinh
dang mot thé.
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6.4. Tao nhanh mot van ban theo mau - Template

Template 12 moét mau van ban da soan san bao gdbm van ban, cac dinh dang ky tu
va doan, dinh dang trang, cac style.

Soan thao mot tai liéu dua trén template c6 s&n: dung Iénh File / New, hién
khung tac vu New Document. Trong phan Templates chon muc On my computer, hién
hop thoai Templates gdm 6 16p, chon mot 16p (cac template tw 1am ndm trong thu muc
General! c6 rét nhiéu tamplate bang tiéng Anh cé san trong cac 16p), chon tén template
c6 san trong 16p, nhay OK, hién clra s6 soan thdo. Dién ndi dung thich hop vao nhitng
chd tréng trong template. Ghi vin ban vao dia: File / Save, trong hop File Name vao
tén tép van ban cé dudi DOC, nhay nit Save.

Tao mot Template m¢i. Dung [énh File / New, hién khung tac vu New
Document, trong phan Templates chon muc On my computer, hién hop thoai
Templates gom 6 16p, chon I¢p General, chon ndt tron Template trong muc Create New
va chon biéu tvong Blank Document, nhay OK, xuét hién clra s0 soan thdo. Soan mot
mau van ban, vi du:

UBND Thanh ph6 Ha NOi Cong hoa X& hoi Chu nghfa Viét Nam
S6: /Qb Béc lap Ty do Hanh phuc
Kinh gtri:

Ha ndi, ngay thang nam 2008
Chu tich Thanh pho

Ghi van ban vao dia: dung Iénh File / Save, xuat hién hop thoai Save As, trong
muc Save in chon thv muc la Templates, vao tén tép template (vi du MAUL1) trong hdp
File name, trong muc Save as type chon kiéu tép la Document Tamplate

Stta mot Template d& c6 s&n. Dung lénh File / New, hién khung tdc vu New
Document, trong phan Templates chon muc On my computer, hién hop thoai
Templates gdm 6 16p, chon 16p General, chon nit tron Template, nhay vao mau muén
chon (chédng han Maul), nhay OK. Tién hanh sita Template theo y muén. Ghi lai: ding
Iénh File / Save, trong hop File Name vao tén tép Maul (thv muc dinh ghi la
Templates, kiéu tép la Document Template), nhay nit Save, may hoi cé ghi dé Ién tép
ci hay khéng, chon YES.

7. TRON VAN BAN

Tron van ban (Mail Merge) dung trong treong hgp sau. Giad st co quan c6 mot
cdng van can gt di nhiu noi, tredc tién ta soan mau cdng van nhung dé tréng cac
chd: nguoi nhan, chirc vu, dia chi (tép nay goi la van ban chinh). Thong tin can dién
vao cac chd rrong ldy tir mot tép dir lieu duoc lién két véi van ban chinh. Khi ta tron tép
di liéu va van ban chinh, Word s& cheén cac théng tin thich hgp vao van ban chinh.

Gia stir Ban chdp hanh Boan trvdng mubn gti mot loat gidy moi cho cac ban
doan vién t¢i dy bubi da hdi ta can lam theo qua trinh sau. Trwdc tién can tao mot tép
co s& di¥ liéu (danh sach cac doan vién). Boi v6i co sé dit lieu dung tiéng Viét co dau
ta nén Iap trede dudi dang bang (ciing c6 thé khong can 1ap tredc) bang 1énh Table hay
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dung céac Tab Stop:

HoTen ChucDanh LopHoc

Bui Thé Tam Anh Tin hoc 9A
Nguyén Van Thanh Anh Tai chinh 10C
Tran Phuong Khung Chi Anh 12B
Phan Thi Kim Anh Chi Tincosé A

Dong dau tién la tén cac treong (nén dit theo tiéng Vrét khong dau va khong co déu
cach), chung sé& dugc chén vao van ban chinh. Cac dong & dudi goi la cac ban ghi, moi
dong (ng véi mot gidy moi cho mot doan vién. Ghi tép di¥ liéu ngudn vao dia véi tén
la SoLieu.doc.

Tiép theo dung Iénh Tools / Letters and Mailings / Mail Merge, xuat hién khung
tac vu Mail Merge & bén phai clra s6 Word. Ta can thic hién mot qua trinh gdm 6 buwdc
trén khung tac vu, dwéi day khung tac vu ludn thdng bao cho ta biét dang & butc thi
may, budc trudc va budce tiép theo la gi, ta co thé quay lai cac bwdc tredc dé sira.

Budc 1. Chon Letters trong muc Select document type, nhdy nut Next: Starting

document.
r

select document type

What type of document are you working on?

® Letters

E-mail messages

Labels

0

0 Envelopes
)

o Directory

Letters

Send letters to a group of people. You can
Buwéc 2. Soan ndi dung van ban chinh la gidy moi, ghi tép vao dia voi tén la
GiayMoi.doc.
Giay moi
Doan thanh nién Trwong Dai hoc Dan lap Ly Nam D€ kinh moi :
Lép:

t6i dv Budi Da hdi nhan dip Tét co truyén dan toc tai Cung Van hoa Quan

Ba Dinh t6 chirc vao héi 19n30 ngay 16 thang 1 nam 2008.

Nhay nut Next: Select recipients.

Budc 3. Chon muc Use an existing lits, nhay nat Browse, hién hdp thoai Select
data source, chon tép sO liéu la Solieu.doc, nhay open. Xuét hién hop thoai Mail
Merge Recipients liét ké tat cd cac ban ghi, nhdy OK. Nhuv vay ta da tao dwgc mot moi
lién két gilra tép co s& dit liéu voi van ban chinh. Cudi buéc 3 nhdy muc Next: Write
your letter.
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Néu truéc khi dung Iénh Mail Merge ta chua c6 tép co s& di¥ liéu thi ta can tao
mot tép co s& dir liéu mai trong Budc 3 nay bang cach chon muc Type a new list, nhay
nat Create. Xuat hién hop thoai New Addres list, nhay nat Customize. Xuat hién hop
thoai Customize Address list, x0a tét ca cac trwong tiéng Anh, thém vao tén cac truong
tiéng Viét (HoTen, ChucDanh, Lop) va nhay OK. Tré& vé hop thoai New Addles list de
nhap cac ban ghi méi vao co so dit lieu, nit New Entry dé b6 xung ban ghi méi, nit
Delete Entry diing dé xod mot ban ghi, nhay nut Close dé théi nhap dir liéu. Xuét hién
hop thoai Save address list, chon thv muc chira tép dit liéu, vao tén tép la SoLieu voi
kiéu tép la Microsoft Office Address list, nhay nut Save. Xuat hién hop thoai Mail
Merge Recipients chira ndi dung cac ban ghi, nhady OK. Nhay muc Next: Write your
letter dé sang budc 4.

Buwdc 4. Chén cac treong vao van ban chinh (GiayMoi.doc). D€ chén mot treong
vao van ban chinh ta nhay chudt vao vi tri trén van ban can chen truong, nhay nat More
Items trong muc Write your letter trén khung tac vu. Xuat hién hop thoai Insert Merge
Field, chon tén tredng, nhay nat Insert, nhay nit Close dé dong hop thoai.

insert Merge Field

Insert:
0 atMrsss Fields [ Database Fields

Fields:

ffjifigap - offlh . - ' r "teMM |
IChucDanh 1
LopHoc 1

Lap lai thao tdc nay dé chén tat ca cac trudng vao van ban, mot truong cling co
thé chén vao nhiéu noi trong van ban. Két qua Budc 4 van ban chinh cé dang:
Gidy moi
Doan thanh nién Truong Pai hoc Dan lap Ly Nam BEé kinh moi:

«ChucDanh» «HoTen». Lop: «LopHoc»
t6i dw Budi Da hoi nhan dip Tét co truyén dan toc tai Cung Van hoa Quan
Ba Dinh t6 chirc vao hoi 19h30 ngay 16 thang 1 ndm 2008.



Nhay nat Next: Preview your letters.

Buéc 5. D liéu clia ban ghi dau tién trongco s& dir liéu dad dwgc chen vao van
ban chinh cho ta gidy moi dau tién. Dung cac nat mli tén dudi muc  Preview your letter
trén khung tac vu dé di chuyén gitra cac thu.

Trong budc nay ta cling ¢ thé sira d6i co s& dir liéu hdng cach nhay vao nat Edit
recipients trén khung tac vu, xudt hién hop thoai Mail Merge Recipients. Trong hop
thoai nay néu nhay nut Edit sé xuat hién hop thoai Data Form cho phép b6 xung hay
xo0a ban ghi. Nhay nut Next: Complete the Merge.

Buédc 6. Trén khung tac vu c6 hai muc. Néu nhdy chudt vao muc Print sé xuét
hién hop thoai Merge to Printer, lva chon in tat ca cac thv hay mot s6 thu, nhdy OK,
céac thu in tryc tiép ra may in.

Néu nhay chudt vao muc Edit indiviual letters sé xudt hién hop thoai Merge to
Document, lya chon tron tat ca cac thuv hay mot s6 thu, nhady OK. Cac thu da tron duoc
duwa vao tép van ban moi co tén ngam dinh 1a Letters 1. Ghi tép vao dia bang Ién File /
Save, vao tén tép mai KetQua.doc.

Merge to Printer m P
Ptrt recortfc Maereaats
* N
1 i) record OOJTgTI record
C rom lo: 0&o«: lo:
| <* [ ¢ Cancel “‘j r d:' I I @Ej

BAI TAP

Bai 1. Soan thao véan ban Stvb.doc voi cach dét trang: gidy A4 theo chiéu doc, &

4 mép gidy déu la 2.5 cm.
Cac budc dé soan thao mgt van ban

Budc 1 Khéi dong bd gb tiéng Viét. Khdi dong Word, m& mot tai liéu trdng hoan toan
m&i bang Iénh File / New.

Buwdc ?. Dung Iénh File / Page Setup chon khé gidy A4, hudng in 1a ngang hay doc,
chon céac Ié cua trang.

Swdc 3. Sira lai cac style Heading 1, Heading 2, Heading 3 va tao mot s6 Style mai.

Budéc 4. Chuyén man hinh sang cach xem Print Layout dé soan thao. Nhap toan bd van
ban. B6i v&i dau dé cac muc hay dinh dang theo cac style Heading. Nén dung thanh céng cu
Formating dé dinh dang nhanh.

Budc 5. Thém cac tiéu dé dau trang va cudi trang cho van ban. Danh sé trang.

Budc 6. Lam muc luc cho tai liéu, co thé lam muc luc tw déng néu cac dau dé muc duoc
dinh dang theo style Heading. Lam trang bia cho tai liéu néu can.

Budc 7. Dung lénh File / Print Preview dé xem lai b6 cuc clia toan bd tai liéu.

Budc 8. Ghi tép vao dia, dat tén tép, nhap mat khau.

Budc 9. Dung lénh File / Print d€ in van ban ra may in.

Nhirng diéu t6i ky khi soan thdo van ban: &n Enter dé tao cac dong tréng gilra hai
paragraph, an Enter dé xufng dong khi chua hét mét paragraph, dn nhiéu hon mét dau cach
dé tao khoang tréng trén mot dong, 4n cac dau cach dé tao i dau dong cho dong dau tién
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cla moét paragraph, sau tiéu dé muc g6 thém diu chdm, cac dau, . ! ? :)

khéng g0 sat voi

chir dirng trudc, dau ( khdng gb lién véi chir ding sau.

Bai 2- Soan thao tép van ban Dssv.doc nhd cac TabStop: c6tl, cot 3 va cot 5
dong bén phai, cot 2 dong bén trai, cot 4 can gilra.
DANH SACH SINH VIEN LOP TAI CHINH
STT Hovatén Ngay sinh  Dién thoai Dia chi
1 Phan Thu Thuy 25/12/1983 8433629 76 Tran Hung Bao, Ha Noi
2 LéBinh 12/7/1982 7654912 5 Hang Bao, Ha Noi
3 Tran Binh Minh 1/6/1981 8282828 233 Doi Cén, Béc Ninh
4 L& Thi Mai 9/9/1982 4545456 112 Cau bat, Hai Phong
5 Nguyén DBang Khoa 23/11/1980 8433629 32 Ly Nam D&, Nam Binh
6 Bui Huy Tung 1/2/1982 7553241 78 Nguyén Chi Thanh, Ha ndi
7 Vi Minh Hiéu 19/2/1981 8232323 111 Nguyén Trai, Ha noi
8 Hoang Van Khanh 22/7/1981 5454545 31 Tran Quang Khai, Ha ndi

Bai 3. Dung lénh Format / Columns dé gd doan van ban theo hai cot (tén tép

Virus.doc):

Virus mayv tinh

Virus may tinh la mét doan ma
chwong trinh do mot nguoi nao dé viét ra.
Cé6 hai loai virus: virus file va virus boot.
Virus file l1a loai ma doan mé cla né duoc
ghép vao mot file thi hanh dwgc, con virus
boot c6 doan ma nam trong boot sector
hay Master boot cla dia. Nhu vay doi
tvong cla virus lay nhiém chi la boot cua
dia hoac nhitng file thi harih dwgc. Virus
chi duoc kich hoat khi dwgc trao quyén
diéu khién, tic la né phai duoc goi thuc
hién nhu khi ta cho chay mot chwong trinh
EXE chéng han. Biéu nay chi xay ra khi
st dung dia nhiém virus boot dé Khai
dong may hoic chay mot file da bi nhiém
virus. Tlr d6 ta thay, khi duva mot dia la
(c6 thé co virus) vao may ma ta chi thuc
hién cac cong viéc doc, ghi thi khdng hé
c6 s lay nhiém cua virus. Néu ta bat lay

chong ghi cia dia mém thi virus khong
thé nao tham nhép duoc vao dia mém. Khi
ta format lai dia mém trén mot may khong
c6 virus thi virus trén dia mém sé bi diét.

Hién nay c6 nhiéu loai virus truyén qua
con duwong Email, Internet va mang may
tinh, méc do lay nhiém trén dién rong.
Khi nhan dugc thw dién t¢ cua nguoi
khong quen biét ma cé cac tép dinh kem
thi khdng nén mé vi rat cé thé trong do
chuwa chuong trinh virus.

Néu nghi ngd may bi nhiém virus
(chay hay bi treo, chay cham, khéng khéi
dong duoc, di¥ liéu bi héng ...) ta can lam:
tdt may, khdi dong lai may bang dia mém
sach, chay cac chuong trinh chéng virus
trén dia mém sach. Chuwong trinh chdng
Virus phai ludn cap nhat cac vius moi.

Bai 4. M& tép vdn ban moi LyLich.doc, soan thao va dinh dang theo mau (cac
dwong cham cham dung Tab Stop, chén hinh dung font chir Wingdings):
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Cong hoa xa hoi chd nghfa Viét nam
boc lap - Twdo - Hanh phuc

So YEU LY LICH

L HO VATEN & oo Nam, NI : ..o
2. Ngay thang nam Sinh & ..o

3.TrNh A0 VAN NOA 1 et
4. P0ON Vi CONG TAC © (33t
T D e (T S J TR PRRTRRN
6. DIEN ThOAL D ® oot

Nguwoi khai ky tén
Bai 5. 1. M& tép méi BLuong.doc, soan thao Bang lvong sau:

BANG LUONG TRUONG PHDL c*u LONG

STT Ho vatén bon vi Lwong Phucdp Tong so
1 Lé My Linh Du lich 2910000 350000
2 Nguyén Anh Son CNTT 2850000 240000
3 Lé Thi Diép Kinh t¢ 4800000 220000
4 BUi Thé Phung CNTT 4870000 260000
5 Tran Binh Minh Du lich 3000000 270000
6 Dinh Van Quang CNTT 2950000 250000
7 Ly Phuong Nam Kinh t6 3820000 350000
8 Luu Huyén Blc Kinh té 2200000 300000
9 Nobng Blc Binh Du lich 3700000 400000

Tong cong

2. Tinh cOt Tong sd phia bén phai Bang, tinh hang Téng cdng phia dwdi Bang cho
cac cot sO.

3. DBanh dau khdi toan bd bang va sao chép thém 3 bang nita, goi la Bang 2,
Bang 3 va Bang 4. sap xép Bang 2 theo cot Tong sO giam dan. Sap xép Bang 3 theo
cot Ho va tén tang dan. sap xép Bang 4 theo c6t Bon vi tang dan.

Bai 6. M¢& tép méi DaHoi.doc va soan gidy moi sau:

boan thanh nién Treong BHDL
Phan Binh Phung kinh moi

Ban: Nguyén Thi Phuong Lan
t¢i dy Bubi Da hdi nhan dip két
thic nam hoc 2007-2008 tai
Nha Véan hoa Quan Ba Dinh t6
chtrc vao hoi 19h30 ngay 1
thang 6 nam 2008
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Bai 7. M@ tép méi Meo.doc va soan thdo doan sau cung véi anh lay tir Clip Art:
Mot SOtinh huéng kho xir ly

* Tai sao khi trd chudt 1én cac nat clia cac thanh cdng cu khong thay hién tén cla
nat? Cach stra: nhay nGt phai chudt 1én nén cta vung thanh cong cu, xuat hién menu
doc, chon Customize, xuat hién hop thoai Customize, chon Iép Options, chon muc
Show ScreenTips on Toolbars va Show Shortcut keys in ScreenTips.

e Khi m& Word ra tai sao hai thanh cu6n doc va ngang lai bi mat, khéng thé' lam

viéc dwgc ? Gach slra: dung [IMsy./ I*nh Tools / Options, chon
I6p View, chon cac muc fr* iél Horizontal scroll bar va
Vertical scroll bar. Hr% ?/fwHr'i

* Tai sao khi soan thao J | tiéng Viét dinh gb chir "tai"
thi may iai tv dong chuyén j j p | yfjr' thar*h "tal" ? Cé&™h stra: duné
Iénh Tools / AutoCorrect, / » chon 16p AutoCorrect, dung
nut Delete x04 muc "Replace i With 1" trong
bdng danh sach cua I6p W n" AutoCorrect.

« Tai sao khi soan thao van ban tiéng Viét cac tir tiéng Viét lai bi gach dwdi bang
cac duwong gom séng mau dé hodac mau xanh ? Mudn bé cac duong nay dung Iénh Tools
/ Options, chon l¢ép Spelling & Grammar, bd chon muc Check spelling as you Type va
Check grammar as you Type.

Bai 8. V& so d0 Mo hinh to chiéc clia may tinh gdm c6 CPU, bo nhd trong, bd
nh& ngoai, thi€t bi nhap, thiét bi xudt va cac mdi lién hé. Ghi vao tép MayTinh.doc.

Bai 9. Mo tép méi CongThuc.doc va gd cac cong thirc:
n

dx
e Tinh céc tich phéan /= J— | .
2cosjc +sinx +3

0
n n
M1 M2
ail ai
va«. a2 ~pJ

e Nhém va kém tan trong dung dich kiém:
2Al+2NaOH +2H20 =2NaAlo2+3H, T
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Zn+2NaOH = Na,z«a +//,1

Bai 10 . M@ tép VeHinh.doc, vé biéu dd hinh c6t va cac hinh:

Bai 11. V& so do t0 chirc cla thanh phd Ha Noi nhw & cudi Muc 5.9 va ghi vao
tép SoDo.doc.

Bai 12. 1. Khéi dong Word, nhdy vao nit New trén thanh céng cu Standard dé
m¢& mot tép maoi, dung 1énh Format / Styles and Formatting dé”hién Khung tac vu Style
and Formatting va xem cac Style c6 san.

2. Lan luot sira cac style c6 sdn clia Word:

- Stra style Normal: phéng ch* VnTime, c& 12, déng ca hai ié, dong dau lui 38
px. cach doan trwéc 8 px, cach doan sau 0 px, khodng cach dong Single, khi an Enter
xudng dong thi doan tiép theo cé style la Normal.

- Stra style Heading 1. phdng chit VnTimeH, c& 14, in dam, déng Ié trai, dong
dau khong Iui, cach doan trwéc 14 px, cach doan sau 0 px, khodng cach dong Single,
khi @ Enter xubng dong thi doan tiép thed co6 style la Normal, style nay khong duva
trén style co san.

- Slra style Heading 2: phong chit VnTime, c6 14, in dam, déng Ié trai, dong dau
khong Iui, cach doan truéc 8 px, cach dodn sau 0 px, khoang cach dong Single, khi an
Enter xubng dong thi doan tiép theo co style la Normal, style nay khong dua trén style
c6 san.

3. Soan thdo mot tai liéu tiéng Viét gbm khoadng 3 trang c6 chia thanh-nhiéu muc
I6n (dung style Heading 1), trong moi muc I6n c6 chia thanh vai muc con (dung style



Heading 2), van ban binh thuong dung style Normal. Nhap mét tiéu dé muc: dua con
trd nhap vé dau dong, chon style Heading trén Khung tac vu, nhap van ban, an Enter
xubng dong.

4, Panh sb trang cho van ban. Sang trang méi, lam muc luc tv déng: dung lénh
Insert / Reference / Index and Tables, xudt hién hop thoai, chon I6p Table of Contents.
Ghi van ban vao dfa voi tén tép la Style.doc.

Bai 13.

1 Mé& Word, tao moét template (tén tép SYLL.DOT) lvu mau khai so yéu ly lich
gdm cac muc: ho tén, ngay sinh, noi sinh, qué quéan, chd & hién nay. dién thoai, dan
tdc, tén gido, ngay vao Doan, ngay vao Dang, trinh do van hoa, dé tai luan an, qua
trinh hoc tap (pho théng co s&, pho thong trung hoc), hoan canh gia dinh (b6. me, anh
chi cm). Ghi template vao dia. )

2. Md& template Syll.dot dé dién cac thong tin ca nhan vao mau so yéu ly lich,
khai xong ghi vao dia v@i tén tép la LyLich.doc.

Bai 14. Dung k¥ thuat tron van ban tao 20 Gidy moi nhv da trinh bay trong phan
ly thuyét.

Bai 15. Vao Word, st dung cdng cu Mail Merge tao mot loat cac gidy bao diém
thi theo mau sau :

Trwong THPTTaybo

GIAY BAO PIEM THI
Ho va tén :
Pia chi :
Diém mon Toan :
Diém mon Tiéng Viét :
Piém Anh vin :
Ngay 6 thang 6 nam 2008
Hiéu trudng

Mau gidy bao diém lwu vao tép Mau.doc. Co s& dir liéu (ndm trong tép SoLieu.doc)
dung de tron vao van ban cé dang:

1Ho va tén Dia chi Toan Tiéng Viét Anh van
Nguyén Van Binh 35 Hang bao 10 9 9
Vi Cong Thanh 45 Tran. Xuan Soan 8 6 7
Bui Thé Minh 450 Nguyén Tréi 9 8 10
Phan Van Khanh 98 Bach Bang 7 7 8



Chuong 3

EXCEL 2003

Excel 1a mdt phan mém chuyén dung cho céng tac ké toan, van phong trén moi
trvong Windows, thuc hién dugc nhiéu phép tinh tlr don gian dén phic tap. Excel t6
chtc va lvu trir thong tin dwéi dang bang nhu bang lvong, bang két toan, bang thanh
toan, bang théng ké, bang du toan, va khi cé sy thay do”dir liéu bang tinh tw déng tinh
toan lai theo s6 lieu méi. Thao tac trén bang tinh cé thé tao ra cac bao cao tong hop
hodc phan tich c6 kém theo cac biéu do, hinh vé minh hoa.

1. CAC KHAI NIEM Co BAN
1.1. Khéi ddhg Excel va man hinh lam viéc

Dé khdi dong Excel dung lénh Start / All  Programs / Microsoft Office /
,» Microsoft Office Excel 2003, man hinh lam viéc c6 dang nhuv sau:

;-1 Fie V«*v\ Insert Rgrmat Toot6 Data
: 3 #é@as3 J1 « v* jigkii &
| Ariai

Cac bang tinh
SR b

Ik« < » H\sheetl | Sheet2/ She I<
Ready

Man hinh lam viéc cla Excel c6 nhitng thanh phan chinh sau:

« Menu Bar (menu ngang chinh) liét ké tén cac muc lénh chinh cGa Excel. Mi
muc (ng véi mot menu doc, dé m& mot menu doc ta chi can nhay chudt vao tén muc.

« Thanh Standard (thanh cdng cu chuén) chita mdt s6 l1énh thong dung ctia Excel
dwdi dang cac nat ¢ biéu twong, cac 1onh nay co thé truy xuét trec tiép bang chudt.
Trén thanh Standard c6 cac nat: New, Open, Save, Print, Print Preview, Cut, Copy,
Paste, Format Painter .... D& hién tén n(t ta chi can dat con trdo chudt lén trén ndt,
khéng nhay chudt. Néu chua cé khd nang nay, hdy dung lénh Tools / Customize /
Options, danh dau kiém vao & Show ScreenTips on Toolbars.
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« Thanh Formatting (thanh dinh dang) chia cac 1énh dudi dang cac nut cé biéu
twong dé dinh dang dit liéu cta bang tinh nhu kiéu, loai font, c& font, can Ig,... Trén
thanh c6 cac 6 diéu khién Font, Font Size; cac nat Bold, Italic, Underline. Align left,
Center, Align right...

e Thanh Formula (thanh cong thrc) gom cac 6: Name Box (hién thi toa do 6
hién hanh), Cancel (hly bd). Enter (chdp nhan). Insert Function (nhap céng thirc vao
0). Formula bar (néi dung di liéu cua 6 hién hanh).

Toadd O Cancel tinter insert runcuon D liéu cla 6

 Thanh Drawing: cac nut hoan toan giébng ctia Word. Cho hién hay khdong cho
hién cac thanh cong cu & trén bang 1énh View / Toolbars, chon tén thanh céng cu.

« Workbook (S0 tinh) la clra s6 chra ndi dung tép. Tén tép hiérr trén thanh tiéu
dé clra s6 voi phan mé rong dinh san la XLS. Tén tép Workbook méc nhién |a Book#
(# 1a s tht ty twong (ng v&i nhitng lan mé tép). Cac thanh phan ctia Workbook la:

- Buong vién ngang (Column Border) ghi ky hiéu cot tr trdi sang phai theo chir
cai A, B, c, Y, z, AA, AB, IV. Cot (Column) la mot tap hgp nhirng 6 theo chiéu
doc. B0 rong mac nhién la 9 ky tv (c6 thé thay ddi tri sd nay tlr 0 dén 255). C6 tdng
cong 256 cot.

- Buong vién doc (Row Border) ghi s thi tv dong tir trén xubng dugi. Dong
(Row) la mot tap hop nhitng 6 theo chiéu ngang. Chiéu cao mac nhién la 12.75 chdm
diém (co thé’thay doi tri s6 nay tir 0 dén 409). C6 tong cdng 65.536 dong.

- O (Cell) 1a giao ctia mdt dong voi mot cot. Dia chi clia mot 6 xac dinh bai cot
trugc dong sau, vi du : B6 l1a dia chi cla 6 nam trén cot B, dong tht 6. O hién hanh
(Select cell) 1a 6 cé khung vién quanh. Mot 6 ¢6 thé chira téi 32.767 ky tu.

- Sheet (Bang tinh) la mot bang gdom c6 256 c6t va 65536 dong. Tén bang tinh
mac nhién la Sheet# (# la s6 th tu). Mot tép Workbook c6 nhiéu Sheet, duoc liét ké
Sheet1, Sheet2, Sheet3 . .. Trong man hinh trén dang chon bang tinh Sheetl cua tép
Bookl. Ta c6 thé quy dinh sB' Sheet trong mot tép Workbook bang 1énh Tools /
Options, chon Iép General, chon sé lwgng Sheet trong muc Sheets in New Workbook
(c6 thé Ién tai 255). Trong I6p General ta cling cd thé chon phong chit va c& chi* ngadm
dinh cho céac Sheet, vi du .VnTime,12. Chén mot bang tinh méi vao so tinh: Insert /
Worksheet. Ddi tén bang tinh: nhay chudt vao tén bang tinh dé chon (vi du Sheet 3),
nhay phai chudt vao tén bang tinh, hién menu tit, chon Rename, g& vao tén mai).

e Scroll Bar (hai thanh trugt & bén phai va bén dwgi clra s0)’dung dé hién thi
nhitng phan bi che khuét ctia bang tinh trén man hinh.

« Status Bar (dudi day cla ctra s6 Microsoft Excel) dong chira ché do lam viéc
hién hanh hay y nghia I1énh hién hanh cla bang tinh va céc tinh trang hién hanh cua hé
thong nhv NumLock, Capslock,... Cac ché do lam viéc thong thuong gom: Ready (sén
sang nhap di liéu), Enter (dang nhap di¥ liéu), Point (dang ghi chép cdng thrc tham
chiéu dén mot dia chi, vi du khi dung chudt xac dinh d6i ctia ham la mot vung 06), Edit
(dang diéu chinh di¥ liéu hay cong thic trong & hién hanh, chon ché do nay bang céach
di chuyén dén 6 mudn diéu chinh va g6 phim F2).



« Trén bang tinh con trdé chudt la hinh chit thap rong, con tré 6 l1a mot khung chi
nhat bao xung quanh mot 6, 6 c6 con trdé 6 goi la 6 hién hanh.

e Task pane (khung tac vu) phia bén phai man hinh. Nhay vao thanh tiéu dé cla
khung tac vu bét ky, xudt hién menu doc gém tén cla 11 thanh tac vu (Getting Started,
Help. Search Results, Clip Alt, Research, Clipboard, New Workbook, Template Help,
Shared Workspace, Document Updates, XML Source), chon mot tén dé chuyén vé
khung tac can lam viéc.

Viéc st dung céc thanh cdng cu, khung tac vy, cA&c menu va nhan trg gilp trong
Excel ciing giéng véi Word 2003.

1.2. Céc kiéu dr lieu va cach nhap

Nhay chudt vao 6 can nhap,'nhap di¥ liu (theo quy uéc tirng loai dir liéu), két
ihtic nhap bang cach gd phim Enter (hodc nhay vao nat Enter trén thanh Formula, ho&c
ding cac phim mdi tén di chuyén con tré 6 sang 6 khac). Ghi dé di lieu mdi vao mot o:
nhay chudt vao 6, gd dir liéu méi va an Enter. Stra di¥ liéu mot 6: nhay chudt vao 6, gd
F2, dung phim mdi tén chuyén con trd chén (la mot ddu vach ding) téi noi can stra dé
stta, mudn xoa Ky tw dung cac phim Delete va Backspace.

Céac phim di chuyén con tré 6: t (Ién mot dong), -i (xuéng mot dong), — (sang
phai mot cot), <—(sang trai mot cot), PgUp (Ién mot trang man hinh), PgDn (xudng
mot trang man hinh), Alt+PgUp (sang trai mét trang man hinh), Alt+PgDn (sang phai
mot trang man hinh), Home (v& dau mot dong), Ctrl+Home (v& 6 A]). Ngoai ra co thé
nhay chudt tai mot 6 dé di chuyén con trd 6 dén do.

Trong mot 6 chi cé thé chira mot kiéu di lieu. Kiéu dir lieu phu thudc vao ky tu
dau tién go vao.

« Kiéu sd6'(Number). Ky ti dau tién g vao la cac chi s tir 0 dén 9, cac dau + - .
( $. Mot s6 duoc nhap vao ‘méc nhién la dang General, sau dé c6 thé dinh dang trinh
bay s6 lai theo y muén bang Iénh Format / Cells. D liéu ngay (date) va thoi gian
(time) cling la di liéu s6.

« Kiéu ngay (Date). D liéu ngay la mot s6 nguyén tinh tir 1/1/1900 dén ngay ta
nhap, ngay 1/1/1900 la ngay 1 Mudn nhap ngay hién tai vao mot 6 ta an Ctrl +

Trat tv nhap ngay thang nam do Windows XP quy dinh. D& thay ddi cach nhap
ngay thang nam dung Iénh Start / Control Panel / Regional and Language Options, xuat
hién hop thoai Regional and Language Options. Chon I¢p Regional Options, trong muc
Select an Item ta thwdng chon hai kha nang:

- Chon English (United States), day la cach chon ngam dinh, khi dé trong muc
Short date hién mét mau ngay, vi du 12/20/2004, ttc 1a thang tredc ngay sau.

- Chon French (France) va ciing la kiéu viét ngay cla Viét nam, khi d6 trong muc
Short date hién mot mau ngay, vi du 20/12/2004, ttc 1a ngay trwdc thang sau.

Tap hop cac dang cua dit liéu ngay trong Iénh Format / Cells phu thudc vao cach
thiét 1ap dang ngay trong Windows XP, c6 thé ta phai khai dong lai Excel thi viéc lya
chon mai cé hiéu luc.

Hai ngay trir cho nhau cho ta mot sé nguyén, khi cong mot gia tri ngay véi mot s
nguyén cho ta mot gia tri ngay. Vidu 6 Al chra 1/1/2003, 6 BI chira 1/5/2003, tai 6
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Cl nhép cong thic = Bl - Al cho ta s6 nguyén 4 (nhung ciing c6 thé cho ta 1/4/1900,
két qua nay van ding, ta phai dung lénh Format / Cells, chon General dé dinh dang
lai, cudi cung cho s6'4).

« Kiéu thoi gian (Time) la mot s thap phan, 12 gio trwa la 0.5. Hai dang thoi
gian thuong dung khi nhap la 13:30:55, 1:30:55 PM.

« Kiéu chui (Text). Ky tu dau tién gd vao la cac ky ty chiv tir A dén z, cac ky tu
canh biénnhvsaul " A \ Kytu * dc ddong cac ky tu trong 0 vé bén trai. Ky tv
dé dong cac ky tu trong 0 vé bén phai. Ky tv A de canh cac ky tu trong 6 vao gitra. Ky
tr \ dé 1ap lai ky tw theo sau n6 cho dén hét chiéu rong 6. Cac ky tw canh bién chi c6
tdc dung khi nguoi st dung co6 chi dinh : Tools / Option, chon I&p Transition, trong dé
chon muc: Transition Navigation Keys.

« Kiéu cong thirc (Formula). Ky tw dau tién gd vao la ddu = hoac +. K&t qua trinh
bay trong 6 khéng phai la cac ky tv gd vao ma chinh la gié tri cla cong thiec do. Vi du:
= 5*20,-A1+A2 hodc +5*20, +A1+A2. Trong thanh phan cla mdt cong thic c6 thé
gém c6 : s8, chudi (phai dwoc dit trong cip nhay kép), toa do 0, tén ving, cac toan ti,
cac loai ham.

Céc toan ttr st dung trong cong thic :

- Toan t tinh toan : +(cdng) - (trr) * (nhan) / (chia).A(lly thra) % (phan
trdm)

- Toan ti chubi: & (ndi chudi). Vidu, = "Hanoi " & "Vietnam"

- Toan ti so sanh: = (bang)  <>(khéng bang) >(I6n hon) >=(Ién hon hay
bang) < (nhé hon) <= (nhd hon hay bang)

DO wu tién cla cac toan tr trong cong thic : cac nhom biéu thic trong (...), Iy
thira, nhan, chia, cong, trir

Khi nhap van ban hay cong thic dai mudn xudng dong trong 6 hdy an Alt +
Enter. Néu trong bang tinh c6 céng thi*c ma ta muén cac 6 hién cong thic thi dung
Iénh Tools / Options, chon I6p View, danh dau kiém vao muc Formulas (mudn hién lai
gi& tri thi khdng chon muc nay).

1.3. Nhap chud thich cho mét 6

Cha thich ctia mét 6 la 1oi giai thich cho di¥ liéu chira trong 6. D€ nhap chu thich
truge tién ta nhay chudt vao 6 nham chon 8, nhay nat phai chudt, xuét hién menu doc,
chon rruc Insert comment, xuét hién khung chir nhat mau vang dé’ nhap chad thich,
nhap chd thich, nhap xong nhay vao mot diém bén ngoai khung dé an khung. Khi mot
6 ¢6 chd thich thi goc trén bén phai clia 6 cé mot tam giac nhé mau dd, mudén hién chd
.thich ta chi can tré chudt vao 6.

Céc thao tac trén chd thich. Nhay chudt vao 6 cé chu thich dé chon 6, nhay nit
phéi chudt, hién menu doc, trong menu nay c6 ba muc: Edit comment (soan lai chd
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thich), Delete comment (xo0& chu thich), Show/Hide comment (luén luén cho hién chd
thich cta 0 trén bang tinh hay an).

1.4. Cac thao tac trén vung

Vung bao gém mot hodc nhiéu 6 lién tuc. Vung dugc xac dinh bdi toa do ving
gdm dia chi 6 dau vung va dia chi 6 cudi vung, dang : <6 dau>:<6 cudi>, vidu : A2:C8

e Lva chon vung. Truéc khi thuc hién mot thao tac trén vung, nguoi st dung
phai chon pham vi lam viéc (c6 thé 1a mot ving hoac nhiéu vung).

- Chon mot 6: di chuyén con tro 6 dén 6 chon, hodc nhay chudt tai 6 chon

- Chon m6t c6t: nhay chudt tai ky hidu cot

- Chon mot dong: nhay chudt tai s6 thiv tw dong

- Chon mot vung, cé cac cach chon: dat con tré tai 6 dau vung, an va gilt phim
Shift, &n cac phim mi tén trén ban phim dé mad rong ving. Dat con trd chudt tai 6 dau
viing, dn va gilr nat trai chudt, kéo dén 6 cudi vung. Bat con trochudt tai 6 dau vung,
an va gitr phim Shift trong khi nhay chudt tai 6 cudi vung.Chon nhiéuving :én va gil
phim Ctrl trong khi dung chudt thuc hién thao tac chon cac vung khac nhau.

Sau khi thuc hién céac thao tac trén mot ving (nhw Copy) ving da chon van co
khung ch* nhat bao quanh v&i cac chdm cham chay lién tuc, dé loai bd khung nay an
phim ESC.

e X6a dit liéu trong vung: chon ving mudn x6a, go phim Del.

« D& hiy bdé mot thao tac vira thwc hién nham khdi phuc dit liéu, thuc hién
Iénh Edit / Undo, hoédc g6 Ctrl+Z, hodc nhay chudt vao biéu twong Undo trén thanh
Standard.

» Sao chép dir liéu vang\ chon ving ngudn (Source) dé nén viing ngudn cé mau
den, thuc hién Iénh : Edit / Copy (hoac gd Ctrl+C), chon vung dich (Destination) cé
cung dang véi vung ngudn hay di chuyén con tré 6 dén vi tri clla 6 gdc trén bén trai
cla vung dich, thuc hién Iénh: Edit/ Paste (hoac gd Ctrl+V)

Hodc c6 thé sao chép dir liéu ving bang cach dat con trd chudt vao canh vién cla
vung nguodn sao cho con trd c6 dang mdi tén rc, roi an phim Ctrl trong khi ré chuot kéo
vung dén vi tri méi.

Khi chép di liéu, néu viing ngudn chira di liéu s6' hay chudi, két qua ving dich sé
giong vling ngudn. Néu vlng ngudn chira dir liéu kiéu cong thirc, két qua vlag dich sé
thay doi hay khong tuy thudc vao cong thirc trong ving ngudn tham chiéu dia chi
twong doi hay tuyét doi.

- Sao chép mot vung cé cong thic tham chiéu dia chi twong ddi. Bia chi tuvong
doi la dia chi tham chiéu cé dang <cdtxdong>. Khi chép dén vung dich, dia chi tham
chiéu cla vung dich sé thay doi theo nghia phwong chiéu va khoang céach. Vi du, co dir
liéu tai cac 6 nhu sau : Al=2, Bl=4, A2=4, B2=6

A B c D
2 4 6 _24_\ 144
= A1*B1

Cong thtc tai 6 C1 la =A1*B1 va cho két qua la 8. Khi sao chép cong thirc cta 6 Cl1
vao 6 C2 thi cong thirc tai 6 nay la =A2*B2 va két qua la 24. Khi sao chép cong thic
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cla 6 C1 vao 6 DI thi cong thic tai 6 nay la =B1*C1 va két qud la 32. Pia chi Al.BI
trong cong thirc clia 6 C1 la dia chi twong doi.

— Dia chi tuyét déi la dia chi tham chiéu c6 dang $<cot>$<dong>. Khi chép dén
vung dich, dia chi tham chiéu cla viung dich sé gilt nguyén giéng nhuv viung nguén. Vi
du co di¥ liéu tai cac 6 trong bang ddi tién nhu sau:

A B c

S6 tién doi: 10000000
Ngoai té Ti gia S6 NT doi duoc
Po la My 15300 =$c$l /B3

Nhandanté 1700
Po la HK 2500

O C1 chira SO tien can d6i. Cot Ngoai té ghi cac loai ngoai té hién co. Cot Ti gia ghi ti
gia hién hanh cla cac loai ngoai té. Cot s6 ngoai té doi dugc tinh theo cong thic : S8
tién ddi/ Ti gia cho nhitng 6 tvong (ng. Tai 6 C3 nhap cong thirc: =$C$1/B3. Sau dé
chép cong thic tir 6 nay dén cac 6 con lai trong cot, ta thdy dia chi 6 $¢$ 1 trong cong
thirc sé khong bi thay doi. Dia chi $c$I duoc goi la dia chi tuyét ddi.

- Dia chi hon hop 1a dia chi tham chiéu c6 dang $<cotxdong> (tuyét ddi cot,
twong doi dong) hodc <cot>$<dong> (twong ddi cot, tuyét déi dong). Khi chép dén
vling dich, dia chi tham chiéu cla ving dich bi thay déi mét cach twong (ng hodc theo
cOt hodc theo hang.

Vidu , cong thic clia 6 C5 la =A$5+B$5, sao chép cong thirc nay dén & C6 sé la
=A$5+B3$5, dén 6 D7 sé la =B$5+C3$5. Gia s cong thiic clia 6 C5 la: =$A5+$B5, sao
chép cong thirc nay dén 6 F5 sé la =$A5+$B5, dén 6 F7 sé la =$A7+3$B7.

. Dung AutoFill dé sao chép cong thirc. Gia sl ta can tinh tdng diém ba mon
thi, nhap vao 6 D2 cong thirc =A2+B2+C2. BEé sao chép cong thic nay xudng cac 0
D3:D5 ta lam nhuv sau: nhay cudt vao 6 D2, goc duwdi bén phai cta 6 D2 cd nut
AutoFill, kéo nat AutoFill theo chiéu doc xuéng 6 D5.

OB WN |

D2 Tﬁ = =A2+B2+C2

A e i o D |

1 iToan Ly Hoa
6 7 srN 21
3 . 9 10 6
4 j 5 4 3 \
5 j 9 7.5 8.5 , .
i Nat AutoFill
. Sao chép dac biét di lieu vang. Chon ving ngudn (cé thé cé ca cong thirc va

ham), dung lénh Edit / Copy, cho con tré 6 vao 6 gdc trén trai clia vung dich (c6 thé
thudc Sheet khac), dung Iénh Edit / Paste Special, xuat hién hop thoai Paste Special.
Mot s6 tinh huéng hay dung khi x& ly hop thoai:

- Chon All trong muc Paste, chon Transpose va OK dé chép dir liéu va ca cong
thirc tlr ving ngudn sang vung dich nhung cé chuyén vi (hang thanh cot va cot thanh
hang.

- Chon Values trong muc Paste, chon Transpose va OK dé chép di liéu va gia tri
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cla cong thirc tlr viing ngudn sang vung dich nhwng c6 chuyén vi.

- Chon Values trong muc Paste va OK dé chép di liéu va gia tri cia cong thirc tir
vung ngudn sang vung dich, th tu hang cot gilr nguyén.

e Di chuyén d@ lieu vung: chon viing ngudn (Source), thuc hién 1énh Edit / Cut
(hoac gd Ctrl+X), chon vung dich (Destination area) c6 cung dang v6éi ving nguén hay
di chuyén con trd 6 dén vi tri clia 6 gdc trén bén trai cta ving dich, thic hién 1énh Edit
/ Paste (hoac go Ctrl+V).

Hoac c6 thé di chuyén di liéu ving bang cach dat con tré chudt vao canh vién
cla vung nguon sao cho con tré cé dang mii tén rc, ré chudt kéo vung dén vi tri mai.

« Dét tén cho cac vung 6. Ngoai cach dung dia chi dé tham chi€u toi cac 0 can
chon, ta c6 thé gan tén cho cac 0 dé tranh kha nang nham lan trong cac cong thic va
Iénh. Ngoai ra, ta ¢ thé di chuyén nhanh dén cac vung da duoc dat tén.

- Thao tac dat tén cho mot vang 6: lva chon vung 6 (hoéac ] 6), dung Iénh Insert /
Name / Define, xudt hién hop thoai Define Name, g6 tén khdi 6 (mot xau ky tw, khéng
c6 dau cach, vi du KHOIT) vao hop Names in Workbook , néu vung 6 chua dugc chon
thi phai g6 dia chi ving 6 vao hop “Refer to: “ (vi du $A$1: $c$3, phadi dung dia chi
tuyét doi).

- Gén tén cac vung 6 bang cac xau ky tw da co san trong bang tinh. Gia sirta da
chon mét vung 6 nhuw sau:

T0 1 35 nguei  30.000.000 dong
T6 2 25 nguoi  21.000.000 dong
T6 3 10 ngwoi  11.000.000 ddng

Ta muén moi xau Ky tu cla cdt dau tién s& 1a tén cla cac & con lai trong hang.
Dung lénh: Insert / Name / Create, xudt hién hop thoai Create Names, trong hop
“Create Names in“ chon Left Column

Create names in
I Intorowj
(3 column
O gDttom row
n Right column

c* i cancel |
Tuong tv ddy xau ky tw lam tén cé thé & cot bén phai vung 6, dong bén trén clng
cla vung hay dong duéi cung cua vung.
e Cach dung tén cua céc vung 6:

. - Tén vung & c6 thé tham gia vao cac cong thirc tinh toan va cac ham (vi du ham
SUM, AVERAGE, MAX, MIN ..)

- Ta c6 thé di chuyén nhanh t&i mot vang 6 da dwoc dat tén bang lénh Edit / Go
to, xudt hién hép thoai Go to, chon tén ving 6 can chuyén téi trong khung “Go to:“
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1.5. Kiém tra d@ liéu khi nhap vao

DE han ché nhap sai dir liéu ta c6 thé dat diéu kién cho di¥ liéu nhap vao. Vi du
cOt tudi trong danh sach cac nhan vién cla co quan ta c6 thé dat diéu kién di liéu nhap
la 18 <= Tubi <= 60, cdt lvong cd thé dat diéu kién Lwong > 0.

Data Validation .‘I

i Settings  Input Error Aiert

Olow:
wfcal* nurba y 0 Ignore mnk

tyb»:

CJmmuro:
M s
Maymxi.

« T s

1i Oe«A» | j e* If Cancel i1

a~

Thao tac: chon ving © can nhap dir liéu cta cot Tubi, dung lénh Datd /
Validation, xuat hién hop thoai Data Validation, chon I¢p Settings, muc Allow: chon
Whole number (s6 nguyén), muc Data: chon between, muc Minimum: chon 18 (gia tri
bé nhéat), muc Maximum: chon 60 (gia tri I&n nhat), chon OK. L&p Input Message clia
hop thoai Data Validation: nhap tiéu dé va cau thong bao sé hién Ién khi mot trong céc
0 da dat diéu kién dugc chon. Lép Error Alert clia hop thoai Data Validation: nhap
tiéu dé va ndi dung hop thoai thong bao khi nhap dit liéu bi sai vao 6 da dat diéu kién.

1.6. Chen va xo4a cac cot, cac dong, cac 6

« P& chén hodc xoa céac cot, dau tién ta chon cac cot, nhdy phai chuét lén cac cot
da chon, xudt hién menu doc, menu nay c6 cac muc: Insert (chén céac cot trang), Delete
(xoa cac cot da chon), Clear contents (xoa dir liéu trén cac cbt dad chon), Format cells
(dinh dang céc 6 trén céac cdt da chon), Column width (dinh lai do rong cot), Hide (an
cac cot da chon), Unhide (hién lai cac cOt da an trong céac cot da chon).

Doi voi cac hang ta cling lam tuong tu.

« D& chén hodc xo4 mot vung 6, dau tién ta chon vlng 8, nhay nat phai chudt vao
vung 0 da chon, xuét hién menu doc, menu nay c6 cac muc: Insert (chon muc nay xuét
hién hop thoai Insert, muc Shift Cells Right: chén cac 6 trang vao ving 6 da chon va
ddy .cac 0 cii trén hang sang phai, muc Shift Cells Down: chén céac 6 trdng vao ving 0
da chon va day cac 6 cii trén cot xudng phia dudi), Delete (chon muc nay xuét hién
hop thoai Delete, muc Shift cells left: xoa cac & da chon va kéo cac 6 cl s-dng trai, muc
Shift cells up: xoa cac 6 da chon va kéo cac 6 cii Ién trén), Clear contents (x6a ndi
dung vung 6), Insert comment (chen chd thich cho & g6c trén bén trdi ctua vung 0),
Format cells (dinh dang lai cac 0).
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insert Meti»

©jShift cebrjjht yy Shift cas yft;

O Shift ce#fs yorm O Shift«te yp

¢ 'Entire cow 0 Entirelow

0 Entre iolumn Entire r/Jurm

1 c* Il Canee) 1 lor |1 Canee) 1

1.7. Dién day s0 tw dong

Dién day s6 ty dong la viéc dién mot ddy s6 vao mot hang 6 hay mot cot 6. Thao
tac: g0 gia tri s6 bat dau vao 6 dau tién, chon vung can dién so, thuc hién Iénh: Edit /
Fill / Series, hop doi thoai Series hién.ra. Trong hop thoai nay ta can dién cac muc:

Series § A B
series In TYpS Oat* unit 1 Ma so
C’Bons Oynear 'S&aY 2 105
(»i Qaiumns o&pwrth C wiseMay
*3 Bate 0 Gwif 3 \ 110
O Tnfnd OAutoF* Ox«* 4
5
Step vaiue: 1 »SP value: 1/1/2005 6
~ 7
f—~0* 11 Cancel"l 5

- Muc Series: chon viéc danh chudi s6 trén dong (Rows) hay trén cot(Columns).

- Muc Type dé chon kiéu dién di kién la Linear (céng véi tri s6 buwdc nhay).
Growth (nhan voi tri s6 buéc nhady), Date (theo dang ngay), AutoFill (theo ché dd dién
tw dong).

- Muc Step Value: chon tri s6 buwéc nhay.

- Muc Stop Value: chon tri s6két thic.

Ta culng co6 thé dién day s6 mot cach tw ddng nho nit AutoFill. Gia sy cot A can
dién ma so clia cac nhan vién mot cach ty dong: 105, 110, 115, 120, 125, 130,... (md
dau tién la 105, buéc nhdy la 5). Thao tac: nhap 105 vao 6 A2, nhap 110 vao 6 A3,
danh dau khdéi hai 6 A2 va A3, kéo nut AutoFill & goc duéi bén phai ctia 6 A3 xudng
cac 0 phia du@i trong cot A.

1.8. Thao tac trén tép

Mot tép Workbook trong Excel ¢d phan mé rong la XLS va cé thé c6 nhiéu Sheet
(bang tinh), nhiéu biéu dd.

e Luwu trlr tép Workbook méi Ién dia: thwc hién Iénh File/ Save. Luwu trlr tép
Workbook cili Ién dia v&i tén méi: dung Iénh File / Save As. Trong ca hai truong hop
trén may déu hién hop thoai Save As (hoan toan giéng hdp thoai trong Word), chon
tén thv muc trong hdp Save In, g6 vao tén tép mai trong hop File Name, troné hép Save
As Type chon Microsoft Excel Workbook, nhay nut Save.

« Lwu trir tép Ién dia véi tén cii bang cach: nhay chudt vao biéu twong Save trén
thanh Standard, hodc thuc hién 1&énh File / Save.
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* M& mot tép Workbook da cé trén dia: thyc hién 1énh File / Open, hodac nhay
chudt vao biéu twogng Open trén thanh Standard, chon 6 dia va chon thy muc, chon tén
tép can mo.

* Tao mot tép Workbook mai: thuc hién Iénh File / New, hodac nhay chu6t vao
biéu twogng New trén thanh Standard.

* Bdng mot tép Workbook  thuwe hién 1énh File / Close.

1.9. Bao vé cac bang tinh
Bao vé cac bang tinh cd thé tién hanh & hai mic: bao vé toan bd tép Workbook ¢
dudi la XLS, bao vé mot bang tinh (Sheet) bén trong Workbook.
e Bao vé toan bd tép Workbook. Dung Iénh File / Save As, xudat hién hop thoai
Save as, chon thuw muc sé lwu tép, nhap tén tép vao hdp File Name, nhay nut Tools, hién
menu doc, chon General Options, hién hop thoai Save Options, nhap méat khau vao hop

0 Ataiys create fcdchjp

Ne ihartffQ’
1Advanctd... !
Password to ffIX\W'/: i
n Read-only recommended
f ok i Cancil i

Password to Open, nhdy OK, xudt hién hop thoai Confirm Password, nhap lai mat
khau Ian thit hai vao hop Reenter Password to Proceed, nhay lién tiép OK dé thoat khoi
cac hop thoai. Sau nay mdi khi mé tép ta phai vao ding mat khau thi tép Workbook
ma&i dwoc me.

» B4o vé mot bang tinh (Sheet) trong tép Workbook. Dau tién ta cho hién Sheet
can bao vé, dung lénh Tools / Protection / Protect Sheet, xuat hién hop thoai Protect
Sheet, vao mat khau trong hop Password to unprotect sheet, nhdy OK, xuéat hién hop
thoai Confirm Password, vao lan thit hai mat khau trong hop van ban Reenter password
to proceed, nhay OK.

Sau khi dit xong Password, mdi khi m& tép Workbook béang tinh nay dugc bao
vé, nghta la ta chi c6 thé xem dwgc ma khong cé thé thay doi di liéu cla céc 0.

Muén thay d6i di¥ liéu cla bang tinh nay ta phai hdy ché dé bao vé bang céch:
dung lénh Tools / Protection / Unprotect Sheet, vao ding mat khau cl trong hop
Password, nhay OK.

1.10. B0 tri clra s6 lam viéc

a) Lam viéc véi nhiéu clra so

* M& nhiéu tép Workbook, moi tép trong mot ctra s0. Excel cho phép md nhiéu
tép Workbook, moi tép trong mot clra s6, moi lan dung Iénh File / Open m& mot tép
Workbook s& sinh ra mdt clra s6 méi. Tén clra so chinh la tén tép.

« M& mot tép Workbook trén nhiéu clra s6. Dung Iénh File / open ma I7iot tép
Workbook (vi du LUONG.XLS), Workbook s& dwa vao mot clra s6 cé tén la
LUONG.XLS, dung Iénh Window / New Window s& m& mot clra sO m@i va trong ctra
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s6 nay van hién Workbook cii nhwng trén thanh tiéu d& cta cka s6 hién tén
LUONG.XLS:2 (con cira s6 cli chuyén thanh tén LUONG.XLS: 1). Ta c6 thé m¢ tép
LUONG.XLS trén nhiéu clra s6, & moi clra s6 co thé cho hién mot Sheet cla no.

« Sap x&p cac clra s6 trén man hinh. Gia s ta d& mé it nhat 1a hai cira s6, dung
Iénh Window / Arrange, xuat hién hop thoai Arrange Windows v&i cac muc lwa chon:
Tiled (cac clra s6 sidp xEp canh nhau), Cascade (cac cira s6 xép lop lén nhau),
Horizontal (cac cira s6 x&p canh nhau, mdi clra s6 c6 chiéu rong bang chiéu ngang man
hinh), Vertical (c4c clra s6 xép canh nhau, mdi clta s6 c6 chiéu cao bang chigu cao man
hinh).

« Di chuyén t&éi mot clra so dé lam viéc: dung Iénh Window, xuat hién menu doc
Window, phia dwdi menu nay hién tén tat ca cac clra s6 dang md, nhay vao tén clra so
mudn chuyén dén. Khi m& nhiéu clra sd nut biéu twong cta Excel trén thanh Taskbar
cla Windows XP xudt hién mot con s mau vang chi s6 lvong clra sO dd md trong
Excel, bén phai nat c6 mot mdi tén, nhay vao mii tén xuat hién mot menu doc nho liét
ké tén cac clra s0 dang md, chon mot tén clra s6 dé chuyén veé clra sO nay.

Khi m& nhiéu cira s6 ta c6 thé sao chép dir liéu giita cac clra s6 bang cach st dung
vung dém lam trung gian.

b) Lam viéc véi mot clra s6

Dai voi cac bang tinh 16n ta Tat kho theo ddi div lieu néu dé cac dong, cac cot
cung trdi khi ta di chuyén con tré 6. Chang han s6 diém cla hoc sinh ta phai dé cot dau
tién Ho va tén va dong tiéu dé Tén cac mon hoc khdng duoc troi.

e Chia clra s0 bang tinh thanh 4 phan nhung nlra trén va ntra tradi man hinh khéng
bi troi. Thuc hién: di chuyén con trd 0 tdi 6 sao cho goc trén bén trai cla 0 sé la giao
diém cua hai dwvong ngang doc phan chia bang tinh lam bon, ding lénh Window /
Freeze Panes. Huy ché do: dung Iénh Window / Unfreeze Panes..

« Chia clra s6 bang tinh thanh 4 phan theo hai dvong ngang doc di qua goc trén
bén trai cta con tré 6: dung Iénh Window / Split. Khi d6 bang tinh chia thanh 4 phan
va c6 4 thanh trwgt dé xem lwét div liu & ca 4 phan cla clra so.

Trong ca hai trvong hop trén néu dau tién ta dat con tré 6 vao cot A hay hang 1
clia bang tinh thi ta sé-chia clra s0 thanh hai phan theo chiéu ngang hay theo chiéu doc.

1.11. Thoat khoi Excel
Nhay vao nat Close & dau phai cta Thanh tiéu dé thudc clra sO Microsoft Excel,

hoac dung Iénh File / Exit.

NEu cé thic hién bat ky stra doi nao trong cac Workbook dang m& ma chua luu
vao dia (cho dén thoi diém thoat) thi Excel sé cho cira s6 thong bao c¢c6 mudn ghi lai
.cac thay d6i hay khong. Chon YES: thoat va cé lvu Ién dia; chon NO: thoat va khong
lwu 1én dia.

2. CAC HAM THUONG DUNG
Excel c6 mot s6 ham mau (Function Wizard) ding rat tién loi, vi du cong thic
'=A3+A4+A5+A6+A7 co thé thay bang ham SUM(A3:A7). Dang téng quat ctia ham :

=<Tén ham>(Danh sach ddi s6)
<Tén ham> la tén ham mau do Excel quy dinh. Vi du: SUM, AVERAGE, MAX,...
<DS d6i s6> c6 thé la cac tri sd, ddy cac 0, dia chi 9, tén vling, cdng thic, tén ham.
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Chl y, ham phai bat dau bai ddu bang (=), tén ham khdng phan biét chit thuong va chiv
hoa. D4i sd' phai dat trong ngoac don (), gilra cac doi s phan cach nhau bdi dau phay.

Insert function N

gsweh for a function

Tyr» a brief O# «hat youwant doend ihen

th k fio
Orseted a M **t RectnMv Uaad v
5«i«3 + fgnct®fj:
WBBEEEA a
EXP
AVERAGE
3=
HWERLINK

COUNT
MAX v

Add»  the in'« range of cels.

M6t ham méau c6 thé nhap vao 6 qua hé théng menu va hop thoai bang céach: dat
con trd tai 6 can nhap ham mau, thuc hién Iénh Insert / Function (hoic nhay chudt vao
nat  trén thanh Formula), xuat hién hop thoai Insert Function nhu & trén. Hop Search
for a function va nit Go diing dé tim kiém mot ham, hodc chon nhém ham trong khung
Or select a category (vi du All), chon tén ham can thuc hién trong khung Select a
function (vi du AVERAGE), nhdy nat OK, xuét hién hdp thoai mé&i Function
Arguments, vao dia chi ving 6 dé xac dinh d6i s6 clia ham hoac dung chudt dé chon
vung, nhay nat OK, két qua tinh ham xudt hién trén 6 da chon.

2.1. Cé&c ham don gian
« ABS(N): cho gia tri tuyét doi clia biéu thirc s6 N. Vi du =ABS(-25) cho 25
* SQRT(N) cho tri la cAn bac hai ctia s6 N (N>0). Vi du =SQRT(25) cho 5
e PIO cho tri la s6 Pi (3.141593).
* FACT(N): tinh N giai thra. Vi du =fact(4) cho 24.
« INT(N) cho tri la phan nguyén cta biéu thirc s6 N. Vidu =INT(236.26) cho 236
¢« MOD(N,M) cho phan du cta phép chia nguyén N cho M. Vi du =MOD(10,3) cho
két qua 1
« ROUND(biéu_thtrc_s6,n) : lam tron gia tri cta biéu_thirc_sd dén n so I&. Néu
n>0 : lam tron vé bén phai cot thap phan. Néu n<0 : lam tron vé bén trai cot thap phan.
Vidu. =Round(333333,-3) cho gia tri 333000 (lam tron dén hang ngan).
=Round(35123.374,2) cho giéa tri 35123.37.
=Round(12345.5432,0) cho gia tri 12346.

. » SUM(danh sach cac tri): tinh tong cla cac gia tri co trong danh sach. Vi du di
liéu trong cac 6 B1,B2,B3,B6 lan lwgt la 4, 8 3, 6. Cong thic & 6 B7 la
=SUM(B1:B3,B6). Gia tri tra vé trong 0 B7 la 21.

« SUMPRODUCT(vlng 1, viing 2): tinh tdng céc tich twong ng cla hai ving 6.
Vidu vung 6 B2:B10 chira s6 lwgng tirng mat hang ban ra, vung C2.C10 chtra gia ting
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mat hang, cong thirc = Sumproduct( B2.B10, C2:C10) cho tdng gia tri cAc mat hang
bdn dugc. Cac vlung 0 trong ham cling c6 thé la cac vung ch®r nhat, vi du
=Sumproduct(A2:C5, A7:C10).

» AVERAGE(danh sé&ch céc tri ) : tinh trung binh cdng cla céc gia tri co trong
danh sach. Vi du dit liéu trong cac 6 BI, B2, B3, B4 lan lugt la 4, 8, 6, 2. Cong thic &
6 B6 la =AVERAGE(B1 B4,10). Gia tri tra vé trong 6 B6 la 6.

e MAX(danh sach céc tri): tim gia tri 16n nhat cla cac gia tri c6 trong danh séach.
Vi du dir liéu trong cac 6 BI, B2, B3, B4 lan lwot la 4, 8, 6, 2. Cong thic
=MAX(B1:B4) cho gia tri 8.

e MIN(danh séach cac tri) : tim gia tri nhd nhat cla cac gia tri cé trong danh sach.
Vi du dit lieu trong cac 6 BI, B2, B3, B4 lan lwgt la 4, 8, 6, 2. Cong thic
=MIN(B1:B4) cho gia tri 2.

« COUNTA(danh sach cac tri): cho s6 cac 6 chira di liéu trong danh sach. Vi du,
céng thirc = COUNTA(-2,"VTD",5,8) cho 4, = COUNTA(A2:F2) cho 6.

B D E . F.x
1 44 11 99 33 22 55
2 1 ABC 2 3 XYZ 4

¢« COUNT(danh sach céac tri): cho s6 cac 6 chira gia tri s0' trong danh sach. Vi du
= COUNT(-2,"VTD"5,8) chokétqua 3, = COUNT(A2:F2) cho két qua 4.

* RANK(x,Danh sach): xac dinh th¢ hang cua gia tri X so v6i cac gia tri trong
Danh sach (tht hang xép theo gia tri gidm dan). Gia tri Xva danh sach phai la cac gia
tri s6, néu khdng s& gay ra 16i #VALUE! Gia tri X phai roi vao mot trong cac gia tri
cla danh sach, néu khong s& gay ra 16i #N/A. Vi du =Rank(3.3, A1:F1) cho gia tri 4.
M6t truong hop (ng dung cta ham: trong bang diém cudi hoc ky clia mét 16p dwa vao
cOt Diém trung binh cdc mén hoc tinh’cot Xép thir (hoc sinh xép thtr mdy trong I6p vé
hoc luc).

« SUMIF(VUng tiéu chudn, Tiéu chuan, Vung ldy tong): cong cac 6 trong Vung
ldy téng twong (ng vGi cac 6 thudc Ving tiéu chuan thoa méan diéu kién da cho, néu
khong do Vung lay tong thi tong dugc ldy trong Vung tiéu chuan.

« COUNTIF(VUng can dém, Tiéu chuan): dém sd 6 trong Ving can dém thoa
man Tiéu chuan.

Gia sl ta c6 bang thong ké sd tién Gng ho dong bao bi bao lut:

A 1 B {..C... D.....i
1 Hoten Tinh Luong Ung ho
2 LeAn Ha noi 800000 100000
3 Tran Binh Bac ninh 1200000 500000
4 Le Minh Ha noi 1500QU0 400000
5 Vu Binh  Bac ninh 700000 150000
6 Ha Thanh Bac ninh 2000000  45Q000

Tinh tong s6 tién ung hd cda nhitng nguoi cd luong >= 1000000 dong: nhap vao &
chira két qua cong thic = Sumif(c2: ¢6,">=1000000", d2: d6), két qua la 1350000.
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Cong thirc =Sumif(c2: c6,">=1000000") cho 4700000 la téng lrong cla nhitng nguoi
c6 lwong >= 1 triéu. Tong sO tién Ung hd cla nhitng nguoi & Bac ninh: = Sumif(c2: c6,
"Bac ninh", d2: d6) cho 1100000. Bém s6' nguoi cé luong <=1000000 dung cong thtc:
=Countif(c2: ¢6,llk=1000000"), két qua cho 2. Bém s6 ngudi & Bac ninh: = Countif(b2:
b6,"Bac ninh™) cho 3.

« DAY(d® liéu kiéu ngay) cho gia tri ngay clia dir liéu kiéu ngay. Vi du
=DAY ("1/15/02") cho 15, cong thirc =DAY (B5) cho 25 néu B5 chira gia tri kiéu ngay
1/25/01.

« MONTH(d{ liéu kiéu ngay) cho gia tri thang cla dir liéu ki€u ngay. Vi du
=MONTH("I 1/30/03") cho két qua 11.

« YEAR(d® liéu kiéu ngay): cho gia tri nam cua di liéu kiéu ngay. Vi du
=YEAR("11/19/05") cho 2005.

« NOW(): trd vé ngay va gio hién hanh ctia hé thdng.

e TODAY(): trd vé ngay hién hanh cla hé thong.

« IF(biéu thic logic, biéu thirc 1, biéu thirc 2): néu biéu thirc logic la ding thi
ham cho gia tri 1a cbiéu thirc 1>, trai lai cho gia tri la chiéu thirc 2>. Cac biéu thirc 1
va biéu thirc 2 ciing c6 thé la nhitng hang tri, biéu thic (chuoi, so, logic) va ciing cé
thé la mot ham IF khac. Vidu = IF(al>=300, 50, 100).

« AND(diéu kién 1, diéu kién 2, ...): cho gia tri ding khi moi diéu kién néu trong
danh sach déu cho tri ding. Vi du =AND(3>2,5<8) cho gia tri TRUE, =AND(TRUE,
FALSE) cho gia tri FALSE.

» OR(diéu kién 1, diéu kién 2, ...): cho gia tri dung khi c6 bat ky mot diéu kién
néu trong danh sach cho tri ding. Vi du =OR(3>2,5=8) cho gid tri TRUE,
=OR(1+1-3,2+3=6) cho gia vi FALSE.

« NOT(diéu kién): cho tri ding néu diéu kién sai va cho tri sai néu diéu kién
dung.

« LEFT(TEXT,N) cho tri 1a chudi con cla chudi TEXT duoc tinh tir tri sang
phai N ky ty. Vidu =LEFT(“ABCD"2) cho “AB”.

« MID(TEXT, m, n): 18y n ky tw cGa chudi TEXT bat dau tr vi tri th¢ m. Vi du
MIDC’Hanoi Vietnam", 7, 4) cho "Viet".

« RIGHT(TEXT,N) cho tri la chudi con ctia chudi TEXT dugc tinh tir phai sang
trai N ky tw. Vidu =RIGHT(“ABCD?2) cho “CD”

« LEN(TEXT) cho d6 dai ctia chudi TEXT. Vidu =LEN(“ABCD”) cho 4.

« LOWER(TEXT) chuyén chubi TEXT thanh chudi chit thuvong.

« UPPER(TEXT) chuyén chudi TEXT thanh chudi chit hoa.

« PROPER(TEXT): chuyén cac ky tw dau tir cla chudi TEXT thanh chit hoa. Vi
du =PROPER(“trung tam”) cho két qua la chudi “Trung Tam”.
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« TEXT(gia tri s6, dinh dang): chuyén gia tri s6 thanh chudi theo dinh dang da
dinh. Vi du:
' - Néu A2 chira 357, =Text(A2,"0") cho "357", =Text(A2,"00000") cho "00357".

Néu A3 chia s 357.5678, = Text(A3, "0.000") cho chubi "357.568”, =
Text(A3,"0000.00000") cho "0357.56780".

- Ham =Text(2.715/ $0.00") cho chudi "$2.72" Ham =Text("4/15/91","mmmm
dd, yyyy") cho "April 15, 1991".

« VALUE(chubi): chuyén chudi c6 dang s6 sang s6. Vi du & A10 chita chudi
"THIT35.458" cong thirc =Value( Mid(A10, 5, Len(AlO) - 4» sé chuyén tlr ky tu thi
5 dén cubi chudi sang dang s6, két qua I1a s6 35.458. Ham =Value("'349") cho s6 349,
ham =Value("234.56") cho s0 234.56. Néu khdng chuyén déi duvgc may cho gia tri
#VALUE!

2.2. Cac ham tim kiém

« VLOOKUP(x, Bang, Cot tham chiéu, Cach do): do tim tri X& cot bén trai cla
Bang, khi tim la “c6” thi léch qua bén phai dén Cot tham chiéu dé lay tri trong 6 & d6
(ng vGi vi tri cda X Bang: la mot khdi cac 6 vathwdng gdm nhiéu hang nhiéu cot. Cot
bén trai ctia Bang ludn chira cac tri dé do tim, cac cot khac chira cac tri twong (rng dé
tham chi€u. Cot tham chiéu la th ty clGa cot (tinh tir trai cla Bang tré qua), cot dau
tién cua Bang la cot 1.

Céach do la s6 0 hodc s6 1 (ngam dinh la 1):

- Néu cach do la 1. danh sach & cOt bén trai ciia Bang phai xép theo thi tu tang
dan. Néu tri do Xnhd hon phan t&r dau tién trong danh sach, ham cho tri la #N/A (Not
Available: bat kha thi). N€u tri do I1&6n hon phan ti cudi cung trong danh sach, xem nhu
tim thdy & phan t cudi cung. NEéu tri do Xding khép véi mét phan tlr trong danh sach
(khéng phan biét chit hoa hay thuong néu la chudi), duong nhién tim thdy & tai phan t
d6, va cho tri la tri cia & ndm trong c6t tham chiéu cung hang véi phan ti nay.

- Néu céach do la 0: danh sach & cOt bén trai cla bang khong céan phai xép theo
tht tv. NEu tri do X khong dang khép voi bat ky phan t& nao trong danh sach (khéng
phan biét chir hoa hay thwong néu 1a chubdi), ham cho tri 12 #N/A (Not Availablé: bat
kha thi). Chi khi nao tri do Xding kh&p véi mot phan ti trong danh sach (khéng phan
biét chir hoa hay thuong néu l1a chudi), méi cho tri 1a tri cia 6 ndm trong cot tham
chiéu cung hang voi phan ti nay.

Vi du. Tinh Ivong cho ba loai cong lao dong khac nhau, biét rang s6 tién cho
tirng loai cong lao dong la: loai A: 200000 dong/céng, loai B: 100000 déng/cong, loai
C: 50000 dong/cong. Tién lwong dugc tinh theo cong thic: TienLuwong = S6Cong X
S6TienMotCong

A thuc hién nhu sau:

\0 bang gbm hai c6t cot A chi cac loai cong lao dong (A, B, C) va cot B chi
g tvong tng.
1 6 E6, nhap cong thiec: =VLOOKUP(C6,5A3$1:$B$3,2,1)*D6, copy cdng
Ig cac 6 E7, E8,... Ta co két qua:
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LY

A B G D
I A 200000

B 100000

c 50000

1 Tuén A 28 5600000

2 Anh Cc 25 1250000

3 Hung D 17 850000
9 4 Thanh B 27 2700000

Néu cong thirc & 6 E6 la : =VLOOKUP(C6,5A$1:$3B$3,2,0)*D6 thi ta c6 két qua:

2

3

4

5 TT HoTén Loai Sbd'cong Tien *
6

7

8

TT HoTén Loai S3cbébng Tién

1 Tudin A 28 5600000
2 Anh c 25 1250000
3 Hing D 17 #N/A

4 Thanh B 27 2700000

Chu y, trong cong thirc ta dung dia chi tuyét doi $A$1:$B$3 dé dam bao dia chi nay
khong bi thay déi trong qua trinh Copy.

« HLOOKUP(x, Bang, Hang tham chiéu, Cach dod). Moi nguyén tac hoat dong
ctla ham HLOOKUP (Horizontal Look Up) nay giéng nhu ham VLOOKUP (Vertical
Look Up), chi khac la ham VLOOKUP do tim & cot bén trai, tham chiéu s6 liéu & cac
cot bén phai, con ham HLOOKUP do tim & hang trén cung, tham chiéu so liéu & cac
hang phia dudi.

3. DINH DANG DU LIEU
3.1. Thay déi d6 rong cot va chiéu cao dong

» D6i d6 rong mot cot: ré chudt trén duong gach dirng gitra hai cot (tai duong vién
ngang phia trén clia bang tinh) dé thay d6i do rorig cot bén trai.

» DOi chiéu cao mot dong: ré chudt trén duong gach ngang gitta hai dong (tai
dwong vién doc bén trai ctia bang tinh) dé thay doi chiéu cao dong bén trén.

« DG6i d6 rong nhiéu cot: chon mot sd 6 cla nhitng cot can thay déi do rong thuc
hién 1énh Format / Column / Width, hép thoai Column Width hién ra, gd vao do rong
cOt can thay ddi roi chon OK.
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. Dai chiéu cao nhiéu dong: chon mot s6 6 clia nhitng dong can thay doi chiéu
cao, thyc hién Iénh Format / Row / Height, hdp thoai Row Height hién ra, gb vao
chiéu cao dong can thay doi roi chon OK hay g6 Enter.

3.2. Binh dang d liéu s6

Sau khi nhap di liéu, tinh todn,... ta c6 thé trinh bay lai bang tinh nhu chon kiéu
thé hién so liéu, chon don vi tinh thich hop, thay d6i kiéu chit, c& chit, nhdn manh noi
dung, s6 liéu quan trong...

M6t so' khi nhap vao mot 6 tw déng dwgc chinh phai va dugc hién thi phu thudc

hai thanh phan: L6ép (Category) va dang. Cac lIép gdbm Number, Date, Time, Percent,..
Trong mot Iép c6 nhiéu dang. Vi du I6p Date cé cac dang: M/D/YY. D-MMM -YY,...

Céc budc thuc hién dinh dang hién thi s6: chon ving di liéu dé dinh dang s6,
thyc hién Iénh Format / Cells, hop thoai Format Cells hién ra, chon l16p Number, trong
muc Category hay chon I¢p thich hgp, nhay chudt tai mau dinh dang mong muén

Number  alignment For* Bordif  Patterns 4 Protection

gategerfi
:Senerai 1,00
:Currency Eectrtil places: 2
Accounting
Time O yse 1000 Separate» 0)
Percentage . . .
Fraction fjegative numbers:
Soentffc
Text ;rh&. 10
Special (1234,10)
Custom 11/1-1 to)

trong khung bén phai hop thoai (twong ¢ng la vi du mau trong muc Sample), chon OK.

Thay cho viéc vao hé thong menu ta ciing c6 thé nhay chudt vao cac nat Curency
style. Percent style, Comma style, Increase decimal, Decrease decimal trén thanh
Formatting dé dinh dang lai di liéu sé.

. Tu thiét ké dinh dang. Chon vung dit liéu can dinh dang, dung lénh Format /
Cells, xuét hién hop thoai Format Cells, chon Iép Number, trong muc Category chon
Custom, troilg muc Type go vao dinh dang tv thiét ké gom 4 thanh phan cach nhau béi
dau chdm phay, vi du:

[Blue]_("DVN"* ###0.00_);[Red]_("DVN"* (###0.00);_("DVN"* 0.00J;_("hang" @_)

Thanh phan dau dinh dang cho cac s6 dwong, thanh phan thi hai dinh dang cho cac s6
am, thanh phan tht ba dinh dang cho cac sé khong, thanh phan thé tv dinh dang cho
cac 0 co dir liéu van ban.
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Céc ky tv dung trong dinh dang:

- Thém mot dau cach & dau 6 dung (

- Thém mot dau cach & cudi 6 dung )

- Dau * dung dé 13ap lai ky tw theo sau cho day 6.Néu theo sau* la ddu cach thi
dau céach sé lap day phan con lai cla 6.

- Thém van ban vao trong 6 chira di liéu s6,vi du DVN dung "DVN"hay \ DVN

- Dung # dé hién chi nhitng chit sd' c6 nghta, khdng hién nhirngsd khong khong
c6 nghia.

- Dung 0 (s6 khong) dé hién thi cacac sd khong khéng conghia néusd cé it chir
s6 hon cac s6 0 co6 trong dinh dang.

- D&u ? ding dé b6 sung cac khoang tréng (tng véi cac s6 0 khéng c6 nghta trong
phan thap phan dé’dong cac sé thap phan theo dau cham. Vi du #,##0.22??

- Riéng thanh phan thi tv (dinh dang cho 6 chira van ban): ky tv @ biéu thi dtr
liéu can go vao, "day ky tu" biéu thi phan van ban c6 dinh c6 san cho moi 6.

- TrwGc moi thanh phan co6 thé quy dinh mau sic cta dir liéu trong 6: [Black],
[Blue], [Cyan], [Green], [Magenta], [Red], [White], [Yellow],

Néu trong muc Type chi dung mot thanh phan thi tat cd cac s6 dung dinh dang
nay. Néu ding hai thanh phan thi thanh phan dau tién dung cho cac s6 duong va so
khong, thanh phan th hai dung cho cac s6 am. Néu bd qua mot thanh phan thi van
phai gilr ddu chdm phay.

3.3. BInh dang di liéu chir

D@ liéu chir da nhap trong cac 6 c6 thé dinh dang lai theo cac thanh phan: Font
(nét chr). Font Style (nghiéng, dam,...), Size (kich thuéc chir), Color (mau cla chi¥).
Céc buoc thwc hién dinh dang ky tw : chon vung di liéu dé dinh dang , thuc hién Iénh
Format/ Cells, xuét hién hop thoai Format Cells, chon Iép Font (cAc muc clinR giéng
trong Word 2003), chon Font, Font Style, Size, Underline, Color thich hgp cho chir.

3.4. Binh dang c6 diéu kién

Ta c6 thé dinh dang cac 6 theo cac diéu kién dinh truéc. Chéng han cét lvong
trong danh sach can bd cla co quan ta mudn cac s6 >=1000000 in mau da, ciilt s6 in
dam va nghiéng, c6 gach chan, cac s6 <1000000 in mau xanh, can dung Iénh Format /
Conditional Formatting, xuat hién hop thoai Conditional Formatting. Trong khung

Condilronal formatting
CroSim1

Cel Valuels V  cre-atef than Of equalto  V 1000001

Pievtew cf format to use i ~
when condition is true: AafiM'-rY u/1 £orm-st.

I Add > Gstete... | ot 1| Cancsi
Condition 1 nhap vao ba 6 cac gia tri: Cell value is, greater than or equal to, 1000000.

Nhay nat Format, xudt hién hop thoai Format cells, muc Font style chon Bold Italic,
muc Underline chon Single, muc Color chon mau dd. Nhay tiép nat Add dé xual hién
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khung Condition 2, nh&p vao ba 6 cac gié tri: Cell value is, less than, 1000000. Nhay
. nGt Format, xuat hién hop thoai Format cells, muc Color chon mau xanh, nhay OK.

Thay do6i cac dinh dang co6 diéu kién, bd sung diéu kién méi, xoa mot diéu kién:
chon vung 6 da dinh dang theo diéu kién, dung Iénh Format / Conditional Formatting,
hién hop thoai, thay déi biéu thic diéu kién va dinh dang (nat Format), nit Add dung
d&’bo sung mot diéu kién maéi, nat Delete dung dé xoa cac diéu kién (khi chon nit nay
xudt hién hop thoai Delete Conditional Format, chon diéu kién can xoé va nhay OK).

3.5. Quy dinh vi tri cta di liéu trong cac 6

Sau khi nhap ta c6 thé quy dinh lai vi tri hién thi dit liéu trong 6 (dong) bang
cach: chon ving dit liéu dé dinh dang, thuc hién Iénh Format / Cells, xuat hién hop
thoai Format Cells, chon I¢p Alignment.

Trong hop thoai nay cé cac kha nahg lwa chon:

- Khung Horizontal dé lva chon cach diéu chinh ngang di¥ liéu trong t[rng, o:
General (gitr nguyén di lieu nhu khi nhap, vao tir ban phim), Left (diéu chinh thang
meép trai), Center (diéu chinh gilta 0), Right (diéu chinh thang mep phai), Fill (dién
toan 6 bdi cac ky tw cé trong 6 do), Justify (diéu chinh thang hai mép), Center across
selection (diéu chinh gitra qua mot day 0).

- Khung Vertical dé’ lyva chon diéu chinh doc dir liéu trong tirng 6: Top (Ién phia
trén), Bottom (xudng phai du¢i), Center (di liéu can gilra), Justify, Distributed.

- Khung Orientation dé Iva chon hinh thitc trai di liéu trong 6: ngang, doc hay
nghiéng.

- O kiém tra Wrap Text néu duoc danh ddu thi do rong cot cd' dinh, dir liéu nhap
vao ty dong dan qua nhiéu dong.

Format Cells

Numb«-  ASgnerrt Font . Bdrder : Patterns Protection
Text 4é$nrr*oe
Horizontal; ..
I1Canter v
Vertical: u
Bottom \ .

~ X D —

TewtcorErei ¢ - -
O Wrap text

O shrinkto fit SEWT  Qcgre«s

Cha vy, viéc chon Font, Style, Size clia chit va cach déng ciing cd thé thwc hién
nhd cac nut Font, Font Size, Bold, Italic, Underline, Align Left, Center, Align Right
trén thanh Formatting.

3.6. Tao cac duwong ké theo vung 6 déa chon
Muon ké cac duwong ngang doc trong bang tinh ta tién hanh: chon vung 6 can ké
khung, dung Iénh Format/ Cells, xuat hién hop thoai Format Cells, chon 16p Border.
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X ly hop thoai:

- Nt Outline: vé vién quanh ving 6 da chon. NGt Inside: ké cac duwong ké ngang
doc bén trong ving 6 da chon. Nut None: huy bo cac duvong ke 6. Tam nut trong khune
Border, ké cac duong ngang doc, chéo trong vung 6, & gilta cac ndt nay ia mau tac
dung clla cac duong ké.

- Khung Style dé chon mot trong 13 mau dwong ké (ké don, dap, nét lién hay dit
doan); Nut Color: chon mau duong Kké.

format Cells é,(',!

Number  Alignment Fortt ; 8c«ter Patterns  Protection

Presets Lsm
FPe 1O ciae
Moo® Outline  inside
Border
B f ! Tix * Text
B | .
T*xt Text i
Qid:
0 0 CD O S

The ieterted border ityte can bs stated by ctehr-} the prfiets, preview
dtsgram or the buttons above.

_(.*_j | carcoi

Ta ciing c6 thé tao cac duong ké cho ving & da chon béng cach nhay vao nat
Borders trén thanh Formatting, khi d6 xudt hién mot badng gobm 13 mau ké (khong ké
nghfa la xoa dwdng ké cii), lwa chon cach ké thich hop. Cac dwong ké khung s& duwoc in
ra khi in bang tinh.

Bat tit lwdi 6 cla bang tinh. Lugi 8 trong bang tinh giup cho viéc nhin cac 6
dugc rd rang, khi in né khong duoc in ra. Dé bat (hay tat) luwéi 6 ding Iénh: Tools /
Options, xudt hién hop thoai Options, chon 16p View, danh dau kiém (hay bo chon)
muc Gridlines.

3.7. Binh dang nén d liéu

Ta c6 thé td nén cla céac 0 ttieo mau td va mau td nhat dinh. Céch tién hanh: chon
vung dé dinh dang nén dit liéu, dung Iénh Format / Cells, hop thoai Format Cells xuat
hién, chon 16p Patterns. X& ly hdp thoai: chon mau té va mau duong ludi trong muc
Pattern, chon mau t6 nén trong muc Color, chon OK.

3.8. Sap xép dir liéu
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lvong s&p xép theo titng don vi, trong moi don vi sdp xép theo Tén, cing tén sip xép
theo Ho thi khda th nhat 1a di¥ liéu cot Bon vi,
khéa thir hai la di¥ liéu cot Tén, khéa th ba la dir

liéu cot Ho. Sortby

Cac butc dé sip xép di liéu: chon ving dy M v ( Qe
lieu mudn sip xép, thuc hién Iénh Data / Sort, hOp  Thanby
thoai Sort hién ra. X ly hop thoai: chon tiéu dé cho Ter V(s Aserwifio
khéa si&p xEp tht nhdt va tht tw sdp xép - 0 OesTtecShd
(Ascending: tang, Descending: giam), chon tiéu d& ™% VR
cho khoa s&p xép thir hai va thir ty sap xép néu co, Deming

chon tiéu dé cho khoa sép x€p thir ba va thit tw sdp M hei

xép néu co, chon OK. if) fﬁ;ﬁ 0 ledh<t
~ Cha y, mudn chi dinh sap xép theo hang hay |k i1 Caotel |

sap xép theo cdt, thi trong hdp thoai Sort chon

Options, hop thoai-Sort Options xuat hién. Trong hop thoai nayc6 hai lva chon:  Sort

Top to Bottom (xép theo hang), Sort Left to Right (xép theo cot).

4. BIEU DO BANG TINH VA CHEN HINH ANH

Biéu d6 la do thi biéu dién div liéu bang tinh. Céc biéu dd lam cho di liéu clia bang
tinh phirc tap trd thanh triec quan va dé hiéu hon. Biéu d6 bién doi di¥ liéu tr cac hang
va cac cOt trén bang tinh thanh hinh khoi, do thi,... Biéu do c6 cac truc,trén doco cac
gia tri ti I& twong (ng voi gia tri di liéu trén bang tinh.
4.1. Cac bwdc tao biéu do

Xét bang tinh duwéi day vé thu nhap clia mét don vi sdnxuat néng nghiéptrén ba
nganh nghé: trong trot, chan nudi va tha cong tlr ndm 1999 dén nam2005 <don vi la
ngan dong).

A B ... ... D !
Trong trot Chan nuoi Thu cong

1999 502000 375345 234765
2000 657456 532456 245785
2001 798453 745678 263456
2002 978997 845667 221678
2003 1134567 747897 245745
2004 1454788 534678 254865

2005 1756878 423567 276345

O~NOoO O h~WwWwN P

Tao d6 thi dang cot tir di¥ liéu clia cot Trong trot. Cac budc thwc hién:

- Dung chudt chon vang Al:B8

- Nhay vao biéu twong Chart Wizard tron thanh céng cu dé hién thi hop thoai
Chart Wizard - Step | of 4 - Chart Type, chon I6p Standard Types, trong muc Chart
Type chon Column, trong muc Chart sub-type chon mot trong cAc mau con (chon mau

dau tién).
- Nhay nat Next, hién hép thoai Chart Wizard- Step 2 of4- Chart Source Data.
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Chart Wizard - Step 2 of 4 - Chart Source Ddta

Data Range Series

Sf% ' == .. "

ttooooo

1000000 [0iTroeg &t

o)

2

400000

20000?)

2000 2001 Zao2 2003 2004 2005
Datarange: M BBisifciaa tin,
Series |n' o) Rows Biéu tU’O’ng EXCGI
© Columns

Trong hdp thoai nay cho dang do thi ban dau va gém hai I6p. Lép Data Range dung dé
chon vung chita di¥ liéu cho biéu d6, xac dinh chudi di* liéu b6 tri theo hang hay theo
cot. Lép Series: chon tén biéu dd, chudi sé 1am biéu d6, cac nhan cho truc X. Khi nhay
vao biéu twgng Excel trong cac hoép van ban cla hop thoai thi hop thoai bién thanh
khung ctra s6 nhd, bang tinh hién Ién dé ta chon vung thich hop, nhay biéu tuong Excel
trong clra s0 nho dé vé hop thoai.

- Nhay tiép Next dé hién hop thoai Chart Wizard - Step 3 of 4 - Chart Options.
GO vao hop Chart Title tiéu dé cla biéu d6 (vi du Thu nhap vé Trdng trot), nhap
thuyét minh cho truc X (vi du Cac nam) va thuyét minh cho truc Y (vi du Ngan dong).

- Nhay nat Next dé dén man’hinh cudi cling Chart Wizard - Step 4 of 4 - Chart
Location. HOp thoai nay dé ta quyét dinh, hodc la sé chén do thi nhw la mot doi twong
riéng 1é trong mot Sheet méi (muc As new sheet), hodc dé do thi trong mot Sheet da

Thu nhap ve Trong trot

O 2000Q00 ., M
0 1500000 oL E . | in-aj
c 1000000 e e d 0 Trana trnt
¢ 500000 nn . - e
z 0 S A T R
Cac nam
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c6 thudc Workbook hién hanh (chon muc As Obiject in). Doi voi vi du nay ta sé dat do
thi trong Sheet hién hanh, nhay Finish dé chdp nhan theo méc dinh. Cudi cung ta dwoc
do thi va c6 thé kéo né tGi vi tri bat ky trén Sheet hién hanh.

Doi voi dir liu cla cdt Chan nudi, cot Tha cong ta cling cd thé lap cac do thi
dang c6t twong tu nhu trén.

Bay gid ta mudn biéu dién mot do thi dat tat ca cac dit liéu cla ba nghé chung lai
v6i nhau dé dé dang so sanh, ta st dung dd thi hop cot. Khi dé ta can lwa chon dit liéu
cla cd ba cot Trong trot , Chan nudi va Thu cong; sau d6 lam cac buéc twong tv nhu
trén. D06 thi hoan tat cé dang:

Tong hop thu nhap

1800
1000000

500000

0
1999 2001 2003 20Q6

4.2. Hiéu chinh biéu dd

Dé hiéu chinh biéu dd trwdc tién ta can chon biéu dd bang cach nhay chudt vao
biéu d6 mudn hiéu chinh, khung vién biéu do sé hién 8 nit & 4 goc va diém gitra cac
canh. Sau d6 c6 thé tién hanh cac thao tac:

« Di chuyén biéu dd: nhay chudt vao biéu do va gitr tay cho dén khi con trd chudt
bién thanh dau chi thap véi bon mii tén & dau thi kéo chudt dé di chuyén biéu dd dén
vi tri méi.

« Thay ddi kich thudc : dung chudt ré cac nat trén khung vién.

« Nhay nut phai chudt Ién biéu do, xuédt hién menu doc nho, chon Chart Options,
xudt hion hop thoai Chart Options. Hop thoai nay cé nhiéu I6p dung dé thay doi tiéu
dé do thi, thuyét minh céc cot, cac duong ké ngang doc, chd thich, cac nhan ...

« Hiéu chinh cac thanh phan bén trong biéu do:

- Xo0& mot thanh phan: nhay chudt vao thanh phan, an Ddete.

- Thay ddi kich thwéc mot thanh phan: nhay chudt 1én thanh phan, xuét hién 8
nGt hinh vudng, kéo cac nat dé thay doi kich thwdc. Di chuyén thanh phan sang vi tri
khéc: nhay chudt Ién thanh phan va kéo.

- Dinh dang lai mot thanh phan: nhay dap chuot vao thanh phan, xuat hién mot
hop thoai gom nhiéu 16p, tién hanh lya chon theo hwdng dan trén hop thoai. Ta cd thé
chon mau t6 va mau t6 cho thanh phan.
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4.3. bua cac ddi tugng hinh anh vao bang tinh.

Thao tac hoan toan nhu trong Word 2003 ta QO thé ding thanh cong cu Drawing
dé dua mot doi twgng AutoShape, Text Box, Word Art vao trong mdt bang tinh nhuw
trong bang tinh trinh bay & dudi.

Ta cling c6 thé dung Iénh Insert./ Picture / From File dé chén mot birc tranh 14y
tlr mot tép vao bang tinh, hodc co6 thé dung Iénh Insert/ Picture / Clip Art dé chén mot
biic tranh 1y tir Clip Art vao bang tinh. Khi brc anh da vao bang tinh ta c6 thé kéo nd
t6i vi tri bat ky trén bang tinh, cé thé dung nat Order trén Thanh céng cu Drawing dé
chuyén anh xuéng dudi cac doi tvgng do hoa khéac.

Ta c6 thé I1dy mot birc &nh 1am nén cho phan di liéu cda bang tinh bang cach:
dung chudt lva bd phan bang tinh muén dat 1én phia treéc ctia anh nén (day cé thé la
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mot bd phan cta Sheet hién hanh hoac béat ky bang tinh nao khac), dung Iénh Edit /
Copy dé chép phan da chon vao ving dém, chuyén téi bang tinh chita anh d6 hoa da
nhap, chon anh dd hoa, dlng lénh Edit / Paste dé chép phan Iya chon tlr viing dém lén
bang tinh, kéo phéan vira chép Ién vi tri thich hgp trén bang tinh, kéo cac khung vién
clia b phan bang tinh d& sao chép dé dinh lai kich c& cho vira khdp véi anh nén.

5.Co SO D LIEU TREN BANG TINH
5.1. Khai niém co ban vé co s& dir liéu

Co so dir liu (databese) la tap hop thong tin, di¥ liéu dwoc té chirc theo cau trdc
dong va cot dé cd thé liét ké, truy tim, x6a, rat trich nhitng dong di liéu thda man mot
tiéu chuan nao dé nhanh chdéng. Dé thuc hién cac thao tac nay ta phai tao ra cac ving
Database, Criteria va Extract.

" HO TEN DON VI LUONG DON VI
, LeThi Hoa Van phong 800000 Tu nhien
. Tran Binh Tu nhien 1200000
+ Phan Van Minh Xa hoi 850000
5 Nqguyen Thanh Tu nhien 950000
« BuiVan Diem Xa hoi 1350000
. Duong Manh Van phonqg 1120000 .
s Truong Phi Tu nhien 980000
1o HO TEN DON VI LUONG
1 Tran Binh Tu nhien 1200000
.- Nguyen  Thanh Tu nhien 950000
15 Truong Phi Tu nhien 980000

Trong bang tinh “Lwong gido vién” ¢ trén, vung A1:D8 la vung Database, F1:F2
la vung Criteria, A10:D13 la vung Extract.

Vung Database (vung co so dit liéu) gom it nhat hai dong. Dong dau tién chira
cac tiéu dé cot, goi la tén truong (Field Name) cla CSDL. Tén cac truong phai la di
liéu kiéu chudi va khong dwoc tring 1ap. Cac dong con lai chia di¥ liéu, moi dong goi
la mot ban ghi (record) ctia CSDL.

Vung Criteria (vung tiéu chuan) chira diéu kién dé tim kiém, xoa,rit trich, .. .
Vung ndy gom it nhat hai dong. Dong dau chia tiéu dé. Cac dong conlai chiradiéu
kién.

Vung Extract (vang trich di liéu) chira cac ban ghi cta vung Database théa man
diéu kién cua vung tiéu chuan. Vung Extract cing c6 dong dau tién chira cac tiéu dé
muén rat trich. Chi can dung vung nay trong trwong hop thyc hién thao tac rat trich,
con cac thao tac tim ki€ém, x6a,... khong can dung dén vung nay.

5.2. Thao tac tim kiém, ruat trich va xéa
a) Tim kiém cac ban ghi thod man diéu kién
. Trong ihao tac nay chi can tao truéc vung Database va vung Criteria, khong can
tao trwéc vung Extract. Cac budc tién hanh tim kiém:
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- Di chuyén con tré 6 vao vung Database.

- Thuyc hién Iénh Data/ Filter / Advanced Filter, hién hdop thoai Advanced Filter.

- Chon “Filter the List, in place” & muc Action (hién thi nhitng ban ghi théa mén
diéu kién ngay trén vung CSDL).

- Xac dinh dia chi vung Database vao hdp List Range: gd truc tiép. Hodc co thé
nhay vao biéu twgng ctia Excel & bén trai hop List Range, hop thoai thu nhd lai dé ta
thdy rd bang tinh, dung chudt lya toan bd ving Database, nhay lai biéu twong cla
Excel trong hop thoai dé trd vé hop thoai Advanced Filter day di, két qua dia chi cua
vung Database hién trong hop List Range.

- Xac dinh dia chi vung Criteria vao hop Criteria Range: gd truc ti€p. Hoac c6
thé nhay vao biéu tvong ctia Excel & bén trai hop Criteria Range, hdp thoai thu nho lai
dé ta thay rd bang tinh, ding chudt lya toan bd ving Criteria, nhay lai biéu twong cua
Excel trong hop thoai dé trd vé hop thoai Advanced Filter day di, két qua dia chi cla-
vung Criteria hién trong hop Criteria Range.

- Chon OK, céac ban ghi khong théa man diéu kién trong vung Criteria sé bi dau
di, bang tinh chi con lai cac ban ghi théa méan diéu kién.

Chl y, sau d6 mudn hién lai toan bd cac ban ghi cia CSDL, hady dung lénh

Data / Filter / Show All.
r

Advanced Filter b e Advanced Filter
Action Action
(*} Ftter the let, in-place 0 ER&er the fct, in-place
0] Copy to another location © Copy to another location
List range: $A$1:$0$8 S ya range: $A$1:$D$3
I £ritéria range: Sheet2'$F$1:$F$2 0 1  Criteriarange: Sheet2!$F$I :$F$2
| L Copy to: Sbeet2!$A*10|
n Unique records only 0 Unique records only
oK Cancel (04 Caned
r e 1

b) Rat trich cac ban ghi théa méan diéu kién sang vung khac

Trong thao tac nay, can tao trwée vung Database, vung Criteria va vung Extract.
Céac budc thye hién:

- Di chuyén con tro 6 vao ving Database. Thuc 1énh Iénh Data/ Filter/ Advanced
Filter, hop thoai Advanced Filter nhu chirc nang tim kiém hién ra.

- XU ly hép thoai: trong muc Action chon Copy to Another Location. Xac dinh
dia chi vung Database vao hop List Range. Xac dinh dia chi vung Criteria vao hép
Criteria Range. Xac dinh dia chi cla ving Extract vao hop Copy to (nhady vao biéu
trong Excel & bén phai hop Copy to dé thu nhd hop thoai, ta chi can chon & lam géc
trén bén trai cla vung Extract). Chon OK, cac ban ghi théa mén diéu kién trong vung
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Criteria sé dwgc chép vao vung Extract.

- Trong hop thoai Advanced Filter néu chon Unique Records Only thi cac ban
ghi gidng nhau trong vung trich chi ton tai mot ban ghi, néu khéng chon Unique
Records Only thi trich day di cac ban ghi thoa méan diéu kién cla vung tiéu chuan.

c) X6a cac ban ghi thod man diéu kién

Trong thao tdc nav chi can tao truéc vung Databaseva vung Criteria, khdng can
tao trwéc vung Extract.

- Thuc hién cac bwdc nhu thao tac tim kiém.

- Sau khi trong ving CSDL liét ké cac cac ban ghi théda man diéu kién trong vung
Criteria, chon cac dong nay va thuc hién 1énh Edit / Delete / Entire Row dé xo4 céc
dong.

- Thuc hién Iénh Data / Filter / Show All dé hién lai cac ban ghi khdng thoa mén
diéu kién trong vung Criteria d& bi che dau.

5.3. Céc dang vung tiéu chuan

Dang 1 Dang 2 Dang 3
D*ON VI LUONG TEN_ M
P <1000000 FALSE
=Left(b2,l) =“M”
Dang 4a Dang 4b
DONVI LUONG DONVI LUONG
Tu nhien <=1000000 Xa hoi
Van phong >=1100000 >=1000000

« Tiéu chuén s6 hay chudi: cach viét nhv ving F1:F2 trong bang tinh&cudi
Muc 5.1. Ving nay c6 nghfa: tiéu chudn tén Bon vi bang “Tw nhién”.

N&u Ia chubi thi trong & dieu kién c6 thé chira ky tw dai dién ? hodc *. Vi du diéu
kién trong Dang 1 & trén c6 nghta: chit cai dau cua tén Don vi la chir “T \ cac ky tv sau

la bat ky.
« Tiéu chuén so sanh : 6 diéu kién chia toan tir so sanh kém véi gia tr! so sanh.
Cac toan tlr so sanh gom: > (I6n hon) < (nhd hon) >= (I6n hon hay bang) <=

(nhé hon hay bang) = (bdng) o (khéc)

Vidu Dang 2 & trén cé nghta: Luong nhé hon 1000000 dong.

« Tiéu chuén cong thirc, 0 diéu kién cd kiéu cong thirc. Trong treong hop co st
dung tiéu chuan nay can luu y: 0 tiéu dé cla vlng tiéu chuan phai la mot tiéu dé khac
voi tat ca cac tiéu dé cta vung Database. Trong 0 diéu kién phai lay dia chi cla 6 trong
ban ghi dau tién dé so sanH.

Vidu trong Dang 3 & trén, cong thic trong 6 diéu kién la =LEFT(B2,1) ="M" c6
nghTa : chit cai dau tién cla truong TEN 12 “M”.

 Lién két tieu chuan: cé thé’tim kiém, x6a hay rat trich cac ban ghi trong vung
Database bang cach dung cac phép toan AND va OR cia nhiéu diéu kién khéac nhau.
Néu cac 6 diéu kién khac cot thi biéu thi phép tinh AND, néu cac 0 diéu kién khac
dong thi biéu thi phép tinh OR.
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Vi du trong Dang 4a & trén c6 nghia: tim cac ban ghi c6 tén Bon vi = “Tu nhien”
va Lrong <= 1000000 dong, hoac tén Bom vi = ‘Van phong” va Lrong >= 1100000
dong.

Vi du trong Dang 4b c6 nghia: tim cac ban ghi c6 tén Bon vi = "Xa hoi" hoac
Luwong >= 1000000.

5.4. Loc cac ban ghi nho AutoFilter

Loc cac ban ghi nghta la chi cho hién cac ban ghi thda man mot diéu kién nhat
dinh, M du chi cho hién trong bang tinh nhitng nguoi thudc té6 Van phong. Muén lam
diéu do6 trudc tién ta dat con tro 6 vao vung Database, dung lénh Data / Filter /
AutoFilter, tat ca cac nhan co6t clia bang tinh déu xuat hién mot nat mii tén. Khi nhay
vao nat mii tén cla mot nhén cot (tén trwong) thi xuat hién mot menu liét ké tat ca cac
gia tri cla truong nay dong thoi thém 3 muc: AU (nghia la tat ca cac gia tri), Top 10
(chon 10 ban ghTc6 gia tri truong nay Ién nhat, chi dung cho truong sé, s6' 10 nay cé
thé thay doi tuy y), Custom (dé nhap vao diéu kién loc phtrc tap).

» Bat loc theo mot trudong

Gia st ta muén chi gilt lai cac ban ghi c6 tén Bon vi la “Ty nhién” ta ti€n hanh
nhu sau: nhay vao nat mii tén sau tén truong DON VI, xudt hién menu liét ké céac gia
tri cla trwong nay, nhady vao gia tri “Tu nhien”, bang tinh chi gil* lai cac ban ghi thoa
m&n DON VI = “Tu nhien”.

Ta ciing c6 thé dat diéu kién loc phic tap trén mot truong. Chang han, néu mudn
gilr lai cac ban ghi thod mén diéu kién 900000 dong <= Lwong <= 1150000 dong ta
tién hanh: nhay nat mdi tén sau tén truong LUONG, chon muc Custom, xudt hién hop
thoai Custom AutoFilter nhw sau:

Custom AutoFilter

Show rows where:

n great« than or equal to

. vo0d Os*

istew than or equal to V 1150000

Use ?to represent any angle character
Use * to represent any series of characters

r oK I I Caned

Nhap vao hop thoai biéu thirc logic LUONG >= 900000 AND LUONG <=
1150000 nhw da trinh bay trong hop thoai, nhay OK.

. bat loc theo nhiéu trwong-, ta tién hanh dat loc theo tirng tredng. Chéng han ta
co thé dat loc: liét ké cac gido vién &t Ty nhién cé lwvong nam trong khoang [900000,
1150000].

Huy loc da dat déi véi co sé dir lieu: dung lai Iénh cli Data / Filter / AutoFilier, co
s¢ dir liéu sé hién lai day da cac ban ghi va cac nat mdi tén sau tén trwdng cling bién
mat.
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5.5. S dung hép thoai Data Form Sheet?

HOp thoai Data Form ding dé nhap b6 M R H
sung cac ban ghi méi, xem toan bd co s¢ dir HQ: e Thi
liéu, tim kiém ban ghi theo mot tiéu chuén. B¢ Hoa
Pé lam diéu d6 trudc tién ta dat con tro 6 ' 1
ndm trong pham vi ving Database, thuc hién 1DONVE: Van phong 1 Batate
Iénh Data / Form, hop th9a| bén hién ra. |UONG: 803000  Restore

Nta trai cua cra s6 hién ndi dung ban '
ghi hién hanh, gdc trén bén phai clra so thong ( Findprev |
bao ban ghi hién hanh la ban ghi tht may
trong tong sd bao nhiéu ban ghi, cé thé st Fndyeit |
dung céc phim sau:

. . R I Criteria

- Nut Mdi tén xubng trén thanh truot:

dén ban ghi tiép theo, nat Mdi tén Ién: Iui lai Close

mot ban ghi. Dung con trvot dé di chuyén
nhanh.

- Phim Enter : dén ban ghi tiép theo,
PgUp : dén ban ghi dau tién.

- Phim Tab / Shift+Tab: di chuyén qua lai gitta cac trwong di liéu.

- NGt New: nhap ban ghi m&i. Nt Delete: x6a ban ghi hién hanh. NGt Restore:
khoi phuc di¥ liéu vira xoda.

- Nt Criteria: nhap diéu kién tim kiém ban ghi, vi du trvong “Don vi” la “Tu
nhien”. NUt Find Next: tim ti€p cac ban ghi thod man diéu kién theo chiéu tién. Nt
Find Prev: tim ban ghi thod mén diéu kién theo chiéu Iui.

- Nut Close : dong clra s6 Data Form.

5.6. Cac ham lién quan dén co s& di liéu

« DSUM(vung CSDL, N, vung tiéu chuan): cho két qua la tong di liéu so trén cot
th N cla nhitng ban ghi trong viing CSDL théa méan diéu kién cuta vung tiéu chuan. N:
s6' thir tw clia cot trong ving CSDL can thyc hién tinh téng, cot dau tién danh so 1

Vi dy tinh tng Luong cla nhitng gido vién & TG Ty nhién (xem Bang tinh cubi
Muc 5.1): - =DSUM(A1:D8, 4, F1:F2) cho két qua 3130000 dong.

« DAVERAGE(vlng CSDL, N, vung tiéu chudn) : cho gia tri trung binh trén cot
thtr N cla nhitng ban ghi trong ving CSDL théa mén diéu kién clia vlung tiéu chuén.

« DMAX(vlng CSDL, N, vung tiéu chuan) : cho gia tri 16n nhéat trén cot thi N
cta nhirng ban ghi trong viing CSDL thoéa méan diéu kién cla vung tiéu chuan.

« DMIN(ving CSDL, N, vung tiéu chuan) : cho gia tri nhé nhat trén cot thi N
cta nhi*tng ban ghi trong ving CSDL thoa man diéu kién cla vung tiéu chuan.

« DCOUNT(vung CSDL, N, vung tiéu chuan) : cho s6 0 chita gia tri sO trén cot
tht N cla nhirng ban ghi trong viing CSDL théa méan diéu kién clia vung tiéu chuan.

« DCOUNTA(vlng CSDL, N, vilng tiéu chuan) : cho s6 6 chita dit liéu trén cot
thi N clia nhirtng ban ghi trong viing CSDL thda méan diéu kién cla vung tiéu chuan.
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5.7. Tong hop so liéu theo nhém : Subtotal

Trén mot CSDL thuong c6 nhu cau tong hop so liéu theo nhdm, vi du theo nhém
hang, theo don vi, theo ngay,... Tinh nang Subtotal clia Excel ding dé phan tich céc
nhom di liéu dbng thoi chén vao cubi moi nhém nhiing dong théng ké, tinh toan va
mot dong téng két°cudi pham vi.

Gid str ta c6 co so dir liéu:

A B c I D E F i
1 THEO DOI BAN HANG
2 Ten hang Ngay So luong Donwvi Gia Tien
3 Gao 9/13/2005 50 kg 300Q 150000
4 Thit 9/14/2005 5:kg 18000 90000
5 Tivi 9/15/2005 2 chiec ! 2000000 4000000
6 Gao .10/23/2005 100 kg 3500 350000
7 Thit 10/25/2005 20 kg 210D0 420000
8 Tivi 11/2/2005 5chiec | 1800000 9000000

Cac budc thuc hién:

« S3p xép CSDL theo khoa la cot can thuc hién téng hop théng ké, & day ta téng
hop theo cot Tén hang. Qiiét chon khdi A2:F8, thuc hién 1énh Data / Sort, xuat hién
hop thoai Sort ; & hop Sort By chon ‘Ten hang”, Ascending; & muc My List Has chon
Header Row; chon OK (xem muc-3.8). Két qua ta dugc Bang tinh sip xép theo Tén
hang tdng dan.

« Déat con tré vao vung CSDL, dung Iénh Data / Subtotals, xuat hién hop thoai
Subtotals.

Subtotal

At each change in:

Ten hang

yse function;
Sum \Y

Add ¢ ubtotal to:

u Vi lisslsi 1A
1 Donvi
o Ga \

0 Replace current subtotals
0O Page break between groups

m Summary below data

| Remove Ai | | oK I I Cancet
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Trong muc At Each Change in chon “Ten hang” (trwdng can tao nhom tong
hop). Trong muc Use Function chon ham suivp (chon ham can tinh toan). Trong muc
Add Subtotal to chon “So luong” va “Tien” (chon nhitng trwdng can tinh toan), chon
OK. KEét qua ta cé bang tinh sau trén man hinh:

A 6 c D r -E 1 F
1 THEO DOl BAN HANG

I Ten hang Ngay So luong  Don vi Gia Tien
[} é Gao 9/13/2005 50 kg 3000 150000
. | Gao 10/23/2005 100 kg 3500 350000
e 5 Gao Total 150 500000
Thit 9/14/2005 5 kg 18000' 90000
. Thit 10/26/2005 20 kg 21000[ 4200001
I-] ! 8 Thit Total 25 5100QU
m g+ TV 9/15/2005 2 chiec 2000000 4000000
1 e 1i¢ Tvi 11/2/2005 5 chiec 1800000 gpnnriQO
0 LiL Tivi Total 7 5 13000000
R : 12 Grand Total 182; I 14010000

vao nit s6 1, Database chi con mdi mot dong Grand Total. Néu nhay chudt vao nit s6
2, Database chi con lai cac dong Total va mot dong Grand Total & cudi.
Mudn hay bé tinh ndng Data / Subtotal trong CSDL vira lam, thuc hién Iénh: Data

/ Subtotals, roi chon Remove All
6. IN AN

6.1. Binh dang trang gidy in

Trudce khi in ta phai dinh dang trang in bang Iénh File / Page Setup, xuét hién hop
thoai Page Setup voi 4 muc 1on.

a) Muc Page: dé dinh ché do in ngang hay in doc, chon loai gidy in,... Khi chon
muc nay ctra sO Page Setup cho phép lwa chon: .

Page f-fergirs  HeaanlPaotm  Shew.

' Ofasrltac:»

A € FiiaM n&i Otandsac» Peje 1

$)a#istfoi 100 i 9% normal SE*

Ost« (I . i paHivdy 1 tal

Paper sijs; vy

Print3»aity; 1600 dp«

festpsge MMEMt  Auto

K 1f cargal
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- Muc Oriention: chon Portrait dé in doc, Lanscape dé in ngang.

- Muc Scaling: chon ti 1 in. Nén gitr 100% normal size. Trwong hop chi thiéu vai
dong co thé chon Fitto 1 page lic dé Excel sé ép lai cho vira mot trang.

- Muc Paper Size: chon kich c& gidy in, khi in laser thuong chon cé gidy A4.

- Muc Print Quality: chon chat lwgng in.

b) Muc Margins: dé dinh I&. Y nghia cac muc trong hdp thoai nhu sau. Top: 1€ trén,
Bottom: I1& dudi, Left: I8 trai, Right: I phai. Header: chon khoang cach tlr mép trén
trang gidy dén mép trén cla phan Header. Footer: chon khodng cach tir mép duédi trang
gidy dén mép dudi cla phan Footer. Horizontally: canh gitta trang theo chiéu ngang
hay khong. Vertically: canh gilta trang theo chiéu doc hay khong.

¢) Muc Header/Footer: dé dinh tiéu dé dau trang va cudi trang. Excel luén ludn
in mot dong trén dinh trang goi la dong dau trang (Header) va in mot dong duéi day
trang goi la dong chan trang (Footer). Mac nhién Excel s& in tén bang tinh trén Header
va in so th tu trang duéi Footer. Viéc nay thuwong khdng thich hgp véi chidng ta; do do,
dé khong in hodc in ndi dung khac & Header va Footer ta chon muc Custom Header
va Custom Footer dé diéu chinh lai. Ca hai déu dan dén mét hop thoai gan nhuw nhau,
trong d6 ngoai cac hwdng dan con co cac biéu twong dé chon. Noi dung nhap vao
Header hodc Footer c6 thé trinh bay trong ba khu vuc: trdi, gitra, phai; mudn xudng
dong g6 Enter.

d) Muc Sheet dé tit nhitng lan phan cach gitta cac 6 va khai béo vang chon in.

- Hop Print Area: nhap dia chi vang mudn in trén bang tinh hién hanh.

- Nt Gridlines: bat hoic tat nhitng 1an phan céach gitta cac 6. Thong thuong tat
ché do nay.

- Khung Page Order (th ty trang) khong nén thay déi. Chon Down then over, in
tlr trén xudng dudi, qua phai. Chon Over then Down: in tlr trai sang phai, xuéng dudi.

6.2. In ra giay

Tiuwgc khi in ra gidy ta nén xem thir viéc phan bd cac trang xem vira ¥ chwa bang
Iénh File / Print Preview (hodc nhay chudt vao biéu twong Print Preview trén thanh
Standard).

Tién hanh in ra gidy bang lénh File / Print (ho&c nhay chudt vao biéu tugng Print
trén thanh Standard), xuat hién hop thoai Print.

X ly hop thoai:

- Muc Printer: Iya chon may in.

- Khung Print What dé lya mot trong ba kha nang: Selection (in ving duwoc
chon), Active Sheets (in bang tinh hién hanh), Entire Wordbook (in toan b6 cac bang
tinh c6 chtra div kién trong Workbook).

- Copies: qui dinh s6 ban in

- Print Range qui dinh pham vi in. Chon All : in tat cA. Chon "Pages From ...
To... ":intw trang ... dén trang ...

- O kiém Print to File: néu dwoc danh dau thi in ra tép, trai lai thi in may in.

- Chon OK: bét dau in ra gidy hoic ra tép.
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<t \t8 si m h

Pf<rtw

Naffis: las« Jet 4100N PCL6 v | Properties... j

Status: 1*

Type: HP Las« Jet 4100 PCI 6
Where: HPL««>>M100S«ri«_tepy 6
Comment:

| find Printer... ]

O Flintto fe
Ptmtraoj«
& 6« 1btettom dt copies; C
.C PaflKi) Fre,. ' C To | J

Pilot
G3effete

C' Selection O if**« workbook
(Vj Active she*t(s>

1 . .
! Prewea S I TR 1

7. CAC HAM TICH TAI CHINH

Trong cac tinh toan tai chinh ta phai chuyln cac khoan tien phat sinh a cac thofi
diem khac nhau ve cung mot mat bang thofi gian. Mat bang thofi gian do co thd la hien
tai hoac tucrng lai, do do co hai cach tinh chuyen tien te: tinh chie't khau vt hien tai va
tinh tich luy ve tuong lai. Gia sir s6 tien hien tai la pv, gia tri sau n thoi ky cua no la/v,
lai suat trong suot thofi ky la rate (neu lai suit 12 % mot theri ky thi rate = 0.12). Khi
do giCra pv va fv lien he voi nhau qua hai cong thurc:

fv=pv*@Q+rate)”, pv=_Ffv/(l+rate)".

* Ham PMT tinh khoan tra cho mot khoan vay tren co so cac khoan tra hang ky
khOng d6i va lai suat kh6éng thay doi. Khoan tra do ham nay tim ra bao gém ca phan
tra von va phan tra lai. Dang cua ham:

= PMT(rate, nper, pv, fv, type)
trong do rate la lai suit cho vay, nper la téng so lan thanh toan cho khoan vay, pv la
gia tri hien tai,/v la gia tri tuong lai hoac so du tien mat ma ban muon co duoc sau lan
thanh toan cuoi cung (neu bo trong coi nhu bang 0), neu tra tien vao cuoi m6i Kky thi
type = 0, neu tra tien vao dEu m6i ky thi type =1.

Vidu 1. Mua mot xe may theo hinh thurc tra gop v6i gia 24 trieu dong hien tai, lai
suit 6% / nam. Sau 18 thang phai tra het ca goc va lai (fv = 0), tra tien vao cuoi m6i
thang (type = 0). Tim so tien ma ngudi mua phai tra hang thang. Nhap vao cong thuc =
PMT( 6%/12, 18,,24, 0, 0), nhan ke't qua -1,39756, turc la m6i thang phai tra 1,39756
trieu dong.

Vidu 2. Can phai tie't kiem m6i thang bao nhieu (guri vao dfu thang) de cuoi nam
thur 18 co duoc so tien la 500 trieu dong voi lai suit 6% / nam.

Nhap vao bang tinh céng thurc = PMT(6%/12, 18*12, 0, 500,1), nhan duoc ket
qua -1,2844, vay m6i thang phai tiet kiem 1,284 trieu déng.

* Ham NPER tinh s6 ky han du de’ tra het mon nor va v6i mure thanh toan djnh
ky nha't dinh. Ham co d?ng:
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= NPER(rate, pmt, pv, fv, type)
trong do rate 1a 14i sudt, pmt 1a khoan thanh toan khdng d6i cho méi thoi ky, pv la gia
tri hidn tai,/v la gia tri tvong lai, type = 0 néu thanh toan cudi ky, type =1 néu thanh
toan dau ky.

Vidu 1. Gia st ta c6 di kha nang trd dan mon no cdm ¢ véi mic tién 10003 moi
thang va ta mu6n biét sé can khodng thoi gian bao lau dé trd hét mén ng 100 000$ voi
mic 1ai suat 8% nam. Cong thirc sé la = NPER( (8/12)%, -1000, 100000, 0, 0), khoan
tién dé can 165,3405 thang mai trd hét.

Vidu 2. Ban dv dinh dau tv nhv sau: dau nam th nhat dau tw 200 triéu dong (pv
= -200), sau d6 cu6i moi ndm dau tv 50 triéu dong (pmt = -50, type = 0). V&i mic i
suat 35% / nam, hoi ban phai dau tw trong bao lau dé so' tién cudi cing c6 duoc la 1000
triéu dong (fv = 1000). Nhap vao cong thirc =NPER(35%, -50, -200, 1000, 0), cho két
qua 4,011844 nam.

e Ham Rate xac dinh ty Ié lai suat tinh cho cac khoadn thanh toan dinhky cd'
dinh hay thanh toan bang tién mat trd gon. Ham cé dang:

= RATE(nper, pmt, pv, fv, type, guess)

trong dé nper la s6 thoi ky, pmt 1a s6 tién thanh toan dinh ky, pv la gia tri hién tai,/v la
gia tri twong lai, guess la ldi suat woc tinh, type y nghia nhu cac ham truéc. Néu khong
nhap 14i sudt woc tinh, Excel s& bat dau tinh vi mot 14i sudt bang 10%. Néu bi bao 15i
UNUM! khi nhdap ham Rate, Excel c6 thé khong tinh toan dugc. Thir nhap mot ty 1€ lai
sudt udc tinh khac dé ham tinh lai.

Vidu 1. Mot dy an doi hdi dau tw ban dau la 3000 triéu dong. Sau mot nam thi
nhan dwgc 1000 triéu dong, c nhu vay trong 5 nam lién ti€p. Tinh l&i suat. Nhap vao
bang tinh cdng thirc = Rate(5, 1000, -3000, 0, 0, 10%) cho gia tri la 19,858%.

Vidu 2. C dau moi nim g vao ngan hang 1000$, lién tiép trong 5 ndm. Cudi
nam tht 5 nhan dugc 6000$. Tinh I&i sudt. Nhap vao bdng tinh cong thiic = Rate(5,-
1000, 0, 6000, 1, 5%) cho gia tri la 6,14%.

« Ham FV dung dé tinh gia tri twong lai clla mot dau tv déu vao céac ky vai lai
suat c6 dinh. Dang ham:

= FV(rate, nper, pmt, pv, type)
trong do6 rate 1a 14i sudt moi thoi ky, nper la téng so' thoi ky, pmt 1a khodn thanh toan
moi thoi ky, pv la gia tri hién tai (néu trong xem nhu pv = 0). Néu khoan thanh toan
vao cudi mdi ky thi type = 0, néu vao dau moi ky thi type = 1.

Vidu i. Mot dy an c6 von dau tv ban dau la 500 triéu dong (pv = -500), dau moi
thang dau tw thém 200 triéu dong (pmt = -200, type = 1). H6i sau 12 thang gia tri
twong lai cua khoan tién dau tw la bao nhiéu biét lai suat Ia 0.5% mot thang. Dung ham
= FV( 0.5%, 12, -200, -500,1) cho két qua 3010,29 triéu déng. Luu y, ta can nhap -200
va -500 vi day la so tién can bo ra.

Vidu 2. Néu mdi ndm dem gl 2 ty déng voi lai sudt 5% mdt ndm thi sau 4 nim
sé thu duoc tong so tién la bao nhiéu. Nhap cong thirc = FV( 5%, 4, -2, 0, 1) cho gia tri
9,05 ty dong.
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. [—Iam PV tinh toan gié tri hién tai cia mot chudi cac khoan thanh toan dinh ky

voi sO tién moi lan bang nhau. Ca phép:

=PV(rate, nper, pmt, fv, type)
trong dé rate la 1ai suat mot thoi ky, nper la tdng s6 thoi ky (maot thoi ky thuong la 1
nam, 1quy hay 1thang), pmt la khoan thanh toan cd' dinh cho mai thoi ky,/v la gia tri
twong lai (s6 tién ban muén dat duoc sau ky thanh toan cudi cing), type =0 hodc bo
qua néu khoan thanh toan thuc hién vao cudi ky va bang 1 néu thanh toan vao dau ky.

Vi du. Hién tai mot cong ty tv nhan moi ban tham gia dau tv vao coéng ty 220
triéu dong, cudi nam th nhat ban nhan duoc 100 triéu, cudi nam th& hai va thi ba moi
nam cling nhan dwgc 100 triéu dong. Lai suat hang nam la 10%. Vay viéc dau tv nay
c6 lgi khéng?

Dung ham PV ta quy tit ca 300 triéu nhan dugc trong twong lai vé hién tai bang
ham =PV( 10%, 3, 100, 0, 0 ), két qua la -248,6852 triéu dong (gia tri am dé chi day la
sO tién ban can bo ra). Gia tri hién tai cla s6 tién nhan duoc la 248 triéu, ma hién tai
ban chi phai b6 ra 220 triéu, vay ban nén tham gia vao dau tv nay.

Chl y : céc ddi so' trong cac ham tai chinh thuong la cac dia chi 6 cla bang tinh,
bén trai 6 la 10 thuyét minh vé gia tri lvu trir trong 6.

BAI TAP
Bai 1. Nhap cong thirc, copy cong thirc, ham Sum, ham Sumproduct.

HOA PON XUAT Ngay:
Tén khach hang: Nguyén Van Minh

STT Tén sach S0 lvong Don gid Thanh tién
Turbo Pascal 7.0 50 32000
Tin hoc van phong 150 16000
Turbo C/C++ 40 40000
FoxPro for Windows 200 27000
Office 2000 90 25000

g bh wN e

Tong s6 cudn sach:......... cudn. Tong s6 tien : ......ccccuveee. dong.

Yéu cau: i Tinh c6t Thanh tién theo céng thirc: thanh tién = s6 lwgng * don gia.
Tong s6 cudn sach = tong cot SO lwgng. Tng so tién = tdng cot Thanh tién hodc Tong
s0 tién = tich v6 huéng cua hai cot S6 lvgng va Bon gia. Dién ngay hién tai trong may
vao dong dau tién.

2. Gid sl bang tinh trén dang & Sheet 1, copy bang tinh sang Sheet 2. Sheet 3,
Sheet 4. Trong cac Sheet 2, 3, 4 thay ddi tén khach hang twong (ng la Lé Binh. Tran
Quan, Vi Van Khang, dong thoi thay déi cot so' lugng trong tirng bang tinh. Dai tén
Sheet 1, 2, 3, 4 tvong (’ng thanh Minh, Binh, Quan, Khang.

Bai 2. Nhap danh sach ban cac mat hang trong ngay ctia mot clra hang: cot so
lvgng kém cd don vi do, cOt gia kém theo don vi tién té (ap dung dinh dang di liéu s&'
c6 kem theo van ban, két hop dung nat Format Painter dé sao chép nhanh dinh dang).
Tinh c6t Thanh tién (c6 kem theo don vi tién té).
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DANH SACH BAN CAC MAT HANG TRONG NGAY 25/12/2008

STT Tén hang SO lvong Don gia Thanh tién
1 Xe may Spacy 5 chiéc 4000 dé la
2 Tivi Sony 10 chiéc 5000000 dong
3 Talanh LG 15 chiéc 6000000 ddng
4 Diéu hoa nhiét do 6 chiéc 8000 db la
6  May tinh + May in 20 b6 10000 do6 la

' Bai 3. KET QUA THI TOT NGHIEP PHO THONG TRUNG HOC

Stt Ho tén Ngay sinh  Toan Ly Van St Dia Anh DTB Xép hang
1 LéAn 25/11/1990 10 7 7 9 7 7

2 Tran Quan 13/1/1991 95 8 6 8 9 10

3 Vi Minh 3/6/1990 4.6 6 55 7 8 9

4 TranTién  19/12/1991 5.5 85 85 6 4 8

5 Bui Kién 23/9/1992 75 5 9 10 6 6

6 Phan Thiét 16/10/1991 85 45 4 6 8 7

Yéu cau. Khi nhap diém cac moén can thod méan diéu kién 0 <= diém <= 10. Tinh
cot Diém trung binh (dung ham Average). Tinh c6t Xép hang (dung ham Rank). Tinh
diém trung binh cao nhat (ham Max). Tinh diém trung binh thdp nhat (ham Min). Tinh
diém trung binh chung cua cac thi sinh (ham Average).

Bai 4. BANG LUONG THANG 4
Sttt Ho vatén Chtrc Luwong Ngay Phu Luwong Tam Con
VU ngay cong cdp thang Gng lai
1 NguyénThanh GD 100000 25
2 Lé Binh PGD 85000 26
3 Phan Anh TP 70000 28
4 Kim Dung NV 50000 23
5 Phuong Lan NV 45000 27
6  Tran Kién NV 55000 28
Téng cong
Binh quén -
Cao nhat
Thép nhat
Yéu cau:
1 Dung ham IF tinh cot Phu cép theo quy tac: néu chic vu 1a Giam déc (GD) thi

phu cép la 300000 dong, néu la Phé giam doc (PGD) thi phu cép la 200000, néu la
Trwdng phong (TP) thi phu cdp la 100000, néu la nhan vién va s6 ngay cong > 25 thi
phu cdp 50000 déng, riéu la nhan vién va sd ngay cong <= 25 thi khong cé phu cap.
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2. COt Luong thang dugc tinh theo cong thuc: Luemg thang = Lwong ngay * Ngay
cong, nhwng néu Ngay cong > 25 thi mdi ngay du dwoc tinh gdp doi.

3. Tinh c6t Tam (ng theo cong thirc: Tam Gng = (Lwong thang + Phu cap)* 75%

4. Tinh cdt Con lai theo cong thirc: Con lai = Lwong thang + Phu cép - Tam (ng.

5. Dung cac ham Sum, Average, Max, Min dé tinh Tong cong, Binh quan, Cao
nhat, Thap nhat cho 4 dong cudi cla Bang.

6. Tinh téng Luwong thang cda nhitng nguoi la NV (ding ham Sumif).

7. DEm xem c¢6 bao nhiéu ngudi cé S6' ngay cong > 25 (dung ham Dcount).

Bai 5. 1 BANG KHACH THUE BUONG CUA KHACH SAN HUONG DUONG
Stt  Ho va tén Ngay dén  -Ngay di ) Ma Tiéen Chiphi Tién
ngay phong thué phucwvu tra
1 Hb Tung 22/07/2008  17/08/2008 A01
2 Lé Hoa 12/09/2008  19/09/2008 A02
3 Tran Kién  03/07/2008 20/08/2008 B05
4  Phan Binh  15/08/2008 15/08/2008 B02
5 ®Nguyén An 13/08/2008 15/09/2008 B12
6 BuilLan 21/09/2008 28/09/2008 Ccol :
Tong cong :
2. BANG GIA THUE VA PHUC VU
Loai phong Don gid thué moét ngay  Chi phi phuc vu
A 18% 10%
B 148 8 %
C 10$ 5 %
Yéu cau:

1. Tinh cé1 S6 ngay luu lai ¢ khach san cla khach = Ngay di - Ngay dén.

2. Ky tu dau tién clia Ma phong xac dinh Loai phong. Tién thué phong = Bon gia
ngay tuvong (ng véi loai phong (tham khdo Bang 2) * S&' ngay &. Nhung néu s’ ngay &
bang 0 (ngay khach di van 1a ngay khach dén) thi Tién thué = Bon gia ngay tvong (ng
v@i loai phong / 2 (dung ham IF, Vlookup va Left).

3. Chi phi phuc vu = Tién thué * Chi phi phuc vu twong tng voi loai phong (dung
ham Left va Vlookup, tham khao Béng 2).

4. Tién trd = Tién thué + Chi phi phuc vu.

5. Tinh téng ba cot cudi clia bang.

6. Sap xép lai Bang tinh theo cot Ho va tén ting dan.

Bai 6
1 THONG KE BAN HANG THANG 10 CUA CONG TY HOA PHUONG
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Ngay ban
2/10/2005
3/10/2005
4/10/2005
5/10/2005
5/10/2005
6/10/2005
6/10/2005

Ma hoa don
XMSBTT
TV15BN
MT125DD
XM30BN
A01500TT
TV55DD
AO1234BN

Tén hang

Tén khach SO'lwvgng Bon gia Thanh tién

2.
M& hang Tén hang

AO
MT
TV
XM

3. DANH SACH KHACH HANG

Ma khach  Tén khéach

DD Siéu thi Dong Do
BN Béch hoa Béc Ninh
TT Béach hoa Trang Tién

DANH SACH HANG HOA

bon gia
85000
6500000
5750000
22500000

40 so' mi
May tinh
Ti vi
Xe may
Yéu cau:
1. Dién cOt Tén hang va Bon gia: hai ky ty dau tién clla Ma hoa don la Ma hang,

tra trong Bang 2 dwoc Tén hang (cot 2) va Bon gia (cot 3).

2. Dién cOt Tén khach: hai ky tv cu6i cia Ma hoa don la Ma khach hang, tra

trong Bang 3 dwgc Tén khach hang.

3. Dién cot SO lvgng: cac ky ty sb & gilta Ma hoa don la s6 lvgng hang xuét cho

khach (dung cac ham Mid, Len, Value).

4. Tinh Thanh tién = S6 lugng * Bon gia.
Bai 7 1 THONG KE CAC CHUYEN XE PHUC vu DU LICH TRONG THANG 3

Ngay xuét phat Ma chuyén  Ténldixe S8 kmchay Loai dwong Tién
3/3/2005 W35H 200 A
5/3/2005 TO1M 80 c
10/3/2005 DO2H 150 B
15/3/2005 TO1M 400 A
20/3/2005 W35H 280 B
2. TEN LAl XE 3. DON GIA TiNH CHO 1KM
Ma lai xe Tén lai xe Loai duong <=100km >100-250 km > 250 km
01 Tréan Minh A 5000 4500 4000
02 Lé Haph B 7000 6500 6000
35 Nguyén Cudng c 9000 6000 8000
Yéu cau:

1. Dién cot Tén lai xe: dwa vao ky tw th* 2, thir 3 cia Ma chuyén va tra trong

Bang 2. Chi y c6t 1cla Bang 2 phai nhap & dang ky tu.

2. Tinh c6t Tién thu dwgc tlr chuyén xe thué = S6' km da chay (cot 4 Bang 1)*

Pon gid cho mot km (dva vao loai duwong trong cét 5 Bang 1 va tra trong Bang 3 tly
theo cu ly da chay, dung ham Vlookup va IF).

3. Tinh Bang tién thu dwgc cua tirng lai xe (dung Iénh Sumif). V& Biéu do6 so sanh

tién thu duoc cla tirng lai xe.
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Bai 8.
Bang gia tri san phdm san xudt trong ndm clia xi nghiép san xudt xe may Hoa
/A m*’ AR\

Quyl Quy Il Quy Il Quy IV

T61 60 50 58 65
T6 2 30 40 70 52
T6 3 25 37 50 45
Yéu cau:
1 Lap biéu d6 biéu dién gié tri san phdm trong Qui | cla tirng T8 dang hinh tron

trong khong gian ba chiéu nhuv sau:
GIATRI SAN PHAM QUY |

25.22%
OTo 1
60, 52% 102
30,26% OTo3

2. Lap biéu dd dang dudng thdng dé so sanh két qua san xuét cla ba té trong 4
quy:
GIATRI SAN PHAM

Qui IV
ai 9
Vé d6 thi cac ham so' sau:
1L Hamy =x2+ 2x + 3 V(@i a=-6 <=x<=45 =Db (phuong trinh bac hai)

2. Hamy =cos(x) véia=0<=x<=271=b
2. Hamy =0.5*x* sin(x) v0i a=-50<=x<=50=Db
3. Harfiy =sin(x) * exp(-0.1*x) voi a = -35 <= x <= 15= b(dao dong tat dan)

Dung Iénh Edit / Fill / Series dién mot ddy cot s6 x = a, a+h, a+2h, a+3h,. . b,
trong d6 h la buéc nhdy. Cot bén canh la cdt gia tri Y twong (ng tinh theo ham s6.
Dung hai cot s6 dé vé do thi dang Line.
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Bai 10
Danh sach hoc sinh thi vao Truong THPT chuyén Tay D6 thang 6/2008

SBD Ho vatén Ngay sinh  Quan/huyén Van Toan Chuyén Tong so

HO5  Lé Lam 15/05/1993  BaBinh 7 8 9
HO06 Tran Binh  30/08/1991 Gia Lam 5 6 6
HO7 V@ Tudn  15/05/1994 Hoan Kiém 6 6 8
HO8 Phan Anh  23/09/1993 Ba Binh 6 0.5 9.5
HO09 Ly Xuén 12/12/1991 So6c Son 8 10 9
H10 HOKhoan 02/03/1992 Hoan Kiém 45 55 7
HI1 BuiKiém  25/05/1993  Babinh 8 5 5
H12  Dinh An  19/11/1992  Sé6c son 3 5 9
H13 Triéu Minh  09/09/1994 Hoan Kiém 55 8 8
H14 Nguyén Ca 29/02/1992  Tu liém 75 1 9

Yéu cau:

1. Cot S6 bao danh dugc danh sb ty dong

2. Diém cac mo6n nhap vao can thoa mén 0 <= diém <= iO.

3. Tinh Tong s6 diém = Diém Van + Diém Toan + 2 * Diém mon chuyén

4. Loc ra danh sach cac hoc sinh tring tuyén. Tiéu chuén trang tuyén: Téng so
diém >= 25 va tat cad cac mon déu khong bi diém liét (diém <= 1)

5. Loc ra nhitng hoc sinh & Quan Ba Dinh hay Hoan Kiém.
6. Loc ra nhirng hoc sinh <= 15 tudi (ndm hién tai Ia 2008)
7. Loc ra nhitng hoc sinh sinh vao thang 5 hodc thanh 9.

8. Tinh tong cOt Tong sO ddi véi cac hoc sinh & Quan Ba Dinh. Tim diém mén
chuyén cao nhat ddi voi cac hoc sinh sinh tir ndm 1993 vé sau. Bém sb hoc sinh & quan
Ba Dinh c6 diém thi mon Toan tr 5 diém tré 1én (ding cac ham Dsum, Dmax
Dcounta).

9. Sap xép co s& dir liéu theo T6ng s6 diém giam dan, néu trang Tong s6 diém thi
sap xép theo diém chuyén giam dan (dung lénh Data / Sort).

10. Tinh diém trung binh chung mén Van, mon Toan, mon chuyén, Tong sb diém
cho tirng quan huyén (dung Iénh Data / Subtotals).
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Bai 11.
1. BANG THEO DOI TIEN thueé dia
Stt Tén Madia Ngay nhan Ngay tra S6dia Thé Nuwécsan Don Tién

thué  loai xuét gia tra
1 Tam AMS5T 1/9/2008 5/9/2008
2 Ba VT9S 15/9/2008  17/9/2008
3 Ly SM3T  12/9/2008  20/9/2008
4 Thu ST2S 10/10/2008 13/J0/2008
5 Man AT12S 26/10/2008 31/10/2008
Toéng cong :
2. BANG BDON GIA THEO LOAI 3. TONG KET theo thé loai

Ma dia Thé loai MY Trung qudc Thé’loai  Tién tra

\Y Video 15000 12000 Video

A Audio 10000 7000 Audio

S Software 20000 15000 Software

Yéu cau:

1. Tinh S6 dfa thué = s6' nam gilta hai ky tw dau va mot ky tu cudi trong M4 dia
(Bang 1). .

2. Dién cot Thé loai: cdn c¥ vao ky tuw dau tién trong Ma dia (Bang 1) va tra trong
Bang 2. , .

3. Dién cot Nuwéc san xuét dia: dua vao ky tuw thit hai trong Ma dia (Bang 1), néu
la M thi do My s&n xuat, néu la T thi do Trung quéc san xuat.

4. Tinh c6t don gia: dva vao ky ty th(* nhat va thi hai cia Madia(Bang 1) tra
trong Bang 2 ta sé duoc Bon-gia thué (dung ham Vlookup va IF).

5. Tinh cOt Tién trd = S6' dia thué * Bon gia * S6 ngay thué. Luu y:

- SO ngay thué = Ngay trd - Ngay nhan. Néu thué trong mot ngay da trd thi SO
ngay thué xem nhu bang 1.

- Néu thué trén 1 ngay ma tré tién truéc (ky tw cudi trong mé dia la T) thi ké tir
ngay thué thi hai tré di khach duoc bot 50% gia tién ciia moi dia.

- Néu thué trén 1ngay ma tra tién sau (ky tv cudi trong ma dia laS)thiké tlr ngay
thué thi hai tré di khach chi duoc b6t 20% gia tién cla moi dia.

6. Tinh tdng cdng cho cac Got SO dia thué va Tién tra.
7. Lap cong thic tinh cot Tién tra trong Bang 3 (dung Sumif).
8. V& biéu dd dang PIE dé biéu dién sd tién tra theo thé loai dia (ding Bang 3).
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L1 gidi cac bai tap Excel
Bai 4. Nhap dit liéu cta 6 nguoi vao vung A3:18. Cau /: tai 6 F3 nhap cbng thiic
= if( C3 = "GD", 300000, if(C3 = "PGD", 200000, if(C3 = "TPV 100000, if( and(C3=
"NV", -E3>25), 50000, 0 )))), copy cdng thirc nay xudng cac 6 F4:F8. Cau 2: tai 6 G3
nhap cong thirc = if( E3 <= 25, D3*E3, D3*25 + (E3-25) *2*D3). Cau 3: tai 6 H3
nhap céng thirc =(F3+G3)*75%. Cau 4: tai 6 13 nhap cong thitc =F3+G3-H3. Cau 5:
tai 6 D9 nhap céng thirc =sum(D3:D8), sao chép sang cac 6 E8:18.

Bai 5. Nhap dit liéu cta 6 nguodi vao vung A3:18, dir liéu 3 dong cudi clia bang 2
vao vung A13:C15. Cau 1: 6 E3 nhap =D3 - C3, copy cdng thirc xubng vung E4: ES8.
Cau 2: 6 G3 nhap = if( E3>0 vlookupi left(F3 1), $A$13 : $c$15 2, 0) * E3,
vliookup( left(F3, 1), $A$13 : $c$15, 2, 0) / 2). Cau 3: 6 H3 nhap = G3* viookup(
left(F3, 1), $A$13 : $¢$15, 3, 0). Cau 4: 6 13 nhap = G3 + H3.

Bai 6. Nhap dir liéu cta 7 ban ghi vé hod don vao vung A3:G9, bdn dong cudi
cla bang 2 vao vung A13:C16, ba dong cudi cta bang 3 vao ving A20:B22. C4u 1: 6
C3 nhap cong thic = vlookup( left(B3, 2), $A$13:$C$16, 2, 0) va copy cong thirc nay
xubng cac 6 C4:C9, 6 F3 nhap = viookup( left(B3, 2), $A$13 : $c$16, 3, 0)..Cau 2: &
D3 nhap = vlookup( right( B3,2), $A$20 : $B$22, 2, 0). Cau 3: 6 E3 nhap = value(
Mid( B3, 3, Len( B3) - 4)). Cau 4: 6 G3 nhap = E3 * F3.

Bai 7. Nhap di liéu ctia 5 chuyén xe vao vung 6 A3:F7, ba <jong cudi bang 2
vao vung 6 Al 1:B13, ba dong cudi cta bang 3 vao vung 6 A17:D19. Cau I: 6 C3 nhap
= Viookup( mid( B3, 2, 2), $A$11 : $B3$13, 2, 0), sao chép cong thirc nay xubng vung
6 C4:C7 Cau 2: 6 F3 nhap = D3 * Vlookupi E3, $A$17 : $D$19, if( D3 <=100, 2, if(
D3 <= 250, 3, 4)), 0). Cau 3: 6 Cl 1 nhdp = Sumif( C3:C7, "Tran Minh", F3:F7), 6 C12
nhap = Sumif( C3:C7, "Le Hanh", F3:F7), 6 C13 nhap = Sumif( C3:C7, "Nguyen
Cuong", F3.F7).

Bai 9. Cau 1: dién ty dong day s6 -10, -9, 6, 7, 8 vao cac 6 A2:A20. Tai 6
B2 nh&p cong thic = A2A2 + 2*A2 + 3, copy cOng thirc nay vao vung 6 B3:B20. Nhay
nat Chart Wizard trén thanh Standard, chon biéu d6 dang Line nét lién, chon Data
Range la B2:B20, Category (X) axis labelss la A2:A20. Cac cau khac lam twong tu.

Bai 10 Cau 1: di¥ liéu cta 10 hoc sinh nhap vao vung A3:H12, thém cot | chia
sO thiv tw va dién ty dong ddy s6 5,6, 7 , , 14. Tai 6 A3 nhap ="H"& text(13,"00").

Bai 11. D liéu 5 ngudi muwgn nhap vao vung 6 A3:J7, ba dong cubi bang 2
nhap vao vung A12:D14, ba dong cudi bang 3 nhap vao vung A18:B20. Cau I: & F3
nhap = value( mid(c3, 3, len(c3)-3)). Cau 2: 6 G3 nhap =vlookup( left(c3,l), $A$12 :
$D$14, 2, 0). Cau 3: 6 H3 nhép = if( mid( c3, 2, 1) = "M", "My", "Trung quoc"). Cau
4: 6 13 nhap = vilookup( left( c3, 1), $A$12: $D$14, if( mid( c3, 2, 1) = "M", 3, 4), 0).
Cau 5: 6 J3 nhap = if( E3-D3 <= 1, F3 * 13, if( right( c3, 1)= "T", F3*I3 + (E3 - D3-1)
* F3 * 13 * 0.5, F3 * 13+ (E3-D3-1) * F3 * 13 * 0.8) ). Cau 7: 6 BJ8 nhap =
sumif(G3:G7, "Video", J3:J7), 6 B19 nhdp = sumif(G3:G7, "Audio", J3:J7), 6 B20
nhap = sumif(G3:G7, "Software", J3:J7).
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BAN BPQC LUUY. D& tranh chon nham sach gia, cac ban luu y dac
diém nhan dang sach that ctia cuén “Gido trinh Tin hoc van phong”in
lan nay: goc trén bén trai bia trwéc c6 tem chdng hang gia ctia Nha
Xuat ban Giao thdng van tai dan phia trén dong chi* “Tem chdéng gia”,
chi* mau den in sic nét, &nh c6 nén dep. Bat ky cuén sach nao khong
c6 tem chéng hang gid déu la sach lam gia, sach in lau; sach gia in
m&, c6 ndi dung sai va thi€u rat nhiéu do dugc danh may lai. Tac gia
tha thiét dé nghi ban doc, hoc sinh va giao vién hay lua chon dung
sach that dé ing ho Nha xuat ban va tac gia.



