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Khi doc qua tai ligu nay, néu phét hién sai s6t hoic noi dung kem chat luong
xin hdy thong bdo de chding toi stra chira hoac thay thé bang mot tai liéu clng
chu dé cua tac gla khac. Tai li¢u ndy bao gom nh1eu tai liéu nho co cung chu
dé bén trong nd. Phan ndi dung ban can c0 thé nam 6 giira hodc & cuoi tai lidu
nay, hiy st dung chirc nang Search dé tim ching.

Ban c6 thé tham khao nguon tai liéu duoc dich tir tiéng Anh tai day:
http://mientayvn.com/Tai_lieu da_dich.html

Thong tin lién hé:
Yahoo mail: thanhlam1910 2006 @yahoo.com

Gmail: frowrthes@gmail.com

Theo yéu ciu cia khich hing, trong mdt nim
qua, ching t6i di dijch qua 16 mén hoc, 34
cubn séch, 43 bai bio, 5 sb tay (chua tinh céic
tai liéu tir nim 2010 tré vé truéc) Xem & diy

DJCH VU Chi sau moét lan hién lac, viéce

DICH dich duoc tién hanh
TIENG

ANH
CHUYRN Gia ca: cé thé giam dén 10

A L L —
NH.ANH

NHAT VA Chat lu'(_)'ng:Te}.o dung niém tin cho

CHINH kh’éch hang bang c6ng nghé 1.Ban

XAC thay duoc tog‘tn bé ban dich: 2.Ba’n

NHAT danh gia chat luong. 3.Ban quyét
dinh thanh toan.




F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

T —

& Tong quan vé May tinh va Windows

4 MS WORD
4 MS EXCEL
O®MS POWERPOINT

€Tong quan vé Internet




1 Phan 1: Tin hoc can ban

Tong quan vé May tinh va
Windows

ﬂ_ Tong quathé may tinh

]

@ To6ng quan vé May tinh:
= Khai niém:
= May tinh: la mot thiét bj dién t&r dung dé Iwu tr va xd ly thong tin.
= Tin hoc: Ia nganh khoa hoc vé xt ly thong tin dwa trén may tinh.
= Hé thdng may tinh: Gém phan ctrng va phan mém.
= CAu tric may tinh:

BO XU LY TRUNG TAM
(cp

THIET BI NHA BO NHO CHi THIET BI XUA
(Input Device (Memor (OuTput Device




. \ Tong quan vé may tinh

® Tong quan vé May tinh:
= Thiét bi nhap: La cac thiét bi dung dé dwa théng tin vao
may tinh nhu:
u ChUét
= Ban phim
= May scan

l Tong quan vé may tinh

"® Tong quan vé May tinh:
= Thiét bj nhap: La céc thiét bi dung dé dwa théng tin vao
may tinh nhu:
= May scan
= Bltvé

= Webcam — Camera.




!!Il Téng quan vé may tinh

€ Tong quan vé May tinh:
= Thiét bi xuat: La cac thiét bi dung dé xuét théng tin sau
khi may tinh xt ly xong nhuw.
= Man hinh
= May in

!ll Tong quanﬁ vé may tinh

& Tong quan vé May tinh:
= Thiét bi xuat: La cac thiét bi dung dé xuét théng tin sau
khi may tinh xt& ly xong nhuw.
= Loa.
= May chiéu




’ !. Tong quan vé may tinh

~

@ Tong quan vé May tinh:
= Cac don vi lwu trir thong tin:
= Bit 1a don vi lwu trir nhé nhét (0/1).
= 1 Byte = 8 bits
= 1 KB (KiloByte) = 210 Bytes = 1024 Bytes
= 1 MB (MegaByte) = 210 KB = 1.048.576 Bytes
1 GB (GigaByte) = 210 MB = 1.073.741.824 Bytes

= M6t s thiét b lwu triv:
= Dia mém
= Dia clrng
= Dia quang
= Bang tw
= Thiét bi lwu tri di dong

~—

’ l Tong quan vé may tinh

"® Téng quan vé May tinh — dia mém:
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‘\ Tong quan vé may tinh

@ Tdng quan vé May tinh — dia cirng:

: L Tong quan vé may tinh

~—
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Tong quan vé may tinh

"® Téng quan vé May tinh — thiét bi nhé& di dong:

S 2t s o

"® Tong quan vé May tinh:
= BO x& ly trung tam (CPU):
= La mét con chip dién tt. Diéu khién moi hoat déng ciia may
tinh.
= Board mach chinh:

= L& mét mach dién t& dung dé lién két (két ndi) cac thiét bij lai
v&i nhau
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# Khai niém phan mém
= Phan mém (software) 1a mét tap hop nhirng
cau lénh duwoc viét bang mot hodc nhiéu ngén
ng(r lap trinh theo mot trat tw xac dinh nham tw
dong thwe hién mét sé nhiém vu hodc chire
nang hodc giai quyét mét bai toan nao dé.

15

® Phan loai phan mém

= Phan mém hé théng: dung dé van hanh may
tinh va cac phan clrng may tinh.

= Phan mém (rng dung: dung dé thwc hién mét
hay nhiéu coéng viéc nao do.

= Phan mém chuyén dich ma: dung bién dich
(hoac thdng dich) cac cac cau lénh tir mét
ngon ngl 1ap trinh sang mot ngdén nglr ma may
tinh cé thé thuc thi dworc.
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” !,. Hé diéu hanh

# Khai niém hé diéu hanh

= Hé diéu hanh |a mét phdn mém chay trén may tinh,
dung dé dieu hanh, quz’gn ly cac thiét bi phan cirng va
cac tai nguyén phan mem trén may tinh.

= Hé diéu hanh dong vai tro trung gian trong viéc giao
tiep gitra ngudi str dung va phan ciing may tinh, cung
cap moét méi trwdng cho phép ngudi stv dung phat
trien va thwc hién cac wng dung mét cach dé dang.

= M6t sé hé diéu hanh: MS-Dos, Windows, Linux, Unix.
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lll Hé dieéu hanh Windows

® Téng quan vé Microsoft
= Bill Gate (28/10/1955)
= Microsoft
» Microsoft Windows
» Microsoft Office: Word, Excel, Access, Power Point.
= Microsoft Paint, ...
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» !, Hé dieéu hanh Windows

~

@ Mot so tién ich va thao tac co’ ban trén
windows _
« Khoi dong may L)
= Thoat windows: Start 2> Shut down (Turn off)
= Switch user

= LOg off @2\( i-Connect HSPA USB Modem Switch user
- Lock Y
= Restart > AllPrograms Resiat
= Sleep (Stand by) e
= Hibernate v

19

lll Hé dieéu hanh Windows

€ M6t so tién ich va thao tac co’ ban trén window
= Lam quen v&i man hinh window

TR ool

Cac tap ¢
tin va

thu muc

Start e
Button y J

20

10



l Hé diéu hanh Windows

—

M6t sé tién ich va thao tac co ban trén window
= Lam quen v&i man hinh window Tittle Bar

21 LB

Menu Bar ' 1 Phan 1: MS Window
j Téng quan vé May tinh:
Tool Bar

Status Bar

= Cac don vi luu trlr thong tin

= Bit la don vj luu trir nhé nhat (0/1)
= 1 Byte = 8 bits
= 1 KB (KiloByte) = 2'° Bytes = 1024 Bytes
= 1 MB (MegaByte) = 2'° KB = 1.048.576 Bytes
= 1 GB (GigaByte) = 2'0 MB = 1.073.741.824 Byte:

= Bfa mém:

e el M|n|m|ze — Max
ok (Restore) —Cl

= Thiét bj luutrir di dong:

Hé dieu hanh Windows

€ Tap tin (file) / Thw muc (folder)
= Tap tin: Dung dé& nhap va lwu trir van ban, sb
liéu, hinh vé,
= Tén tap tin: <phan t&n>.<phan mé& rong>
Vi du: baitap.txt, hinh.jpg,vanban.doc, ...
TAS%EXE ?f)) wlnf\?exa r:’} j @ L E] D@ &
= Thw muc: La mét dang tap tin dac biét dung dé
quan ly cac tap tin va thw muc con. Tén thw
muc thwéng khéng cé phan mé rong
(] (390 I o
= Cac ky ty khéng dwoc dung khi dat tén:

[\:*?2%<>|
22
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- !, Hé dieéu hanh Windows

# CAau truc cay thw muc:
= Cac thw muc dat Idng vao nhau tao thanh cau

truc cay thw mUC-/E < DATA (D)
. [C5) Database
s Thu muc géC: ) Deskrop

[ Document
£ Downloads
= [ GiangDay
[0 Bai Thi
= [T chung chi &
=gy
) BaiTap_
) Ly Thuyet
IC5) Excel
) word
|5 Giao Trinh Access
(£ Java
[CT) Pascal

= Thw muc hién hanh:

23

BAITAPPAS

1| Cac_gisi_phap lap.trinh C_final_pdf
= MO00229,jpg
BB NgonNguC.rar

u DATA (E)
ca RELAX (F)

o} €O Drive (H)
& CDOrve )

6 Network.
™ 80BO-PC
™ DIEPVIENOO?
& DUCTOAN-PC

W HOABANGLANG
B HOABANGLANGL
™ HyY-PC

% MARIADAFFODIL
B MAVXEMDEML

T6 fems
!

24
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™. Hé didu hanh Windows

@ Dwong din thw muc / tap tin:
= La dia chi (vi tri) ma thu muc/tap tin dang ton tai.
= C&u tao clia dudng dan thu muc / tap tin:
<Tén & dia>:\...\<thu muc cha>\<thu muc | tép tin>
Vi du:
Puwong dan cha thw muc OFFICE11:
C:\Program Files\Microsoft Office\OFFICE11

Pudng dan cua tap tin thuc thi Word:
C:\Program Files\Microsoft Office\OFFICE11\WINWORD.EXE

25

LHELRE Cénll;én Windows

@ Hién thi ndi dung trong thw muc:

— =@
@C-\ » Computer » DATA(E) » GiangDay » ~ %] [[Search GiongDa )

Organize v Include in library v Share with v Bun New folder v 0 @

) Extra Large Icons

= LargeIcons

slz] Medium Icons

Extra large icons View 3
Large icons Sort by v ol lzine
Medium icons Group by 3 B List
Small icons Refresh g== =
Lo F= Details

List

Customize this folder... == Til

@  Details &= Tiles

Tiles b=t 5= Content
Eontens Paste shortewt ~ }

Undo Copy Ctri+Z

Share with 3

New 3

Properties

26
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Phan 1: Can ban Windows

@ Sap xép ndi dung trong thw muc :
= Click chudt phai Ién vung tréng: > Sort by:

@ Name
Date modified

View
Sort by
Group by
Refresh

Customize this folder...

Paste
Paste shortcut
Undo Copy

Share with
MNew

Properties

27

1

Hé dieu hanh Windows

® Tao tap tin (file) / thw muc (folder)

= B1: Chon vj tri can tao Folder/File.

= B2:

= C1: Click phai chuét > New - Folder/ loai file.
= C2: Menu File > New - Folder / loai file

= B3: Dat tén cho Folder/File.

28
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- !, Hé dieéu hanh Windows

@ D6i tén tap tin/ thw muc
= B1:Chon Folder/File can dbi tén.
= B2:

= Click chu6t phéi Ién Folder/File chon rename.
= Menu File © rename

= B3: Dat tén m&i cho Folder/File
€ Xoa tap tin/ thw muc

= B1: Chon Folder/File can xda
= B2:
= Click phai chudt chon Delete
= Menu File > Delete
= Nhan phim Delete trén ban phim
(khong thé xéa Folder/File dang mé)

29

lll Hé dieéu hanh Windows

@ Chon Folder/File

= Chon 1 Folder/File:
= Click va déi twong can chon.

= Dung phim mdii tén dé di chuyén qua céac dbi twong, dirng & vi

tri ndo thi ddi twong d6 dang dwoc chon.
= Chon nhiéu Folder/File:

= Chon lién tuc:
= Dung chudt quét viing cac déi twong can chon
= Nhén gitr phim Shift + Click chon céc déi twong
= Nhén gitr phim Shift + phim mdii tén.

= Chon khéng lién tuc
= Nhén gitv Ctrl + click chuét chon cac déi twong.
= Nhén gitr Ctrl + cac phim miii tén + phim Space

30
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- !,. Hé dieéu hanh Windows

—~—

® Sao chép/Di chuyén Folder/File

= B1:Chon Folder/File can sao chép/di chuyén.
= B2:

= Click chuét phai lIén Folder/File chon Copy/Cut.

= Menu Edit - Copy / Cut

= Phim tat: Ctrl + C / Ctrl + X
= B3: Chon Folder dén.

= B4:
= Click chudt phai chon Paste
= Menu Edit > Paste
= Phim tét: Ctrl + V

31

lll Hé dieéu hanh Windows

@ Thiét 1ap thudc tinh

0 Modemlop Agere Systems PCI Soft Modem.txt P... ‘E|E‘
Folder/File =
= B1 Chon FOIder/FlIe Cén thlét |ép E_’-] ‘Mndaang_AgareSystamsPCISnFtMndem.txt ‘
. BZ Type of file:  Text Document

Opens with: [l Motspad Change...
» Click ChUét phé| Ién Folder/File Loation:  CWINDOWS
Chon Properties_ Size: 1,87 KB (1,520 bykes)
Si

ize ondisk: 4.0 KB (4,09 bytes)

= Menu File > Properties

Created: Thursday, December 11, 2008, 10:36:42 AM

B3 Hlén thl h(’jp thoal théng tln Modified: Thursday, December 11, 2008, 10:36:42 AM

vé Folder/File. e M
atributes:  [JReadonly [Hidden Advanced...

B4: Click chon cac thudc tinh

can thiét 1ap

32
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Phan 1: Can ban Windows

“Tim kiém Folder/File:

IGO0 +[1 + Computer » DATA(E) » Gangay »

Organze v 7 Open v B New fok
Favorites 2 e =
M Desktop ASP.NET it
My Google Docs C_canban_GT_PDF 1
LamViee chung chiA 0
GiangDay DayVe L
Giao Trinh Access
4 Ubearies e 20372
+ Documents Pascal 17
QUThuChE 1
. Stde.NNC 1670772
H Videos : ThuChi 17/03/20
&) 110312050
o3 Homegroup BAITAP BAK
BATTAPPAS va20
M Computer Cac_giai_phap_lap_trinh_C_final_pdf
& Local Disk (. = 000022 jpg ,
e WINYP O B NgonhguCrar
s DATA (E)
a RELAX ()
s CD Drive (H)
o CDOrive )
G Network
& 8080-PC
& DIEPVIENDOT

™ DUCTOAN-PC
M HOABANGLANG
8 HOABANGLANGL
™ HY-PC

vl

BAITAPPAS Dite

15/08/2011 746 CH ate created: 15/08/2011 746 CH
e 33 bytes
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Phan 1: Can ban Windows

@D. 37 v Search Results n GiangDay »

Organize »  Save search

Bum

Searches might be slow in non-indesed locations: EGiangDay. Click 10 add to inde..

Favorites
B Desitop
My Google Docs
Lam Viec
GiangDay

S Libreries
% Documents
& Music
=l Pictures

deos

o Homegroup

 Computer

& Locai Disk (C)
s VNP D)
ca DATAE)

cn RELAX (F)

& €O Drive 04)
& cOOrve )

S Network
% BOBO-
& DIEPVIENDIT
M DUCTOAN-PC
W HOABANGLANG
8 HOABANGLANGL

| Dayve
P ExciangDay
) detnivea
E\GiangDay\Giao Trioh Access\Acc\access of chi Tien
| vbnettapl
’ ngDey\Day VEILT\ P

VB_Example
P E\GiangDay\Day VEWMy Example

VB_Example
EAGiangDay\Day VE\My Example\VB_Example

vbFileMonitorService

Projectlybp
\GisngDey\Pascall giusky\03cd11 11105000655

kiem travbw
EA\GiangDay\Pascalikgiuaky\09cd111\DOSI04034 N
Projectl.vop
EA\GiangDay\Pascal\ktgiuaky\09¢d111\109000162_Tr.

Projectlyvbw
E1\GiangDey)\Pescallitgiusky\03cd111\ 08000162 Tr.

Projectlvbp
EA\GiangDay\Pascallktgiuaky\09cd1111103001061 N,
Projectlvbp
E\GiangDay\Pascaliagiuaky\09¢d1111109000642 LE

| Reciacilub,

nghiep Visusl

< VBP File

W File

V8P File

< VBW File

« VB9 File

V89 File

sic.net tap 1

e 12/10/2011 145 CH

ek 30/03/2011 827 CH

4 06/03/2011 755 SA

te ek 08/03/2011 T4 SA

eck 08/03/2011 7:44 5A

te modiied: 24/06/2005 10:44 SA

GisngDay\Day VE\LT\Ky thuat lap trinh ung dung chuyen nghiep Visus Basic.net tsp \vb.net tap 1\Bookf\Chap0d

4 14/09/2011 227 CH
= 650 byte

v 99 bytes

ste moddied: 14/09/2011 226 CH
700 bytes

te modied: 14/09/2011 226 CH

e 118 bytes

¢ ek 14/09/2001 226 CH

e 637 bytes

ste moddied: 14/09/2011 226 CH
e 653 bytes

34
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Phan 1: Can ban Windows

Lo|© W
KB~/ » seorch Results i GiangDey » felm 00 ]
¢ Favores DayV8 stemoséied] by | [ vb datemodified: ]
M Desktop P EA\GiangDey
My Google Docs s e i | Select a date or date range:
Lom Viec P E\GisngDay\Day VE\DET\DANG HOANG XUAN 108000451\ Them 1 coltral
GangDay 52 ot 4 ThingHai2o12 ¥

EA\GiangDay\Day VB\DeTa\DANG HOANG XUAN 108000491\b3i 2
4 Libraries

H B TMNS B C
3 Documents dethi_VBA ! 1 2 3 4 5

) iangDay\Gino Trinh A i Tien
& Music EAGiangDay\Giao ccess\Acc\access of chi Tier 65 7 8 910 11 12
o £ vbnet tap 1 ste moddie 14 15 16 17 18 19
H videos L VBALT\Ky thuat lap trinh ung dung chuyen nghiep Visusl Basic.net tap 1 W23 M BB
VB_Example Date moddied: 271 8 29
& Homegroup Fo ExGiangDay\Day VB\My Example
18 Computer VB_Example T——
& Local Disk (C) P E\GiangDay\Day VE\My Exsmple!VB_Example Along time ago
o WINP (D) VB .NET Clock » sead Earlier this year
ca DATA(E P E:\GiangDay\Day VB\LT\Ky thuat lsp trinh ung dung chuyen nghiep Visual Basic.net tap 1\vb.net tap 1\BookChapd2 -
R 2 oot i kol Sl d g < 2 Earler this month
<y vbFileMonitorService atem
4 CD Drive () % E\GiangDay\Day VE\LT\Ky thuat lap trinh ung dung chuyen nghiep Visual Basic.net tap 1\vb.net tap 1\Bookl\Chapdd Last week
& o0ive® "
ationl.vbproj FileLi .| Earlier this week
& 592¢8
€ Network Yesterday
& 5080-PC £\Gisng horod TRV o
R DIEPVIENDOT i
% DUCTOAN-PC ) Form Main b X ) e moddiec G1/06/201811:30 CH
L= €:\GiangDay\Day VE\DETai\ o4 Tiles\ Windows.  Visual Basic Source file 2 164 KB
ation1.vbproj. eCache ste modiied: 010672018 11:30 CH
EA\GiangDay\Day VE\DeT37\Nhom Tiles\Windows...  Type: CACHE File 2 132K8

133 CH

Tim kiém Folder/File: DateModified 4y | [b datemodified: x]

Select a date or date range:

= Along time ago: M6t thei gian dai trwéc day :
4 Thang Hai 2012 L4
H B T N 5 B C
1 2 3 4 5
6 7 & 9 10 11 12
« Earlier this year: Dau niam hién tai 1415 16 17 18 19
" * 20 021 22 23 24 25 26

27 28 29

= Along time ago: Mét thei gian dai trwéc day

= Earlier this month: Dau thang hién tai

Along time ago

= Last Week: tuén truwéc Earlier this year

Earlier this month

= Earlier this week: PAu tuan hién tai oS

Earlier this week

= Yesterday: H6m qua Vesterday

= Tim tir ngay dén ngay: 01/01/2011 .. 01/01/2012
= Lwa chon khac: >; <; >=; <= hoac quét chudt qua moét day cac ngay

36




& Tim kiém Folder/File: Size

= Empty: Tim kiém cac file c6 dung lugng = 0 KB

= Tiny: o || sie |
= Small: Empty (0 KB)
Tiny (0 - 10 KB
ST Sm:IIm(lﬂ -IUOJKB]
= Large: Medium (100 KB - 1 MB)
Large (1 - 16 MB)
= Huge: Huge (16 - 128 MB)
= Gigantic: Gigantic (>128 M)

= Lua chon khac: >; <; >=; <=;

vi du: size:> 1.5GB (bVT € {KB, MB, GB})

37

Hé diéu hanh Windows

@ Mot s6 thanh phan trén Desktop:

= My Computer:

= Recycle Bin: @
= Shortcut: 1a mét file chira lién két dén mot file khac trén
may.

» Shortcut la cdch nhanh nh&t dé khéi ddng mot chuang
trinh hodc d& md tap tin, thu muc dudc s dung thudng
Xuyén ma khoéng can phai tim dén nai luu trif ching.

= Tao Shortcut:

= Chon Folder/File can tao shortcut.
= Click chuot phai chon Create Shortcut/Send To =
Desktop

38
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- !,. Hé dieéu hanh Windows

—~—

& Mot sé thiét 1ap Control Panel

] Gé’ bé ang dung }l;,;[ Programs and Features

- Cép nhét ngéy gIC‘)’ iiy Dateand Time
m Cép nhat theme va hinh nén Desktop :‘m Personalization

Tuy chinh trén thw muc |7 Folder options

Font chi¥ h Fonts

39!

lll Hé dieéu hanh Windows

& Mot so thiét 1ap Control Panel
= Chudt P Mouse

X Aa N k and Shari
= Két ndi mang &R [Trorenasnanng

= Quan ly nguon — pin Y@ Power Options

. Méy in ‘""""j| Devices and Printers

40

20



!I!. Hé dieéu hanh Windows

@ Mot sé thiét 1ap Control Panel

= Quy uc v& ngay va sb P Fesonend onauase

[ Am thanh '{EIV Sound
= He thbng 14 system

[} Khay hé théng i Taskbar and Start Menu

. Tél khOén S?_; User Accounts

41

g | Hé diéu hanh Windows

~

€ Cach lwu tap tin
= V&i bat ky r'ng dung soan thao nao ciing cé
chire nang lwu tap tin nhw sau:

m Cach 1. G JEai wiew ieet Format Tools ¢

2| Mew... Ctrl+M

= Open.. Cerl+ O
Close

H Sawve Ctrl+ 5 %J
Sawve As...

m Cach 2: 1 = A
= Céach 3: dung t6 hop phim tat: Ctrl +S

42
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Hé diéu hanh Windows

Chon vi tri lwu trén 6 dia ]
T |-t

Save As
Save in: (= Local Disk (D) / = @ ~3 | Q XA L4 EH +Todls ~
[ | _Desktop - Size
1M Computer
My Recent &5 Local Disk (C:) , CT MAY TINH
Documents = ] W(Di‘k , CTDL2
(g Local Disk (E: ) Do Hoa May Tinh
! e DVD RW Drive (F:) . Dot Met 2005
v - TO TAM {G:) | Giao Trinh
=idy ' Network | He Dieu Hanh 1
B Administrator | He Dieu Hanh 2
g Libraries - :
5[. #d) Homegroup 1 E!n:zal
My Documents , FTP Locations s ninnsean
AddModify FTP Locations " + HopNgu
- ; TISCU JJava
Lk J Co 5o Tin Hoc Vien Thong J Lac Hong R R .
My Computer . Cong Nghe Phan Mem Lam An Dat tén tap tin
Q < 1 _ ¢
h File name: mat thu muc khac IZ|
My Network =
Flaces Save as type: | \word Document \ IZ|

[ chon kiéu tap tin |

43

H& diéu hanh Windows

€ Thao tac trén ban phim

& Dat tay thé nao cho ding ?2?

44
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- !, Hé dieéu hanh Windows

]

@ Lam sao dé gé dwoec tiéng Viét 2?7
= Bang ma: Unicode, Vni Window
= Font chir: Times New Roman, VNI-Times

= Kiéu go: Telex, VNI

¥ UniKey 40 RC1 A Ussooie N (]
Diéu khién —
Béng ma: [Un\code v] o Bidng

Phim chupér: @ CTRL + SHIFT (0 ALT +2

’@ Huéng dén I ’ Théng tin ] I Mac dinh ]

45

lll Hé dieéu hanh Windows

" @ So sanh 2 kiéu gé Telex va Vni

Diéu Telex Vi du Vni Vi du
sdc S as= 4 1 al=4&
huyén f af=2a 2 a2=a
héi r ar=a 3 a3=a
nga X ax=a 4 ad=a
ning i aj=a 5 aS=a
a,0,8é aa, 00, ee aa=a 6 a6b=a
00=20 06 =20

ee=¢€ e6=8

w, o w uw (w, ])=w 7 u7 =uw
ow([)=0 o7=0

a w aw =4 a8=a
dd dd=d 9 d9=d
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Hé diéu hanh Windows

Huéng dén
Géing cu...JE5=Fa)
Chuyén m3 nhanh - [C5+F9]

Bit kiém tra chinh t3

Bét tinh nang gé tit

Soan bang gé tat...

Kiéu g5

Unicode dung sin

TCVN3 (ABC)

VNI Windows

Bang mi khac

Bang digu khién...[C5+F5]
Keét thic

Diéu khién

Bang ma:

Kidu gb.

Phim chuyén:

Tly chon khic

Cho phép gb tur do
[T Dt déu 0a, uj (thay vi ba, Gy)

Tity chon g6 tit
[l cho phép gi tit
[ cho phép gb tit ca kni tt tiéng Vigt

Béng g tat...

[] Luén si¥ dung clipboard cho unicode

Bét kiém tra chinh ti

Tw dng khdi phuc phim véri tiv sai

Hé théng
[ B4t héi thoai nay khi khdi dong
Khéi déng cling Windows

Vietnamese interface

[Q Hm‘mgda‘n] l Théng tin ] l Mic dinh

a7
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F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

1_ Phan 3 - Microsoft Excel

Bai
TOong quan vé Microsof Excel




" 1 Microsoft Excel

& Tong quan vé MS Excel
€ Cac thao tac co’ ban trong MS Excel
& M6t s6 Ham théng dung trong MS Excel

& Cac thao tac trich loc va sap xép dir liéu

lll MS Excel: Tong quan

€ Microsoft Excel la trinh &rng dung bang tinh
dién twr ho tro tao cac bang tinh thwc hién:
= Tinh toan, tdng hop sé liéu
= V& do thj, biéu do

= Lap bang biéu, bao céo




@ Giao dién chinh cua MS Excel 2010

S 1= R Bookl ¥ Microsoft Excel

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

» ¥ Sheet1 Sheet2 ~Sheet3 /¥J el I |

'@ Ribbon la gi?
= Ribbon: MS Excel 2010 thay déi giao dién ngwoi dung
tlr viéc str dung cac thanh thwc don truyen thong sang
cac nhom lénh dé dang truy cap, dwoc trinh bay ngay
trén man hinh goi la Ribbon.
= Cac nhém Ribbon chinh: Home, Insert, Page Layout,
Formulas, Data, Reviews, View, Load Test va Team.

a5 W .

Kome | et Ragelyodt  Fomuss Gt Tem 0@-9%
1 4c¢ Calibri General
Paste |G B A Mesge&Center~ | §$ » %
*¢ Frmatpiner | B L U | E HMergeaCerter ™ § ~ %
Clpboard




@ Ribbon:
= Home: C6 cac chirc nang co ban nhu: cat, _dan, sao

chep dinh dang tai liéu, cac kiéu mau cé san, chén hay
x6a dong hodc cot, sap xé&p, tim kiém, loc di liéu,

= Insert: Chén cac loai dbi twong vao bang tinh nhu:
bang biéu, biéu dd, dé thi, ky hiéu,

= Page Layout Chtra cac chire nang vé hién thi bang
tinh va thiét 1ap in an.

= Formulas: Chén cong thirc, dat tén vang (range) cbng
cu kiém tra theo déi cong thuc diéu khién viéc tinh
toan cua Excel.

= Data: Cac nut Iénh thao tac v&i div liéu trong va ngoai
Excel, cac danh sach, phan tich di liéu, ...

lll MS Excel: Tong quan

€ Khéi dong Excel

= B1. T man hinh desktop ctia Windows nhap chuét nat
Start & géc dudi bén trai.

= B2. chon All Programs

= B3. chon Microsoft Office

= B4. chon MS Excel 2010

Ho&c nhan dup chuét vao biéu twong MS Excel
trén man hinh Desktop.




ll!, MS Excel: TOng quan

€ Thoat khéi Excel
= Nhép chudt vao nit e & goc trén cung bén phai
man hinh.
= Hoac chon menu File > Exit

lll MS Excel: Tong quan

€ Mébt s6 khai niém co ban:
= Sheet: [ 1 bang tinh (noi nhap, quan ly va tinh toan sé
lieu) v&i 16,384 cbét dwoc danh thir tw theo chir cai va
1,048,576 dong dwoc danh the tw theo sb.
= Vidu: cét A, c6t F, cét AB, dong 11, dong 20, ...
= Giao gilra dong va cot dwoc goi la 6 (Cell). Mbi Cell dwoc
danh dia chi theo dia chi cét va dia chi dong twong rng.
= Vidu: 6 A2, 6 B15, ...
= Workbook (hay book): 1a mét file ctia Excel gém nhiéu
bang tinh (Sheet). S bang tinh ti da trong mot book tuy
thudc vao bé nhé may tinh.

10




Thanh céng
thic (formular)

D [lfe

25
W v ¥ Sheetl /Ghest2 “Sheet3 ~¥J

Ready |

dang dudc
chon (6 hién
: hanh)

%‘ [:T_\ é:x‘i‘tisum'ﬂ ﬁ

I i<

20

W 4 ¥ Sheetl /Sheet2 ~Sheet3 ~¥J

Ready |




ll‘, MS Excel: Tong quan

€ Cach nhap va hiéu chinh dir liéu
= Chon 6 can nhap va tién hanh nhap di liéu.
Két thuc nhap khi nhan Enter hoac di chuyén
con tré qua 6 khac.
= D& chinh stra di¥ liéu trong mét 6, chon 6 d6 roi
lam theo cac cach sau:
= Nhap vao di¥ liéu maoi
= Click dup chudt ngay vi tri can sira
= Nhé&n phim F2 réi tién hanh stra
= Sira trwc tiép trén thanh Formula

13

lll MS Excel: Tong quan

@ Cac thao tac co ban
= Tao tap tin (workbook) ma&i
= S dung td hop phim Ctrl + N
= S&r dung menu File > New - Blank workbook

= Click vao nit | ] trén Customize Quick Access
Toolbar.

14




ll‘, MS Excel: Tong quan

‘ Cac thao tac co’ ban

= Lwu tap tin (workbook)
= Phim t4t Ctrl + S

= Dung menu File > Save

= Click vao nat [

trén Customize Quick Access
Toolbar.

Dat tén file
can luu

Seve 25 hPE: pacrosst Office Excel Workbook (*.xs) -

15

€ Cac thao tac co ban
= M& tap tin (workbook)
= Dung t6 hop phim: Ctrl + O
= St dung menu File > Open

= Click vao nat [=5 trén Customize Quick Access
Toolbar.

==

i S —— Chon vi tri
file

Chon tén
file

16




!l!,. MS Excel: TOng quan

—~—

@ Cac thao tac co ban
= Lwu tap tin (workbook) v&i tén khac
= Vao menu File > Save As...
= Thao tac lam gibng nhw Save

= Dong tap tin (workbook)
= Dung t6 hop phim: Ctrl + W
= S&r dung menu File > Close
m Click vao nat

17

!ll MS Excel: Tong quan

€ Cac chirc nang trong Ribbon View:
= An hién tiéu dé dong, tiéu dé cot.
= An hién dwéng phan cach trang.
= An hién ché d6 hién thi lwoi.

Cac dinh dang khac trong menu File - Options

18




ll!, MS Excel: Cac thao tac co ban

~

€ Chon vung trén bang tinh

= Chon ca bang tinh

= Click chuét tai giao diém gitra tiéu dé dong va tiéu
de cot (goc trén trai bang tinh).

= Nhép t6 hop phim Ctrl + A

= Chon 1 dong hoac 1 cét
= Click chu6t va tiéu dé ctia dong hodc cot dé

= Chon nhiéu dong, nhiéu cot
= Click va ré chudt trén tiéu dé cia dong hoac cot

19

lll MS Excel: Cac thao tac co ban

€ Chon vung trén bang tinh
= Chon céc 6 lién ké nhau (khbi)
= Click va kéo chudt trén cac 6 cta khdi
= Chon 6 bat dau, gitr Shift va di chuyén phim miii tén
den 6 cudi khoi.
= Chon 6 bat dau, gitr Shift va click chudt tai 6 cubi
khoi
= Chon cac 6 khéng lién ké
= Chon khéi dau tién, nhan gitv Ctrl va chon cac khdi
khac.

20
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ll!, MS Excel: Cac thao tac co ban

¢ Sao chép dir liéu
= Chon vung di¥ liéu can sao chép
= Nhéan Ctrl + C hodc click phai chuét chon Copy
= Di chuyén con tré dén vi tri méi
= Nhan Ctrl + V hodc click phai chudt chon Paste

# Di chuyén dir liéu |
= Ctrl + X (Cut) > Ctrl + V (Paste) _3 .
* C6 thé str dung Ribbon Home Paste

- anrmat Painter
* Xoa dir lidu
= Chon vung di¥ liéu can xoa

= Nhéan phim Delete hoac click phai chon Delete
20

lll MS Excel: Cac thao tac co ban

Dinh dang bang tinh
= Thay dbi d6 rong cot (column width)
= Click dup chuét vao canh phai clia tiéu dé cot E!_J

Format

= Click gitr chuét trén canh bén phai cua tiéu dé |~

cot va kéo vé bén trai hodc bén phai. Cell Size
2 *[ Row Height..
= Thay doi dé cao dong (row height) AutoFit Row Height
> 3 Column Width...
= Click dup chudt va canh dwéi cla tiéu dé AutoFit Calumn Width
dOng Default Width..,

» Click gilr chudt tai canh du @i pl]a tieu dé
dong va kéo |én trén hoac xuong duwaoi.

= Hoac Ribbon Home = Format

22




1 MS Excel: Cac thao tac co ban
¢ Gop o
= Chon cac 6 can gop
= Kich chuét phai > chon cong cu Merge & Center
Calibi ~ 11 ~ A" A" $§ ~ % 9
B 7 E &-A-E-%0

= Hoac Ribbon Home - Merge & Center

[Eﬂ Merge & Center|*]
Merge & Center

Merge Across

Merge Cells

B e

Unmerge Cells
23

!ll MS Excel: Cac thao tac co ban

€ Tach 6 (Chi tach nhirng 6 da dworc gop)

= Chon 6 can tach ra
= Kich chuét phai = chon céng cu Merge & Center

Calibri + 11 ~ A" A7 % + %

B 7 = &-A-H-% 5%

= Hoac Ribbon Home - Merge & Center > Unmerge

Cells
[@ Merge & Center|*]
hMerge & Center

Merge Across

Merge Cells

i e

Unmerge Cells
24
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» !, MS Excel: Cac thao tac co ban

]

€4 Cheén dong (c6t)
= Click chon dong bén dwéi dong can chén (cot bén phai
cot can chén) = click phai chudt chon Insert.

= C6 thé chén dong (cot) tr Ribbon Home > Insert >
Cells | Rows | Colunms.

Insert @g

Insert

B &

| Insert | Delete Format

- () Shift cells right
5= Insert Cells... Hép thoal 0
(") Entire row
Z»a Insert Sheet Rows Insert Rows N ]
() Entire column
“ﬁ" Insert Sheet Columns
LE Insert Sheet Ok ] ’ Cancel

25

€ Xo6a dong (cot)

= Click chon tai tiéu dé dong (c6t) can xdéa - click
phai chudt chon Delete.

= C6 thé chén dong (cot) tr Ribbon Home > Delete >

Cells | Rows | Colunms.

5|

| Drelete |Format

Delete Sheet Columns

Delete Sheet

% Delete Cells... H6p thoai () shift cells up
’ ) () Entire row
=% Delete Sheet Rows Delete Rows _ )
() Entire column
4
Ed

OK ] ’ Cancel

26




]

An dong (cét)

& Cut

53 Copy

[ Paste Options:
=2
Paste Special...
Insert
Delete

Clear Contents

ﬁ?‘ Format Cells...

Unhide

Column Width..,

ll!, MS Excel: Cac thao tac co ban

= Chon cac dong (cot) can an
= Click phai chudt chon Hide
= Hoac Ribbon Home - Format

f—

LE

Format

| Cell Size
Y Row Height...
AutoFit Row Height
3 Column Width..,
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide 3

27

pHién dong (cot)

- l MS Excel: Cac thao tac co ban

N

= Quét chon vuing chira dong (cot) dang bi an
= Click phai chubt chon Unhide
= Hoac Ribbon Home - Format - Hide & Unhide

& Cut

B3 Copy

[, Paste Options:
S
Paste Special...
Insert
Delete

Clear Contents

[# Eormat Cells...

Column Width...

Hide

fw—

LE

Format

-

| Cell Size

0 RowHeight...

AutoFit Row Height

3 Column Width..,
AutoFit Column Width
Default Width..,

Visibility

Hide & Unhide »

28
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ll!, MS Excel: Cac thao tac co ban

]

Xt ly bang tinh
= Chén bang tinh
= Dung t6 hop phim Shift + F11
= Chon chirc nang Insert Worksheet

M 4 » M| Sheetl Sheet? . Sheet3 . [%J]
Ready |

= Hoac Ribbon Home = Insert = Insert Sheet

el

| Insert | Delete Forrnat

2 Insert Cells...

u.u mo

il

Insert Sheet Rows

(=
C

Insert Sheet Columns

Dm

Insert Sheet

29

MS Excel: Cac thao tac co ban

@ X ly bang tinh —
= Xo6a bang tinh (Sheet) ﬁl@t

= Click chuét phai lén tén bang tinh can

, j“‘: Delete Cells...
Xoa 9 Delete 5‘9‘ Delete Sheet Rows
= Hoac Ribbon Home - Delete > ' Delete Sheet Columns
Delete Sheet E Delete sheet
= DOi tén bang tinh ‘ i
= Click chuét phai tai tén bang tinh can il
stra tén > Rename - nhap tén méi. .
= Hodc kich dup chuét tai tén bang tinh |30 Row Heignt..
= An/hién bang tinh | I
= Click chuét phai tai tén bang tinh can AutoFt Cotumn Wigtn
an|hién - Hide|Unhide... Default Width...
= Hoc Ribbon Home > Format > e
Hide & Unhide

3

30
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ll[ MS Excel: Pinh dang dir liéu
Dién day sé tiang / giam dan:
= Céch 1: day c6 cac sb hon kém nhau dwa trén 2 s6 dau
= Nhap s6 vao hai 6 lién tiép nhau
= Quét chon hai 6 do

= Dua tré chudt xudng goc dudi phai clia khoi
chon, nhan gilr chudt va kéo dé dién day so. (g rFin-~

= Céach 2: cac s6 hon kém nhau 1 don vij g Down
= A X P S — =| Right
= Nhap sO dau day & 6 dau tién 3 u
= Chon 6 @ Lett
= Pua tré chudt xubng goc dwdi phai cia 6,
nhan gitr Ctrl va kéo chuot dé dién day sb. Series...
= Hodc dung Ribbon Home - Fill pustity

31

lll MS Excel: Pinh dang dir liéu

¢ Kiéu dir liéu
- D liéu trong bang tinh dwoc quy vé mét trong
cac kiéu sau:

= Kiéu sb:
= Hién thi & bén phai cia 6
= C6 thé 1a s6 nguyén, sbé thuc, kiéu tién té

= Kiéu ngay thang nam (gi® phut giay)
. Déu phan cach gilra ngay, thang, nam la: - hoac /.

Dau phan cach gitra gi&, phuat, giay la dau “’

= Hién thj & bén phai 6

32
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» !, MS Excel: Pinh dang dir liéu

~

& Kiéu div liéu

= Kiéu chubi
= Hién thj bén trai 6
= Khi nhap s6 (ngay) trong 6, néu mudn Excel xem 13

chudi thi phai nhap dau () trwéc s6

= Kiéu logic:
» CO 2 gia tri TRUE hoac FALSE va can gitra 6

= Kiéu cong thurc:
= D{¥ liéu la cac phép toan hoac cac ham

= Bat d4u bang dau “=

33

'® Dinh dang 6
= Chon céac 6 can dinh dang
= Click chudt phai > Format Cells...

= Thé Number (e N -

er || mignment | Font | Border | Fi | protecton |

= Category: chiva phan dinh
dang kiéu d liéu cla 6.

* Hoac str dung Ribbon Home
- Format - Format Cell...

e

34
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- !. MS Excel: Pinh dang dir liéu

~ =

' Dinh dang 6

= Thé Number
R A ([romtcers N ==t
= Number: kiéu s0. e ———————E

= Currency: kiéu tién té. ey
Accounting: kiéu ké toan.
Date: kiéu ngay.

Time: kiéu gio.

Percentage: kiéu phan tram.
Fraction: kiéu phan sb.
Scientific: kiéu khoa hoc.

= Text: kiéu van ban, chir.

= Special: kiéu dic biét.

= Custom: tuy chon kiéu

o] sample

General format cells have no specific number format.

35!

ﬁ MS Excel: Pinh dang dir liéu

~ =

‘ Di nh dang 6 i | Font | Border | Fil | Protecton |
Text alignment Orientation
> . Horizontal: - .
= Thé Alignment ]
Vertical: 0 — T .
= Horizontal: theo chiéu ngang o o .
= General: Binh thwong. o e
o . [ shrink to fit =] Degrees
» Left: can tréi [ ool
Right-to-eft
= Center: can gilra Itdrcen

= Right: can phai

= Fill: Ty déng dién cac ky tw trong 6 dé lam day 6 vira nhap.
(abc > abcabcabc)

= Justify: C&n di liéu déu hai bén va di liéu khéng dé qua 6 ké
bén

= Center Across selection: Can di¥ liéu & gilra so v&i cac 6
dwoc chon.(cac 6 dé khéng Merge lai v&i nhau)

36




- !, MS Excel: Pinh dang dir liéu

] =

'® Dinh dang 6

= Thé Alignment _
= Vertical: theo chiéu doc = G e
Justify distributed -
TreY-! A Text control P M
= Top: can trén Do e

= Center: can gilra s

~ ’ Right-toeft
= Bottom: can dudi Textdrecton

conext [+]

Justify: can déu trén dudi
Distributed: Can dir liéu vira sét' do6 rong cta 6. Néu dir liéu
I&n hon d6 rong cua 6 thi tw xuéng hang

37

lll MS Excel: Pinh dang dir liéu

4 Dinh dang 6
= Thé Alignment
= Text Control:
» Wrap Text: Xubéng hang néu di¥ liéu I1&n hon do réng cua 6.
= Shrink to fit: Tw ddng lam nhé chir cho vira v&i d6 réng cla 6.
= Merge cells: tron cac 6 dwoc chon lai véi nhau.

e e

Text alignment Orientation
Horizontal: LI
General [=] ndent: .
Vertical: 0 — -

Bottom E PRI

1| Font | Border | Fil [ Protecton |

Justify distributed B

Text control
[ Wrap text
(] shrink to fit
[7] Merge cells
Right-to-eft

Text direction:

Context

0 < Degrees

38
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]

€ Dinh dang 6
= Thé Number
= Thé Alignment
= Thé Font

Thé Border

= Thé Pattent

= Thé Protection

{Number || Aignment | Font [ Border | il | Protection |

Category:

ancel

39!

4 Dinh dang 6
Thé Number
Thé Alignment
Thé Font

Thé Border
Thé Pattent
Thé Protection

Justify distributed B

Text control

[ wirap text
[ shrink to fit
7] Merge cells
Right-to-left
Text direction:

context [+]

ancel

40
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]

€ Dinh dang 6
= Thé Number
= Thé Alignment
= Thé Font

Thé Border

= Thé Pattent

= Thé Protection

: :

number | Aignment || Font "} | Border | Fil | Protecton |

Font:
Calbri

Underli Color:
one [=] [ e— ] ) ormai fort
Effects Preview

[T strikethrough
[7] superseript AaBbCcyyZz
[ subscript.

Thisis a TrueType font. The same font will be used on both your printer and your sereen.

41

4 Dinh dang 6
Thé Number
Thé Alignment
Thé Font

Thé Border
Thé Pattent
Thé Protection

e =

Number | Algament | Font || Border :| Fil | Protection |

.
HE @ B

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

o

42

21



"

~

4 Dinh dang 6 e S ==

number | Aignment | Font [ Border || Fil | Protecton |

= Thé Number e [ owew H

S . ONONEEEEEEE Battem Style: E
= Thé Alignment DEEEEDoooD

5 ENEEEEEDEEE
= Thé Font SHHHHHH

> EEOEEEEEN
= Thé Border
= Thé Pattent |
= Thé Protection

Concl

43

eewce: S, ===

€ Dinh dang 6 oot [ [ 1| ponos
= Theé Number
= Thé Alignment e
= Thé Font
= Thé Border
= Thé Pattent
= Thé Protection
Cancel

44




F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

1_ Phan 3 - Microsoft Excel

Bai 2
Cac ham trong Microsof Excel




" l MS Excel: Biéu thic Excel

]

# Lap biéu thirc (cdng thirc)
= Bat dau bang dau “="
= Biéu thirc bao gobm cac hdng (néu Ia chudi thi
dat trong dau “ "), dia chi 6 (hoac khdi) hoac
cac ham, két hgp vdi nhau bang cac phép toan.
= Ngoai cac phép toan co ban nhu: +, -, *, /, 7,
& con c6 cac ham xur ly s, chudi, ngay thang,
cac phép toan tim kiém, logic, so sanh, ...
= Vidu: =3.14 * 5
=A3 + 18
="Lac Hong” & Right(C5,6)

MS Excel: Biéu thic Excel

‘cac kiéu dia chi trong biéu thirc

= Dia chi tudng dGi: |ay dia chi dong ghép vdi dia chi cot cua
6 (vi du: C13; A23). Dia chi tuong d&i trong mot biéu thirc
s& bi thay d6i khi sao chép biéu thic qua 6 khac.

= Dia chi tuyét doi: khi thém dau $ vao trudc dong va cot
cua dia chi tudng doi (vi du: $C$13; $A$23). Dia chi tuyét
dSi khdng bi thay d6i khi sao chép biéu thirc.

= Dia chi tuyét d6i dong: khi thém dau $ vao trudc dong cla
dia chi tuong d6i (vi du: C$13; A$23). Dia chi tuyét doi
dong khéng bi thay ddi phan dong khi sao chép biéu thirc.

= Dia chi tuyét doi cot: khi thém dau $ vao trudc cot cla dia
chi tuong d6i (vi du: $C13; $A23). Dia chi tuyét doi cot
khéng bi thay d6i phan cot khi sao chép biéu thirc.

= Thay ddi ki€u dia chi: chon dia chi d6 roi nhdn F4 nhiéu.lan.

= Tham khao tdi 6 & sheet khac: SheetName!Dia_chi_6

=Sheet2!E6+Sheet3!G7 )




: L MS Excel: Biéu thirc Excel. &

» Mot sé 16i thworng gép khi 1ap biéu thire
= #Div/0!: trong biéu thirc cé phép chia cho 0.

= #Num!: sb c6 trong biéu thirc khdng phu hop
(vi du: 123474321)

= #Ref: tham chiéu dén nhirng & hodc viing khdng tén tai
trén bang tinh.

= #Value!: sai kiéu di¥ liéu trong biéu thirc.
= #Name!: str dung tén 6, vung khdong dung.

= #NULL!: Ham s&r dung d@ liéu giao nhau cuia 2 vung
ma 2 vung nay khéng c6 phan chung nén phan giao
rong.

lll MS Excel: Cac ham Excel

‘'Ham trong excel
= Y nghia:
= La cdc phép todn dudc dinh nghia san dé thuc
hién cac tinh toan chuyén biét.
= Vi du:
» Sum(A1:A5): Tinh téng cac sb tir A1>AS5
» Right(“Lac Hong”) = ‘g’
a INt(7.5) > 7 Mod(A1,7)

= MOi ham nhan cac tham s khac nhau. Cac
tham s& cé thé la gia tri, dia chi 6, biéu thic
hodac moét ham khac. S6 lugng tham s6 trong
cac ham ciing khac nhau.




" !, MS Excel: Cac ham Excel

]

- Ham -y nghia va cach st dung:
= S dung ham:
= Tén ham(danh sach tham s phan cach b&i dau phay)
= Tén ham phai gb chinh xac, khéng phan biét hoa
thwong.
= Phai truyén day da cac tham sb va phai dung kiéu di
liéu cho cac ham.

= Nhirng tham sé dat trong cap dau [] thi c6 thé truyén
vao hoac bé qua.

= M6t s6 ham c6 sé lwong cac tham s khéng cb dinh.

[=right__| |=moD(_ | =sum |
| [ RIGHTtext, [rurm_chars]) | | | MoD{number, divisar) | [sUMinumberd, [rumberz], ...} |

lll MS Excel: Cac ham Excel

Chén ham vao 0:

= Nhap ham truc tiép

= Click chon nit jJ | trén thanh cong thirc

N . . X
= T Ribbon Formulas = Insert Function

Insert
Function

Search for a function:

Type a brief description of what you want o do and then did
Go
Or select a category: | Most Recently Used |3<

Select a function:

Chon ham A
AVERAGE ‘_‘

Tim ham

F
HYPERLINK.

COUNT

MAX

SIN s

n R SUM(numberl,number2,...)
Mo ta P Adds all the numbers in a range of cells.

:
ham o

ol




" !, MS Excel: Cac ham Excel

~

Chéen ham vao 06:

= Dw&i day 1a hop thoai hé tro nhap | chon (cac) tham sé

N
cho ham
SUM
Humberl || =
Number2 =

Adds all the numbers in a range of cells.

Mumberl: numberl,number2,... are 1 to 255 numbers to sum. Logical values and text
are ignored in cells, incduded if typed as arguments.

Formula result =
Help on this function Cancel

lll MS Excel: Cac ham Excel

¢ Cac ham xu' ly s6

= Ham ABS: tra vé gia tri tuyét doi
= CU phap: ABS(n)
= Vi du: ABS(5) = ABS(-5) = 5

= Ham SQRT: tra vé gia tri la can bac 2
= CU phap: SQRT(n)
= Vi du: SQRT(4) = 2

= Ham INT: tra vé phan nguyén cua sé

thap phan

= CU phap: INT(n)
= Vi du: INT(5.4) = 5

10




ll[ MS Excel: Cac ham Excel

~

'® Cac ham xu' ly s6

= Ham ROUND: lam tron s6 thap phan m
dén n chir s6 lé. (néu n dudng thi lam
tron phan thap phan, n @m thi lam tron
phan nguyén).
= CU phap: ROUND(m, n)
= Vi du: ROUND (5.736, 2) = 5.74

ROUND(139, -1) = 140

= Ham MOD: tra vé phan du cua phép chia
m cho n
= CU phap: MOD(m, n)
= Vidu: MOD(7, 3) =1

11

lll MS Excel: Cac ham Excel

¢ Cac ham xtr ly chuoi
= Ham LOWER: chuyén tat ca ky tu trong
chudi thanh chit thudng
= CU phap: LOWER(s)
= Vi du: LOWER(“Lac Hong"”) = lac hong
= Ham UPPER: chuyén tat ca ky tu trong
chudi thanh chir hoa.
= CU phap: UPPER(s)
= Vi du: UPPER(“excel”) - EXCEL

12




ll[ MS Excel: Cac ham Excel

]

¢ Cac ham xu ly chuoi
= Hdm PROPER: chuyén tat ca cac ky tu dau
ctia mdi tir thanh chit hoa.
= CU phap: PROPER(S)
= Vi du: PROPER(“lac h6ng”) = Lac HOng

= Ham LEFT: trich ra n ky tu bén trai chudi s

= CU phap: LEFT(s, n)
= Vi du: LEFT("lac héng”, 3) = lac

13

lll MS Excel: Cac ham Excel

¢ Cac ham xur ly chuoi
= Ham RIGHT:
= CU phap: RIGHT(s, n)
= Cong dung: trich ra n ky tu bén phai chudi s
= Vi du: RIGHT(“lac héng”, 4) = hong

= Ham MID:
= CU phap: MID(s, m, n)
= COng dung: trich ra n ky tu ctia chudi s ké tur
vi tri m.
= Vi du: MID(“lac hong”, 3, 4) 2 c ho

14




!l!,. MS Excel: Cac ham Excel

—~—

® Cac ham xur ly chuoi
= Ham LEN:
= CU phdp: LEN(s)
= COng dung: trd vé chiéu dai cua chudi s
= Vi du: LEN(“lac héng”) > 8

= Ham TRIM:
= CU phap: TRIM(s)
= COng dung: cat bo cac khoang trédng thira
= Vi du: TRIM(™ lac héng ") = lac hong

15

lll MS Excel: Cac ham Excel

4 Cac ham xu ly ngay thang
= Ham TODAY:
= CU phap: TODAY()

= COng dung: tra lai ngay thang nam cua hé
théng

= HGm NOW:
» COng dung: tra lai ngay thang nam va gid
cua hé thong.

16
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ll[ MS Excel: Cac ham Excel

€ Cac ham xu ly ngay thang
= Ham DAY:
» CU phap: DAY(biéu thic ngay)
= COng dung: tra vé ngay cua biéu thiic ngay
thang
= Vi du: DAY(*06/10/2010") > 10

= Ham MONTH:
= CU phdp: MONTH(biéu thic ngay)
= COng dung: tra vé thang cla biéu thic ngay
thang
= Vi du: MONTH("06/10/2010") => 6

17

lll MS Excel: Cac ham Excel

€ Cac ham xtr ly ngay thang
= Ham YEAR:
= CU phéap: YEAR(biéu thirc ngay)
» Céng dung: trd vé phan nam cla biéu thirc ngay
= Vidu: YEAR(06/10/2010”) - 2010

= Ham WEEKDAY:
= CU phap: WEEKDAY (biéu thirc ngay, kiéu tra vé)
= Cong dung: trd vé thir tw ctia ngay trong tuan
= Vi du: WEEKDAY (“06/10/2010”, 1)

18
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ll[ MS Excel: Cac ham Excel

€ Cac ham xur ly gic phut giay
= Ham SECOND, MINUTE, HOUR: tra vé
gidy, phut, gid cua biéu thuc gid

= CU phap:
= SECOND(biéu thirc gid)
= MINUTE(biéu thirc gid)
=« HOUR(biéu thirc gid)

= Vi du: HOUR("20:08:35") = 20

19

lll MS Excel: Cac ham Excel

& Cac ham théng ké
= Ham COUNT:
» CU phap: COUNT (pham vi)
» Cong dung: dém sb 6 c6 chira di¥ liéu kiéu sb trong
pham vi
» Vi du: COUNT(A1:A10)

= Ham COUNTIF:
= CU phap: COUNTIF(pham vi, diéu kién)
= Coéng dung: dém sb 6 théda man diéu kiéu trong
pham vi
= Vi du: COUNTIF(A1:A10,”>5")

20
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ll[ MS Excel: Cac ham Excel

~

® Cac ham théng ké

= Ham MAX: tra vé gia tri I&n nhat trong pham vi
= CU phép: MAX(pham vi)
» Vi du: MAX(A1:A10)

= Ham MIN: trd vé gia tri nhé nhat trong pham vi
= CU phép: MIN(pham vi)
» Vidu: MIN(A1:A10)

= Ham AVERAGE: tra vé gia tri trung binh céng

cua cac 6 trong pham vi

= CU phap: AVERAGE(A1:A10)

21

lll MS Excel: Cac ham Excel

& Cac ham théng ké
= Ham SUM:
= CU phap: SUM(pham vi)
= Cong dung: tré vé gia tri tdng cha cac 6 trong pham vi
= Vi du: SUM(A1:A10)

= Ham SUMIF:
= CU phap:
SUMIF(pham vi diéu kién, diéu kién, pham vi tinh téng)
= Cong dung: tinh tdng co diéu kién
= Vi du: SUMIF(A1:A10,”>5", B1:B10)

22
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ll[ MS Excel: Cac ham Excel

~

€ Cac ham théng ké
= Ham RANK:

= CU phép: RANK(X, pham vi, n)

= Cong dung: xép th tw cho gié tri x trong pham vi

= Vi du: RANK(A1, $A$1:3A$10, 0)

* Néu n = 0 ho&c b qua tham sb nay thi ther tu s&
dwoc sap tw I&n dén bé (co nghia la I&n xép thwr 1)

*Néu n = 1 thi ther tw s& duoc sap tr bé dén 16n (co
nghia la bé xép thwr 1)

23

lll MS Excel: Cac ham Excel

€ Cac ham Logic
= Ham IF
= CU phap: IF(diéu kién, biu thirc 1, bidu thirc 2)
= Cong dung: Ham tra vé biéu thirc 1 néu diéu kién
ding; tra vé,biéu thirc 2 néu diéu kién sai. Biéu thirc
& day co thé la 1 gia tri, 1 6 hoac 1 ham khac.
= Vi du: IF(A1>=B1, “A I6n hon hodc bang B”, “B 1&n
hon A”)
IF(A10 >= 5, “Dat’, “Trwot”)
IF(C2 = “GDP”, “Giam dbc”, IF(C2 = “TP”, “Trwdng

phong”, “Nhan vién”))

24
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!l!,. MS Excel: Cac ham Excel

—~—

Cac ham Logic
TRUE

= IF(BT_logic, biéu thirc 1, biéu thirc 2)

FALSE

= BT logic: BT trd vé két qua TRUE ho&c FALSE.
BT logic thwdng cb cac phép so sanh

= Biéu thirc 1, 2: co thé 1a 1 sb, 1 chudi, 1 biéu
thre, 1 ham IF khagc, ...

25

lll MS Excel: Cac ham Excel

€ Cac ham Logic
= Ham AND
= CU phap: AND(bidu thire dk1, biéu thirc dk2, ...)

= Cong dung: ham tra vé gia tri TRUE néu tat ca cac
biéu thirc diéu kién déu dung, cac trudng hop khac
la FALSE.

= Vi du: IF(AND(A2>=5, B2>=5), “Dat’, “Truot”)

IF(AND(A1>=B1, A1>=C1), “A I6n nhat”, IF(AND(B1>=A1,
B1>=C1), "B I&n nhat”, “C I&n nhat’))

26
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ll[ MS Excel: Cac ham Excel

~

@& Cac ham Logic

= CUi phap: OR(bidu thire dk 1, bidu thirc dk 2, ...)

= Cong dung: ham tra ve két qua 14 FALSE néu tat ca
cac biéu thiee diéu kién déu sai, cac trwdng hop
khac la TRUE.

= Vi du: IF(OR(A1>=5, B1>=5), “Dat’, “Truot’)

IF(OR(B1="N&", C1=1985), D1+0.5, D1)
= Ham NOT

= CU phap: NOT(biéu thire logic)

= Céng dung: ham tra vé gia tri pha dinh cla biéuthie
logic

27

lll MS Excel: Cac ham Excel

€ Cac ham tra cifu dir liéu
= Ham HLOOKUP
= CU phdp: HLOOKUP(n, t, m, k)
= N la gia tri can tra clu trong bang t
= t 13 bang (pham vi) dung dé€ tra clu
= m la dong sé tra vé néu tim dudc n trong t
= k 1a hinh thlrc tra clru
= 0 la tim chinh xac
<> 0 la tim gan dung
= COng dung: ti€n hanh tim ki€ém gia tri n trén
dong dau tién cua bang t va lay ra gia tri
tuong 'ng trén dong m cua bang t

28
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MS Excel: Cac ham Excel

¢ Cac ham tra citu dif liéu
= Ham HLOOKUP

= Vi du: Dua vao ky tu dau tién cia mapPB va bang phu
dé dé dién vao cot tén.

STT |MNV HOQ & TEN AN|CcVU|LCB|NC[PCCV|LUGNG|THU'C LANH
1 Ab1 |TRUGNG THI CHI =HLOOKLP(LEFT(C3, 1), $C$10:$E$11, 2, 0)
2 _—|Bb1 |NGUYEN AN HC BN [2s
3/ |ab2 |pAnGPoUGC cUGNG [k Y [\ |25
CP2 |NGUYEN BUC DUY KT [NV 26
AD3 |NGUYEN VU DUNG KH [P 24

\,\ BANG PHU
MA ] A B C
TEN PB| KH HC KT

29

!ll MS Excel: Cac ham Excel

4 Cac ham tra cifu dir liéu
= Ham VLOOKUP
= CU phap: VLOOKUP(n, t, m, k)
= N la giad tri can tra cdu trong bang t
» t 1d bang (pham vi) dung dé tra c(iu
= M la cot sé tra vé néu tim dudc n trong t
= k 1a hinh thic tra ciu
= 0 la tim chinh xac
<> 0 la tim gan ddng
= COng dung: ti€n hanh tim ki€m gia tri n trong
cot dau tién cua bang t va lay ra gia tri tudng
ng trén c6t m cua bang t

30
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MS Excel: Eéc ham Excel

¢ Cac ham tra cfu dir liéu
= Ham VLOOKUP

= Vidu:
STT HQ & TEN CVU]PCCV]_LCB | LUONG | THUC LANH
1 |TRUGNG THI CHI GB_ | 50000|=VLOOK/P(D3,$D512:5F$16 3,0)|
2 |NGUYEN AN _— e[ 40000 400
3 |PANG PHUGC cGNG [P [ 30000 360 < L
4 |NGUYENDPUCHUY [NV 0 250 N\
6 _|PHAM CAO PANG PP | 25000 330 \
7 |NGUYEN CHi KHIET |NV 0 250 \
BANG PHU

cvu[pccv] LCB |

Gb | 5000 500

PD | 4000 400

TP | 3000 360

PP | 2500 330

NV 250

31

"

€ Cac ham tra ctru div liéu

VLOOKUP

B [TEM

Inay cua

In 5y khoan

Inaay mai

[May bao

o|m|=|=|o

[May phay

= Ham VLOOKUP — HLOOKUP:

MS Excel: éac ham Excel

A S0 | TEM
1
4F
=l
K
i S
JF
4C
kA
HLOOKUP
C K ] B P
May cwra |May khoan |May mai [May bao |May phay

32
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F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

!'l Phan 3 - Microsoft Excel

, Bai 3
Sap xép va loc dir liéu




" l MS Excel: Sap xép va loc dif liéu

]

khai niém vung di liéu
= Vung di¥ liéu trong mot bang tinh cé nhirng dac diém sau:
= GOém nhiéu dong va nhiéu cot sé liéu
= Khéng chira dong tréng | cot tréng & gitra
= Khong bao gébm cac dong téng | cot tdng
= Néu vi pham moét trong cac dac diém trén thi viing di liéu
la khéng chuan.
= Khi thao tac trén vung div liéu khéng chuén, phai quét
chon vung do.
= Khi thao tac trén vung di¥ liéu chuén, cé thé quét chon
vung hoac chon mét 6 bat ky trong vang.
= Thao tac sép xép va loc duoc thuc hién trén vang di liéu.
3!

@ Sip xép div liéu — str dung menu ngir canh:
= Chon vung di liéu can sap xép
= Click chudt phai > Sort

sort » ‘El Sort Smallest to Largest
d Insert Comment il Sort Largest to Smallest
B Format Cells... Put Selected Cell Color On Top

Pick From Drop-down List... Put Selected Font Color On Top

Put Selected Cell [con On Top
¥/ Custom Sort..

Define Name...
g, Hyperlink...

* Néu chon vung di liéu thi sap xép dwa trén cot dautién,
néu chon 6 (hoac cét) thi sap xép dwa trén co6t do.




" l MS Excel: Sap xép va loc dif liéu

]

@® Sap xép div liéu — str dung Ribbon Home:
= Chon vung di¥ liéu can sap xép
= Chon Ribbon Home - Sort & Filter

Sort &
Filter =
A

A Sort Smallest to Largest

% Sort Largest to Smallest

,E Custom 5ort..

“f= Filter

* Néu chon vung dir liéu thi sap xép dwa trén cot dautién,
néu chon 6 (hoac cét) thi sap xéep dwa trén cot do.

* Sép xép dir liéu — str dung Ribbon Data:

= Chon vung di liéu can sap xép
= Chon Ribbon Data - Sort & Filter

)

Filter

I
‘TJ Reapply
:ﬂ?Advanced

Sort & Filter

* Néu chon vung di liéu thi sap xép dwa trén cot dautién,
néu chon 6 (hoac cét) thi sap xép dwa trén co6t do.




—

- l MS Excel: Sap xép va loc dit liéu

@ Sap xép div liéu — st dung hdp thoai Sort:
= Chon vung di¥ liéu can sap xép

Thém Xoa cot Copy cOt Tuy
cot sap sap x&p sap x€p chon sap
Sort
| ‘5“;1 A_d;:l Level ” X Delete Level ] [ 53 Copy Level ] E] v Options... My data has headers
Column Sort On Order
Sortby  |MAT HANG [v] |values [+] |Atoz [=]
Thenby |56 15 Iz‘ Values 9 E
C6|khdn
tang|giam g tiéu deé

—

Loc dir liéu
= AutoFilter
= Chon vung di liéu can loc (ca dong tiéu dé)

= Click chuét phai > Filter - Filter by zl
Selected Cell’s value il

Custom Sort...
= Hoac Ribbon Home - Sort & Filter > Filter -
. W= FEilter
= Hoac Ribbon Data - Filter

- Xuét hién tam giac bén phai cac tiéu dé cot f

Sort &
Filter ~

Sort Smallest to Largest
Sort Largest to Smallest

Filter LIS

Sort |

o |
&

Insert Comment
Format Cells...
Pick From Drop-down List..,

Define Name...

Filter by Selected Cell's Color
Filter by Selected Cell's Font Color
Filter by Selected Cell's Icon

o Al [alz
. Zl
Filter by Selected Cell's Value

il Sart

Filter

? ‘{J?ii??.

\"/ Advanced

Sort & Filter




]

Loc dir liéu

= Auto Filter
= Click vao ky hiéu tam giac tai cot can loc va chon:
» Co thé loc di lieu trén nhiéu cot.

Search
[ (Select All)
hép
~[lon

Loc dir liéu
= AutoFilter — loc mé& réng:

Phép toan Dién giai S6 | Chubi
Equal = yes yes
Does not equal <> yes yes
Is greater than > yes

Is greater than or equal to | >= yes

Is less than < yes

Is less than or equal to <= yes

Top 10 Hién thi [N] dong dau tién | yes

Above Average Lén hon gia tri trung binh yes

10




- l MS Excel: Sap xép va loc dit liéu

® Loc dir liéu
= AutoFilter — loc mé& réng:

Phép toan Dién giai S6 [Chubi
Below Average Nhd haon gia tri trung binh yes
Between Nam trong khoang yes

Begins with Bat dau bang chir cai yes
Does not begin with | Khéng bat dau bang chir cai yes
End with K&t thic béng chudi yes
Does not end with | Khdng két thic bang chudi yes
Contain C6 cha chudi yes
Does not contain Khéng chifa chudi yes
Custom Filter M3 hop thoai loc dif liéu yes yes

11

l MS Excel: Sap xép va loc dif liéu

—

Loc dir liéu

= AutoFilter — hép thoai loc mé réng:

Chon
phép toan

equals

@ and OO

Két hap
phép toan

Use ? to represent any single character
Use * to represent any series of characters

12




- l MS Excel: Sap xép va loc dif liéu

4

€ Loc dir liéu
= Advance Filter
= Tao bang diéu kién
= Copy céc tiéu dé cot dung dé loc dir liéu ra ving diéu kién
= Nhap diéu kién twong (rng vao vung diéu kién
= Chon vung di¥ liéu can loc (chon day dud - khéng dw)
» Vao Ribbon Data - Advance

HER W
e REdPRIY

Z Sort Filter [—

"“I' _\_E’Ad\ranced

Sort & Filter

13
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- !,. MS Excel: Sap xép va loc dif liéu

‘ Lgc dcl, Iiéu Advanced Filter ! &J
1 Action
= Advance Fllter () Filter the list, in-place

- ACtIOﬂ (@ Copy to another location
= Filter the list Ltrange: | sBs6:ssLL
) Criteriarange: | 'Bai 26'161627:€K¢28
= Copy to another location — o1 2515127

= List range: vung di liéu duoc 10C | Dunase ecords oy

= Criteria range: ving diéu kién g )

= Copy to: vi tri di¥ liéu sau khi loc
= Unique records only: néu cé nhirng
dong trung nhau thi chi lay ra 1 dong

14




Tao biéu do - dé thi
= Chon vung di liéu can vé m @ byl )

biéu d6 - d6 thi
= T&i Ribbon Insert > Charts Ty ‘
= Chon loai db thi pht hop Li[u mlnm a8

=

(gl &
Q
=

j—&” 0|08 98] 33|
I P e ——
M@@MM@M‘ H]Jh laB) 8]
o M M M M M \Ma |L$fr Mf‘, \Jfbfl

E— L/ A | ] lhag] ] e Fyramid . -
el e | YT

o c (-

mﬁg%m
glg |
53

€ g
F-

foRmETTNeR

f Radar i
A e (@] [AR] [ac)] (o] | il 20 CRart Types..
[ Manage Templates... | [ SetasDefault chart |

15

» l MS Excel: Bi€u d6 - Do thi
.~ @ Dinh dang biéu d6 - dé thi
= Chon biéu db - dd thj can dinh dang

= T Ribbon Chart Tools - Design Thay-dolklou the
hién bieu do

Chart Styles
il Ay B == = in
)

Change Save As Switch Select -[IH—[[E- ,,,,,, _ Move

Chart Type Template | Row/Column Data - Chart
Type Data Chart Layouts Location

Thay doi Thay d6i Chon cach bé tri Chon vij tri

kiéu biéu do vung div liéu cac thanh phan dat biéu dé

16




ﬁ. ~ MS Excel: Bi€u d6 - Do thi

® Dinh dang biéu dé - db thi
= Chon biéu dd - db thi can dinh dang
= Tw Ribbon Chart Tools - Layout

Chart Area -
By Format selection Chon va dinh dang ttrng
&4 Reset to Match Style vung trén biéu do

Current Selection

Chart 2
Chart  Axis Legend Data Data Axes  Gridlines
Title = Titles = = Labels = Table = = "
Labels Aoes Properties
Thay déi cac nhan Dinh dang cac truc bat tén cho
trén biéu dé toa do va nét luwei biéu do

17
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» l MS Excel: Bi€u d6 - Do thi

@ Cac thao tac khac trén biéu dé - dé thi
= Di chuyén
= Thay ddi kich thuéc
= Copy, Cut, Paste va Delete: Thao tac giong
nhw doéi voi Picture va WordArt

18




F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

!'l Phan 1: Tin hoc can ban

TOong quan vé Internet




@ Internet la gi?

= La mét hé thdng théng tin toan ciu gdm cac mang may
tinh dwoc lién két véi nhau, cé thé dwoc truy nhap
cdng cdng.

= Hé thdng nay bao gébm hang ngan mang may tinh nhd
hon clia cac doanh nghiép, ctia cac vién nghién ctru
va cac trwong dai hoc, clia nguwdi dung ca nhan, va
cac chinh pha trén toan cau.

http://vi.wikipedia.org/wiki/Internet

lll Gidi thiéu internet

@ Cac dich vu thwong gap trén internet

= HTTP (HyperText Transfer Protocol): cho phép trao doi
thong tin (chd yéu & dang siéu van ban) qua Internet.

= FTP (File Transfer Protocol): cho phép trao dbi tap tin
qua Internet.

= SMTP (Simple Mail Transfer Protocol): cho phép g&i
cac thong diép thw dién tlr (e-mail) qua Internet.

= IRC (Internet Relay Chat): cho phép cac nhém nguoi
trong mot phong lién lac, thao luan véi nhau.




Gidgi thiéu internet

' ® World Wide Web

= World Wide Web (goi tat 1a Web hodc WWW) [a mét
khéng gian théng tin toan ciu ma moi ngudi cé thé truy
nhap (doc va viét) qua cac may tinh néi véi mang
Internet. Web 1& mot dang phd bién ctia dich vu HTTP.

= Cac tai liéu trén Web dwoc lvu dwdi dang siéu van ban
(hypertext), dat tai cac may tinh trong mang Internet.
Nguwoi dung phai str dung mét chwong trinh dwoc goi la
trinh duyét web (web browser) d& xem céac siéu van ban.

= Bén trong mot tai liéu Web thworng chira cac lién két,
cho phép nguwdi dung chuyén qua céac trang tai liéu khac.
Vi vay ma Web nhw mét mang lwéi théng tin khéng 16:

€ Cac trinh duyét Web thong dung

= Internet Explorer cé san trong Microsoft Windows, ciia
Microsoft

Mozilla Firefox cia Tap doan Mozilla

Google Chrome ctia Google

Opera ctia Opera Software

Safari trong Mac OS X, cua Apple Computer




Trinh duyét web

Thong tin Godn tuyén sinh tai Binh Dinh-Quang Ngi Thinh cong tir nghi firc phén abu
~Quéng Nam-Da Nang (ky 15)
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Microsoft Outlook

i Home  Send/Recewe  Folder  View
4 Favontes < >
} inbox - «  Fonyoz )
< Amange by Date Newest ontop SuMo TuWe ™ Fr S
3 Sent tems : . 1233
@ Deleteaitems here are na dems to show in ths view, e
1213141516 17 18
4 Outiook Data Fie 1900 2B
7 5>
3 sent nem
@ Deieteanems
@ Junk E-mai
(3 Outbox
(i) RS Feecs No upcoming appointments
5 Searcn Folders
Arrange By: Flag: Due Date =
There are no tems to show in this
) mail
] Calendar
8] Contacts
) Tasks
M= Rr. B2 >
Rems 0 ajm
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F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

1_ Phan 2 - Microsoft Word

Bai 1
TOong quan vé Microsof Word




!l!,. MS Word: Téng quan

—~—

€ Churc nang cua MS Word
= Soan thao va hiéu chinh van ban.
= Tao bang biéu (Table).
= Nhap hinh anh vao van ban.
= Tao thw trén (Mail Merge).
= Tao cong thire toan hoc.

= Dinh dang trang in, ...

!ll MS Word: Tong quan

& Kho&i dong MS Word

= Start > Program Files - Microsoft Offices >
Microsoft Word

= Click vao biéu twong MS Word trén Desktop
hoac Quicklaunch

€ Thoat khéi MS Word
= ALT+F4
= Menu File - Exit
= Click vao nut Close §4




Phan 2: M-ic*l:dsoft Word

Cac thanh phan co ban trén ctra s6 MS Word

OIFEEIE Documentl - Microsoft Word

Aral oyl - 14 209 aagbce] asgbcel AaBbC aapbce AADB dassce

& - TNormal || 1 No Spaci.. Headingl  Heading 2 Title Subtitle

, B I U -akex x

Font Styles

hi_tiet_tin...] [Compatibility Modle] x‘w_] Document1 * x‘w_] Word 2010 ing B.., [Compatibility M4 \ \

CAC THANH PHAN cO BAN TRONG IMICROSOFT WORD 2010

Thanh tiéu dé: Cho biét duoc tén chworg frinh 1a Microsoft Word va tap tin
dang mé va mot sé cénd cy khac

Thanh Menu ribbon: Chtra cac chirc cdhg cu hd tro' cho viéc hiéu chinh van
ban. Cac chirc nang nay|dwoec chia ra theo tietng nhom

8 \n\n\n\p\ul\!\15\“‘7\\51\9\‘6i

L. Thanh Thwéce ké: Hién thi nhw mét cay thudc hé tro cho viéc c&n chinh van
ban(Thwéc nganh va thuéce ding)
Thanh Trang Thai: Cho biét cac théng tin vé& van ban hién hanh, céng cu
zoom man hinh va ché dé lam viéc clia Word
= Thanh Cudn: Cho phép cudn van ban dén Vi trf mong mudn.(Thanh cudn /.
/ nganh va thanh cudn deeng) :

Ipug_uu AtS2em  Lnesd  Columm23 | Words122 | Inset | [[Elw @ 2 = is0% ) v}

Cac thanh phan co ban trén cira s6 MS Word

o AR AR Dacument # « Microsoft Word | | 6 [l
[ I n Poge loyout
B Aoy <14 - AT A AaBbCcl | AaBbCel AaBbC AsBbCe AAB aazsce
st panter B U - ke x, X NNomol | 1Mo Spaci,. Headingl Mesdimg2  TWe  Sublie || C
Font syies
[@) a ) chi_tiet_tin..] [Compatibility Mode] X | @) Document1~ x | @) W, |
e = ——————

1l m
Pageilofi AtSZem Lned  Columnm:23 | Wordsii22 | Imsert | [EFEERCC! 0
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Phan 2: MiCrosoft Word

Cac ché do lam viéc trong MS Word

Documentl - Microsoft Word . Lo | s
= xr\ pagmm c@o@ =
ac AvalBosy w14 A K AaBbCel | AaBbCel AaBbC AaBbce AAH sazoce L.\ ?ﬁ:::;g
Faste ngmpmm B 7 U~ x x TNormal |TNoSpac. Headingl Heading2  Tie sutte || Shange :\":mm,
Cipbaard 3 Font 8 Paragrapn . Ssyes caiing
| @] de_cuong chi_tiet fin..] [Compatibility Mode] X | (@] Documentt* X | @] Word 2010 Training B..Compatibility Mode] * X | 1] |
8] e e 2 B R S o R A
B CAC CHE PO HIEN THI VAN BAN TRONG WORD
J Print Layout: Van ban dugc trinh bay & ché do thuc.
. Full Reading Layout: V&n ban sé& duoc trinh bay nhu mét quyén sach
3 Web Layout: Van ban sé dugc hién thi nhw 1 trang web
3 OutLine: Nhin v&n ban & dang téng quat nhat
i Draft: Ché d6 soan thao van ban & dang nhap.
: g
:\ [ » i
Pageilofl At76am Lines  Colummds | Wordsi64 | Insert | 50% (=) V! &)

Phan 2: Miérosoft Word

€ Tao méi van ban:
“ Home

Insert

Page Layout References Mailings Review View
= save

a2 Available Templates

B Save &s

3 Open @&} Home

£ Close

&

i gIS (o

Recent Blank Blog post Recent Sample My templates
document templates templates
Print -
=! B = i
Hel Agendas Award Brochures Business Calendars
=P certificates cards
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R
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Flyers

2] Options

B Exit
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Phan 2: Mi;:rosoft Word

€ M& van ban cé san

Home ) Open
OC- |3 » Libraries » Documents » "‘1‘” N 2l

I Save Organize ¥ New folder
@] Microsoftword - Documents library

Save As Templates Includes: 2 locations

Arrange by:  Folder =

Name Date modified -
't Favorites
B Desktop L | Aiseesoft Studio 22/10/201110:27 .. Filefolde
- AKVIS 27/12/201110:53 SA  Filefolde|E
| My Google Docs
5 Clase T Any Video Converter 22/10/201110:02 ...  Filefolde
] - | AnyBizSoft PDF to Werd 01/04/201111:39 SA  Filefolde
iangDay
BlackBerry 13/11/2011931 A Filefolde
=7 | Downloads 29/07/2011 405 CH  Filefolde
- Libraries
DriverGenius 01/12/201110:04 ...  Filefolde
18 Computer | Google Talk Received Files 08/07/20111048 ...  Filefolde
PP L ST
e WINXP @) < < i D

File name: + | All Word Documents (*docx™« ~

Phan 2:

€ Lwu van ban

| (W] Save As =)
OO B+ Libraries » Documents * T4 )
Organize Mew folder i= - ®
Templates B .
‘ H Saye | ~ Documents library P ! Fatie -
Includes: 2 locations
It Favorites .
Save As B Desktop E|  Name ~ Date modified Type  *
|| My Google Docs | Aiseesoft Studio 22/10/201110:27 .. FiIEfc\(IEi|
L_;': Open Lam Viec M AKVIS 27/12/201110:53 SA  File folde
| GiangDay | Any Video Converter 210720111002 ... Filefolde ||
e AnyBizSoft PDF to Word D1/04/201111:39 S File folde
[ Close 4 Libraries | BlackBerry 13/11/2011931 54 File folde
Downlosds 20/07/2011 405 CH _ File folde ™
M Comnuter ad | < l il >
YT IC AC CHE B0 HIEN THI VAN EAN TRONG WORD.docd -
Save as type: |Word Document (*.doc) -
Authors: mibo Tags: Add a tag
[ Save Thumbnail
!
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ll!, Nhap & Hiéu chinh van ban

& Mot s6 khai niém
= Character: ky tu.
= Word: tlr - gdm nhiéu ky tw.
= Sentence: cau - gom nhiéu tir va két thiic bang
dau cham (.).
= Paragraph: doan - gom nhiéu cau va két thiic
bang Enter.

11

lll Nhap & Hiéu chinh van ban

& Mot s6 quy tac nhap van ban

= Nhap thé di liéu, nhap tw trai sang phai, tw
trén xudng dudi.

= Cac dau cham (.), dau phay (,), dau hai cham
(:), dau cham phay (;) nén bod sat voi tir trudc
va cach tw sau.

= Chu y cach dat tay trén ban phim va nhap
dung theo hwéng dan.

= Sau khi nhap thd van ban xong ta mai tién
hanh dinh dang.

12




) Mot s6 chu y khi nhap van ban tiéng Viét
= Font chr phu thudc vao bang ma:

Insert Page Layout References

Times NewRom * (13~ A" A" | Aa~ | &
B 7 U ~abe x, X - A~

Font

Arial, ...
= Bang ma VNI Windows = VNI-...
= Kiéu gb tly thudc vao tirng ca nhan: Telex
hoac VNI

1héjp & Hiéu chinh van-ban

= Bang ma Unicode > Tahoma, Time New Roman,

13

lll Nhap & Hiéu chinh van ban

@ Thao tac v&i con trd
= <= qua trai, qua phai mét ky tw
= 4} :1én, xubng mét dong
= Home, End: vé dau, cudi dong
= Page up, Page down: vé dau, cubdi trang
= Ctrl+Home, Ctrl+End: vé d4u, cudi van ban
= Enter: xubng dong qua doan khac
= Shift + Enter: xubng dong khéng ngat doan
= Ctrl + Enter: qua 1 trang moi

14




lll Nhap & Hiéu chinh van ban

# Thao tac véi van ban
= Chon van ban
= Chon mot twe: Double click vao tir dang chon.
= Chon mét dong: Click chudt tai dau dong can chon.
. C‘hc_)n mot doan: Double click 1én dau dong doan
can chon.
» Chon mét vung lién tuc:
= Quét chudt tai vung can chon.
= Click diém dau, gilr SHIFT va click va diém dich.
s Nhan gilr SHIFT + cac phim miii tén.
= Chon mét vang khéng lién tuc: Nhan git» CTRL va
quét chudt qua cac vung can chon.
= Chon toan van ban: CTRL + A

15

~

" l Nhap & Hiéu chinh van ban

Home

[——] L

€ Xoéa vung van ban fa Cut
= Chon vung van ban can xéa. —j 23 Copy
= Nhan phim DELETE. PoSte o Format Painter
# Di chuyén vung van ban
= Quét chon vung van ban can di chuyén
= Gilr chut trai va kéo dén vj tri mai
= Nhéan Ctrl + X, di chuyén dén vj tri m&i nhan Ctrl + V
€ Sao chép vung van ban
= Quét chon vung van ban can sao chép
= Nhén gitr Ctrl + gitr chudt trai va kéo tha dén vi tri moi
= Nhan Ctrl + C, tai vij tri can dan nhan Ctrl + V

16




lll MS Word: Tim kiém & thay thé

—

® Tim kiém siv dung Ribbon Home = Find

—

Mavigation

No6i dung
can tim

aac Replace
kg Select -
Editing

Z

Hinh thirc hién thi
néi dung tim kiém

You can search for text in
your document by typing in
the search box above,

Click the Magnifying Glass
button to find commands to
search for objects, such as
Graphics, Tables, Equations,

or Comments.

Thywc hién
tim kiém

17

MS Word: Tim kiéeém & thay thé

® Tim & thay thé si¥ dung Ribbon Home - Replace

Tim kiém

thay thé

Tim va

Di chuyén

téi trang

% Find ~ WL
a Replace |
Find what: wan bang
g Select -
Edltln':l Reffface with: |van ban E
NQi dung
Cén tim Replace Replace All Find Next Cancel
J V4 \
/ V4 \ ~
Tuy chon Noi dung Thay thé Thay thé Tim tiv
b6 xung thay thé tirng bwéc toan bo tiep theo

18




!!!. Phan 2 - M‘ifcrosoft Word

Bai 2
Pinh dang van ban

19

!ll MS Word: Diﬁh dang van ban

4 binh dang van ban gom nhiéu budc:

= Dinh dang ky tu: cé thé thay d6i hinh thic trén

tirng ky tu trong van ban.

= Pinh dang doan van: thay d&i hinh thirc clia ca
mot doan van.

20
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!l!,. MS Word: Pinh dang ky tu

—~—

) Str dung Ribbon Home - Font

Quét chon vung van ban can dinh dang

w TimesNewRoman - Font: thay dbi font chir.

= ¥ =  Sjze: chon kich c& chi.

Bold: bat/tat chir dam (ctrl+B).

ltalic: bat/tat chi¥ nghiéng (ctrl+l).
Underline: bat/tat chi® gach dwdi (ctrl+U).

B
I
u
= 2t Font Color: thay d8i mau chir.

Insert Page Layout References

Times NewRom ~ 13~ A" A"  Aa~ &)

B 7 U ~abs x, X° B - A -~

Font

21

1 Pinh dang van ban

4 Dinh dang chir hoa va chir thwong
= Quét chon vung van ban can dinh dang

Insert Page Layout References

: s v | GEEE 1
Times NewRom ~ 13 ~ A" A Aa| | %)

Sentence case.
B Z U ~abe X, X° =
lowercase
Font UPPERCASE
Capitalize Each Word

tOGGLE cASE

22
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"

]

= Lowercase: chr thwong.
Uppercase: CHU HOA.

MS Word: Pinh dang ky tu

4 Dinh dang chir hoa va chir thwong
= Sentence case: Ky tw dau cau la chir hoa.

Title Case: Ky Tw Dau Cua Méi T La Chir Hoa.
Toggle Case: kY tf dAU cUA mOI tU IA cH
tHUONG, cAC kY tU cON IAI IA cHO' hOA.

# Ngoai ra, c6 thé sir dung to hgp phim tat Shift + F3 dé
chuyén qua lai giira cac kieu nay.

23
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= Chon ving van ban
can dinh dang

Times NewRom ~ 13~ A" A" | Aa~ &

Page Layout References

B 7 U ~abe x, X° - A~

Font

Xuét hién

4 Sir dung hép thoai Font

MS Word: Pinh dang ky tu

Nhép chon

Font style: Size:
2

Preview

Effects
[ strikethrough [] shadow [] small caps
[ Double strikethrough  [] Qutline [ All caps
[ Superscri nt [] Emboss [ Hidden
[ Subseript [] Engrave

‘7 2 Luwu tap tin v&i tén khac. 1énh file'save as 7‘

This is @ TrueType font. This font will be used on both printer and screen,

Set As Default

24
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. Hop thoai Font - Thé Font

Font: chon Font chir.

Font Style: chon kiéu font.
Size: chon kich c& chir.
Font color: chon mau chir.

Underline Style: chon kiéu gach
chan.

Effects: cac kiéu dinh dang bd sung.
Preview: xem trwéc cac dinh dang

Effects

« Underine style:
Automatic  [~] [(none)

[ strkethrough [ shadow. [ small caps
] Double strikethrough  [] Qutine [ &l caps
[ superscript [C] Emboss [T tidden
[ subserit [ engrave

2 Luru t3p tin v6i tén khac. lenh fielsave as  __|

This is & TrueType font. This font wil be used on both printer and screen.

da thiét lap.

Nut Defalut: Ap dung cac dinh dang
trén cho van ban méi sau nay.

25

€ Hop thoai Font — Thé =
Advanced
= Character Spacing: thay

Scale:

dbi khodng cach gitra cac
Ky tw.
= Scale: ty & nén gian ky tw | =
theo chiéu ngang.
= Spacing: khoang cach

Preview

100% [=]

Spacing: |Normal B By:

Position: |Normal E By:

[] kerming for fonts: 2| Points and above

perType Features

Number spacing: |Default
Number forms: | Default
Stylistic sets: Default

Use Contextual Alternates

Nane

gilra cac ky tw.

2 Luwu tap tin vi tén khac. 1énh filesave as

» Position: vi tri cac ky tw
so v&i hang ngang. I

This is a TrueType font. This font will be used on both printer and sareen.

o) [ons ]

Set As Default
L

26
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q MS Word: Dinh dang doan

BiénBep

Buéi s3m ngng séng. Mhithg cdnh budm néu trén biéh dide ndng okiéh véo héng ris [én nht
dén bitdm mua lubn gith trdl xanh

Lai d&h m&t budi ctidy, gié mia déng bdc vih dimg, Bién ling, d3 duc, ddy nhymam binh
e, lodng thodng nhithg con thuyén nhu nhithg hat lac ai dem réc lén,

R&i mét ngdy muh rio, M ding ding béh ptia. C& quing nfng xuyén xuéhg bidn éng dnh
8 médw: xanh 13 ma, tim pht, béng, xanh bigc. C6 quing thdm si, ndng trich, Nhithg cinh
budm ra khdi conmuit, w8t dm, thim lai, khod nhe b& hdl, nhnt ngs o bde néng dén iy
xong thi rudng vE bi .

[Theo ¥ TaNam)

Bicn Dep

Budi s3m ning =ng, Mhithg canh budm ndu trén bidn dide néng chidh vio héng vt
lé&n nhutdan butfm mua lugn gith trél xanh

Lai d&h mat budh chidn, gié mia déng bic vita ditng, Bidn lang, dd duc, ddy nhur mém
bdnh diic, lodng thodng nhitng con thuyén nhi? nhing hat lac ai dem vic lén,

R& mét ngdy muk rio. Mul déng déng bén phia. Cé quing ning xuyén xuéng bidn
Sng dnh i mau: xanh |d ma, im phét, hdng, xanh bige.. 6 guing thém si, ning trich, Mhitng
cdnh budm va khdi cdn musk, w3t dim, thim lai, ichod nhe bl bél, nhi ngte Lo bdc néng din
ciy xong thil ruéng vé bi it

27
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Vidu 1: Cac dang can |é doan van ban:

Mt sb vi du vé dinh dang doan van | Cadn
v Lo o FEP. ; " . ira
€an  —— Cin ¢ trai: nhitng dau cach s& dwoc chén ty déng gitta -
thing 16 | cactir wi cac dong cin thing theo 18 trong tng
trai . .
Ciéin € phai: nhitng dau cach ciing s& dwoc chén ty déng «—— Cdn
gifta cAc ty va cic ddng cdn thing theo 18 trong Ung, thang lé
= : IR i s ; hai
€an ——— Cin thing ca hai & nhitng dau cach ciing s dwoe chén P
"‘%‘"9 tr ding gifta cac ti va cac dong cin thing theo 18 twong
hai le éng

Thyt déng d8i véi déng dau titn cha cac doan hay < Thut 18
mét vii doan dic biét nho dd. dong dau
A ; T T . tién

Thut lé ——— Thut déng d81 véi tit ca cac déng cia cac doan hay
Cé doan mét vii doan dic bift nao dé.
van 28




q MS Word: Dinh dang doan

-

4
Cl
.

Vi Du 2: Khoing cach giira cac doan van va

Khoang
cdchden ——
doan trén

Khoang
cdch d&n ——
doan duéi

giira cac dong trong mgt doan van

Bién dep

Budi sém nfng sing. Nhiing cinh budm niu mén
bign duge ning chifu vio hdng ruec lsn nhir din
budm mua lugn gita tréi xanh.

Lai dén mét budi chifu, gid mia déng bic vim
dimg. Bitn ling, d& duc, diy nhu mam binh dic,
lodng thodng nhiing con thuyén nhit nhing hat lac ai

dem réc Bn.

Réi mét nghy mua rho. Mt ding ding bén phia.
Cé quing ning xuyén xudng bifn dng dnh 40 mau;
xanh }i ma, dm phdt, bing, zanh bigc... C& quing
thAm si, ning tich, Nhitng cdnh budm ra khdi con
e TT o) Tt sty e ey e s T [ e LTV
do bic néng dan chy zong thita rudng vé bi .

Khoang
cdch gitia
cdc dong

trong doan

29

q MS Word: Dinlhidang-doan

-

Tinh chat:

R

<

<

+ Kiéu can Ié.

» Khoang cach [é cua dong dau tién.

+ Vi tri |é cia ca doan van so vdi toan trang.

- Khoang cach dén doan van ban trén hoac dudi.

- Khoang cach gilra cac dong trong doan van ban.

30
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q MS Word: Dinhidang doan

-

St dung Ribbon Home - Paragraph:

# Dat con tré vao doan van ban can dinh dang (chon
nhiéu doan néu cé cung dinh dang).

Danh diu hoic sb cac  Thut I trai

muc danh sach cua doan van
-
8 o = B ==l A
T Y iZ Y IV | EE = AR |

A

Cdn lé doan

o = —_ o
van doan van
Para/faph \ "
Khoing cach gita ~ Mau nén cia
céc dong doan van

= | Oy~ - Héng khung

31
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nvi
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=

Ml | =i
g
ol

4

i
¢
4
4

=
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Paragraph

Can lé:

% Chon cdc nut sau:

(Align Left): Can Ié trdi.
(Center): Can gitia.

(Align Righ): Can ¢ phai.
(Justify): Cdn thang hai Ié.

=

32
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q MS Word: Dinfirdang-doan

=-i=- [EeE| 4@
== == [=.] & =
= E E E = SR v i

Paragraph

Thay doi |1é ca doan:

i=| (Decrease Indent): Giam mukc thut I trai cla
ca doan van.
£=| (Increase Indent): Tang muc thut I€ trai cua

ca doan van.

=|+| (Line spacing): Thay déi khoang cach gilra
cac dong trong doan
van. &

£ =1

“Su dung Hop thoai Paragraph
Chon vung van ban can dinh dang.

Paragraph [

Indents and Spacing : | Line and Page Breaks |

General

Alignment: | Left [~]
» — —_ j— —t— Qutline level: |Body Text
= v i= v L=, | ¥ 3 .’\l q =l
- §— i = = Z

Indentation

—d b4 3 — — 1] Left: 0 cm Special B
=] - —EE S A=, \‘/) v . = = v
Sme - -2E SN = kel Right: Oen 5 (nene) E

[ Mirror indents

Paragraph "
A Spacing
Before: opt = Line spacing: at:
After: opt = Single E

[ Don't add spage between paragraphs of the same style
Preview

Nhip chon S
Xuét hién

—_—

[ gebs.. | [setaspefaut ] [ ok | [ caneel |

34
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MS Word: Dinfirdang-doan

Paragraph

{indznis and 5padng ; | Line and Page Breaks |

General
Alignment:  |Left =]
outline level: |Body Text E

Khoang cdch lé

Khoing cdch dén

Indentation
Left: 0cm z Spedial:
Right: 0cm z {none)

[ Mirror indents

Thut 1&

doan van ban trén

Khoang cdch dén —
doan van ban dudi

Spacing l
Before: 0pt = Line spacing:

Preview

After: 0pt = Single =
et Don't add space between paragraphs of the same style

dau dong

J
|

— Khoang cdch
gitta cdc dong

224 g e e S

[ mabs.. | [setmspefaur]| [ ok ]|

Cancel

35!

L

Paragraph

{Indents and Spacing

Line and Page Breaks |

General

|- Alignment: | Left
L

Indentation

Outline level: | Body Text =]

=]

Spedial: By:

v [

Line spacing: At:

Single

\
[ Tabs... ] [SetAsgefau\t] [ oK ]\{\ Cancel ]
N\

18
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1 MS Word: Ké khung & To mau.nén

& THIEP MOI o5

Whiin dip Bé Hiu dwec 3 tudi, gia dinh Nguyen Vi Bé Bu thin méi:

Anbchir o CEIDa chl L
Pén tham du bu01 t1ec than mat duoc to :huc VAO NZAY ...
Tai khu du lich }i Ba s6 46578 dwing Trin Hung Dao, Q5

Rit héin hanh dwoc dén tifp.
Ehi di nhé mang
theo gua

She doe S re rcd”wy nha

Nioin Mydy 20,710

Hoém nay 20 thang 10
Biét dinh nghia vg la ngudi gi day
Vd la qua ot chin cay
Do tugi ngoai vo rat cay trong long

37

1_ MS Word: Ké khung & To mau.nén

a. Vg la mot chat men say

b. L& nudc hoa ngoai lam ngay ngat léng
¢. Vd |a mot dng may héng

d. Vd la hoa hau dé chéng mé say

Vo lakhoi 6c ban tay

Vo la bac s thang ngay chim ta
Vo lamy, vo la hoa

Vo la choi biet, vo la mia xuan

Ha L tin dyng nkdn ddn
Mo L ke todn gidi ngdn tronyg nhi
¢ 3 | b}
M L. bt bist kldng?

New wd mudn dink nghiy xong, cf 3l

38




ll!, MS Word: Ke khung & To mau nén

Str dung Ribbon Home > Paragraph
= Chon ving van ban mudn ké khung hoac t6 nén

Home

sE

20 9 | aaBbCet | AaBbCel
& -[@OF 1 Normal | 1 No Spaci.

Bottom Border
Top Border
Left Border

Right Border le—— Déng khuﬂg
No Border d’oan van

All Borders

B
Mé.u ﬂéﬂ Cﬁa [ Outside Borders
(3 4 Inside Borders

doan van i
|

Inside Horizontal Border

Inside Vertical Border

4= Horizontal Line Mo hf)p ﬂ’lOi.li
DrowTihe Bordesr And

o
& View Gridlines
Q

Borders and Shading... / Shading

39!

& Su dung hop thoai Borders and Shading
= Thé Page: ké khung cho van ban

Borders and Shading [y [ Kidu e
| 2 . |
Kiéu déng khung Borders | Page Border | Shading |
etting: e Preview A 2.
- Fan dogrom bcon o use Xem trwée thay doi
- buttons borders // clia vin ban
a " d
@ Shadom - Vé | x6a dwong bién
[ automatc \\ /
3D
D " 0
Yapt Apply to: I
Paragraph ‘gL.

s
E. O 1 I
Options...

L7 show Toobar Horizontal Line. \ | Pham vi dwoc ap dung

Do day dwong bién

| Mau dwéng bién |

40
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ll!, MS Word: Ke khung & To mau nén

® Borders and Shading

= Thé Page Border: k& khung cho trang gidy (twong tw
nhw thé Border)

Borders and Shading I S W

o

Borders || Page Border | | Shading

Style: Preview

Mone

Box

Setting:
Automatic
g - 5
| Width:

Apply to:
Custom
At Whole di

Click on diagram below or use

Shadow S
e Color:

buttons to apply borders

jocument E 1
.

| [ ShowToobar | | Herizontal Line... |

)

41

€ Borders and Shading
= Thé Shading: t6 mau nén

Chon mau nén

o

Borders and Shading

Borders | Page Border | Shading

Fill Preview

NoColor  [+]

Patterns

Style: -]

r Automatic

P

Apply to:
Paragraph

Xem trwérc thay doi
cla van ban

/I

Horizontal Line...

Pham vi dwoc ap
dung

42
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» l MS Word: Pinh dang van ban

~

@& Sao chép dinh dang:

= Chon vung van ban c6 dinh dang can sao chép.

o CIicI,< chon céng culFor[nat painter #| o
(Nhap dup chudt néu can sao chép nhiéu lan
t&i cac vung van ban khac nhau). &

= Con trd chudt xuat hién dang cay co. Dung
chudt quét Ién cac vung van ban can dugc ap
dat dinh dang do.

= Nhan phim ESC dé két thuc viéc sao chép dinh
dang.

43
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F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

1_ Phan 2 - Microsoft Word

Bai 3
Pinh dang van ban nang cao




MS Word: Pinh dang TAB

LY LICH SINH VIEN
Ho wa Tén

Lép Khoa:
Dia chi:
56 difn thoai

Mén hoc Lép So tiet
Tin hoc dai cwong 10TC113 75
Ngén ngik C 10CT111 ... ...80
Toén cac cip Al 10XD112.... e .50
Mgén nglr 1dp trinh Pascal 10KET1 lq 75

NG dung Trang
[IS0a I T = N 6
Bai 1: Gidd thiégu

1.2. Tai sao CS

1.3. Hoc CSS cin nhimg gi

Bai 2: Mot sO guy ude wvé cdch viet CS8 S e 10

2 L o USRS I i

Bai 3: Mau chi¥ v mau nén

3.1. Thudc tinh background-color. ..o oo oo ce i i s i e e e e e e e e e e 2 ]

L
&

rhude tinh background-image

"

3. Thude tinh background-repeat ... ..o i e s 22

"
&

Thude tinh background-artachment ..

53
b

)
Lk

Thud

inh background-position.......

53
b




!I!. MS Word: Pinh dang TAB

# Tai sao phai dat TAB

= Dat TAB khi mudn tao khoang cach cb dinh
gira cac ky tw trong van ban.

Mon hoe Lap So tiet
Tin hoc dai coong 10TCII3 TS
Ngén ngi C 10CT111 90
Toén cac chp Al 103DI12. 0, 90
Ngdn ngiv 18p trinh Pascal IUKTllj 75

= Dat TAB dé tao ra cac duwong
mot cach ty dong.

LY LICH SINH VIEN
g;)pvaT L T Rkear LT
Bia chi
35 dign th |

!ll MS Word: Dinh dang TAB

# Cac loai Tab thudng dung:

Tab canh trdi .|

Tab canh phai 4]

Tab canh gilta [1]

Tab thdp phan =

Tab thanh déng |1l




- l MS Word: Pinh dang TAB

6 Tab canh trai

Hém nay 20 thang 10

Biét dinh nghia vo 12 ngwoi gi day
Vo la qua ot chin cay

Dé twoi ngoai vé rat cay trong long
Vo la mét doa hoa lléng

Vo la sw it Ha Bong trong nha

l MS Word: Pinh dang TAB

4 Tab canh phai

Hom nay 20 thang 10

Biét dinh nghia vo la ngudi gi day
Vo la qua 6t chin cay

Po tuoi ngoai vé rat cay trong long
Vo 1a mot doa hoa héng

Vo la s tr Ha Pong trong nha




» !, MS Word: Pinh dang TAB

~

' 0 Tab canh giira

Hom nay 20 thang 10
Biét dinh nghia vo 1d ngudi gi day
Vo la qua ot chin cay
D6 twoi ngoai vo rat cay trong long
Vo la mot doa hoa hong
Vo la s tir Ha Bong trong nha

lll MS Word: Pinh dang TAB

¢ Tab thap phan

l-l-g-l-l-l-z-l-s-|-|_4-|-5-ILG-I-?-J_.II-S-I-I'

MAT HANG PVT SL. PO.N GIA
DOP - 500g lon 10 4.99

DIF - 900g lon 12 129

DFO - 500g lon 18 5.01

DFC - 500g lon 20 4.2

Mama Plus lon 30 4.89
Ovaltine - 1200g hop 25 20.1

10




" !,. MS Word: Pinh dang TAB

—~—

4 Cach dat Tab:
= Chon vung van ban can dat Tab
= D&t Tab truc tiép
= Chon loai Tab can dét (Click chuét vao tab)
= Click chuét tai vi tri cAn dat Tab trén thuwéc ngang

Chon loai TAB can dat Chon vi tri dit TAB

11

MS Word: Pinh dang TAB

¢ Cach dat Tab:
= Chon vung van ban can d&t Tab
. Nhép dup chudt vao canh du¢i thwéc ngang > Tabs

Tabs rg‘
Tab stop position: Default tab stops:
25 cn] [1.27em Bl
/ 8.25cm Tab stops to be cleared:
Alignment
. O Left (&) Certer O Right — .
Nhép vi tri can dat TAB O pecimal Ogar Xac dinh loai TAB
Leader
gim"e 8?;;;;;;. O . Xéc dinh ky tw dién
- = vao khoang TAB
Leader)
/* Set ] [ Clear ] [ Clear all ] (
Nhén nut SET dé xac nhan [

12
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" !, MS Word: Pinh dang TAB

€ Thay doi vi tri Tab:
= Chon vung van ban cé Tab can thay daéi.
= Dung chudt kéo Tab dén vi tri mdi trén thudc.

Click va kéo dé thay ddi vi tri

13

lll MS Word: Pinh dang TAB

@ Thay déi loai Tab:

= Chon vung van ban cé Tab _
can thay ddi. Tabs X
. A q Tab stop position: Default tab stops:
= DUng hép thoai Tabs - br &
L 2:5" 2 Tab stops to be cleared:
3.?5::
Chon TAB / 5.75
can thay doi Aligrment
(&) Left O Center O Rright
(O Decimal O Bar
Xac dinh loai Leg;eer o o
TAB moi Ot = :
/k Set ] [ Clear ][ Clear gl ]
Nhén Set d& xac |— |
nhan thay doi o _J[ conca ]
14




MS Word: 6inh dang TAB

Xb6a Tab:

= Chon vung van ban can xéa Tab
= Dung chuét kéo Tab ra khaoi thwéc
'1"""‘§'“""1"|.""2"‘1"'3"' s

Default tab stops:
‘D o B

Chon tab va kéo
ra khéi thwée

C=

Tab stop position:

[

= St dung t6 hop phim Ctrl + Q

dé xda tat ca cac Tab
= Dung hop thoai Tabs

138"
5En

375"
5.79"

Tab stops ko be cleared:

Xoéa TAB dang chon

Alignment
(&) Left O Center O Right
N ) Decimal O Bar
Chon TAB can x6a
Leader
() 1 Hone (@1 covoooo O g
Os_

Set m Clear al

Xoa tat ca cac TAB

15

!'l MS Word: Thiét 1ap danh sach

A, CONG TY FUJITSU
1. B8i tugng: cac dai tugng o day d0 cac
digu kign sau:
» Tt nghiép dai hoc: dign hodc dign
7 (06 ngudi).
= Tt nghiép dai hoc: tai chinh k& todn
{02 ngui&i).
= Tt nghigp dai hoc: tin hoc va ngoai
nglt (02 ngud).
= Lao déng phé théng: 400 ngudi.
2, Tudi;
= K4 sur i 25 d&n 45 18
» Lao dding PT: o 18 d&n 30 tudi
2. Thdi gian:
= MhEn b sa: o 01/01/2006 dén
20/04/ 2006
= Phdng van: ¥ 01/06/2006 d&n
20/09/ 2006

B. CONG TY CAM CON CO
1. B&i tugng: cac d8i tugng ob day di cac
digu kign sau:
= T8t nghiép dai hoc: ndng 1am (04
nguieiy.
= T8t nghiép dai hoc: tai chinh k& todn
{02 nguii).
= T&t nghigp dai hoc: tin hoc va ngoai
gt (02 ngurdi).
= Lao déng phé thdng: 500 ngudi.
2, Tuéi;
= K§ sut i 25 d&n 45 i
* Lao déng PT: tr 18 dé&n 30 tudi
2. Théi gian:
= MhEn b sa: oy 01/01/2006 dén
30/04,/ 20086
= Phdng van: oy 01/06/2005 dén
30/09/2006

16




ll!, MS Word: Thiét lap danh sach

~

€ Str dung cong cu Bullets and Numbering
= Chon vung van ban mudn tao danh sach.

Panh dau cac muc || Panh s6 cac muc
trong danh sach trong danh sach

/

= v = v hH=v]|| =
. — 3 — = J
EE B BE =
= — — = *_

Paragraph

v

"l
Ny
-—
= |

17

& Su dung Ribbon Home - Paragraph

= Tao dau dau doan

S N T | aampcer
Bullell.iblary t

None D D ®
G v

Document Bullets

O ]

Define New Bullgf...

Cac kiéu dau co sin

Canh lé bullteted
so v&i le trai

Chon kiéu dau khac

T
Define New Bullet I 7|

Bullet character ‘
[ Symbal. .. ][ Picture. .. ][ Font... ]
Alignment:

AC—
Preview

18




!l!,. MS Word: Thiét lap danh sach

l’f dung Ribbon Home - Paragraph
= Panh s6 dau doan

= EE AL W

i
FEEE 2 AaBbCcl
TNumbering Library - . Define New Number Format |2 [BeESes)
m - o - : Kiéu Number ~|nmber format
None 12) LEE - \g@w style:
B3] 13 ) [=]

Number format:

CéC kléu ' 3312— | |332

33.1.1- 331- 3.25.1- : : i
p 3252 — Dlnh dang |a|/—at\hgnment: ‘
danh s§ |22re— 222 e2sa Number o
4 | [ Preview
CO san 321 31 3611

322—— | |32 3612— .

1 323- 33 -1 | 3.6.13- Cén |é Cfla 1

| [EXERE 3611 361 Number =

352 3612 —  |36.2.- 3

| 353 —— 3613 — 363 —

| [ELE] 351.- 351

36.2 352 352
1 363 353 353 [
<= Change List Level r
| Define New Number Format...

T [ cancal

19

> Str dung Ribbon Home - Paragraph
= Banh dau va s6 dau doan theo cau tric phan
cap cua doan.

List Library
1) 1
None ap 1.1
) 144
- Acticle | 1
= Section 1.01 11

2 — Define Hew Multilevel List...
Define New List Style...

20
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lll MS Word: Thiét lap danh sach

]

» Sir dung Ribbon Home - Paragraph
= Danh dau va sb dau doan theo cau tric phan
cap cla doan > Thay dbéi cap dd cta doan

3.3.1 Cac ham toan hoc (

Heageg 1— | | Chapter 1+
¥ 332Cichimth . P
¥ 3.3.3 Cachamxi 1. Heade ading e
¥ 334 Cichamng M
List Styles
¥ 3.3.5Cachamlo| ) o
¥ 336Cichamdi| *
v 3,3A6Cichimﬁ‘l —
Chuong 4: THAO TA -
4.1 Sap xép cicmautin. 5= Change List Level
Define New Multilevel List... o

Define New List Style...

4771894 | Insert

21

Str dung Ribbon Home - Paragraph
= Banh dau va s6 dau doan theo cau tric phan cap
cua doan - Dinh nghia cau truc phan cap maoi

| Heading 1= Chapter 1 e Define new Multilevel list L9 [
A. Heading | | | Heading 2—— Click leyel to modify:
1. Headin v

3

4 g

List Styles 5 .

6 .
7
. 3
o 5

% Number format
<3 Change List Level > Enter farmatting for number:

™ | [ gont...

Define New Multilevel List...

Define New List Style...

Number style for this level:
Bulet: v

Bulet po

Number alignment: || .z

Textindent a

% | setfor Al Levels...

Include level number from:

dligned at: [g 63 cm

o

22
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!!l MS Word: Thiét lap danh sach

St dung Ribbon Home - Paragraph
= Danh dau va sb dau doan theo cau tric phan cap
cta doan > Dinhnghia kiéu trinh bay

List Styles

.
o

<*= Change List Level
Define New Multilevel List...

Define New List Style...

Define New List Style PR
Properties

Name: Style2

Style type: List

Formatting

Startats 1

Apply formatting to: 1stlevel [+]

FIL e 2 o —
= | [L2s, Q
1

I a)

Indent:
Left: 0
Alignment; Left + Aligned at: 0 c +Indent at: 0,63 am, Priority: 100

© Orly in this docment () New documents based on this template

Hanging: 0,63 am, Outline numbered + Level: 1+Numbering Style: 1, 2, 3, . +Startat: 1+

23

am xuan 1ong
1ong trang soi.
ong xudn nudc

1an mau troi thém xuén.
Gitra dong ban bac viéc
quan.

Khuya vé bat ngat tring
ngin day thuyén.

heo théng bao
cia héi  thién
vin  hoc the

2idi, sao chéi Ikeya-
Zhang méi dwee tim
thay =& xuat hién trén
bau troi trong khoang
tir cudi thang 3 dén
trung tuan thing 4 nim
2002, tir 19h15  deén

i duong mai
iét gian lao.
@ii cao rdi lai

nui cao trap tring.

Nui cao lén dén tin

cung.

Thu vao tam mat

muon trung nudc non.

20 chO1 Xuat higy, ¢
Viét Nam

21h. Tai Viét Nam, néu diéu kién thoi tiét tot, co thé
quan gat sao choi nay bing mit thwong & phia Tay.
Piy ciing la rdng cé thé quan it 1o
a0 chdi nhat. Thac ¢ Phan Vin Béng,
thw ky Hoi Thién vin hoc Viet Nam,
cho biet, & thanh pho & khé quan sat
a0 chdi hon & vilng qué vi tim nhin bi
han ché. Qua mét chiéc ong nhom, hinh anh sao choi
#€ 16 hon rat nhieu.

24




MS Word: Chia cot van ban

&t nhém Hay suy
ban hoc ngam digu
nay thanh dat ri nay nhe:

nhau v& tham
thay ¢, Sau
mét bai tro chuyén, ho bt dau k& 1€, than phign
v& nhithg siic &p trong cdng viéc cling nhu trong
cube s8ng. Mghe way, ngudi thiy véo bép 18y ca
phé& méi hoc Tré ¢l cda minh,

Ong dem ra rét nhigu nhthg chide theh khas loai:
chigc bing =i, chiéc bing nhua, chige thiy tinh,
chigc thi b&ng pha 18, mét vai chige trdng rat dan
sd, vai chigc dat t&n, vai chige khde lai dude ché
tac cuc ky tinh x&o0. Ngudi thay bao nhitng “ngusi
thanh dat” o chon tach wa rét ca phé cho minh.

Sau khi mdi ngudl dBU 38 b mist tich o phé,
rgudi thiy déng kinh mdél bt au 1w o

- NEU cac em chl ¢ thi 3& nhén ra digu nay: ai
ciing chon rhiing chidc tach d&t tign, ching ai
tham mang dén nhiing chiéc tach nhua gia ré ca.
Co 18 cac em s& cam thdy digu nay that binh
thursing vi ai chfing rmubn chon cho minh céi 1t
nhét, nhung digu & lai chinh 14 ngudn con cda
moi vin d& ric réi trong cudc séng clia cac em,

cudc  sdng
chinh 1a ca
phé, con coéng viéc,
tién bac va dia vi xa
héi chinh la nhiing
chigc tach, ¥a nhimng
“chigc tach” nay khang
hé xac dinh hay arh
hudng dén chét lugng
cudc sfng chung ta.
061 khi do clr mai d& v
wao nhiing “chiéc tach
hu danh” ma ching ta
bé 18§ wigc hudng thu
cudc s8ng.

Mén qua ma Thughg
dé& ban tdng cho con
ngudi la ca phé chd
khéng phai tach. ¥ay
thi el thodi méai mharm
rhi ca phé cla minh va
tn hudng cudc s8ng
gl dep.

25

MS Word: Chia cot van ban

€ Sir dung Ribbon PagelLayout - PageSetup =2
Columns
= Chon vung van ban can chia cét.

-] B B B (T o—alE

o Watermark Page Page
be™ Hyphenation ~ - Color~ Borders == Right: 0 cm

9o
<
[

Page Background
One

Three

fAN THO VUTWUNG QUOC TE PHU NU @
£t reou, mét dan
1hang né hai ta.
cai gi hay cai ndy
Ira reou voitra.
= ing tam thang ba
B8 MoreColumns.. 5 Chiée 4o cuatoi
T6i phan ba mét dia x6i

Right

Nhén chuét dé
chon so c6t

26




“!, MS Word: Chia cot van ban

]

'@ Hop thoai Columns (More Columns...)
= Chon vung van ban can chia cot

Chia CQt 'Columns @ér
theo mau ([ Fress C6 dwong
CO san | % L~ phén cach
One Two Three Left o 6’ g"'].!a
Nhap dg Mumber of columns: |1 = Line between
O = Width and spacing \N\ ~ V4
r(?,ng va, P~ Col #: Width: Spadng: T~ Nhap soO
khoang cach | | S— - cot
[ ] -
Cac cét rong ] S~ Xem trwérc
: —— ) 2.
bang nhau Equal column width thay doi
Apply to: | Selected text |z| Start new column
Chon pham |_—
vi ap dung 8

27

N

“l MS Word: Chia cot van ban

¢ Lwu y khi tién hanh chia cot

= B&n dwdi van ban can chia cot phai co van ban
khac hoac mét dong trong.

= Chon vira di ving van ban mudn chia cot.

28




MS Word: Chia cot van ban

Ngat cot: PageLayout = PageSetup ->Breaks
= Dat con trd tai noi can ngat cot.

References View Office Tab Trong' s Tab

Page

]'—1 J ‘ »-:auaksvl 3 R Y  Indent
s eft: Ocm -

Size Columns

Page Breaks

Mark the point at which one page ends
and the next page begins.

i L

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text 13

Section Breaks
Next Page
» Insert a section break and start the new
=3 section onthe next page

Continuous
Insert a section break and start the new
section on the same page

Il

B

Even Page
Insert 3 section break and start the new
f=L2)  section onthe next even-numbered page
: 0dd Page
Insert 3 section break and start the new
f=32)  section on the next odd-numbered page

Page light: 0 cm S YSAfter oOpt

Spacing

= Before: 0pt

o o

Paragraph

o ¥ R S R TR S S )

EPHUNG ©
To6i phan ba mét dia x6i
So ba yéu bung t6i xoihd bal
Anh s& chiéu emhét ... mét ngayl
Thich gi duoc ndy, c6 lién ng:
Bao nhiéu diéu uéc, nhanh len déy
Kéo mai ngay khac ké nhu bay.

29

4

@ Drop Cap

MS Word: Drop Cap

Thu Vinh

roi thu xanh ngit may ting cao,
Can trie lo pho gié hit i

Nrge biéc trong nlur tang khé
pl,
Song tura de mic bong tring vao.

im xuan 1ong
16ng trang soi.
ong xudn nudc
1an mau troi thém xuan.
Giira dong ban bac viéce
quan.
Khuya vé bat ngat tring
ngan day thuyén.

ay elnm tnrve @gu hoa nim
ngodi,
Mot tieng trén khing ngong

mréc nao?
Nhan Inimg ciing vira toan cat bit,
Nehi ra lai then véi dng Pae

i duong mai
iét gian lao.
{ii cao 6i lai
nui cao trép trung.
Ni cao 1én dén tin
cung.
Thu vao tdm mét

mudn trung nudc non.
30
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.ll MS Word: Drop Cap

* Drop Cap: Insert = Text = DropCap
= D3t con trd tai doan can tao Drop Cap

Page Layout References View Office Tab Trong' s Tab
B ) S t sl ] Y ]
HEPP2l« Q% B BEE BEEA4

>

= | Signature Line ~
Q)Dale &Time

Picture Clip Shapes SmartArt Hyperlink Bookmark Cross-reference | Header Footer Page Text Quick WordArt
Art v v v  Numberv Box~ Parts~ Cap~ "4 Object ~
Hlustrations Links Header & Footer
2 3 5 7 - - o < = - =| None r
0 KN K, K S NS KN K KNS KK | O NS (XN S K PN N (I O 3
Dropped
A£ In margin
@NHUNG VAN THO VUIMUNG QUOC TEPHUND © = Drop Cap Options..
Mt tra, mét rrou, mt dan ba, T6i phan ba mét dia xdi
Ba cai lang nhéng no hai ta y So ba yéu bung tdi xoihd bal
hira duoc cai gi hay cai nay Anh s& chiéu emhét ... mtngay!
C6 chang chira ruou vditra. Thich gi dugc nay, cé lien ngay.
Hom nay mong tamthang ba Bao nhiéu dieu wéc, nhanh lén day
Téi giat hd ba chiéc 4o clatdi Kéo mai ngay khac ké nhu bay.

31

"l MS Word: Drop Cap

® Insert > Text > DropCap (Drop Cap Options...)
= Dat con tré tai doan can tao Drop Cap

-Drop Cap MT

Position
Chon kiéu Drop Cap - W & W
Chon Font chir Dpﬁoﬁnosne Dropped In margin
cho Drop Cap \ Font: =
™ Times Mew Roman E
So6 d(‘)ng ma DI'Op f Lines to drop: 3 - [
Cap sé chiem cho wom =
| |
Khoang cach tir Drop — | [ ox ][ cancel
Cap dén van ban

32
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®™L  Ms word: Bang biéu (Table)

¢ Table
B3
= Thir . . Tha | Tha | Tha cha
TUAN ... Hai | M0Ba | ThoTul o | sau | Bay | Nhat
.g 07g-097
@ |099-11g
: Z
Trua | 11g9-13g Nghi g
@ 13g-15g
=
[&]
m]
33
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- l! MS Word: Bang bieu (Table)

¢ Table
Cuée truy cip Internet & InternetCard
Thoigian | Cude  truy cdp So gio ket | Ménh  gid

< (ddng/ phut) = noi the

= 0g-Tg 100 o l4g 100.000 d

2 75— 19¢g 210 L 33g 200.000 d
19g—24g 150 55g 300.000 d

Cude thué bao: 27.273 d/thing 110g 500.000 d

THE CAO | Loaithe | |hoigian | Thoigian
: st dung nhin cubc goi

MOBICARD - -
NHIEU : neay neay
MENH GIA 300.000 ¢ 45 ngay 15 ngay

500.000 d 90 ngay 15 ngay

34




» l MS Word: Bang biéu (Table)

~

Tao bang: Str dung Ribbon = Insert = Table

= Chon vj tri can tao Table
Home Page Layout

| el B @ 2 Quét chon so dong so cot clia bang
Table Picture Clip Shapes Sm:

i Art
| Insert Table
| O
| | O

[
C1C1cd
mime e
500 M¢& hép thoai tao bang

O ool
| [
OJ I
O ool
O [
] ]

OO0 / Ty ké bang béng viét chi
Insert Table... 2 5 . . .
Draw Table / Chuyén van ban thanh bang
tucel spreassneet «—— Nhung Excel vao trong Word

T — . > X 7 <
QuickTables Dinh dang bang theo mau c6 san

Y O I

35!

Xac dinh
Number of golumns: 5 :Ar/ sO cot
Xac dinh do ron Number of rows: 2 ‘v = =
céc cét bing n-hagu aPtbha N Xac dinh
. T so dong
O Fixed column width:  Auto
Do rong cot dwoc Autofit to contents
can vtra v&i ndi dung AutoFit to window
Remember dmengions for new tables

Do rong cua cac cot :
cin vira v&i chiéu rong o ][ comxe
cua trang giay

36
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®™L  Ms word: Bang biéu (Table)

€ Cac thao tac co ban trén table
Di chuyén trong table
= Qua trai, phai moét 6:
= Lén, xubng mot dong:

——

37

™ Ms word: Bang biéu (Table)

€ Cac thao tac co ban trén table
Chon céac 6 trong table
= Chon nhiéu 6:
= Chon nhiéu & khoéng lién tuc:

38
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™ Ms Word: Bang biéu (Table)

@ Cac thao tac co’ ban trén table

= Chon cac 6 trong table
= Chon cot:
= Chon dong:

. s

'“

39!

™ Ms word: Bang biéu (Table)

€ Cac thao tac co’ ban trén table
= X6a ndi dung trong 6
= Chon (cac) 6 cé ndi dung can xda
= Nhan phim Delete.
= Sao chép ndi dung trong 6
= Chon (cac) 6 cé ndi dung can sao chép.
= Click phai chuét, chon Copy hoac Ctrl + C

= Pwa con trd dén vi tri dich va nhan Ctrl + V hodc
click phai chudt, chon Paste.

40
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!l!,. MS Word: Bang biéu (Table)

—~—

€ Cac thao tac co’ ban trén table
= Di chuyén ndi dung trong 6
= Chon (cac) 6 cé ndi dung can di chuyén

= Click phai chudt, chon Cut hoac dung t6 hop phim
Ctrl + X.

= Di chuyén con tré dén 6 can dan

= Click phai chuét, chon Paste ho&c s dung td hop
phim Ctrl + V.

41

!ll MS Word: Bang biéu (Table)

€ Dinh dang Table
= Thay dbi d6 rong cot
= Duwa trd chudt dén canh cot can thay dbi do rong.
= Dung chubt kéo qua trai hoac qua phai
= Thay dbi d6 cao dong
= DPuwa trd chudt dén canh hang can thay déi do rong
= Dung chudt kéo 1én trén hodc xudng dudi.

42
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!l!,. MS Word: Bang biéu (Table)

€ Dinh dang Table gt —
= Xda cot

= Chon c6t can x6a 4 L
Qa ng.

= Click phai chuét chon Delete Column ="

= X0a dong
= Chon dong can xda E

= Click phai chuét chon Delete Row o [P
oL

Insert

T
% Cut

Delete Rows
Select
B8 Merge Cells

43

!ll MS Word: Bang biéu (Table)

~

€ Dinh dang Table
= Chén cft/ dong
= Chon vij tri thich hop dé chén c6t / dong
= Kich phai chuét - chon Insert > chon chirc nang phu hop

(4 Paste Options:

ol - AN
Insert * |4 Insert Columns to the Left
Delete Cells... - Insert Columns to the Right
Select » % Insert Rows Above

@ spiit Cells... B4  Insert Rows Below

[0} Borders and Shading... g Insert Cells...

=

Text Direction...
Cell Alignment

AutoFit

44
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MS Word: Bang biéu (Table)

4 Dinh dang Table
= Tron cac 6 (Merge Cells)
= Chon cac 6 can tron
= kich phai chuét va chon Merge Cells

|
% Cut
43 Copy
({ Paste Options:

Insert >

Delete Cells...

Select 4
I3 Merge Cells

45

!ll MS Word: Bang biéu (Table)

= Kich phai chuét va chon Split Cells
= Number of columns: sb cot can tach
= Number of rows: s6 dong can tach

(‘spiit Cells (-2 [ |

4 Dinh dang Table Eﬂ P—
: < ol AEE
= Tach 6 (Split Cells) A
= Chon 0 can tach s

MNumber of columns: |2

¥
~

Mumber of rows: 1

Merge cells before split

oK ] [ Cancel

46
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ll!, MS Word: Bang biéu (Table)

~

€ Dinh dang Table
= Canh & cho ndi dung bén trong 6

= Chon cac 6 can dwoc canh |é

= Click phai chudt chon Cell Alignment

= Chon kiéu dinh dang phu hgp trong 9 loai
» Traitrén -- Gilra trén -- Phai trén
» Trdi gilta -- Gilra gitta -- Phai gira
» Trai dwdi -- Gilra dwdi -- Phai dwoi

I I
_j Borders and Shading...

Uﬁ Text Direction...

Cell Alignment | EHEE
AutoFit » =HE=EH
3 Table Properties... ==

a7

lll MS Word: Bang biéu

€ Dinh dang Table
= Canh hwéng van ban
= Chon céc 6 can canh chinh hwéng
= Click phai chudt va chon Text Direction
= Chon huwéng van ban thich hop

5
Text Direction - Tahlem (x

| I I Orientation Preview
j] Borders and Shading... ‘] Text ”
The quick brown
”ﬁ Text Direction... " - fox jumps over
E— —_— k] g the lazy dog,

Cell Alignment 4

AutoFit »
A4 Table Properties... Reeis

o ]

48
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]

€ Dinh dang Table

Shading

1
[) Borders and Shading...

" “ﬁ Text Direction...

. Cell Alignment »
AutoFit b
& Table Properties...

Borders and Shading

gorders | page Border

MS Word: Bang biéu (Table)

= T6 mau va ké dwdng vién cho table
= Chon 4y cac 6 can t6 mau, ké dwdng vién
= Click phai chuét chon chirc nang Border and

Setting

g
s

3
2
I

= e B [

Preview

Click on diagram below or use
buttons to apply borders

@

E -

|

B mE

49

N

S

MS Word: Bang biéu (Table)

@ Dinh dang Table: St dung Ribbon
= Chon bang can dinh dang

Table Tools - Design: Chon giao dién cho Table

Table Styles

Header Row First Column
|:| Tatal Row |:| Last Column

Banded Rows I:| Banded Columns
Table Style Options

¥z pt
Draw Eraser
iF‘en Color = Table
Drraw Borders =

50
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= Chon bang muén dinh dang

Design

lll MS Word: Bang biéu (Table)

~

'® Dinh dang Table: Sir dung Ribbon

= Table Tools = Layout: Hiéu chinh c4u tric Table

Layout

% ﬂj E ﬁ é ﬂ & Height: 019" = HF Distribute Rows

Delete | Insert Insert Insert Insert Merg Split  Split | AutoFit j Width: 095" 'II' Distribute Columns
= Above Below Left Right Cell:  Cells  Table <
Rows & Columns F} Merge Cell Size

ZE | S52E0 4 B £ 4
HEE = Z = -
Select | View |Properties Text Cell Sort Repeat Convert Formula
. Gridlines |_J |_] |_—.] Direction Margins Header Rows to Text
Table Alignment Data
51

lll MS Word: Bang biéu

Tinh toéan trén Table
= Dat con tré tai 6 can 14y két qua
= Formula: g6 cong thire tinh
(bt dau bang diu “=*)
= Number format: kiéu hién thij két qua

= Paste function: chon cac ham c6 san
= SUM(ABOVE): Tinh tng cac 6 & trén
= SUM(BELLOW): Tinh téng céc 6 & dwdi
= SUM(LEFT): Tinh tdng cac 6 bén trai
= SUM(RIGHT): Tinh tbng cac 6 bén phai

A ]

v -0 BE(

Sort Repeat  Convert|Formula

Header Rows to Text
Data
Formula &
Formulz:
= A2+B2
Number format:
Paste function: Paste bookmark:
52
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q MS Word: Bang biéu (Table)

; ¢ v..', X A g

€ Sap xép trong Table AN
Sort Fepeat  Conwert Formula

us 1o Text

= Dat con tré vao table

Data
STT \ HO VA TEN \ CHUC VU \ LUONG CB | NGAY

Kiéu dir liéu
can sap xep

Chon cot

~
Sép Xép ATE i | Text 9 Ascending
: |Paragraphs (@) Descending i )
Sap xep
i |Number ) : téng / giém

: |Paragraphs

;| Text @) Ascending
() Descending

Bang co
dbng tieu dé My list has

'@ Header row (7) No header row

: |Paragraphs

|
* Lwu y khi s&p xép bang cé 6 bi tron (Merge)

53




F. Tin hoc dai cwong

GV: Nguyén Dinh Lién

1_ Phan 2 - Microsoft Word

Bai 5
Cac tinh nang mad rong




1 MS Word: Hinh anh (Pictures)

G

/

) )%

S \\\»-Wé,




Chén hinh anh
= Cheén tw ClipArt

ll!, MS Word: Hinh anh (Pictures)

]

= Dat con tré tai vi tri cAn chén

= Ribbon Insert = ClipArt

= Nhap tir khéa can tim vao khung search for

= Kich chudt vao hinh thich hop

Insert Page Layout References

\_‘DD"FJ’D“

View

Picture | Clip |Shapes SmartArt Chart Screensho

Art =
lllustrations

Clip Art -
Search for:

Results should be:
All media file types
Indude Office.com content

oooQ

lll MS Word: Hinh anh (Pictures)

€ Chén hinh anh
= Cheén tw tap tin
= D3t con tré tai vij tri can chen.
= Ribbon Insert - Pictures
= Tim va chon file can chén

Insert Page Layout References

\QDDT}’DW

Picture | Clip Shapes SmartArt Chart Screens
Art

View

Ilustrations

W] insertPicture

by Pictures »

Organize v Newf

= il
(@) Microsot Word 1 Pictures library ok ®
¢ Fovorites
B Desitop S
My Google Docs o } { J
Lam Viec t
GiangDay
BlackBerry iPod Phot Sample Pictures  Slide Shows
Libraries. Cach
y —
1% Computer ";,
& Local Disk (C) ﬁ‘,
VNP @) >
s DATA(E)

v Al Pictures (emb;* wmb;*jpg”

« [ B [

Cancel




1 MS Word: Hinh anh (Pictures)

@ X6a hinh anh
= Chon hinh anh can xéa
= Nhan Delete
# Thay déi kich thwéc hinh anh
= Click chudt vao hinh anh can
thay doi kich thuwdc

= Dung chudt kéo & 8 node dé
thay ddi kich thwdc hinh

1_ MS Word: Hinh anh (Pictures)

# Di chuyén hinh anh
= Click chon hinh anh can di chuyén
= Gilr chudt va kéo tha dén vj tri maoi
(cha y: tranh khaéng click vao 8 node)




ll!, MS Word: Hinh anh (Pictures)

~

" Dinh dang hinh anh: st¥ dung Ribbon
= Picture Tools 2 Format

Picture Tools

Format

— S WM e s L Picture Border ~
=k md et el e || - < reoreene

2 iféPicture Layout ~
Picture Styles

Nhém Picture Styles: Tao khung, k& dwéng vién va thém
cac hiéu rng cho hinh anh.

lll MS Word: Hinh anh (Pictures)

€ Dinh dang hinh anh: st dung Ribbon
= Picture Tools - Format

g Corrections = :&: Compress Pictures
%Color' %Change Picture
b: Artistic Effects qEF'\raset Picture -
Adjust

Nhém Adjust: Thay ddi mau sac, dé dam nhat va xéa nén
ctia hinh anh.
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lll MS Word: Hinh anh (Pictures)

~

e Pinh dang hinh anh: str dung Ribbon
= Picture Tools - Format

[E] = 2y Bring Forward |= Align ~ i :'"|J P
. @fa e
% Send Backward - 18] Group ~
Position Wrap Crop =] -
= Text = % Selection Pane  Z Rotate ~ SF e Ler

Arrange Size

4k L

Nhom Arrange: Chon cach bd tri hinh anh so v&i van ban
hay v&i cac doi twong do hqa khac. any va lat
hinh anh. Gom nhém cac doi twong do hoa.

Nhém Size: Thay déi kich thwédc va cat bét hinh anh

11

lll MS Word: Hinh anh (Pictures)

€ Dinh dang hinh anh
= Dinh dang Wrap Text < B B

Wrap Ering Send

= In line with text: hinh Nam clng MOt Tags ree- Backaard -

d(‘)ng v&i van ban M In Line with Text
= Square: chr bao quanh théng hang B sear
v@i khung hinh 28 Tgnt
: ~ , 2 a e Through
= Tight: chlr bao quanh bo sat vao ndi
< @ Top and Bottom
dung hinh 2 Behind Text
= Behind Text: hinh nam sau van ban In Front of Text
= Infront of Text; hinh nam trén van Bie] Edit Wrap Points
ban (H More Layout Optiens...

12




Chon mau nén
cua hinh

Chon mau &
kiéu dwong vién

Thiét lap cac
hiéu rng khac

lll MS Word: Hinh anh (Pictures)

—

P Fil

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3-D Format

3-D Rotation

Picture Corrections

Mau va do6 sang / toi
cua hinh anh

/’ Picture Color

Artistic Effects

Crop

Text Box

Alt Text

Line Style

Width: o
——

Dash type:

Cap type: [~]
Join type: [+]

Arrow settings
Begin type: End type:
Begin size: E End size: E]

Clase

» Dinh dang hinh anh: hép thoai Format Picture

= Thay d&i mau nén, dwong vién, ...

13

Chiéu cao - chiéu
rong & xoay hinh

Layout

l MS Word: Hinh anh (Pictures)

—

» Dinh dang hinh anh: hdp thoai Layout
= Thay déi kich thwéc va xoay hinh
oo N -t

Position | TextWrappng |  Size |

Height

@ Absolute 2,017
Relative

Width

@ Absolute | 1.95"

Bé chon néu chi
can thay déi 1 chiéu

Relative
Rotate
Rotation: o°

relative to | Page

relative to | Page

Tra hinh vé lai kich
thwéc ban dau

Scale

Height: 100 % Width: 100 %
P!/ Lock aspect ratio

Relative to original picture size
Original size

Height: 2,017 Width: 196"

14
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ll!, MS Word: Hinh anh (Pictures)

» Dinh dang hinh anh: hop thoai Layout
= Thay dbi cach bé tri hinh &nh so v&i van ban

Position || TextWrapping } | Size

Wrapping style

Vi tri cua hinh

sovéivinban [~ |X aCA - SIE - SR |
In line with text Sguare Tight Through Top and bottom
= ba d

Behind text  In front of text
Wirap text
Both sides Left only Right only Largest only
Distance from text
Top 0" 2 Left [0.13"
Bottom (0" : Right |0.13"

=

15

MS Word: Word Art

iﬁ' Il% |
UVEL B <hu Ving
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MS Word: Word Art

® Tao WordArt
= Chon vi tri chén WordArt
= Chon Ribborj Insert > WordArt K\ A ﬁ T Q
= Chon m6ét kiéu chiy B 2 goniea -
= Nhap néi dung ctia WordArt

= Thay déi kich thuwéc hodc vi tri
ctia WordArt nhw v&i hinh anh.

Equation Symbol

N@wt@m here:
6:> ————————————— G- =3 A A

P 7
I
|
|

17

lll MS Word: Word Art

i® Dinh dang WordArt: sir dung Ribbon
= Drawing Toos - Format

Drawing
Format

A - ||f Text Direction -

A A : :gv [ Align Text ~

< =2 Create Link
WordArt Styles ] Text

Nhom WordArt Style: Thay déi kiéu chir, mau nét vién,
mau ch*r va mét s6 hiéu rng khac.

Nhém Text: Thay ddi hwéng vén ban, can |é va tao lién-két
dén doi twong khac.
18




- !, MS Word: Word Art

i® Dinh dang WordArt: sir dung Ribbon
= Drawing Toos - Format

S shape Fill =

[ AbEJ [Abt] - | I shape Outline -
¥ | i Shape Effects =
Shape Styles =

Abc

Nhém Shape Style: Thay dbi hinh thirc hinh chira WordArt
va dinh dang lai hinh chira do n’hu’: t6 mau hinh,
mau dwong bién hinh va mot s hiéu wng khac.

19

lll MS Word: Word Art

L 2 Dinh dang WordArt: sir dung Ribbon
= Drawing Toos - Format

i Bring F 4~ |I& align ~ B R
=) | [ Bring Farwar |=—.. ian 5 105 .
[ send Backward ~ % Group
Position Wrap = . —
M Text = % Selection Pane 7 Rotate = | *9+ 21 .
Arrange Size

Nhom Arrange: Chor] cach bd t‘l’l' WordArt so v&i van ban
hay v&i cac doi twong do hoa khac. Quay va lat
WordArt. Gom nhém céac déi twong dé hoa.

Nhém Size: Thay déi kich thwéc WordArt

20
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MS Word;AutoShape

| I May dé ban --- 500 USD
2 May xach tay 1500 USD
3 May in 200 USD

S Word;AutoShape

€ Chén AutoShapes SRR d. @
= Ribbon Insert > Shapes e sewnnen
= Chon va V& hinh can chén tai vi RALEA S
tri mong mudn g
= Thay déi kich thwéc va vj tri hinh e :
twong tw v&i hinh anh. e e
v 22
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» !,. MS Word: AutoShape

—~—

L 2 Dinh dang AutoShape: str dung Ribbon
= Drawing Toos - Format

CENNOO - K-
OALL=2d - E
G %N T

Insert Shapes

Nhém Insert Shapes: Chén mét hinh AutoShape khac
hoac chén moét TextBox (hép van ban).

23

!ll MS Word: AutoShape

L 2 Dinh dang AutoShape: str dung Ribbon
= Drawing Toos - Format

S shape Fill -

l Abc ] [ Ach [Abc] ~| & shape Outline ~

¥ | = Shape Effects =

Shape Styles

Nhém Shape Style: Thay déi hinh thirc Shape va dinh
dang lai Shape doé phw: t6 mau hinh, mau duwdng
bién hinh va mét s hiéu (rng khac.

24
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MS Word: AutoShape

L 2 Dinh dang AutoShape: str dung Ribbon

Drawing Toos - Format

[E7] = [ Bring Forward = |2 Align =

[ send Backward ~ ﬁ Grou
Position Wrap

= Text- CF;Selection Pane S Rotate = | >~

Arrange

1 105

ik 4k

= 21"

Size

Nhom Arrange: Chc_)r] cach bd t‘l‘l' Shape so v&i van ban
hay v&i cac doi twong do ,hc_)a khéc.‘Quay va lat
Shape. Gom nhom cac doi twong dé hoa.

Nhém Size: Thay dbi kich thwéc Shape

25

1

MS Word: AutoShape

) Viét van ban trong AutoShape:
= Click chu6t phai lén Shape, chon Add Text.
= Tién hanh nhap néi dung van ban.

L Cut

=1 Copy

Paste

® ¢

Add Text
Grouping »
Order »

Set AutosShape Defaults

Format AutoShape. ..

Hyperlink. ..

26
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- !, MS Word: AutoShape

]

& Dinh dang AutoShape: str dung Ribbon
= Drawing Toos - Format

Dra ing
Format
- A iraction
A - |[{} Text Direction

A A A :ﬂ- [=] Align Text -

< &2 Create Link
WordArt Styles = Text

Nhom WordArt Style: Thay dbi kiéu chir, mau nét vién, mau
chr va moét s6 hiéu trng khac cua text trong shape.

Nhom Text: Thay doi hwéng van ban, cén Ié va tao lién két
den doi twong khac cua text trong shape.
27

lll MS Word: Gom nhom objects

“cac dbi twong cung nhom sé cung dwoc chon, di
chuyén, thay d6i kich thwéc va dinh dang.
4 Gom nhom: str dung menu ngir canh

= Chon céac dbi twong can gom nhém

= Kich chuét phai = Group = Group

4 B6 gom nhém
= Chon déi twong can bé gom nhém
= Kich chubt phai = Group = Ungroup
18l Group I Group
€3, Bringto Front | » o
| »

'-E}, Send to Back

28
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lll MS Word: Gom nhom objects

~

& Gom nhém: sir dung Ribbon Format
= Chon céac déi twong can gom nhém
= S dung cong cu: Group = Group

4 Bé gom nhém
= Chon déi twong can bé gom nhém
= S dung cong cu: Group = Ungroup

=] 'H’ Oy Bring Forward = |2 Align ~
14 send Backward ~ % Group ~
Position Wrap

- Text- fySelectionPane (T3] Group

Arrange IEI

29

lll MS Word: Sap xép objects

@ Dat lai thir tw cac doi twong xép chong nhau dung
menu ngir canh:
= Chon dbi twong can sap xép lai
= Kich chudt phai > chon cach sép xép phu hop
= Bring to Front: dat 1én trén cung.
= Bring Forward: dat Ién trwéc 1 dbi twong khéc.
= Send to Back: dat xuéng dwéi clng.
= Send Backward: dat xuéng duéi 1 dbi twong khac.
= Bring in Front of Text: dat phia trwéc van ban.
= Send Behind Text: dat phia sau van ban.

: : ‘1:2; Bring to Front | 3
‘1:2; Ering to Front ] .1:3: Bring to Front @a
Send to Back 3
H4 SendtoBack | » |G Bring Forward k %y sendto Back
g-) Hyperlink... 4 send Backward
g-) Hyperlink... :-=:> Bring in Front of Text -

Set as Default Line @ send Behind Text

30
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» !, MS Word: Sap xép objects

]

® Dit lai thi tw cac doi twong xép chdng nhau ding
Ribbon format:
= Chon dbi twong can sap xép lai
= T& nhém Arrange = Chon céach sap xép phu hop
= Bring to Front: dat Ién trén cung.
= Bring Forward: dat én trwéc 1 dbi twong khéc.
= Send to Back: dat xuéng dwéi clng.
= Send Backward: dat xuéng duéi 1 dbi twong khac.
= Bring in Front of Text: dat phia trwéc van ban.
= Send Behind Text: dat phia sau van ban.

o 3 Bring F d~ |= align~
= "j % Bring Forward|~| |2 Align ~ £ L S Bring Forwar I= atign

L Send Backward|~| [#] Group
L]] Ering Forward Position Wrap
Paosition Wrap - Text~ | G Send Backward itate =
= Text ~ ‘1:]; Bring to Front i

'Ea Send to Back
pot & |Eh SendBehind Text

.?:5 Bring in Front of Text
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lll MS Word: Cong thic toan hoc

€ Tao cong thirc toan hoc
= Str dung ma Iénh
= D3t con trd tai noi can tao cbng thire tinh
= Nhén t6 hop phim Ctrl + F9
= Xuat hién ky hiéu {}
= CU phap: {EQ \ma Iénh}
= Nhan Shift + F9 dé két thuc va hién thi cong thirc

tinh. Nhan Shift + F9 Ian nra néu mudn stra lai ma
[énh.

= Vi du: 2x-1
{eq M(2x-1,1-3x } & 1 3x
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lll MS Word: Cong thic toan hoc

€ Tao cong thirc toan hoc 5 4 A e UQ
D ‘Equatmnlsymbu\

= S dung Ribbon Insert > S 1 o |
Sym bO | S Area of Circle i

A=mr?
= Chon vj tri can dat cong thire. |
= kich chon loai cong thirc can inomia Theorem
chenn. o ‘ o (Ha)n:;(z)xkaﬂ-k
= Nhap di¥ liéu phu hop vao cbng )
thu;c Expansion of a Sum
’ ~ T I Dne nx nn-—1x?
= kich chudt ra khéi viing nhap e T
cbng thire dé két thuc.
Fourier Series
flx) = an+z(aﬂwsf+b sm—)

TU  Insert New Equation
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lll MS Word: Cong thic toan hoc

€ Tao cong thirc toan hoc
= S dung Ribbon Insert > Equation - Insert New
Equation

TC & EEEEE
Equat\on a;b;NormalText ..@ ;

Tools Symbols

X X X i . . .
X niy f > sin@ lim A [10
y e X Jx i=0 {( } a H+co
Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator I\datrlx
- - - - Operator ~ - - - Log~ -
Structures
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!l!,. MS Word: Cong thic toan hoc

—~—

€ Mot so cong thic toan hoc thong dung
= Tao phan so:
{EQ \f(tU s6, mau sb)}
= Vi du:
{EQ \f(2x-1, 1-3x)} >
= Tao can thuec:
{eq \r(b&c, biéu thirc)}
= Vi du:
{ eq \r(3, 5x*+3x) } > [ 5x43x

2x-1
1-3x
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!ll MS Word: Cong thic toan hoc

& M6t s6 cong thirc toan hoc théng dung
= Tao tich phan:
{eq \i(can dwéi, can trén, biéu thirc)}
= Vidu: 1
{eqli-1, 1, 2x)dx } > S 2xdx
-1

= Tao téng:
{eq \i\su(can dwdi, can trén, biéu thirc)}
= Vidu: n

{eq\i\su(i=1, n, 2i+1) } > 2 2it
i=1
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- !, MS Word: Pinh dang trang.in

]

@ Header & Footer
= S&r dung Ribbon Insert > Header & Footer
= Chon mau Header / Footer
= Nhap vao ndi dung cho tiéu dé dau trang
(Header) va tiéu dé cudi trang (Footer)

=

Ml
Elllll.

#
Header Footer Page
= w2 Mumber~

Header & Footer
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lll MS Word: Pinh dang trang.in

4 Dinh dang Header & Footer
= S&r dung Header & Footer Tools - Design

Header & Footer Tools

Design
E Previous |:| Different First Page #—i+ Header from Top: 0.5" s
: kS
E Mext |:| Different Odd & Even Pages 3 Footer from Bottom: 0.5" :
L4 =
Goto Goto =3 - X Close Header
Header Foote Link to Previous Show Document Text ,ﬂ Insert Alignment Tab and Footer
Mavigation Options Position Close

E'_] _] _ﬁ 3 =] ElE Ty Previous
= . T = Fikal

= = # :- - DD ENEX‘I:
Header Footer Page Date Quick Picture Clip Goto Goto

= = Mumber = | & Time Parts~ Art Header Foote
Header & Footer Insert Mavigation

22 Link to Previous
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!l!,. MS Word: Pinh dang trang.in

5 Page Setup
= S&r dung Ribbon Page Layout

— =
Px [ 4= Breaks = j &j ]
I:I = j 3 Line Numbers ~
Margins Orientation 5ize  Columns Watermark Page Page

- = b Hyphenation ~ - Color = Borders
Fage Setup Pl Page Background
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!ll MS Word: Pinh dang trang.in

@ Copies: 1 =

’ In a’n Print.

= Vao menu File > Print Printer
. % > A . |/ TinyPDF
= Copies: sO ban can in ) vy 6 cocuments wiing .
. A s Printer Properties
= Printer: ten may in Settings
= Settings: cac thi€t lap khac [y -
Pages:
Print One Sided
uj Only piint on ane side of the page M
Dufzu;teldza 123 M
j Portrait Qrientation -
LetterSmall -
85" x11"

Normal Margins
e Left 1" Right: 1'

j 1 Page Per Sheet -

Page Setup
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