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CHUONG I: HE PIEU HANH WINDOWS
1. Gi6i thiéu chung vé Windows
1.1. Giéi thiéu

- La hé diéu hanh da nhiém do tap doan Microsoft san XUuat.

- Hién nay c6 nhiéu phién ban Windows khic nhau nhu Windows 95,
Windows 98, Microsoft Windows 2000, Windows XP, Windows Vista,
Windows 7

- Giao dién dd hoa c6 tinh thim my cao, tao sy tién lgi, dé nhg, dé st dung
1.2. Khéi dong Windows

Chi can bat cong tic (Power), khi d6 qua trinh khoi dong Windows s& dién
ra tu dong. Ty thudc vao cach cai dit, cd thé phai gd tén tai khoan da dang ki

(User Name) va mat khau (Password) dé ding nhap vao Windows.

.y
F
Windows “Li‘k@@

To begin, click your user name

After you u I’\"l f‘f‘ YO CoN X r: l‘v ge accounts,
[&] Turn off computer After:you o of you can ackl or chanoa accocr

) w5,

1.3. Cac chirc nang chinh

Windows 14 tap hop céc chuong trinh diéu khién may tinh thyc hién cac
chuc nang chinh nhu:

- Piéu khién phén cing cua may tinh. Vi du: n6é nhan thong tin nhap tur ban
phim va gui thong tin xuit ra man hinh hoic may in.

- Lam nén cho céc chuong trinh ing dung khac chay. Vi du: nhu cac
chuong trinh xr Iy van ban, hinh anh, am thanh...

- Quan 1y viéc luu trit thong tin trén cac 6 dia.

- Cung cap kha ning két ndi va trao doi thong tin giira cac may tinh.

Windows cé giao dién dd hoa (GUI — Graphics User Interface). N6 ding
cac phan tir 46 hoa nhu biéu tugng (Icon), thuc don (Menu) va hop thoai

(Dialog) ... chtra cac 1énh can thuc hién.
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2. Nhirng thanh phin co ban trong méi truong Windows

Giao dién hé diéu hanh Windows 7

* Man hinh nén (Desktop): La man hinh xuét hién ngay sau khi Windows
da khéi dong thanh cong.
* Biéu twong (Icon)
- Biéu tugng ctia chuong trinh: La mot hinh anh thé hién ndi dung cia
chuong trinh hodc tén chuong trinh dé nguoi sir dung dé dang nhan biét va tién

cho viéc khéi dong chuong trinh do.
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- Biéu tuong ctia thu muc: Thuong 1 hinh anh gidng nhu chiéc cip tai
liéu mau vang, bén dudi thudng co6 té€n thu muc.

* Thuec don (Menu): La mdt bang (hodac mot vung) trén man hinh, trén
d6 liét ké cac muc hodc nhém myc ma moéi muyc 1a mot 1énh hay nhom Iénh dé
lam viéc vdi chuong trinh.,

* Thanh tac vu (Taskbar): La mot thanh ngang nim ndi & phia dudi
man hinh ding dé chira cac biéu tuong va tén cac chuong trinh di khai dong.

* NUt Start: Nam noi ¢ bén trai nhat cta thanh Gng dung (c6 biéu tugng
hinh 6 ctra 56), khi click chudt tai day sé lam xuét hién mot thuc don dé tir d6 c6
thé diéu khién moi hoat dong cta cic chuong trinh tng dung ciing nhu cta hé
diéu hanh Windows, thuc don nay gdm mot sé6 muc chinh:

- All Programs: Chira tAt ca cac chuong trinh dugc cai dat dé chay trén Windows

- Control Panel: Thyc hién céc cai dit hodc stra doi cac thiét lap ve hé théng.

- Search: Tim tép hoac thu muc...

- Turn Off Computer: T4t hodc khoi dong lai may tinh.

* Cira s6 (Window)

- La mot ving chir nhat trén man hinh dung dé chuong trinh giao tiép véi
nguoi st dung. Clra s6 12 noi hién thi cac chirc nang s€ thuc hién dugc trong mot
chuong trinh ndo d6, mdi chwong trinh trén may tinh c6 mot cira so riéng.

- M6t s6 thanh phan chinh cia ctra s6:

+ Thanh tiéu dé (Tittle bar): Thé hién tén chuong trinh tng dung

+ Thanh thyc don (Menu bar): Chtra cac thuc don thyc hi¢n cac 1€n lam
vi€c vo1 ung dung.

+ Thanh cudn (Scroll bar): Dé xem ndi dung phan cira s6 bi che khuat.

+ Thanh cong cu (Toolbars): Chira cac biéu twong thuc hién cac 1énh hay
st dung cua chuong trinh.

+ Thanh trang thai (Status bar): Thé hién trang thai 1am viéc ctia ctra s0.

Khoa Céng nghé thong tin



Bai giang Tin hoc dai cuong

* Hop thoai (Dialog box): La mdt dang ctra s6 dic biét dé chuong trinh
giao tiép v6i ngudi st dung. Trén d6 co6 hién thi cau hoi va cac phuong an thuc
thi dé nguoi st dung lva chon, cac lya chon co thé c6 nhu:

- Yes, OK: Dong v, nhat tri

- Cancel: Huy lua chon

- No: Khong dong ¥.

3. Céu hinh Control Panel

Control Panel 12 mdt chuong trinh thyc hién cac thiét 1ap cAu hinh hé théng
nhu chudt, ban phim, dinh dang vung mién, két ndi mang va mot sb thiét 1ap hé
thong khéc.
3.1. Khéi dong Control Panel

Thuce hién nhu sau: Start\Control Panel hodc Start\Settings\Control Panel

# Control Panel

Ble Edit Mew Favorkes Tools Help

J ich \7) " /_) Search || Folders '
Address @ Control Panel v kdCe

& X D w ® P =

fu/ Control Panel R

Accessibiity  Add Hardware Add or Administrative Adobe Gamma Date and Time  Display
@ Switch to Category View Options Remov. .. Tools
) ‘ > u‘ A
Al
w @ @ 4]
See Also 2 ‘J JJ J
Folder Options Forks Game Internet Keyboard Mal Mouse
R Windows Update Controllers Options

©) Help and Support 'E E qh [ 9
Network Phone and  Power Options  Prinkers and  QuickTime RezPlayer  Regonal and
Connections  Modem ... Faxes Language ...
oy D £S5 g3 [
S © 9 & = 8
Scanners and  Schedded  Sounds and Speech System Taskbar and  User Accounts
Cameras Tasks Audio Devices Start Menu

Cira s6 Control Panel trén hé diéu hanh Windows XP
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(I U5 » Controt Panel » All Control Panel ltems »

Adjust your computer’s settings

7 Admanistrateve T
2 Pessona BﬂF,nint -
u n f Management B Crederial
‘(’ Jefanit Programs B Desktop Gadgets
2ery B Doplay

I Fonts

&% Indexng Options

B Location and Other P mail

ot Netffication Ases keons
& Perscrataation

% Program

ns sevd Featuees

:‘ % So ) Speech Recognaion
M Syatery ol Taskbar and Start Me
fﬁ‘ User Accounms 8 W ~s
& Vind v tes

%3 Remotespp 2nd Desitop Conmections

.—.—OMMM

- 6, eoqth L

p

I
f

Cita s6 Control Panel trén hé diéu hanh Windows 7

3.2. Thay déi cach biéu dién Ngay, Gid, S6, Tién té

Pé thay d6i cach biéu dién ngay,
gi, s, tién té trong cac chwong trinh
chay trén Windows can thuc hién céc

budc sau:
1. Khéi dong Control Panel.

2. Bam dup vao biéu tuong Regional
and Language Options trén cua s

Control Panel.

3. Trén trang Regional Options,

click nut Customize.

4. Thay doi dang thurc $b (Numbers);

Cigtomize Reghonal Options

“Humbers Cunmarzy | Time | Dala

Sampls

Posilive: |123.456,733.00 | Megative -123456,783.00 |
Diecimal syerbok L] v
Mo of dighs after decimat [2 -
Diigit geuping symbal | w
Digit grosuring: [ 123.456.708 w
Negative sgn symbal | v
Megative number fomal: | 1.1 L
Dicplay leading zeras lu7 |
Lest sepanator: | e
Measuement syslem | L5, w
Diigit substiudion: | Nene v

Lok J| cencet | i

Tién t& (Currency); Gio (Time); Ngay (Date) trén hop thoai Customize Regional

Options, Click OK.
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5. Click nit OK trén hop thoai Regional and Language Options dé ghi

nhan cac thay doi.

3.3. Quan li Font chir

- Fonts dugc dung dé hién thi van ban trén man hinh hodc may in.

- Ta c6 thé x6a bo nhitng Font khong can sir dung hodc cai dit thém nhiing

Font mai.

* Mo trinh qudn ly Fonts

Bam dup vao biéu twong Fonts trén cira so6 Control Panel

* Thém Font
1. Chon menu File
2. Chon muc Install New Font...

3. Chon 6 dia chtra Font trén hop

Drives

4. Chon thu muc chira Font trong

khung Folders
5. Chon Font trong List of Fonts
6. Click nat OK

* Xo6a Font

1. Click phai vao Font can xoa trong

danh sach cac Font & cira s6 Fonts
2. Click chon muc Delete

3.4. Thay d6i man hinh Desktop

Desktop mic dinh rit don gian, ban

c6 thé thay d6i mau nén, hinh nén hoic

List of forts:
MTEWidpets [TrisTvps| -
Select Al

Folgaz:
=R T [hriwes:

£ Debug ~| EEEEE v|

3 Drowniaeded Frag |

23 Diives Cache

[ Fonts

1 Help

l;' el ¥ | [#] Copy farks to Farks foldes

Display Properties @g]

Themes | Desktop | Screen Saver | Appearance | Settings |

A theme is a background plus a set of sounds. icons, and other elements
to help you personalize your computer with one click.

Active Window

. indow Text

[ 0K ][ Cancel ][ Apply ]
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cac thanh phan khac theo y thich cua ban.
* Khéi dong trinh quan ly man hinh

Bam d0p vao biéu tugng D:‘;: Display trén cira so6 Control Panel
* Cac thiét 1ap véi man hinh Desktop

- Thay d6i kiéu dang cta cira s6 (Themes).

- Thay d6i anh nén cta Desktop (Desktop).

- Thiét 1ap chuong trinh bao vé man hinh (Screen Saver).

3.5. Dibu chinh ngly gio'cita mdy tin

Date & Time | Time Zone || Internet Time

1. BAm dup vao biéu tuwong Date and | ow Tine

Time trén cta sd6 Control Panel. — o 1

1 2 3
2. Thay do1 ngay (Date) va gi0 (Time 45 67 8 910

y gY( ) g ( ) 112 13 14 B 16 17
18 19 20 21 22 23 24

trong hép thoal Date and Tlme Properties 25 26 27 28 29 30 3l

-

11:58:354M -

3. Click nit OK dé ghi nhan

Current time zone: SE Asia Standard Time

4. Tré vao dong hd trong khay hé thong ok [ concel

dé xem ngay gio trong mot hop ToolTip.

4. Trinh quan li tép va thuw muc Windows Explorer
4.1. Khai ni¢m tép tin, thuw muc
4.1.1. Tép (Tap tin - File)

La tap hop cac thong tin c6 cing ban chat va dugc luu trit nhuy mot don vi
luu trir dr li€u trén cac vat mang thong tin (dia tur, bang tu....), tuy theo tung
kiéu t&p ma nodi dung chira dung trong d6 s& khac nhau. Tép tin c6 3 dic trung
chinh 1a: Tén t&p, kich thudc va ngay thang cap nhat.

- Tén tép (File Name) : Gom c6 2 phan 1a phan tén va phan md rong

+ Phan tén: La mot chudi céc ky tu, khong chira ky tu dac biét nhu: * 2 \/
: <>, V&i hé diéu hanh MSDOS t6i da 1a 8 ky tu va khong chira khoang tréng,
v6i hé diéu hanh Windows toi da 13 255 ky tu.

Khoa Céng nghé thong tin



Bai giang Tin hoc dai cuong

+ Phan md rong: dung dé phan loai tép, thong thuong 1a 3 ky tu, giira
chung khong chira khoang tréng va ky tu dac biét. Phan nay thuong do hé thong
t quy dinh va dic trung cho ting kiéu tép. Phin m¢ rong ngin cach vai tén tép
bang mot ddu cham ().

* Cac dac trung chinh cua tép:

- Kich thudc tép (Size): La s6 Byte ma tép chiém gitt trén bé mit 6 dia.

- Ngay thang tao tép (Created): La ngay thiang cdp nhat, chinh sta tép 1an
cubi (Modified), ngay thang truy cép vao tép (Accessed).

Mame Size  Twpe Date Modified
) Mail Merger File Folder 11052006 540 PM
1 Teach File Falder 11/5/2006 5:40 PM
IEH 1116394529609_001 MNaoi dung Khoa hoc T, 47 KB Microsoft Word Document 1122006 1:22 &M
lﬂ_’lD'-.-'BaDcaD TTEE  Microsoft Word Document 11062006 12:03 AM
IEIJGiau:- krinh pha cap THCE 9,202 KB Microsoft Word Docoment 11)6/2006 12:25 AM
| IE_ﬂGieu:u krinh bo sung TIM HOC CAM BAR 2,235 KB Microsoft Word Document  11)6)2006 12:58 AM

4.1.2. Thue muc (Folder - Directory)

Pé luu gitr, sip xép cac tép tin thanh mot hé thong phan cip co tinh chit
ché va tién dung khi tim kiém, hé diéu hanh Windows cho phép ngudi sir dung
xay dung cay thu muc theo cach thuec:

- Thu muc géc la noi tao cac thu myc, thuong 1a cac b dia.

- Thu myc cha la thu muc ma trong n6 c6 chira mot hodc nhiéu thu muc
Khéac.

- Thu muc con la thu muc nim trong thu muc khac.

- Thu muc hi¢n thoi la thu muc dang lam viéc.
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Vi du: Cay thw muc _ .
[D fia C Thir mue goc ]

Z
=] % Local Disk (C:

# | ) 3dsmaxk
SR Documents and Settings
) adrmin
) All Users —
# 1) Defaulk User

Thr mue hién then, .
thry mue me coa
Admim, ALl Users va
Default Uszer

[

Cac thu

muc col

+| [+

4.2. Khéi dong Windows Explorer
Thyc hi¢n mot trong nhitng cach sau:
- Céch 1:Start\Programs\ Accessories\ Windows Explorer
- Céch 2: Click chudt phai vao biéu trong My Computer, chon Explore
- Céch 3: Click chudt phai vao nut Start, chon Explore

L WINXP () =5
File Edit View Favortes Tools Help
@Elack - :._ '}: - > Search I Folders ;. -
‘\gﬂrESS‘Qv c ~|[]e0
Folders g -
\ ’ et I
B Desktap IFHI Documents and Settings
i [E My Documents
4 % My Computer i )
b o 3% Flappy (&) IFI Program Files
P WINXP (C)
[ = GIAITRI(D:) = =
b = Local Disk (E2) 1{ WINDOWS
5 & CD Drive (F) I
b um REMOVEDIE Disk (G}
» [& control Panel 1 || Drivers
1+ € My Network Places fl
£ Recycle Bin . acesynctd —
b)) TruengTCN Text Document
5KB
o YServertd
Text Document
1KB
found.000
RECYCLER
System Volume Information hd

Cita s6 Windows Explorer trén hé diéu hanh Windows XP
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|| FirstUXRes.WIM

(2] msoobe.exe

& Homegroup

| msoobeui.dll

& . [ oobeldr.exe
LA s )] pnpibs.d
B Systemn (C) setun.cfa

@uv’ 1.« Windows » System32 » oobe » v | ‘,' Search oobe p\
Organize v =3 Open Include in library v Share with v Bumn » B= » [ @
1 Recent Places # Name Date modified Type =
& RecycleBin :
% R £PI 1, en-US 13/07/200910:37 ...  File folder
= RecentPlaces _  —= - :
i | infd | 3/04/20129:58 AM  File folder
*# Dropbox £
» (27 audit.exe 13/07/2009 6:38 PM  Application
o |&| background.bmp 10/06/2009 2:07 PM  BMP File
~a Libraries . R O
j o %] cmisetup.dil 13/07/2009 6:41 PM  Application e
|-5] Documents
J’ K = %/ diagER.dlIl 13/07/2009 6:41 PM  Application e
usic =
= Pi %, diagnostic.dll 13/07/2009 6:41 PM  Application el
k=| Pictures
é Vid % DU.dII 13/07/2009 6:40 PM  Application €
ideos

WIM File

Application

13/07/2009 1:21 PM
13/07/2009 6:39 PM
13/07/2009 6:41 PM
13/07/2009 6:33 PM
13/07/2009 6:41 PM  Application e
08/07/2008 7:03 PM  CFG File

Application e

Application

ca Secondary (E:) ~ <« |

| »

File folder

New folder Date modified: 23/04/2012 9:58 AM

Cira s6 Windows Explorer trén hé diéu hanh Windows 7

4.3. Sip xép dir liéu bén khung phai

Click chon View\Arrange Icons by va

chon thir tu sap xép :
+ Theo tén : Name
+ Theo kich thuoc : Size

+ Theo phan mé rong : Type

+ Theo Ngay thang tao sura: Modified

phai

Click chon View va chon mot trong 5 |foes

hinh thic hién thi:

1. Thumbnails : thuong ding dé xem

trudce cac File hinh.

B SYSTEM (C:)

File  Edit m Favorites  Tools  Help

Toolbars r _
@ Back Status Bar Search ['f‘i Folders
Explorer Bar 3 B—
Folders = S
[} Deskiop Thumbnails —-J --J
£s Tiles OEUMmEnts IBMTOOLS
= D My Dy d Settings

= g myc ® leons
7] \; 5 List
= e 5 Details

g0 o

Arrange Icons by » ECETETE) n

Choose Detail e
=g c r._\rose etails... Type
. Modified
[ Refresh
. ) Books Show in Groups Y
[ Data v Buto Arrange
[23) DevTaols Align ta Grid
== T =
< | >

Lilshis) LLICTE

- Address

_,J -]

Program Files

W
I

Glhsng

LiLIED

Fle Edit BUSUM Favortes Tools Help
Tookars » ‘,
@ Back | cpabus Bar Search [::_: Folders l
Explorer Bar » o
@ Desktop Thumbnais J J
B £ Tiles documents  IBMTOOLS
*
= L}]WD ol nd Settings
= W My ® Joons
#43 U : .
S s Detals - )
@ “ Arange Iconsby » | My PhanBan
@ wstalations
[ ChooseDetals...
GoTo | B
£ Refresh m /’
e 52 QLHSLTY
£ | >

ar
A "I

v Address
~
J

M55QL?

J

Program Files

o

Qlhsng
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2. Tiles : Hién cac tap tin va cac thu muc con & dang biéu tuong I6n
3. lcons : Hién cac tap tin va cac thu muc con ¢ dang biéu tugng nho
4. List: Hién cac tap tin va cac thu muc con ¢ dang liét ké danh sach.
5. Details : Liét ké chi tiét cac thdng tin nhu t&n (Name), kiéu (Type), kich
thudc luu trix (Size), ngay gio tao hay sua (Modified).
4.5. Chon thw muc hoac tép
* Chon mdt thu muc hodc mot tép:
- Click chudt vao tén hodc biéu tuong thu muc hoac tép can chon
* Chon nhiéu tép hodc thu muyc ding lién nhau:
- Bim gilt chudt trai va kéo trén toan bg phﬁn dién tich can chon
* Chon nhiéu tép hodc thu muc ding riéng ré:
- Gitt Ctrl két hop vai click chudt vao tén cac thu muc hodc t&p tin can chon.
4.6. M& mot tép hoac thu muc
- Chon 6 dia va thu muyc chira tép hodc thu muc can mé
- Click dup chut tai biéu tuong tép hodc thu myc can mo dé mo tép hodc thu muc do.
4.7. Tao mét thu muc méi
- Chon 6 dia hodc thu muc can tao mot thu muc con truc thude no.
- Dung thyc don: File \ New \ Folder
- Stra lai tén thu myc bang nhitng tén co tinh goi nhd.
4.8. Sao chép tép hoic thue muc
- Chon tép, thu muc can sao cheép
- Dung thyc don: Edit \ Copy
(hodc nhay chugt phdi chon Copy, hodc nhdn té hop phim Ctrl + C)
- Chon 6 dia hodc thu muc dich cn sao chép téi

- Dung thuc don: Edit \ Paste

(hodic nhdy chudt phdi chon Paste, hodc nhan té hop phim Ctrl + V)

12
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4.9. Di chuyén tép hodc thu muc
- Chon t&p, thu muc can di chuyén
- DuUng thyc don: Edit \ Cut
(hodc nhay chugt phdi chon Cut, hodc nhdn t6 hop phim Ctrl + X)
- Chon 6 dia hodc thu muc dich can di chuyén to1
- Dung thuc don: Edit \ Paste
(hodic nhdy chudt phdi chon Paste, hodc nhan té hop phim Ctrl + V)
4.10. Xoa tép hoac thu muc
* X04 vao thung rac:
- Chon tép hodc thu muc can xo04
- An phim Delete trén ban phim, chon Yes dé thuc hién xo04, No dé thuc
hién khong xo4.
* Xo4 mat han
- Chon tép hodc thu muc can x04
- An t6 hop phim Shift + Delete trén ban phim, chon Yes dé thuc hién

x04, No dé thuc hién khong xo4.

5. Lam vi€c voi cac chwong trinh &rng dung ‘ THNNDN
5.1. Khéi dong mot chwong trinh irng dung g et St

- Cach 1: Click daip vao biéu twong chuong trinh é n jmw ,
trén man hinh Desktop hodc click vao biéu tuong g :;! M Netwrk laces
chuong trinh roi g& phim Enter. ﬁ 2;'“

- Cach 2: Chon thuc don: Start \ (All) Programs \ @ T
<Tén chuong trinh> ..d, D o

Log OFf @ Tuen OFf Computer

Chu y: Co thé kich hoat nut start bang cac cach

[T Windows Commander... | 2} BAITAP.0O]

Sau:
+ Nhan t6 hop phim CTRL+ESC
+ Nhan phim Windows logo trén ban phim

5.2. Thoat khéi chwong trinh &rng dung

13
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- Cach 1: Click chudt vao biéu tugng nit Close & goc trén phai cua cira s6
chuong trinh.

- Cach 2: Dung thuc don: File \ Exit hoac File \ Close
6. Thoat khoi Windows va tit may
* Tat may tinh ding cach:

- Click chon nut Start, chon muc Turn Off Computer, xuét hién hop thoai

Turn Off Computer. Ta cé thé lua chon mot trong céac cach thoat:
+ Turn Off: Thoat khoi hé diéu hanh va tat may tinh
+ Restart: Khoi dong lai mdy tinh, nap lai hé diéu hanh

+ Standby: Tat may tam thoi

Turn off computer

+ Hibernate: Tt may & ché do ngu déng
+ Log off: Pang xuat.
- Chu y: Trudc khi thoat khoi Windows nén thoat hét cac chuong trinh
tmg dung dang chay, néu khong c6 thé din dén nhiéu 16i nghiém trong.
* Tat may tinh theo kiéu ap dat
- Bam tat ngudn dién bang cach nhin va gitt nat POWER trén hop mady.
Cho it nhat 1a 30 gidy truéc khi bat lai ngudn dién cho may.
- Viéc tat may tinh theo kiéu ap dit chi nén dung trong tinh huéng khong

thé dung phim va chudt dé diéu khién duoc hé diéu hanh.

14
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CHUONG II: MICROSOFT WORD
I. GIOI THIEU CHUNG
1. Microsoft Word

- Microsoft Word (goi tit 1a Word hay WinWord) 1a chuong trinh soan
thdo vin ban chay dudi moi truong Windows, chuyén dung dé soan thao céc loai
van ban, sach bao, tap tri... phuc vu cho cong tac van phong.

- C6 nhiéu phién ban khac nhau cia Word nhu: Word 97, Word 2000,
Word 2003, Word XP, Word 2007... Cac phién ban cang cao thi cang dugc bo
sung thém cac dac tinh mé1 ma cac phién ban trudc khong co.

2. Cac cong viéc can lam dé soan thio vin ban tiéng Viét trong Word

- Khoi dong chuong trinh hd tro gd tiéng VietKey 2000 hodc Unikey

- Khé1 dong chuong trinh soan thao van ban Word

- G6 vao nodi dung ctia van ban bang ban phim, dé gd tiéng Viét phai thuc
hién theo kiéu gd Telex.

+ Kiéu gb Telex quy dinh cach gb tiéng Viét nhu sau:

G chir Hién thi Gé chir Hién thi
Aa a Oo0 Oo
Aw a S DAu séc
Ee é F Dau huyén
Oo 0 J Dau ning
Oow o R Dau hoi
Uw u X Dau nga
Dd d Z Bo dau

- Hiéu chinh lai vin ban: La qua trinh soét 16i chinh ta ctia thao tic nhap
van ban.
- Trinh bay van ban: La qua trinh trang tri cho van ban dung vdi y dinh va

muc dich cua ngudi st dung.
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- Luu trit van ban: Luu trit van ban trén céc thiét bi luu trit nhu dia tir dé
c6 thé sir dung lai van ban khi can thiét.
- In vin ban ra gidy.
II. CAC THAO TAC CO BAN
1. Khéi dong va thoat khéi Word
1.1. Khéi dong Word
- Cach 1: Start\All Programs\ Microsoft Office\Microsoft Office Word
- Cach 2: Click dtp chuét tai biéu tuong chuong trinh (@ ) rén man hinh

Desktop néu co. WINWORD

- Cach 3: Click chuot tai biéu tuong chuong trinh trén thanh Office.
1.2. Thoat khoi Word

- Cach 1: Str dung thuc don File\Exit

- Cach 2: Dung t6 hop phim Alt + F4

- Cach 3: Click dap chudt tai biéu twong nat Close ¢ goc trén bén phai
giao dién chuong trinh.
2. Cac thanh phan ciia man hinh giao dién Word

- Thanh thie don (Menu Bar): Liét ké cac 1énh c6 thé thuc hién trong Word.

- Thanh cong cu chuan (Standard Bar): Chira mét s6 1énh thong dung cta
Word duéi dang cac nit co biéu tuong.

- Thanh dinh dang (Formatting Bar): Chura cac 1énh duéi dang cac nut co
biéu tuong dé dinh dang dir liéu cua bang tinh.

- Vung van ban (Text Area): Nhap va trinh bay van ban.

- Thanh vé& (Drawing Bar): Chira cic 1énh dudi dang cac nut co biéu
tugng dé thyc hién v& va hiéu chinh hinh.

- Thanh trugt (Scroll Bar): Dung dé hién thi nhitng phan bi che khuat ciia
bang tinh trén man hinh.

- Thanh trang thai (Status Bar): Hién thi trang thai lam viéc cua chuong
trinh.

3. Con tro soan thao va cac phim thuwong dung khi soan thao
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3.1. Con tré soan thao
- Con tr6 soan thao (con goi tit 1a con tro) chi noi xuat hién ky tu duge gd vao
- Trong khi ta gd vin ban, con trd soan thao sé& di chuyén tir trai sang phai
va tir trén xubng dudi
- Néu muén chén ky tu hay bat ky mot d6i tuong nao vao van ban, ta phai

di chuyén con tr6 soan thdo to1 vi tri do.

O Document - Microsoft Word |._||E|fz|
! File Edit Wiew Insert Format  Tools  Table  Window  Help =

RN NERETRE NN A - SRR S NSRS fe= NN

SEE O-A- Gl

i A4 vnTime - 14 | B T u|§
N A A B B e L

. 4

Y
: @
" ¥
=6E|zE < | >
:Draw~ L | AutoShapes » \I:l(:].*_.-—]ﬂ@:ﬂ@ﬂ|&v£-évf E
Page 1 Sec 1 11 ak 1" lm1 Coll

3.2. Céc phim thuong dung khi soan thao
- Lén mdt dong
-V Xubng mot dong
- = :Sang phai mot ky tu
- & :Sang trai mot ky tu
- PgUp: Lén mot trang man hinh
- PgDn: Xubng mot trang man hinh
- Home: Vé& dau dong

- Ctrl + Home: Vé dau vin ban
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- End: V& cudi dong

- Ctrl + End: Vé cudi vin ban.

- Enter: Xudng dong dé bat ddu mot doan vin ban mdi.

- Shift + Enter: Xudng dong (khong tao mot doan vin ban méi).

- Tab: Di chuyén con tro theo mot khoang cach nhét dinh.

* Cht y: C6 thé st dung chudt dé di chuyén con tro bang cach click chudt
tai vi tri muén di chuyén con tro to1.

- Insert: Chuyén doi ché do chen, deé ky tu trong soan thao

- Delete: Xo4 ky tu bén phai con tro

- Backspace: Xo4 ky tu bén trai con trod
4. Cac thao tac trén mot khoi vin ban
4.1. Lua chon khéi van ban:

a. Sur dung chudt:

- Cach 1: Click chudt vao vi tri dau cia khoi, bAm giit va kéo chudt dén vi
tri cudi khoi.

- Céch 2: Click chudt vao vi tri dau ciia khéi, giir phim Shift két hop véi
click chudt tai vi tri cudi khoi.

b. Sir dung ban phim: Pua con tro vao vi tri dau cua khéi, gitt phim Shift
két hop v6i cac phim miii tén dé chon khdi.
4.2. Sao chép khdi vin ban

- Céch 1: Str dung thuc don

+ Chon khbi mudn sao chép

+ Sur dung thyc don Edit\Copy

+ Pua con tro dén vi tri can sao chép toi

+ St dung thuc don Edit\Paste.

- Cach 2: Sir dung t6 hop phim

+ Chon khdi mudn sao chép

+ Str dung t6 hop phim Ctrl + C

+ Di chuyén con tré dén vi tri can sao chép toi
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+ Str dung t6 hop phim Ctrl + V.
- Cach 3: Sir dung biéu tuong
+ Chon khbi mudn sao chép
+ Click chudt vao biéu tuong (53 ) trén thanh cong cu chuan
+ Di chuyén con tré dén vi tri can sao chép toi
+ Click chudt vao biéu twong (&) trén thanh cong cu chuan
- Céch 4: Dung thuc don khi Click chudt phai
+ Chon khbi mudn sao chép
+ Click chudt phai vao vung van ban dugc chon, chon muc Copy
+ Pua con tro dén vi tri can sao chép toi
+ Click chudt phai chon muc Paste.
- Cach 5: Dung ban phim két hop véi chuot.
+ Chon khdi mudn sao chép
+ An phim Ctrl ddng thoi Click va giit nat chudt trai két hop véi thao tac
kéo chudt theo hudng can sao chép.
4.3. Di chuyén khdi vin ban
- Céch 1: Str dung thuc don
+ Chon khéi mudn di chuyén
+ St dung thue don Edit\Cut
+ Pua con tro dén vi tri can di chuyén t6i
+ St dung thuc don Edit\Paste.
- Cach 2: Sir dung t6 hop phim
+ Chon khdi mudn di chuyén
+ Str dung t6 hop phim Ctrl + X
+ Pua con tro dén vi tri can di chuyén t6i
+ Str dung t6 hop phim Ctrl + V.
- Cach 3: Sir dung biéu tuong
+ Chon khbi mudn di chuyén

+ Click chudt vao biéu tuong (& ) trén thanh cong cu chuin
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+ Di chuyén con tro dén vi tri can di chuyén t6i
+ Click chudt vao biéu tuong ( &) trén thanh cong cu chuan
- Céch 4: Dung thuc don khi bAm chudt phai
+ Chon khdi mudn di chuyén
+ Click chudt phai vao vung van ban dugc chon, chon muc Cut
+ Pua con tré dén vi tri can di chuyén t6i
+ Click chudt phai chon muc Paste.
- Cach 5: St dung chuot
+ Chon doan vén ban can di chuyén
+ Click va giit nut chudt trai dong thoi kéo chudt theo hudng can di chuyén
4.4. Xo4 khdi van ban
- Chon khéi van ban mun xo4
- BAm phim Delete.
5. Cac thao tac trén tép
5.1. Tao mot t&€p van ban madi
- Cach 1: Sur dung thuc don File\New
- Céch 2: Click chudt tai biéu tuong New trén thanh cong cu chuan
- Cach 3: Sir dung t6 hop phim Ctrl + N
5.2. M& mét tép van ban da ton tai trén dia
- Cach 1: Su dung thyc don File\Open
- Cach 2: Click chudt tai biéu tugng Open trén thanh céng cu chuan
- Céch 3: Str dung t6 hop phim Ctrl + O
5.3. Bong tép van ban
- Cach 1: Str dung thuc don File\Close
- Céch 2: Click chudt tai biéu twong nut Close tai goc trén phai ctra ) tep.
5.4. Ghi t&p van ban vao dia
- Cach 1: Su dung thuc don File\Save (hoac File\Save As)
- Cach 2: Click chuot tai biéu tuong Save trén thanh cong cu chuin

- Céch 3: Str dung t6 hop phim Ctrl + S
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III. PINH DANG VAN BAN
1. Pinh dang ky tw

- Chon doan vin ban can dinh dang

- Str dung thuc don Format\Font, xuat hién hop thoai Font, trén hop thoai
chon Tab Font.

- Céc lya chon trong Tab Font:

Faont | Character Spacing | Text EFfects
Eonk: Fonk skyle:
ime Reqular
Italic
AnUniverse — | |Bold _
AnldniverseH Biold Ikalic
Snvogue hal
Font color: nderling skwle:
| Automatic V| | (none) v|
Effects
[ ] strikethrough [ ]shadow []5mall caps
[ ] Double strikethrough [] outline []all caps
[ ] superscript [ ]Emboss [ ]Hidden
[ ] subscript [ ]Engrave
Preview
AnTime
Thiz iz a TrueType Font, This font will be used an bath printer and screen,
Default. .. [ (04 ] [ Zancel

+ Font: Chon phong chir

+ Size: Chon c¢6 chir

+ Font Style: Chon kiéu chit binh thuong, chir ddm, nghiéng, vira dam
vira nghiéng.

+ Underline Style: Chon cac kiéu gach chan

+ Font Color: Chon mau cho chit

+ Effects: Chon mot sb hiéu ung dac bi¢t cho chir

+ Preview: Khung mau dé quan sat cac Iya chon
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+ Nut Default: Cac thong sb dinh dang s€ duoc léy lam mic dinh cho mdi

lan khoi dong Word hodc mo mot tai li¢u moi.

Chu y: C6 thé thuc hién nhanh viéc dinh dang Font bang cac biéu tuong

dinh dang Font chir trén thanh dinh dang.
2. Dinh dang doan van ban

- Chon doan vin ban can dinh dang

- Str dung thuc don Format\Paragraph xuét hién hop thoai Paragraph, trén

hop thoai chon Tab Indents and Spacing.

- Céc lya chon trong Tab Indents and Spacing:

Paragraph
Indents and Spacing | Line and Page Breaks
General
alignment: w outline level: Body text W
Indenkation
Left: Special By
R
Spacing
' Y
Before: Line spacing: Ak
After: Single w 3
Previgw
Somgle Te Somple T Somgle Tew S omple T Somple T Somple Tow S omgle T
Somgle Ten Somple T Soegle Tev S omple T Somple Tev Somple Teow S omgle T
Somgle Ten Somple T Soegle Tev S omple T Somple Tev Somple Teow S omgle T

] (e

* Alignment: Chon cach can 1& cho doan:

+ Left: Can theo 18 trai
+ Center: Can gitra
+ Right: Cin theo 1& phai

+ Justified: Can theo ca hai 1&.

Khoa Céng nghé thong tin
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* Indentation: Chinh 1& cho doan:

+ Left: Xac dinh khodng cach tur 18 trai dén doan duoc chon

+ Right: Xac dinh khoang cach tir 1& phai ¢én doan duoc chon.

* Spacing: Xéc dinh khoang céch gilt cac dong trong doan va gitra cac doan:

+ Before: Xac dinh khodng cach gitra doan dugc chon va doan trén

+ After: Xac dinh khoang cach gitta doan dugc chon va dudi

+ Line spacing: Xac dinh khoang céach gitra cac dong trong doan.
Chu y: Ngoai thao tac trén chiing ta con co thé thuc hién bang cac t6 hop phim
hoic cac biéu tuong trén thanh cong cu chuin dé can 1 cho vin ban, hay c6 thé
dung thanh thudc ké (Ruler) dé xac dinh 1& cho doan vin ban...
3. Dinh dang khung van ban

- Chon doan vin ban can dinh dang khung

- Str dung thuc don: Format\Borders and Shading, hop thoai Borders and
Shading xuét hién, chon Tab Border.

Borders and Shading X

Borders | Page Border | Shading
Setting: Shwle: Presview

” Click on diagram below or use
butkans ko apply borders

Mone

Box

Shadow b
— Colar:
E Aukornakic w
3-0
Width:

wph ——— apply bo:
E Cuskom
am Paragraph w
[ Show Toolbar ][ Horizonkal Line. .. ] Ik ][ Cancel ]

- Céc lya chon trong Tab Border:

* Settings: Chon cac mau ké khung
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+ None: Khong ké khung

+ Box: K¢ khung 4 canh xung quanh doan

+ Shadow: Khung c6 bong

+ 3-D: Khung nbi 3 chiéu

+ Custom: Ty tao kiéu khung, click vao cac nit trong muc Preview dé lya
chon canh can ké (click nut 1an tha 2 dé xo04 canh da ké)

* Style: Chon kiéu dudng ké khung

* Color: Chon mau cho duong ké

* Width: Chon d6 rdng cho duong ké

- Chu y: Cho thé thuc hién nhanh viéc tao khung bé“mg biéu tuong dinh
dang khung trén thanh dinh dang. 2.6. Tao mau nén cho bang

- Chon Tab Page Border dé tao khung cho trang bia.

- Chon Tab Shading dé tao mau nén cho khung

Borders and Shading @

| Borders | Page Border |§

Fill Preview
Nar Fil

I o
ENEEEN

Patterns
Style:
Apply to:
[] clear IEI eyt

Paragraph
Color: E

Show Toolbar ] [ Horizontal Line. .. QK l [ Cancel ]

Cac thanh phan trong hop thoai

+ Fill: Lya chon miu nén cho bang

+ Style:Lua chon kiéu mau nén cho bang
4. Pinh dang c¢t van ban

- Chon doan vin ban can dinh dang cot
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- Str dung thuc don Format\Columns, xuat hién hdp thoai Columns

Columns E] El

Presets
one Twio Left Right
Mumnber of columns: %
width and spacing
Col #: Wik Spacing;
1: 6" 3
Apply ko: Whole document W

0] 4 |

Preview

- Céc lya chon trong hdp thoai:

* Presets: Dinh dang c0t van ban theo cac mau co6 san

+ One: Mot cot
+ Two: Hai cot
+ Three: Ba cOt

+ Left va Right: Hai c6t nhung 1éch

* Number of columns: Xac dinh s6 cot can chia theo y muon

* Width and Spacing: Xac dinh do rdng timg cot va khoang cach gitra cac cot.

* Equal column width: Néu duoc danh T

-

Drop Cap (S
dau thi dg rdng cac cot s€ bang nhau. Position
* Line betwen: Néu dugc danh dau thi . W W
gitra cac cot s€ ¢o cac duong ké doc.
, None Dropped In margin
- Chu y: Ngoai ra c6 thé thuc hi€n nhanh | aptiane
‘A . AL 1Y , . \ - A . Faont:
viéc chia cot bang céch click vao biéu tugng dinh ——
dang cot trén thanh cong cy, sau d6 kéo chudt d& | | .. ;... 2
chon s6 cot can chia. Distance from text: 0 cm
5. Pinh dang Drop Cap
QK ] [ Cancel ]
25
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- Chon ky tu can dinh dang

- Sir dung thyc don Format\ Drop Cap, xuat hién hop thoai Drop Cap

- Céc lya chon trong hdp thoai:

* Position: Dinh dang theo mau c6 san

+ None: Méc dinh trén 1 dong

+ Droped: Mac dinh trén 3 dong

+ In margin: Méc dinh trén ca van ban

* Options: Tuy chon

+ Font: Binh dang Font cho ky tu dugc chon

+ Lines to drop: S6 dong chira ky tu Drop.

+ Distance from text: Khoang cach tir ky tu Drop Cap dén ky tur tiép theo.
6. Binh dang danh chi s6 dau doan:

- Str dung thuc don Format\ Bullet and Numbering..., xuét hién hop thoai

Bullet and Numbering

Bullets and Murmbering @
EU"ETEdl Humbered I Qutline Mumbered | List Styles

. o
Mone * =
. o

+ g v

+ Fa v

+ > v

oK ] [ Cancel

Cac lua chon trong hop thoai:
* Tab Bullet: cho phép lua chon mét s& mau chi s ¢o sin dudi dang ky tu
dac biét.
- Customize: Lya chon nang cao

- Reset: Khoi phuc lai dinh dang ban dau
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*Tab Numbered: Cho phép Iwa chon mdt sd mau chi s6 c6 sin dudi dang
ky tu s6 (1, 2, 3...) hodc (I, IL, I11...) hodc (a, b, c...)...
- Restart numbering: Khdi dong lai dinh dang sb ban dau
- Continue previous list: Tiép tuc danh s6 theo danh sach da chon
*Tab Outline Numbered: cho phép lya chon médt sb cac d& muc miu theo
tht tu tir 16n dén nhé.

V. CAC THAO TAC CHEN

1. Chén so trang cho vin bén

- Str dung thuc don Insert\ Page numbers, xuét hién hop thoai Page number

Page Numbers @
Position:
Alignment:

Right E|

Show number on first page

o) o

o
=
m
=)
m
=

Céc lya chon trong hdp thoai:
- Position: Xéc dinh vi tri danh sb trang & trén (Top) hay duéi (Bottom)
- Alignment: Xac dinh vi tri danh s6 trang & bén phai, bén trai hay & giita

+ Show number on first page: Click chon muc nay néu muén danh s trang tir

trang dau tién
- Format: Pinh ™ —
p , Symbols | Special Characters
dang kleu danh SO trang Font: [Wingdings E
2. Chen ky tur dic biét g T e g L) ISl e e Gl S B
. 2 e S A Bl R = . = &
- Dichuyén con /T E|EE|E |2 =T wE =5 HE
e A s 2B e 2|=|= 4 |P |V O O0e %R
trd to1 noi can chén - —T=
R |2 @ |35 | 7|7 | ¢ F| 2| Cl@ 28 VY.
- Sir dung thuc
Recently used symbaols:
don Insert\ Symbol, xuat ||[LI|B £ (O|€|E|C|a|d| ™= | £ |<|>|1
hlén hép thoai Insert Wingdings: 38 Character code: |33 from: | Symbol (decimal) E|
' ) ) ’&utoCorrect... ] [Shorb:utﬁey... ] Shortout key:
symbol
Insert l[ Cancel ]
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Céc thanh phéan trong hop thoai

* Tab Symbol: Bang danh sach ky tu dac biét
- Font: Danh sach Font cac ky tu dac biét

- Character code: S6 ky tur tuong tmg ctia cac ky tu trong bang
- Autocorrect: Thay thé ky tu dac biét boi ky tu khac

- Shortcut Key: T6 hop phim tat

* Tab Special Character: Bang ky tur gd tat.

3. Chén hinh anh vao van ban

- Str dung thuc don Insert\ picture\ Clip Art (From File), xuat hién hop thoai

Insert Picture ' insert Picture

T el
Look in: B My Pictures E| @ -~ Q@ X i B +Tods ~
l Marme Date Type Size Tags
My Recent
Documents " - - -
! 505fa053-6...  blissjpg €24b06%a-... milfordso.. palouse,jpg
Desktop
£l
My Docurnents
LY
My Computer
f:..n_l
h File name: E Ingert
My Network =
Places Files of type: | all Pictures (’*.Emf:".wmf:’*.jpg:’*.jpeg:".jﬁf:".jpe:".png:E
WordArt Gallery |
- L'OOk m Mé’ 6 dia (thll' Select a WordArt style:
muc) chira file anh can mo WendArt mrﬂﬂt wordac, WordAr{|Wordart| i w
4. Cheén chir nghé thuat vao | | [ - *
) ’ Werallrs| Word Aet | WordRet | wor0.2 1| Wondiet) < w
van ban
, ' o dArtl| Word At W
'Sll' dl,lng thl;['C dO’Il IIlSCI’t\ { W WordArt Wore Art {[;\[‘.
Picture\ WordAut, xuét hién hop | |Waedaet Wardhre| Hardht | it sl W
thoai WordArt Gallery. w E i |i!! i ; o
- Chon kiéu chit nghé *
[ CK ] [ Cancel ]
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thuat can trinh bay, Click OK, xuét hién hop thoai

"Edit WordArt Text =
Font: Size:
I Arial Black IZ| 36 EI
Text:

our Text Here

[ Ok ] [ Cancel ]

- Nhap ndi dung ctia van ban, dinh dang Font, cg, kiéu chit cho vin ban

- Click OK dé hoan tat thao téc
5. Chén dbi twong vé vao vin ban

- Str dung thuc don Tool\ Customize\ Click chon muc Drawing dé hién thi
thanh cong cu vé

i Draw~ g | AutoShapes= N\ W (O M 43 Gl @& M- F-A- === @ i!

- Draw: Céc thudc tinh hién thi hinh v&

- Autoshapes: Danh sach cdc hinh v& miu

- Cac biéu tuong dé vé cac hinh twong tng

- C4c biéu tuong dinh dang dbi tuong vé
6. Chen cong thirc toan hoc

- Di chuyén

E IMathType - Equation in Chuong MLdoc EI
, File Edit View Format Style Size Preferences Help
2 A . 4
con tro dén vi tri so=| i | Aii] te®]|>=i] v enc
A \
can chén nfol=l=[olal=]-]
Algebra Dernivs Statistics| M

H{n—r)

N Tz lim T Ao
- St dung || || o= [

z|:{_|; s |z |m|=]e|e]a]=]0i]=]a]
thue don Insert\ |[F i T T T T

Object\ Microsoft || ax”+bx+c=0
Equation 3.0, Xuat

hién hop thoai

B G

| Style: Math | Size: Full |Zoom: 200%  [Color: N -
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Equation
- Click chuét vao nhitng biéu tuong coéng thirc toan hoc twong tGng dé
chén cong thuec.
IV. LAP BANG BIEU
1. Chén bang vao van ban
- Pua con tro dén vi tri can chén bang

- St dung thyc don Table\Insert\Table, xuat hién hop thoai Insert Table

Insert Table _|
Table size
MNumber of columns: g -
Mumber of rows: z 3

AutoFit behavior
%) Fixed column width: Auko
{:} AukoFit ko conkents
() AukaFiE ko window

Table stwle: Table Grid AukoFormat. ..

¥

[ ] remember dimensions For new kables

[ Ok ] [ Cancel ]

- Céc lua chon trong hop thoai:

+ Number of columns: Xac dinh s6 cot ctia bang

+ Number of rows: Xac dinh sé hang ctia bang

+ Fixed column width: Néu dé Auto, chiéu rong mdi cot tuy thude vao sb
luong cot va chiéu rong trang in.

+ AutoFit to contents: Tu dong diéu chinh d6 rong cot theo lugng van ban
g0 vao.

+ AutoFit to windows: Tu dong diéu chinh d6 rong cdt trong bang sao
cho bang c6 do rong vira khit do rong trang van ban.

+ Auto Format: Chon bang biéu theo miu c6 san.
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Table AutoFormat

Cakegory:
&l table styles

Table styles:

Table 30 effects 1
Table 30 effects 2
Table 30 effects 3
Table Classic 1
Table Classic 2
Table Classic 3
Table Classic 4
Table Colorful 1
Table Colorful 2
Table Colorful 3
Table Caolurmns 1
Table Columns 2

X

w Cefault. ..

First calurnn

Preview
Jan Fab Mear Total

East 7 7 o 19
West & 4 7 17
=outh H 7 a 24
Total 21 13 21 &0

&pply special Formats o

Heading rows Last: row

Last column

[ (4 ] [ Cancel

2. Cac thao tac véi bang

2.1. Chon cac 0, dong hay cot

- Chon mot 6: bat con tré vao 6 can chon, sir dung to hop phim Shift +
End hay bam giit va kéo chudt trén toan bd phan dién tich 6 can chon.

- Chon nhi€u 6: Bat con tro6 vao 6 dau can chon, bam gitr va kéo chuot dén

0 cuoi muon chon.

- Chon mot dong: Dt con tro vao 6 bat ky thudc dong can chon str dung

thuc don Table\Select\Row.

- Chon mdt cot: Dit con trd vao 6 bat ky thudc cot can chon, sir dung thuc

don Table\Select\Column.

2.2. Thay d6i kich thudc cta dong hay cot
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a. Thay doi do rong cua cot: Pua con tro chudt dén sat dudng phan cach
phia bén phai cua cot can thay ddi do rong, khi con tro chuot ddi thanh dang miii
tén hai chiéu thi bAm giit va kéo chudt dé thay d6i do rong cia cot.

b. Thay ddi do cao ctia dong: Pua con tré chudt dén sat dudng phan cach
phia duéi cua dong can thay doi do cao, khi con tré chudt d6i thanh dang miii
tén hai chiéu thi bAm gilr va kéo chudt dé thay doi d6 cao cua cot.
2.3. Chen thém dong hay cot vao bang

a. Chén thém dong vao bang:

- Pit con trd vao vi tri mudn chén thém dong méi

- Néu str dung thuc don Table\Insert\Row Above dong duoc chén vao sé
nam bén trén vi tri duge chon.

- Néu str dung thuc don Table\Insert\Row Below dong duoc chén vao sé
nam bén duéi vi tri dugc chon.

- Néu con tro vin ban dang ¢ 6 cudi cung ciia bang thi khi ta 4n phim Tab
trén ban phim s& xuit hién thém mot dong méi & cudi bang.

b. Cheén thém c)t vao bang:

- Pt con trd vao vi tri mudn chén thém cot méi

- Néu sir dung thuc don Table\lnsert\Column to the Left cot dugc chén
vao s& nim bén trai vi1 tri duoc chon.

- Néu st dung thyc don Table\Insert\Column to the Right cot dugc chén
vao s& nim bén phai vi tri dugc chon.
2.4. GOp, tach cac 6 trong bang

a. Gop nhiéu 6 thanh mot o:

- Chon céc 6 can gop

- Str dung thuc don Table\Merge Cells. Khi d6 cac duong ngan cach gitia
cic & s& mat di tao thanh mot 6 duy nhat.

b. Tach mot 6 thanh nhiéu 6:

- Chon mét 6 can tach

- Str dung thuc don Table\Split Cells, xuét hién hop thoai Split Cells.
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Split Cells

i K

Mumber of colurmns;

Mumber of rows; i

4

Merge cells before split

[ Ok ][ Cancel ]

- Cac muc lya chon trong hop thoai:

+ Number of columns: SO ¢0t can chia

+ Number of rows: S6 dong can chia

+ Merge cells before split: Trong trudng hop chon nhiéu 6, Word s& gop

cac 0 thanh mot 6 trude khi thuc hién tach.

2.5. Xo4a dong hay cdt trong bang

- Chon dong hay cot mubn xoa

- Chon thuc don Table\Delete Columns dé xo4 EidaEEES

cot hay Table\Delete Rows dé xo4 dong.
(Hodac Chon thuc don Table\Delete Cells, sau

dé6 chon cdc diéu kién can xod trong hop thoai Delete
Cells va Click chon OK dé thuc hién xoa)
V. TIM KIEM VA THAY THE

1. Tim kiém

" Delete entire row
™ Delete entire column

[ |

Cancel

- Str dung thyc don Edit\Find (Ctrl + F) xuat hién hop thoai Find and

Replace, chon Tab Find.

Find and Replace

Find | Replace

Find what:

Wik Marn

[] Highlight. all items Found in:

[ More ¥ ][ Find Mext I [ Cancel

- Céc lya chon trong Tab Find:

Khoa Céng nghé thong tin
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+ Go chudi ky ty mudn tim kiém vao hop Find what

+ Chon Find Next d¢ thuc hién tim kiém

+ Chon Cancel dé dong hop thoai két thic tim kiém.
2. Thay thé

- Sir dung thuc don Edit\Replace (Ctrl + H) xuét hién hop thoai Find and
Replace, chon Tab Replace.

Find and Replace

Find Replace | 5o To

Find what: |vi@t nam w |
Options;  Search Down

Replace with: |'-.-'i'f:lt e w |

[ More ¥ ] [ Replace ] [Replace all ] [ Find Mexk ] [ Cancel ]

- Céc lya chon trong Tab Replace:

+ G& chudi ky ty mudn tim kiém vao hop Find what

+ G& chudi ky ty mudn thay thé vao hop Replace with

+ Chon Find Next dé tim chudi ky tu cli dau tién can tim

+ Chon Replace dé thay thé tuan ty hodc Replace All dé thay thé hang
loat

+ Chon Cancel dé dong hop thoai.
VI. PINH DANG TRANG IN VA IN VAN BAN
1. Pinh dang trang in

- Sir dung thyc don Page\Page Setup, xuat hién hop thoai Page Setup

- Céc lya chon trong hdp thoai:

* Muc Margins dung dé chi dinh dang 18 cho trang, gdm céc lua chon:

+ Top (1& trén): Khoang cach tir mép trén trang dén dong dau tién cua
trang

+ Bottom (1& duéi): Khoang cach tir mép duédi trang dén dong cudi cing

cua trang.
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+ Left (18 trai): Khoang cach tir mép trai trang dén nodi dung cia trang.
+ Right (1& phai): Khoang cach tir mép phai trang dén ndi dung cua trang

Page Setup PIX

Margins Paper Layiout
Margins

Top: g Bottom: (2.54cm &

Left: 3.05em % Right: [1.78cm &
Gukker: 0cm E Gutter position: |Left w
Orientakion

Portr ait Landscape

Pages

Multiple pages: Mormal w
Preview

Apply to: —

Whale document W _
Default, .. [ [s]'s ] [ Cancel ]

+ Gutter: Xac dinh khoang cach du trén cac trang dé dong sach.

+ Gutter possition: Xac dinh vi tri dong gay van ban.

* Orientation: Pinh hudéng cho vin ban theo hudng thing ding (Portrait) hodc
nam ngang (Landscape).
2. Thyc hién in van ban

- Str dung thuc don File\Print hoac nhén to hop phim Ctrl + P s€ thuc
hién m& hop thoai Print:

- Céc lya chon trong hdp thoai:

* Khung Name chon may in can in

* Page Range: Chon pham vi in

* Copies:

+ Number of Copies: Quy dinh s6 luong ban sé& in ctia mét trang

* Print: Dung dé chon céch in, trong khung nay c6 cac muc lya chon

All pages in range: In cac trang da chon trong Page Rage
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Odd Pages: Chi in cac trang c6 s6 c6 thi ty 16

Even Pages: Chi in cac trang c6 sb th tu chin

Prinker
Marme: ' Microsoft Office Document Image Wriker
Status: IE!"E’ _ _ _ Find Printer. ..
Type: Microsoft Office Document Image Witer Driver
Where: Microsoft Document Imaging Wriker Port: |:| Prink ko File
Cammenk: [ ] Manual duplex
Page range Zopies
=) al Mumber of copies: |1 #
{:} Current page
() Pages: | | Collate
Enter page numbers andor page ranges
separated by commas. For example, 1,3,5-12
Print wahat: |D|:u:ument W | 2T

i Pages per sheet: 1 page w
Print: |F'.II pages in range w | S | pad |

Scale to paper size: |N|:| Scaling L |

Qptions., ., [ K, ] [ Cancel ]
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CHUONG III: BANG TINH PIEN TU MICROSOFT EXCEL 2003
I. GIOI THIEU BANG TiNH PIEN TU EXCEL
1. Gi6i thiéu chung

- Excel 1a chuong trinh bang tinh dién t&r chay trong mdi trudng
Windows, dugc ding phd bién trong cong tic van phong, trong quan 1y ndi
chung va quan 1y kinh té néi riéng.

- C6 nhiéu phién ban khac nhau cua Excel nhu: Excel 5.0, Excel 7.0,
Excel 97, Excel 2000, Excel 2003, Excel XP... Cac phién ban cang cao thi cang
duoc bd sung thém céac dic tinh mdi ma cac phién ban trude khong co.

2. Mot s6 chirc ning co ban ciia Excel

- T6 chire dit liéu & dang bang tinh: Cho phép tao, hi€u chinh, dinh dang,
In va luu gitt bang tinh.

- Tinh to4n cac ham: Excel cung cdp san rat nhiéu ham mau, goi 1a ham
bang tinh, thudc nhidu pham tri khac nhau: Thong ké, ngay thang, thoi gian,
toan hoc, co so dir li€u va tai chinh.

II. CAC KHAI NIEM VA THAO TAC CO BAN
1. C4c thanh phan chinh ciia man hinh giao dién Excel

- Thanh tiéu dé (Title Bar)

- Thanh thuc don (Menu Bar): Liét ké cac muc 1énh chinh ctia Excel.

- Thanh cong cu chuan (Standard Bar): Chira mét s6 1énh thong dung cta
Excel dudi dang cac niit co biéu tugng.

- Thanh dinh dang (Formatting Bar): Chura cac Iénh dudi dang cac nut co6
biéu tuong dé dinh dang dir liéu cua bang tinh.

- Thanh cong thirc (Formula Bar): Gom cac 6: Name Box (hién thi dia chi
6 hién hanh), Cancel (huy bo), Enter (chdp nhan), Formula Bar (ndi dung dit liéu
cua 6 hién hanh).

- Thanh vé& (Drawing Bar): Chira cic 1énh dudi dang cac nut co biéu

tugng dé thyc hién v& va hiéu chinh hinh.
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- Bang tinh (Workbook): La ctra s6 chira ndi dung cua bang can trinh bay
va tinh toan.

- Thanh trugt (Scroll Bar): Dung dé hién thi nhitng phan bi che khuat cia
bang tinh trén man hinh.

- Thanh trang thai (Status Bar): Hién thi trang thai lam viéc cta chuong
trinh.

E3 Microsoft Excel - Book1

BVEr T AT I,

i Arial \ -0 - B I U | =

Ml
T
£
B —
&
b

y
N

A\l B | ¢ | D

Standard Bar Formula Bar

Menu Bar

Formatting Bar

Drawing Bar Status Bar

»
M4 b M \Sheetb&imjtz £ Sheet3 / | ¢ » |
PDraw = g | Atoshapes v w [ O A dl X (G @ | B - A=
Ready Ny LM

2. Céc phim di chuyén con tré 6

(rm O S R

- :Lén mdt dong

-\ : Xudng mot dong

- = :Sang phai mot cot

- & : Sang trai mét cot

- PgUp: Lén mot trang man hinh

- PgDn: Xubng mot trang man hinh

- Alt + PgUp: Sang trai mot trang man hinh
- Alt + PgDn: Sang phai mdt trang man hinh
- Home: Vé& dau dong

- Ctrl + Home: Vé 6 Al
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- T6 hop phim Alt + Enter: Pua con tro soan thao xuéng dong trong 1 6

- Ch(y: Ngoai ra c6 thé click chudt tai mot 6 dé di chuyén con tré 6 dén 6 do.
3. Cac kiéu dit liéu va cac phép toan dwoe sir dung trong Excel

3.1. Cdc kiéu dir ligu

- Kiéu ky tr (Text):

+ Ky tir dau tién g6 vao thuong 13 cac chit cai

+ Theo mic dinh, dit liéu kiéu ky tu dugc tu dong can bén trai 6

- Kiéu s6 (Number):

+ Ky tu g6 vao thudng 13 cac chit s6 tir 0 dén 9

+ Theo méc dinh, dir liéu dang kiéu sb duoc tu dong can bén phai 6

- Kiéu ngay thang (Date)

+ Dir liéu kiéu ngay thang phai duoc nhap theo dinh dang ngiy thang
trong Windows.

+ Theo mic dinh, dir liéu kiéu ngdy thang dugc tu dong can phai.

+ Mot s6 dang thé hién ngdy thang v6i théng sb cai dat trong Control
Panel cia Windows: ¢ ché d6 mic dinh dinh dang ngay thang 1a MM/DD/YY,

ngoai ra con c6 mot sO dinh dang khac.

Dinh dang Dang thé hién
DD/MM/YY 14/02/98
M/D/Y 2/14/98
D-MMM-YY 14-DEC-98
D-MMM 14-DEC

- Kiéu cong thirc (Formula):

+ Ky tu dau tién gd vao 1a ddu bang, dau cong hodc dau trir va tiép theo 1a
biéu thirc mé ta cong thirc.

+ Cong thirc nhap vao chi hién thi trén thanh cong thic, con két qua cia
cong thire xudt hién trong 6 dugc nhdp, sau khi ngudi dung bam Enter dé két

thic nhap cong thic cho 6 do.
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+ Cac thanh phan ctia mot cong thirc ¢6 thé gdm: S6, chudi vin ban (phai
duoc dé trong nhdy kép), dia chi 0, ving, cac phép toan va cac ham...
+ Chl y: Cac bao 16i thuong gip khi nhap cong thirc
() ###H Cot qua hep khong dit do rong dé hién thi két qua cua cong thirc
#DIV/0!: Trong cong thirc c6 phép toan chia cho khong
#NUM!: Con sd trong cong thirc khong phit hop
#NAME?: Sai tén ham.

O O oo O

#VALUE!: Trong cong thirc dung sai kiéu dir liéu nhu cong trir cac
dir liéu dang chudi lam két qua tré 1én vo nghia
[} #REF: Trong cong thirc c6 tham chiéu dén nhiing 6 khong ton tai
hoac da bi xoa.

3.2. Cac phep toan

- Phép toan sb hoc: Phép cong (+), phép trir (-), phép nhan (*), phép chia
(/), phép luy thira () va phép toan phan trim (%).

- Phép toan so sanh: Phép bang (=), phép khac (<), phép 16n hon (>), phép
nh6 hon (<), phép 16n hon hoidc bang (>=), phép nhé hon hoic bang (<=).

- Chay: Cac phép toan dugc vu tién tinh toan theo thir ty sau: Luy thira, phan
tram trudc roi dén nhan, chia, cong, trir. Cac phép toan c6 cung mirc uvu ti€n (nhu
cuing nhan hodc cung chia...) s& wu tién thuc hién tir trdi sang phai. Mudn thay dbi
thtr ty uu tién, dung cac cdp ngoac tron, toan tir trong cap ngodc sau nhit s& duoc
thuc hién trudc.

4. Cac dang dia chi trong Excel

4.1. Phdn loai theo tdp hop o0

- Pia chi 6 1a dia chi tham chiéu duoc x4c dinh bang tén cua cot va dong
tao ra 6 do (tén cot ludn dung trudce tén dong).

- bia chi vung la dia chi tham chiéu duoc xac dinh béng dia chi cua 6 O
goc trén trai va 6 & goc dudi phai cua ving, ngin cach nhau boi ddu hai chim

().
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