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Chuong I. HIEU BIET VE CONG NGHE THONG TIN CO BAN

© mycTIEU

Hoc xong chuwong nay, nguoi hoc co kha nang:

- Trinh bay duogc cac kién thirc co ban vé may tinh, phin mém, biéu dién
thong tin trong may tinh, mang co ban; cac quy dinh lién quan dén viéc sir
dung may tinh va cong nghé thong tin;

- Nhan biét dugc cac thiét bi phan ctng chu yéu, hé diéu hanh, phan mém tng
dung; tudn thu dung cac quy dinh trong viéc st dung may tinh va ung dung
cong nghé thong tin.

1.1. Kién thirc co ban vé may tinh
1.1.1. Théng tin va xw ly théng tin
1.1.1.1. Thong tin

Thuat ngit “théng tin” dugc st dung rong rii trén toan cau trong ky nguyén sb.
Ching ta tiép nhan thong tin khi xem truyén hinh, doc bao hay khi trao ddi véi ngudi
khac. Vay thong tin 1a gi?

Thong tin 1a sy hiéu biét clia con nguoi vé mot su vat, su viéc hoac mot hién
tuong thong qua qua trinh nghién ctu, trao doi, nhan xét, hoc tap, truyén thu va cam
nhan.

Thong tin gitp phat trién su hiéu biét cia con ngudi, 13 ngudn gbe cta nhan thic
va co s dé con ngudi dua ra quyét dinh cho mot van dé cu thé. Do d6, k¥ ning xac
dinh ngudn gbc, danh gia va str dung thong tin ngay cang can thiét hon do sy bung nd
clia thong tin. Trong giai doan hién nay, chung ta c6 quéa nhiéu thong tin dé chon lya
lam cho viéc nghién ctru tré nén khé khin hon, doi khi nhirng thong tin dé tim nhét
thudng 13 thiéu chon loc hodc khong dang tin ciy. Do d6, théng tin ngdy cang trd nén
quan trong trong hoc tap, cong viéc va cudc song.

1.1.1.2. Dix liéu

Dir liéu 1a thong tin dudi dang ky hiéu, chit viét, chit s6, hinh dnh, 4m thanh hoic
dang tuong tu (Theo muc 5, diéu 4, Lugt Giao dich dién ti, ban hanh ngay
29/11/2005).

Khai niém dir li¢u ra doi cing véi viée xir Iy thong tin bang may tinh. Do vay, c¢6
thé cho rang dir liéu 1a hinh thic thé hién cia thong tin trong muc dich luu trir va xur 1y
nhit dinh.



Dit liéu chi c6 thé tro thanh thong tin khi dugc dét trong mot nglr canh xac dinh
va duoc xir Iy vé miat ngit nghia, nhitng nhan thirc thu nhan duoc tir nhiéu thong tin
trong mot linh vuc va c6 muc dich cu thé méi tré thanh tri thue.

1.1.1.3. Xir ly thong tin

Xu ly thong tin thanh thong tin khi duge dat trong mot nglt canh xac dinh va
duge xir Iy vé mit ngit nghia, nhitng nhan thtrc thu nhan duge tir nhiéu thong tin trong
mét linh vyuc va ¢6 muc dich cu thé méi tré thanh tri thic.

Qua trinh xir 1y thong tin trén mdy tinh gdm bdn giai doan nhu sau:

- Giai doan tiép nhdn théng tin: La qua trinh tiép nhan thong tin tir thé gidi
bén ngoai vao may tinh. Pay 1a qua trinh chuyén doi cac thong tin & thé gidi
thuc sang dang biéu dién thong tin trong may tinh thong qua cic thiét bi
nhap.

- Giai doan xit Iy théng tin: LA qua trinh chuyén d6i nhitng thong tin ban dau
dé c6 dugc nhitng thong tin phi hop véi muc dich sir dung.

- Giai doan xudt théng tin: L& qué trinh dua cac két qua ra tro lai thé gidi bén
ngoai. Pay 1a qua trinh nguoc lai v6i qua trinh tiép nhan thong tin, may tinh
s& chuyén do6i cac thong tin trong mdy tinh sang dang thong tin & thé gidi
thue thong qua céc thiét bj xuat.

- Giai doan luu trit théng tin: L& qua trinh ghi nh¢ lai cac thong tin da dugc
ghi nhin dé c6 thé dem ra st dung trong nhitng 1an xt 1y sau do.

TIEP NHAN XU LY XUAT
THONG TIN THONG TIN THONG TIN
LUU TR(Y THONG TIN

Hinh 1.1. So' d6 qud trinh xit Iy théng tin
1.1.2. Phan cing
1.1.2.1. Pon vi xir ly trung tam

La dau ndo trung tim ctia may tinh c¢é chirc nang tinh toan, xtr Iy dit lidu, quan Iy
hodc diéu khién cac hoat dong cia may tinh thuong dwgc goi 1a CPU (Central
Processing Unit). Hai nha san xuat CPU 16n nhit hién nay la: Intel va AMD. Thanh
phan ctiia CPU gbm cé:

Khoi diéu khién (CU - Control Unit): L& thanh phan ctia CPU ¢6 nhiém vu bién
dich céac 1énh cua chuong trinh va diéu khién cac hoat dong xtr Iy.

Céc thanh ghi (Registers): Nam ngay trong CPU, ¢6 nhiém vu ghi ma lénh trudc
khi xtr 1y va ghi két qua sau khi xir 1y.



Khoi tinh toan ALU (Arithmetic Logic Unit): C chirc niang thuc hién cac 1énh
ctia don vi diéu khién va xu 1y tin hi¢u.

Chip cau Namt

Chip cau Bac cung tan nhiét Khe cém PCI (x5)
Khe cdm AGP.

Khe cam chuan IDE

Khe cdm DRAM

Jack cam ngudn ATX

Pin CMOS

Piém dung
gan quat tan
nhiét cho

CPU Céng két ndi cac thiét bi ngoai vi:
PS/2 - Ban phim, chuét), Serial,
Parallel, USB, Ethernet, Audio

0000000000

3 298880889 3
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3985888808088 353
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4th Gen
Intel® Core™ i7

Hinh 1.3. CPU Intel Core i7, thé hé 4
1.1.2.2. Thiét bi nhap

Thiét bi nhap 1a cac thiét bi dugc sir dung dé nhap dit liéu vao may tinh nhu:
ban phim, chudt, bi lan (trackball), bang cham (touchpad), bat cham (stylus), man hinh
cam ung, can diéu khién (joystick), may ghi hinh tryc tiép (webcam), may anh
k¥ thuat s6, microphone, may quét anh (scanner). Trong do:

- Ban phim: La cong cu chinh dé nhap dit liéu hodc nhap 1énh thuc hién mot
tac vu trong mot chwong trinh Gmg dung. Ngoai ra, trén mot s6 ban phim con
c6 mdt s6 thiét ké tién loi chira cac nat dé tang cuong trdi nghiém vé da



phuong tién trong khi str dung may tinh. Ban phim két ndi v6i bo mach chu
qua cong PS/2, USB hoic két ndi khong day.

/_ Céc phim chicnang  Den trang théi Cée phim sb
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Nhom phim té hop Phim di chuyén

Hinh 1.4. Ban phim may tinh
- Chudt may tinh (Mouse): Dung dé diéu khién va 1am viéc voi may tinh, dé
sir dung chudt may tinh nhat thiét phai sir dung man hinh may tinh dé quan
sat toa do va thao tac di chuyén ctia chudt trén man hinh. Chuot két ndi vai
bo mach chu qua cong COM, PS/2, USB hoic két ndi khong day.

Hinh 1.5. Chudt may tinh (Mouse)

- Bdang cham (TouchPad): La ban di chuyén chudt dung dé diéu khién con
chudt trén may tinh xach tay vdi hai phim trai phai nhu con chudt trén may
tinh dé ban va ndm du6i ban phim.

0000 HE#E
L | ]

Hinh 1.6. Bang cham (Touchpad)



- Buit cham (Stylus): La mot thiét bi nhap trong gidng nhu mot cay but, sir
dung dé chon hodc kich hoat mot muc trén mot thiét bi ¢6 man hinh cam
ung.

)

Hinh 1.7. But cham (Stylus)

- Man hinh cam ung: La mot thiét bi dugc st dung trong may tinh hoac cac
thiét bi di dong thong minh. Thiét bi bao gdm: M6t man hinh hién thi thong
thuong nhu LCD hodc LED va mét 16p cam Gng phia trén bé mit dé thay
thé cho chudt may vi tinh.

Hinh 1.8. Man hinh cam vung

- Can diéu khién (joystick): La mot thiét bi dau vao duoc st dung dé diéu
khién tro choi video va cong nghé hd tro trén may tinh. Can diéu khién bao
gém mot chan dé, mot tay don (stick) voi mot hay nhiéu nat nhan cé thé
duoc di chuyén bat ky hudng nao.



Hinh 1.9. Can diéu khién (joystick)

May ghi hinh tryc tiép (webcam): La loai thiét bi ghi hinh k¥ thuat s6 duoc
két ndi voi mdy vi tinh dé truyén truc tiép hinh anh né ghi duoc l1én mot
website nao d6, hay dén mot may tinh khac nao dé thong qua mang Internet.
V& co ban, webcam giéng nhu may anh k¥ thuat sé nhung khac ¢ chd cac
chtc nang chinh cua né do phan mém cai dat trén may tinh diéu khién va xir
ly. Ngay nay, nhiéu webcam con c6 thé dung dé quay phim, chup anh rdi
lwu vao may tinh hoic dung trong cong tic an ninh nhu truyén tai hinh anh
n6 ghi duge dén trung tdm kiém soat tir xa hay dung nhu thiét bi lién lac
hinh anh gitra con nguoi véi nhau.

-

( N logitech
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Hinh 1.10. Mdy ghi hinh tryc tiép (webcam)
Microphone: La mot loai cam bién thuc hién chuyén dbi tin hiéu 4m thanh
sang tin hiéu dién. Microphone dugc sit dung ¢ nhiéu linh vyc nhu: dién
thoai, tang am, hé théng karaoke, trg thinh, thu bang, luu trir, san Xuét phim,
phat thanh va truyén hinh, thiét bi thu &m & may tinh, nhéan di¢n giong noi.



Hinh 1.11. Micro
- Mady quét anh (Scanners): La mot thiét bi quét quang hoc hinh anh, vin ban
trén gidy, chit viét tay hay vat thé chuyén ddi thanh anh k¥ thuat s6. May
quét thuong di kém mot thiét bi du ra 1a mdy tinh.

Hinh 1.12. May quét anh (Scanners)
1.1.2.3. Thiét bi xuat
Thiét bi xuat 1a nhimg thiét bi duoc str dung dé trinh bay va xuat dit liéu tir may
tinh. Mot s6 thiét bi xuét thong dung nhu: man hinh, man hinh cdm ng, may in, loa,
tai nghe. Trong do:

- Man hinh may tinh (Monitor): La thiét bi dién tir gin lién véi may tinh véi
muc dich hién thi va giao tiép gilta nguoi sir dung v6i may tinh. Doi véi cac
may tinh c4 nhan (PC), man hinh mdy tinh 1 mot bo phan tach roi. Doi véi
may tinh xach tay (laptop) man hinh 1d mgt bo phan gan chung khong thé
tach roi, mot s6 may tinh xach tay sir dung man hinh cam g thi c6 thé tich
roi man hinh. Dic biét man hinh ¢ thé ding chung d6i véi mot sé hé thong
may chu.

Hinh 1.13. Man hinh may tinh (Monitor)



- Mady chiéu (Projector): La mot thiét bi co bo phan phét ra 4nh sang va co
cong suat 16n, di qua mot s6 hé thdng xir Iy trung gian tir mot s6 ngudn tin
hiéu diu vao dé tao ra hinh anh trén man chéan sang c6 thé quan sat duoc
béng mét. May chiéu phuc vu cac muc dich nhu: tao hinh cic dir li¢u luu
trong may tinh dé thuyét trinh, tao hinh cac chuong trinh ciia san pham cho
nhiéu ngudi cing xem, may chiéu thay thé bang phan hay cac tai liéu viét
tay v&i bang tuong tac, xem phim tor may video.

Hinh 1.14. My chiéu (Projector)
- May in (Printer): La thiét bi duoc str dung dé thé hién ra cac chat liéu khéc
nhau cac ndi dung dugc soan thao hoac thiét ké san. Dé thuc hién viéc in ra
céc ché ban, may in can dugc két ndi véi may tinh hodc qua mang may tinh

hodc thong qua céac kiéu truyén dit liéu khac. May in c6 thé két nbi vi may
tinh qua cong LPT truyén théng hoic cac cong USB (da s6 cic mdy in hién
nay déu c6 kha ning két ndi véi cong USB cua may tinh). Ngoai ra, may in
c6 thé duge két ndi voi mang may tinh thong qua cong RJ45 dé chia sé in
chung trong mot mang LAN (hoac co thé 1a mang WAN rong 16n hon), mot
s6 may in hién nay di hd tro truyén dit liéu thong qua bluetooth hodc wifi,
diéu nay tao thuan lgi cho viéc in an tir cac thiét bi di dong, may anh s6 von
rat pho bién hién nay.

Hinh 1.15. May in (Printer)

- Loa may tinh: La thiét bi dung dé phat ra 4m thanh phuc vu nhu cau lam
viéc va giai tri ciia con ngudi v6i may tinh. Loa may tinh thuong duge két
ndi v6i may tinh thong qua cong xuit audio cta card 4m thanh trén may
tinh.



Hinh 1.16. Loa may tinh
- Tai nghe: La thiét bi gdm mdt cac loa phat 4m thanh dugc thiét ké nho gon,
mang tinh di dong thudng duoc dit ap sat hodc bén trong tai. Co nhiéu loai
tai nghe nhu loai c6 day hodc khong day hay tai nghe chi gdm bd phan loa
hoic tai nghe gom cé loa va micro.

\
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Hinh 1.17. Tai nghe
1.1.2.4. B§ nhé va thiét bi luu trir

B0 nhd 1a thiét bi luu trit thong tin trong qué trinh may tinh xir Iy cac cong viée.
Bo nhé bao gdm: B nhé trong va bé nhé ngodi.

B6 nhd trong bao gdm bd nhd chi doc ROM (Read Only Memory), b nhé truy
xudt ngau nhién RAM (Random Access Memory).

- ROM: Puoc st dung dé luu trit cac chuong trinh hé thong, chuong trinh
diéu khién viéc nhap/xuat. Thong tin duoc ghi vao ROM khong thé bi thay
ddi, khong bi mat ngay ca khi khong c6 dién.



Hinh 1.18. Bg nhé chi doc (ROM)

- RAM: Puoc str dung dé luu trit cac sy kién va chuong trinh trong qua trinh
thao tac va tinh toan. RAM c6 dic diém 1a ndi dung thong tin chtra trong nd
s& mat di khi mat dién hodc tit may. Dung luong bd nhé RAM cho cac may
tinh hién nay thong thuong vao khoang 2 GB dén 16 GB va c6 thé cao hon
nita trong tuong lai.

Hinh 1.19. B6 nhé truy xudt ngau nhién (RAM)

B0 nhd ngoai 1a thiét bi luu trir thong tin voi dung lugng 16n, thong tin khong bi
mat khi khong c6 dién, dir liéu Iuu trén bd nhé ngoai van ton tai cho dén khi nguoi sir
dung x6a hodc ghi dé 1én. B6 nhd ngoai co thé cét giit va di chuyén doc lap véi may
tinh. Hién nay c6 cac loai bd nhd ngoai phd bién nhu:

- Dia citng (Hard Disk): Pho bién 1a dia cting c6 dung luong tir 40GB t&i 2TB
va c6 thé cao hon nita trong tuong lai.

Hinh 1.20. Dia ciing (Hard disk)
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- Dia quang (Compact disk): La thiét bi ding dé luu trit cac phin mém, hinh
anh, am thanh va thuong duoc st dung trong cic truyén thong da phuong
tién (multimedia). C6 hai loai phd bién 1a: dia CD (dung luong khoang
700MB) va DVD (dung lugng khoang 4.7GB).

DVD-R
120,24, 7
Sy
e

| SONY

Hinh 1.21. Dia quang

- Cdc loai bo nho ngoai khac: Vi du nhu thé nhé (Memory Stick, Compact
Flash Card), USB Flash Drive c6 dung lugng pho bién 1a tir 2GB trd 1én.

SanDisk

Ultra

) 80 mB/s )S(g :

1288

Sanisk

Hinh 1.22. Thé nhé Hinh 1.23. USB Flash Drive

1.2. Phan mém

Phan mém 1a chuong trinh may tinh dugc mé ta bang hé thong ky hiéu, mi hodc
ngon ngit dé diéu khién thiét bi s6 thyc hién chic niang nhat dinh. Phan duéi day s&
trinh bay mot s6 loai phan mém phd bién hién nay, gdm co:

1.2.1. Phan mém hé théng

La mot tp hop cac phan mém chuyén dung cho phép cac phan mém khéac (nhu
Microsoft Word, Microsoft Excel, Microsoft Powerpoint...) hodc nguoi st dung co
thé dé dang tuwong tac va diéu khién cac thiét bi phan cing mdy tinh (C6 thé hiéu phan
mém hé thdng nhu mét ting trung gian giita ngudi sit dung, phan mém tmg dung va
phan cting mdy tinh). Phan mém hé thong lai c6 thé chia lam nhiéu loai khac nhau:

- Hg¢ diéu hanh (Operating System): La h¢ thong phan mém tao ra mot “moi
truong bao quanh” cac thiét bi phan cimg cho phép cic Phan mém tng dung
hodc nguoi sir dung co thé dé dang tuong tac, diéu khién cac thiét bi phan
cimg nay. Nhu vy, hiu nhu moi thao tac ctia ngudi str dung trén céc thiét b
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phan ctmg déu thong qua Hé diéu hanh. Hay néi cach khac, Hé diéu hanh c6
vai trd nhu mot “tang” trung gian giira con nguoi véi cac thiét bi phan clng
(Quan 1y tai nguyén, cung cap giao dién ngudi dung va chay cac tmg dung).

- Phan mém tién ich (Utilities): La cac phdn mém duoc thiét ké hd tro cho
viéc phén tich, cdu hinh, t6i wu hodc bao tri cho mot hé théng may tinh (Cac
chuong trinh quét virus, nén dia, nén tap tin, backup dir li€u, chia b dia, ma
hoa va giai ma dit lidu, theo ddi mang, chdng phan manh 6 dia...).

- Phin mém diéu khién (Drivers): La cic phan mém dugc thiét ké dic biét,
chay thuong trai ciing véi hé diéu hanh trong bo nhd nhim 1am cau ndi diéu
khién gitra cac thiét bi phan ctimg cim thém vao hé thong may tinh va hé
diéu hanh gitup cho cac thiét bi phan cliing nay c6 thé twong tac dé dang véi
phan con lai cua hé thdng may tinh.

- Céic bd chuyén d6i ngon ngir (Language translators): Dung dé chuyén doi
cac cau lénh duogc viét bang mot ngon ngit 1ap trinh ndo d6 (C, C++, Java...)
sang ngon ngir ma may tinh c6 thé hiéu va xt Iy duoc (ngdn ngi may).

1.2.2. Phan mém &ng dung

La cic chuong trinh may tinh dugc thiét ké cho nhitng nguoi sir dung dau cudi
(end user) nham thoa man nhitng nhu ciu hodc cong viéc thuong ngay ciia ho. Phan
mém ung dung c6 thé chia thanh ba loai:

Phan mém tmg dung co s (Basic Applications): La nhirng phdn mém thong
dung duoc st dung trong hau hét cac nganh, linh vyc khac nhau nhu: cac web browse,
phan mém xt 1y van ban, phan mém thuyét trinh, phan mém bang tinh, hé théng quan
1y co so dir ligu. ..

Phan mém tng dung chuyén biét (Specialized Applications): La nhitng phan
mém chuyén dung duoc st dung cho mdt hoac mot s6 linh vuc cu thé (Céc phﬁn mém
xtr Iy @ hoa, CAD, CAM, ORCAD, MATLAB,...).

Phan mém ung dung trén thiét bi di dong: Nhimg phan mém thiét ké dé co thé
hoat dong trén cac thiét bi Smartphone.

1.2.3. Mgt s6 phan mém @ng dung théng dung

Mot s6 phan mém ung dung thong dung hién nay nhu: Phin mém xir 1y vin ban,
bang tinh, hé quan tri co s& dit liéu, trinh chiéu, thu dién tir, trinh duyét Web va mot s6
phan mém khac. Trong do:

- Phdn mém xit Iy vin ban: La mot loai phan mém dugc thiét ké dé soan thao
céc van ban dién tir. Co rat nhiéu chuong trinh soan thao van ban khéac nhau.
Vé cac phan mém thwong mai, pho bién nhat 1a Microsoft Office ciia
Microsoft. Cac chwong trinh soan thao vin ban thudc loai phan mém ngudn
mé thuong gip bao gdbm: Writer (trong bd OpenOffice), KWord (trong moi
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truong KDE) va AbiWord (trong moi truong GNOME).Ngoai ra, con cé
chuong trinh soan thao vin ban truc tuyén nhu Google Docs.

- Phdn mém bang tinh: La mot phan mém tng dung dung dé t6 chirc, phan
tich va luu trir dir liéu thong qua cac bang biéu. Bang tinh duoc phat trién
nhu 12 mé phong bang may tinh cac bang tinh toan trén gidy. Phan mém tng
dung bang tinh pho bién hién nay 1a Microsoft Excel ctia Microsoft, mot s6
phan mém nguén md nhu LibreOffice Calc, OpenOffice Calc. Ngoai ra, mot
s6 bang tinh dya trén nén Web nhu: Google Sheet, Microsoft Excel Online,
EditGrid.

- H¢ quan tri co so dir liéu (Database Management System - DBMS): La
phén mém hay hé théng duoc thiét ké dé quan tri mot co s dir liéu. Cac
chuong trinh nay hd tro kha ning luu tri, stra chita, x6a, va tim kiém thong
tin trong mot co s& dir ligu (CSDL). Cac h¢ quan tri CSDL phé bién duoc
nhiéu ngudi biét dén nhu: MySQL, Oracle, PostgreSQL, SQL Server, DB2.

- Phan mém trinh chiéu: Pugc st dung dé tao céac bai thuyét trinh dd hoa,
dugc goi 1a slideshow, c6 thé dugc chiéu 16n bang phuong tién nhu may
chiéu hodc hién thi trén Web. Phan mém trinh chiéu cling dugc st dung dé
tao ra cac tai liéu phan phat cho khan gia, nhimg ghi cha cho nguoi thuyét
trinh va cac tai liéu khac co thé duogc st dung trong mot bai thuyét trinh.
Microsoft PowerPoint, Lotus Freelance Graphics va Corel Presentations la
nhimng vi du cta cac chwong trinh phdn mém trinh chiéu. Mot s6 phan mém
trinh chiéu ma nguén mo nhu: LibreOffice Impress, OpenOffice Impress.

- Phan mém thw dién tir: La loai phan mém nhiam hd tro cho ngudi ding viée
chuyén va nhan cac miu thong tin (thuong 13 dang chit). Phan mém thu dién
tir hd trg soan thao, giri, nhan, doc, in, X0a hay luu giir cac thu. Phan mém
thu dién tir loai cai dat trén may tinh nguoi ding phd bién hién nay la
Microsoft Outlook, phan mém thu dién tir chay trén nén Web nhu Google
Mail (Gmail).

- Trinh duyét Web: La mot phan mém tmg dung cho phép ngudi sir dung xem
va tuong tac voi cac van ban, hinh anh, doan phim, nhac, trd choi va céac
thong tin khac ¢ trén mot trang web cia mot dia chi Web trén mang toan
ciu hodc mang ndi bo. Mot sb trinh duyét Web phé) bién hién nay nhu:
Google Chrome, Mozilla Firefox, Microsoft Edge, Opera, Cc Céc.

1.2.4. Phan mém nguén mé

Phan mém ngudn md 1a phan mém véi ma ngudn duoc cong bd va sir dung mot
gidy phép ngudn md. Gidy phép niy cho phép bat cir ai cling c6 thé nghién ctru, thay
d6i va cai tién phan mém ciing nhu phan phdi phin mém & dang chua thay d6i hodc da
thay doi.
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Khong giong nhu phan mém ngudén mad, phan mém thuong mai la phan mém

thudc ban quyén cua tac gia hodc cac hing phan mém, ngudi ding phai mua va khong
co quyén ban lai. Hé diéu hanh Microsoft Windows, Microsoft Office, hé quan tri co

s¢ dir liéu Oracle 1a cac vi du dién hinh vé phan mém thuong mai.

1.3. Biéu dién théng tin trong may tinh

Trude khi tim hiéu vé thong tin trong mdy tinh dwoc biéu dién nhu thé nao,

ching ta can biét vé cac hé dém.

Hé dém 1a mot tap cac ky hiéu va quy tic sir dung tap ky hiéu d6 dé biéu dién va

va xac dinh cac gia tri cua cac so.

C6 bdn hé dém duoc str dung phod bién hién nay la:

- Hé nhi phdn (hay hé ¢ém co s6 hai) 1a hé dém don gian nhat véi hai chir s6

la “0” va “1”. Nguoi ta goi mot chit so nhi phan 1a BIT, viét tit cia tir
Binary digiT (chit s6 nhi phan). Toan b may tinh dugc xdy dung bang cac
linh kién dién tir chi c6 hai trang thai déng va mo (nhu cong tic dén dién)
theo quy dinh tuong Gng véi hai mirc dién ap 0 va 1, twong rng voi 2 muc
logiclaOval.

- Hé bat phan (hay con goi 1a hé dém co sb 8) dung cac 8 ky tu (0, 1, 2, 3, 4,

5, 6, 7) dé biéu dat gia tri s0.

Hé thip phdn (hay con goi 1a hé dém co s6 10) dung 10 ky tu (0, 1, 2, 3, 4,
5,6,7,8,9) d biéu dat gia tri s6. Cac con sé nay dugc dung voi ddu phan
cach thap phan — dé dinh vi phan thap phan sau hang don vi. Ngoai ra, con
dugc dung voi diu “+” hodc “~ dé biéu dat gia tri “duong” hodc “am”.

Hé thip luc phédn (hay con goi 1a hé dém co sb 16) dung 16 ky tu (0, 1, 2, 3,
4,5,6,7,8,9, A, B, C, D, E, F) dé biéu dat gia trj s6. Hé thong thap luc
phén hién dung, dugc cong ty IBM gidi thiéu vao nam 1963.

Hg¢ nhj phan Heé bat phan Hg¢ thap phan Hgé thap luc phan
0000 0 0 0
0001 1 1 1
0010 5 9 9
0011 3 3 3
0100 4 4 4
0101 5 5 5
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0110 5 5 5
0111 . . »
1000 10 o o
1001 1 o ]
1010 12 10 A
1011 13 11 B
1100 14 12 C
1101 15 13 D
1110 16 14 E
1111 17 15 F

Bdng 1.2. Bang liét ké gid tri twong vmg giita cdc hé dém
1.3.1. Biéu dién théng tin trong may tinh
Biéu dién sé nguyén: S6 nguyén gdm sé nguyén khong dau va sé nguyén co dau.
- 86 nguyén khéng diu:

Gia sur ta dung 8 bit dé biéu dién cho mét sd nguyén. Vi du véi s6 nguyén khong
dau 97 ta co thé chuyén vé hé nhi phan bing cach sau:

o7
2
~ﬁ 12 F 2
~ 6

=2 \31 lek 2
— O

Khi d6, viét tap hop céc sé du theo thirc ty nguoc caa cac phép chia lién tiép trén
s& cho két qua 1a: 1100001. Tuy nhién do ta ding 8 bit dé biéu dién cho s nguyén trén
(s6 trén chi c6 7 bit) nén can b sung thém mot bit 0 vao dang trudc sé do. Két qua la
s6 nguyén 8 bit 01100001 chinh 1a s6 nhi phan twong &ng cua s6 97 va do ciing 1 cach
biéu dién trong may tinh cua s6 97 (khoéng dau). Ta c6 thé viét: 01100001 = 0x27 +
128 + 1x2% + 0x2% + 0x23 + 0x22 + Ox2! + 1x2° = 64 + 32 +1 = 97 (hé co ) 10).

Dai biéu dién cua sé 8 bit la tir 0 dén 255 = 28-1 (255 = 11111111). D& dang
nhan ra, néu tang gia tri cua 255 1én 1 thi khi d6 gia tri nhi phan tuwong ung la
100000000. Tuy nhién, trong may tinh khi sir dung 8 bit dé biéu dién cho gié tri sb
nguyén, thi khi d6 sé 1 & trén sé& bi day ra ngoai cua gia tri sé két qua 1a chi c6 8 s6 0
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duogc gitr lai (va gia tri cua s6 256 trong trudng hop nay 1a 0). Hién twong nay trong
may tinh goi 1a tran s6 va mot nha khoa hoc may tinh phai hiéu diéu nay trong khi lap
trinh dé tranh nhan nhiing 16i khéng mong muén. Chinh vi Iy do dé véi 8 bit chi cé thé
biéu dién duoc cac gia tri nguyén khéng dau tir 0 dén 255 ma thdi (256 s& bj tran sé va
két qua sai).

- 80 nguyén co dau:

Gia sir ta dung 8 bit nhi phan dé biéu dién cho sé nguyén +97 va sb -97. Truéc
tién ta xem dai biéu dién cua 8 bit nhi phan vai sb nguyén c6 dau c6 biéu dién duoc
hai s6 trén hay khong. Vi 8 bit nhi phan c6 thé biéu dién dwoc cho céc sb tir -28 dén
+28-1 tirc 14 tir -128 dén + 127. Nhu vy, véi 8 bit nhi phan c6 thé biéu dién duoc cho
s6 -97 va +97. S6 +97 van biéu dién giéng nhu trudng hop trén tac gia tri nhi phan
tuong ung s& 1a: 01100001 véi sé 0 dau tién dugc lay 1am bit ddu (trong trudong hop
nay la sé duong). Gia tri -97 s& duoc biéu dién bang b 2 cua +97. Bé ¢6 sb bu hai, ta
ldy ddo bit (0 d6i thanh 1, 1 d6i thanh 0) cho sé duwong tuong Gng roi cong voi 1: -97 =
10011110 + 1 = 10011111 (L& biu din nhi phan cua -97).

Biéu dién s6 thuc: c6 hai cach biéu dién sb thuc trong mdt hé nhi phan gém: s6
¢6 dau cham c6 dinh (Fixed-Point Numbers) va s6 c¢6 ddu chdm dong (Floating-Point
Numbers). Cach thir nhat duoc dung trong nhimg bd vi xtr 1y (microprocessor) hay
nhimng bd vi diéu khién (microcontroller) cii. Cach thir hai dugc dung hién nay c6 do
chinh xac cao. Ddi véi cach biéu dién sé thuc dau chim dong c6 kha nang hiéu chinh
theo gia tri cua s6 thuc.

Biéu dién ky tu: dé c6 thé biéu dién cac ky ty nhu chit cai in va thudng, cac chir
s6, cac ky hiéu trén may tinh va cac phuong tién trao ddi thong tin khac, nguoi ta phai
lap ra cac bo ma véi cac quy udc khac nhau dua vao viéc chon tap hop bao nhiéu bit
dé dién ta ky ty twong tng.

B0 ma thong dung nhat hién nay 1a hé chuyén ddi thong tin theo ma chuan cta
M7§ ASCII (American Standard Code for Information Interchange), b0 ma ASCII dung
nhom 7 bit hodc 8 bit dé biéu dién t6i da 128 hoic 256 ky ty khac nhau va ma héa ky
tu lién tuc theo co sd 16.

-  Bo ma ASCII 7 bit, ma héa 128 ky tu lién tuc nhu sau:

0 Ky tu rong (NULL)
1-31 31 ky tu diéu khién
32 _ 47 ‘H(ié;n*tlii’c_éf:/déu khoang cach, ! “#$ % &
48 — 57 Ky sd tir 0 dén 9
58 — 64 Cac dau:;<=>?@
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65-90 Céc chit in hoa tir A dén Z

91 — 96 Cacdau[\]_
97 — 122 Céc chit thuong tir a dén z
123 -127 cac ddu { | } ~ DEL (x6a)

- B0 ma ASCII 8 bit (ASCII mé rong) co6 thém 128 ky tu khac ngoai cac ky
tu néu trén gém cac chit cai co dau, cac hinh V&, cac duong ké khung don,
khung d6i va mét sé ky hiéu dic biét.

Ngoai ra, con c¢6 bo ma Unicode, day 1a bo ma da ngdn ngir, co hd tro cac ky tu
tiéng Viét. B ma c6 ky hiéu 1a UTF-XX, trong dé:

- 8 bit: UTF-8 (twong tuw ma ASCII) c6 kha ning ma hoa 28 = 256 ky tu.

- 16 bit: UTF-16 c6 kha ning ma ho4 2'° = 65536 ky tu.

- 32 bit: UTF-32 c6 kha ning ma ho4 22 twvong duong 4 ti ky tu.

1.3.2. Pon vi thong tin va dung lwgng bo nhé

Pon vi do luong thong tin nho nhat phai ké dén Bit. Bit 1a tir viét tit cua Blnary
DigiT, 12 don vi nho nhat duoc dung dé biéu dién thong tin trong may tinh. BIT dugc
biéu dién dudi dang s6 nhi phan 0 va 1, mdi s6 1a mot bit.

Ngoai ra, thuat ngit Byte duoc dung dé mo ta mot diy sb cd dinh. Mot Byte ¢ 8
bit dugc biéu thi 256 ky tu khac nhau. Megabyte (MB), Gigabyte (GB), Terabyte
(TB), v.v. 1a nhitng don vi duoc dung trong linh vuc may tinh, duoc ding dé mo ta
khong gian luu trit dit liéu va cic bd nhé hé théng khic. Pinh nghia vé cac don vi
thong tin nhu sau:

- BIT: La don vi nho nhét caa bd nhé may tinh, co thé Iwu trit mot trong hai
trang thai thong la c6 hodc khong.

- Byte: 1 byte twong dwong véi 8 bit, 1 byte ¢ thé thé hién 256 trang thai ciia
thong tin va né chi co thé biéu dién mot ky tu, 10 Byte c6 thé twong duong
v6i mot tir, 100 byte ¢ thé twong dwong voi mot cau co do dai trung binh.

- Kilobyte: 1 kilobyte twong duong 1024 byte, twong duong voi 1 doan van
ngan, 100 kilobyte trong dwong vdi 1 trang A4.

- Megabyte: 1 megabyte bang 1024 kilobyte. Khi may tinh méi ra doi, 1
megabyte duogc xem 1a mot lwong dit liéu vo cung 16n. Dung luong cia 1 6
clrmg ngay nay co thé 1én t6i vai Terabyte (TB) hodc tham chi nhiéu hon, 16n
hon rét nhiéu lan so vé&i thoi may tinh méi ra doi.

- Gigabyte: 1 gigabyte xap xi 1024 megabyte. Gigabyte 13 mot thuat ngir kha
phé bién dugc st dung hién nay khi dé cip dén khong gian dia hay 6 luu
trit. Mot gigabyte 1a mot lugng dit liéu 16n bang gan gip doi luong dir licu
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ma mot dia CD-ROM c¢6 thé luu trix, 100 gigabyte ¢6 thé luu trit ndi dung sb
lugng sach cua cd mot t?mg thu vién.

Terabyte: 1 terabyte twong dwong 1024 gigabyte. Pon vi nay rat 1én nén
hién nay vin chua phai 1a mot thuat ngir pho thong, 1 terabyte c6 thé luu triv
khoang 3,6 triéu btirc anh co6 kich thudc 300 kilobyte hodc video co thoi
lwong khoang 300 gid chat lugng tot.

Petabyte: 1 petabyte bang 1024 terabyte, né c¢é thé luwu trit khoang 20 triéu
ta dung hd so loai 4 canh chira day vin ban hay c6 thé luu trit 500 ti trang
van ban in kich thuéc chuan. Véi luong dit lidu nay s& can phai co6 khoang
500 triéu dia mém d¢ luu trit.

Exabyte: 1 exabyte tuong duong 1024 petabyte. Nguoi ta so sanh 5 exabyte
chtra dugc mot luong tir tuong dwong véi tat ca von tir ciia toan nhén loai.

Zettabyte: 1 zettabyte bang 1024 extabyte.
Yottabyte: 1 yottabyte bang 1024 1.000 zettabyte.
Brontobyte: 1 brontobyte bang 1024 yottabyte.

Geopbyte: 1 geopbyte bang 1024 brontobyte.

PON VI Hng ]T)ggl;g TUONG PUONG VOI SO BYTE
Byte b 8 bits 1 byte
Kilobyte KB 1024 bytes | 1 024 bytes
Megabyte MB 1024 KB | 1048 576 bytes
Gigabyte GB 1024 MB | 1073 741 824 bytes
Terabyte TB 1024 GB | 1099 511 627 776 bytes
Petabyte PB 1024 TB | 1125 899 906 842 624 bytes
Exabyte EB 1024 PB | 1152 921 504 606 846 976 bytes
Zetabyte /B 1024 EB | 1180591 620 717 411 303 424 bytes
Yottabyte YB 1024 ZB | 1208 925 819 614 629 174 706 176 bytes
Brontobyte BB 1024 YB | 1237 940 039 285 380 274 899 124 224 bytes
Geopbyte GB 1024 BB | 1267 650 600 228 229 401 496 703 205 376
bytes

Bang 1.3. Don vi do lwong luu trir trén may tinh
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Thong thudng, byte dugc diung dé biéu thi dung luong cua thiét bi luu trir dix
liéu. Pon vi ctia bang thong nho nhét ciing duoc do bang byte. Trong khi dé, bit dugc
dung dé mé ta téc do truyén tai dir liéu cua thiét bi luu trit cling nhu trong hé théng

mang vién thong.

1.4. Mang co ban

1.4.1. Nhirng khai niém co ban

Mang may tinh 13 sy két hop giita cic mdy tinh lai véi nhau théng qua céc thiét
bi két ndi mang, phuong tién truyén théng (giao thirc mang, méi trudng truyén dan) va
cac may tinh nay c6 kha ning trao d6i thong tin qua lai véi nhau.

Mang may tinh c6 thé dugc cau hinh theo nhiéu cach khac nhau. C6 hai hinh

thirc pho bién do 1a:

Mang ngang hang (Peer to Peer — P2P). La mang ma trong do hai hay
nhiéu may tinh chia sé tap tin va truy cap cac thiét bi nhu may in ma khong
can dén may chu hay phan mém may chu. Ung dung thudng gip nhét cua
mang ngang hang 1a chia sé tap tin tit ca cic dang nhu am thanh, hinh anh,
dir liéu,...

- -
/ \

\TA</
-

Hinh 1.24. M6 hinh mang ngang hdang

Mang may khdch — mdy chii (Client — Server): L& mot mé hinh phd bién
trong mang may tinh, dugc &p dung cho cac website hi¢n tai. Trong mé hinh
nay, mot hodc vai may s& dugc chon dé dam nhan viéc quan 1y va cung cap
tai nguyén dugc goi 1a may chu (Server), cac may khac st dung tai nguyén
nay dugc goi 1a may khach (Client). Trong d6, may chu 1a may tinh dam bao
viéc phuc vu cac may khach bang cach didu khién viéc phan phdi tai nguyén
nam trong mang véi myc dich sir dung chung. May khach 1a may st dung
tai nguyén do may chii cung cap. M6 hinh may khach — may chu ¢é wu diém
1a dir liéu dugce quan 1y tap trung, bao mat tét, thich hop véi cic mang trung
binh va 16n.
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Hinh 1.25. M6 hinh mang mdy khach — may chu (Client — Server)
Ngoai ra, dya trén pham vi, nguo1 ta phan loai mang may tinh nhu sau:

- Mang cuc b¢ (Local Area Network — LAN)[13]: La mot hé thong mang
dung dé két nbi cac mdy tinh trong mot pham vi nho (nha &, phong lam viéc,
truong hoc). Cac mdy tinh trong mang LAN c6 thé chia sé tai nguyén véi
nhau, ma dién hinh 14 chia sé tap tin, may in va mot s6 thiét bi khac.

Hinh 1.26. Mang cuc bo (LAN)

- Mang do thi (Metropolitan Area Network — MAN): La mang c6 quy mo dia
ly 16n hon LAN, pham vi vai cdy sb. Mang d6 thi bao gdm nhom cac vin
phong gan nhau trong thanh phd, c6 thé 1a cong cong hay tu nhan.

I\ . /
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- Mang dién rong (Wide Area Network — WAN: Dung trong vung dia ly lon
thudng cho qudc gia hay ca luc dja, pham vi vai trim cho dén vai ngan cay
s6. Mang dién rong bao gdm tp hop cac may nham chay cac chuong trinh
cho ngudi dung, duge goi 1a may chu. Cac may chinh dugc ndi nhau boi cac
mang con (subnet), nhiém vu ctia mang con la chuyén tai cac thong diép
(message) tr may chu nay sang may chu khac.

Hinh 1.28. Mang dién rong (WAN)
1.4.2. Internet, Intranet, Extranet

Véi sy gia ting nhanh chéng nhu cau két ndi, Internet d tré thanh mot cong cu
hiru ich cho hang triéu nguoi sit dung. Bén canh mang Internet con c6 mang Intranet
va Extranet, cu thé:

- Mang Internet: La mot hé thong mang toan cau bao gdm cic mang két nbi
céc t6 chitrc chinh phu, cac truong, cac vién va cac td chirc kinh doanh duoc
lién két v6i nhau.

- Mang Intranet: La mot mang riéng trong mot doanh nghiép, mot to chirc.
Mang Intranet c6 thé bao gdbm nhiéu mang cuc b lién két véi nhau. Thong
thuong, mdt mang ndi bd bao gém cac két ndi thong qua mot hoac nhiéu
cong (gateway) may tinh lién két Internet bén ngoai. Muc dich chinh cua
mot mang ndi bo 13 dé chia sé thong tin cong ty va cac tai nguyén mdy tinh
gitra cac nhan vién. Mgt mang ndi bd cling co thé dugc st dung dé tao diéu
kién lam vi¢c theo nhom va hoi nghi tur xa.
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Hinh 1.29. M6 hinh mang Intranet

- Mang Extranet. Giéng nhu mdt mang ndi bd nhung viée truy cap duoc kiém
so4t tir bén ngoai ddi véi khach hang, cac nha cung cap, ddi tac hodc nhing
ngudi khac bén ngoai. Extranet 1a phin mo& rong hodc cac phan doan cua
mang Intranet tu nhan duoc xay dung boi cac doanh nghiép dé chia sé thong
tin va thuong mai dién tu.
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Hinh 1.30. M6 hinh mang Extranet
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1.4.3. Truyén dix liéu trén mang
1.4.3.1. Truyeén dir liéu trén mang
Truyén dir liéu c’hinh la su chuyén giao dir li€u qua mét kénh truyén. Dt liéu ¢
day co thé 1a dir 1iu s6 hoac mdt tin hi¢u analog da dugc so6 hoa.
1.4.3.2. Téc dd truyén

Trong thoi dai Internet, cum tur "toc do truyén" thuong duoc moi nguoi st dung.
Vay toc do truyén 1a gi? — Téc dé truyén la kha ndang chuyén mét sé lwong bit dit liéu
cu thé trong mot giay.
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1.4.3.3. C4c sb do (bps, Kbps, Mbps, Gbps...)
bé danh gia duoc hi¢u qua truyén dir liéu, hién nay nguoi ta thuong dung cac
don vi do toc d§ duong truyén. Co hai loai don vi do pho bién nhat thuong dugc st
dung:

- Megabit trén gidy (viét tit 1a Mbps — Megabits Per Second hay Mbit/s): La
don vi do téc do truyén dan dit lidu, twong duong 1.000 Kilobit trén gidy
trén giay (Kbps — Kilobits Per Second) hay 1.000.000 Bit trén giay (bps)
hay 0.001 Gigabit trén gidy (Gbps — Gigabit per second). Bang thong cua
dich vu Internet dan dung thuong dugc do béng Mbit/s.

- Megabyte trén gidy (viét tat 1a MBps hay MB/s): Ciing mét don vi do toc do
truyén dan dir liéu. Trong d6: 1 Megabyte/s (1IMBps) = 1024 Kilobytes/s
(1024 KBps) = 1024*1024 Bytes/s = 1024*1024*8 bits/s. Nhiéu giao dién
dir liéu may tinh dugc do bang MB/s.

Céan chi y chit b va B dé tranh nham lan gilta Megabit trén gidy (Mbps) va
Megabyte trén giay (MBps) (1 MBps = 8 Mbps).

1.4.4. Phwong tién truyén thong
1.4.4.1. Giéi thigu vé phwong tién truyén thong

Phuong tién truyén thong la phuong thire dugce st dung dé co thé truyén tai thong
tin dén d6i tuong cu thé. Chang han trong kinh doanh, cac doanh nghiép su dung
phuong tién truyén thong nham truyén tai thong diép, noi dung cua chién lugng
marketing dén khach hang tiém nang.

Céc phuong tién truyén thdng ngay cang hoan thién va phat huy duoc kha ning
truyén tai thong tin chinh xac, hiéu qua dén nguoi dung. Cac phuong tién truyén thong
phd bién hién nay bao gém: bao chi, truyén hinh, Internet, quang cio, bang dia hay
dién thoai tryc tiép.

1.4.4.2. Bang thong

Bing thong (Bandwidth) 13 téc d6 ti da dir liéu c6 thé duoc truyén giira 2 thiét
bi trong mét don vi thoi gian, thuong la tinh bang giay.

Trong linh vuc luu trit website, bang thong 1a mot thong s chi ra gidi han dung
luong toi da ctia cac thong tin ma website c6 kha nang luu trir trong mdi thang. Trong
truong hop bing thong cia website dd st dung hét, néu ngudi dung truy cdp vao
website d6 s& bi bao 16i 509 Bandwidth limit Exceeded. Do d6, quan tri website can
xac dinh dugc muc s dung bang théng hang thang dé dua ra nhitng diéu chinh phu
hop v6i nhu cau thuc té.

1.4.4.3. Phan biét cac phwong tién truyén din c6 day

Phuong tién truyén dan 1a phuong tién vat Iy cho phép truyén tai tin hiéu giira
c4c thiét bj mang. C6 hai loai phuwong tién truyén dan 1a: phuong tién truyén dan co

23



day va phuong tién truyén dan khong day. Mot s6 phuong tién truyén dan co day phd
bién nhu: cap xoan ddi, cap dong truc va cap quang. Trong do:

Cdp xoan doi. GOm nhi€u cap day dong xoan lai voi nhau nham chong phat
xa nhiéu dién tir. Do gia thanh thap nén cap xoan dugc dung rat rong rii. Co
hai loai cap xoan do1 dugc st dung rong rai trong LAN la:

Cdp xodn ddi c6 vé boc chong nhiéu STP (Shielded Twisted Pair): GOm
nhiéu cip xoin duoc phi bén ngoai mot 16p vo lam bang diy dong bén lai
v6i nhau. Lép vo ndy c6 tic dung chéng nhifu cam tng tir
(ElectroMagnetic Interference — EMI) tir ngoai va chdng phat xa nhiéu bén
trong. Cap nay chi phi dit tién hon cap khong vo boc chdng nhidu, toc do
truyén c6 thé 500Mbps.

= — S
3 == SHIELDED TWISTED PAIR CABLE
e —

Hinh 1.31. Cdp xodn déi c6 vé boc chong nhiéu STP
Cdp xodn déi khéng cé vé boc chéng nhiéu UTP (Unshielded Twisted Pair):
Gom nhiéu cip xoan nhu cap STP nhung khong cé 16p vo dong chong
nhiéu. Do gia thanh ré nén d nhanh chéng trd thanh loai cap mang cuc bod
dugc va chuong nhat. Tdc do truyén tuy thudc vao loai cap va co thé truyén

100 Mbps.
= UTP

UNSHIELDED TWISTED PRIR CABLE

Hinh 1.32. Cdp xodn déi khéng cé vé boc chong nhiéu UTP

Cap déng truc (Coaxial cable): La loai cap dién véi mot 18i dan dién duogc
boc lai bédi mot 16p dién moi khong dan dién, chung quanh dugc quén thém
mot 16p bén kim loai, & phia ngoai cung c6 vo boc cach dién. Tir dong truc
dén tir viéc tat ca cac 16p cap déu dung chung mét truc hinh hoc. Cép dong
tryuc dugc str dung trong cdc mang may tinh va trong viée truyén tai video,
thong tin lién lac va am thanh.
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Lép vé nhwa PVC Lép dién moi

CAU TAO CAP PONG TRUC | ¢p Iusi chéng nhidu L&i déng

Hinh 1.33. Cdu tao ciia cdp dong truc
- Cép quang (Fiber optics): La mét loai cap vién thong lam bang thay tinh
hodc nhya, sir dung anh sang dé truyén tin hi¢u. Cap quang dai, mong thanh
phan cua thuy tinh trong sudt bang duong kinh ctiia mét soi toc. Chung dugce
sap xép trong b6 duoc goi 1a cap quang va duogc sir dung dé truyén tin hiéu
trong khoang cach rat xa. Cap quang it bi nhiéu, téc d6 truyén dir liéu cao va
truyén xa hon.

Hinh 1.34. Cép quang
1.4.5. Download, Upload

Céc cum tir "Download" va "Upload" dugc moi ngudi st dung dé khai thac tai
nguyén trén internet. Chdng cd y nghia nhu sau:

- Download hay con goi 1 tai xudng, 1a khai niém dugc sir dung dé chi viéc
lay cac tap tin tir mang Internet vé mdy ca nhan, qua duong truyén cia
mang.

- Upload hay con goi 1a tai 1én, 1a khai niém duoc st dung dé chi viéc dua
mat tap tin tir may ca nhan 1én mang Internet, qua duong truyén ciia mang.

1.5. Céc tng dung cia cdng nghé théng tin — truyén thong
1.5.1. Mgt s6 &vtng dung cdng nghé thong tin va #ng dung trong kinh doanh
Mot sb Gmg dung cong nghé thong tin va tng dung trong kinh doanh phd bién
hién nay nhu: thuong mai dién tir, ngan hang dién tir, chinh phu dién tir, hoc tap truc
tuyén, dao tao truc tuyén, dao tao tur xa, lam viéc tir xa va hoi nghi truc tuyén. Trong
do:
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Thuong mai dién tir (E-Commerce, e-comm hay EC): La viéc kinh doanh
san phém hay dich vu trén cic hé théng dién tr nhu Internet va cac mang
may tinh.

Ngdn hang dién tir (E-Banking): La mot dich vu ma cac ngén hang cung cip
cho khach hang thong qua Internet dé thuc hién viéc tra ciru thong tin vé tai
khoan, chuyén tién, thanh toan héa don, mé tai khoan truc tuyén, ding ky
mo thé, dang ky vay truc tuyén, v.v. trén website ciia ngan hang tai bat ci
diém truy cdp Internet ndo va vao bat ctr thoi diém ndo ma khong can phai
dén cac quay giao dich ciia ngan hang.

Chinh phu dién tr (E-Government): La sy trng dung cong nghé thong tin —
truyén thong dé cac co quan chinh pha d6i méi, lam viée hiéu lyc, hidu qua
va minh bach hon, cung cép thong tin, dich vy tdt hon cho nguoi dan, doanh
nghi¢p va cac td chirc; d@)ng thoi tao diéu kién thuan loi hon cho nguoi dan
thuc hién quyén dan chil cia minh trong viéc tham gia quan 1y nha nudc. Co
bbén dang giao dich Chinh phu Pién ti: chinh phu véi cong dan (G2C),
chinh phu véi doanh nghiép (G2B), chinh phu véi chinh phu (G2G) va
chinh phu véi cong chtrc, vién chirc (G2E).

Gido duc trie tuyén (E-Learning): La mot thuat ngit mo ta viéc Gng dung
cong ngh¢ thong tin dé hd trg cho viéc day va hoc. Tét ca cac hoat dong day
va hoc déu duoc thuc hién truc tuyén bdi cac ca nhan hoac cac nhom nguoi
hoc thong qua mang may tinh va céc thiét bi truyén thong da phuong tién.

Pdo tao tir xa (Distance learning): Ciing giéng nhu gido duc truc tuyén,
diém khac biét gilra dao tao tur xa va dao tao truc myén la nguot day va céac
nhoém nguoi hoc tuy & dia diém khac nhau nhung phai ¢6 mit cting mot thoi
diém dé nghe giang day nhu trong mot 16p hoc binh thuong. Ngoai ra, khi
dén ky kiém tra thi nguoi hoc phai c6 mit tai cing mot dja diém dé hoan
thanh bai kiém tra danh gia cho mdt mén hoc nao do.

Lam viéc tir xa (Tele-working): La hinh thirc 1am viéc ma cac nhan vién st
dung cong nghé thong tin va cac thiét bi truyén thong da phwong tién dé co
thé 1am viéc tir xa thay vi di dén cong ty.

Hoi nghi truee tuyén (Teleconference): La hoi nghi ma nhiing nguoi tham gia
& nhimg dia diém c6 khoang cach dia 1y xa nhau van c6 thé trao doi thong
tin voi nhau trong thoi gian thuc. Trong mot hoi nghi tryc tuyén, céc
phuong tién truyén thong da phwong tién (tivi, dién thoai, mdy tinh,
Internet) dugc sur dung dé hd trg két ndi cac dia diém véi nhau va giap cho
nhimg nguoi tham gia hoi nghi, chia sé bédo cdo vé mot chii dé nao d6 mot
cach dé dang.
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1.5.2. Mét s6 &tng dung pho bién dé lién lac, truyén thong

Vé6i su phat trién nhanh chéng cta cong nghé ngay nay, cic Gmg dung lién lac,

truyén théng ngay cang duoc moi ngudi sir dung rong rai. Mot sé ung dung phd bién
dé lién lac, truyén thong gom co:

Thur dién tir (Email hay E-mail): L4 mot phuong thirc trao ddi tin nhan gitra
nhirng ngudi st dung céac thiét bi dién tir. Viée sir dung email cho phép mot
nguoi c6 thé giri mot buc thu téi nhidu nguodi nhan, dong thoi ciing nhan
duge cac thu phan hdi trong thoi gian ngan. Co thé giri mot buc thu dién tir
kém theo cac tdp tin cua cac tng dung khac nhau nhu: video, hinh anh,
chuong trinh va cac tai liéu.

Dich vu tin nhan ngan (SMS - Short message service): La mot phuong thic
truyén thong diép vin ban giita cac dién thoai di dong hodc tir may tinh dén
dién thoai di dong.

Dich vy nhan tin tirc thoi (IM - Instant Messenger): La mot phan mém cho
phép ngudi dung két ndi Internet dé giri tin nhan vin ban va cac tap tin tai
lidu, anh, video t5i nhom ngudi ding IM khéac dang truc tuyén.

Dam thoagi qua giao thirc Internet (VolP - Voice over IP): Cho phép nguoi
dung thyc hién cudc goi dién thoai, cudc goi video hodc chuyén fax qua
mang may tinh va Internet thay vi thuc hi¢n qua mang dién thoai. Giai phap
VoIP thudng dugc tng dung trong cac cong ty kinh doanh dé thuc hién céc
cudc goi gitra cic bo phan vin phong, giita cong ty va khach hang. Mot sb
g dung VolIP pho bién hién nay nhu: Zalo, Facetime, Skype, Viber v.v.

Mang xd héi: La hé thdng thong tin cung cap cho cong dong nguoi sir dung
mang cac dich vu luu trit, cung cip, st dung, tim kiém, chia sé va trao doi
thong tin v&i nhau, bao gém dich vu tao trang thong tin dién tir c4 nhan, dién
dan (forum), tro chuyén (chat) truc tuyén, chia sé am thanh, hinh anh va cac
hinh thire dich vu tuong tu khac. Mot ) trang mang xa hoi phé bién hién
nay la: Facebook, Twitter, v.v.

Dién dan (forum): La noi dé cho ngudi dung Internet trao d6i, thao luan va
tan gau voi nhau. Phuong thirc thuong dugc ding trong dién dan tryc tuyén
13 nguoi dau tién giri 1én mot cha dé trong mot d& myc va sau d6 nhimng
ngudi tiép theo s& viét nhitng bai gop ¥, thao luan 1én dé trao ddi xung
quanh chu dé do.

Céng dong triee tuyén (Online community hay Virtual community): Bao gom
cac thanh vién chia s¢ cac s¢ thich, y tuong, muc dich chung trén Internet.
Bang viéc két ndi voi tat ca cac thanh vién trong cong dong truc tuyén, cac
tai nguyén thong tin va cac lién két website dugc chia sé va thao ludn giira
céc thanh vién trong cong dong.
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1.6. An toan lao dong va bao vé méi trwong trong sir dung cdng nghé thong
tin va truyén thong

1.6.1. An toan lao dong

Cung v6i su gia ting sb luong ngudi ding may tinh, cac van dé vé sic khoe ciing
phét trién véi mot te d6 nhanh chong mang dén sy lo ngai cho nhiéu nguoi. Sau day
12 mot s6 van dé strc khoe lién quan dén sir dung may tinh theo tap chi The Sun, duoc

dang trén website cuia BO Y Té:

Ung thw rugt: Ngudi st dung may tinh thuong xuyén trong vong 10 nam s¢€
¢6 nguy co mic bénh ung thu dudng rudt cao gip doi so voi nguoi khong sir
dung. Két qua nghién ctru cua Truong Pai hoc Western (Australia) ciing cho
thdy mot trong nhitng nguyén nhan gay bénh chil yéu 1a do thiéu van dong
trong thoi gian qua lau. Tién si Claire Knight thudc Vién nghién ctru Ung
thu Anh qudc, cho biét: “Ching ta van dong cang nhiéu, nguy co mac bénh
ung thu duong rudt cang giam”.

Pau tim: Nhimg nguoi ngdi hang gid trudc mdy tinh c¢6 nguy co bi anh
huong truc tiép dén stc khoe cuia tim. Theo céac bac si chuyén khoa tim cua
Truong Pai hoc London, 67% nguoi lam viée 11 gid/ngay s€ cd nguy co
mac bénh tim.

Tu mau: Nhitng nguoi lam viéc trudc may tinh trong khoang thoi gian dai
c¢6 nhiéu kha ning xuat hién nhitng cuc mau dong (huyét khdi tinh mach).
Diéu nay lam ting nguy co nghén mach phdi Ién hon gap 2 lan.

Bénh béo phi: Cac chuyén gia vé sitc khoe & Australia da phat hién rang,
nhimg nguoi ngdi qua 1au, vong eo s& 16n va c6 luong cholesterol LDL
(cholesterol x4u) cao hon. Bac si Genevieve Healy thudc Truong Dai hoc
Queensland, Australia cho rang hanh dong don gian nhu dimg 1én khoang
mot phit trong thoi gian lam viée cling gitp gidm dugc nguy co béo phi.

Pau Iung: S liéu tir Hiép hoi Chinh hinh khdp xuong cta Anh cho thay,
néu chlng ta ngdi hon 10 gid mot ngay trude may tinh va khong ding 1én di
lai s& c6 nguy co méc bénh dau lung.

Chitng tam than phan liét: Néu ching ta lam viéc voi may tinh tir sang sém
cho t6i dém khuya, c6 thé ddn dén chtng tm than phan liét hodc suy nhuoc
than kinh. Cac nha khoa hoc ciing cho rang, nguoi ¢ d6 tudi trung nién lam
viéc hon 55 gid/tuan c6 k§ nang va than kinh yéu hon nhitng ngudi chi lam
viéc 41 gio.

Pé giam thiéu nguy co mic cac bénh trén khi lam viéc v6i may tinh, ching ta c6

thé thuc hién mot s6 viéc don gian sau:

Diéu chinh tu thé ngdi cho dung. Ngbi thiang lung va can di hai vai, mét
song song voi man hinh may tinh.
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- Néu phai ngudc 1én hodc cti xudng lién tuc khi 1am viéc, chling ta nén diéu
chinh lai d6 cao ctia man hinh may tinh. Pdng thoi dam bao co tay khong
dat trén ban phim hay con chugt.

- Thuc hién co dudi hodc di chuyén thudng xuyén, dic biét 1a co dudi canh
tay, chan va c6. Co thé thyc hién trong khi dang ngdi. Xoay, vin vai va co ra
dang trude va sau. Pimg 1én va di lai ba muoi phut mot an.

- Doi khi, chiung ta nén di thang bo thay vi thang may. Néu c6 thoi gian nghi
lau , ching ta co thé di ra ngoai mot chut. Cir 30 phut chling ta nén rdi mat
khoi man hinh mdy tinh mét 1an va ngdm nhin phong canh bén ngoai vin
phong. Cach nay s& 1am cho mat dugc nghi ngoi. Ngoai ra, ciing can chuyén
dong mét thudng xuyén dé giam ching dau dau hay cau gat.

- Tho sau ciing c6 thé giup giam stress. Pung quén udng nhiéu nudc. Ching

ta s& tip trung vao cong viéc nhiéu hon néu ching ta uéng mét luong nude
day du.

——"="—— 1 Man hinh: canh trén
ngang tdm mit

Ghe: nén ¢ lung tua, A
tay gdc va co thé
diéu chinh dd cao

© TUTHEBONG (V)

Hinh 1.35. Tuw thé sir dung may tinh

50cm - 75cm 50cm - 75cm
—y N

Hinh 1.36. Kich ¢& ban va ghé goi y cho nguoi cao 1,6m (trdi) va 1,7m (phdai)
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1.6.2. Bao V€ méi truong

Su bung no cong nghé thong tin din dén viée cac thiét bi dién tir gia ting nhanh
chong, van dé dam bao moi truong khi st dung va tai ché cac thié€t bi dién tir 1a van dé
can xem xét mot cach nghiém tuc dé cong tac bao vé moi trudong dugc hi¢u qua.

St dung céc thiét bi dién tir hiéu qua dé tiét kiém niang luong ciing gép phan
chung tay vao bdo v¢ moi truong thong qua viéc gidm luong khi CO2 thai ra tir cac
thiét bj. P41 voi may tinh, man hinh 13 thiét bi tiéu thy nhiéu dién ning nhét. Do do,
gidm dién nang ti€u thy man hinh s€ giup di¢én nang ti€u thu toan by may tinh gidm
mot cach dang ké.

Tai ché cac bd phan may tinh, pin, hdp muc in, v.v. khi khong con stir dung dugc
xem 1 than thién voi moi truong vi nd ngin chin chat thai nguy hai nhu chat gay ung
thu va chi xdm nhap vao khi quyén. Nhiéu thiét bi dién tir cii chta cac vat liéu doc hai
nhu chi va thuy ngan. Do d6, néu xtr 1y khong dting cach, c6 thé gay hai cho ngudi va
moi truong.

1.7. Cac van dé an toan thong tin co ban khi lam viéc véi may tinh

1.7.1. Kiém soéat truy nhap, bae dam an toan cho dir liéu

Kiém soat truy nhap va bao dam an toan dit liéu 1a hai van d& dang duoc quan
tam nhat hién nay khi hau nhu cac hoat dong trén mang Internet déu can phai dam bao
viéc truy nhap tai khoan va an toan dir liéu cho ngudi dung. Pé hiéu rd hon, ching ta
can tim hiéu mot s6 khai niém va phuong phap sau day:

- Tén nguwoi dimg va mat khau: Mot nguoi dung (user) 1a mot ngudi sir dung
mot may tinh hoac cac dich vy mang. Mot user thuong c6 mdt tai khoan
nguoi dung (user account) va dugc xac dinh vao hé théng bang mot tén
nguoi dung (username). Trong do:

e Tén nguoi dung (username): LA tén duoc st dung dé truy cap vao mot
hé thong may tinh.

e Mit khau (password): La tap hop cac ky tu hoac cac tir bi mat dugc st
dung dé truy cap vao mdt mdy tinh, website, hodc dit liéu, tai nguyén
mang. Password giup dam bao cac mdy tinh hodc dir liéu chi ¢ thé
duge truy cap boi nhitng ngudi di duge cip quyén dé xem hoic truy
cap.

- Twong lita: LA mdt hé théng an ninh mang, phan cing, hodc dua trén phan
mém, diéu khién luu luong mang vao va ra dya trén mot tap hop cac quy
tac. Mot tudng lira (firewall) diéu khién truy cdp vao cac ngudn tai nguyén
clia mot mang thong qua mot mod hinh kiém soat tich cuc. Pidu ndy c6 nghia
rang sy luu thong chi duoc phép ra vao mang dugc quy dinh trong chinh
sach tuong lira, tit ca luu luong khéc s& bi tir chi.
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1.7.2. Phan mém déc hai (malware)

Phan mém doc hai 1a mdt loai phan mém hé thong do cac tin tdc tao ra nhdm muc

dich khai thac 16 hong trén mdy tinh, truy cip trai phép va danh cdp cac thong tin cé

nhan. Virus may tinh, worms, trojan, spyware va adware la nhitng phan mém ddc hai

phd bién hién nay. Trong do:

Virus may tinh: La cac ma doc hai hoac cac chuong trinh thuong duoc cai
dit trén may tinh ma khong biét va nguoc lai mong mudn cia nguoi sir
dung. Mutc do nghiém trong cua mdt virus co thé khac nhau. Mot sb virus
chi duong nhu 13 phién ha cho ngudi sir dung, mot sb virus giy ra tap tin bi
hong hodc bi x6a va mot sd virus c6 kha ning tit may tinh va x6a toan bd 6
cing. Virus lay nhiém vao hé théng va sau d6 tu gan nd vao mot chuong
trinh hay tap tin dé lay lan cho cac ngudi dung khéc.

Sau may tinh (worms): La mot chuong trinh may tinh c6 kha nang ty nhan
ban giéng nhu virus may tinh. Trong khi virus may tinh xAm nhép vao va tro
thanh mot phan ciia ma may tinh dé c6 thé thi hanh thi sdu may tinh 12 mot
chuong trinh doc 1ap khong nhét thiét phai 1a mot phan ciia mot chuong
trinh mdy tinh. Sdu may tinh thudng dugc thiét ké dé khai thac kha ning
truyén thong tin c6 trén nhimg may tinh c6 cac dic diém chung, c6 cing hé
diéu hanh hodc cung chay mot phﬁn mém mang va duoc ndi mang voi nhau.

Trojan: La mot loai phan mém doc hai thudng duoc nguy trang nhu 14 phan
mém hop phép. Trojan c6 thé duoc sir dung boi cac tin tic nhim cd ging
chiém duoc quyén truy cip vao hé théng ctia ngudi dung. Sau khi kich hoat,
trojan c6 thé cho phép viéc giam sat, an cap dit liéu cua nguoi str dung gdom:
x6a dit liéu, chan dir liéu, stra doi dit liéu, sao chép dir li¢u, gay r6i hoat
dong ctia mdy tinh hodc mang mdy tinh. Khong giéng nhu virus va siu may
tinh, trojan khong thé tu sao chép.

Phan mém gian diép (spyware): La loai phan mém chuyén thu thap cac
thong tin tir cdc may chu (thong thuong vi muc dich thwong mai) qua mang
Internet ma khong ¢ su nhan biét va cho phép cta chu may. Mot khi d3 cai
dat, spyware diéu phdi cac hoat dong ciia may chu trén Internet va lang 18
chuyén céc dir liéu thong tin dén mot may khac (thudng 14 ciia nhitng hang
chuyén ban quang céo hodc cua céc tin tic). Phin mém gian diép ciing thu
thap tin tirc vé dia chi thu dién tir, mat khau cling nhu 1a s6 thé tin dung.
Adware: La phan mém gian diép theo ddi trinh duyét Internet ctia ngudi
ding va c6 thé cai dat cookies doc hai trén may tinh cua ho. Mot cookie 13
mot tap tin van ban nho cé chira thong tin co thé nhan dang mot ca nhan da
tirng dén mot trang Web.
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Mot sé phuong phap hitu hiéu ngudi ding nén ap dung dé giam thiéu rai ro tir

virus, phan mém gidn diép, phan mém ddc hai khi tiép xuc trong méi truong khong

duoc bao vé do la:

Cai dat mot phan mém chdng virus Ban quyén, chat luong, hiéu qua nhu:
Bkav Pro, CMC Antivirus, Kaspersky, Symantec, Avast, AVG, BitDefender
c6 ban quyén dé duoc hd tro diét virus chuyén nghiép hon, nhit 1a cac co
quan, tap doan 16n, yéu cau kha nang bao mat cao. Thuc hién quét virus
hang ngay, hing tuan hodc theo dinh ky.

Cai dat mot trinh duyét web an toan nhu: Mozilla Firefox, Google Chrome,
Opera v.v. Cac phan mém nay s& ludn ludn thong bao vé bat ky tap tin nao
dugc tai vé hodc cai dat, vé cac trang web nghi ngd cd chira virus va cap
nhat maéi trinh duyét tu dong lién tuc nham cai thién an ninh khi truy cap
Internet.

Ngoai ra ciing khong nén ngay lap tirc bam vao lién két email hodc tap tin
dinh kem.

1.8. Mgt s6 van dé co ban lién quan dén phap luat trong sir dung cong nghé

thong tin

1.8.1. Ban quyeén/Sé hiru tri tué

Quyén tac gia hay tac quyén hoic ban quyén (copyright) 1a doc quyén ciia mot
tac gia cho tac pham cua ngudi nay. Quyén tac gia duoc dung dé bao vé cac sang tao

tinh than co tinh chat van hoa (ciing con dugc goi 1a tac pham) khong bi vi pham ban

quyén.

O Viét Nam, Luat S¢ hitu tri tué duoc Qudc hoi (khoa XI) thong qua ngiy
29/11/2005 c6 hiéu luc thi hanh tir ngay 01/07/2006. Mot sé khai niém can chu ¥ lién
quan dén ban quyén nhu sau:

Gidy phép phan mém (software license): La mot tai liéu cung cip nguyén
tac rang budc vé mit phap 1y cho viéc str dung va phan phdi phan mém.

Thoa thuan cap phép ngudi dung cudi (end-user license agreement — EULA)
hozc thoa thuan cip phép phan mém: L& hop dong giita ngudi cAp phép va
ngudi mua, thiét lap quyén ctia ngudi mua dé sir dung phan mém.

Phdan mém mién phi (freeware): L4 phan mém hoan toan mién phi dé su
dung. Khéng giéng nhu cac phian mém thuong mai, phin mém mién phi
khong doi héi bat ky thanh toan hodc chi phi cip gidy phép (licensing fee).
Mic du mién phi, tic gia van giit ban quyén, c6 nghia 1 chung ta khong thé
lam bét ctr diéu gi v6i phan mém mién phi ma khong duge cho phép cua tac
gia.
Phan mém chia sé (shareware): La phan mém ban dau str dung khong tén
phi, nhung sau mot thdi gian nhat dinh ngudi ding duoc yéu cau phai tra
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khoan phi hodc phai x6a phin mém. Khong gidng nhu cac phan mém mién
phi, phan mém chia sé thuong bi han ché chirc nang hodc chi c¢6 thé duoc sir
dung trong mot thdi gian han ché trude khi yéu cau thanh toan va diang ky.

Pé nhan dién mot phan mém cd ban quyén, ching ta can quan sat ma ban quyén
(License number) & ting phan mém. Sir dung phdn mém c6 ban quyén cé nhiéu uu
diém cho ngudi dung nhu thudng xuyén dugce cdp nhat nhitng tinh ning méi nhat tir
hang, do vay c6 thé giup may tinh cta ngudi dung dap Gng tt hon voi cac phat sinh
méi cia méi trudng tng dung, dong thoi c6 thé st dung may tinh t6i wu hon.

1.8.2. Bao vé dir liéu

Theo muc 5, diéu 4 Luat Giao dich dién tir ban hanh ngay 29 thang 11 nam 2005,
dir li¢u 14 thong tin dudi dang ky hiéu, chir viét, chit s0, hinh anh, 4m thanh hodc dang
tuong tu.

Viéc bao vé€ dir liéu cling c6 nhiitng mic d§ khac nhau tuy vao tam quan trong
ctia dit liéu. Cac tac nhan c6 thé gay hai dén dir liéu nhu sau: hoa hoan, thién tai, su cd
vé phan ctmg, phan mém, virus mdy tinh, sy pha hoai cta gian diép hodc cua céc tin
tac, sy vO ¥ cua nguoi dung.

Phap luat Viét Nam khéng dinh trong B0 luat Dan su 2015: “Doi séng riéng tu,
bi mat c4 nhan, bi mat gia dinh 1a bat kha xam pham va duogc phap luat bao vé” va
“Viéc thu thap, luu giit, st dung, cong khai thong tin lién quan dén doi song riéng tu,
bi mat ca nhan phai dugc nguoi do déng y; viéc thu thap, luu gitr, st dung, cong khai
thong tin lién quan dén bi mat gia dinh phai dugc cac thanh vién gia dinh dong ¥, trir
truong hop luat ¢6 quy dinh khac”. Nhu vay, vé nguyén tic, bat cir don vi nao mudn
tiép can, st dung dir li¢u c& nhan thi phai dugc su déng y cua chu s¢ hitu dir licu do.

Luat An toan thong tin mang 2015 ciing nghiém cidm hanh vi thu thap, st dung,
phét tan, kinh doanh trai phap luat thong tin ca nhan cia nguoi khac; loi dung so ho,
diém yéu cua hé thdng thong tin dé thu thap, khai thac thong tin ca nhan.
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P CAC PIEM CHINH

@2 CAUHOI ONTAP

- Kién thtc co ban vé may tinh: théng tin va xu 1y thong tin, phin cing may
tinh.

- Heé thdng phan mém va cach biéu dién thong tin trén mdy tinh.

- Mang co ban: cac khai niém, phuong thtc truyén dir liéu trén mang, cac
phuong tién truyén théng, download va upload dit liéu trén Internet.

- Céc (mg dyung cta cong nghé thong tin va truyén thong.
- An toan lao dong, cic van dé vé an toan thong tin.

- Mot s6 van dé co ban lién quan dén phap luat trong sit dung cong nghé
thong tin nhu: ban quyén, s& hiru tri tué va bao vé dir liu.

- Khai thac va sir dung cac ing dung ciia cong nghé thong tin — truyén thong.

Cau 1: Phat biéu nao sau day cho biét khai niém vé mang LAN?

A

D.

La mang dugc xay dung trong pham vi ma khoang cach gitra cac may tinh nho
hon 10km

La mang duoc xay dung trong pham vi mot qudc gia
La mang duoc xay dyung trong pham vi toan cau

La mang dugc xay dung trong pham vi ma khoang céach gitra cac may tinh nho
hon 100km

Cau 2: Cac hoat dpng ciia may tinh gém nhiing vigc gi?

>

O O

Ngat, giai ma lénh, vao/ra
Xt ly sb liéu, ngat, thuc hién chuong trinh
Thuce hién chuong trinh, ngét, vao/ra

Tinh toan két qua, luu trix dit liéu, vao/ra

Cau 3: Céc thanh phan co ban ciia may tinh gém nhing gi?

o0 ® >

RAM, CPU, 6 dia ctng, Bus lién két
Hé théng nho, Bus lién két, ROM, ban phim
Hé théng nha, bo xir Iy, man hinh, chuot

Hé thdng nhé, bo xir Iy, hé théng vao/ra, Bus lién két
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Cau 4: Hé théng nhé ciia may tinh gém nhéng gi?

A. Cache, bd nhé ngoai

B. B& nhd ngoai, ROM

C. BO nho trong, bo nhé ngoai
D. bDia CD, b6 nhé trong

Cau 5: Thanh phdn nao dwéi day khéong thugc khéi xi ly trung tam?

A. CU

B. ALU

C. Reqgisters
D. RAM

Cau 6: Thanh phdn nao dwéi day thuéc khoi xi ly trung tam?

A. RAM

B. ROM

C. Cu

D. biacung

Cau 7: Logi ma nguén déc hai nao cé thé dwec cai dgt song khdng gay tac hai cho
tai khi mégt hoat déng nao doé dwoc Kich hoat?

A. Worm

B. Trojan Horse

C. Logic bomb

D. Stealth virus

Cau 8: Mdt khdu nao sau day khién hacker khé pha nhat?
A. Passwordl6

B. Themoon

C. !%alLtNgl8

D. LaT3r

Cau 9: Bg nhe dém bén trong CPU dwoct goi la gi?

A. ROM
B. DRAM
C. Cache
D. Buffer
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Cau 10: Muc dich chii yéu cia chinh sach an ninh théng tin ciia mét té chaic 1a gi?

A. Quan ly viéc dau tu cua cong ty

B. Theo ddi va kiém soat thdng tin di liéu nhay cam
C. MO0 ta hoat @¢ong kinh doanh

D. Thu thap thong tin thi truong

Dap an:

Caul: A Cau 6: C
Cau2:C Cau7:B
Cau3:D Cau8: C
Cau4:C Cau9: C
Cau5s:D Cau 10: B
@= BAITAP

Bai 1: Day bit 01100010 01111001 01110100 01100101 tuong trng 1a ma ASCII cta
day ky tu nao?

Bai 2: Poi cac sb sau sang hé nhi phan va hé co sd 16: 7; 17; 24; 125; 99; 123.75
Bai 3: Doi cac sb sau sang hé co s6 10: 5B1616 ; 7A71616; 1111122; 10110122
Bai 4: Doi tir hé hexa sang hé nhi phan: 7E; 5A; 2B; 3C

Bai 5: P6i tir hé nhi phan sang hé hexa: 1101110; 10001101; 1110101; 11011

36



Chuong II: SUDUNG MAY TINH CO BAN

© mycTIEU

Hoc xong chuwong nay nguoi hoc co kha nang:

- Trinh bay dugc mdt s6 kién thirc co ban vé hé diéu hanh Windows 10, quan
1y thu muyc, tap tin; phan mém tién ich va da phuong tién, sir dung tiéng Viét
trong may tinh, st dung may in;

- Khoi dong, tit dugc may tinh, mdy in theo ding quy trinh. Thuc hién duoc
viéc quan ly thu muc, tap tin; cai dat, gd bo va st dung dugc mot s6 phén
mém tién ich théng dung.

2.1.Windows la gi?

Hé diéu hanh (Operating System) la hé théng phan mém tao ra mot “méi trurong
bao quanh” cac thiét bi phan cang cho phép cac Phan mém wng dung hoic ngudi st
dung c6 thé dé dang tuwong tac, diéu khién cac thiét bi phan cing nay. Nhu vay, hau
nhu moi thao tac ciia ngudi sir dung trén cac thiét bi phan ctmg déu théng qua Hé diéu
hanh. Hay néi cach khac, Hé diéu hanh c6 vai tro nhu mot “tdng” trung gian giita con
ngudi véi céc thiét bi phan cang (Quan Iy tai nguyén, cung cdp giao dién nguoi ding
va chay céc ung dung).

Hé diéu hanh néu theo goc nhin vé thé loai phan ctng sir dung s& duoc chia
thanh: Hé diéu hanh cho may tinh Ién (Mainframe), hé diéu hanh cho may chu
(Server), hé diéu hanh cho may tinh c& nhan, hé diéu hanh cho SmartPhone, Hé diéu
hanh cho cac may chuyén biét...

Hé¢ diéu hanh néu theo goc nhin ciia ngudi s dung thi c6 thé dugc chia thanh:
Hé diéu hanh don nhiém mét nguodi dung (cac chuong trinh dugc thuc hi¢n tuan tu),
hé diéu hanh da nhiém mét ngudi dung (nhiéu chuong trinh ¢6 thé duoc thuc hién
dong thoi), hé diéu hanh da nhiém nhiéu ngudi ding (cé thé quan 1y duoc nhiéu ngudi
dung trén cung mot may).

Hé diéu hanh Windows 13 mét bo chuong trinh do hang Microsoft san xuat. T
version 3.0, Microsoft dd khong ngimg cai tién 1am cho méi truong Windows ngay
cang dugc hoan thién, tdp hop cac chuong trinh diéu khién may tinh thyc hién cac
chtrc nang chinh nhu:

Diéu khién phan cimg clia may tinh. Vi dy, no nhan thong tin nhap tir ban phim
va giri théng tin xuat ra man hinh hodc may in.
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Lam nén cho cac chuong trinh tmg dung khac chay. Vi du nhu cac chuong trinh
xu 1y van ban, hinh anh, 4m thanh...

Quan 1y viéc luu trit thong tin trén cac 6 dia.
Cung cap kha ning két ndi va trao doi thong tin gita cac may tinh.

Windows c6 giao dién d6 hoa (GUI — Graphical User Interface). Né dung céc
phan tir dd hoa nhu biéu twong (Icon), trinh don (Menu) va hop thoai (Dialog) chira
cac lénh can thuc hién.

2.1.1. Khéi dgng va thoat khéi Windows
2.1.1.1. Khéi dong Windows

Windows duoc ty dong khoi dong sau khi bat mdy. S& c6 théng bao yéu cau
nhap vao tai khoan (Username) va mat khau (Password) ctia ngudi dung. Thao tac nay
goi la dang nhap (logging on).

Sign-in options

Hinh 2.37. Man hinh dang nhdp Windows 10
Co thé thiét 1ap nhiéu tai khoan trén cuing mot may tinh, mdi ngudi st dung s& co
mot tdp hop thong tin vé cac lua chon tu thiét 1ap cho minh (nhu dédng vé man hinh,
cac chuong trinh tuy dong chay khi kho1 dong may, tai nguyén/ chuong trinh dugc phép
su dung, v.v...).

2.1.1.2. Thoat khéi Windows
Khi mudn thoat khoi Windows, chling ta phai dong tat ca cac cira s6 dang mé.

Nhap chudt nit biéu twong Windows goc dudi bén trai, hodc nhan t6 hop phim
Alt + F4, hodc Ctrl + Esc va nhap chudt chon muc Power -> Shut down.
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Shut Down Windows

Apple Software Update
. e

== Wi n d OWS 1 O - RS | B&O Play Audio Control

(.} (&
What do you want the computer to de?
. Sleep
Shut down ~
Shut down
Switch user
Sign out Restart
Sleg
Restart O Cortana
| oK | Cancel Help )

£ Type here to search

Hinh 2.2. Man hinh Shut down

ChU y: Trude khi thoat khoi Windows dé tit may tinh, ngudi dung nén dong céac

tmg dung dang chay sau d6 thoat khoi Windows. Néu khong 1am nhiing thao tac dong

mg dung ma tit may tinh ngay thi c6 thé mot phan dir liéu trong céc tip tin dang mo

bi mat va hé diéu hanh Windows phai chinh stra cac tap tin nay trong lan khoi dong
may tinh tiép theo.

2.1.2. Desktop

O Type here to search

A ® dx =) NG |

Hinh 2.3. Giao dién Desktop

Windows tao giao dién lam viéc nhu mdt mat ban. Nguoi dung chi co thé di
chuyén, tao, x6a va thyc hi¢n cac thao tac trong pham vi hién thi ciia man hinh nén
Desktop.

2.1.3. Thanh tac vu Taskbar

Taskbar con goi la thanh tac vu chura cac biéu tugng cua cac chuong trinh dang
chay, hoac céac biéu tuong dugc cai dat mac dinh xuét hién ngay ca khi khong chay
chuong trinh. Taskbar ¢ vi tri nAm & phia dudi man hinh (c6 thé di chuyén), c6 dang
thanh ngang, dau tién luon 13 nat Start hinh logo Windows.
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E O Type here to search

Puogc chia 1am 2 phan rd rét. Bén trai c6 nat Start va nhiing icon tng dung

Hinh 2.4. Thanh Taskbar

thuong sir dung dé tit may hay 1a khoi dong lai trong qué trinh sir dung may tinh. Bén
phai System Tray 1a noi nhitng timg dung chay song song voi hé thong Windows.

Nguoi ding c6 thé dua cac biéu twong méi ghim vao thanh Taskbar hodc cé
thé di chuyén thanh Taskbar sang cac vi tri méi nhu phia trén, bén trai hodc phai.

2.1.4. Menu Start

Menu Start 13 mot thanh phéan giao dién ngudi dung trong Microsoft Windows ké
tir Windows 95 va trong mot sd hé diéu hanh khac. N6 cung cap mot diém khoi dong
trung tdm cho cac chuong trinh may tinh va thuc hién cadc nhiém vu khac.

. Microsoft Azure
New
e Microsoft Edge

. Microsoft Office 2016 Tools

Microsoft R Server
New
icrosoft SQL Server 2017
ew
Microsoft SQL Server Tools 17
New

g{.&. Microsoft SQL Server Management...

SQL Server Profiler 17

B New

Microsoft Store

Mixed Reality Portal

Outlook 2016

£ [type here to search

Hinh 2.5. Giao dién Menu Start
2.1.5. Khéi dgng va thoat khéi mgt wng dung
2.1.5.1. Khéi dgng mot &ng dung
Céch 1: Khoi dong thong qua Menu Start
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E Access 2016

\ Apple Software Update
New

)6 | B&O Play Audio Control

Calculator
CCleaner

Connect

Hinh 2.6. Cadc vung dung trong Menu Start
Céch 2: Nhip dap chudt vao biéu tuong chuong trinh trén man hinh nén Desktop

Waord

Hinh 2.7. Biéu twong Word 2019
2.1.5.2. Thoat khéi mgt &rng dung
Céch 1: Sir dung nut dong trén ctra s6 Gmg dung

- b 4

Hinh 2.8. C4c nt thao tac: déng, thu nhé trén cira sé iing dung

Cach 2: Str dung menu Iénh (tuy theo vao tmg dung can dong) thong thuong 1a

File / Close hodc to hop phim tat Alt + F4

2.1.6. Chuyén ddi giira cac cira so6 wng dung

Windows cho phép ngudi ding chay nhiéu tmg dung va md nhiéu ctra s6 thu

muc cung ltc. Pé chuyén d6i qua lai giita ching, chling ta can st dung t6 hop phim
<Alt>-<Tab> hodc nhap chudt 1én cac nut twong Ung trén thanh tac vu.

Tuy nhién, thao tac nay chi thuan tién khi s6 lugng ctra s6 dang m¢ it, con doi

v6i truong hop co qua nhiéu cira s6 cua cung mot ing dung thi moi thir s& phirc tap
hon. Windows tu dong gom céc nut trén thanh tac vu cta chung lai: nguoi dung s€

phai nhip chudt, doc mot trinh don dang pop-up va sau d6 chon ctra s6 can st dung.
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Hinh 2.9. Thao tic chuyén doi giita cdc cira s6 trng dung

Hoic néu c6 nhiéu tai liéu dugc mé trong mot ung dung, trude hét nguoi dung
phai chuyén sang tng dung d6 (thong qua chudt hodc ban phim), rdi sau dé chon tai
lidu can xtr 1y.

2.1.7. Thu nhé mot cira s6, déng cira s6 Mot wng dung

St dung cac nut thay doi kich thudc ctra so trén thanh trang thai cia Gmg dung
(thong thudng nam trén cung goc phai cua cira s0) dé thay doi kich thudc hoic dong
ctra s6 cua tmg dung.

Sign in H_.Share

Hinh 2.10. CAc niit thao tdc: déng, thu nhd, dn trén cira sé g dung
2.1.8. Str dung chugt

Chuot dung diéu khién con tré chudt twong tic véi nhitng ddi twong trén man
hinh. Chuot thuong c6 3 nut:

- Nut trai (Left Button): Nam phia bén trai khi cam chudt, day 1a nat chinh
duogc st dung khi thuc hién mot thao tac chon hay thyc hién mdt I¢énh nao
do.

- Nut phai (Right Button): Nam phia bén phai khi cdm chudt, thudng co tac
dung dé md mot trinh don (Menu) 1énh, va cac 1énh nay sé& thay déi tiy vao
vi tri con tré hodc chuong trinh.

- Nut cudn (Scroll Button): Thudng ndm & giira nit trai va nat phai, c6 tac
dung cuén man hinh 1én/xudng, trong mot sé chuwong trinh xtr Iy dnh nut nay
¢ tac dung phong to/thu nhé (Zoom). Nt cudn khi nhan xudng con c6
thém mot chirc nang nita va chirc ndng nay cling tuy theo chuong trinh quy
dinh.

Cac hanh dong ma chugt thuc hién:

- Troé dén d6i tuong: ra chudt trén mat ban dé di chuyén chudt trén man hinh
tré dén dbi tuong can xir 1y.
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Nhép chuét (Single-Click): Dung dé chon mot ddi twong, bang cach tro dén
d6i twong, nhan nhanh va tha nut trai chudt.

Ré hoic kéo (Drag): Dung dé di chuyén dbi tugng hodc quét chon nhiéu dbi
tugng,... bang cach tro dén d6i twong nhan va giit nut trai chudt di chuyén
chudt dé doi con tré chudt dén vi tri khac sau d6 tha nat trai chudt (Drop).

Nhép phai chuét (Right-Click): Dung dé hién thi mot menu coéng viée lién
quan dén muc duoc chon, béng cach tro dén dbi tuong, nhan nhanh va tha
nut phai chudt.

Nhép dap chudt (Double-Click): Dung dé kich hoat chwong trinh dugc hién
thi dudi dang mot biéu tuong trén man hinh, bé’mg cach tré dén dbi tuong,
nhap nhanh va tha nuat trai chuot 2 lan.

2.2. Quan ly thw muc va tap tin

phan:

2.2.1. Khai ni¢m thw muc va tap tin

Tap tin (File): L& mot tap hop cac dit liéu c6 lién quan véi nhau, duoc to chirc
theo mot cau tric nao do, thuong duoc luu trit trén dia tir. Tén tap tin thuong co 2

Phan tén: Do nguoi tao ra tap tin dat, bao gém cac ky tu tor A dén z, cac chit
s6 tir 0 dén 9, ddu gach dudi, khoang trang (khong nén dit tén co dau, cac
ky hiéu dic biét vi thuong gap 16i khi truyén tin).

Phan m¢& rong: Thuong dung 3 ky tu, phan md rong cho biét tap tin thudc
thé loai nao; Thong thuong do chuong trinh (mg dung dit ngam dinh khi tao
1ap tap tin.

Gitra tén va phan mo rdng ngan cach nhau béi dau cham.

| A 5 | File Explorer - a X
- R ©
T & 5 Quickaccess v o e2ech Quick acces o
- i A
& Quick access Frequent folders (8)
I Desitop Desktop Downloads Documents
& Downloads # ! Thi his § A .
+| Documents i
= Pictures * Pictures Music ; Videcs
D Music R hes P This f
B Videos
Viind = Windows 7 Windows 8.1 32 bit
Nindows 7 4 o Cads rudy (D Vhwsr
Windows 8.132
@ OneDrive )
Recent files (13)
W This PC
B Dk Windows 7 Professional x26 SP1_X17-53183.150
esktop
o ) Windows 8.1 32 bit.vmx Study (D-)\VMware'Windows 8.1 22 bit
- ocuments
. g Bl nguti 3 Vet 84ng v a'N "y ey |
& Oownloads Nguti dep g6 Vidt 6dng vai chinh trong 'Ngudi vén chuyéa,.,
Dow
D Music Bl smenGesture WIN10_64 VER405.5ip
&= Pictures Serial.txt
s Videos - OALDB.iso &
21 ems - =

Hinh 2.11. Cita s6 Windows Explorer
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Thuw muc (Folder): Thu muc 13 noi luu giit cac tap tin theo mot chu dé& do nguoi
st dung tao lap. Tén thu muc dugc dat theo quy tac dat tén tap tin nhung khong cé
phan mé rong.

Windows 10 cho phép nguoi dung Iya chon hién thi cc thudc tinh cua File va
Folder nhu Date modified, Type, Size, Date created, ...

“ Home Share View Manage
< “ 4 = » ThisPC » Documents (E:)
MName Y Size Column o Fit Type Size Date created Authors
7 Quick access . .
) B thdh Size All Columns to Fit 5PM  Microsoft Excel W.., 14 KB Admin
[ This PC | ) .
& Thietkedohoa s PM WinRAR archive 1,143 KB
DecuongTongcuc . . . -
gleng EGlaotnnhTm hocwi |, DaTnaHie rchive 13,542 KB
== Documents (E) 2 Gido trinh Tin €2 10- 126 Vic Word D... 2,791 KB HaBee
~  Type
‘ Downloads Bz DCCT - NGUYEN LY . AM Microsoft Word ... 226 KB Admin
~  Size
Thietkedohoa Bz DCCT - MH 09 - LAF SAM  Microsoft Word 9... 227 KB ThanhTu
~  Date created
W5 CTK CO QUAN TRI T N Microsoft Word 9... 188 KB TCDN
i uthors
#& Onelrive Thietkedohoa : File folder
[ This PC Gido trinh 22 M2 Filefolder
. ~ Title .
ai ta J ile folder
[ Desktop Bai tap }PM Filefold
More...
|| Documents

Hinh 2.12. Cac thuéc tinh cua tdp tin va thu muc
- Puong dan \ (Path): La mot diy cac thu muc bat dau tir thu muc gde dén cac
thu muc con nbi tiép nhau bang dau \ thu muc ding sau 1a thu myc con cua
thu muc dung trudc. Puong dan chi dan noi luu giit tip tin, thu muc trén
cac thiét bi luu trit.
Vi du: E:>Thietkedohoa\Baitap\thuchanhl.doc chi dudong dan tip tin

thuchanhl.doc dugc luu trir trong thu myc con Baitap cuia thu muc Thietkedohoa trong
6 dia E.

2.2.2. Xem thdng tin, di chuyén, tao dwong tit dén noi lwu triv the muc va
tap tin

2.2.2.1. Xem thong tin

Nhén phai chuot vao thu muc hodc tap tin can xem thong tin chon Properties
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Sau:

Bai tap Properties =

General Sharing Security Previous Versions Customize

Bai tap
Type: File folder
Location: EM
Size: 308 KB (316,185 bytes)

Size on disk: 316 KB (323,584 bytes)

Contains: 2 Files, 0 Folders
Created: Friday, November 23, 2018, 5:41.28 PM

Attributes: [®] Read-only (Only applies to files in folder)
] Hidden Advanced...

Cancel

Hinh 2.13. Thong tin cua thu muc
2.2.2.2. Di chuyén thw muc tap tin

Chon thu muc hodc tap tin can di chuyén. Sau d6 thuc hién mot trong cac cach

Céch 1: Kéo d6i twong da chon dén noi can di chuyén.

Céch 2: Nhin t6 hop phim Ctrl + X (hoic Edit/ Cut hodc nhip phai chudt va
chon Cut) dé chép vao Clipboard, sau d6 chon noi can di chuyén dén va
nhan t6 hgp phim Ctrl + V (hodc Edit/ Paste hodc nhap phai chudt va chon
Paste).

2.2.2.3. Tao dwong tit dén noi lwu triv thw muc tap tin

Nhép phai chudt 1én man hinh nén, chon New/ Shortcut.

Trong myc “Type the location of the item”, nhap duong din cia dbi tugng
can tao 16i tat, hodc nhép chudt 1én nat Browse dé chon dudng dan cho ddi
tuong (cod thé 1a mot chuong trinh, thu myc hodc 1 tap tin). Nhép chudt Next
dé qua budc ké tiép.

Nhap tén cho 16i tat can tao.

Nhép chudt Finish dé hoan thanh.

2.2.3. Tao, d6i tén tap tin va thw muc, thay déi trang thai va hién thi thong
tin vé tap tin

Tao thu muc (Folder): Nhip phai chudt vao vi tri cin tao, chon New\
Folder.
Ddi tén: chon thu muc hodc tap tin can ddi tén, nhin phim F2 hodc nhép

chudt phai chon Rename. Nhap tén mai, nhén phim Enter dé thuc hién;
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- Thay ddi trang thai va hién thi thém thong tin vé tap tin

8| Extra large icons [&=| Large icons == Medium icons

::E Small icons LE List == Details

£ Tiles 5= Content =
Layout

Hinh 2.14. Cdc trang thdi hién thi théng tin ciia tdp tin
2.2.4. Chon, sao chép, di chuyén tap tin va thw muc
2.2.4.1. Sao chép thw muc hoic tap tin

Chon thu myc hodc tap tin can sao chép. Sau d6 thuc hién mdt trong cac cach
sau:

- Céch 1: Nhan giit phim Ctrl va Kéo dbi tuong di chon dén noi can chép.

- Céach 2: Nhén t6 hop phim Ctrl + C (hoic Edit/ Copy hoic Nhap phai chudt
va chon Copy), sau d6 chon noi dén va nhan t6 hop phim Ctrl + V (hoic
Edit/ Paste hoac Nhép phai chudt va chon Paste).

2.2.4.2. Di chuyén thw muc va tap tin

Chon thu muc hoac tap tin can di chuyén. Sau do6 thuc hién mdt trong cac cach
Sau:

- Céch 1: Kéo dbi tuong di chon dén noi can di chuyén.

- Céach 2: Nhan t6 hop phim Ctrl + X (hodc Edit/ Cut hodc nhap phai chudt va
chon Cut) dé chép vao Clipboard, sau d6 chon noi can di chuyén dén va
nhan t6 hop phim Ctrl + V (hodc Edit/ Paste hozc nhap phai chudt va chon
Paste).

2.2.5. X0a, khoi phuc tap tin va thw muc
2.2.5.1. X06a thw muc va tap tin
- Chon céc thu muc va tap tin can xoa.
- Chon File/ Delete
hoac: Nhan phim Delete
hoac: Nhap phai chudt va chon muc Delete.
- Xac nhan c6 thuc sy mudn x6a hay khong (Yes/ No)
2.2.5.2. Phuc hdi thu muc va tap tin

boi tugng bi x6a s¢ dugc dua vao Recycle Bin. Néu mudn phuc hoi cac d6i
tugng da xoa, chdng ta thuc hién cac thao tac sau day:

- Nhép dip chudt 1én biéu twong Recycle Bin.

- Chon tén d6i tuong can phuc hoi.
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- Thuec hién 1énh File/ Restore hodc Nhap phai chudt va chon muc Restore.
Ghi chi: Néu mudn x6a han cac dbi tuong, ta thuc hién thao tic x6a mot 1an nira
ddi véi cac d6i tuong ¢ trong Recycle Bin. Néu mudn x6a hén tit ca cac ddi tuong
trong Recycle Bin, Nnap phai chudt 1én muc Recycle Bin va chon muc Empty Recycle
Bin.
2.2.6. Tim Kiém tép tin va thu muc

Go tén tap tin hodc thu muc can tim kiém vao 6 Type here to search trén thanh
Taskbar

Recent

@5 Gido trinh Tin C2 10-12-2018

@5 Noi dung gop y hoi thao (1)

w: CTDT CD THIETKEDOHOAfinal

Apps

= WordPad

Search suggestions

L wo - See web results >

Settings (2+)

L wold 2016

Hinh 2.15. Thanh fim kiém théng tin
2.3. Sir dung Control Panel
2.3.1. Khéi dgng Control Panel

Control Panel 1a mot thanh phan ctia Microsoft Windows cung cp kha ning xem
va thay doi cac thiét 1ap hé thong.

Khoi dong Control Panel:
- Céch 1: Go Control Panel vao 6 Tim kiém
- Céach 2: Nhip chudt vao nat x6 xudng bén canh This PC chon Control Panel
- Céch 3: Mo bang hop thoai Run
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fun % “ ThisPC » Documents (E) » Baitap
I Desktop
= Type the name of a pregram, folder, docurment, or Internet f&  OneDrive
==l resource, and Windows will open it for you. .& Admin
E  This PC
Open: | v| Libraries
c¥ MNetwork
[FH  Control Panel
Cancel Browse... & Recycle Bin
DecuongTongecuc

Hinh 2.16. Khdi déng Control Panel bang cira s6 Run va This PC
2.3.2. Region and Language

Dé thay d6i cach biéu dién ngay, gio, so, tién té trong cac chuong trinh chay trén
Windows. Nguoi dung can thyc hién cac budce sau:

- Khoi dong Control Panel.
- Nhap chudt vao biéu tuong Region and Language trén cira s6 Control Panel.

- Trén trang Region, Nhip chudt vao nit Additional settings.

¥ Customize Format s

Mumbers  Currency Time

Date

Example

Positive: | 123,456,789.00 Megative: | -123,456,789.00

Decimal symbol: | 1 v|
No. of digits after decimal: 2 ~
Digit grouping symbaok | v|
Digit grouping: 123,456,789 v
Negative sign symbaol: | - ~ |
Negative number format: =11 ~
Display leading zeros: 0.7 £
List separator: B ~
Measurement system: us. ~
Standard digits: 0123456789 v
Use native digits: Mewver i
Click Reset to restore the system default settings for [
numbers, currency, time, and date.
Cancel Apply

¥ Customize Format >
Mumbers Currency Time  Date

Example

Positive: | $123,456,789.00 | Negative: |(s123,455,?39‘001 |

Currency symbol:
Positive currency format:

Megative currency format:

Decimal symbol:

Mo, of digits after decimal:

Digit grouping symbol:

Digit grouping:

Click Reset to restore the system default settings for

numbers, currency, time, and date.

B v
51 ~
(51.1) ~

»
2 -

B “

123,456,789 ~

Reset

Cancel Apply

Hinh 2.17. Cira s6 dinh dang ngady, gio, sé, tién té

Cura s0 Region

* Tab Number: Thay ddi dinh dang s6, cho phép dinh dang viéc hién thi gia tri

- Decimal symbol: Thay d6i ky hiéu phan cach hang thap phan.

- No. of digits after decimal: Thay d6i sb cac s6 1é & phan thap phan.

- Digit grouping symbol: Thay d6i ky hiéu phan nhém hang ngan.
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- Digit grouping: Thay doi s6 ky s6 trong mdt nhém (mic nhién 1a 3).
- Negative sign symbol: Thay ddi ky hiéu ctia sé am.
- Negative number format: Thay d6i dang thé hién cua sb 4m.

- Display leading zeros: Hién thi hay khong hién thi s6 0 trong céc s chi c6
phan thap phan: 0.7 hay .7.

- Measurement system: Chon hé théng do ludong nhu cm, inch, ...
- List separator: Chon d4u phén céch gitta cac muc trong mot danh sach.
* Tab Currency: Thay d6i dinh dang tién té ($,VND, ...)

* Tab Time: Thay d6i dinh dang thoi gian, cho phép dinh dang thé hién gio trong
ngay theo ché do 12 gio hay 24 gio.

* Tab Date: Thay d6i dinh dang ngay thang (Date), cho phép chon céch thé hién
dir liéu ngay theo 1 tiéu chuan nao do.

- Short date format: cho phép chon quy udc nhéap dir liéu ngay thang.
Vi du: ngay/thang/nam (d/m/yy) hodc thang/ngay/nam (m/d/yy).
Quy udc:

- d/ D (date): dung dé chi ngay.

- m/ M (month): ding d¢ chi thang.

- y/ Y (year): dung dé chi nim.
2.3.3. Devices and Printers

Hién thj va quan ly cac thiét bi két ndi vai may tinh nhu: chudt, may fax, may in,

Pé cai dit may in ngudi ta 1am theo cac bude sau:
Buwoc 1. Chuan bi

Tai trinh diéu khién (driver) phtt hop véi loai may in (dia cai dat di kém may in
khi mua);

Burée 2: Tién hanh cai dat nhu sau
Cai may in cuc bo (Localhost) trén may tinh

- Két ndi may in véi may tinh (sir dung may in HP Laserjet P2014, két nbi
may tinh bang cong USB).

- Xuét hién ctra sd Devices and Printers nhu sau:
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s Devices and Printers

<« ~ 4 Fs » Control Panel » Hardware and Sound » Devices and Printers

Add a device Add a printer

~ Devices (2)

24G Device ADMIN

~ Printers (4)

Fax Foxit Reader PDF Microsoft Print Microsoft XPS
Printer to PDF Document Writer

Hinh 2.18. Cira s6 Devices and Printers
Chon Add a printer.

- Bam Add a local printer dé cai dat may in ché d6 doc lap (khdng chia sé
trén mang may tinh).

€ o= Add Printer

Choose a printer port

A printer port is a type of connection that allows your computer to exchange information with a printer.

(® Usean existing port: LPT1: (Printer Port)

~
(O Create a new port:

Local Port

Hinh 2.19. Cita s6 chon cong may in

Chon cong két ndi v6i may in, mic dinh 1a cong LPT1, ¢ ddy két ndi giita may in
HP P2014 qua cong USB.

- Chon két ndi qua cong USB /Next
- Manufacturer\chon hang may in.

- Printer\chon tén may in va trinh diéu khién.
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€ = Add Printer

Install the printer driver

. Choose your printer from the list. Click Windows Update to see more models.
<=

To install the driver from an installation CD, click Have Disk.

Manufacturer A || Printers e
m [=] Brother Color Leg Typel Class Driver
Canon =] Brother Color Type3 Class Driver
EPSON =l Brother Color Typed Class Driver
Fuji Xerox =) Brother Generic Jpeg Typel Class Driver
i v (L S S S - o S NS v
=] This driveris digitally signed. Windows Update Have Disk...
Tell me why driver signing is important
Concel

Hinh 2.20. Cita s6 chon logi mdy in
Chon Have Disk dé tré dén noi chira Driver ctia may in:
Chon Driver may in phu hop, bam Next dé thuc hién.

Pién tén may in & phan Printer name, réi bAm Next. Tiép theo xuét hién
hop thoai sau:

Chon Do not share this printer: khdng dung may in chung trén mang;
Chon Share this printer so: dung chung may in trén mang.
Next, xuat hién hop thoai sau:

Chon Print a test page dé in thir, bAm Finish dé két thic.

2.3.4. Programs and Features

G0& bé mdt chuong trinh da dugc cai dat ra khoi may tinh nguoi dung st dung

Programs and Features, lya chon chuong trinh cdn g& bo sau d6 chon
Uninstall/Change.
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Organize -

Uninstall/Change

| =i |Java 8 Update 191 (64-bit)

EBE| Microsoft .NET Framework 4.5.1 Multi-

L4
@ Microsoft Help Viewer 2.2

X Microsoft Onelrive

== Microsoft Azure Authoring Tools - v2.9,

s ppe—eeiDmmoooiios m— Qe
r Uninstall or change this program.
CCleaner kinfo 7.8.3
r 4
‘I Google Chrome 15 10,0 Express

E‘E_ﬂ K-Lite Codec Pack 14.2.0 Full

. FIIE| Microsoft .NET Framework 4.5.1 Multi-...

== Microsoft Azure Compute Emulator - v...

@Micrnsnf‘t MPI (7.0.12437.8)

_] Microsoft SOL Server 2012 Mative Client

g E icroso ENVEr Icroso ENVEr ] -bit
- B ft SOL S 2007 Il ft SOL 5 2017 (64-bit)

i Microsoft SCL Server 2017 T-5CL Langu... _] Microsoft SGL Server 2017 T-5CL Langu...

Hinh 2.21. Cira s6 Programs and Features g& bé chwong trinh trng dung
2.4. Mot s6 phan mém tién ich
2.4.1. Phan mém nén, giai nén tap tin

WinRAR 1a chuong trinh dung dé nén va giai nén cac tap tin; muc dich dung dé
nén céc tap tin c6 dung lugng 16n thanh cac tap tin cé kich thudc nho hon gitp thuan
tién trong viéc luu trit va trao doi thong tin;

2.4.1.1. Néen mot thw muc hoic tap tin

Chon mdt hay nhiéu tap tin hodc thu muc va nhip phai chudt, khi xuat hién
Menu véi cac chire nang sau:

Add to archive.... M& chuong trinh WinRAR dé tao tap tin nén vaoi nhiéu lya
chon khac.

Add to "téntdptin.rar": Tao thém tap tin nén, dit tén theo ché d6 ngdm dinh cua
chinh d6i tuong duoc chon.

g Add to archive...
E Add to "Hoc Corar”

Hinh 2.22. Nén tdp tin hodc thu muc
2.4.1.2. Giai nén thuw muc, tap tin

Cach 1: Giai nén co lwa chon

Nhép chudt vao tap tin nén, khi xuét hién cira s6 cia chuong trinh WinRAR chon
tap tin va thu muc can gidi nén, nhan vao nat Extract to, chon dia chi luu thong tin
nay, nhap chudt vao nit OK dé thuc hién.
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B Bdraction path and options ? x B Thietkedohoa.rar - o0 X
Po— File Commands Tools Favorites Options Help
Advance - - — .
Destination path (wil be created if doss not exist) Display E N BBJ § é:é @ I Z T
= Add  EdractTo Test  View Delete  Find  Wizard  Info | ViusScan Comment Protect — SFX
“\Thietkedohoa - New folder
Udate mod [El [ Thietkedohoa.ran Thietkedohoa - RAR archive, unpacked size 271,984 bytes ~
ipdate mode =
Desktop ~ P
® Extract and replace fles e Ceorive Name Size Packed Type Modified CRC32
(O Extract and update fles - Admin -8 e 2
. —El This PC [ 7- CAU TRUC M 175,104 18,658 Microsoft Word 97...  12/4/2018 3:03 CA16833F
O Fresh existing fles only © G I Desktop 18- MANG MAY T. 314220 35,468 Microsoft Word 9., 12/4/20187:33 44065030
Overwrite mode I ; Documents ZL 9-LAPTRINHC... 27,044 25,524  Microsoft Werd D. 12/4/2018 3:06 ECO1F36C
[ 10- Cautruc du .. 25,627 22,671 Microsoft Word D...  12/4/20183:17  9CDBS670
” . B4 Downloads truc 1
® ask before overwrite [ B music ©Z11-CO 56 DIF LI... 23,577 20,776 Microsoft Word D...  12/4/20182:57  DFS1FAE
O Overwrite without prompt o] Pictres 1 12- LAP RAP VA .. 181,760 18,192 Microsoft Word 97... 12/4/20183:03  OF879A21
) skip existing files | & @ Videos 8 13-Kynanglamvi... 25,588 22,662 Microsoft Word D...  12/4/2018351  AFDBIADE
() Rename automatically | i Windows (C) @)14-TiengAnh2.d 24270 21,391 Microsoft Word D...  12/4/20188:49  DSC2FASD
Software D7) 8515-My thudt co .. 30484 26880 Microsoft Word D... 12/5/20187:31  336E23F7
Miscellaneous S Documents (E:) ] 16-NGUYEN LY 54,270 50,448  Microsoft Werd D. 12/4/2018 8:40 O7F7BED8
- : D17 VE KV THUA 1472018 2
Extract archives o subfolders A1 Libraries 8 17- VE F THUA.. 40917 37960 Microsoft Word D... 12/4/20182:58  ATFFEg81
[ Jkeep broken fies - £ Netwark 85 16-TAC CAC BA.. 39,143 36068 Microsoft Word D..  12/4/2018842  9CE2CSBT
DecuongTongauc 82119 - XULY ANH 367,246 365930 Microsoft Word D... 12/4/20183:06  185D2DEF
[ isplay fies in Explorer 1 20- CHE BAN Dl... 238502 34,987 Microsoft Word 97... 12/4/20187:33  DA280CSF
5] 21- ThietkeWeb.... 50,423 47,084 Microsoft Word D. 12/5/2018 7:27 CBF0944C
=SS 82122 TAO HINH .. 28,924 27121 Microsoft Word D... 12/4/20183:06  257700F1 v
S-a Total 2,571,984 bytes in 28 fles
Cancel Help

Hinh 2.23. Giai nén tdp tin
Cdch 2: Giai nén nhanh
Nhép phai chudt vao tap tin nén va chon:

- Extract Files...: Luu thong tin giai nén vao dia chi tiy chon, chon 6 dia, thu
muc can luu;

- Extract here: Giai nén tai dia chi dang luu tap tin nén (cung dia chi);

- Extract to tén_tap_tin: Chuong trinh ty dong tao thu muc liy tén ngdm
dinh theo tén tap tin nén va giai nén; néu tap tin duoc bao vé, can xac nhan
mat khau dé thuc hién viée giai nén.

2.4.2. Phan mém diét virus

Phan mém diét virus 12 phdn mém c6 tinh ning phat hién, loai bo cac virus may
tinh, khic phuc (mdt phan hodc hoan toan) hau qua cta virus giy ra va co kha ning
duogc nang cép dé nhan biét cac loai virus trong tuong lai.

bé dat dugc cac muc ti€u toi thi€u trén va md rdng tinh nadng, phan mém diét
virus thuong hoat dong trén cac nguyén ly co ban nhat nhu sau:

- Kiém tra (quét) cac tap tin dé phat hién cac virus di biét trong co s& dit liéu
nhan dang vé virus ctia ching.

- Phat hién céc hanh dong cua cac phan mém giong nhu cdc hanh dong ctua
virus hodc cac phan mém ddc hai.

Hién nay co rat nhiéu phﬁn mém diét virus, & day chi li¢t ké mot ) phﬁn mém
diét virus thong dung va dugc nhiu ngudi trén thé gidi sir dung va danh gia 1a bao vé
hiru hiéu:

- Kaspersky Anti-Virus: Phin mém méi dugc phat trién vai nim gan day, tuy
khong co6 lich stir nhu cac dai gia khac nhung ciling da vuon 1é€n ding trong
danh sach cac phﬁn mém diét virus loai tdt, thudc hang Kaspersky. Phan
mém khéng mién phi, tuy nhién ciing c6 phan cho phép quét virus truc
tuyén.

53


https://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/Virus_(m%C3%A1y_t%C3%ADnh)
https://vi.wikipedia.org/wiki/T%E1%BA%ADp_tin
https://vi.wikipedia.org/w/index.php?title=Kaspersky_Anti-Virus&action=edit&redlink=1
https://vi.wikipedia.org/wiki/Kaspersky_Lab

¥. Kaspersky Internet Security KASPER§KYS 2 = X

-

Your computer is protected

(X 4 =
R/
Scan Database Update Safe Money
@ & g
Privacy Protection Parental Control Protection for all
devices
@' Q Other products My Kaspersky  License: 351 days remaining

Hinh 2.24. Giao dién phan mém vi rit Kaspersky
- McAfee: Phian mém diét virus va cac phén mém doc hai Cua hang McAfee,
phat trién kha 1au va ¢ uy tin. Pay 13 phan mém thuong mai.

- Norton AntiVirus: Phian mém diét virus va céc ph?m mém ddc hai cua
hang Symantec, duoc phat trién tir kha 1au, va dwoc danh gia tot. Day la
phan mém thuong mai.

- BKAV: Phan mém diét virus va cac phan mém doc hai ciia Cong ty C6 phan
BKAV, dugc phat trién hoan toan boi nguoi Viét Nam va duoc danh gia
khong thua kém cac san pham cung loai cta cac tdp doan 16n trén thé gidi.

- Windows Defender: Pugc tich hop san trén Windows 10, tu dong chay
trong nén, quét cac tap tin khi ching dugc truy cap va truée khi ngudi ding
mo chung. Ngay khi phét hién cac phan mém doc hai, Windows Defender s&
chi bat 1én thong bao “Malware detected” cho nguoi dung biét. Sau d6 tur
dong kiém tra va “tiéu diét” cac phan mém doc hai ma no tim thay.

2.5. Sir dung tiéng Viét
2.5.1. Cé4c bd ma tiéng viét

Mobi mot bang ma sé di kém véi mot font chit twong ung, do d6 khi soan thao
tiéng Viét, phai chon font chir phi hop véi bang ma sir dung, néu chon khong dung thi
cac tir nhap vao s& khong duoc hién thi nhu y mudn. Cac bang ma théng dung hién
nay la:

- Unicode: Unicode 12 ma font duoc str dung trén toan thé gidi, khi ching ta
giri nhitng ky tw ma Unicode qua mail hay qua ctra s6 chat, ngudi nhan van
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nhan duoc dung hinh dang cua ky tu d6. B font nay dugc cai dat mac dinh
khi cai dat Windows.

- VNI Windows: Bang mi nay c6 bo font chir khd dep, cung cép rat nhiéu

font chir, tén font chit bat dau bang chit VNI.

- TCVN3 (ABC): Pay la bo font chuan cua qudc gia, tén font chir bat dau
bang ky tu "." (d4u cham).

- Vietware: Bo font chir ctia bang ma Vietware c6 hai ho: cac font chit co tén
bt dau bang chit SVN 1a ho font chir 1 byte, cac font chit co tén bit dau

bang chit VN 1a ho font 2 byte.
Bo Font chir Bang méa Font chir thong dung
VNI VNI Windows VNI-Times
Vietware X (2 byte) Vietware VNtimes new roman
Vietware_F (1 byte) Vietware SVNtimes new roman
TCVN3 TCVN3 VnTime
Unicode Unicode Times New Roman,

Arial

2.5.2. Céch thiic nhap tiéng viét

Hai kiéu g6 thong dung nhat hién nay 13 kiéu g Telex va VNI

Quy tic gd cac to hgp phim cho kiéu gd Telex va VNI:

Kyte | a | 6 | 6 | o w i | a
KiéuTelex | aa | ee | oo |Ow;[|uw;w;]| aw | dd
Kiéu VNI a6 | e6 | 06 | o7 u7 a8 | do

Dau sac |huyén| héi | ngd | ning
Kiéu Telex S f r X j
Kiéu VNI 1 2 3 4 5

Dau c6 thé dugc thém lién sau nguyén am hodc sau khi da nhép xong mét tir, néu
bo dau sai thi chi can bd dau lai chir khong can phai x6a tr madi nhéap.
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Vi du: mubn go chir can tho

Kiéu Telex: caanf thow hodc caafn thow

Kiéu VNI: ca6n2 tho7 hodc ca62n tho7

2.5.3. Chon phan mém tiéng viét

Pé sir dung tiéng Viét trong Windows cin cai dit Font chir tiéng Viét va phan
mém gd tiéng Viét. Cac phan mém thong dung hién nay thudng dung Vietkey, Unikey.
Khi gé tiéng Viét phai chon bang ma phu hop véi kiéu font chit dang st dung; Hién
nay by Font Unicode thuong duoc tich trong Windows.

Hién nay thudng phd bién sir dung phdn mém Unikey. Unikey thuong mic dinh
dugc cai & ché d6 khoi dong t dong. Icon Unikey dugc dit & thanh Taskbar s& hién
thi L] khi Unikey dang & ché do bat tiéng Viét hodc [€] khi ¢ ché do tit tiéng Viét.
Ngoai ra, Unikey ciing c6 thé duoc khoi dong nhu cac ing dung khac bang cach nhap
dtp chudt vao shortcut Unikey fsl & man hinh desktop hodc tr menu Start chon
Programs/Unikey.

.- UniKey 4.0 RC2
Diéu khién I I
Bang ma: [Unicode 'l i“'/, Bong
S

Phim chuyén:

() CTRL + SHIFT @ AT+Z

4p Thu nhé

Tuy chon khac

[¥] cho phép gb tw do
[T pat déu oa, uy (thay vi oa, Gy)

[T Luén s dung clipboard cho unicode
Tly chon gb tat

[] cho phép o6 tat
[ cho phép g tat ca khi tat tiéng Viét

Bang g6 tat...

[7] B4t kiém tra chinh ta

| Tw ddng khdi phuc phim véi tiv sai

Hé théng
_| Bat hdi thoai nay khi khéi dong
V| Kh&idong ciing Windows

V| Vietnamese interface

(Q Hwéng din

" Théng tin ] ‘ Mac dinh ]

Hinh 2.25. Giao dién phan mém Unikey
2.6. Chuyén déi dinh dang tap tin

Tap tin c6 rat nhiéu loai dinh dang khac nhau: dang van ban (*.doc, *.txt, ...),
dang am thanh hoac video (*.mp3, *.mp4, *.wma, *.wmv, ...), dang hinh anh (*.jpg,
* png, *.gif, ...), V.v... Dé chuyén d6i dinh dang mét tap tin ngudi ta thuong st dung
céc phan mém chuyén dic thu.

Hién nay, ngudi dung cé thé st dung cac cong cu chuyén doi truc tuyén dé
chuyén ddi dinh dang tap tin. Mot ) trang chuyén ddi hd tro nhiéu dinh dang nhu:

https://convertio.co/vn/

https://www.zamzar.com/
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https://www.freefileconvert.com/
2.7. Pa phuong ti¢n

Trinh da phuong tién 1a mot thudt ngir dic thu dé chi nhiing phan mém mdy
tinh c6 chirc ning thuc thi cac tap tin da phuong tién. Hau hét cac trinh da phuong tién
déu hd trg mot sb cac dinh dang tip tin media, trong d6 c6 ca cac tap tin audio (&m
thanh) va video.

Mot s6 trinh da phuong tién lai chi tip trung vao cac dinh dang 4m thanh (audio)
hoac video, va dugc goi twong tng véi do la trinh audio (audio player) va trinh
video (video player). Nhitng nha san xuét ra cac trinh tmg dung nay thudng chu trong
vao viéc cung cap cho ngudi dung nhitng trai nghiém tot nhat vé cac dinh dang ma ho
tap trung huéng dén.

Trinh da phuong tién quen thudc véi nhidu ngudi ding c6 thé ké dén 13 Windows
Media Player dugc tich hop san trén Microsoft Windows.

|3 Windows Media Player

G\ » Library » Music » All music Play Burn Sync

Organize v  Stream v  Create playlist ¥ = v [sea 2 <@ Idsavelist P> &=~

& Rong nho
» Playlists
v Jd Music ?

Artist There are no items in your Music library.
Album Click Organize, and then click Manage libraries to include folders in your library.
Genre

i8 Videos

&=/ Pictures

<« Unsaved list b 4

# Other Librarie: i
Other Libraries Drag items here
to create a playlist

Play favorites

¢ 0 [ /g ) (49— H=S
Hinh 2.26. Giao dién Windows Media Player

2.8. Str dung may in
2.8.1. Lwa chon may in

Néu may tinh dugc cai nhiéu may in, ta co thé mot may in lam ddt may in mac
dinh béng cach chon may in do roi chon File/ Set as Default Printer hodc nhép phai
chudt chon Set as Default Printer.
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https://vi.wikipedia.org/wiki/Windows_Media_Player
https://vi.wikipedia.org/wiki/Windows_Media_Player
https://vi.wikipedia.org/wiki/Microsoft_Windows

_/
.|
== See what's printing

Micros | Set as default printer
Dacumi o
Printing preferences

Printer properties

crosoft XP Create shortcut efault
soft XPS Docum

Troubleshoot L

Remove device

Properties

Hinh 2.27. Hop thoai lya chon ché do mdy in mdc dinh

2.8.2.1n
Buéc 1: Vao File chon Print (hodc bAm to hop phim tit Ctrl + P)

Buéc 2: Tuy chinh céc thiét 1ap:

Copies: S6 luong ban in (tiy chon).

Printer Properties: Tty chon mdy in cho viéc in an.

Print All Pages: Trong muc nay c6 thé chon bao gdm Print All Pages (in
tt ca cac trang cla van ban) hodc Print Current Page (chon in chi vai
trang tiy chon) va khi d6 dong Pages ¢ dudi s& dung danh sb trang dé in
nhu 3-5,...

Print One Side (in 1 mit) hodc Print on Both Sides (in 2 mit gidy) tich hop
tuy may in c6 tinh nang in 2 mat hay khong.

Collated (in theo tap): Chirc ning nay dung dé déng sé ludn 1 tip vin ban
khi muén in v&i sd luong 16n hodc in theo ting trang.

Portrait/ Landscape Orientation: Lya chon ban in doc hay in ngang.

A4/ Letter: Chon loai kich thuéc phu hop cho gidy in A4 hodc A3,...

Margins: Lua chon can 1& cho ban in ¢6 nhiéu dinh dang nhu kiéu Normal
v&i can 18 4 bén 1" hodc Narrow cin 1& 4 bén 0,5"....

Page per sheet: Lua chon in gop cac trang in cua van ban lai trong 1 page. Co

thé lya chon in 2/4/6 hodc 8 trang gop 1

Buwoe 3: Lua chon 1énh Print
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P CAC PIEM CHINH

- Hé diéu hanh Windows 10: Céc khai niém, cic thanh phan ciing nhu cac
chtrc nang co ban.

- Céc thiét 1ap hé thdng trong Control Panel, cic phan mém tién ich nhu giai
nén, diét virus.

- Kiéu gd Telex va bang ma Unicode.
- Tao, thay doi tén, chon, sao chép, xo6a va khoi phuc.
- Cai dat va sur dung thanh thao cac phﬁn mém tién ich.

- Cai dat may in va in an.

@2 CAUHOI ONTAP

Cau 1: Ky tw nao sau day khong swr dung khi dat tén tgp tin?

A @

B. &

C. %

D. >

Cau 2: Ky tw nao sau diy khong siv dung khi dat tén thw muc?
A <

B. #

c. !

D. ~

Cau 3: Pé chuyén ché dg viét chén thanh viér dé va ngwoc lai trong ché dé sogn
thdo van ban, sik dung phim nao?

A. Shift

B. Insert

C. Cul

D. Caps Lock

Cau 4: Pé biét dung lwong mét tap tin, thiec hién nhu thé nao?
A. Nhip phai chudt vao tap tin, chon Send To\Desktop
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B. Nhap phai chudt vao tap tin, chon Properties

C. Nhap phai chudt vao tap tin, chon Create Shortcut

D. Nhap phai chudt vao tap tin, chon Sharing and Security
Cau 5: Phét biéu nao sau day la diing?

A. Hé diéu hanh chi quan 1y thu muc, khéng quan Iy tap tin
B. Thu muc c6 thé chira thu muc con va tap tin

C. Hé diéu hanh chi quan 1y thu myc goc C:\, D:\

D. Hé diéu hanh khdng quan 1y cac thu muc con cia C:\

Cau 6: Trong mgt thuw muc c6 chira hai thw muc con A va B, khi déi tén thw muc A
thanh B thi may tinh thec hién nhw thé nao?

A. Hién ra thong bao tén da ton tai

B. Tu dong x6a thu muc B da co6

C. Ty dong ghi dé thu muc A 1én thu muc B da co

D.  Thuc hién viéc d6i tén nhu binh thudng

Cau 7: Thanh phdn nao dwdi diy khéong thuéc cira s6 thuw muc?
A. Thanh Trang thai

B.  Thanh Tiéu dé

C. Thanh Thuc don

D. Caba phuong an trén déu dung

Cau 8: Phét biéu nao dwdi ddy la diing vé hé diéu hanh may tinh?

A. Laphan mém phai c6 dé may tinh c6 thé hoat dong

B. Laphan mém cai sin trong moi may tinh

C. Laphan mém khong dugc thay doi trong may tinh

D. Laphan mém do cong ty Microsoft do¢ quyén xay dung va phét trién

Cau 9: Céch to chike thur muc Va tdp tin theo h¢ diéu hanh Windows khang cho
phép diéu gi?

A. Trong mot thu muc cé ca tap tin va thu muc con

B. Tao mét tap tin ¢ chira thu muc con

C. Mot 6 dia ciring c6 thé dugc phan chia thanh nhiéu 6 dia logic

D. Thu muc cha va thu muc con cé tén trung nhau

Cau 10: CAc t@p tin sau khi dwgc chon va x6a bang té hep phim Shift+Delete sé
nhw thé nao?
A. CO6 thé duoc khoi phuc khi ma Recycle Bin
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B. C6 thé dugc khdi phuc khi mé Computer
C. Khéng thé khoi phuc lai
D. Chi c6 tap tin vin ban .DOC la c6 thé khdi phuc

Cau 11: Hép diéu khién ding dé phong to, thu nhé, déng cira sé dwec goi 14 gi?

A. Dialog box
B. List box

C. Control box
D. Text box

Cau 12: Pé chgy mét iing dung trong Windows, thgec hién nhuw thé nao?
A. Nhap phai chudt vao chuong trinh ¢tng dung roi chon Open

B.  Nhap phai chudt vao chuong trinh tng dung rdi chon Properties

C. Nhép phai chuét vao chuong trinh tng dung rdi chon Explore

D. Ca ba thao téc trén déu dung

Cau 13: Thanh phdn nao cho phép thiét Idp méi trwong 1am viéc trén Windows?

A. Display

B. Screensaver

C. Control Panel

D. Helpand Support

Cau 14: Khi may tinh hogt déng, hé diéu hanh dwec nap vao diu?
A. RAM

B. B¢ nhd ngoai

C. Bdnhdtrong

D. ROM

Cau 15: Khi dang lam viéc véi Windows 10, dé xem té chirc cac tdp tin va thw muc
trén dia, mo Cira S0 nao?

A. Computer hoac Windows Explorer

W

Computer hoac Recycle Bin

C. Windows Explorer hoac Recycle Bin

D. Network hoac Recycle Bin

Cau 16: Sir dung chwong trinh nao ciia Windows 10 d@é quan ly tdp tin va thw muc?
A. Microsoft Office

B. Accessories
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C. Control Panel

D. Windows Explorer

Cau 17: Phét biéu nao sau day la diing nhdt?

A. Hé diéu hanh 12 phan mém tng dung
B. Hé diéu hanh la phan mém hé théng
C. Hé diéu hanh 1a phan mém tién ich

D. Ca ba phat biéu trén déu dung

Cau 18: Phan mém #ng dung nao khéng thugc hé diéu hanh Windows 10?

A. Microsoft Excel
B. Calculator

C. Wordpad

D. Notepad

Cau 19: Phat biéu nao sau day la diing?

A. Trong Windows 10, Shortcut ¢ nghia 1a tao duong tat dé truy cap nhanh

B. Trong Windows 10, Shortcut c6 nghia 1a x6a mot ddi twgng dugc chon tai man

hinh nén

C. Trong Windows 10, Shortcut c6 nghia la dong cac cira so6 dang mo

D. Ca ba phuong 4n trén déu sai

Cau 20: Trong Windows 10, dé lwu ngi dung man hinh vao bg nhé Clipboard, si

dung phim nao?
A. Ctrl+C
B. Ctrl + Insert

C. Print Screen

D. ESC

Dap an:

Caul:D Cau6: A

Cau2: A Cau7:D

Cau3: B Cau8: A

Cau4. B Cau9:B

Caub: B Cau 10: C

Caul1: C
Cau 12: A
Céau13:C
Cau 14: A
Cau 1s: A

Cau 16: D
Caul7:B
Cau 18: A
Cau 19: A
Céu 20: C
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@= BAITAP

Bai 1: Cai dat va chia sé may in qua mang LAN.

Bai 2: Khoi dong Control Panel va chinh cac tly chon trong Control Panel theo cac
yéu cau sau:

- Chinh stra ngay va gio caa hé thong;
- Ddi nén cho Desktop;

- Cai dat ché do bao vé man hinh: Thiét 1ap Screensaver dang hinh 14 co Viét
Nam dang tung bay, thoi gian cho 3 phat;

- Céc tly chon vé mouse:
e Diéu chinh tdc 6 Nhap dap chudt caa con chudt

e Thay doi biéu twong cho cac hanh dong: Normal Select, Help Select,
Working in background,...

e Danh dau vi tri chudt khi nhap phim Control (show location)
e Tao vét dai (d4u / trails) khi di chuyén chuot
- Cai dat cho Windows c6 ché do “ngu dong” (Hibernate)
- Cho hién thi/ tat Volume Control trén khay hé thong (System tray)
- Cai dat sir dung céc phim sé (Numpad) thay thé cho con chuot
- Tao va x6a User Account:
e Tao user account méi c6 tén cua sinh vién, sau d6 login vdi account nay
e X0a user account ¢ tén sinh vién vira tao
- Céc tiy chon vé Regional Setting:
e Chon thé Date dé chinh kiéu caa Short date 1a dd/mm/yyyy
e Chon thé Time dé doi dang hién thi hé thong 1a 24 gio
e Chon thé Currency dé d6i lai ky hiéu tién té 1a VND

Cac tly chon vé Font chir: M va tham khao mot s6 mau cuaa cac font chir

Bai 3: Windows Explorer
Cau 1: Khei dpng Windows Explorer va thuc hi¢n:
- Sap xép cac thu myc cua Right Windows dudi dang:
e Large Icons

e List
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e Details
e Tiles
e Content

- Sap xép cura s6 cua Right Windows theo tht tu:

By Name

By Date modified

By Type
By Size

Cau 2: Tao cdy thw muc tai 6 dia D: nhw sau:

4 HOC TAP
4 MGANH CHMTT
K THUAT LAP TRIMNH
4 LAP TRIMH DI DOMG
AMDROID
105
MAMG MAY TINH
4 TIN HOC
EXCEL
POWER. POINT
WINDOWS
WORD
4 MGOAI NG
TOEC

Cau 3: Thuc hién déi tén cdc thw muc:
- Poi tén thu muc NGOAINGU thanh ENGLISH
- Dbi tén thu muc EXCEL thanh XU LY BANG TINH
- P6i tén thuy muc WORD thanh XU LY BAN BAN
- DPébi tén thu muc WINDOWS thanh HDH MICROSOFT

Cdu 4: Sao chép thuw muc
- Chép thu muc WORD vao thu muc ENGLISH

- Chép thu muc TOEIC vao thu myc TIN HOC
- Chép thu muc TIN HOC vao thu muc MANG MAY TINH
- Chép thu muc 10S vao thu muc KY THUAT LAP TRINH
Cau 5: Di chuyén thu muc
- Di chuyén thu myc WORD vao thu muc LAP TRINH DI DONG

- Di chuyén thu muc TIN HOC vé thu muc géc cua 6 dia.
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Cau 6: X6a va phuc héi thu muc
- Xoéa thu muc TIN HOC
- Phuc hdi thuy muc TIN HOC vira x6a

Ciu 7: Dat thugc tinh cho thw muc

- Gén thugc tinh chi doc (Read Only) cho 2 thy muc MANG MAY TINH va
TIN HOC

- Gén thudc tinh 4n KY THUAT LAP TINH
- G0 bo cac thudc tinh chi doc cho thu muc TIN HOC
Ciu 8: Thay déi t0y chen (Option) ciza Windows Explorer

- Piéu chinh Windows Explorer sao cho khong thé thiy céc tap tin va thu
muc an

- COnhan xét gi vé thu muc KY THUAT LAP TRINH
- Hay diéu chinh Windows Explorer dé c6 thé xem cac tap tin va thu muc an

- Tuong ty: Hay diéu chinh Windows Explorer sao cho khong thay phan ma
rong cua cac tap tin. Sau do, diéu chinh lai tinh trang nhu ban dau.

Bai 4: Windows Explorer

Cau 1: Tao cdy thw muc nhw sau (trén é dia D:)

4 BAI TAP TIMN HOC
LUU TRU
4 TIM HOC
4 CHUYEM DE
DO HOA
LAP TRINH
4 CNTT CO BAM
INTERMET CO BAN
MAY TINH CO BAM
HU LY VAN BAMN CO BAN
4 CNTT MANG CAC
EXCEL NAMG CAOQ
POWER POINT MANG CAD
WORD NANG CAQ

Cau 2: Chuyén vé thu muc 6 C:\Windows, thzec hién céc yéu cau:

- Sao chép céc tap tin ¢6 phan ma rong 1a .ini tir C:\Windows sang thu muc
luu
trir

- Sao chép céc tap tin c6 phan ma rong 1a .bmp tir C:\Windows sang thu muc
DO HOA
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Cau 3: Chuyén vé é D:\ thuc hign cac yéu cdu sau:

Trong thu myc BAI TAP TIN HOC tao thém thu muc CHUONG TRINH

Chép tat ca cac tap tin c6 phan mo rong la .exe tir C:\Windows sang thu
muc
CHUONG TRINH vira tao

Cho biét (xem) tong dung luong cta chwong trinh

Cau 4: Nen va gidi nén

Dung chirc nang nén: WinRar dé nén thu muc CHUONG TRINH. Xem lai
dung luong sau khi nén

Xoa thy muc CHUONG TRINH
Giai nén tap tin CHUONG TRINH.rar va dat trong thu muc TIN HOC

Ciu 5: Poi tén, dit thugc tinh, x6a thugc tinh, x6a va phuc héi thuw muc

D6i tén thu muc thanh ho tén cua sinh vién

bat thudc tinh chi doc (read only) cho thu muc TIN HOC
Pit thuoc tinh 4n (Hidden) cho thu muc LUU TRU

G& (x0a) cac thudc tinh vira dat cho cac thu muc

Xéa thu muc CNTT CO BAN va phuc héi lai thu muc vira xda trong thing
rac
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Chuong ITI. XU LY VAN BAN CO BAN

© mycTIEU

Hoc xong chuong nay, nguoi hoc co kha nang:

- Trinh bay dugc mot s6 kién thuc co ban vé vin ban, soan thao va xu 1y van
ban, st dung phan mém Microsoft Word 2019 trong soan thao vin ban, két
xuat va phan phdi vin ban;

- Soan thdo dugc van ban bao ddm diang cac yéu cau vé k¥ thuat soan thao
van ban hanh chinh; in 4n va phan phdi vian ban bao dam ding quy trinh k§
thuat.

3.1. Khai niém van ban va xi ly vin ban
3.1.1. Khai nié¢m vin ban.

Vin ban 13 cac tai lidu, gidy to dugc sir dung trong hoat dong cila cac co quan,
cac doan thé, cac t6 chirc x4 hoi. Vin ban ndi chung 12 mot phuong tién ghi tin va
truyén dat thong tin bang mot ngdn ngit (hay ky hiéu) nhat dinh. Tuy theo timg linh
vuc cu thé cua doi séng xa hoi va quan 1y nha nude ma van ban cé nhitng hinh thire va
ndi dung khac nhau.

3.1.2. Khai niém xir ly van ban

Xt 1y van ban 1a str dung cic phan mém nhu LibreOffice Writer, OpenOffice

Writer, Microsoft Word dé bién tap ndi dung vin ban. Ngoai ra, ciing ¢c6 mot sé phan
mém Xt 1y van ban mién phi khac nhu Abiword, Bean, Ulysses III...

3.2. Sir dung Microsoft Word
3.2.1. Giéi thiéu Microsoft Word
3.2.1.1. Mé, dong Microsoft Word
- Mo Microsoft Word

e Céch 1: Nhép chudt chon Start . — All apps — Microsoft Word
(trén Windows 10)

e Céach 2: Nhip chuét 1én biéu tuong ﬁ trén man hinh (desktop)
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Hinh 3.1. Khoi dong chwong trinh Microsoft Word 2019
- Pong Microsoft Word: Chon vao biéu tugng E ¢ goc trén cung bén phai
man hinh Microsoft Word, hodc nhin t6 hop phim Alt + F4.

Hinh 3.2. Bong chirong trinh
3.2.1.2. Gioi thiéu giao dién Microsoft Word

Sau khi khéi dong Microsoft Word, man hinh lam viéc nhu sau

Quick Access Toolbar Title Bar Ribbon
(Thanh truy cap nhanh) (Thanh tiéu dé) (Thé Ribbon)
H v = Documentl vW’ord Preview Sign in [Eal — O *
Home Insert Design Layout References Mailings Review View vHelp Q Tell me Q_ Share
. bri (Body - -
Y (:“b; ‘Bzd’j r— H,, AaBbCcDc AaBbCcDe AaBbCr - L
Pavste ‘- A - ay_' A~ A; - AN TMormal = TMNo Spac.. Heading1 |+ EdiEing
Clipboard Fant [P Paragraph [P Styles [P Y
L 3 2 1 A E 1 2 3 4 5 & 7 8 k) 10 11 12 13 14 15 -
Text Area
- Scroll Bar
. (Vung lam viéc) (Thanh cuén)
- —] Ruler
. (Thanh thudc) Ché do hién thi

Page 1 of 1 0 words English [United States)

Hinh 3.3. Man hinh lam viéc
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3.2.2. Thao tac veéi tap tin Microsoft Word
3.2.2.1. Mé mt tap tin co san

- Chon tab File — chon Open (Ctrl+O hodc Ctrl+F12).

@ Recent

& OneDrive

F:I This PC

Loy

'%H Add a Place
Browse

Hinh 3.4. Mo file van ban
- Céc tuy chon mo:
e Recent: M§ nhanh cac tap tin da mo trudc day
e OneDrive: M¢ tap tin dugc luu trén OneDrive, phai dang nhép tai

khoan OneDrive méi st dung dugc tinh nang nay

Open
(L) Recent

OneDrive - Personal

@ OneDrive - Personal Mame T
2 % nguyendangthevinh@outlook.com

Attachments
1 This PC .
E;I Hinh anh
=,
= Add a Place Tai ligu

Browse

Hinh 3.5. M6 tdp tin leu trit triec tuyén trén OneDrive

e This PC: Mo tap tin dugc luu trén 6 dia mdy tinh
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e Browse: Chon dudng din m& tap tin trong thu muyc trén mdy tinh

- Hop thoai Open xuit hién. Chon duong dan chaa tap tin mudn mé
(D:\WORD), chon tdp tin vin ban can md (SUNNGUYEN.docx), chon
Open dé md. Nhin Cancel dé huy bo thao tac.

@ Open

4N < SUNS(D:) » WORD v O Search WORD o]

Organize = Mew folder \ Chon du’(‘)fng dén 0

) 3D Objects ) Mame Chtra tap tin Type

I Desktop TOTCIT IO TO T Microsoft]
E] Documents

SUNNGUYEN.docx

Tyge: Microsoft Weord Document
; Downloads Authors: NGUYEN DANG THE VINH
Sizg: 12.3 KB
J’ Music Dafe modified: 12/09/2018 10:48 PM
&=/ Pictures R R
B videos Chon tap tln
r
. WINTO () muon mo
- SUNS (D) v <

File namie: |SUNNGUYEN.docx v| All Word Documents (*.doog™c

Hinh 3.6. Hop thoai Open
3.2.2.2. Tao mgt tap tin méi

Tap tin van ban trang: Chon tab File — chon New, chon Blank document
(hodc Ctrl+N)

Document] - Word

New

Search for online templates

Je)

Suggested searches: Business Cards Flyers Education Resumes and Cover Letters Letters Holiday

Aa
Take a tour

>

Welcome to Word

Hinh 3.7. Tao file moi

Blank document Single spaced (blank)
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Tap tin méi theo mau di thiét 1ap:

e Chon tab File — chon New, chon mau bat ky dé st dung hodc ¢ thé
stt dung hop tim kiém, tim mot mau vin ban truc tuyén (mdy phai c6
két ndi internet).

New

| Search for online templates 0 ‘

Suggested searches:  Business Cards Flyers Education Resumes and Cover Letters Holiday Letters

You oo
YN

2 2 2 3 2 52 L2 3

Cover letter (blue) Palished resume, desig... =™ Polished cover letter, de...

Tide

T

I

T

FEEL

B

Hinh 3.8. Thu vién file mau cé san

e Sau khi chon mau, xuét hién giao dién, chon Create

x
Polished resume, designed =
by MOO

Provided by: Microsoft Corporation

Created in partnership with digital print and design
company, MOO, this resume or CV is a modern
temnplate that will showcase professionalism - with
flair. Remember, this accessible template is
customnizable to your needs! You can change the
color scheme in the Design tab of the ribbon.

Download size: 174 KB

[]

L w
o e v [y Create

Hinh 3.9. Tao mdi van ban da chon tir Online Templates
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e Vin ban méi di duoc tao véi mau chiing ta vira chon, by gior ching ta

chi viéc hi¢u chinh lai ndi dung can thiét.

OBIECTIVE
|
Ta geé alncied, click
mlocebelder bwxi ans wigst
typing. Ea brial: ans or bwe
»anberiomn.

Diguble-click the kmble cels n
tha Iccéar 1o sdd your coofacs
ndz (o delets the colomoa

oo dem't wand).

SKILLS

Expluin wrhat you'me
sapecially good at. Whet assa
oo apact? Tas your owo

language—sol jecgem.

EMAIL TWITTER HANDLE

EXPERIENCE

JOE TITLE ~ COMPANY - DATES FROM - TO

Eummaorize your key eaponatsitiies, lesderahip, ens ok wiallas
accomplishmesta. Den't lisd evecyiking; keep it ralewass: asd
mmziode dain that shows the tpact e mede.

JOE TITLE ~ COMPANY - DATES FROM - TO
Think pbaout e 3ize of the wam voo led, the sember af projecis
oo balazcwd, or e number of nrocles you wroobe.

EDUCATION

DEGREE - DATE EARMED + SCHOOL
Yee sight wmnt fa include yous CFR and o sommary of relevwan:
coerswwack, awerds, and honara

DEGREE - DATE EARMED + SCHOOL
O the Homa tal of the riblon, check cut Etylas o apply the
Sxcmaling yorz need with joat o click

VOLUNTEER EXPERIENCE OR LEADERSHIP

Did yoo menage a beam fos your club, ead & project Jar yous
faworiie charity, or eds your achool nevwipapes? Go ahesd and
dezcrbe scperances Bad dlusirrie your leadesahip nbilstiea

L - in

TELEPHOMHE LINHEMN URL

Hinh 3.10. Mdu da chon tir thi vién Online Templates

3.2.2.3. Luru tap tin

Chon tab File — Save hodc Nhéap chudt chon biéu tugng Save Id trén thanh
Quick Access Toolbar (hoac Ctrl + S).
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- Hop thoai Save As xuat hién, chon dudng dan chira tap tin mudn luu, trong
6 File Name nhap vao tén chung ta mudn dit cho tap tin (file) can luu do,

chon Save dé luu. Nhin Cancel dé hay bo thao tac.

(W] Save As =
&« S < SUNS(D:) » WORD v 0 Search WORD »p
Organize * MNew folder = e
| Pictures A Mame Chon duong dan Type
B videos dé Tuu tap tin
e WINTO ()
- SUMS (D:)
=¥ Network Nhép ten tép tin
v < 30 da >
vao day
File name: | SUNNGUYEN.docx ~
Save as type:  Word Document (*.docx) ~
Authors: SUM Tags: Addatag
[ Save Thumbnail
A Hide Folders Tools = Cancel

Hinh 3.11. Hop thoai Save As

- Sau khi luu tap tin, néu mudn luu véi 1 tén khac thi chung ta chon tab File

— Save As, chon duong dan chia tap tin (file) va dit tén file moi.

- Luuy: DPé tranh mat dit liéu khi gap su cd (treo may, mét dién), chung ta
nén thuc hién nhiéu lan thao tac (Ctrl+S) trong khi soan thao tai liéu hodc

thiét 1ap chirc nang tu dong luu tip tin: Chon tab File — Options, xuat hién
hop thoai Word Options, chon Save, tick chon “Save AutoRecover
information every” thiét 1ap thoi gian tu dong luu vin ban (nén thiét 1ap

trong khoang tur 5-10 phat).

Word Options

EBrowse...

EBrowse..,

LS
General .
H Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: ‘Word Document [*.doc)
Language I Save AutoRecover information every |10 | minutes I
Keep the last autosaved version if | close without saving
Advanced .
Auto_ﬂecover file ChlUsers\SUNVAppDatatRoamingi\M
. . location:
Customize Ribbon
W Default file location: ChUsers\aUMNDocuments',

Cancel

Hinh 3.12. Luwu tw dong van ban
3.2.2.4. Pong tap tin

Chon tab File — Close (hoac Ctrl+W)
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Hinh 3.13. Dong file van ban
3.2.3. Binh dang van ban

3.2.3.1. Binh dang van ban (Text)

- Chon (t6 den) vin ban mudn dinh dang — chon tab Home — nhém Font

TimesMewRo~/12 -~ A A Aa~- £f» Biéutu’qng

] mé rong
z a

B I U -abex, x MA~-%-A4- chirc ning

Font Er/

Hinh 3.14. Nhém chirc nang Font

Times Mew Rom -

. - Chon kiéu chit
e ' 7. Chon kich thudc (c&) chit
o« AN, Tang va giam kich thugc chiv

e A37 (Change Case): Chuyén d6i hoa thudng (hodc Shift+F3)
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Tinh ning

Cong dung

Vi du

Sentence case

Chir hoa dau dong

nguyén van a

Nguyén van a

lowercase Chir thuong NGUYEN VAN A | nguyén vin a
UPPERCASE Chir hoa nguyén vin a NGUYEN VAN A
Capitalize Each Word | Chit hoa ky tu dau nguyén vin a Nguyén Vin A
tOGGLE cASE Chuyén hoa ra thuong va nguoc lai | Nguyén Vin A NnGUYEN vAN a

o« 7 (Clear Formatting): x6a dinh dang da thiét 1ap

e B (Bold): In dm (hodc Ctrl+B)

o I (Italic): In nghiéng (hodc Ctrl+I)

e U (Underline): Gach duéi (hodc Ctrl+U)

e e (Strikethrough): Nét gach don giita chir

e *: (Subscript): Chi s6 dudi (hoic Ctrl =)

e X' (Superscript): Chi so trén (hoac Ctrl Shift +)

. T (Text Effects): Hiéu Gng chir (s& trinh bay chi tiét trong Word

Art)

o« A- (Font Color): Mau chir

¥ (Text Highlight Color): Mau nén vin ban

- Céc chtic nang khac: Chon biéu tuong md rong trén nhom Font, xuét hién

hop thoai

Font ? *
Font Advanced
Font: Font style: Size:
Times New Roman Regular 12
Tekton Pro ~ 3 A
Tekton Pro Cond Italic 9
Tekton Pro Ext Bold 10
Tempus Sans ITC Bold Italic 11 v
i =
Font color: Underline style: Underline color:
Automatic ~ | |{none) w Automatic
Effects
[ strikethrough [ small caps
[] bouble strikethrough [ all caps
[ superseript [ Hidden
[ subscript
Preview
Nguyén Ding Thé Vinh
This is & TrueType font. This font will be used on both printer and screen,
Set As Default Text Effects... Cancel

Hinh 3.15. Hop thoai Font
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- Tab Font: Xac dinh dang chit, kiéu chir
e Font: Chon font chif can sir dung

e Font style: Kiéu chit (Regular: thudng, Italic: nghiéng, Bold: dam...)

Size: Kich thudce (cd) chir

Font color: Mau chix

Underline style: Cac kiéu gach chan cta chir

Underline color: Mau cta duong gach chan

Effects: Mot s6 hiéu tmg khac

Hiéu &ng Céng dung Vidu
Strikethrough nét gach don giira chir Hang
Double strikethrough nét gach doi gitra chir Hang
Superscript chi s6 trén X2
Subscript chi s6 dudi H,0
Small caps Chir hoa nho hang | HANG
All caps Chir hoa Ién hang | HANG
Hidden an noi dung

Preview: Xem trudc dinh dang

e Advanced: Dé x4c dinh khoang cach va vi tri ctia cac ky tu.

3.2.3.2. Pinh dang doan vin

3.2.3.2.1. Dinh dang dogan

Poan vin (Paragraph) bao gom mot hodc nhiéu dong, dén khi ngudi ding

nhan phim enter.

(Paragraph)

Chon doan van mubn dinh dang — chon tab Home — nhom Paragraph

- —_— 4 —

== A
==z EE T
Bicu tuong
== == | Y= | 8- -
= = = = = et mo rQng
chirc nang
Paragraph n’
Hinh 3.16. Nhém chirc nang Paragraph

(Align Text Left): Canh trai (hoac Ctrl+L)
(Center): Canh gitra (hoac Ctrl+E)

(Align Text Right): Canh phai (hodc Ctrl+R)




(Justify): Canh déu (hodc Ctrl+])

*:T - - . .
¥= (Line and Paragraph Spacing): Gian dong (khoang cach giira cac
dong)

- Cac chic ndng m¢ rong: chon bi€u tuong md rong trén nhom Paragraph,
xuat hién hop thoai

Paragraph 7 =

Line and Page Breaks

General

Alignment: Left e
Outline level: |Body Text R
Indentation
Left: Ocm = Spedial: By:
Right: 0cm = First line ~| |1cm -
[ Mirror indents
Spacing
Before: Opt = Line spacing: At
After: opt = Single e =

[J Don't add space between paragraphs of the same style

Prewview

Tabs... Set As Default Cancel

Hinh 3.17. Hop thoai Paragraph

- Tab Indents and Spacing:

General

Alignment: Canh 1& vin ban, Left (trai), Right (phai), Justified (déu),
Centered (gitra)

Outline level: Thiét 1ap d& muc cp do (trong phan myc lyc s& néu cu
thé)

Indentation: Khoang cach 1& van ban
Left: Khoang cach tir 1& trai
Right: Khoang céach tir 18 phai
Special:

v None: Khéng

v’ First line: Thut dau dong (chi dong dau tién) cach 1& trai mot
gia tri (gia tri duoc xac dinh trong By).
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v/ Hanging: Thut dau dong (trir dong dau tién) cach 1& trai mot
gia tri (gia tri dugc xac dinh trong By).

e Spacing: Khoang cach cac dong

= Before: Khoang cach trén mdi doan

= After: Khoang cach dudi mdi doan

= Line Spacing: Khoang cach giita cac dong (At: thiét 1ap khoang cach
gidn dong)

3.2.3.2.2. Dinh dang Bullets, Numbering
- Dinh dang Bullets

e Chon doan vin ban can tao Bullet. Chon tab Home — nhém Paragraph

—> chon biéu tuong =" Bullets — Chon kiéu Bullet muén thiét 1ap.

Bullet Library

o

Mone ® Q) | + * 4

> Vv

Document Bullets

*

e V. O wm o 4
O -

Define Mew Bullet...

Hinh 3.18. Bullet Library

-

e Néu mudn chon kiéu Bullet khac, chiing ta chon vao biéu tuong
Bullets — chon Define New Bullet, xuit hién hop thoai Define New

Bullet, chon Symbol... sau d6 chon ky tu hodc co thé chon Picture,
Font.
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Define Wew Bullet ? >

Bullet character

Symbal, .. Picture... Font...
Alignment:
Left w
Preview

Cancel

Hinh 3.19. Dinh nghia mot Bullet moi
Dinh dang Numbering

e Chon doan van ban can danh so

e Chon tab Home — nhom Paragraph — chon biéu tuong 0=

Numbering — Chon kiéu Numbering mudn thiét 1ap

-

Document Number Formats

21 a. i.
22 b. ii.
23 C. iii.

4.1.
42
4.3

Define New Mumber Format...

Hinh 3.20. Cac tuy chon chirc nang Numbering
e Néu mudn chon kiéu Number khac, chung ta chon vao biéu tuong

=1 .
=" Numbering — Chon Define New Number Format, xuat hién hop

thoai Define New Number Format, trong muc Number style, chon kiéu
can thiét 1ap (1,2, 3..., L IL II..., A, B, C...)
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Hinh 3.21. Hop thoai Define New Number Format

Define Mew Mumber Format 7 >

Mumber format
Mumber style:
1, 2, 3, ... ~ Font...

Mumber format:

1.

Alignment:
Left W

Preview

Cancel

3.2.3.2.3. Thiét Igp diém dirng (Tab)

- Dé dat duoc tab trén van ban, ching ta phai hién thi thanh thudc, dé hién thi
thanh thuéc trén van ban, chon tab View — nhdm Show — Nhan chon vao
Ruler.

- Piéu chinh loai tab can dit & vi tri dau thanh thuéc, Nhip chudt trai vao
thanh thudc ngang dé dit tab.

biéu chinh
cac loai tab

e

bat tab vao trén
thanh thudc

32 0t A 11273004 F- 51 -6 Y T 181091 401 411 -1 1 1301 140 15 Az |
=T T T T T T T T

Hinh 3.22. Thanh thudc ngang

- Mot sb loai tab

o [Ll Left Tab (tab trdi): Vi tri bit dau tir trai sang phai.
e |+ Center Tab (tab giira): Nam giira vi tri dat tab.

o [4l Right Tab (tab phai): Vi tri bat du tir phai sang trai.

. Decimal Tab (tab nhi phan): Dinh vi tri diu phéan cach phan thap

phan.
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cho text).

- Sau khi thiét 1ap cac tab trén thanh thudc xong, chon Nhap dup chudt vao
bat ky tab nao da thiét 1ap

Tab gitra (Center) Tab trai (Left) Tab phai (Right)
1 J_Z/ 3 4 I./ 7 8 9 i} 11 12 13 14 4 15 &
STT Ho tén Pia chi
1 Nguyén Vin A 123 Hung Vwong, P3, Q3
2 Nguyén Vin B 345 Lac Héng, P3, Q6

Hinh 3.23. Vi du minh hoa Tabs
- Xuét hién hop thoai Tabs.

Tahs ? oo

Tab stop position: Default tab stops:

lcm 1,27 cm =

1cm
2 cm Tab stops to be deared:

10.5cm

Alignment
() Left (®) Center () Right
() Decimal () Bar

Leader

(@ 1Mone (2., () 3 e
Ca___

Set Clear Clear All

Ok Cancel

Hinh 3.24. Hop thoai Tabs
e Tab stop position: Gia tri cac vi tri dit tab
e Default tab stops: Khoang cach dung mac dinh
e Alignment: Canh 18 tab
e Leader: Kiéu hién thi giira cac vi tri tab
e Nut Set dé thiét 1ap cai dat mot tab
e Nut Clear dé xoa tab duogc chon, Clear All x6a hét tab
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3.2.3.2.4. Pinh dang khung va nén (Borders and Shading)

- Chon nd1 dung can dinh dang

- Chon tab Design — nhoém Page Background — chon biéu tuong j Page
Borders, xuat hién hop thoai

e Borders: Thiét 1ap khung vién

Borders and Shading ? =
Borders | page Border  Shading
Setting: Style: Preview
~ Click on diagram below or use
Mone buttons to apply borders
| S N e
Shadow .
v i
E coor: T
3D
- Automatic L
width:
E_ CQStDITI 1 I:lt
= Apply to:
Paragraph ~
Options...
Horizontal Line. .. Cancel

Hinh 3.25. Hgp thoai Borders and Shading — Tab Borders
= Setting: Xéc dinh dang dudng vién
= Style: Chon kiéu dudng vién
= Color: Mau duong vién
=  Width: Do day cta vién
= Preview: Xem trudc thiét 1ap, dong thoi gan/gd béd cac canh cua
duodng vién

= Apply to: Ap dung trén Paragraph (doan), Text (vin ban)

82



e Shading: Thiét 1ap nén

Borders and Shading ? x
Borders Page Border  Shading
Fill Preview
Patterns
Style: D Clear ~ T
Color: Automatic
Apply to:
Paragraph -
Horizontal Line. .. 0K Cancel

Hinh 3.26. Hop thoai Borders and Shading — Tab Shading

» Fill: Chon mau nén

» Patterns: Chon kiéu nén duoc cai dit sin

= Preview: Xem trudc thiét 1ap

= Apply to: Ap dung trén Paragraph (doan), vin ban (text)
e Page Border: Dinh dang khung cho trang

Borders and Shading ? X

Borders  Page Border  Shading

Setting: Style: Preview
- A Click on diagram below ar
Hone use buttons to apply borders
S — _
|:| Shadow e
W
D LColor:
3-D
- Automatic ~
Width:
g Custom % pt
e Apply to:
Art: Whole document ~

[none)
Options...

Hinh 3.27. Hop thoai Borders and Shading — Tab Page Border



= Setting, Style va Preview co tac dung giéng dinh dang khung cho
doan
=  Apply to: Pham vi ap dung dong khung
3.2.3.3. Kiéu dang (Style)
Kiéu dang (style) 1a cac dinh dang duoc thiét 1ap sin font chit, kich thudc chir,
mau chir...
- Ap dung style cho van ban
e Chon ndi dung vin ban can 4p dung style
g 1 2
Nguyén Vin A

Hinh 3.28. Chon néi dung can dp dung style

e Chon tab Home — nhém Styles— chon style can str dung (chon kiéu

Title)

AaBbCcDe| AaBbCeDe AaBh(C¢ AaBbCcel AaB faBbCcC AaBbCcD: AaBbCcD:

TMormal | TMe Spac.. Headingl Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcDd AaBbCcDt AaBbCcD: AABBCCDC AABBCCDL AaBbCci AaBbCcDe

Intense E... Strong Cuote Intense O... Subtle Ref.. IntenseR.. BookTitle T List Para..

A4 Create a Style
B Clear Formatting
A4, Apply Styles...

Hinh 3.29. Danh sdch cdc kiéu dang cé sdn

e Két qua style Title dugc ap dung

R R R S E—

Nguyén Van A

Hinh 3.30. Kiéu dang Title dwoc dp dung
- Huy bo style da ap dung

e Chon vin ban di ap dung style can huy bo

R SR S SR S

Nguyén Van A

Hinh 3.31. Chon néi dung can hiy bé style
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e Chon tab Home — nhom Styles— chon Clear Formatting

AaBbCcDc  AaBbCcDc
TMormal T Mo Spac..

AgBbCcD: AaBbCcDt AonBbCcDi

Intense E... Strong
A4 Create a Style
Ao Clear Formatting

M Apply Styles...

AaBbC
Heading 1

Cuote

nasbcel | AQB | aasbeer acsbeene aasbeen:
Heading 2 Title Subtitle  Subtle Em..  Emphasis

AgBbCcD: AABBCCDC AABBCCDL AaBbCcld AaBbCcDe
Intense (... Subtle Ref... IntenseR.. BookTitle T List Para...

Hinh 3.32. Tuy chon Clear Formatting

e Két qua sau khi huy bo style d ap dung

g 1 2
Nguyén Vin A

Hinh 3.33 Van ban da hiy ap dung style

- Hiéu chinh style

e Right Nhip chudt vao style can hiéu chinh, chon Modify

daBsCel | AaBbC| AaBbced AaBhCa AzaBoce RAAB aAaBbcd

Emphasis

Heading 1

Update Heading 1 to Match Selection itle T Mo Spaci... |-

4 Modify...

Select All 2 Instance(s) — he T 7]

Rename..,

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 3.34. Chon style can hiéu chinh
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e Xuat hién hop thoai Modify Style, chung ta ¢ thé thay doi cac kiéu
dinh dang nhu: font chit, kich thudc chit, mau chit, canh trai, phai,
giira, déu, khoang cach cac dong. Chi tiét hon, chung ta chon Format
dé dinh dang Font, Paragraph, Tab, Border, Numbering...Sau khi hi¢u
chinh, chon OK dé thay ddi style.

Modify Style ? x
Properties

Mame: Heading 1

Style type: Linked (paragraph and character)

Style based on: T Mormal ~

Style for following paragraph: | T Mormal -
Formatting

Frankin GothicMed | |16 ||| B 7 U | NG -

_ — A= p= ==
= = = = 4= = IE

Nguvén Pang Thé Vinh

Language... Franklin Gothic Medium), 16 pt, Font color: Accent 1, Space
next, Keep lines together, Level 1, Style: Linked, Quick Style
Numbering...

Shortcut key... Automatically update

Tet Effects.. Mew documents based on this template

Hinh 3.35. Hgp thogai Modify Style

- Str dung cong cu sao chép dinh dang

e Chon vin ban can sao chép dinh dang

LA = - o
¢ Nguyen Van A ¢
%Wﬁﬂﬂﬂ/\mﬂﬂ;{;

Hinh 3.36. Van bdn can sao chép dinh dang

Chon tab Home — nhém Clipboard — chon (Nhap chudt) céng cu F (Format
Painter). Dé sao chép dinh dang cho nhiéu doan tach biét nhau, ching ta nhap dip
chudt vao biéu tugng # (Format Painter). Sau d6 chon vao doan vin ban can ap dung
sao chép dinh dang do.

s

L

% AR AR
Nguyén Vin B == ¢ Nguyén Van B ¢

£L

Hinh 3.37. Két qud sao chép dinh dang
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3.2.3.4. Chén (Insert) cac ddi twong vao vin ban
3.2.3.4.1. Bang (Table)
- Tao mo6i1 mot bang (table)

e Ciu tric bang gdm nhiéu cot (Column), nhiéu dong (Row). Phan giao
cua cdt voi dong goi 1a 6 (Cell).

e Chon tab Insert — nhom Tables— chon biéu twong 1 Table —
chon Insert Table, xuit hién hop thoai

Insert Table ? X

Table size

4k

Mumber of columns: g

4k

Mumber of rows: 2
AutoFit behavior

(®) Fixed column width: | Auto =

() AutoFit to contents

() AutoFit to window

[ ] Remember dimensions for new tables

QK Cancel

Hinh 3.38. Hgp thoai Table
= Table size

v' Number of columns: S6 cot can tao
v" Number of rows: S6 dong can tao
= AutoFit behavior

v' Fixed column width: C6 dinh chiéu rong cot cot theo gid tri chi
dinh

v' AutoFit to contents: Chiéu rong cot tuy thudc do dai van ban
v' AutoFit to window: Chiéu rong cot tu diéu chinh déu nhau
- Di chuyén va thao tac nhap liéu trong Table
e Di chuyén con tr6 1én, xuéng dong: Phim M hoic .

e Di chuyén con trd sang phai hay sang trai mot cot: Phim Tab hoic
Shift + Tab.

e Dé nhap phim Tab (tao nhirg duong dut nét) trong mot 6, sir dung
phim Ctrl + Tab.
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e Néu dang & 6 cudi ciing, phim Tab c6 tac dung thém méi mot dong. Vi
vay, co thé ching ta khong can xéac dinh trude sé dong chinh xac khi
tao Table.

e Thay do6i chiéu rong va chiéu cao cat.

= Nhén giit va di chuyén chudt trén nhitng dudng phan cach cot/ dong trong
bang dé thay ddi chiéu rong cot/ chiéu cao dong.

2

STT| Hotén | Diachi

1 | Nguyén Vian 1]
A [

2 | Nguyén Vian
B

Hinh 3.39. Minh hoa thay doéi d¢ rng cét

= Trén thanh Ruler ciing xuét hién cac biéu tuong thé hién cac dudng phan
cach cot/ dong. C6 thé di chuyén chudt trén cic biéu twong nay dé thay
d6i chiéu rong cot/ chiéu cao dong.
# = 2 3 E s €=
4
STT Hg tén Pia chi
1 | Nguyén Van
A —
2 | Nguyén Van
B

Hinh 3.40. Minh hoa thay déi do réng cot (sir dung Ruler)
Trinh bay va dinh dang trong bang (Tab Layout)
e Chon bang, cot, dong: Chon tab Layout — nhom Table, chon biéu
tugng s (Select Table), ¢ cac tiy chon sau
= Select cell: Chon 6
= Select column: Chon cot
= Select row: Chon dong

= Select Table: Chon toan bo bang

5

Select  View Properties
~  Grdlines

Table
Hinh 3.41. Nhém Table

- Chen thém dong, cot vao Table

88



e Pit con tro tai vi tri mudn chén dong, cot. Néu mudn chén nhiéu dong,
cOt, 6 phai chon trudc cac dong, cot can chén. Chon tab Layout —
nhom Rows & Columns

e Chon vao nhirng biéu tuong twong tmg dé chén cot va dong

Insert  Insert Insert Insert
Above Below Left Right

Rows & Columns s

Hinh 3.42. C&c tuy chon chén dong, cot
= Insert Above: Chen trén dong dang chon

* Insert Below: Chen duéi dong dang chon.
= Insert Left: Chén cdt bén trai
* Insert Right: Chén bén phai.
Xda cac 0, dong, cot
e Chon cac 6, dong, cot can x6a. Chon tab Layout — nhom Rows &

Columns — chon biéu tuong ﬂ (Delete Table)

E?‘ Delete Cells...
'}s:J Delete Columns
= Delete Rows
[?-; Delete Table

Hinh 3.43. C&c tuy chon chen dong, cot
= Delete Cells: X6a 6

= Delete Columns: Xoa cot
= Delete Rows: X0a dong
= Delete Table: X06a bang

Tron cell (6): Chon cac 6 can tron. Chon tab Layout — nhom Merge —

chon biéu tugng = (Merge Cells) (hoic nhap phai chudt vao cung chon,
chon Merge Cells)
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Merge Split
Cells Cells
Merge

Split
Table

Hinh 3.44. Tron cell (6)
- Tach Cell (8): Chon 6 can tach. Chon tab Layout — nhom Merge— chon

biéu tuong EE' (Split Cells) (hodc nhap phai chudt vao cung chon, chon

Merge Cells)

Spht Cells

Mumber of columns:

Mumber of rows:

0K

? oo
g =
i =

Merge cells before split

Cancel

Hinh 3.45. Hop thoai Split Cells
e Number of columns: Sé luong cot.

e Number of rows: S6 luong dong.

- Chia mot Table thanh hai Table roi nhau: Di chuyén con tré dén dong mubn
tach sang Table thtr 2. Chon tab Layout — nhom Merge— chon biéu tuong

Split Table.

- Thay d6i huéng chit trong bang: Chon cell (6) can thay ddi hudng chir —
chon tab Layout — nhom Alignment — chon Text Direction (cé 3 tuy chon

huong chir)
FIEE A=
= = =
Text Cell
= = = Direction Margins
Alignment

SUN

y

$

Hinh 3.46. Nhom Alignment va vi du
- Canh chinh dit liéu trong Cell (8): Chon cell (8) can canh chinh — chon tab

Layout — nhom Alignment — chon vao nhiing biéu tuong

ung

BaE =
SIEIE]
=| =l = tuong
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SUN

NI1S
SUN

Hinh 3.47. Canh déu cell (6)

Trinh bay va dinh dang trong bang (Tab Design)

e Thay ddi cac kiéu dinh dang bang sin cé. Di chuyén con tré chudt dén

hinh 4 miii tén & goéc trén bén trai cua bang, dé chon bang.

=
STT Ho tén Dia chi
1 | Nguyén Vin A
Nguyén Vin B

Hinh 3.48. Chon bdang

e Chon bang can thay ddi, chon tab Design — nhom Table Style

Options, chon kiéu bang can thay d6i trong danh sach

Header Row First Column

[ ] Total Row

[ ] Last Column

Banded Rows [ | Banded Columns

Table Style Options

Table 5tyles

Hinh 3.49. Table Styles

Tao nén va ké khung cho Table

_ Shading

-

e Chon cac cell (6) hoic table, di chuyén con tré chudt dén dau cell (),

xuat hién hinh mili tén mau den, dé chon cell (6) do.

£

STT

Ho tén

Pia chi

1

1Nguyén Van A

Nguyén Vian B

Hinh 3.50. Chon cell ()
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.
M

Shading

e Chon tab Design, nhdm Table Style Options, chon biéu twong ~
chon mau nén.

Borders

e Chon biéu tuong , chon duong vién can ké cho bang.

2 . 2 e 4 o R A tﬁ —
e Chon biéu tuong deé thay doi ki€u vién, 1apt

r’: Pen Color -

de chon dg rong vién va dé chon mau cho duong vién.

Border

e Chon kiéu vién c6 san trong Sv'e”

Border

bt *J

1% pt e e R

Border 7 Borders Border
F - .

Styles ~ ate F 2N Color -~ Painter

Borders M=

Hinh 3.51. Cac tiry chon chirc nang tab Design

Ngoai ra, chung ta cling c6 thé thay dbi khung vién, nén cho bang bang cach,

Borders and Shading (thao tic twong tw muc 2.2.3.2. d. Pinh dang khung va nén
(Borders and Shading))

- Dinh dang Font, Paragraph trong Cell (6) (thao tic tuong ty muc 3.2.3.1.
Dinh dang van ban (Text) va 3.2.3.2. Dinh dang doan (Paragraph).

3.2.3.4.2. Chen hinh dnh (Picture)

- Chen hinh tir tap tin hinh dnh trén may tinh: Dat con tro tai vi tri muén chén

hinh.
re

e Chon tab Insert — nhom lllustrations — chon biéu tugng Pictures
(From File), xuét hién hop thoai, chon duong dan chira hinh anh (D:\
WORD 2019\Images), chon hinh muén chén (images3.jpg), nhan nut
Insert.
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@ Insert Picture

™ « WORD 2019 > Images

Organize v New folder

| Documents 2
< Downloads

Jﬁ Music

| Pictures »
B videos images 1
‘aa WIN10 (C:)

- SUNS (D)

¥ Network

v

v O Search Images R

images 2

File name: ‘ images 3

images 3

v] All Pictures v

Tools ~ Insert Iv Cancel

images 4

Hinh 3.52. Chon duwong dén chira hinh anh, chén anh

Insert — nhom lllustrations — chon biéu tuong

Chén hinh anh truc tuyén: Pit con tré tai vi tri mudn chén hinh. Chon tab

E (Online Pictures),

xuat hién hop thoai, c6 3 tuy chon chén anh truc tuyén

Online Pictures

£ Search Bing

Airplane

Background

& OneDrive

ye)
Animals

0
Balloons

go!
Baseball

©

Powered by |» Bing

A
0
Autumn
fe
Beach
v

Hinh 3.53. Thur vién anh Online Pictures
- Chén anh tir thu vién anh (nhom theo chu dé) c¢é san trong online pictures:
Chon chu dé can s dung anh (chon Airplane), xuét hién hop thoai tiép theo,

chon anh can cheén, chon Insert.
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Online Pictures © 6
€& | O Search Bing ‘

Y

Powered by |» Bing

[ Creative Commons only

You are responsible for respecting others' rights, including Insert (1) Cancel

copyright. Learn more here

Hinh 3.54. Thu vién anh Online Pictures — Airplane
Chén anh tryc tuyén tir Bing.com: Trong hop tim kiém, nhap vao ndi dung
anh can tim (cAn tim hinh méo (nhdp ndi dung: cat)), xudt hién danh sach
cac anh dugc tim théy, chon anh can chén, chon Insert.

X
Online Pictures e @
€| P ocat X
Powered by |» Bing
Y (4 Creative Commons only
A
%ﬂ o v
= A
You are responsible for respecting others' rights, including ‘ Insert (1) ‘
copyright. Learn more here

Hinh 3.55. Hinh 3.55. wc tuyén tir Bing.com: Trong
Chén anh tryc tuyén tir OneDrive (phai dang nhap tai khoan Microsoft méi
st dung dugc tinh ndng nay): (i) Chon OneDrive, (ii) chon thu muc chtra
anh can sir dung (anh phai duoc upload 18én thu muc nay truée), (iii) chon
anh can chén, (iv) chon Insert.
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Online Pictures X

A

& OneDrive

0

£ Images 2 ®

ol
Airplane
o)

@ |
L copyright. Learn more here | You are responsible for respecting others' rights, including Insert (1)

&l

©)

Background

Cancel

copyright. Learn more here

Hinh 3.56. Chén dnh truc tuyén tir OneDrive
- Dinh dang hinh anh:

Chon hinh can dinh dang. Chon tab Format (Picture Tools) — nhdm Arrange —

chon biéu twong = (Wrap Text).

ElF‘u:usitin:un*

EWrap Text - EL‘;; Selection Pane "k~

o Align -
Arrange

Hinh 3.57. Nhom Arrange

Cé céc tuy chon:
e In line with text: Anh nam dau dong va trén vin ban
e Square: Van ban bao khung xung quanh anh
e Tight: Vin ban ubn quanh theo hinh dang cuia anh
e Through: Vin ban nim quanh anh
e Top and Bottom: Vin ban nam trén va dudi anh
e Behind text: Anh nim dudi vin ban
e In front of text: Anh ndm trén vin ban

e Edit Wrap Points: Thay d6i hinh dang, vi tri vin ban quanh anh
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n Line with Text

Through
Top and Bottom

Behind Text

T T

In Front of Text

T More Layout Options...
Set as Default Layout

Hinh 3.58. Cac tiry chon chirc nang Wrap Text

Sao chép hinh anh: Chon hinh anh can sao chép, nhép phai chuot, chon
Copy (Ctrl+C), chon vi tri chita anh sao chép, chon Paste (Ctrl+V). Hoac
chon va nhan giit chudt trai vao hinh can sao chép, dong thoi giit phim Ctrl,
di chuyén sang vi tri méi chtra anh sao chép, nha chudt trai trong khi vin
gitt Ctrl.

Q) —{)— o ®)

)

Hinh 3.59. Sao chép hinh anh (Nguon: Anh chup)

Di chuyén hinh anh trén van ban: Chon hinh anh can di chuyén, nhan giir
chudt trai, sau do di chuyén chudt dén vi tri can thiét. Hodc chon hinh anh
can di chuyén, Nhép phai chuot, chon Copy (Ctrl+X), chon vi tri chira anh,
chon Paste (Ctrl+V).

Thay d6i kich thudc anh: Chon anh can thay d6i kich thuéc, xung quanh anh
xuat hién 8 diém, chon vao 1 trong 8 diém d6 dé thay doi kich thudc anh.
Dé ti 16 anh khong bi bién dang sau khi thay ddi, chiing ta c6 thé chon vao 4
diém & 4 goc cua hinh anh
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Hinh 3.60. Thay doi kich thudc anh
- Xoa hinh anh: Dé x06a anh, chon anh can x6a, baAm phim Delete
- Tao céc hi€u tng cho hinh anh

e Chon anh

Hinh 3.61. Anh minh hoa

e Chon tab Format (Picture Tools) — chon nhom Adjust — Artistic
Effects, xuat hién hop thoai, chon kiéu chung ta can

2 Artistic Effects Options...

Hinh 3.62. Hgp thoai Artistic Effects
e Thay dbi kiéu anh:
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= Chon cic kiéu anh khac trong nhom Picture Styles, chon vao biéu
tuong mo rong

= = ol - 4

Picture Styles

Hinh 3.63. Tuy chon khac trong nhom Picture

» Xuét hién hop thoai, chon kiéu chung ta can
| ’ —‘ = —— FTL TR e
| = o e

HEEEME ==
>

[] Lo

P — 7-—‘

|
-
o W Wl

Hinh 3.64. Hop thoai Quick Styles
= Va duoc két qua

Hinh 3.65. Hinh anh sau khi ap dung Style
- Céit hinh anh:

e Chon anh — chon tab Format (Picture Tools) — chon nhém Size —

(Crop), ¢o cac tuy chon
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H Crop

[& Cropto Shape »
Aspect Ratio  »

s Fill

Jali Fit

Hinh 3.66. Tuy chon chirc nang Crop

e Cit anh tu do: Chon Crop

Hinh 3.67. Vi du minh hoa chitzc nang Crop
e (it anh theo Shape: Chon Crop to Shape — Chon dang Shape

O

5 =
Hinh 3.68. Vi du minh hoa chirc nang Crop to Shape
e Cit anh theo ti 18: Chon Aspect Ratio — chon ti 1¢ twong tng
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H| Crop
&' Cropto Shape »

Aspect Ratio » Sguare
= Fill 11
Jal Fit Portrait

[[g5]
Lid

L
$a

[[*E}
()

=
s

Landscape

[ S VY
W L pa

L1
Ja

—
I
(V]

1610

Hinh 3.69. Tuy chon chirc nang Aspect Ratio

Hinh 3.70. Vi du minh hoa chirc nang Aspect Ratio
e Chen Icons:
Dat con trd tai vi tri mudn Icon. Chon tab Insert — nhém Illustrations —

chon biéu tuong o] (Icons), xuat hién hop thoai, chon danh muc céac Icons
bén trai (i), chon icons can chén (ii), chon Insert (iii).
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Insert lcons

I People

Technology and electronics
Communication

Business

Analytics

Commerce

Education

Arts

Celebration

Faces

Signs and symbols

Arrows

Intarfaen

Két qua:

Hinh 3.71. Insert Icons

Hinh 3.72. Icons dwoc chén

e Cheén hinh anh mé hinh 3D (Tinh ndng nay chi c6 trén Microsoft
Office Professional Plus 2019):

Dit con tré tai vi tri mudn chén hinh. Chon tab Insert — nhom Illustrations

—> chon biéu tuong @ (3D Models), xuét hién hop thoai, c6 2 tuy chon

€A From aFile...
[‘:% From Online Sources...

Hinh 3.73. Tuy chon 3D Models
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e Chen anh 3D tir mdy tinh:

= Chon From a File — xuat hién hop thoai, chon duong dan chira file
can chén.

[ Insert 3D Model X
- v « WORD 2019 » 3D Models RV Search 3D Models P
Organize + Mew folder =~ [ e
D Music ~ MName Date modified Type
=] Pictures ! Tbook 12/09/2018 455 AM 3D Object
B videos I’} BOXMAN VIW 16/10/201810:29 ... 3D Objeci
o WINTOD () I Il CatMac I 30/08/2017 12:40 ... 3D Object
. SUNS (D2) | rE male 18/08/2018 T:43 AM 3D Object
'} Residential+house+BP 26/10/2018 3:09 PM 3D Object
|_j Metwork
LU 4 >
File name: | CatMac ~|  AN3D Models -
Toaols = | Cancel

Hinh 3.74. Hgp thogi chen file 3D tir may tinh
= Kétqua

O O O

O O O

Hinh 3.75. Hinh dwoc chon (Nguon: https://www.cgtrader.com)
e Chén anh 3D online

= Chon From Online Sources — xuét hién hop thoai, chon nhém hinh
3D cén chén.

Online 3D Models © ®
L |

Powered by (@ Remix 3D

A
Emoji

3 Electronics and 5
Avatars Celebrations Microsoft Products

Gadgets

Hinh 3.76. Online 3D Models
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?
?

¢

N

» Chon nhém 3D Animals, chon hinh can chén, chon Insert

< Animals

© ©

/O Search Remix 3D

h
y

copyright. Learn more here

You are responsible for respecting others' rights, including

-

Powered by (@ Remix 3D

X

£

Insert (1) Cancel

Hinh 3.77. Online 3D Models - Animals

= Kétqua

o
N
g\

O

O

Hinh 3.78. Anh duwoc chén

e Hiéu chinh anh 3D: Chon anh can hiéu chinh — tab Format (3D

Model Tools) — nhém 3D Model Views, chon kiéu can st dung.

.4
“

b1

¢

y 0
i @

Hinh 3.79. 3D Model Views

-
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e Xoay, lat dbi tuong: Chon anh, chon vao biéu tuong O gita anh,
gilt chudt trai va thuc hién di chuyén chudt dé dugc hinh anh nhu y
mudn.

Hinh 3.80. Xoay, ldr doi tuong
3.2.3.4.3. Chen chi# ngh¢ thudt (WordArt)

- Tao chit nghé thuét

e Chon tab Insert — nhoém Text — chon biéu tugng 4 (Insert WordArt)

A A A A A
A A A A
A A A A A

Hinh 3.81. Hép thoai tiy chon kiéu chit WordArt

e Chon kiéu chir chiing ta can sir dung, xuat hién textbox bén duéi

g :

-Your text here-

o O O

Hinh 3.82. Hop thoai tao néi dung chir
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e Nhap vao ndi dung chir

i
-MOLISA.

(o} '} '}

Hinh 3.83. Néi dung chit can sir dung
- Dinh dang vién, nén cho céc kiéu chit

e Chon chit can dinh dang, chon tab Format (Drawing Tools) — chon
nhom Shape Styles, chon vao niit m¢ rdng nhu hinh dudi

<% Shape Fill -

[ Abc ] [ Abc ] Abc ’Z [# Shape Outline -

L4 Shape Effects -
Shape 5tyles P

Hinh 3.84. Cac tuy chon cua nhém Shape Styles
e Xuat hién danh sach cidc mau c6 san, chon cac kiéu khung, nén c6 san

All=
Theme Styles -

—
. i _nhc o
- -
—_—

Presets

Abc Al AL i, aile i,

P 2’
e
L= /) -
3

QOther Theme Fills

Hinh 3.85. Cdc mdu khung, nén cho chir WordArt
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e Chon Other Theme Fills, ¢ chon thém céc hiéu g kiéu nén khac.

Hinh 3.86. Cdc hiéu iing nén
e Nhitng chirc ndng khéc trong nhém Shape Styles
= Shape Fill: Chon kiéu nén
= Shape Outline: Chon kiéu vién

= Shape Effects: Chon kiéu hiéu tmg chit khac

|: Preset r
[: Shadow 4
E Reflection 4
E Glow 4

Soft Edges '
|_| Bevel g

|hj 3-D Rotation *

Hinh 3.87. Hop thoai tuy chon chirc nang Shape Effects
- Doi kiéu chir:

e Chon chit can thay ddi
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e
-MOLISA.

o o 5
Hinh 3.88. Kiéu chir truéce khi thay doi

e Chon tab Format (Drawing Tools) — chon nhém WordArt Styles,

chon vao biéu trong ™ , ¢ mo rong danh sach chit.

-

A A A &

O a-

WordArt Styles P
Hinh 3.89. Cdc tuy chon cua nhom WordArt Styles

e Man hinh xuét hién danh sach cac mau c6 san, chon kiéu chir chung ta

muon ap dung.

A A A A A
A A A A
A A A A |~

Hinh 3.90. Hép thoai tlly chon kiéu chiz can thay doi
e Chung ta dugc két qua:

MOLISA WWIOLISA

"_T] o

i~
L

Hinh 3.91. Kiéu chir sau khi thay doi
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Pinh dang kiéu chit:

e Chon chit, chon tab Format — chon nhém WordArt Styles — chon

biéu tugng 4 (Text Effects)

A A A -4

Wordart Styles Ta

=

Hinh 3.92. C&c tuy chon cua nhém WordArt Styles/ Text Effects
e Xuét hién menu tuy chon cac churc ndng nhu sau

i\

_,lé“l'_'._ Shadow 3
[\ Reflection '
,_{EJ Glow 3
_,ré\ Bevel »
.I‘Jl\ 3-D Rotation *
dbl Transform "

Hinh 3.93. Menu tuy chon céc chicc nang chir nghé thugt

e Shadow: Tao bong chir

/L) Shadow 4 |
uter

Hinh 3.94. Hgp thogi chize nang Shadow
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e Reflection: Tao chit phan chiéu

@ Mo Reflection
Reflection "

Reflection Variations

g.é\’ Bevel y

/
;J% 3-D Rotation *

dht Transform ¥

MOLISA

Hinh 3.95. Hop thoai chirc nang Reflection

[l Reflection Options...

e Glow: hi¢u Umg chit phat sang
: é& Shadow 4

I
fay .
I Reflection

& No Glow
Glow »

f._
.f:.\ B 3

S evel

e Glow Variations

]

f
/A 3. Rotation *

dhr‘ Transform 4

i'.i More Glow Colors 3
[J Glow Options...

Hinh 3.96. Hop thoai chitc nang Glow

e Bevel: hi€éu trng vién va bé mat noi
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[\ Shadow ¥ |

m
J O '.
i~ Reflection

A o

-

A No Bevel
Bevel 4

I
/B\  3-D Rotation * [

dbL Iransform 4

L L
Loce
(] g

Tr

I_
—

= MOLISA

Hinh 3.97. Hop thoai chitc nang Bevel

e 3-D Rotation: hi¢u ung chir 3-D

i/ f-x Shadow ’

n
/~\ Reflection "

o I

A gow

3

dbc, Transform *

Mo Rotation
Parallel
I | N~ ”~~

10=
([ —

Perspective
l
o
— - '
Oblique

[ B MOLIS A

&ﬂi 3-D Rotation Options...

Hinh 3.98. Hop thoai chirc nang 3-D Rotation

e Transform: Tao kiéu chir uén cong
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Shadow 3
v Reflection 3 g
abcde
Glow »
Bewvel 3 abcde
3-D Rotation *
e
Transform 3
abcde
abcde
abcde
abcde
ab:: le

abs e

abede

="'|3CdE'

b g,

abCde

b
el ¥

)

ral’

abcde

abcde

abcde

abcde

abcde
At

abcdt.-

3.2.3.4.4. Chén Ky ter ddc biét

abcde

o
e

2oCeg,
At
Ve F

abcde

abcde

abeda

abode
abcde
abode

e

abede

‘MOL

Hinh 3.99. Hop thoai chirc nang Transform

Chon tab Insert — nhém Symbols — chon Symbol, chon k¥ ty mubn chén

£

M

p

3

+

o

Hinh 3.100. Symbols

¥ o ®

”l

B

QO 7 @

{2 More Symbols...

=

n

=

oL

e Néu muén chon kiéu ky tu khac, chon More Symbols. .., xut hién hop

thoai, trong muc Font: chon Symbol, Wingdings ...
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Symbol 7 x

Symbols  Spedal Characters

Font: |Symbol

Webdings s ~
Wide Latin —_
4|, |/
Wingdings 2 .
0 Wingdings 3
fu Gothic

=]
7
= |Yu Gothic Light *
II|@P|2|T|Y Q

Recently used symbols:

elf]¥|o|®m™ |2

AN

=|>
MIN| O
] 1L

beH\D\--—f
N | |-
— | 7N
-

I
[1] | oo |—~

[ A

> [+ [ <[oo|n|a]p

Symbol: 32 Character code: |32 from: | Symbol (decimal) |

AutoCorrect... Shortcut Key... | Shortcut key:

Ve

Hinh 3.101. Hop thoai Symbol

e Chon ky tu can chén rdi nhan nut Insert hodc Nhap dap chudt vao ky
tu can cheén.

3.2.3.4.5. Chén doi twong Shapes
- Chén Shapes

e Chon tab Insert — nhém lllustrations — chon biéu tuong LY
(Shapes), sau d6 chon ddi tuong can chén

Recently Used Shapes -
ExNOCOAL LI G
EIRTANE R

Lines
SNSNTLLT L /NG %

Rectangles
I Y L ] e [

Basic Shapes
EOAMNINAOOQOOO®
e@eooOr Ly e
H[@ISISINIGIVA S o (@i
(G0 ) e

Block Arrows
2COTOCPERPR IS
€ dvnAnsD DL
Hoa

Equation Shapes
=R =

Flowchart
O0<-sO0o0Ulg=0oay
CUA®B X ¢ AVAD
QsO

Stars and Banners
BRSAVDOBHHHE
ok TF Rk E [T 0300

Callouts
(A0 E8.0M0 0 AT AL g A8 A -

E’) Mew Drawing Canvas

Hinh 3.102. Cdc tity chon déi twong Shapes
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o Két qua ddi tuong dugc chen

Hinh 3.103. Shape dwoc chon
- Thay d6i cac dinh dang Shapes

e Chon d6i tugng can thay ddi, chon tab Format (Drawing Tools) —
nhém Shape Styles — chon biéu twong mé rong '
E Shape Outline -

M Shape Effects -

Shape Styles |

Hinh 3.104. Nhém Shape Styles

[

% Shape Fill -

L

e Xuét hién danh sach cac mau c6 sin, chon kiéu ching ta mu6n ap dung
(cdc kiéu nay da trinh bay cu thé trong muc 2.2.3.4.3. Chén chir nghé
thudt (WordArt)). Ta dugc két qua.

8 {1 )

mp !

8

P
L

Hinh 3.105. Ap dung Shape Styles
e Ching ta ciing c6 thé chon Shape Fill (thay doi nén), Shape Outline
(thay d6i vién) va chon Shape Effects (thay ddi cac kiéu khac cho
Shape).
- Pua ndi dung van ban vao Shape: Chon Shape, Right Nhip chudt (nhap
phai chuot), chon Add Text. Nhap ndi dung.
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THIS WAY

Hinh 3.106. Pua text vao shape
- Thay ddi shape: Chon d6i twong mudn thay ddi, chon tab Format (Drawing
Tools) — nhom Insert Shapes — chon vao biéu twong Edit Shape — chon
Change Shape — chon hinh mudn thay doi.

8 {1 &

THIS WAY ! ‘Tvils

<&
Hinh 3.107. Thay doi shape

- Bién 461 shape: Mo6i doi tugng shape cheén vao van ban déu c6 mot di€m
mau vang, di chuyén di€m nay s€ tao ra nhiing hinh v¢& khac.

oo\,
\>/”

Hinh 3.108. Bién doi shape
- Xoay va lat ddi tuong

e Chon va gilr chudt trai vao hinh tron mau xanh trén doi twong can xoay
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7o
\—/

Hinh 3.109. Chon ddi twong can xoay

e Di chuyén chudt theo huéng can xoay ddi twong, ta duoc két qua

=\
\—/

Hinh 3.110. Déi twong sau khi xoay

e Chung ta co thé chon vao 1 trong 8 biéu tugng xung quanh shape va lat
dbi tuong.
e Hoic c6 thé xoay va lat ddi tugng bang chirc ning Rotate: Chon ddi

tugng, chon tab Format (Drawing Tools) — chon biéu tugng “h

(Rotate), co6 cac tuy chon
“k FRotate Right 30"
A" Rotate Left 90°
= Flip Vertical
di.  Flip Honzontal
H More Rotation Options...
Hinh 3.111. Cdc tiry chon chirc nang Rotate
e Rotate Right 90°: Quay ddi tugng gbéc 900 bén phai
e Rotate Left 90% Quay d6i tugng goc 900 bén trai
e Flip Vertical: Lat d6i twong theo chiéu ngang

e Flip Horizontal: Lat dbi tuong theo chiéu doc
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e Tinh ning nay sir dung tot nhat trong truong hop mudn 1at mot ddi
tugng d6i ximg

J,.

Hinh 3.112. Flip Horizontal

- Thay d6i1 vi tri hién thi gitra cac o1 twgng va van ban

e Chon dbi twong, chon tab Format (Drawing Tools) — nhom Arrange
— chon biéu twong - (Bring Forward) va O (Send Backward)

1 Bring Forward  ~ ] Send Backward -
)1 Bring Forward O Send Backward

0, Bring to Front L Send to Back

L_'... Bring in Front of Text |:_|.|. Send Behind Text

Hinh 3.113. Cadc tuy chon chirc nang Bring Forward, Send Backward

e Bring Forward: Pua ddi tugng phia sau ra phia trudc

e Bring to Front: Pua Ién trén cac d6i twong khac

e Bring in Front of Text: Pua d6i twong nam trén vin ban
e Send Backward: Pua d6i twong phia trudc ra phia sau

e Send to Back: Pua ra sau cac d6i twong khac

e Send Behind Text: Pua d6i tuong nam phia sau van ban

Hinh 3.114. Tinh nang Send Backward
- Nhém nhiéu ddi twong thanh mot: Chon cac ddi twong (giit phim Shift khi
chon timg ddi twong), chon tab Format (Drawing Tools) — nhom Arrange
—> chon Group (hodc nhip phai chudt 1én cac dbi tuong duoc chon, chon
Group — Group).

- B0 nhém cac ddi twong di gom nhom: Chon dbi twong, chon tab Format
(Drawing Tools) — nhém Arrange — chon Ungroup (hodc nhdp chudt
chudt phai, chon Group — Ungroup)
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3.2.3.5. Hop viin ban (Text Box)

- Tao Text Box mdi

e Chon tab Insert — nhém Text — chon biéu tuong (Text Box) —
chon Draw Text Box

Built-in -
' e || .
Simple Text Box Austin Quote Austin Sidebar
|
Banded Cuote Banded Sidebar Facet Quote -
@ More Text Boxes from Office.com »

Draw Text Box

Hinh 3.115. Tuy chon Text BOX

e Di chuyén chudt dén vi tri can dit Text Box, gilt chuodt trai va vé Text
Box, sau d6 nhap ndi dung vao Text Box.

= ¢ NGUYEN VAN A

b

Hinh 3.116. Vé va nhdp ngi dung Text Box
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- Str dung Text Box tir thu vién c6 sin

e Chon tab Insert — nhém Text — chon biéu twong (Text Box) —
xudt hién thu vién cac Text Box, chon mau can dung (Austin Quote)

Built-in -
o .
Simple Text Box Austin Quote Austin Sidebar
|
Banded Quote Banded Sidebar Facet Quote -

@ Maore Text Boxes from Office.com
Draw Text Box

Hinh 3.117. Chon mau Text Box Austin Quote

e Sau khi chon mau can s dung trong thu vién, xuat hién Text Box nhu
mau da chon.

O O Q
[Grab your reader’s attention with a great quote
from the document or use this space to emphasize a
key point. To place this text box anywhere on the
page, just drag it.]

o O o

Hinh 3.118. Mdu Text Box trong thu vién
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e Nhap vao ndi dung Text Box

NGUYEN VAN A

Hinh 3.119. Néi dung Text Box

- Dinh dang Text Box: Chon text box can dinh dang — chon tab Format—
nhém Shape Styles

e Tao nén Text Box: Chon [EI (Shape Fill), xuit hién cac tuy chon

Theme Colors

Standard Colors

o N EEEER
Mo Fill

vy More Fill Colors...

Picture...

[l Gradient b

Texture b

Hinh 3.120. Shape Fill

e Chon mau nén: Chon mau nén trong Theme Color/ Standard Colors/
More Outline Colors

MOLISA | = | MOLISA

e Khodng chon mau nén: Chon No Fill

MOLISA | = | MOLISA

e Chon nén 13 hinh anh: Chon Picture, chon anh can chén

MOLISA
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e Nén la hi¢u tng t6 mau chuyén sac: Chon Gradient, chon kiéu

MOLISA | = | MOLISA

e Nén la Texture: Chon Texture, chon kiéu

MOLISA | = | MOLISA -

Tao vién Text Box: Chon E (Shape Outline), xuét hién céac tuy chon

Theme Colors

Standard Colors

HE EEEEN
Mo Outline

vy More Outline Colors...
— Weight 3

sz [ashes »

Hinh 3.121. Shape Outline

e Chon mau vién: Chon mau vién trong Theme Color/ Standard Colors/
More Outline Colors

MOLISA | = | MOLISA

e Khong chon vién: Chon No Outline

MOLISA | = MOLISA

e Thay d6i do rong vién: Chon Weight

MOLISA | = | MOLISA
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e Thay ddi kiéu vién: Chon Dashes

Luu Text Box

MOLISA | = MOLISA |

e Thuc hién tao Text Box, chon Text Box vira tao — chon tab Insert—

nhom Text — chon biéu tuong AS] (Text Box)

o
% MOLISA E
Hinh 3.122. Text Box cdn hu
e Chon Save Selection to Text Box Gallery

: Draw Text Box
lf_'H Save Selection to Text Box Gallery

Hinh 3.723. Luu Text Box

Xuét hién hop thoai “Create New Building Block”, dat tén vao muc Name

(MOLISA), chon OK.

Create New Building Block

Mame: MOLISA
Gallery: Text Boxes

Category: General

SUMN NGUYEM
Description:
Save im: Building Elocks
Options: Insert content only

Ok

b

Cancel

Hinh 3.124. Hop thoai Create New Building Block
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Két qua trong thu vién di c6 Text Box chung ta vira tao

General

MOLISA -

MMore Text Boxes from Office.com k

Drraw Text Box

Hinh 3.125. Text Box vira tao dd hién thi trong thw vién
3.2.3.6. Tham chiéu (Reference)

Trong qua trinh xir Iy van ban, chung ta c6 thé tao chii thich cho mt tir ngit. Noi
dung dién giai cta cha thich c¢6 thé trinh bay & cudi trang (Footnote) hodc & cudi van
ban (Endnote).

- Tao Footnote [2]

e Chlng t6i mudn tao chu thich cho tir “Footnote”, dit con tré sau tir
“Footnote”

Footnote|1a gi?

Hinh 3.126. Ddt con tré sau tir can chén Footnote

e Chon tab References — nhom Footnote — chon Insert Footnote

ABi .__[';'] Insert Endnote

hg Mext Footnote -
Insert
Footnote El Show Motes

Footnotes ¥

Hinh 3.127. Insert Footnote

e Baiy gio cudi trang chén Footnote xuat hién nhu hinh (Hinh 3.108),
ching t6i chi viéc nhap vao ndi dung can chi thich

1 ! Nhip néi dung cén chi thich

Hinh 3.128. Nhdp ndi dung can chii thich

122



e Sau khi nhap xong ndi dung chi thich, phia sau tir “Footnote” xuét
hién sb tht tu cta cha thich vira tao.

Footnote! la gi?

Hinh 3.129. Dd chen Footnote
- Xoa Footnote [2]

e Chung tdi chi viéc chon vao vi tri d3 chén Footnote, va x6a sd th tir
Footnote (s6 1), ndi dung chu thich s& bién mat

Footnote! 14 gi? ., | Footnote|la gi?

Hinh 3.130. X6a Footnote
- Tao Endnote [2]

e Ching t6i mudn tao chu thich cho tir “Endnote”, dit con tro sau tir
“Footnote”

Endnotg]

Hinh 3.131. Bdt con tré sau tir can chén Endnote

e Chon tab References — nhom Footnote — chon Insert Endnote

.,.['i'] Insert Endnote

ﬁg Mext Footnote -
Insert
Footnate = Show Notes

Footnotes -

Hinh 3.132. Insert Endnote

e (Céc thao tac con lai twong tu nhu cach tao Footnote, chi khéac 1a chu
thich duoc chén vao cudi van ban (n€u van ban c¢é 7 trang, thi Endnote
s€ nam & cuoi van ban cua trang 7).

- Mot sb thudc tinh ctia Footnote and Endnote [2]

e Chon tab References — nhom Footnote — chon biéu tuong (hinh miii
tén) mo rong cong cu Footnote

e Location (vi tri dat)

Footnotes: cudi trang

Endnotes: cudi vin ban (c6 15 trang, vi tri dit ¢ cubi van ban trang 15)
e [Footnote layout

Columns: chon céch hién thi cht thich dang cot
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e Format:
Number format: chon kiéu sé ghi chu
Custom mark: Ty dinh nghia ky tu, hoac chon ky tu dac biét
Start at: bt dau d4nh sé tir

Numbering: (Continuous: danh sé tir ddu dén cudi trang, Restart each
section: danh s timg section riéng biét)

Footnote and Endnote ? =
Location
@ Footnotes:: | Bottom of page
l:::l Endnotes: End of document e
Convert...

Footnote layout

Colummns: 2 column e
Format

Number format: 1, 2. 3, .. e

Custom mark: I:I Symbaol...

Start at: 1 =

Numbering: Continuous H

Apply changes
Apply changes to: | Whole document e

Insert Cancel Apply

Hinh 3.133. Hop thoai Footnote and Endnote
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3.2.3.7. Hoan tét viin ban

3.2.3.7.1. Cin Ié toan bé vin bdn

Sau khi hoan tat viéc nhap li€u, ching ta thyc hién canh 1& cho toan vin ban

Align Left (Ctrl + L) (Canh trai) Center (Ctrl + E) (Canh gita)

CAC BIEN PHAP KHAC PHUC HAN cL]i CA NHAN
an ché 1: Qua ty tin

¢ Trude hét: t6i s& hoi nhimg ngudi cd cd tinh manh m&. T6i s& hoi mét vai cdu lién“
quan dén nhiing linh vue ma t6i dang c6 ging cai thién Vi du: “Gan day. toi co to
ra budng binh khéng?” hodc: “Gan day. t61 da quan tim dén moi ngudi du chura?”
va toi sé nho ngudi cham diém cho minh méi tudn theo thang diém ti 1 dén 10.
Néu téi nhin duoc diém s6 thap hon mudi, toi s& don thuan tra 1&d: “Xin cam on!
Ban co goi ¥ gi gitp toi cai thién ban than khong?™.

e T6i s& théi khong to ra ngoan cb nita. Vi du, khi t6i khéng déng tinh véi nguri
khéc, toi sé tap trung ling nghe va cd ging tim hidu cam gidc va quan diém cia ho.
thay vi lip tiic bac bo nhilmg quan diém Ay. VA néu cé ai hoi vé quan diém cia toi,
to1 s& hoi lai ho vai cdu chir khong tw dwa ra cau tra 1o1. Cach lam nay s& giap t6i
khong cé vé qua ap dat va gitp ngwdi khac tw tim 1dy cdu tra 1oi.

e T6i s& chu dong hon trong viée tim hiéu quan diém cia nhiing ngudi co tu duy

khéac minh. Vi du, moi khi thye hién ¥ twéng mdi, t6i sé tham khao ¥ kién tir nhiimg

ngudi co thé dua ra cac cau hoi gai gbe.
o (Source: The Flip Side (Flip Flippen))

Hinh 3.134. Canh /é vin ban

Align Right (Ctrl + R) (Canh phai) Justify (Ctrl + J) (Canh déu)

3.2.3.7.2. Thém, bo ngat trang (Page break)

Chtrc ning Page break dung dé ngit ndi dung sang mot trang méi ma khong can
sit dung phim enter nhiéu lan.

- Thém ngit trang

e Dit con tré chudt tai vi tri can ngét trang
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Néu t6i nhin duwoc diém so thip hon mudi, t61 sé don thudn tra 1oi: “Xin cam on!
Ban co goi ¥ gi gitp toi cai thién ban than khéng?”.

[Ce>iToi s& thoi khong t6 ra ngoan cb nira. Vi du, khi t6i khong dong tinh véi nguoi
khéc, toi s& tip trung ling nghe va cd gang tim hiéu cam gidc va quan diém cua ho,
thay vi lap titc bac bo nhing quan diém dy. Va néu co ai hoi vé quan diém cua t6i.

toi s& hoi lai ho vai cdu chir khong tw dwa ra cdu tra 161, Cach 1am nay s& giap toi

khéng cé vé qud dp dat va gitip ngudr khéc ty tim 1dy cau tra 1od.

Hinh 3.135. Dat con tré tai vi tri can ngcft trang
7 <R DJ

e Chon tab Insert - nhom Pages — chon bi¢u tuong I (Page Break),
bay gio van ban d3 duoc ngit sang trang moi.

e Ngoai ra, chung ta ¢ thé sir dung t6 hop phim Ctrl + Enter hodc chon
tab Layout — nhém Page Setup — chon Breaks — chon Page.

- BO ngit trang

e Dé thyc hién duge viée nay, ching ta phai cho hién thi dau ngét trang

lén va xo6a. Pé hién thi du ngit trang, chon tab Home — nhdm

Paragraph — chon biéu tuong v (Show/ Hide), xuét hién diu ngat
trang Page Break ngay tai vi tri chting ta di chon dé ngit trang.

Néu-téi-nhin-deoc-diém-so-thip-hon mudi, 16i-sé-don thuan tra 161:“Xin-cam-on!-
Ban-co-goi ¥-gi-giip t6i-cai thién ban than khong 7" {

Hinh 3.136. Hién thi ddu ngdt trang

e Dé x6a bo, chon vao dau ngét trang d6 va bAm phim Delete.

Néu-téi-nhan-deoc-diém-so-thip-hon mwdi, t6i-sé-don thudn tra 161 Xin-cam-on!-
Ban-cd-goi v-gi-gitipt6i-caithiénban thin khéng?”

Hinh 3.137. Ddu ngdt trang dwoc chon
3.2.3.7.3. Tao tiéu dé trang (Header & Footer)

- Tao tiéu dé dau trang

e Chon tab Insert — nhom Header & Footer — chon biéu tugng j
(Header), chon mau trong danh sach c¢6 sin, hodc chon Edit Header.
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Built-in
Blank

[Type heen]

Blank (Three Columns)

[Type ham| | Tygm barm

@ More Headers from Office.com

[Type heen]

'] Edit Header

E;'.; Eemowve Header

Hinh 3.138. Tao mdi Header

e Nhip vao ndi dung Header can tao, c¢6 thé tao thém vién dé dé phan

biét gitta ndi dung van ban va Header.

3'I'2'I'l'|'E'I'l'l'l'l'3'I'4'I'5'I'5'I'?'I'&-_'Ll'g'l'la'l'11'I'12'I'13'I'14'I'15'I'Q'J']J'I'
Microsoft Word 2019
[Heaer ]

Hinh 3.139. Néi dung header

Tao tiéu dé cudi trang

e Chon tab Insert — nhém Header & Footer — chon biéu tuong
(Footer), chon mau trong danh sach c6 sin, hodc chon Edit Footer.

Built-in
Blank

[Type heee]

Blank (Three Columns)

[Type bham] [ Tz bhanrm ]

iTypehreen|

@ More Footers from Office.com

F

I [ Edit Footer

|_:5'.;; Remove Footer

Hinh 3.140. Tao moi Footer

E
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Footer -Section 1-

e Nhap vao ndi dung Footer can tao, c6 thé tao thém vién dé dé phan biét
gitra n01 dung van ban va Footer.

Nguyén Van A

Hinh 3.141. Nogi dung Footer

Thém so6 trang vao Footer (chén vao vi tri dit con tro)

e Dit con tro tai vi tri Footer can chén sb trang, chon tab Design (Header

& Footer Tools) — nhém Header & Footer — chon biéu tuong ﬂ

(Page Number), xuat hién céc tiy chon

Hinh 3.142. Tuy chon Page Number

B

&

=
Ei

Eh Format Page Mumbers..,

[

Top of Page
Eottorn of Page
Page Margins

Current Position

Bemove Page Murnbers

]

]

]

]

e Top of Page: Chén phia trén cua trang (Header)

e Bottom of Page: Chen phia dudi cua trang (Footer)
e Page Margins: Chén vao 1é trai cia trang

e Current Position: Chén vao con tro hién tai

e Chon Current Position, xuat hién danh sach cac tuy chon, chon Plain

Number

Simple

Plain Number

Page X
Accent Bar 1

1| Pape

Accent Bar 2

ape |1

3
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Hinh 3.143. Tuy chon Current Position

e Két qua, s trang duoc chén vao goc bén phai Footer.

Nguyén Van A Trang

Hinh 3.144. Chén sé trang

- Thay d6i nodi dung Header & Footer

Chon tab Insert — nhom Header & Footer — chon biéu tuong j

Header hoac Q Footer, chon Edit Header hoac Edit Footer, chon vao
ndi dung can hiéu chinh, nhap nodi dung can chinh sira.

- Xo0a Header & Footer

Chon tab Insert — nhém Header & Footer — chon biéu tuong j

Header hoac Q Footer, chon Remove Header hoac Remove Footer.

- Tao Header & Footer khac nhau

Chuing ta mudn tao Header & Footer trang 2 khac trang 1. Tién hanh
nhu sau.

Dit con tro tai cubi trang 1.

Chon tab Layout — nhém Page Setup. Chon Breaks va chon Next
Page
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Page Breaks
Page |

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

-

Ll A

Column

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

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

Section Breaks
Mext Page
b Insert a section break and start the new
—_— section on the next page.
Continuous
] Insert a section break and start the new

section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page.

2

I

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

2]

li

Hinh 3.145. Page Breaks

e Bay gid con tré di nam sang trang 2 (trang can tao Header khac trang
1)

e Chon tab Insert — nhom Header & Footer — chon Header hay Footer
— chon Edit Header hoac Edit Footer.

e Trén tab Header & Footer, nhom Navigation, nhan “Link to Previous”
dé bo lién két dén trang 1.

Header & Footer Tools

Mailings Review View Help Design Q Tell me what you want te do
514 Previous [] Different First Page o+ Header from Top: | 1.27 cm
[Eip Mext [] Different Odd & Even Pages "+ Footer from Bottom: |1.27cm &
Eoontzr Show Document Text Insert Alignment Tab
Mavigation Options Pasition
g 1 2 3 4 5 [ 7 8 9 10 11 12 13 14 15 & 1
Nguyén Vin B

Hinh 3.146. Bo chon Link to Previous
e Sau do nhap ndi dung Header khac.

130



Mailings

Header & Footer Tools

Review View Help Design Q Tell me what you want to do
[Z14 Previous [] Different First Page o+ Header from Top: |1.27 cm z

5 [Eip Mext ["] Different Odd & Even Pages "'+ Footer from Bottom: |1.27 cm .

oto :
Footer ',;"-' Link to Previous Show Docurnent Text Insert Alignment Tab

Mavigation Cptions Position
2 3 4 5 [} 7 8 9 10 11 12 13 14 15 s 1
Nguyén Vin C

Hinh 3.147. Thay déi Header khdc

- Pé tao Footer khac nhau, thao tac tuong tu nhu Header

Thay d6i dinh dang s trang: Chon Header hoic Footer chira sd trang
can thay d6i. Chon tab Design (Header & Footer Tools) — nhém
Header & Footer — Page Number — Format Page Numbers, xuat hién
hop thoai

Page Mumber Farmat ? >

Mumber format:

1,2, 3 ..

[ indude chap -:é' - _

Use separator: S (i lal=0 )]

Examples: 1-1, 1-A

Page numbering
@ Continue from previous section

s

() Start at: =

Conc

Hinh 3.148. Hop thoai Page Number Format
Number format: Chon dang s6 hodc ky tu can thay do6i
Include chapter number: Sb trang duoc kém véi sé chuong

Continue from previous section: S6 trang dugc tiép ndi v6i section
trude do

Start at: Khai bao sb trang bét dau tir gi4 tri dugc chi dinh.

3.2.4. In van ban

- Thiét 1ap kho gidy

Chon tab Layout — nhém Page Setup, chon biéu tugng mé rong
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@ I-_ﬁ IE 'ﬁ Breaks -

; ) ) i [ Line Mumbers -
Margins Orientation  Size Columns
= > > - bt Hyphenation -
Page Setup ﬂ

Hinh 3.149. Chon biéu twong mé rong Page Setup

e Xuit hién hop thoai, chon tab Paper, trong muc Paper size chon khd
gidy A5, A4, A3... ty thudc vao mdy in, chiing ta s& thiét 1ap kho gidy
cho phu hop, théng thudng cac mdy in van phong st dung kho gidy
A4

Page Setup ? x

Margins | | i Layout

Paper size:

<

A4

Width: |21cm

4F 4K

Height: |29.7 cm

Paper source

First page: Other pages:

Main Paper Tray Main Paper Tray

Preview

Apply to: | This section ~ Print Opfions. ..

Set As Default Cancel

Hinh 3.150. Tab Paper

e Thiét 1ap 1& gidy va huéng gidy: Chon tab Margins
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Page Setup 7 X
Paper Layout
Margins
Top: 2cm = Bottom: 2am =
Left: Jom = Right: 2am =
Gutter: 0cm = Gutter position: Left -
Orientation
Partrait Landscape
Pages
Multiple pages: Mormal W
Preview
Apply to: | This section b
Set Az Default Cancel

Hinh 3.151. Tab Margins
e Margins
Top: L& trén
Bottom: Lé& dudi
Left: Lé trai
Right: Lé phai
Gutter: Bé rong phan gay tai liéu
Gutter Position: Vi tri dat gay tai li¢u
e Orientation: Xac dinh huéng gidy
Portrait: Doc
Landscape: Ngang

- In 4n tai liéu: Chon tab File — Print (Ctr] + P), xuat hién hop thoai
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Print

-

Print

LR

Copies: |1

Printer i

t_}"'l' HF Lazerlet Profeszional P1... .
é Ready

Printer Properties
Settings
% Print All Pages
4 Print the entire document

Pages: i

Print One Sided .
Only print on one side of th..

Collated .

123 123 123

- Partrait Orientation -

0 :
210 mm x 296.98 mm

| Custem Margins -

1 Page Per Sheet -

Page Setup

vt Sy Vmn g ToEE S e M T3 EE

i e e G

= i e e e e b s e e

B LT o 1l

T g ko el g (A a0l o
Shic nEathre v
Ronwk L v
il Mgy e i o g g i Y ot gt sk il
o et Oyt D * D S0 L
s e 1 Erurdmg [ = Trindmg Bl s SUK
e e S S S
AR
=
=
Trdn Whinh Cinh

—lme Gd s b wemez T

I L bbb T et

Tean & Olama M see b wees

Gk e

TraaemR T Traezat

4 35 of56 Pk

2% (=OL———

Hinh 3.152. Cdc tuy chon chirc nang Print

e Copies: chon s6 ban can in

e Printer: chon tén may in (néu co tir 2 may in trd 1én)

e Settings:

Print All Pages: In toan bg van ban

Print Selection: In van ban duoc chon

Print Current Page: In trang hi¢n dang chon

Print Custom Range: In mdt vung trong van ban

Only Print Odd Pages: In trang 1¢

Only Print Even Pages: In trang chan

Page: Nhap s6 trang can in

134



Collated: In sip xép theo bo (chi ap dung néu in tir 2 ban trd 1én)
Uncollated: In khong sap xép theo bo (chi ap dung néu in tir 2 ban trd 1én)

Portrait Orientation: Chon huéng gidy (Portrait Orientation (doc), Landscape
Orientation (ngang)

Chon trang gidy in: A3, A4, A5...
Chon 1& trang in: Chon céc kiéu 1& dugc thiét lap san

In nhiéu trang trén 1 trang gidy: 1 Page Per Sheet (in 1 trang), 2 Pages Per
Sheet (in 2 trang vao 1 trang), 4 Pages Per Sheet (in 4 trang vao 1 trang), 6
Pages Per Sheet (in 6 trang vao 1 trang), 8 Pages Per Sheet (in 8 trang vao 1
trang), 16 Pages Per Sheet (in 16 trang vao 1 trang).

Lg'b (Print): thuc hién in
3.2.5. Phan phéi vin ban

Luu vin ban véi cac kiéu khac nhau, khi chung ta luu file, trong hop thoai Save
as, muc Save as type, chon vao cac kiéu dinh dang mudn luu.

(W] Save As *
— S » ThisPC » SUNS(D:) » WORD » v @ Search WORD pel
Organize = Mew folder SEEE 0

I This PC ~ MName Date medified Type
I Desktop Images 16/09/2018 2:33 PM  File folder
Ij Documents 0= BT 13, 01811:28 ... Microsoft Word D...
4= BT2 13 018 11:27 Microsoft Word D...
; Downloads -
. 0= ss 2/09/2018 11:22 Microsoft Word D...
J‘& Music . : )
SUNMGUYEMN 12/09/2018 1648 ...  Microsoft Word D...
=/ Pictures
B videos
= WINTD (C)
- SUNS (D) v o< >
File name: | SUNNGUYEN V|
Save as type: | Word Document ~
Authors: Word Document
AUENETE word Macro-Enabled Document
Word 97-2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template
# Hide Folders PDF
XPS Document
Single File Web Page I
Web Page
Web Page, Filtered
Rich Text Format
Plain Text
Word XML Document
Word 2003 XML Document
OpenDocument Text

Hinh 3.153. Tuy chon lwu cdc kiéu dinh dang file khdc nhau,
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Word Document: Dinh dang file docx (céc phién ban tir 2007 trd vé sau)
Word 97-2003 Document: Luu dinh dang ho trg Word 2003 doc dugc
Rich Text Format: Dinh dang file rtf

- PDF: DPinh dang file pdf
- Plain Text: Pinh dang txt

- Diat mat khéu cho file:

e Trong hop thoai Save as, chon Tools

(W] Save &s >
« R « SUNS (D) » WORD v | @ Search WORD el
Organize = Mew folder Dow 0

| Pictures ~ Mame Date modified Type ™
B videos Images 16/09/2018 233 PM  File fol
e WINTD(C) =/ BT1 Micros
£ Py, a7 R
— SUNS (D) = BT2 13/09/201811:27 .. Micros
s 2/09/201811:22 ... Micros

¥ Network SUMNGUYEN 12/09/2018 10:48 ... Micros
LN 4 >

YT M ISUNNGUYEN >

Save as type: | Word Document w

Authors: SUM NGUYEN Tags: Add atag
[] Save Thumbnail
 Hide Folders |T0015 'l | Save Cancel

Hinh 3.154. Tuy chon Tools

e Chon General Options

Map Network Drive...
Save Options...

General Options...

Web Options...

Compress Pictures...

Hinh 3.155. Bdt mdt khdu cho file

136



e Xuat hién hop thoai General Options, trong muc Password to open (dit
méat khau mo file), muc Password to modify (dat mat khau hiéu chinh
file).

General Options ? X

General Options

File encryption options for this document

I Password to open: SESEBEREEERRERS I

File sharing options for this document
I Password to modify: |sessss I

[] read-only recommended
Protect Document...

Macro security

Adjust the security level for opening files that might Maicro Security. ..
contain macro viruses and specify the names of =
trusted macro developers,

Caree

Hinh 3.156. Hop thoai General Options
- Dinh kém tap tin vao email

e Chon tab File — Share — Email — chon Send as Attachment

File Insert Design Layout References Mailings Review View Hel

©

SUNMGUYEN

Share

SUNNGUYEN Email

D: » WORD 2019

Share b=
£
.. i Send as
aad Share with People Attachment
Use Email

E@ Present Online

Hinh 3.157. Pinh kem file vao email

e Xuét hién giao dién ddng nhap tai khoan trén Microsoft Outlook, chon
Next
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e Truy cap va sur dung tai khoan da c6 san, chon Yes

Microsoft Qutloek Account Setup *

Add an Email Account

Use Outlook to connect to email accounts, such as your organization's Microsoft Exchange Server or an Exchange
Online account as part of Microsoft Office 365. Outlook also works with POP, IMAP, and Exchange ActiveSync
accounts,

Do you want to set up Cutlook to connect to an email account?

< Back Cancel

Hinh 3.158. Thém tai khoan email
e Giao di¢n khai bdo cac thong tin cua tai khoan email, chon Next
Your Name: Nhap tén
Email Address: Nhap tai khoan email

Password va Retype Password: Nhap vao mat khau

Add Account X

Auto Account Setup
Qutlook can automatically configure many email accounts,

®@;
Your Mame: Mr Nguyén Bing Thé Vinh
Example: Ellen Adams
Email Address: nguyendangthevinh@outlook.com
Example: ellen@contoso.com
Password: -

Retype Password: |*resssases

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Cancel

Hinh 3.159. Add Account

e Kiém tra va xac thuc thong tin tai khoan, nhép lai mat khau, chon OK.
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Searching for your mail server settings...

i

Configuring

. . Windows Security >
Outlook is completing the setup fo

Establishing netwaork .
v Establishing network €@ 5; e 0ft Outlook

=» Searching fornguyenda  Connecting to nguyendangthevinh@outlaok.com
Logging on to the mail

| ngu)rendangthe\rinh@outlook.com|

[cesesscnses |

Remember my credentials

Cancel

< Back Mext = Cancel

Hinh 3.160. Xdc thuc tai khoan

e Xac thuc thanh cong, chon Finish

Add Account X

Searching for your mail server settings...

Configuring

Outlook is completing the setup for your account. This might take several minutes.
+" Establishing network connection
+»" Searching for nguyendangthevinh@outlook.com settings

+" Logging on to the mail server

Congratulations! Your email account was successfully configured and is ready to use.

Dghange account settings
[1i5et up Qutlook Mobile on my phaone, too:

Add another account...

< Back Cancel

Hinh 3.161. Xdc thuc thanh cong

e Xuit hién hop thoai giao dién soan email trong Outlook, cac thao tac
soan thao va gui email nhu thong thuong

To: Nhap thong tin ngudi nhan email.
Subject: Tiéu dé email
Attached: File da dugc dinh kém

Nhép ndi dung email va chon Send dé giri email di.
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File Message Insert Options Format Text

& - -
D Calibri (Boc= 11 ~ A A
Paste aky . |
- ~ Farmat Painter B I U A -

Clipboard ] Basic Text

From nguyendangthevinh@ outlook.com

=1

to. || |
Send
(Ece
subject | |

a—| SUMNGUYEN.docx

Attached 25 KRB

Hinh 3.162. File da duoc dinh kem trong trinh sogn thdo email Outlook

- Luu trif van ban truc tuyén

e Chon tab File — Save/ Save As — chon OneDrive — chon Sign In

File Insert Design Layout References Mailings Review View Help 2 Tell me what you want to do

© Save As

@ .
@ R OneDrive

Use OneDrive to access your files from anywhere and share with anyone.

SUNMNGUYEN [Compatibility Mode] - Word Preview

@ OneDrive r
T e Ay
L e - .
. . 0
4 AddaPlace |:| D |:|
9
Browse
Learn more
Sign up
&
9
Sign In
Account

Hinh 3.163. Lueu trit truec tuyén trén OneDrive

e Xuat hién hop thoai, nhap tai khoan di dang ky ctia Microsoft, chon
Next
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BS Microsoft
Sign in

nguyendangthevinh@outlook.com X

Mo account? Create one!

Next

©2018 Microsoft  Privacy statement

Hinh 3.164. Nhdp tdai khoan email
e Nhap mat khéu, chon Sign in

BE Microsoft

< nguyendangthevinh@outlook.com

Enter password

..........O|

Forgot my password

©2018 Microsoft  Terms of use  Privacy & cookies

Hinh 3.165. Nhdp mdt khau
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e Dang nhép thanh cong, chon vao OneDrive — Personal, chon thu muc
OneDrive — Personal.

Save As

@ Recent OneDrive - Personal

OneDrive - Personal
nguyendangthevinh@outlook.com

Hinh 3.166. Pang nhdp vao OneDrive

e Xuét hién hop thoai Save As, chon thu muc luu trir (Documents), nhap
vao tén file (File Name), chon Save.

B save As *
y i « https... * bd8a3a88ad710c.. » v O Search bd8aallad710c76e pel

Organize + Mew folder EE - o

A A
[ This PC

0 Attachments
Desktop

|if| Documents

< Downloads Documents

J‘& Music

&= Pictures Images

B Videnc b w7

File name: | SUNNGUYEN

Save as typer  Word Document

Authors  MGUYEMN DAMNG THE V... Tags: Addatag

[ Maintain [] Save Thumbnail
compatibility with
previcus versions of
Word

» Hide Folders Tools - Cancel

Hinh 3.167. Hop thoai luu trit file [én OneDrive
3.2.6. Soan thong bao, thu moi

Khi ngudi dung mudén giri thu tri an khach hang, hay mudn soan thu moi du hoi
thao...Thay vi phai in ra nhiéu thu (dé trong nhitng ndi dung nhu Ho tén, cong ty, dia
chi...) va s& viét tay vao nhitng thong tin 6. Viéc d6 s& tiéu ton rat nhiéu thoi gian va
cong suc.

St dung cong cu Mail Merge d¢é tao thu hang loat c6 ndi dung gidng nhau, nhung
kh&c nhau mot sb thong tin, nguoi ding c6 thé tao ra hang ngan birc thu, bam in va gui
chung di. Cac budc thyc hi¢n nhu sau:
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Budc 1: Tao 1 danh sach khach moi trén Microsoft Excel ¢o6 tén “danhsach.xlsx”

STT Ho tén Chiic vu Pon vi
1 | Nguyén Vian A Giam dbc congty TNHH A
2 | TranThiB Giam dbc Cong ty C6 phan B
3 | Phan Vin C Giam doc Congty C
4 |LyThiD Giam doc Cong ty D
5 |L&éVanE Trusng Phong Cong ty C6 phan E
6 |V3VinF Giam déc congty TNHHF

Bang 3.1. Danh sach khdach moi

Budc 2: Soan file thu mo1 “Thu moi.docx™.

- Mo file thu moi

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - T do - Hanh phuc
GIAY MOI
BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh mao1

ﬁng (ba):
Chirc vu:
Pon vi:
dén tham dur
HOI THAO VE TRI TUE NHAN TAO 2018

“Tri tué nhan tao, sy phat trién va thay thé con ngwdi trong
twromg lai”
Thai gian: 8h00, ngay 08 thang 12 ndm 2018 (Thi Bay)
Pia diém: Sun Galaxy, 777 ABCD, Q7. Tp.HCM
Tran trong kinh mot!

Tp.HCM, ngay 02 thang 12 nam 2018
TM. BAN TO CHUC

Nguyen Vian X

Hinh 3.169. Mdu thu moi
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- Chon tab Mailings — nhom Start Mail Merge — chon biéu tuong

Select Recipients — chon ] Use an Existing List...

B

Fry

- Xuat hién hop thoai Select Data Source, chon duong dan chira file
danhsach.xlsx (file da tao & Budc 1). Chon file danhsach.xlsx, Nhip chudt

vao nut Open.

BF| Select Data Source >
= i e SUMS (Dv) » WORD 2019 » w | 0 Search WORD 2019 e
Organize - Mew folder ==~ [ @

D Music (. Mame Date modified Type ™
MW= L (IETRTE T TR TR L TR I
| Pictures
= M= BT2 13/09/201811:27 ... Micro:
B Videos B danhsach 18/11/201811:40 ..  Micros
= WINTO(C) 0| header 04/11/201810:12 ... Mlicros
. nﬂi— CHIRIARLS,E AT R AR st e N Fa s B! L. ——" v
. SUNS (D:) - >
Mew Source...
File name: | danhsach v| All Data Sources w
Hinh 3.170. Chon dwong dan chita file danh sdch
- Chon sheet chuira thong tin can cheén vao thu moi. Chon OK.
Select Table ? *
Mame Description  Modified Created Type
Sheet13 28/06/2018 3:2%14 PM  28/06/2018 3:29:14 PM  TAELE
£ >
First row of data contains column headers Cancel )

Hinh 3.171. Chon Sheet chita théng tin can chén vao thu moi
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- Pit con tro tai vi tri cAn chén cac thong tin tir file danh sach.xlsx.

f}ng (ba):
Chirc vu:
Pon vi:

BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh mo

Hinh 3.172. Chon vi tri can chén

- Chon tab Mailings — chon biéu tuong \Q Insert Merge Field, s& xuat hién
tat ca cac tén cot nam trong file danhsach.xlIsx. Lan luot chon tung vi tri can
chén, chon fields can chén trong hdp thoai, nhén Insert

Insert Merge Field

Insert:
() Address Fields

Fields:
Ha tén

Chirc vy
Ban vi

@ Database Fields

?

A

s

Match Fields...

Insert

Cancel

Hinh 3.173. Hop thoai Insert Merge Field
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- Sau khi chén xong céc field, file thu moi.docx cé dang nhu sau.

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phiic
GIAY MOI
BAN TO CHUC
HOI THAO VE TRI TUE NHAN TAO 2018
Tran trong kinh moi

Ong (ba): «Ho tém»

Chire vu: «Chirc_vu»

Pon vi: «Don_vi»

dén tham dur
HOI THAO VE TRI TUE NHAN TAO 2018
“Tri tué nhan tao, sy phat trién va thay thé con ngudi
trong twrong lai”
Thai gian: 8h00, ngay 08 thang 12 nam 2018 (Thwr Bay)
Pia diém: Sun Galaxy, 777 ABCD, Q7, Tp.HCM
Tran trong kinh moi!
Tp.HCM, ngay 02 thang 12 ndm 2018
TM. BAN TO CHUC

Nguyén Vin X

Hinh 3.174. Ba chén day dii théng tin can vdo thir moi

- Sau d6 Nhap chudt biéu tuong -} Finish & Merge — chon biéu tugng

Ehy Editindividual Documents... 42 thuc hién viée tron thu va xem két qua.
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3.2.7. Soan va xir Iy vin ban hanh chinh mau

Sau day 1a hudng dan thyc hién cach thirc soan thao va dinh dang mét vin ban
hanh chinh theo mau

Soan van ban sau:

VAN PHONG CHINH PHU

CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lap — Tu do — Hanh phuc

S6: 9034/VPCP-KGVX

V/v vudng mic trong thuc hién chinh sach mién hoc phi theo quy dinh cua Luat gido duc
nghé nghiép.

Ha Noi, ngay 20 thang 09 nam 2018

Kinh guri:

B¢ Tai Chinh;

B¢ Lao dong — Thuong binh va Xa hoi.

Xét bao cao ciia Bo Tai chinh tai vin ban s6 10292/BCT-HCSN ngay 23 thang 8 nam 2018 vé
vuéng mic trong thuc hién chinh sach mién hoc phi theo quy dinh cua Luat gido duc nghé
nghiép va dé xuat, kién nghi, Ph6 Thi tuéng Vo Dirc Pam c6 ¥ kién sau:

Giao B9 Lao dong — Thuong binh va X4 hoi theo thAm quyén chu tri, phdi hop véi cac Bo,
nganh lién quan huéng din chi tiét viéc to chirc thuc hién khoan 13 diéu 7 ctia Nghi quyét sb
86/2015/ND-CP ngay 02 thang 10 nam 2015 ctia Chinh phii quy dinh vé co ché thu, quan 1y
hoc phi dbi vé6i co s gido duc thudc hé thong giso duc qudc dan va chinh sach mién, giam
hoc phi, ho tro chi phi hoc tap tr nam hoc 2015 — 2016 dén nam hoc 2020 — 2021.

Vin phong Chinh phii théng bao dé Bo Lao dong — Thuong binh va X3 hoi, B Tai chinh va
cac B9, co quan lién nganh biét, thuc hién./.

Noi nhan:

Nhu trén;

Thu tudng Chinh phu (dé b/c);

Céc Phé Thi tuéng: Vuong Dinh Hug, Vii Btric Pam (dé b/c);

Cac Bo: GDDT, TP;

VPCP: BTCN, cic PCN: Nguyén Vin Tung, Nguyén Sy Hiép, Tro Iy TTg, TGD Cong
TTDT, cac Vu: KTTH, QHDP;

Luu: VT, KGVX (2).Son 11

KT, BO TRUONG, CHU NHIEM

PHO CHU NHIEM

(DA ky)

Nguyén Vin Tung

Vén ban thé trich theo nguon van bdn:
http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvanban?class_id=2& page=
1&mode=detail&document_id=194831)
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- Thuc hién dinh dang vin ban theo mau sau:

VAN PHONG CHINH PHU CONG HOA XA HQI CHU NGHIA VIETNAM
- Dic lip ~ T do - Hanh phic

S6: 9054 /VPCP-KGVX Ha Ngi, ngay 20 thang 9 nam 2018
Vv vuéng mic trong thye hi¢a chinh sach
mién hoe phi theo quy dinh cia Lujt gido dyc
nghe nghifp.

Kinh giri:
- B& Tai chinh;
- By Lao djng - Thuong binh va X2 hji.

Xét bdo céo clia B§ Tai chinh tai vin ban s6 10292/BTC-HCSN ngay 23
thing 8 nim 2018 vé vuéng mic trong thirc hign chinh sich mi&n hoe phi theo quy
dinh cia Lut gido dyc nghé nghiép va dé xudt, kién nghi, Phé Thi nximg
Vil Ditc Pam ¢ ¥ kién nhu sau:

Giao B Lao djng - Thuong binh va Xa hdi theo thim quyén chii tri, phéi
hop vdi cac By, nganh lién quan huéng din chi tiét viéc td chirc thuc hién khoan
13 diéu 7 cia Nghj dinh s6 86/2015/ND-CP ngiy 02 thang 10 nam 2015 ctia
Chinh phi quy dinh vé co ché thu, quan Iy hoc phi déi véi co s gido duc thude
hé thong gido duc qudc dan va chinh séch mién, giam hoc phi, hé trg chi phi hoc
tdp 0t ném hoc 2015 - 2016 dén nim hoc 2020 - 2021.

Vin phong Chinh phil théng bdo dé Bé Lao ddng - Thuong binh va X3 hoi,
B Tai chinh va cic B, co quan lién quan biét, thye hign./.

Noi nhin: KT. BQ TRUONG, CHU NHIEM
- Nhu tréa; PHO CHU NHIEM
- Thi tuémg Chinh phi (d€ bic); e
- Céc Pho Thit uréng: Viong Dinh Hug, Da ky)
Vi Pirc Pam (4€ bic), i
- Ciic Bo: GDDT, TP, Nguyén Vin Tung

- VPCP: BTCN, cic PCN: Nguyén Vin Ting,
Nguyén S§ Hiép, Trg Iy TTg, TGP Céng TTHT,
ciic Vy: KTTH, QHPP;

-Luu VT, KGVX (2).Son A4

\Vin bdn theo mau:
http://vanban.chinhphu.vn/portal/page/portal/chinhphu/hethongvanban?class_id=2& page=
1&mode=detail&document_id=194831)

- Dé thyc hién dinh dang, chung ta c6 thé chia lam 4 ph?ln nhu sau
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VAN PHONG CHINH PHU CONG HOA XA HQI CHU NGHIA VIETNAM
- Dic lip ~ T do - Hanh pha

So: 9015"(‘ VPCP-KGVX Ha Ngi, ngay 26 thdng 9 nam 2018
Vv vuéng miic trong thire hign chinh sich
mién hoe phi theo quy dinh cua Lujt gido dyc @
nght nghidp.
Kinh gin:
- B Tai chinh;
- By Lao djng - Thuong binh va X2 hdi. @

Xét bdo cdo ctia B§ Tai chinh ai vin ban sé 10292/BTC-HCSN ngay 23
thing 8 nim 2018 vé vuéng mic trong thirc hign chinh sich mi&n hoe phi theo quy
dinh ciia Lujt gido dyc nghé nghiép va dé xudt, kién nghi, Phé Thi ruémg
Vil Btc Pam ¢6 ¥ kién nhu sau:

Giao B Lao dong - Thuong binh va Xa hdi theo thdm quyén chii tri, phéi
hop véi cac B, nganh lién quan hudng din chi tiét viéc t chirc thuc hién khoan
13 dieu 7 cia Nghj dinh so 86/2015/ND-CP ngiy 02 thang 10 nam 2015 caa
Chinh phii quy dinh vé co ché thu, quan Iy hoc phi déi véi co s& gido duc thuge
hé théng gido duc quéc dén va chinh séch mién, giam hoc phi, hd trg chi phi hoe
tdp ot ndm hoc 2015 - 2016 dén nim hoc 2020 - 2021.

Vin phong Chinh phi théng béo dé B3 Lao déng - Thuong binh va X3 héi, @
B9 Tai chinh va cic B§, co quan lién quan biét, thyc hién./.

Neri nhin: KT.BOQ TRU‘O’N_G, CHU NHIEM
- Nhu tréa; PHO CHU NHIEM
- Thi tuémg Chinh phii (dé bic); B
- Céc Pho Thit uréng: Viong Dinh Hug, Da ky)
Vi Pirc Pam (4€ bic), i
- Ciic B): GDDT, TP; Nguyén Van Tung

- VPCP: BTCN, céc PCN: Nguyén Van Ting,
Nguyén S§ Hiép, Trg ly TTg, TGP Céng TTHT,

ciic Vy: KTTH, QHPP;
- Luu: VT, KGVX (2).Son A4

Hinh 3.175. Phdn chia lam 4 phan
Buéc 1: Thiét lap trang.

- Thay ddi don vi su dung trén van ban: Pon vi mac dinh trong Microsoft
Word 2019 la inches. Tuy nhién tai liéu nay st dung don vi 1a cm dé thiét
1ap cho cac 1& cua vin ban. Vi viy, ching ta can thay d6i don vi tir inches
sang cm, thyc hién nhu sau:

e Chon tab File — chon Options, xuét hién hop thoai Word Options,
chon Advanced, tim dén muc “Show measurements in units of”, chon
don vi la cm.
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Word Options

General
Display
Proofing
Save
Language

Ease of Access

Advanced

Customize Ribbon

Chuick Access Toolbar
Add-ins

Trust Center

Display

Show this number of Recent Documents: 50 - |

] Cuickly access this number of Recent Documents: 4

Show this number of unpinned Recent Folders:

Show measurements in units of:

Style area pane width in Draft and Outline views:
] Show pixels for HTML features

Show shortcut keys in ScreenTips

Show horizontal scroll bar

Show vertical scroll bar

Show vertical ruler in Print Layout view

Centirneters
Millimeters

Points

Picas

[] Optimize character positioning for layout rather than readability
[] Disable hardware graphics acceleration

Update document content while dragging @

Kl

| [v]

QK Cancel

Hinh 3.176. Thay doi don vi tir Inches sang Centimeters
- Chon khd gidy: A4

e Tab Layout — nhoém Page Setup, chon vao biéu tugng mo rong tab
Page Setup (hinh miii tén & goc dudi bén phai)

@ IE == '*# Breaks -

. _ ) i [ Line Mumbers -
Margins Orientation Size Columns a
- - - IJE- H}"phEﬂEtiDn -
Page Setup

Hinh 3.177. Mo réng tinh nang Page Setup

e Xuét hién hop thoai, chon Paper — Paper size: A4
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Page Setup 4 ot

Margins ||

Faper size:

Ad

<

Width: |21 cm

LRLERIE

Height: | 29.7 cm

Faper source

First page: Dther pages:

Default tray (Rear Tray) Default tray (Rear Tray)

Rear Tray Rear Tray

Preview

Apply to: | Whole document |~ Print Options...

Set As Default Cancel

Hinh 3.178. Thiét lp kho gidy A4

- Lé van ban:

Céch 1: Top (trén): 2 - 2.5cm, Bottom (duéi): 2 - 2.5cm, Left (tréi): 3 -
3.5cm, Right (phai): 1.5 - 2cm

Cach 2: Top (trén): 2cm, Bottom (dudi): 2cm, Left (trai): 3cm, Right
(phai): 2cm (van ban in)

Cach 3: Top (trén): 2cm, Bottom (dudi): 2cm, Left (trai): 3.5cm, Right
(phai): 1.5cm (dong gay 10 xo/ dong cudn)
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Page Setup ? et
Fargins Paper Layout
kargins
Top: 2cm = Bottom: 2 cm =
Left: 3cm = Right: 2 cm =
Guttern O cm = Gutter position: Left W
Crientation
A)
Portrait Landscape
Pages
Multiple pages: Marmal e
Preview
Applyto: | This section w
Set As Default Cancel

Hinh 3.179. Thiét ldp Ié gidy

Buéc 2: Dinh dang phan (1)

M¢ van ban can dinh dang, thiét 1ap font chir cho toan b van ban la Times
New Roman.

C6 nhiéu cach dé thuc hién nhu sir dung Tab, sir dung Table. O ddy, ching
ta s& chon cach sir dung Table dé thuc hién

Cheén Table (bang), dat con troé chuot tai diém can chén bang
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1

VAN PHONG CHINH PHU

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — T do — Hanh phue

$0: 9034/ VPCP-KGVX

Viv vudng mac trong thwe hién chinh sach mién hoc phi theo quy dinh cua Luat giao duc
nghé nghiép.
Ha No61, ngay 20 thang 09 nam 2018

Hinh 3.180. Bdt con tré chudt tai vi tri can chén bdng

e Chon tab Insert — nhom Tables — chon Table — chon Insert Table,
xuét hién hop thoai, nhap vao 6 gia tri Number of columns: 2, Number
of rows: 2

Design Layout
D [ Pictures 5 Ico

E‘g. Online Pictures @ iD
Table
- L& Shapes - FDSm
Insert Table

N
IO | insert Table ? X
0000000000 | e
N
HEREREREEE Mumber of columns: 2
DDDDDDDDDD Mumber of rows: 2
DDDDDDDDDD AutoFit behavior
DDDDDDDDDD (®) Fixed column width: |Auto

|1 Insert Table... | () AutofFit to contents
4 Draw Table () AutoFit to window

Ak |4k

L3

|:| Femember dimensions for new tables
E['a Excel Spreadsheet

[ Quick Tables b ok || cance

Hinh 3.181. Chén bang (Table)

e Xuat hién bang sau khi chén
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VAN PHONG CHINH PHU

CONG HOA XA HOI CHU NGHIA VIET
Poc ldp — Tu do — Hanh phuc

$0: 9034/VPCP-KGVX

V/v virdng miac trong thwe hién chinh sach mién hoc phi theo quy dinh ciia Luat gido duc

nghé nghiép.

Ha No1, ngay 20 thang 09 ndm 2018

NAM

Hinh 3.182. Chen bang 2 cjt 2 dong

e Tiép theo, di chuyén cac ndi dung da c6 bén dudi vao bén trong bang.
Di chuyén bang cach, t6 den ndi dung can di chuyén, di chuyén chudt

vao vung da to6 den, nhan gitr chuot trai va di chuyén vao vi tri dich.

VAN PHONG CHINH PHU

CONG HOA XA HOI CHU NGHIA
VIET NAM
Boc lap — Tw do — Hanh phue

So6: 9034/ VPCP-KGVX

Viv vedng mic trong thwe hién chinh sach
mién hoc phi theo quy dinh ctia Luét gido
duc nghé nghiép.

Ha No1, ngay 20 thang 09 nam 2018

Hinh 3.183. Pua néi dung phan I vao bing

e Trinh bay, dinh dang ¢4t 1, 2 nhu hinh bén dudi, canh giira (center) cot

1,2

Font size: 12 Font size: 12, Bold

Font size: 12, Bold

Font size: 13, Bold

¥ CG QUAN CHU QUAN (Néu co) J
VAN PHONG CHINH PHU

<

L

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc ldp — Tw do — Hanh phict—]

— ”  50:9034/VPCP-KGVX
Vv vuedng mdc trong thic hién chinh sach
mién hoc phi theo quy dinh ciia Ludt gido dud
ngheé nghiép. 4

Ha Ngi, ngday 20 thdang 09 ndm 2018 ‘—‘

Font size: 13 Font size: 13, Italic

Font size: 13, ltalic

Chon thé Insert — nhém Illustrations — chon Shapes — chon Line (gitt shift v& dé

tao dudng thing)
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Hinh 3.184. Huéng dan dinh dang phan 1

e Chon vao biéu tuong [+ chon toan by bang

VAN PHONG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
I Pic ﬁﬂ — Tw do — Hanh R]u:'lc
S6: 9034/VPCP-KGVX Ha Ngi, ngay 20 thdang 09 ndm 2018

Viv vieomg mdc trong thie hién chinh sdach
mién hoc phi theo quy dinh cua Lugt gido duc
nghé nghiép.

Hinh 3.185. Chon bdng
e Cac dong chir trén duoc trinh bay cach nhau dong don: Chon tab

N =
Home — nhom Paragraph — chon biéu tuwong *~ (Line and
Paragraph Spacing), chon 1.0

[~ 1.0 |

Line Spacing Options...
i: Add Space Before Paragraph
T

Add Space After Paragraph

Hinh 3.186. Chon dong don (Single)

e Bo cac duong vién ciia bang: Chon tab Home — nhém Paragraph —
chon Borders — No Border

Paragraph Bottom Border
Top Border
Left Border

| Right Border

Mo Border I

All Borders

Outside Borders

& Inside Borders

Inside Horizontal Border

i Inside Vertical Border

Herizontal Line

Draw Table

View Gridlines

B ER

Borders and Shading...

Hinh 3.187. B6 duong vién bang
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e Kétqua

VAN PHONG CHINH PHU CONG HOA XA HOI CHU NGHIA VIET NAM
— Pic lip — Tuw do — Hanh phiic

S6- 9034/VPCP-KGVX Ha Ngi, ngay 20 thang 09 ndm 2018
Viv vueomg mdc trong thuc hign chinh sach
mién hoc phi theo quy dinh cia Ludt gido duc
nghé nghiép.
Hinh 3.188. Hoan chinh dinh dang phan 1
Buwéc 3: Dinh dang phén (2)

- Chén thém bang (2 c6t x 2 dong), dua nd1 dung vao bang

Kinh gu:

B¢ Tai Chinh;
Bé Lao dong — Thwrong binh va X& hoi

Hinh 3.189. Pua néi dung phan 2 vdao bdng

- Canh phai Kinh giri, thém va canh phan 2 vao bang orders — No Borderon:
Chon Di chuyén bang cach, t6 den ndi dung can di chuyén, di chuyén

Align Right (canh phai), size: 14 Noi nhédn van ban, size: 14

Kinh gwri:
- 'B§ Tai Chinh: )
- | Bo Lao dong — Thuong binh va Xa hdi.

!

Thém gach I(-) dau ting dong, Align Right (canh phai)

Hinh 3.190. Huéng din dinh dang phan 2
- B6 cac duong vién cia bang.
Kinh gui:
- | BO Tai Chinh;
- : BO Lao dong — Thirong binh va Xa hoi.
Hinh 3.191. Hoan chng vién ciia bang. 2ng
Buéc 4: Dinh dang phan (3)*

- T6 chon ndi dung can dinh dang

111] Phan ndi dung (ban vin) duoc trinh bay bang chit in thuong (dugc dan déu ca hai 18), kiéu chir dimg; ¢&
chit tir 13 dén 14 (phan 161 van trong mot van ban phai diung cing mét ¢ chir); khi xudng dong, chir dau dong
phéi phai Iti vao tir lem dén 1,27cm (1 default tab); khoang cach giita cac doan van (paragraph) dat tbi thiéu la
6pt; khoang cach giita cac dong hay cach dong (line spacing) chon tdi thiéu tir cach dong don (single line
spacing) hodc tir 15pt (exactly line spacing) tr¢ 1én; khoang cach t6i da giira cac dong 1a 1,5 dong (1,5 lines).
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Xét bao céo ctia Bo Tai chinh tai vén ban s6 10292/BCT-HCSN ngay 23 thang 8 nim

2018 vé viréng mac trong thure hién chinh sach mién hoc phi theo quy dinh cia Luat gido

duc nghé nghiép va dé xuat, kién nghi, Phé Thi twéng V6 Dike Dam co ¥ kién sau:
Giao B Lao dong — Thirong binh va X& hoi theo tham quyén chu tri, phdi hop véi céc

B6, nganh lién quan hudng dan chi tiét viée td chire thire hién khoan 13 didu 7 cia Nghi
quyét s6 86/2015/ND-CP ngay 02 thang 10 nam 2015 cia Chinh phi quy dinh vé co ché

thu, quan 1 hoc phi d6i véi co s& gido duc thude hé thong gido duc quoc dan va chinh
zach mién} giam hoc phi, hd tro chi phi hoc tap tr ndm hoe 2015 — 2016 dén nam hoc

2020 -2021.

Vian phong Chinh phi théng bao d& B4 Lao déng — Thwong binh va X3 hoi, B Tai chinh
va cac Bo. co quan lien nganh hiét, thiee hién /.

Hinh 3.192. Chon viing van ban phan (3)

- Chon tab Home — nhom Paragraph — chon biéu twong md rong Paragraph

— Special: First line (by: 1cm); Spacing — Before: 6pt.

Paragraph 7 >
Indents and 5pacing  Line and Page Breaks
General
Alignment: Left w
Outline level: | Body Text w Collapsed by default
Indentation
Left: Ocm = Special: By:
Right: Om 5 First line ~“| [1em &
|:| Mirrar indents
Spacing
Eefore: & pt = Line spacing: At
After: Opt = Single ~ S
|:| Don't add space between paragraphs of the same style
Preview
Thige hen Quiyet dmb sl 77772010 T0E - UBND agdy 15 timp 10 afm 2016 cla Chi sch
UHND Enh ABC ve v bom himh quy che the dia, khen thinmg i Tmh SN
Tabs.. Set As Default Cancel

Hinh 3.193. Chon Paragraph — chon biéu tuwong mo rong

- Chon Justify (canh déu)
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Xeét bao cao cua Bo Tai chinh tai van ban s0 10292/BCT-HCSN ngay 23 thang 8 nam
2018 vé vwong mac trong thue hién chinh sach mién hoc phi theo quy dinh cia Luat gido

duc nghé nghiép va dé xuat. kién nghi, Pho Thu twdéng V& Diec Pam c6 ¥ kién sau:

Giao B6 Lao déng — Thirong binh va X4 hoi theo tham quyén chi tri, phdi hop véi
cac B, nganh lién quan hwéng dan chi tiét vide to chirc thuce hién khoan 13 diéu 7 cua
Nghi quyét 56 86/2015/ND-CP ngay 02 thang 10 nim 2015 cta Chinh phu quy dinh vé co
ché thu, quan Iy hoc phi d61 véi co s& gido duc thude hé théng gido duc quoc dén va chinh
sach mién, giam hoc phi, hé tre chi phl hoc tap tir nam hoc 2015 — 2016 dén nam hoc 2020

—2021.

Van phong Chinh phu théng bao Eié Bo6 Lao dong — Thwrong binh va X4 hdi1, Bo Ta
chinh va cac B9, co quan lién nganh biét, thwe hién /.

Hinh 3.194. Canh déu vin ban

Buwéc 5: Pinh dang phan (4)

- Chen Table (bang), dédt con trd chudt tai diém can chén bang

m&ri nhin:

Nhur trén; _
Thu twéng Chinh phu (dé b/c);

Cac Pho Thu tuong: Vwong Dinh Hué, Vi Dic Dam (dé bic);

Cac B6: GDDT, TP;

VPCP: BTCN, cédc PCN: Nguyén Vian Tung, Nguyén S¥ Hiép, Tro I TTg, TGD Céng

TTDT, cac Vu: KTTH, QHDP;
Luu: VT, KGVX (2).Son 11

KT. BO TRUONG, CHU NHIEM
PHO CHU NHIEM

(Paky)

Nguyén Van Ting

Hinh 3.195. Bdt con tré tai vi tri cdn chén bang

- Cheén thém bang (2 cot x 1 dong), dua ndi dung vao bang

MNeoi nhan:

Whr trén;

Thi twéng Chinh phi (dé b/c);

Cac Pho Thu teéng: Veong Dinh Hug, Vil
Birc Dam (dé blc);

Cac Bod: GDDT, TP:

VPCP: BTCN, cac PCN: Nguyén WVan
Tung, Nguyén S§ Hiép, Tro Iy TTg, TGD
Céng TTET. cac Vu: KTTH, QHDP;
Luu: VT, KGVX (2).Son 11

KT:PBQ T_RUGNG._ CHU NHIEM
PHO CHU NHIEM
(i ky)
Nguyén Van Tung
(Ctrl) =

Hinh 3.196. Pua néi dung phan (4) vao bang

- Thuc hién cot 1, cot 2, theo hudng dan cta phu luc 4 trong [1] sau d6 bo

vién cua bang.
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Bold, Italic, font size: 12 Bold, font size: 13, center

v
Noi nhgn: +<—— KT, BO TRUONG, CHU NHIEM
- Nhu trén; _ PHO CHU NHIEM
- Thi tedng Chinh pha (dé bi'c); (Pi ky)

Cac Pho Tha tudng: V liol?gﬂfu)énfl)lgnu&e b Nguyén Van Ting
- Cac Bé: GDBT, TP;
- VPCP: BTCN, cac PCN: Nguyen Vin Ting,
Nouyén 5§ Hiép, Tro Iy TTe, TGD Céng TTDT,
cac Vu: KTTH, QHBP;
'T: Luu: VT, KGVX (2).80n 11

Thém gach (-) dau ting dong, font size: 11 Bold, font size: 13, center

Hinh 3.197. Huéng dan dinh dang phan (4)
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P CAC PIEM CHINH

@m CAUHOIONTAP

- Dinh dang van ban: Text, Paragraph, Bullets, Numbering, Tab, Borders and
Shading, Style.

- Cheén cac dbi tuong vao van ban: Table, Picture, WordArt, Symbol, Shapes.
- Tao Header & Footer, tham chiéu, textbox.
- In 4n va phan phdi van ban.

- Soan thong bao va xir Iy vin ban hanh chinh theo mau.

Cau 1: Trong Microsoft Word 2019, sir dung té6 hep phim nao dé déong mét tap

tin dang mé?

A
B.
C.
D.

Ctrl + F4

Shift + F4

Alt + F4

Ctrl + Shift + F4

Cau 2: Trong Microsoft Word 2019, sir dung t6 hop phim nao dé thoat khoi

chwong trinh?

A.
B.
C.
D.

Ctrl + F4

Shift + F4

Alt + F4

Ctrl + Shift + F4

Céau 3: Tap tin nao dwéi day dwoc tao ra tir Microsoft Word 2019?

A

OO

Quyetdinh.doc
Quyetdinh.docx
Quyetdinh.XLS

Ca A va B déu ding

Cau 4: Trong Microsoft Word 2019, sir dung té hep phim nao dé luu tap tin?

A.
B.

Ctrl + O
Ctrl + A
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C. Shift+S

D. Ctrl+S

Cau 5: Trong Microsoft Word 2019, sir dung phim nao dé lwu tap tin véi tén
khac?

A F2

B. F5

C. F10

D. Fl12

Cau 6: Trong Microsoft Word 2019, sir dung té6 hgp phim nao dé mé tap tin di c6
trong may?

A. Ctrl+0

B. Ctrl+A

C. Shift+S

D. Ctrl+S

Cau 7: Trong Microsoft Word 2019, sir dung té hep phim nao dé tao mét tap tin
mai?

A. Ctrl+0O

B. Cul+A

C. Ctrl+N

D. Ctrl+S

Cau 8: Trong Microsoft Word 2019, dé lwu tap tin vanbanl.docx dang mé thanh
tap tin vanban2.docx, thwc hién nhw thé nao?

A.
B.
C.

D.

Vao File\Save
ao File \Save As

Nh4p chudt vao biéu turgng Save (dia) trén thanh Quick Access Toolbar (Thanh
truy cap nhanh)

Bam t6 hop phim Ctrl + S

Cau 9: Trong Microsoft Word 2019, dé sao chép dinh dang viin ban, thuc hién
nhw thé nao?

A.
B.
C.

Bam vao biéu twong Copy trén thanh cdng cu Home
Bam vao biéu tugng Format Painter trén thanh cong cu Home

Vao Edit\Copy
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D. Bam t6 hop phim Ctrl + C

Cau 10: Trong Microsoft Word 2019, sir dung té6 hgp phim nio dé canh doan viin
ban vao giira dong?

A. Ctrl + Shift+ L
B. Cul+R

C. Ctrl+Alt+]J
D. Cul+E

Céau 11: Trong Microsoft Word 2019, sir dung té6 hgp phim nao dé canh doan viin
ban thang 1@ trai?

A. Ctrl+L
B. Ctrl+R
C. Ctrl +Alt+]
D. Cul+E

Cau 12: Trong Microsoft Word 2019, sir dung té6 hep phim nao dé canh doan vin
ban thang déu hai bén 18?

A. Ctrl + Shift+ L
B. Ctrl+R
C. Ctrl+]J
D. Cul+E

Cau 13: Khi soan thao bang Microsoft Word 2019, sir dung té hop phim nao dé
canh doan viin ban thing 1 phai?

A. Ctrl + Shift + L

B. Ctrl+R
C. Citrl+Alt+J
D. Ctrl+E

Cau 14: Trong Microsoft Word 2019, sit dung té6 hop phim nao dé chén ngay
thang hién tai vao van ban?

A. Ctrl + Shift+ T

B. Alt+Shift+D

C. Ctrl + Shift+D

D. Ctrl+Alt+N
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Cau 15: Trong Microsoft Word 2019, sir dung té hgp phim nao dé chén thoi gian
hién tai vao van ban?

A. Ctrl +Shift+T

B. Alt+Shift+T

C. Ctrl+Shift+D

D. Cul+Alt+G

Cau 16: Trong Microsoft Word 2019, dé chén tiéu dé vao diu trang viin ban, thuc
hi¢n nhw thé nao?

A. Home\Header

B. Insert\Header

C. Home\Footer

D. Insert\Footer

Cau 17: Trong Microsoft Word 2019, dé chén tiéu dé vao cudi trang vin ban,
thuc hién nhu thé nao?

A. Home\Header

B. Insert\Header

C. Home\Footer

D. Insert\Footer

CAu 18: Trong Microsoft Word 2019, dé chén mét chu thich vao chin trang vin
ban, thuc hién nhu thé nao?

A. Home\lnsert Footnote

B. Insert\Insert Footnote

C. Review\Insert Footnote

D. References\Insert Footnote

Cau 19: Trong Microsoft Word 2019, dé chén mét birc tranh lwu trén may tinh
vao vin ban, thuc hién nhw thé nao?

A. Home\Pictures

B. Insert\Pictures

C. Review\Pictures
D

View\Pictures
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Cau 20: Trong Microsoft Word 2019, dé chén mét hop vin ban, thuc hién nhw
thé nao?

A. Home\Text Box

B. Insert\Text Box

C. Review\Text Box

D. View\Text Box

Dap an:

Caul: A Cau 6: A Cau 11: A Cau 16: B
Cau2:C Cau7:C Cau l2: C Cau l7: D
Cau3:D Cau 8: B Cau 13: B Céau 18: D
Cau4:D Cau9: B Cau 14: B Caul9: B
Caubs:D Cau 10: D Cau 15: B Cau 20: B
@= BAITAP

Bai 1: Nhap li¢u va thuc hién dinh dang van ban
PINH DANG VAN BAN

Microsoft Word 12 mét chuong trinh niam trong bd phan mém van phong MS Office cua
Microsoft xur 1y van ban, ngoai cic chire nang gidp nguoi su dung gd nhanh va ding mot van ban,
n6 con cho phép chiing ta dé dang chén cic ky tu dic biét vao van ban nhr “ © ® 1 & 04 VB
#sxn o Y% & A lam cho vin ban phong phi hon.

Ngudi soan thao ¢6 thé nhip van ban & dang chir thuong hoac CHU IN dé r6i sau d6 c6 thé
d6i sang mot kiéu chir thich hop. Céc 1énh thuong dung trong vin ban c¢6 thé trinh bay nhanh
nhd biéu twrgng B (Bold) dé tao chir dam, I (Italic) dé tao chir nghiéng, U (Underline) dé taora
chir gach dudi, hay két hop cd ba.

Ngoai ra con ¢6 cac tuy chon khéc cau ky hon phai vao Home/Font dé trinh bay. Vi du, &
muc Underline style c6 nhiéu lwa chon: Words Only chi gach duéi cho timg chit mot. Gach
dudi hai nét. _ngg:_h__c_l_u__qg_]gggg_ diu cham, Double Stnkethrough tao ra eh-u—gaeh—h-a-n—net—g-ma cac
18nh 3PP VA Gperipe €I chiing ta tao dugc mot biéu thirc don gian c6 dang nhu a X2 +b Y’ =
0, tir céch gb chir thudng c6 thé déi sang dang CHU IN hozc CHU CO KICH THUGC NHO
HON nh¢ vao 1énh ALL CAPS hoic SMALL CAPS. Khodng céch giita cdc ky tur c6 thé thay

d6i dé dang nho diing cic 1énh trong Spacing:
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Normal Trung tim tin hoc

Expanded Trung tam tin hoc

Condensed Trung tam tin hoc

Cic font chir tiéng Viét thudng dugc ding trong van ban:

Times New Roman, Normal, Italic, Bold, Bold Italic
Arial, Normal, Italic, Bold, Bold Italic
Verdana, Normal, Italic, Bold, Bold Italic
Tahoma, Normal, Italic, Bold, Bold Italic

Courier New,Normal,Italic, Bold, Bold Italic

(Nguon: Suwu tam Internet)
Bai 2: St dung Tab, Bullets thuc hién yéu cau

© My Love Westlife
© My Heart Will Go on Celine Dion
© Beautiful in White Shane Filan
© Because You Love Me Celine Dion
© AsLong As You Love Me Backstreet Boys
© Tonight | Celebrate My Love For You Peabo Bryson & Roberta Flack

Bai 3: Sir dung Font, Tab, Symbol thuc hién yéu cau

Cty TNHH ABC CONG HOA XA HQI CHU NGHIA VIET NAM
777 Nguyén Tran Nguyén - Q.1 Poc lap - Tw do - Hanh phuc
E S RALCH

THU MOI
KIND QU ONG (BA): .ottt
bung vao luc: ...... gio...... phdt, ngay ... thang ... nam 20...
DN TAI oottt ettt ettt ettt ettt ettt et e ettt en e
DI ettt ettt ettt ettt
Rat mong Ong (ba) dén dung gior & BUST ....cveveveveveeerieeene, dat két qua tot dep./.

GIAM POC

Ghichl: ..o
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Bai 4: Sir dung Borders and Shading, Column thuc hién y&u ciu

Bay khong phai la bo
phim "Snakes on a
Plane" nhung mét chiéc
may bay cua Australian
Airlines da phai ha canh
ngoai du kién hdm tht
sau vi mot con chuot
dong trén khoang.

Phi hanh doan quyét
dinh chuyén huéng va
ha xudng Innsbruck sau
khi mot hanh khach cho
biét anh ta mang theo

MAY BAY HA CANH VI...

CHUOQT

mét con chudt dong 1én may bay nhung dé lac mat con
vt gim nhiam nay.

Chuyén bay tir Palma de Mallorca, Tdy Ban Nha, dén
thanh phd Graz, mién nam nudc Ao, di bi gian doan dé
cac nhan vién hang khong truy lung con chuot va dam
bao rang nd khong can dut bat ky doan day dién nao.
Hanh khach d3 dwoc yéu cau ra khoi may bay va mot sé
nguoi di xe buyt téi Graz.

Pén budi chiéu cing ngay, cac nhan vién hang khéng
van khéng lan ra ddu vét cua con chudt. Austrian
Airlines cho biét chiéc may bay s& khong thé cat canh
cho dén khi ho tim ra con chudt d6 boi ly do an toan.

(Nguén: VnEXxpress)

Bai 5: Sir dung Tab, Borders and Shading, Column, Drop Cap thwc hién yéu ciu

Duqc chiét xuat chi
v6i nhitng thanh
phan ty nhién, mat ong
rat giau cac dudong chat

dic biét tét cho da ciing
nhu suc khoe.

6 bao gom nhiing vitamin khoe manh nhu

N vitamin B va C, khoang chat va amino acid.

Nhitng nguyén liéu nay duoc biét dén do loi ich

trong viéc nudi dudng lan da khoe manh. Chét chdng

oxi hoa tim thay trong mat ong thi c6 thé tét cho da va
lam suy giam anh huong lao hoa 1én da.

(Nguon: dep.com.vn)

Bai 6: Sir dung Borders and Shading, Table, Symbol thuc hién yéu ciu

PHIEU PAT TAP CHi NAM 2016

= Ho va tén:
w Piachinhantap chi: ..o,

HAY PANH DAU VAO THANG MUON PAT

1] 2

3|14 |56 |7 |89 ]10]11]12

PC WORD VIET
NAM

a|d

Qoo oo
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Bai 7: Sir dung tham chiéu (Reference) thuc hién yéu cau
TAC HAI CUA BIA RUQU VOI SUC KHOE

Thirc uong chira con rat déc hai cho co thé vi anh hwdng dén thé lyc, tw duy, tri
tué, kha nang lao dong.

Hién nay ciing c6 mdt s6 ¥ kién cho rang néu udng bia thi it gay hai cho stc khoe
hon so v6i ubng rugu. Day 1a quan niém khong ding boi vi tac hai chu yéu 1a do chat
conl? trong dd udng gy ra. Vi vy tac hai do rugu, bia khong phu thudc véao loai dd
udng (12 bia hay ruou) ma phy thudc vao luong udng (tiéu thy bao nhiéu gam cdn) va
cach thirc ubng (tan suat sir dung).

Thiéu mdu: Udng nhiéu ruou c6 thé lam giam dot ngodt so luong hong caul®
trong mau gidp van chuyén oxy dé€ nudi co thé, giy ra thiéu mau. Nhirng nguoi thiéu
mau thuong bi cac tri¢u chung nhu mét moi, kho thd, chéng mat va kém minh man. ..

Ung thw: Bénh ung thu ¢ nguoi st dung ruou thudng lién quan dén miéng, hong,
thanh quan, thyc quan, gan, vl va vung truc trang. Nguy co ung thu cang tdng ¢ nhiing
ngudi udng rugu kém hit thude 14.

Bénh tim mach: Udng nhiéu ruou, nhat 1a nghién ruou, s& 1am cho cac tiéu caull
trong mau c¢6 khuynh huéng tao thanh cuc mau dong, nguyén nhan dan dén dau tim
hodc dot quy. Ruou ciing c6 thé gdy ra bénh co tim, 1am cho co tim suy yéu, dong thoi
lam loan nhip tim.

Xo gan: Ruou la chat doc cua céac té bao gan, nhitng nguoi nghién rugu lau ndm
dé bi xo gan do md gan bién thanh seo va mat chtrc ning hoat dong.

Mt tri nhé: O nguoi gia, bd ndo teo lai, trung binh 1,9% mdi thap ky. Tuy
nhién, khi ubng ruou, toc do teo lai cia mot sé ving trong diém trong ndo ting nhanh
hon, din dén mat tri nhé va mot sd tridu ching khac nhu suy giam kha nang tinh toan,
phan xét va kha nang giai quyét van dé.

Ngoai ra, nghién rugu bia con gy anh hudng rat 16n dén doi sbng va tinh hinh an
ninh trat ty xa hdi nhu bao hanh gia dinh va gay roi trat tu xa hoi. Tai nan giao thong
tang vot va thuong tAm co lién quan rat nhidu dén ruou bial®l.

Nhu vay, ching ta da biét tac hai cia rwou bia khong nhitng anh huong dén sirc
khoe (ca vé thé chat 13n tinh than) ma con anh hudng rat nhidu dén doi séng xa hoi néi
chung, vi vy chung ta can kiém soat lugng ruou bia udng vao dé tranh nhitng sai 1am
dang tiéc cho gia dinh va xi hoi.

2 Hay con goi 1a ethanol

3 Hong céu la loai té bao mau chuyén ché hemoglobin, qua d6 dwa O: tir phdi dén cic mé.

4 La mot loai té bao mau c6é chirc ning cAm mau biang cich lam mau vén cuc va dong lai khi mach mau bi
thwong.

5 La mdt loai d6 udng chira con dwoc sin xuit bang qua trinh 1én men dwong lo lirng trong méi truong
16ng va né khong dwoc chung cit sau khi 1én men.
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(Nguon: tuoitre.vn)

Bai 8: Sir dung Shapes, WordArt, Column, Picture thuc hién yéu cau

TINH YEU CHA ME DANH CHO CON

Thir hoi trén thé gian nay ai yéu thuong
ban vo diéu kién?

Ai nudi nang, cham soc, dé danh ban ma
khong doi hoi tra on hay tra cong?

Néu c6 ai d6 1am ban ton thwong, minh
dau mot thi ai dau
mudi? Chi c6 thé

la b6 me yéu quy
cia ching ta ma
thoi.

Bai vi con céi la két
tinh tinh yéu cua bé
me, la mon qua cua
thuong dé gilp ba me
c6 day niém wvui va
hanh phuc vo bién.

La boi vi hai nguoi lo6n s€ c6 thém
nhitng ngudi ban nho dé chia sé tinh yéu

thuong, vat chat khién cudc séng ngap
tran nhiing sac mau tuoi dep.
DAu biét 1a c6 con s& vat va hon, hy sinh
nhiéu hon nhung hé sinh ra mot dwa tré
lap tac tinh yéu bé
I me danh cho
| con bit diu
hinh thanh va
12 dam da theo
| nam thang.
| M3di ong b
’a! ba me s& yéu
| con minh
theo nhiing
cach khac
nhau va mét vai cach

trong sé d6 1a nhitng cau chuyén cam
dong nhét. ..

(Nguon va anh: Swu tam tir Internet)

Bai 9: Sir dung Styles thuc hién yéu cau
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CHUONG 1: TONG QUAN HE THONG CAMERA GIAM SAT

1.1. Khai niém
1.1.1. Hé théng CCTV dwoc phin loai theo cic nhu ciu sau
1.1.2. Cac truong hop sit dung hé théng CCTV
1.1.3. CAc thiét bi s dung trong hé théng CCTV
1.1.4. Cac dong Camera
1.1.5. Cac loai dau ghi
1.2 Muc dich
1.3.Loi ich

CHUONG 2: COSO LY THUYET

2.1. Camera Analog 13 gi
22 Phén loai Camera
2.3 Difu kién hoat déng
2.4 Goc quan sat

25 DVR la gi?

CHUONG 3: GIAI PHAP THUC HIEN

3.1. M6 hinh hé thong Camera quan sat

32. Camera P

3 3. Cong nghé dién toan dam may

3 4. Trién khai mé hinh Camera Analog Cho UBND Phuirng

CHUONG 4: KET LUAN VA HUONG PHAT TRIEN

4.1.Két udn
4 2. Hudng phat trién
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Bai 10: Thuc hién tao trang bia theo mau sau

BO LAO DPONG THU'ONG BINH VA XA HOI
TRUONG PAI HOC LAO PONG - XA HOI

NGANH CONG NGHE THONG TIN

XAY DUNG HE THONG
CAMERA GIAM SAT TU XA

GVHD: Nguyén Van A
SVTH: Ho tén SV
Lép: LépSV
MSSV: Miso SV

TP. Ho Chi Minh - 10/2018
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Bai 10 (tt): Thuc hién tao trang muc luc theo miu sau

WMot Iac

MUC LUC

MUC LUC

CHITONG 1: TONG QUAN HE THONG CAMERA GIAMSAT 1

L1

L11.
112
1.13.
1.14.
115

|
|

21.
12
23,
24
25

ER R
311
311

[T I W R S |
r-.'l !‘\-.‘l =t
ka = L

sy o g g L
:.I-l !‘\-.‘l b3 ba
4 LJ

iy L
I Lad lad o Lsa
T P (R

[y ]

CHITONG 4: EET LUAN VA HUGNG

4.1
4.2

BB BB e
Hé thang CCTV dwoc phin logi theo cAc ARG CH S0 wooveeeecee
Cac trooms hop 5 dung B8 theng COTV oo
Cac thiet bi =i dung trong Bé thang COTV oo ee e
e T L T -
(ot T T L SO
AMue @k e
I T S
CHUONG 2 OO SO LY THUY BT oo
Carmners ANEIOE 12 Bl e e e
L T =
THETW KR FOEE GO e ereee oo eees e
a1 |
1330 ER S
CHUONG 3: GIAIPHAP THUC HIEN oo .
MO hinh he diuflug T B -
Hinh inh Jau zhi hinh va camera 008 EHAl0E .o
Mot 36 ciu hinh hé thing Camera Siim 53 . ..o eeeeeeeeee
. Cack can Bimh 58 RO B EA oo
T
O QL T - S
. HINE SN0 I8 T e e e e
. a0 hinh camers TP KRGS Q85 oo eeeeeeemeeees
Céng nghé disn todn dammiy
B0 BITEEE. .ottt e em e st et e s nmes
S0 00 BB I oo ee e eme e eeeeeeeee

Cac bt kSt ndi vOiIE oo

........................ 1

Lad

L T R R L R U O T PR T ]

il

PHAT TRIEM oo 4
o
Hoomz phattrieén

........................ 4
........................ 4
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau

Chroms 1- Tone quan hé thins camera sidm &t
CHU'ONG 1: TONG QUAN HE THONG CAMERA GIAM SAT

1.1. Khai niém

1.1.1. Hs thanz CCTV dwoc phin logi theo cac nbm c2u sau
1.1.2. Cir treime hop siv dung bé théng CCTV

1.1.3. Cér thiét bi =it dung tronz bé théng CCTV

1.1.4. Cac dong Camera

1.1.5. Cir loai d3u ghi

1.2. Muc dich

1.3.Loi ich

SVTH: Ho va tén 5V - MSSV 1
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau
Chiromz 2: Cor =i I thuryét
CHUONG 1: CO SO LY THUYET
2.1. Camera Ansalog la @1
1.2_Phan loai Camera
2.3_Dicu kién hoat ding
2.4.Goc quan zat
1.5 DVR La gi?

=]

SVTH: Ho va tén 5V - MSSV
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Bai 10 (tt): Thuc hién tao Header & Footer theo mau sau
Clromz 3: (ridi phap fhnrc hién
CHUONG 3: GIAI PHAP THU'C HIEN
3.1.AI6 hinh hé thong Camera quan st
3.1.1. Hinh anh Jau ghi hinh v2 camera cda analog
3.1.2. M@t 35 cin hinh hé thing Camera gifm sit
3.1.3. Cach can hinh dé xem b xa
3.2 Camera IF
3.2.1. (3igi thiéu
M5 hink Camers ID
Hinh anh camera [P
21 hink camera IP khéng déy
.Cong nghe dién toan dam may
M3 hinh
So do ket noi
Cac bde két ndi voi IE

[N ]
[

[N
[

[FE]
ba ba
oo b b

s
s

LI I, WS | [N ]
[FER FE R P
[ A

s
L
PR

SVTH: Ho va tén 5V - MSSV

133
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Bai 10 (tt): Thuc hién tao Header & Footer theo miu sau
Chirong 4: Eét lnin vi hodns phit mién
CHUONG 4: KET LUAN VA HU'ONG PHAT TRIEN
4.1_Két luin
4.2 Huong phat trien

VTH: Ho va tén 5V - MSSEV 4
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Bai 11: Thuc hién dinh dang vin ban theo miu sau

VAN PHONG CHINH PHU CONG HOA XA HQI CHU NGHIA VIETNAM
P Dic Kip -~ Tw do - Hanh phic
Sé: 4054 (VPCP-KGVX Ha Ngi, ngay 20 thing 9 nam 2018
Vv vuéng mdic trong thye hién chinh sach
miénhpcphfmooqqydinhcﬁaLualgiéodpc
nghe nghi¢p.
Kinh giri:
- Bé Tai chinh;

- By Lao dong - Thuong binh va X2 hoi.

Xét bdo céo ctia By Tai chinh tai vin ban s6 10292/BTC-HCSN ngay 23
thing 8 nim 2018 vé vuéng mic trong thire hign chinh sich mién hoc phi theo quy
dinh clia Lujt gido dyc nghé nghiép va dé xudt, kién nghi, Phé Thi rximg
Vil Bitc Pam ¢6 ¥ kién nhur sau:

Giao B§ Lao djng - Thuong binh va Xa hdi theo thim quyén chi tri, phdi
hop vai cac BY, nganh lién quan huéng diin chi tiét viée td chire thue hién khoan
13 digu 7 cia Nghj dinh sé 86/2015/ND-CP ngay 02 thang 10 nidm 2015 cda
Chinh pht quy dinh vé co ché thu, quan Iy hoc phi d6i véi co s gido duc thuge
hé thong gido duc quéc dan va chinh séch mién, giam hoc phi, h& trg chi phi hoe
tdp ot ndm hoc 2015 - 2016 dén nim hoc 2020 - 2021.

Vin phong Chinh phi théng bdo dé Bé Lao dgng - Thuong binh va X3 hoi,
Bo Tai chinh va cic B, co quan lién quan biét, thire hién./.

Noi nhin: KT. BQ TRUONG, CHU NHIEM
- Nhu tréa; PHO CHU NHIEM
- Thi tuémg Chinh phi (d€ bic); L
- Cic Pho Thit tuéng: Viong Dinh Hug, Pa k)
Vii Bire Pam (8€ blc); <
- Ciic Bo: GDDT, TP; Nguyén Vin Tung

- VPCP: BTCN, céc PCN: Nguyén Vin Ting,
Nguyén S§ Hiép, Trg Iy TTg, TGP Céng TTHT,
cic Vu: KTTH, QHPP;

- Luu: VT, KGVX (2) Son M
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Bai 12: (1) Thuc hién soan thae thw moi theo mau sau

TONG LIEN DOAN LAO DONG VIETNAM CONG HOA XA HQI CHU NGHIA VIET NAM

CONG POAN VIEN CHUC VIET NAM Péc lap — T do — Hanh phiic
S AL OMCDVA Ha Néi, ngay 28 thang 12 ném 2016
GIAY MOI

Kinh giri: <<Ho tén>>
<=Chirc vo==

<<Pom vi>>|

Ban thuong vu Cong doan Vién chire Viét Nam t6 chire Ho61 nghi téng két cong tac

cong doan nam 2016, trién khai nhiém vu nam 2017 va gdp mat can bo chuyén trach

Cong doan Vién chic Viét Nam nhan dip d6n Xuan mé Dinh Dau.
Thot gian: 14h00 ngay 12 thang 01 nam 2017
Dia diém: Héi trwong ting 2 Khich san TQT
S6 1A Yét Kiéu, Hoan Kiém, Ha Néi
Dé nghi cac dong chi bo tri thoi gian vé du hop day du va ding gio.
Tran trong cam on!

TL.BAN THUONG VU
CHANH VAN PHONG
Da ky)

P6 Thi Thanh Hwong

(2) Thuc hién soan thao danh sach va thuc hién trén thu moi

Ho tén Chirc vu Pon vi
Nguyén Thi A Chu tich Tinh A
Tran Vin B P. Chu tich Tinh B
LEThiC Cén bd cong doan chuyén trach Tinh C
Ly Van D P. Chu tich Tinh D
Huynh Van E Cén bd cong doan chuyén trach Tinh E
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CHUONG IV. SUDUNG BANG TINH CO BAN

© wmycTIEU

Hoc xong chuwong nay, nguoi hoc co kha nang:
- Trinh bay dugc mot sb kién thirc co ban vé bang tinh, trang tinh; vé st dung
phan mém Microsoft Excel 2019;

- Sir dung dugc phan mém xt 1y bang tinh Microsoft Excel 2019 dé tao bang
tinh, trang tinh; nhap va dinh dang dir li¢u; st dung cac biéu thuc toan hoc,
cic ham co ban dé tinh toan céac bai toan thuc té.

4.1. Kién thitc co ban vé bang tinh (Workbook)
4.1.1. Khai niém bang tinh

Bang tinh (Workbook) 13 tip tin cia Microsoft Excel c6 phan mé rong la
* XLSX. Mo6i1 Workbook c6 thé tao nhiu trang tinh (Worksheet), moi trang tinh c6 tén
phan biét.

Bang tinh c6 t6i da 255 trang tinh (sheet)
Trang tinh — Worksheet (sheet)

Sheet dugc tao boi cac dong (row) va cac ¢dt (column).
- Phan giao nhau cua cac dong va cdt 1a cac 6 (cell).

- Mot sheet co:

+ 16384 cot dugec danh A, B, C, ..., AA, BB, ..., XFD
+ 1048576 dong dugc danh s6 1,2, ..., 1048576

- Pija chi twong ddi: Cac dong va cot tham chiéu s& thay ddi khi ching ta sao
chép hodc di doi cong thire dén vi tri khac. Vi du: A2:C7, D4 .

- Dia chi tuyét doi: Cac dong va cot tham chiéu khong thay doi khi ta di doi
hay sao chép cong thirc. Vi du $A$2:$C$7, $D$4

4.2.2. Cac bwoc xay dung bang tinh thong thwong
Budce 1: Nhap va dinh dang dir liéu vao bang tinh;
Budc 2: Tinh toan trén dit liéu bang cach ap dung cac phép tinh, biéu thirc, ham;

Budc 3: In bang tinh.
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4.2. Sir dung Microsoft Excel
4.2.1. Lam viéc véi phan mém Microsoft Excel
4.2.1.1. Mé, déng phan mém
_ Khi dong

hE

e Cach 1: Nhip chuot vao biéu tuong EEEEME trén desktop
e (Cach 2: Chon Start > Micrsoft Office - Excel 2019
- Thoat khéi chuong trinh

e Nhiap chudt vao nat M. goc trén cung bén phai dé thoat khoi Excel.
4.2.1.2. Giao dién Microsoft Excel

H ] @, ™ Book1 - Excel Preview [5al = O

File Insert Page Layout Formulas Data Review View Help Foxit Reader PDF TEAM £ Tellme r!:_‘-;_ Share

'“D 6 Calibri T = == 2 Genera - %Conditional Formatting - E‘“Insert - 2 "Z‘Yv
o By -~ 51 % = = - % - 9% GFormat as Table ~ E" Delete - E - P
. oW = E=E3= | B - i 8 [7 Cell Styles - [E1 Format ~ -
Clipboard = Faon [} Alignment [} Mumber ra Styles Cells Editing -

A1 v fe
A B C D\E F G H J K L -

Tab Bar (Thanh tab) Title Bar (Thanh Ribbon (Thanh
Formula bar (Thanh tiéu dé)

chira cac Group

cong thirc)

cong cu)

Sheet Tab (Chtra cac
sheet trong workbook)

5%@) 4 »

Ready ] - '] + 100%

Hinh 4.1. Giao dién Microsoft Excel 2019

Vung lam viéc

PR PP e
b = o | s R W

4.2.2. Thao tac trén tap tin bang tinh
4.2.2.1. Mé tap tin bang tinh

Tir tab File > Open (hoic Ctrl + 0). Hoac Nhép chudt vao biéu tuong |
thanh Customize Quick Access Toolbar xuat hién hop thoai
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Open *
- v « CDIO_CNTT » THDC_CDIO_UPDATE v | @ | | Search THDC_CDIO_UPDATE 0
Organize = Mew folder =~ [ @
BAIOMTAP_HDT *  MName X 03
CHUAD BT - THEC Chon folder 03
BAITAP_ACCESS M3+M7 - Copy 09
BAITAP_LTMAMNG(GIAODIE SLIDE 28
COIO_CNTT B bieu mau 2_tong hop diem THDC xlsx 10,
BAITAP EX MANG CAD B bieu mau 2_tong hop diem THDC_2017_CD17T Tdadsx 16
BIENSOAN_CSDL I:I bieu mau 2_TOMG HOP DIEM THDC_CDI16TT1.xlsx 10
% LichGD_THDC_HK1_2017_CDIOdsx 25
DAY _CDIo 1
B B Rubric (1)_2017.xlsx Géo tén tﬁp tln o7
GLADANTIMNHOC+CSDL 85 Rubric.xlsx © 25
HOT{2017)
SOANGIAOAN_THDC Chgn Open
THDC_CDIO_UPDATE
IR IR, SRITT e { )
File name: | & v| All Bxcel Filgs (* ™ xlsg ™ xlsm;
Tools - Cancel

Hinh 4.2. Hop thoai mo tdp tin
4.2.2.2. Lwu bang tinh

T tab File > Save (hoic Ctrl + S). Hoic Nhip chudt vao biéu tuong E trén
thanh Customize Quick Access Toolbar xuat hién hop thoai

Save As X
1 |"::'| » This PC » Documents w | O Search Documents 2
Organize « MNew folder == W 0
2. System (C:) G Marne TR
CHINHSUA_GIAD TRINH C-Free :
Microsoft Excel Custom Office Templates f
FIFA OMNLINE 4 f
@ OneDrive GitHub :
8 This PC Graphics f
Hist f
8 3D Objects fsteny
|ISExpress f
Deskt
! ssiep Integration Services Script Component f
|=| Decuments . . - . - . — . i
v £ >
File name: | ElsLaRi{i=y -
Sawve as type: | Excel Workbook (*.xlsx ~
Authors:  Khoi_Heang Tags: Add atag
[] Save Thumbnail GO tén tap tin
~ Hide Folders Tools - Cancel

Hinh 4.3. Hop thoai luu bang tinh
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4.2.2.3. Pong bang tinh
Tur tab File - Close ( Ctrl + F4)
4.3. Thao tac veéi 0
4.3.1. Cac kiéu dir liéu
4.3.1.1. Kiéu dix liéu s6 (Number)

Bao g6m cac ky s6 tr 0 - 9, dau 0, $, %, ... Khi dugc nhap vao hop 1€, s6 s& mic
nhién canh phai trong 6. Néu chiéu rong cot khong du dé hién thi hét con sd thi Excel
s& hién thi sb theo dang khoa hoc (Vi du: 1.259E+08) hodc hién thi cac ddu “#”, trong
truong hop niy ta phai mo rong cot cho dén khi sb hién thi day du. Cha y: Khi nhap
mot dit lidu kiéu sé ta khong can phai nhap dau phan cach hang ngan nhung phai nhap
diu phan céch thap phan. Vi du: ta chi can nhap 37923.87 sau khi dinh dang sb sé tu
dong doi thanh 37,923.87.

4.3.1.2. Dir liéu kiéu ngay, gio ( Date/Time)

Thuc chét 1a kiéu sb chi sb thir ty tir ngdy 01/01/1900 tro di. Phai nhap ngay va
gi0 theo duing dang da chon trong Control Panel cua Windows.

4.3.1.3. Dir liéu kiéu Logic
Gom cac gia tri: TRUE, FALSE.
Dix liéu kiéu chudi (Text)

Bao gdom cac ky tu tir: A - Z, a - z, 0 - 9, khoang tring va mot sé ky hiéu khac.
Néu dit liéu nhap vao co sd va chir 1an 16n thi Excel hiéu ngam 1a kiéu chudi. Khi nhap
vao, dir liéu kiéu chudi s& mic nhién dugc canh trai. Néu mot chudi cu thé nao d6
dugce dung trong cong thic thi phai dat chung trong cip diu ngodc kép. Vi du: “1op
11B8”.

4.3.2. Cach nhap dir liéu

- Budc 1: Chon 6 can nhap liéu.

- Budc 2: Nhap noi dung.

- Budéc 3: Nhan Enter hoac cac phim di chuyén trong 6.
4.3.3. Chinh swa dir li¢u

4.3.3.1. Xo4 dir ligu

- Budc 1: Chon 6, viing can xoa noi dung.

- Budc 2: Nhan phim Delete.
Ngoai ra, con cé cac Iénh xoa khac:

- Tab Home > Clear 2 All: xo04 tat ca

- Tab Home - Clear - Formats: chi xoa dinh dang
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- Tab Home - Clear - Contents: chi xoa ngi dung
- Tab Home - Clear > Comments: chi xoa ghi cha
4.3.3.2. Khoi phuc dir ligu
- Huy lénh (Undo), phuc hoi 1énh (Redo), lap lai Iénh sau cung

Huy Iénh  Phuyc hoi

- Pé huy mot 1énh vira thyc hién ta nhap chudt 1én nit hoac dung phim
<Ctrl+Z>.

Dé phyc hdi 1énh vira hity thi nhan nat hoac dung phim <Ctrl+Y>.

bé thuc hién lai 1€nh sau cung nhan <Ctrl+Y>.

4.4. Lam viéc vei trang tinh (Worksheet)
4.4.1. Dong va cot
4.4.1.1. Thém dong va cét
4.4.1.1.1. Thém dong
- Buéc 1: Chon mdt hodc nhiéu dong tai vi tri mudn chén

- Budc 2: Chon tab Home—> chon nhom Cells—> Insert-> Insert Sheet Rows
hodc Nhap chudt phai, chon Insert.

E'I'Insert - 2 - ’é‘l"*
E'I' Insert Cells...

{El: Inzert Sheet Rows

UM nsert Sheet Columns

Q Insert Sheet

4.4.1.1.2. Thém cot

- Buéc 1: Chon mot hodc nhiéu ¢t lién tuc hodc cach khoang ma ta mudn
chén s6 cot twong g phia bén trai cac cot nay.

- Budc 2: Chon tab Home -2 chon nhom Cells=2>Insert->Insert Sheet
Columns hoic Nhip chudt phag=lnsert =~ > - v~

E'I' Insert Cells...

El: Inzert Sheet Rows

U ncert Sheet Columns
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4.4.1.2. Xoa dong va cot

- Budc 1: Chon cac dong hodc cac cot can x6a

- Budc 2: Chon tab Home—=>nhom Cells=>Delete>chon kiéu x6a phu hop.
Hozc Nhip chudt phai chon Delete.

4.4.1.3. Hiéu chinh kich thwéc dong, cot

E*“Delete v * o~
E-‘" Delete Cells...

-

X Delete Sheet Rows

Delete Sheet Columns

|.?:J
Ex Delete Sheet

- Co6 thé thay doi do rong cua cot hodc chiéu cao cua dong bang cach dua

chuot dén bién gitra tén cot/dong i sau d6 drag chuot dé thay doi kich

thuoc.

e Vao tab Home = nhom Cells = Format.

1=

i

—

[=] Format - =

Cell Size

3

Row Height...

AutoFit Row Height
Column Width...
AutoFit Column Width

Default Width...

e Chon Row Height: thay di chiéu cao caa dong ( hoic chon Column

Width dé thay doi do rong cua cot)

e Chon AutoFit Row Height/AutoFit Column Width: tu dong diéu chinh
kich thudc vira vai dir liéu.

4.4.1.4. An/hién, cé dinh (freeze)/thdi cé dinh (unfreeze) tiéu dé dong,

A

cot

- C6 dinh tiéu @& dong, cot: Vao tab View -> Freeze Panes trong nhém

Window
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\{[I="M Help  Fouit Reader PDF  TEAM D Tell

= New Window Ee D

M |
E Arrange All m — Lr
B Freeze Panes =

........

Switch Macros
Windows - -

|

Freeze Panes

; Keep rows and colurmns visible while the rest of C6 dinh nhiéu dong
the worksheet scrolls (bazed on current selection}
Freeze Top Row

= Keep the top row visible while scrolling through C6 dinh dong

the rest of the worksheet,
Freeze First Column

Keep the first column visible while scrolling C8 dinh cot
through the rest of the worksheet.

4.4.2. Trang tinh
4.4.2.1. Tao, xo04, di chuyén, sao chép cac trang tinh
4.4.2.1.1. Tao WorkSheet
- Budc 1: Nhap chudt phai tai Sheet bat ky

- Budc 2: Chon Insert tir tab ngir canh.

Bookl1 - Excel Preview Sign in = O
53 Share
"D % Calibri -l == = gt % Conditional Formatting ~ =] )
Gy~ B I U-~ === H- {7 Format as Table -
Paste = | Aa == = | Number | B Format as Table e || i
. ¥ e - A~ == & c 7 Cell Styles - - -
Clipboard 1= Font P Alignment I Styles -
Insert...
Al S v
|=_|P'( Delete
A I B cl ., Rename F G H | ] K -
1
2 1 " Move or Copy...
3 : (').1 View Code
4 L—' Protect Sheet...
3 | Tab Color 3
6 | Hide
? -
8 —
Select All Sheets - h
Danh sach sv LS e HEZ2 | 'i'!':' 4 3
Ready H m - 1 + 1005

- Budc 3: Chon biéu trgng Worksheet
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Insert >

General  Spreadsheet Sclutions

2 & " —

Worksheet Chart M3 Excel 4.0 MS Excel 5.0 Preview
Macro Dialog
Formula Formula Formula Faormula

tutorial(2), it tutorial(3) .t tutorial(4), kb tutorial(5) .t

Formula Formula Getmore out  PivofTable
tutorial(a) xitx  tutorial xdtx  of PivotTabl... tutorial(Z). st

[ [y M| [y v
Templates on Office.com Cancel

Preview not available,

4.4.2.1.2. X0a Worksheet

- Budc 1: Nhap chudt phai chudt tai worksheet mudn xoa

- Budc 2: Chon Delete tur tab ngir canh

0O & = = Book] - Excel Preview Sign in = = O
Insert | Page Layout | Formulas | Data | Review | View  Help | Foxit Reader PDF | TEAM Q Tell me r!'__'-;_.Sl'mre
‘D X Calibri 11 || E =2 % FZ Conditional Formatting - & P
- B I U- AaA | ===H- £24 Format as Table -
Paste = | 1A A== = | umber | B Format as Table Cells | Editing
B i Dre A =3 - - (7 Cell Styles - - -
Clipboard = Font P Alignment I Styles -
Insert...
Al v v
IR Delete
A B * Rename E . F . G [ H . | | ] | K | [«
l ._.l Move or Copy...
2
3| Q] View Code
4 | ’:‘ Protect Sheet...
5 Tab Celor 3
6 | Hide
?_
8
] Select All Sheets -
Danhsach sv | BiemHKT | Biém HK2 | ()] 1 »
Ready FH - 1 + 100%
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4.4.2.1.3. Di chuyén va sao chép worksheet

- Dung lénh

e Budc 1: Nhap chudt phai tai worksheet muén di chuyén hoic sao chép.

e Budc 2: Chon Move or Copy tir menu ngit canh

Bookl - Excel Preview

Sign in

=

O

5 Share
“D 3'5 Calibri =11 - == = EE 9% ConditionaIFormatting' @ o)
Paste - T B~ | Namber | B Format as Table~ Cells | Editing
TN e Iye A~ E=3= £ o [ Cell Styles - - -
Clipboard Font P} Alignment I Styles ~
Insert...
Al S v
X Delete
A | B | €+ Rename | F | & | H | b k-
U | II Move or Copy...
z' Q] View Code
4| 7 Protect Sheet...
5_ Tab Color 3
6 Hide
?_
]
i Select All Sheets -
Danh séch sv | wem Ak | enem HK2 | ® 1 G
Ready H 1 + 100%
Move or Copy ? e
Move selected sheets
To book:
Bookl W
Before sheet: Di chuyén
Danh sach sv
Worksheet Danh
Tai Worksheet Danh Diém HE2 , e .
’ o imove to end) sach sv dén trwéc
sach sv (2) la ban sao
cua Worksheet Danh
Sach SV truéc
Worksheet Diém pt | Create a copy
HK1 oK Cancel
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- Dung chuot:
e Di chuyén Worksheet: Kéo tha worksheet Tab dén vi tri mai.

e Sao chép Worksheet: Nhan giir phim Ctrl va kéo tha Worksheet trén
Sheet Tab dén vi tri mai.

4.4.2.2. Thay d@6i tén trang tinh

- Budc 1: Nhap chudt phai tai Worksheet muén doi tén

- Budc 2: Chon Rename tir menu ngi canh

Bookl - Eucel Preview

&D &% Calibri 11 || == = @E o ConditionaIFormattingv @ Jo)
B- BIU- AA | E==E- 7 Format as Table -
Paste 2 [0 T CTIAA== =7 | Number | B Formatas Table Cells | Editing
. W H- | O-A- == P - | [ Cell Styles- . N
Clipboard Font I Alignment [ Styles »
Inzert...
Al - v
B2 Delete

A B *  Rename E | F | G | H | | ] | k | -
1 " Move or Copy...
2
3 ] ('ﬂ View Code
4 | I:‘ Protect Sheet...
3 | Tab Color »
6 | Hide
?_
8_

Select All Sheets . - -
Danh sécnsverenrrr - Bigm HK2 | ) ] ,

Ready E - | + 100%

4.4.2.3. Mé nhiéu trang tinh
- Budc 1: Mé nhiéu trang tinh cung lac

- Budc 2: Tab View = View Side by Side 6 muc Window

View Help Foxit Reader PDF TEAM Q Tell me what you want to {

=t - i [T View Side by Side
2 @ D’E E =] split View Side by Sid

. Hide
W% Loom to Mew  Arrange Freeze
Selection | Window  All  Panes~
aom Window
View Side by Side
Instead of switching back
H ] K L I‘JEt‘.".\."l':EI"I workbooks, vie \
i T T T T by side. [t makes compari
easier,
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Dé thay d6i cach xem, Nhap chudt vao “Arrange All” trong muc “Window” ciia
tab “View”.

View Help Foxit Reader PDF TEAM Q Tellme

E @ D’E - :;Jﬂplit [T View

... Hide
W% Zoom to Mew Arrange Freeze
Selection | Window | All  Panes~
oom Window
Arrange All

Stack your open windows so you
H can see all of them at once.

Hop thoai “Arrange Windows” xuét hién. Trong do6 c6 cac lya chon:

Arrange Windows 7 *

() Vertical
O Cascade

|:| Windows of active workbook

- Vertical: cac ctra s6 s& duoc dit canh nhau, giéng nhu khi ta canh chung vé
phia bén trai va bén phai man hinh.

- Horizontal: cac cira s6 bang tinh duoc dit theo chiéu ngang (mot cira s6 ndm
trén, mot cira s6 nam dudi).

- Tiled: Trong trudng hop ta md 2 bang tinh, Tiled s& hoat dong giong
Vertical, dit 2 bang tinh vé 2 bén trai, phai ciia man hinh.

- Cascade: Cac cura sb bang tinh dugc xép theo dang bac.
4.4.2.4. Tinh toan trén nhiéu trang tinh

Chung ta c6 thé mudn st dung gié trj tir mot 6 trong nhiéu worksheet khac trong
cung workbook trong mét cong thic. Vi du, gia tri cia 6 Al trong worksheet hién thoi
va 06 A2 trong worksheet thad 2 co thé dugc st dung thém dinh
dang “sheetname!celladdress”. Cong thirc cho vi du nay s€ 1a “=A1+Sheet2! A2” noi
gia tri cia 6 Al trong worksheet hién thoi dugc thém vao gia tri cia 6 A2 trong
worksheet c0 tén “Sheet2”.
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4.5. Pinh dang 0, day 6
4.5.1. Pinh dang kiéu s6, ngay, tién té
- Budc 1: Chon vung dit liéu can dinh dang

Budc 2: Chon tab Home = nhom Cells = Format - Format Cells, Chon
thé Number.

Format Cells

? X
Number  Alignment Font Eorder Fill Protection
Categony:
General sample
Currency
Accounting : . =
Date Decimal places: |2 -
Time [ use 1000 Separatar ()
Fercentage
Fraction Megative numbers:
Scientific -1234,10
Text 1234.10
Spedial [1234.10)
Custom [1234.10)

MNumber is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value,

Hinh 4.4. Hop thogi Format Cells
4.5.2. Pinh dang van ban

Chon tab Home - nhéom Cells - Format - Format Cells - Font: Chon
kiéu dinh dang

- C6 thé dinh dang bing cong cu & Group Font.

Format Cells

? >

Number  Alignment | ! Border  Fill  Protection

Font: Font style: Size:

Calibri Regular 11

Calibri Light (Headings PRRequiar ] B ~

d Italic 9

MnArabia Eold 10

VnArial Bold Italic
Vnarial Narrow 12

MnAristote w 14 e
Underline: Colorn:

None ~ | I Naormal font
Effects Preview

[ strikethrough

[ superscript Calibri

[ subscript

This is a TrueType font, The same font will be used on both your printer and your screen.

Cancel
Hinh 4.5. Hop thogi dinh dang
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4.5.3. Cin chinh, hiéu &ng vién
4.5.3.1.Cin 1@ dir liéu trong 6
Chon tab Home - nhém Cells > Format - Format Cells > Alignment

Hinh 4.6. Hgp thogi Format Cells
- Text Alignment: Canh 1& cho dit liéu trong 6

- Horizontal: Canh 1& theo chiéu ngang (Left/ Right/ Center/ Justified/ Center
Across Selection/ Distributed/ Fill).

- Vertical: Canh I& theo chiéu dang (Top/ Center/ Bottom/ Justify/
Distributed)

- Orientation: Chon huéng cho dir liéu (nhap sé do goc quay trong 6
Degrees).

- Text Control: Diéu chinh dit liéu
- Wrap text: Dt liéu tu dong xudng dong khi gap Ié phai cua 0.
- Shrink to fit: Dix liéu tu dong thu nho kich thudc cho vira vai 6.

- Merge cells: Két hop cac 6 thanh 1 6.
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4.5.3.2. Ké khung cho bang tinh

Chon tab Home = nhom Cells & Fomat = Format Cells = Chon thé Border.

Format Cells ? x
Number  Alignment Font B ..... nrder Fill Protection
Line Presets
Style:
Mone  r=—===—==
Mone  Qutline  Inside
———— - e e ——— Baorder
Text
Colar:
Automatic w i

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

Hinh 4.7. Hop thoai ke khung
Presets: Chon kiéu ké khung

e None: Bo ké khung
e Inside: Ké cac duong trong.

e Outside: Ké duong vién xung quanh

Border: Cho phép chon dudong ké truc quan theo yéu cau.
- Line:
e Style: Chon kiéu cua duong ké.

e Color: Mau cua duong ké

T6 nén cho bang tinh
Chon Home = nhom Cells = Fomat = Format Cells = Chon thé Fill.

e Pattern Color: Chon mau nén

e Pattern Style: Chon cac mau nén
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C6 thé t6 nhanh bing cac Nhap chudt nut Fill Color

Or

& Group Font.

Luwu y: C6 thé mé hop thoai Format Cells bang cach chon vung dit liéu, Nhap
chuot phai chon Format Cells trong Shortcut menu.

4.6. Biéu thitrc va ham
4.6.1. Biéu thirc sé hoc

4.6.1.1. Khai ni¢m biéu thirc s6 hoc

Biéu thuc 1ap nén tir cac toan hang va cac phép tinh dé tao nén nhing gia trj moi.
Biéu thure dung dé dién dat mdt cong thire, mot quy trinh tinh toan, 1a su két hop gitra

cac phép toan va cac toan hang dé dién dat mgt cong thirc toan hoc nao do.

4.6.1.2. Tao biéu thirc s6 hoc don gian

Bi€u thirc phai bat dau bdi dau '='". Khi can lay so6 1i€u ¢ 6 nao, nhap chudt vao 6
dé hodc go dia chi 6 d6 vao cong thuec.

Vi du: Tinh Iuvong va ty I¢ theo cong thuc:

Luong = S6 ngay cong * Luong ngay

Ty Ié = Luong / Tong cong Luong

A B C D E F
1 [STT Ho va tén S6 ngay cﬁnémeg ngayLwong |Tv1é
2 Nauyén Vin A 25 50,000
3 Tran Thi C 24 45,000
4 Neuyén Thi H 26 50,000
5 Vi Van T 25 45,000
6 Pham Thi X 24 35,000
7 LETH Y 26 40,000
B Tﬁng Cong
9

Hinh 4.8. Tqo biéu thic

Cach thgc hién nhw sau:

Tinh luong cho nhan vién dau tién ta lam nhu sau:

Dua con trd vé 0 E2

Go dau =’

Nhap chudt vao & C2 (hoic gd C2)

Go dau *

Nhap chudt vao & D2 (hoic gé D2)

Nhan Enter

Pé tinh lwong cho nhitng nhan vién con lai, dwa con tré vé 6 E2, sao chép

cong thurc cho téi 6 E7.
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- Tuong ty tinh ty I&: cach lam tuwong tu nhu trén.
4.6.1.3. Céc 16i thwong gap

Biéu thuc bat dau boi ddu bang (=). Sau khi nhin phim Enter cong thirc nhap vao
chi thé hi¢n trén thanh cong thirc con két qua dugce thé hién trong 6.

M@t s6 thong bdo 16i thuwong gap khi siv dung cong thive:
- ###H#E Cot qua hep
- Err: 503 Chia cho 0, sai vé kiéu cta toan hang
- #NAME? Thuc hién phép tinh v6i mot bién khong xac dinh (tén khong gin
vo1 mét 6 hay vung nao ca)
- #N/A Tham chiéu dén 6 rdng hodc khong c6 trong danh sach
4.6.2. Ham
4.6.2.1. Khai niém ham, ct phép, cach nhap ham
Khai niém ham:
Ham dung dé tinh toan va tra vé mot gia tri, trong 0 chira ham s€ tra vé mot gia
tri, mdt chuoi ky tu hoac mot thong bao 1601, ... Excel c6 mdt tap hop cadc ham rat

phong phti va duoc phén loai theo timg nhém phuc vu cho viée tinh toan trén nhiéu
kiéu dir liéu va nhiéu muc dich khac nhau.

Cu phép:

= TEN HAM ([Danh sach dbi so])

Da sO cac ham cua Excel déu co doi sd nhung cting 6 nhirng ham khong c6 d6i
s0. Néu ham c6 nhiéu doi so thi gitra cac doi so0 phai dugc phan cach bang ky hiéu
phén cach, cac ky hiéu phan cach dugc quy dinh trong Control Panel... véi mac dinh
la dau phay.

Cach nhdp ham

- Céch 1: Nhap truc tiép tir ban phim
e Dit tré chudt tai 6 mudn nhap ham.
e Nhiap dau = (hoic diu @, hodc dau +).
e Nhap tén ham cing céc dbi sd theo ding ct phap.
e Nhén Enter dé két thuc.
- Céch 2: Thong qua hop thoai Insert Function

e Dat tro tai 6 mudn nhdp ham.

Je

° Nhép chuot chon Insert Function hoac Shift+F3
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Insert Function ? ot

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a categony | All

Select a function:

ABS
ACCRINT

ACCRINTM

ACOS

ACOSH

ACOT

ACOTH v

ABS({number)
Returns the absolute value of a number, a number without its sign.

Help on this fundion 0K

Cancel

Hinh 4.9. Hop thoai Insert Function
e Chon Group ham trong danh sach Function category.
e Chon ham can st dung trong danh sach Function name.
. Nhép chon OK dé chon ham.

e Tuy theo ham duoc chon, Excel s& mo hop thoai ké tiép cho phép nhap
cac ddi s6 (nhap hodc quét chon). Tién hanh nhap cac dbi sb. Vi du
danh sach cac ddi s6 can nhap cta ham IF:

Function Arguments ? et
IF
Logical_test | 4 =
Yalue_if_true * =
Value if false + =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function Cancel
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4.6.2.2. Toan tirso sanh =, <, >

biéu kién | Toanti¥ | Cong thirc M0 ta
Bang = =Al1=B1 Tra vé True néu gia tri 6 Al bang vdi gia
tri 6 B1, nguoc lai tra vé false
Khong <> =Al<>B1 | Travé True néu gia tri & Al khac véi gia tri
bang 6 B1, nguoc lai tra vé false. Toan tir nay
nguoc lai véi toan tir “=”
Lén hon > =A1>B1 | Traveé True néu giatri 6 Al 16n hon gia tri
6 B1, nguoc lai tra vé false
Nho hon <= =Al<=B1 | Travé True néu gia tri 6 Al nho hon hoac
hoac bang bang gia tri 6 B1, nguoc lai tra vé false.
Toan tr nay nguoc voi toan tir “>”
Nho hon < =Al<B1 | Travé True néu gia tri 6 Al nho hon gia tri
6 B1, nguoc lai tra vé false
Lén hon >= =Al>=B1 | Travé True néu gia tri 6 Al 16n hon hoic
hoac bang bang gia tri 6 B1, nguoc lai tra vé false.

Toan tir nay nguoc voi toan tir “<”

Vi du dudi ddy minh hoa cac truong hop so sanh theo ting cap diéu kién

A B C D E F G H

1

2 DAL |81 -A1-B1 [ =A1<>B1] =A1>B1 | A1<-B1] =A1<B1 | =A1>=B1
I 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
a| 1 7 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
5| 2 5 FALSE | TRUE | FAISE | TRUE | TRUE | FALSE
6| 10 10 | TRUE | FAISE | FAISE | TRUE | FAISE | TRUE
7| 2 f FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
8| 10 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
9| 3 4 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
0] 4 8 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
1] 10 7 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
12

4.6.2.3. Cac ham co ban

4.6.2.3.1. Ham SUM

- Cu phap: =SUM(numberl, number2, ...)

- Cong dung: Tinh téng c4c gia tri chi dinh. (numberl, number2, ... c6 thé la
cac hang sd, biéu thire, dia chi 6, dia chi vang, ...)
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Vi du:

A B C D E
1 Hotén |Van Toin  |Necoai ngit | Téne didm
2|aN | 5 7 6|=SUM(B2D2)
3 |BINH 6| Ving thi 7
4 |HANH 7 8[Ving thi 15
5 |PHUC 8 8 9 25
6
4.6.2.3.2. Ham AVERAGE

Cu phap: =AVERAGE(numberl, number2,...)

Cong dung: lay gia tri trung binh cong cua cac sbé chi dinh. (numberl,

5UM(number1, [number?], ...)

number2,... c¢é thé la cac hang sd, biéu thuc, dia chi 6, dia chi vang,...)

Vi du:

4.6.2

Cu phap: =MIN(numberl, number2,...)

B C D E F

1 Vin Toin _ |Ngoai ngit|Téng diém |S6 mon thi
2 5 7 6 18 3
3 6|Ving thi 7 13 2
4 7 §|Wing thi 15 2
5 8 8 9 25 3
6 b trung binh ciia Iop : |[=AVERAGE(E2:ES)
¥

.3.3. Ham MIN

Cong dung: lay gia tri nhé nhét cua cac sb chi dinh. (numberl, number2, ...

c6 thé la cac hang sd, biéu thue, dia chi 6, dia chi vang,...)

Vi du:
A B C D E F
1 Hotén |Vin Toin _ |Ngoaingit| Téng diém |Sé mén thi
2 AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 |HANH 7 8| Ving thi 15 2
5 P}_Hi'c _ 8 8 9| 25 3
& | Tong diém trung binh cia lop : 17.75
7 | Téng diém thép nhit ciia lép - |=1-m~:@::§5)
a
4.6.2.3.4. Ham MAX

Cu phap: =MAX(numberl, number2,...)

Cong dung: ldy gia tri I6n nhat cua cac sé chi dinh. (numberl, number2, ...

c6 thé 1a cac hang sd, biéu thirc, dia chi 6, dja chi vung,...)
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A B C D E F
1 Hotén |Vin Toin _ |Ngoai ngit|Téng diém |S6 mon thi
2 AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 [HANH 7 8| Ving thi 15 2
5 [PHUC § 8 51 251 3
6 | Téng diém tnmg binh ciia 1ép - 17.75
7 | Téng diém cao nhit cia l6p - [=MAXJE2E5)
8
4.6.2.3.5. Ham COUNT
- Cuphap: =COUNT (valuel, value2,...)
- Cong dung: Bém cac gia tri s6 trong vung chi dinh. (valuel, value2, ... ¢6
thé la cac hang s6, biéu thie, dia chi 6, dia chi vang, ...)
Vi du:
A B C D E F G
1 Hotén |Van Toin _ [Ngoai ngit|Téng diém |S6 mén thi
2 [AN | 5 7 61 18|=COUNT([B2:D2)
3 |BINH 6|Ving thi 7 13 2
4 |HANH 7 §|Ving thi 15 2
5 |PHUC § g 9 25 3
]
4.6.2.3.6. Ham COUNTA
- Cuphap: =COUNTA(valuel, value?, ...)
- Cong dung: Bém cac 6 c6 dir liéu trong vang chi dinh (valuel, value2, ... ¢6
thé 1a cac hang sd, biéu thirc, dia chi 6, dja chi vung, ...)
Vi du:
A B C D E F
1 Hotén |Van Todn Ngoai ngit |Téng diém [S6 mén thi
2 (AN 5 7 6 18 3
3 |BINH 6|Ving thi 7 13 2
4 |HANH 7 8| Ving thi 15 2
5 PHUC | 8 8 9 25 3
& I Téng s6 hoc sinh cia lop - I=COLETA(_—‘L2:_—15}
Ti
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4.6.2.3.7. Ham ROUND
- Cu phap: =ROUND(number, num_digits)

- Cong dung:
e Lam tron sb number tai vj tri num-digits.

e Vjtrilam tron num_disgits twong tu truc s6

-4 -2 0
1 1

| |

?
| | i

Hang tram Hang chuc Hangdonvi 1s

1
I le 2s
e Nguyeén tic lam tron:

Néu ky sd bén phai vi tri lam tron num_digits > 5 thi ldy sb tai vi tri
num_digits sé cong thém 1.
Nguoc lai, ‘néu < 5 s& bj cat bo (d6i véi phan thap phan) hodc lam tron vé 0
(doi véi phan nguyén)

Vi du:

=ROUND(15271.382, -2) - 15300

=ROUND(15271.382, 0) > 15271

=ROUND(15271.385, 2) - 15271.39

4.6.2.3.8. Ham INT

- Cu phap: =INT(number)
Cong dung: Lam tron number xudng dén s6 nguyén gan nhat

Vi du:
=INT(123.654) - 123

=INT(-123.654) > -124
4.6.2.3.9. Ham MOD

- Cua phap: =MOD(number, divisor)
Cong dung: Lay sb du caa phép chia s6 number cho divisor.

Vi du:
=MOD(7,2) > 1

=MOD(9,3) > 0
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c2

4.6.2.3.10. Ham RANK
- Cu phap: =RANK(number, ref, order):

- C6ng dung: Xac dinh va tra vé tha hang caa gia tri number trong vang di
liéu ref theo phuong thirc xép hang order. Trong do:

e \Vung dit liéu ref phai dung dia chi tuyét doi.
e order = 0: gia tri number Ién nhét xép hang 1.

e order = 1: gia tri number nho nhat xép hang 1.

Vi du:
A B C D E F G
1 Hotén |DTB  |Kétqua [Xéploai |Xéphang |
2 [AN | 5|Pat Trung binh |=RANK(B2 $B$2:5555.0)|
3 BINH 4.2 |Khéng dat|Yéu 4
4 HANH 7.9|Dat Khi 2
5 PHUC | 8.2/Pat Gioi 1
6
A B C D E F G
1 Hotén |DTB  |Kétqui |Xéploai |Xéphang
2 |AN | 5|Pat Trung binh =RANK(B2,5B$2:5B55,1)
3 |BINH 4.2|Khéng dat |Yéu 1
4 HANH 7.9|Dat Khi 3
5 |PHUC | 8.2|Pat Gioi 4
6

4.6.2.4. Ham diéu kién IF
- Cu phap: =IF(logical_test, value if true, value if false)
- Cong dung: Kiém tra biéu thuc diéu kién logical_test:
e Néu la TRUE: tra vé gia tri value if true.

o Néu la FALSE: tra vé gia trj value if false.

Vi du:
Ham IF don
- fo (Qﬁazxi "Pat","Khéng dat”) >
A E C D E F G

H:;-_té‘:n PTB _ Két qua " TKhoi_Hoang:
AN 3| Bat ) |- NEu DTB==5 thibat
BINH 4 2|Khéng dat| |- M&u BTB <5 Thikhdng dat
HANH 7.9|Bat
PHUC 8.2 |Dat
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Ham IF long

- - —
— —

- . ]
02 - 2 Q:ﬂﬁ;_:s:ﬂ,"@im",|=c82:=-=?,"<hé“,|=cazr=5,"Trung binh"l‘r‘eg”;;‘
A B C D E F G H |

1 H:;_tm BTB : Kétqua |Xép l::-;.u\ TKhoi_Hoang:
2 |AN 5|Pat Trungbinh | |- N&u DTB28 Thi "Giei"
3 |BINH 42|Khéne dat|Yéu -NEu 7 = BTB < 8 thi "kha"
. = - -Néu 5 < BTB < 7 thi "Trung binh"
4 HAN 79193t Kha - NEu BTB <5 thi "Yéu"
5 |PHUC 8.2|Pat G101

4.6.2.5. Cac ham logic (AND, OR)
4.6.2.5.1. Ham AND
- Cua phap: =AND(logicall, logical2,...)

- C6ng dung: Kiém tra cac biéu thie diéu kién logicall, 2, ... va tra vé True
néu tat ca cac biéu thirc diéu kién co két qua True, nguoc lai tra vé False.

Vi du:
=AND(3>2,5<8,6>5) > TRUE
=AND(2>3,5<8,6>5) >FALSE
4.6.2.5.2. Ham OR
- Cu phap: =OR(logicall, logical2,...)

- Cong dung: Kiém tra cac biéu thirc diéu kién logicall, 2, ... va tra vé True
néu co it nhat mot biéu thie didu kien co két qua True, nguoc lai tra vé
False.

Vi du:
=OR(3<2, 5<8,6<5) > TRUE
=OR(3<2,8<5,6<5) > FALSE
4.6.2.6. Cac ham ngay (DAY, MONTH, YEAR, NOW)
4.6.2.6.1. Ham DAY
- Cua phap: =DAY (serial_number)
- Cong dung: Tra vé gia tri ngay cua ngay serial_number
Vi du:

A
1 13/12/2018 =DAY(Al) 213
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4.6.2.6.2. Ham MONTH
- Cu phap: =MONTH(serial_number)
- C6ng dung: Tra vé gia trj thang cua ngay serial_number
Vi du:

A
1 13/12/2018

=MONTH(A1) > 12

4.6.2.6.3. Ham YEAR:
- Cu phap: =YEAR(serial_number)
- Cong dung: Tra vé gia tri ndm cta ngay serial_number
Vi du:

A
1 13/12/2018

=YEAR(A1) > 2018

4.6.2.6.4. Ham NOW
- Cuaphap: =NOW()
- C6ng dung: Tra vé ngay gid hién tai caa hé théng

Vidy: =NOW() = 13/12/2018 15:48

4.6.2.7. Cac ham chudi (LEFT, RIGHT, MID, LEN, UPPER, PROPER,
LOWER, VALUE)

4.6.2.7.1. Ham LEFT
- Cu phap: =LEFT (text, num_chars)
- Coéng dung: Trich num_chars ky tu bén trai chudi text
Vi du:
=LEFT(“ABCDE”,3) - “ABC”
4.6.2.7.2. Ham RIGHT
- Cu phap: =RIGHT (text, num_chars)
- Cong dung: Trich num_chars ky tu bén phai ctua chudi text
Vi du:
=RIGHT(“ABCDE”,3) - “CDE”
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4.6.2.7.3. Ham MID

- Cu phap: =MID(text, start_num, num_chars)

- Cong dung: Trich num_chars ky tu bat dau tir vi tri start_num trong chudi
text.

Vi du: =MID(“ABCDE”,2,3) - “BCD”
4.6.2.7.4. Ham LEN
- Cu phap: =LEN(text)
- Cong dung: Bém sb lugng Ky tu trong chudi text
Vi du: =LEN(“ABCDE”) > 5
4.6.2.7.5. Ham UPPER
- Cu phap: =UPPER(text)
- Cong dung: Chuyén tt ca cac ky ty trong chudi textt thanh chix IN HOA.
Vi du: =UPPER(“abCdE”) - “ABCDE”
4.6.2.7.6. Ham PROPER
- Cu phap: =PROPER(text)

- Cong dung: Chuyén tat ca cac ky ty dau tién cia mdi tir trong chudi text
thanh chir IN HOA.

Vi du: = PROPER(*“khoa cdng nghé thong tin”) = “Khoa Céng Nghé Thdng
Tin”
4.6.2.7.7. Ham LOWER
- Cua phap: =LOWER(text)
- Cong dung: Chuyén tat ca cac ky tu trong chudi text thanh chix thuong.
Vidu: = LOWER(“abCdE”) - “abcde”
4.6.2.7.8. Ham VALUE
- Cu phap: =VALUE(text) hoac text*1

- Cong dung: Chuyén dit liéu kiéu chudi text c6 dang sb thanh dit liéu kiéu sd.

Vi du:
F | =VALUE(MID{C1,5,2)) J | =MID|C1,5,2)*1
C D E C D E

T"u"LGZSSl 25.| WLGESS' 25.|
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4.6.2.8. Cac ham tim kiém (VLOOKUP, HLOOKUP)
4.6.2.8.1. Ham VLOOKUP
- Cua phap:
=VLOOKUP(lookup_value, table_array, column_index_num, range_lookup)

- Cong dung: Do tim gia tri lookup_value trong sb cac gia tri & cot dau tién
trong bang do table_array.

Néu tim thdy, tra v& gia tri cot column_index_num va cung dong véi vi tri tim
thiy

Néu khdng tim thay, tra vé gia tri #N/A
- Trong do6:
o lookup value: gia tri do tim.

e table_array: bang do la ving cé dia chi tuyét d6i. Cot dau tién bén trai
chira danh sach cac gia tri do tim. Cac cot con lai chira gia tri twong
g dé tham chiéu.

e column_index_num: chi sé cua cot muén lay gia tri tra vé trong bang
do (cot dau tién 1a 1, cot ké tiép 1a 2,... tinh tir bén trai qua).

e column_index_num >1.

e range_lookup: gia tri kiéu s6 chi dinh cach thac do tim:
0 (FALSE): do tim gi4 tri dau tién dung bang lookup_value. Table_array
khong can sap xép.
1 (TRUE): tim gia tri 16n nhat < lookup_value. Cot dau tién cua table_array
phai duoc sap thir ty ting dan.

Vi du:
A B C D E
1 | BANG TIEN THUONG NHAN VIEN
> HoténNV |Xéploai |Tién thusmg |
s |cuc IB =VLOOKUP(B3,5A4510:5B513,2.0)|
4 HONG C 50,000
5 |MAI A 100,000
6 DAO D 35,000
7
s | BANG TIEN THUONG
o Loai Thuéng |
10 (A 100,000
11 B 75.000
12 |C 50,000
13D 35,000
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17| DANH SACH XEP LOAI SINH VIEN

18 Ho tén SV _|DTB Xép loai |

19{ctic ] 5.5|=VLOOKUP(B19,5A526:5B530,2,1)
20 HONG 7.9|Kha

21 | MAI 43|Yéu

22 | PAO 8.2|Gidi

23

24| BANG XEP LOAI

25 Diém méc Xép loai l

26 0|Yen

27 5| Trung Binh
28 7|Kha

29 8| Gioi

30 | 9|Xuat sac

4.6.2.8.2. Ham HLOOKUP
- Cu phap:
=HLOOKUP(lookup_value, table_array, row_index_num,range_lookup)

- C6ng dung: Do tim gia tri lookup_value trong sb cac gia tri ¢ dong dau tién
trong bang do table_array

Néu tim thay, tra vé gia tri dong row_index_num va cung cot véi vi tri tim thay.
Néu khdng tim thay, tra vé gia tri #N/A
- Trong do6:
e |lookup_value: gia tri do tim

e table array: bang do la ving c6 dia chi tuyét d6i. Dong dau tién trén
cung chtra danh sach cac gia tri do tim. Cac dong con lai chira cac gia
tri tuong ang dé tham chiéu.

e row_index_num: chi sé cua dong muén ly gia tri tra vé trong bang do
( dong dau tién la 1, dong ké tiép 1a 2,... tinh tir trén xubng dudi)

e row_index_num > 1.
e range_lookup: gia tri kiéu s6 chi dinh cach thac do tim.

0 (FALSE): do tim gi4 tri dau tién dung bang lookup_value. Table_array
khong can sap xép.

1 (TRUE): tim gia tri 16n nhat < lookup_value. Dong dau tién cta table_array
phai duoc sap thir ty ting dan.

Vi du:
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A D E F
17| DANH SACH XEP LOAI SINH VIEN
12 Hotén SV_|DTB Xép loai |
19|cucC | 5.5|=HLOOKUP(B19,5B524:5F525 2.1)|
20 HONG 7.9/Kha
21 | MAI 43|Yéu
22 PAO 8.2|Giéi
23 BANG XEP LOAI
24 Piém méc 0 5 7 9
25 Xéploai |Yéu Trung Binh  [Kha Gioi Xuét sdc

4.6.2.9. Cac ham cé didu kién (COUNTIF, SUMIF)
4.6.2.9.1. Ham COUNTIF

Cu phap: =COUNTIF(range, criteria)

Cong dung: Bém s6 6 ¢6 dir liéu khac rong trong vang range thoa man diéu

Kién criteria.

Diéu kién criteria phai dat trong cip diu nhay kép “” va co thé la:

e Giatri chinh xac, cu thé (Vi du: “A”, ©57,...)

e Gia tri twong ddi > dung cac ky tu dai dién

?: dai dien cho 1 ky tu. (Vi du: “?A2?”, “205”,...)

*: dai dién cho 1 chudi ky tu (Vi du: “A*”, “*05?”)

e Biéu thirc so sanh > dung cac toan tir so sanh = (bang), < > (khac), <
(nhod hon), <= (nhé hon hodc bang), > (I6n hon), >= (16n hon hoic
bang) (Vi du: “<>A”, “>5”, )

Vidu 1:
A B C (D]
28 Ma TS Ho Tén TS Téng diém lKét qua
29 |A001 AN 20.5|Pat
30 [B0O1 KHANG 22.5|Pat
31 |C001 THINH 12.0|Khéng dat
32 D001 VUONG 17.5|Pat
33 B002 PHAT 19.0|Khéng dat
34 |A002 TAI 28.0|Pat
35 | Téng s6 TS thi dat - =COUNTIF[(D29D34."Dat"
Vi du 2:
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A E i D

28 Ma TS ch_. Tén TS Téng diém  |Két qua
29 |A001 AN 20.5|Pat
30 B0O1 KHANG 22.5|Pat
31 €001 THINH 12.0|Khéng dat
32 D001 VUGNG 17.5|Pat
33 B002 PHAT 19.0|Khéng dat
34 | A002 ITAI 28.0|Dat
35 Tong so6 TS thi dat - 4
36| TongsdTSthikhdiA: |=COUNTIF(A29:A34 "a*")|
Vidu 3:
A B C D
28 Ma TS HoTénTS  |Téng diém |Két qua
29 | A001 AN 20.5|Dat
30 B001 KHANG 22.5[Dat
31 €001 THINH 12.0/Khéng dat
32 D001 VUGQNG 17.5|Dat
33 (B002 PHAT 19.0[{Khéng dat
34 [A002 TAI | 28.0/Pat
35 Tong s6 TS thi dat - 4
36 Tong s6 TS thi khéi A - 2

37 | Téng 56 TS c6 tong diem > 15 [=COUNTIF(C29-C34.">=15")

4.6.2.9.2. Ham SUMIF
- Cu phap: =SUMIF(range, criteria, sum_range)

- Cong dung: Cong don cac & trong ving sum_range ma dong dé thoa man
diéu kién criteria trong ving diéu kién range.

- Diéu kién criteria phai dit trong cip diu nhay kép “” va co thé la:
o Gia tri chinh xac, cu thé (Vi du: “A”, <57, ...)
e Gia tri twong ddi = dung cac ky tu dai dién
+9: dai dién cho 1 ky tw. (Vi du: “2A272”, %205, )
+ *: dai dién cho 1 chudi ky tu (Vi dy: “A*”, “*059”)

e Biéu thirc so sanh > dung cac toan tir so sanh = (bang), < > (khac), <
(nho hon), <= (nho hon hoic bang), > (I6n hon), >= (16n hon hoac
bang) (Vi du: “< >A”, “>57,..)

Vidu 1:
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A B O E

1 Ma hang| Mt hang| Sélwong | Domgia Thanh Tién

> [ TVS Thi 50|  2.000,000] 100.000.000
3 MLS  |Mdéy lanh 35| 3.500.000] 122.500.000
4 |TLS Ta lanh 45| 3.000.000] 135,000,000
5 [TVL Thi 2| 2.300,000 4.600.000
6 MLL  |Mdy lanh 5| 3.800.000]  19.000.000
7 ITLL Ta lanh 1| 3.100,000 3,100,000
8 MIS  |Maytnh | 80|  5.000,000] 400.000.000
o | Téng sé hrong mit hang Tivi d4 ban |=SUMIF(B2:BS8," Trvi",C2:C8)|

=SU.‘~’.IT_F(.5'LE;JLSJ'T‘J*"ﬂl:CS){

Vidu 2:
A B C D] E F

1 |Mahang|Mathang| Sélrong | Domgia | Thanh Tién |

2 [TVS Tivi 50/ 2.000,000] 100.000,000

3 [MLS  |[May lanh 35| 3.500,000] 122.500,000

4 |TLS Tt lanh 45|  3.000.000] 135.000.000

5 [TVL Tivi 2| 2.300,000 4,600,000

6 [MLL  |[Méy lanh 5[ 3.800.000 19,000,000

7 [TLL T lanh 1 3,100,000 3,100,000

8 |MTS _ |Méytinh | 80|  5.000,000|_ 400.000,000

9 Téng thanh tién cac mét hang cé SL = 30 - =SUMIF(C2:C8,">=30"E2E8)|

4.7. Biéu do
4.7.1. Tao biéu dd

- Budc 1. Chon vung dir liéu, chon ludn cac nhan cuia cac cot.

- Budc 2. Chon kiéu do thi tir tab Insert/ nhém Charts/ chon nhom do thi khac

nhau
Insert Page Layout Farmulas Data Review View Help Foxit Reader PDF TEAM Q
1’ L | [g Online Pictures £ 30 Models - l;? - le- 1" i -
) =
) - L& Shapes - rh|:|Sr‘r1E|r|:»|f'xrt f: 00~ il - h' .
:nded Table Pictures Recommended . Maps PivotChart
bles =57 lcons 4 Screenshot - Charts e R > =
[Nustrations Charts ]

Hinh 4.9. Minh hog thao tac chén do thi

Trén man hinh xuét hién dd thi tuong ng, chon dd thi, trén thanh Chart Tools
thuc hién cac hiéu chinh cho d6 thi.

Vi du: Cho bang dir li¢u nhu sau:

207



A E © D

12 DAL HOC |CAO DANG |[TRUNG CAP
13 |GIOI 30% 35% 20%
14 | KHA 35% 45% 20%
15 T BINH 25% 15% 50%
16 | YEU 10% 5% 10%

THONG KE CAC BAC HOC

GOl T BINH YEU

60%

50%

mDAIHQC mCAOBDANG mTRUNG CAP

4.7.2. Chinh sira, cit dan, di chuyén, xéa tiéu dé biéu dé
Hiéu chinh biéu dé

Sau khi tao xong biéu do, ta co thé hiéu chinh biéu d6 nhu thay doi loai biéu do,
vung dir li€u, hi€u chinh cac tiéu dé, ...bﬁng cach: Nhép chudt 1én biéu do, chon Tab
Chart Tools.

Chart Tools

Format

Design

Group Chart Styles cho phép chon Style cho biéu d6. Phién ban Excel 2019 cung
cap hé thong Style cho biéu db rat phong phti va dep mat.

CHLET WTL Can e

Il.I.un_ T, |I|I|||.|.. ||1I|| t.|,.

g

Di chuyén tiéu dé trong biéu dé

Néu chang ta mudn di chuyén tiéu dé sang mot vi tri khac trong biéu dd, chon
tiéu d¢ va kéo tha:
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~

o

i

ITHEJ"NG KE CAC BAC HDCI _______ Move thetitle =~~~ 1

5 —
0%
40%
&) 30%
20%

) B

GIOI TEINH ¥EU
EDAIHOC mCAO BDANG  mTRUNG CAP

Xod tiéu dé biéu do

Néu chiing ta khdng mudn bt ky tiéu dé nao trong biéu d6 Excel cua minh,

chang ta co thé xoa bang 2 cach:
Cach 1: Trén tab Design, bam vao Add Chart Element > Chart Title >

None

Cach 2: Trén biéu d6, Nhap chudt phai vao tidu dé biéu do, va chon Delete

trong trinh don nglr canh.

60%
50%
40%
30%%
)
20%

10%

L

ITHﬁNG KE CAC BAC HQCT
I

Delete |

m'.ﬁ.

= [7

gl =

=

e
i s i
] .
I I -- . -' |

Reset to Match Style
Edit Text

Font...

Change Chart Type
Select Data
3-0' Rotation

Format Chart Title...

GIOI T BINH

EDAIHOC mCAOBDANG mTRUNG CAP

i
1 F
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4.8. Két xuat va phan phdéi trang tinh, bang tinh

4.8.1. Trinh bay trang tinh dé in

Vao tab Page Layout - nhom Page Setup

Chon huéng gidyin  —»
doc/ ngang
Tiléin >

Chon khé gidy ——»
Chat lwgngin ———»

Canh grita trang theo
chiéu ngang/ doc

Page Setup 7 b
L _g’:'Margins Header/Footer  Sheet
Crientation
@ Portrait O Landscape
Scaling
(@) Adjustto: 100 [5 % normal size
() Fit to: 1 > page(s) wide by |1 = tall
Faper size: Letter e
Print guality: | 600 dpi ~
First page number: | Auto
Frint... Print Preview Options..
Page Setup 4 *
' Header/Footer  Sheet
. Top: _ H‘id"j Ehodng cich tir mép
) —» 075 Q| I g
Létrén 075 03 trén gidy dén Header
Left: Right:
Létrai —»07 [+ 07 t——— Léphai
Lé duoi Bottom: Eooter Ehodng cachtir mép
75 |5 J | S R
073 03 dwot piay denFooter
He Center on page
[ Horigontally
[ vertically
Brint Print Preview Options...
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Page Setup ? et
Page  Margins {{ Header/Footer ;' Sheet
Chon Header c6 san
Header:
[none)
Cheon
Header » Custom Header... Custom Footer... Chg? Footer
. tuy y
tuy y
Footer:
[none) "
Chon Footer cé san
|:| Different odd and even pages
|:| Different first page
Secale with document
Align with page margins
Print... Print Preview Dptions...
Header ? *
Header

To format text: select the text, then choose the Format Text button.
To insert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriate button. Théng tin & goe phai
To insert picture: press the Insert Picture button. To format your picture, place the header

cursor in the edit box and press the Format Picture button.

Al BB @e & 6BE |k

Left section: Center section: Eight section:
Cao Béng Cdng Nghé Thi Birc Trang &[Page]/&[Pages] Khoa Cong Nghé Théng Ti
Théng tin & goc trai header Théng tin & giita header oK Cancel
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Page Setup ? >
™
Page Margins Header}Fnuter'\i___ﬁ__r]g_gi:__d,l
Print area: *«—— Pjachivangin
Print titles
Bows to repeat at top: T o Dia chi dong lap lai ¢
dau tat ca cac tran
Columns to repeat at left: b g
Frint Dia chi cot 13p lai ¢
[ Gridlines Comments: (Mone) w bén trai tat ca cac
Elack and white
D - Cell grrors as: | displayed b trang
|:| Draft guality
|:| Row and column headings
Page order
Down, then over |==f= =a3==
®o EE BJF. EE
() Over, then down  |=4 5 ‘.':'.I =
B .dlE 35
Print... Print Preview Dptions...

4.8.2. Kiémtravain

Nhap chudt tai biéu tuong Print Preview and Print trén

Customize Quick Access Toolbar

Print

Copies: |1

= ’
h o
Print
r Hotén |V Toin  |Ngoaingit |Téng didm [S§ ménthi  [Xép hang h
. AN 5 7 [3 13 3 1
Printer BINH 5| Ving T 7 13 2 3
Microsoft Print to PDF HANH 7 8[Vang thi 15 2 3
555 Ready PHUC 3 3 9 25 3 1
R Printer Properties Tong s hoc sinh cua lop : 4
o Settings
Print Active Sheets
Export lv——l Only print the active sheets
Publish Pages -]t -
—  Collated
Close FDE 123 123 123 M
D Portrait Orientation -
Account
D Letter -
Feedback Eraii
@ Normal Margins .
Options Left 0.7 Right 0.7
o [ Mo Scaling .
SnSions Dlion  Print sheets at their actual size
Page Setup

41 Jof1 » @

- Print: nhap vao s€ in ra may in

212



Copies: S6 ban in
Printer: chon loai may in tir danh sach liét ké
Settings: gom c6 cac chon lya sau
Print Active Sheets: in bang tinh hi¢n hanh, hodc chon
e Print Selection: In vung dugc chon
e Print Entire workbook: In toan b0 Workbook
e Print Active Sheet: In Sheet hién hanh
Page dé in mot sb trang From < s6> tir trang s6 To < s6> dén trang s6

Collated: chon in xong cac trang ciia mQt ban in ro1 moi in ti€p ban ké, hoac
chon in ting trang cho cac ban in 161 in trang ké cho cac ban ...

Portrait Orientation: chon in dmg theo khé gidy hay in ngang Landscape
Normal Margins: chon canh 1& cho trang in
No Scaling: chon in nhu bang tinh thuc tai hay chon

e Fit Sheet on One Page: chinh in bang tinh vao mot trang

e Fit All Columns on One Page: chinh in tat ca cac cot vao mot trang

e Fit All Rows on One Page: chinh in tit ca cac dong vao mot trang

4.8.3. Phan phéi trang in

4.8.3.1. Luu trang tinh, bang tinh dwéi cac kiéu tap tin khac nhau
4.8.3.1.1. Cach luu mét bang tinh dwoi dang tap tin PDF

Budc 1: Nhap chudt vao tab File dé truy cap va Backstage view

Budc 2: Nhép chudt vao Export, sau d6 chon Create PDF/XPS

baitap 1 - Excel Sign in 7 = O X

Export

Create a PDF/
XPS Document

Preserves layout,

B‘ Change File Type formatting, fonts,

and images

T‘ﬁ Create PDF/XPS Document

m=.

Content can't be
easily changed

Free viewers are
available on the
web

oL
Create
PDF/XPS

Publish

Close




- Budc 3: Hop thoai Save As s& xuat hién. Chon vi tri muén luu bang tinh,
nhap tén tap tin, sau d6 Nhap chudt vao Publish

Publish as PDF or XPS ¥
« - 4 <« TINHOC DAICUO... » BAITAP EXCELL v O Search BAI TAP EXCELL y
Organize - Mew folder == - o
B This PC 2 Mame Date modified Type
I Decktop % _Whaitapword_UDCNTTCE 3072017 1:25 PM Fooat Reader PDF ...
= Documents % bai_tap_thnec_ 237042018 10:29 ... Foxit Reader POF ...
; Downloads % Slide Excel 2010 (1) 25/04/2017 1:32 PM  Fouxit Reader PDF ...
J] Music
&= Pictures
m Videos
5 system (Ci)
== Lata (D)
o CD Drive (G:)
W >
File name: | m w
Save as type: |PDF ~
Open file after Optimize for: (@ Standard (publishing
publishing online and printing])

() Minimum size
(publishing enline)

Options...

+ Hide Folders Tools - Publish Cancel

Theo mic dinh, Excel s& chi xuat bang tinh dang 1am viéc. Néu chung ta c6 nhiéu
bang tinh va muén luu tit ca chung trong cting mot tap tin PDF, hay Nhap chudt vao
Options. TUy chon trong hop thoai Save As. Hop thoai Options s& xuit hién. Chon
Entire workbook(toan bg bing tinh), sau d6 nhan OK.

Opticns ? x

Page range

® i

() Page(s) From: |[q 2l To: |4 =
Publish what

O selection @®Entire workbook!

() Active sheet(s) Table

|:| Ignare print areas
Include non-printing information

Document properties

Document structure tags for accessibility

POF options
[] PDF/A compliant
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4.8.3.1.2. Cach luu mét bang tinh dwéi dang tdp tin khac

- Budéc 1: Nhap chudt vao tab File dé truy cap vao Backstage view

- Budc 2: Nhap chudt vao Export, sau d6 chon Change File Type

Print

Share

Export

Publish

Close

- Budc 3: Chon mot loai tap tin pho bién, sau ¢6 Nhip chudt vao Save As.

Export

|—H Create PDF/XPS Document

nE=m

B Change File Type

Change File Type

Workbook File Types
==& Workbook

Uses the Excel Spreadsheet format

OpenDocument Spreadsheet

=| Uses the OpenDocument Spreadsheet
format

== Macro-Enabled Workbook

[T Macro enabled spreadsheet

Other File Types

Text (Tab delimited)
Text format separated by tabs

Formatted Text (Space delimited)
Text format separated by spaces

B.

Save Az

Excel 97-2003 Workbook
Uses the Excel 97-2003 Spreadsheet

format

E“ Template
Starting point for new spreadsheets

Binary Waorkbook

ﬁ Optimized for fast loading and saving

C5V (Comma delimited)
E Text format separated by commas

P‘ Save as Another File Type
r

o
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- Budc 4: Hop thoai Save As s& xuat hién. Chon vi tri muén luu bang tinh,
nhap tén tap tin, sau d6 Nhap chudt vao Save.

Save As
T

Organize =

3 This PC
[ Desktop
@ Documents
; Downloads
J‘) Music
= Pictures
Videos
i systern (C:)
- Data (D:)

File name:

Save as type:

= Hide Folders

Authors:

< TINHOC DAl CUO... » BAITAP EXCELL

Mew folder

Cn Mame

B Bai tap 2

v O Search BAI TAP EXCELL 2

Date modified Type

0/08/2016 1:04 PM  Microsoft Excel 97...

v o< >
[oaitap i v
Excel 97-2003 Workbook ~
User Tags: Addatag
[] Save Thumbnail

Cancel

Tools = Save

Chung ta ciing ¢ thé sir dung trinh don tha xuéng Save As Type: trong hop
thoai Save As dé luu cac bang tinh trong nhiéu loai tap tin.

Save as type:

= Hide Folders

Authors:

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

CSV UTF-2 (Cemma delimited)
AWML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

AML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh]

Text (M5-DOS)

CSV (Macintosh)

C5W (MS-DOS)

DIF (Data Interchange Format)
SYLEK (Symbelic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

#P5 Document

Strict Open XML Spreadsheet
Openlocument Spreadsheet

Save As =
™ <« TIN HOC DAI CUO.. » BAl TAP EXCELL w | D Search BAI TAP EXCELL =
Organize - Mew folder H== - 9
2 MName - Ty
[ This PC ype
I Desktop Ed: Baitap 2 Microsoft Excel 97..
|":E'| Documents
* Downloads
J‘s Music
=| Pictures
m Videos
e swstermn (C2)
- Data (D:) LR 4 >
File name: -
Excel Workbook
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4.8.3.2. Bao mat tap tin, dit mat khau bzo vé tap tin
- Budc 1: Pau tién mo tap tin can bao mat

- Budc 2: Chon tab File = Info = Protect Workbook - Encrypt with

Password
Protect Workbook
@. Contral what types of changes people can make to this workbook.
Protect
Waorkbook ~

* Always Open Read-Only
F ® Prevent accidental changes by asking
readers to opt-in to editing.
Encrypt with Password that it contains:
Require a password to open this workbook. ath, author's name and absolute path
ilities find difficult to read

Protect Current Sheet
Control what types of changes people can
make to the current sheet.
Protect Workbook Structure

Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

D Restrict Access
@ Grant people access while removing their  *
ability to edit, copy, or print.

Add a Digital Signature

2 Ensure the integrity of the workbook by
adding an invisible digital signature.

; Mark as Final
Let readers know the decument is final.

rorkbook is viewed on the Web.

- Budc 3: Tai ddy nhap mat khau dé bao vé cho tap tin

Encrypt Document 7 >

Encrypt the contents of this file
Password:
(T 1121}

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel

Tiép dén nhap thém lan nira dé xac nhan mat khau

Confirm Password ? >

Encrypt the contents of this file
Reenter password:
------l

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place,

[Remember that passwords are case-sensitive.)

Cancel
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- Budc 4: Sau cac budc trén chung ta hoan tat viéc bao mat cho tap tin.
mé tap tin, ching ta s& phai nhap mat khau méi c6 thé truy xuat dugc

Clipboard

Ready

[aI0tN nsert | Page Lay | Formula | Data | Review | View | Add-ins | Help | Foxit Rei | Team
= %
B Ir Uu .
Alignment | Number
I Fant Styles
Password ? *
‘bai tap 1.xlsx’ is protected.
Password:
B Al

Q Tell me

=

==
Cells

-

el

Editing

-

Khi

4.8.3.3. Binh kém trang tinh theo thw dién tir

- Budc 1: Nhip chudt vao tab File dé truy cap vao Backstage view, sau d6

Nhép chudt vao Share

Budc 2: Cira s6 Share xuét hién. Néu chung ta chua hoan thanh bang tinh,
chang ta s& duoc nhic luu tai liéu caa minh vao OneDrive
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e Luu ¥ rang chang ta c6 thé can phai diéu huéng tro lai cira s6 Share

sau khi luu

Share

bai tap 1

D: = CHUAD = O DIAD = chua o D= GIANGDAY_CDTHU...

Share

ol Share with People

[ﬁ Email

Share with People

Step 1: Save your document to a OneDrive location

Step & Share your document, We'll do this after you've finished saving.

H

Save to
Cloud

- Bué6c 3: Trén cura s6 Share, néu tai lidu ctia duoc luu vao OneDrive, hdy
Nhap chudt vao ndt Share with People (Chia sé véi moi nguoi).

Share

home loan comparison

Javier Flores's OneDrive » Documents

Share
.‘.f/ Share with People

| Email

Share with People

= Send invitations and get sharing links.
[ Y
s
Share with
People R?

- Budc 4: Excel s& tro lai ché do xem binh thudng va mé cira sé6 Share & phia
bén phai cira s6. Tai ddy, chang ta c6 thé moi moi ngudi chia sé tai liéu cua
minh, xem danh sach nhitng nguoi c6 quyén truy cap vao tai liéu va dat xem

ho ¢6 thé chinh sira hay chi xem tai liéu.

V; K -
Share T
Invite people
rell n30@gmail.copm BE:
Canedit ~

Hey, got any advice on the loans we're cons:derinc_d

bShare
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4.8.3.4. Lwu trang tinh trén mang

- Budc 1: cap theo duong link bén dudi dé diang nhap vao Google Drive
thong qua tai khoan Google. (https://www.google.com/drive/)

\

Tat ca tép cua ban, kha dung &
MOI NOi

[

- Budéc 2: Pang nhap tai khoan Google ciia minh. Nhap chudt Pang nhap

Google
Trinh Hoang Cong

#§Y trinhhc@tdc.eduvn v

‘- Nhap méat khau ctia ban

......... | N

Quén mat khiu? Tiép theo
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Bué6c 3: Giao dién Google Drive xuat hién. Dé tai thu muc 18n, ching ta
Nhép chudt vao phan Drive cua toi. Tai day s& c¢6 nhiéu lya chon:

e Thw muc méi: tao thu muc mai trong Drive.

e Tai lén tép: tai tap tin tor may tinh

e Tailén thue muc: tai thu muc co6 trong may tinh
Q, Tim ki&m trong Drive

L Drive
Qr]ve cla toi D
e R

Thu muc mai

Drive cia tdi

Téitép lén
. T P
- Buroce chia se vai toi Tai thu muc 1&n

(© Ganday

YW  Duoc gén diu sao

Ung dung khac p

TAT oK

[ ] Thing rac B

P

o
oc cf

Budc 4: Ngay khi chung ta chon loai file, Google s& tién hanh tai file. Khi
xuat hién dau tich & mdi file, nghia la qué trinh tai file 1én Google Drive da

hoan thanh xong

Dang tai 1 muc lén

Dang bt ddu tai lén... HUY

canh bao-cao dang.xls
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ﬁ CAC PIEM CHINH

@z CAUHOION TAP

- Dinh dang bang tinh.

- Nhém ham vé ngay.

- Nhém ham vé thong k.
- Nhém ham vé chudi.

- Ham IF(), OR(), AND().
- Nhom ham do tim.

- Tao biéu dod .

Cau 1: Trong bdng tinh Excel, tgi 6 A2 ¢6 sdn gia tri chudi ""Tin hoc'; 6 B2 c6 gia
tri s6 2008. Tai 6 C2 gb vao cong thirc =A2+B2 thi nhdn dwoc két qud:

A.
B.
C.
D.

#VALUE!
Tin hoc
2008

Tin hoc2008

Cau 2: Khi dang lam viéc véi Excel, té hop phim nao cho phép ngay ldp tizc dwa con
tré vé 6 dau tién (6 Al) cia bang tinh ?

A.
B.
C.
D.

Shift+Home
Alt+Home
Ctrl+Home

Shift+Ctrl+Home

Cau 3: Trong khi 1am viéc véi Excel, dé nhdp vao cong thec tinh toan cho mét 6,
trwéc hét ta phai go:

A.

B
C.
D

Dau cham hoi (?)
Dau bang (=)
Dau hai chim (©)

Dau d6 la ($)
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Cau 4: Phét biéu nao sau day diing?

A. Biéu db cot rat thich hop dé so sanh dit liéu c6 trong nhiéu cot

B. Biéu dd hinh tron rat thich hop dé mé ta ti Ié cua gia tri dit liéu so vai tong thé

C. Biéu d6 duong gip khic dung so sanh dit liéu va dy doan xu thé ting hay giam
cua dix liéu

D. Ca3 cau déu ding

Cau 5: Trong Excel, tgi & A2 c6 gia tri 1a chudi TINHOC. Tgi 6 B2 gd cong thic
=RIGHT(A2,3) thi nhdn dwoc két qua ?

A. 3

B. HOC
C. TIN
D. Tinhoc

Cau 6: Trong khi 1am viéc véi Excel, muén luu bang tinh hién thoi vaoe dia, ta thuc
hign?

A. tab Home — Save

B. tab View — Save

C. tab Review — Save

D. tab File— Save

Ciu 7: Ciu nao sau ddy sai? Khi nhdp di ligu vao bang tinh Excel thi:
A. Dt liéu kiéu sb s& mic nhién can thang & trai

B. Dit liéu kiéu ky tu s& mic nhién can thang I& trai

C. Dirt liéu kiéu thoi gian s& mic nhién cin thang Ié phai

D. Dir liéu kiéu ngay thang s& mic nhién can thang Ié phai

Cau 8: Trong bdng tinh Excel, tai 6 A2 c6 sdn gia tri sé khong (0); Tai 6 B2 gd vao
cong thirc =5/A2 thi nhdn dwec két qud:

A 0

B. 5

C. #VALUE!
D. #DIV/0!

Cau 9: Trong cac dang dia chi sau ddy, dia chi nao la dja chi tuyét déi?
A. B$1:D$10
B. $B1:$D10
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C. B$1$:D$10$
D. $B$1:$D$10

Cau 10: Trong bdng tinh Excel, diéu Kién trong ham IF dwoc phéat biéu duwdi dang
mét phép so sanh. Khi can so sanh khac nhau thi si dung ky hiéu nao?

A #
B. <>
C. ><
D. &

Céau 11: Trong bdng tinh Excel, tai 6 A2 gd vao cong thizc
=1F(3>5,100,1F(5<6,200,300)) thi két qud nhdn dwoc tai 6 A2 Ia:
A. 200

B. 100
C. 300
D. False

Cau 12: Trong Excel, tgi 6 A2 c6 gia tri 1a chugi TINHOC. Tai 6 B2 g& cong thiic
=LEFT(A2,3) thi nhdn dwoc két qua ?

A. Tinhoc
B. 3

C. HOC
D. TIN

Ciu 13: Dé chudn bi in mét bang tinh Excel ra gidy ?

A. Excel bat budc phai danh sé trang & vi tri bén phai dau méi trang

B. Co thé khai bao danh sé trang in hoac khong

C. Chi danh sé trang in néu bang tinh gém nhiéu trang

D. Vi tri cta sé trang ludn ludn & goc dudi bén phai

Céau 14: Trong bdang tinh Excel, giao ciia mgt hang va mét cét dwoc gei 1a?
A. Dilisu

A

B. O
C. Truong
D. Cong thuc
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Cau 15: Trong Excel, tai 6 A2 ¢ gia tri la sé 10 ; 6 B2 c6 gia tri la sé 3. Tai 6 C2 gb
cong thizc =MOD(A2,B2) thi nhégn dwoc két qud:

A. 10

B. 3

C. #Value
D. 1

Cau 16: Trong bdng tinh Excel, tgi 6 D2 c6 cong thizc =B2*C2/100. Néu sao chép
cong thike dén 6 G6 thi sé c6 cong thic 1a:

A. ET*F7/100
B. B6*C6/100
C. E6*F6/100
D. E2*C2/100

Cau 17: Trong bdng tinh Excel, dé sira di¥ ligu trong mét 6 tinh ma khéng can nhap
lgi, ta thaec hién:

A.  Nhay chudt chon 6 tinh can sira, réi bAm phim F2
B. Nhay chudt chon & tinh can stra, roi bam phim F4
C. Nhay chuét chon 6 tinh can stra, roi bam phim F10
D.  Nhay chudt chon 6 tinh can sira, rdi bam phim F12

Cau 18: Céc kiéu di liéu thong dung criia Excel 1a:

A. Kiéu chudi, kiéu van ban, kiéu ngay thang

B. Kiéu chudi, kiéu s, kiéu logic, kiéu ngay thang, kiéu cong thirc
C. Kiéu s, kiéu logic, kiéu ngay thang

D. Kiéu cong thic, kiéu ham, kiéu sd, kiéu ngay thang

Cau 19: Trong bdng tinh Excel, muén xéa han mgt hang ra khéi trang tinh, ta dinh
ddu khéi chen hang nay va thuc hién:

A. Home — Delete — Delete Sheet Rows

B. Nhin phim Delete

C. View - Delete

D. Insert— Delete

Cau 20: Trong Excel, khi viét sai tén ham trong tinh todn, chwong trinh théng bdo
16i?

A. #NAME!
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B. #VALUE!

C. #NJ/A!
D. #DIV/0!
Dap an:
Caul: A Caub6: D Cau 11: A Cau le: C
Cau2: C Cau7: A Caul12: D Cau l7: A
Cau3: B Céau 8: D Cau 13: B Cau 18: B
Cau4: D Cau9: D Cau 14: B Cau19: A
Caus:B Cau 10: B Cau 15: D Cau 20: A
@= BAITAP
Bai 1: Nhap va dinh dang bang tinh
A B | ¢ | o | EJF] 6 | H
1 TiINH BANG PIEM TRUNG BINH
E I
" Z
= = ta
STT HQ V& TEN S| R 3 E v
=4 = 7 2
: kS z
3 1 |Trén Thanh Tudn 5 5] &
4 2 |Trén Trung Trye g 5 5
5 3 |Pham Hing Cudng 3 g 5
] 4 |Lé Mgec xudn 5} 7 ]
7 5 |Pham Thanh Ligm g ] 7
Yéu cau:

1. Tinh tong diém = TOAN + LY + HOA (C6 thé sir dung ham SUM)
2. Diém trung binh = (TOAN + LY + HOA)/3

3. Lam tron DIEM TRUNG BINH ldy 2 s6 1&
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Bai 2: Nhap va dinh dang bang tinh

A E l¢c|] o | E | F | & | H
1 HOA BON BAN HANG
o 0
=
STT| MAT HANIG | DVT = = "é *E i g
[ o = = = i

2 ~ & Y

3 l|Qan Bao A00000 10 200000

4 2|Dbuwdng Bao 400000 30 150000

a 3|50 Bao 300000 ao 100000

5 4|Ca phé Bao BO0000 a 150000

7 Sldg0 Bao A00000 40 100000
Yéu cau:
1. Thanh tién = SO LUGNG* PON GIA
2. Tong cong = THANH TIEN- PHI CHUYEN CHO
3. Pinh dang cot Tong cong co don vi VND

Bai 3: Nhap va dinh dang bang tinh
A | B | C D

1 LE PHi LUU KHO

2 Gla luu kho: 12000

3| M4t hang Hgay nhap Hgay xudt LE PHi

4 |Tivi 120504 16050804

5 |Ban hoc sinh 250604 12 0704

B |Td s&t 3Qf 10,04 12,1254

7 |May vitinh 15/04 /04 250504
Yéu cau:
1. Diéu chinh trong méi truong Windows dé nhap ngay kiéu dd/mm/yy
2. Léphi=SONGAY LUU KHO * GIA LUU KHO (sir dung dia chi ¢ dinh)
3. Dinh dang cot Ié phi ¢ dau phan cach hang nghin va don vi tién t¢ VND dat

sau so tien

Bai 4: Nhap va dinh dang bang tinh

A B C D E F G |4

1 TINH TIEN THUE MAY TINH
2 Bon gia 3000

Nguei thué| Gi thué | Giotra | 70 927 | thanh tién
3 thué
4 An 8:30]  10:00
5 Binh 8:40 9:30
6 Hung 9:00 11:10
7 Théo 9:15|  10:40
& Huwong 9:30 12:05
9 Thanh 10:05]  12:30
10 -
M 4 b M| Sheetl | Sheet2 ~ Sheet3 ~¥J [N m ] 0

227



Yéu cau:

1. Tin

h Thoi gian thué bang Gio tra trir Gio thué

2. Tinh Thanh tién

Bai 5: Nhap

va dinh dang bang tinh

A | B | € | D JEJF [G] H] T [ J
: BANG CAC MAT HANG QUY 2 NAM 1999
| 2 | MAT DG GIA POH VIA | DOH VIB | POH vIc | TOHG |TY LE
3 | HAHG SLG |TTIEN|SLG|TTIEN|SLG|TTEN| TEN %
4 |qao 300 25 40 30 (a)
5 [Dudng 250 35 35 15
B |Bot 150 15 15 20
7 Cang: |ib) (e
a8 B.quén
Yéu cau:
1. Thanh tién cia (mdi don vi) = S6 luong (cua mdi don vi)*Pon gia
2. Tong tién cua tirng mat hang (a) = Tong TTIEN cia 3 don vi
3. Cong TTIEN caa mdi don vi (b) = Tong TTIEN caa 3 mat hang
4. Tinh tong tri gi4 cua 3 mat hang va cua 3 don vi tai 6 (c)
5. Til¢ = Tong tien cua ting mat hang(a) /tong tri gia cia 3 mat hang (c) . Dinh

dang cot ti 16 kiéu phan tram va 2 sb 1&

Bai 6: Nhap

va dinh dang bang tinh

Lip vi dinh dang bang tinh

MA S0

MSLOP |MSPHAI| MST.TRU STT MS KHOA

0IFHTNCT

02TQVNCV

03FHLHCL

04FQSNCS

05TQTNCT

06THLHCL

2 [y - * 1. Z 2 ’ - - - . 2 Y Y s . 2
Yéu cau :Ding cic him xu Iy chuoi dé trich cdc ky tw thich hgp tir c6t MA SO cho cdc cot twdng ng

Biét:

2kytr ddu: STT (Vidu 01, 02...)

Ky ty tha 3 : MS Phdi (Vidy :F hodc T)

Ky trthi 4 : MST. TRU ( Vidu :H hoic Q)

Ky oy thi 5 va 6 : MS Ldp (Vidu : TN, hodgc VN...)
2 ky o cudi: MS khoa (Vidy CT hodc CV...)
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Bai 7: Lap va dinh dang bang tinh

o [

[ IR R = ]

9
10
11
12
13
14
15
1e
17
18
19

Yéucau : Trich cic k¥ tif theo véu cau sau:
a. Trich cdce ky to chil edi

Chuoi

Trich

01-ABC

02-DEFG

03-GHIIK

04-CDEFGH

c. Trich edic ky tu gida 2 ddu ndi

b. Trich cde ky tu chii edi bén trai diu ndi

Chuoi

Trich

ABC_GH

DGFI_KL

MN_PQ

IJKLM_MN

d. Trich edic ky tu giiia 2 diu ndi

Chudi Trich Chudi Trich
01_ABC_KL 1_OPQR_KL
02_EG_JK 123_ABCD_MN
03_ABCD_MN 12_CDEF_KL
Bai 8: Tao va dinh dang bang tinh
A B C D E F G H I
THUC HANH TINH BANG LUONG
PHONG | LUONG . i PHY CAP _
MSNV TEN |CHUCVU HE 30 | LUGNG CHINH v ) THUC LANH
BAN CB CHUC VI
0LAGD |Xudn 52
02CHC |Ha 4.5
03BGD |Thu 4.8
04DHC |Béng 35
05DEH |Bdc 29
06CEH |Trung 4.6
07DHC |Nam 3.4
0SDHC |Céng 25
09DEH |Chink 24
LODHC |Liém 3.7
LIDHC |Minh 3.1
Téng nhin st Ban GB Thitc linh cao nhit
Téng nhin s Phéng HC Thutc linh thip nhi't
Téng nhin st Phéng KH Thu'c linh binh guin
Téng nhin toin Céng ty Téng Thi'c linh ban GB
Téng Thi'c linh Phéng HC
Téng Thic linh Phéng KH

20

Y nghia MSNV

- 2Kytwdau:S6 TT

- KY ty thei 3: MA sé chaic v ( A: Gidm doc, B: Phé GB, C: Truéng Phong,
D: Nhan vién)
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Yéu cau:
1. Tinh c6t chirc vu va phong ban

2. Tinh cot Luong CB, biét rang Luong CB cta: Giam déc = 500000, Pho GP
= 450000, Trudng phong = 400000, Nhan vién = 300000

3. Tinh luong chinh, biét ring Luong chinh = Lwong CB * Hé 6

4. Tinh phy cip chirc vu ( PCCV). Biét rang PCCV cua: Giam doc Ia 200000,
Pho GP 1a 150000, Truong phong la 100000, Nhan vién khéng cé phu cap

5. Tinh cot Thuc lanh, biét raing Thyc 1anh = Lwong Chinh + PCCV
6. Tinh céc 6 tong hop
Bai 9: Lap va dinh dang bang tinh

A B C D E F G H I J
1
2 BANG KET QUA THI CHUNG CHI A
3
4 | STT| TENHV | PHAI| WIN | WORD |EXCEL| BDTB TCONG | XLOAI GCHU
5 An 1 2 6 45
[ Bach Q 6 3 4
7 Hién 0 95 6 6
8 Duv 1 7 75 9
9 Phucng 0 3 4 7
10 Binh 1 5 5 4
11 Hoing 1 95 10 95
12 Huv 1 5 4 45
13 Pep 0 6 75 8
14 Vin 0 9 ] 9
15 MNhung 0 45 5 35
16 Mai 0 7 45 3
17 CAONHAT ? ? 2 ?
18 THAPNHAT 7 7 7 7
19 BINH QUAN ? 2 2 2
Yéu cau:

1. Chén thém cot Gigi Tinh & bén trai cot Win, biét Phai =1 1a “Nam”, nguoc
lai la “N@”

2. PTB = (win + word + Excel ) /3, 1am tron 1 s6 1¢

3. Diém Téng Cong dugc tinh nhu sau:
- Néula “Nir” va DTB<5 thi CONG = DTB +0.5 nhung khong duoc >5
- Nguoc lai thi Cong = DTB

4. Xép loai dugc tinh nhu sau:
- Tbong cong <5: Kém
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- 5<=Tbng Cong <6.5: Trung binh

- 6.5<=Tong cong<8.5: kha

- 8.5<Téng cong<9.5: Gioi

- Con lai la Xuét sic

Tong cong

Bai 10: Lap va dinh dang bang tinh

Ghi chi: “Pau” néu tong cong>5, nguoc lai “Rot”

Thém cot Hang sau cot Ghi chu va tinh thir hang trong danh sach du vao cot

A B C D E F G H I J
3
4 |Ngiy céng ché dé 22 Ngiy lip bang 02/01/2009
i _.__ | Ngiynhdin . Ngiy Phy cip _

| MSNS | TENNS Chite vy | DPonvi | LGCB PCCV Thyfe 15ah
5 viée céng thim nién

6 0lA-GD |Nam 01/02/2003 500000 21

7 |[02E-HC  [Quéc 15/03/1998 220000 22

8 |03E-KT [Sdn 22/04/1997 200000 22

9 04B-GD ([HA 14/05/2008 450000 21
10 |05C-HC [Nam 25/07/2007 350000 22
11 |06C-KT |P¢ 16/03/2000 300000 19
12 |07E-CH [Cu 11/10/20006 270000 18
13 |08E-CH |[Tuyét 02/05/2001 200000 20
14 |09D-CH |Nhién 14/07/2004 370000 22
15 |10E-CH (Pinh 23/04/1999 220000 22
16 [11E-KT (Phin 22/10/1999 230000 21
17 [12E-HC (Tai 24/10/2008 200000 20
18 |I3E-CH |Thién 26/02/1997 300000 19
19 [14E-HC  [Thw 15/03/2006 220000 20
20 CONG

BANG PON VI

GD Ban GB Téng thnye inh cia Ban Gidm déc

HC P. Hchdinh Téng thnye inh cia P. Hinh Chdnh

KT PKtodn Téng tnyc linh cua P. K€ Todn

CH Cifa hing Téng thnye linh cia Cifa Hing
29 Bang Chiie vy, PCCV va Hé s6 luong Phy c4p Thim nién
30 |Ma's6  |A B C D E G.thich Nim TN Phu cip
31 |Chite vy |G.déc Phd G.déc Trrdng Pg|CH Trtdng |N.vién Nim TN<3 0 0
32 |PCCV 300000 250000 20000| 200000 0 3<= NaimTN<5 3 100000
33 Hé s6 5 4.6 3.8 3.7 29 5<=NamTN<7 3 150000
34 T<= NimTN<10 7| 200000
35 10<= NdmTN<15 101 300000
36 15<= NimTN 151 500000

~m

Y nghia MSNS (tir trai sang phdi): 2 ky tw dau: STT, ky tu thir 3: MS churc vu, 2
Ky tu cusi: MS don vi
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Yéu cau:

1. Dung ham Hlookup() hay Vlookup() dé tinh ndi dung cho cot chirc vu va don
Vi

2. Tinh cot PCCV
3. Tinh cot PC tham nién, biét rang cong thirc tinh tham nién nhu sau:
Nam tham nién = (Ngay l1ap bang — ngay nhan viéc)/365
4. Tinh cot Thuc Ianh, biét rang: Thuc ldnh = Luong chinh + PCCV + PCTN

Trong d6: Luong chinh = Luong CB * Hé s6 * Ngay cong/Ngay cong ché
do.

Bai 11: Lap va dinh dang bang tinh

A B C D E F G H I I K L

4 BAO CAO DOANH THU QUY 1/2009
Ngi:v Ma TénHing Tén? i 56 thilng 5¢ hﬂofp Bdn‘giﬁ Bdnngii Thinh tién Phi ‘;ﬁn Vzin- Tdng céng

3 Huit HP hdp le si le chuyén% chuyén
6 07/01/2000(YCOLA 50
1 08/02/2000[YV02C 72
8 09/01/2000(Y503D 100
9 09/02/2000 [YDO4E 48
10 | 31/03/2000(YTOSE 30
11| 10/01/2000[YDOSA 125
12 | 02/03/2000|YCOTC 7
13 10/02/2000|YCOSB 57
14 | 15/03/2000|YT0OD 65
15| 20/02/2000(Y501B 88
16
17 Bang don gia Bang phi chuyén chd
18 M3 hing Ténhing Bgid =i Baiilé Khuvite |Phicchd
19 Y5 sita chua nguvén chit 2000 2300 A 2%
20 YD Sia chua diu 2400 2700 B 0%
21 YC Sifa chua Chanh 2200 2500 C 1%
22 YV St chua vai 2600 3000 D 3%
23 T 5ia chua difa 2300 2500 E 250%

Yéu cau:

1. Dya vao Bang don gia va bang phi van chuyén. Lap cong thirc dién vao Tén
hang; don gia si; don gia lé; phi van chuyén

2. Tinh s6 thung, s6 hop lé. Biét rang 1 thing c6 24 hop
3. Thanh tién = don gia si * s6 thung + don gia 1& * s6 hop 1¢

4. Van chuyén = phi van chuyén * thanh tién, néu sé thung>=10 thi van chuyén
giam giam 10%, nguoc lai khdng giam

5. Tong cong = thanh tién + van chuyén
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Bai 12: Lap va dinh dang bang tinh

A B C D E F G H

1

2 |Cong Ty Kinh Doanh Vgt Licu Xay Dung Thanh Phdt

3 BANG TONG KET KINH DOANH VLXD

NGAY MSKH CONG TY MA HANG | TEN HANG = CH,.IET m.itxn Xep

4 EHAU TIEN LOATEH
5 |01/06/2001(AB1 Cty An Binh X0125

6 | 03/06/2001|HD4 HTX Hitdng Dhidng T0200

T | 04/06/2001|BM2 Binh Minh Ltd V0300

8 07/06/2001|LAS CTXD Lan Anh X1200

9 09/06/2001|AB1 Cty An Binh T0600

10 | 10/06/2001|LD3 XNXD Lac Dfdng V0230

11 | 12/06/2001|AB1 Cty An Binh T0325

12 | 15/06/2001 | BM2 Binh Minh Ltd X2000

13 | 17/06/2001|LAS CTXD Lan Anh X0600

14 | 19/06/2001|LC6 HTX Dét Hoa Quy X1220

15 | 22/06/2001 HH4 Huy Hoang Ltd T0350

17 Bang Chiét Khiu Bang Pdn Gid

18 Loai % C Khiu M3d Hing |[TénHing |Pdn Gid

19 1 T% X Ximing 32000
20 2 0% T Tén 46300
21 3 3% v Vinép 34000
2 4 4%
23 5 3%
24 i) 2%

Gidi thich: M& sé hang bao gom 5 ky tuw, ky tir dau tién chi Tén hang, 4 ky tuw ké
chi sé hwong hang mua. Vi du: X1220 ¢6 nghia la mua Xi médng va sé leong mua la
1220 bao

Yéu cau:

1. Tinh % chiét khiu: Dwa vao bang chiét khau va ky tu cudi cia MSKH

2. Dua vao bang don gia va cot ma s6 hang dé tinh cot thanh tién, biét rang:
Thanh tién = sb lugng mua *(1-% chiét khau) * don gia loai hang tuong Gng

3. Xép loai KH: néu khach hang mua trén 50 triéu, xép loai K, mua trén 15
triéu xép loai J, con lai xép loai |

4. Tinh bang tong két doanh thu

Bdng Téng K&t Doanh Thu
Doanh tho

Loai

Xi ming

Tén

Vinép

5. Trich nhitng khach hang: C6 loai chiét khau la 1 hodc 2 va c6 tong gia tri
mua hang trén 25 triéy ‘
6. Dua vao bang tong ket doanh thu vé do thi
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Bai 13: Lap va dinh dang bang tinh

A B C D E F G H I 1 K L

2 -

3 Nhi hing - Khich san HOANG GIA.

4 BANG KE CHI PHi THUE PHONG

5

6 STT HOQ TEN |Mdsd | Ngaydén | Ngaydi |Tiénin| Tuin |PGT | Ngay | PGN (Tdng céng

7 1 |Tdin Ngoc Thanh L3A-FO 05/03/1996| 16/03/1996

8 2 |Nguvén Thiv Duong L2A-F4 Q06/03/1996| 20/03/1996

9 3 |Mguvén An Khuweng | L1A-F4 10/03/1996] 30/03/1996

10 4 |HuinhBio Trédm L2A-F1 15/053/1996] 01/04/1996

11 5 |Tdin Pinh Khei L1B-F4 17/03/1996( 30/04/1996

12 | 6 |PhanPhude Binh L2B-F2 22/03/1996| 27/03/1996

13 7 |Hi Bao The L1A-FO 30/03/1996] 21/04/1996

14 | 8 |Pham Thinh Tiim L3B-F0 03/04/1996| 21/04/1996

15 9 |[L& Qud'c Sinh L3B-F1 05/04/1996| 12/05/199%

16 | 10 |Bii The Duy L1B-E3 12/04/1996] 27/04/1996

18 BIEU GIS PHONG BIEUGIA KHAUPHAN ANMOT NGAY
19 Loziphéng | BGT | BGN EO El E? F3 F4
20 LI1A 260,000 45.000 20.000| 25.000| 30.000| 40.000| 50.000
21 L1B 250,000 40.000
22 L2A 210,000 36.000
23 L2B 190,000\ 30.000
24 L3A 140,000\ 25.000
25 L3B 130,000\ 20.000

Yéu cdu:

1. Lap cdng thic tinh s liéu cho cac cot:

- Tién an. Biét rang Tién an = (s6 ngay &) * don gia khau phan an

- (don gia khau phan an duoc do tim va lay ra & bang biéu gia khau phan
an mot ngay dya vao 2 Ky ty cudi cua méa sb)

- Tuan va DGT. (OGT la don gia mudn phong 1 tuan)

- Ngay va PGN (PGN la don gia muén phong 1 ngay, ngay 1a sé ngay 16)

- (PGT va BGN dugc do tim va lay ra tir Biéu gia phong dua vao 3 ky tu
dau cta ma sd)

- Tong cong. Biét rang Tong cong = tién an + tién thué phong tinh theo
tuan + sd nho hon giita tién thué phong cho cac ngay 1é va tién thué
phong tron tuan.

2. Lam lai cot tién an theo yéu cau sau: Tién an = s6 ngay & * don gia khau
phan, néu khéach ¢ trén 1 tuan thi s6 ngay>7 dé s& giam gia tién an 15%
3. Lap bang thong ké cho sé luong ting loai phong

4. Dua vao bang thong ké vé& d6 thi
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Chuong V. SUDUNG TRINH CHIEU CO BAN

© mycTIEU

Hoc xong chuong nay, nguoi hoc co kha nang:

- Trinh bay dugc mét sd kién thire co ban vé st dung may tinh va st dung
phan mém Microsoft PowerPoint 2019 trong viéc thiét ké va trinh chiéu
thong tin.

- St dung duoc phﬁn mém trinh chiéu Microsoft PowerPoint 2019 dé soan
thdo ndi dung, thiét ké va trinh chiéu cac noi dung can thiét cho mot bai
thuyét trinh thong thudng.

5.1. Kién thire co ban vé bai thuyét trinh

5.1.1. Khai niém bai thuyét trinh

5.1.1.1. Khai niém

Thuyét trinh 1a sy trinh bay nhitng nhan dinh, quan diém, chién luoc, kién thic
chuyén mén...nham thuyét phuc khan gia chap thuan, déng tinh véi nhitng chu dé va
thong tin duoc nghe. Nhu vay, thuyét trinh 13 qué trinh truyén dat thong tin nham dat
duoc cac muc tiéu cu thé: hiéu, tao dung quan hé va thyc hién.

5.1.1.2. Cac yéu té anh hwéng dén chat lwong thuyét trinh

Chudn bi khéng chu ddo:

Su chuén bi khong chi la vé nodi dung ma con phai co su chuin bi vé tam ly. bé
tranh duoc tinh trang nay, khong nén chii quan ma can phai c6 su chuan bi trudc cang
chu dao cang tot. Chuan bi cang k¥ thi ti 18 thanh cong ctia budi thuyét trinh cang cao.

Khong ddnh gia dung khadn gia:

Khan gia 13 yéu td quan trong anh huong dén su thanh cong cua bai thuyét trinh.
Néu nguoi thuyét trinh khong tim hiéu thong tin, dic diém cua khan gia nhu: gi6i tinh,
tang 16p, trinh d9, nghé nghiép,...thi s& khéng xac dinh duoc phuong phap tac dong
phu hop.

Thiéu tw tin:

Thong thudng, da sé ching ta déu cam thay bdi rdi, cang thang trudc khi thuyét
trinh. Pay chinh 1a co ché ti vé cua co thé nén chling ta khong can qua lo lang. C6 khi,
chinh sy cang thang nay lai gitip cho chling ta nd lyc nhiéu hon khi thuyét trinh va gop
phan nang cao hiéu qua cua bai thuyét trinh. Tuy nhién, néu khong biét kiém soat, ché
ngu sy lo ldng thi nd c6 thé tac dong tiéu cuc dén bai thuyét trinh.
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5.1.1.3. Mot s6 chi dén dé tao nén mot bai thuyét trinh tét
Bai thuyét trinh t6t can c6: Noi dung, ciu trac, tong thé va yéu td con ngudi.
Chuin bi cho bai thuyét trinh
Néi dung: Can nhiéu thoi gian dé nghién ctu ki vé chu d¢, dé tai va phat trién
thanh cac y tuong.

Cdch t6 chive: Sap xép cac y tuéng vao cac phan ma bai, than bai, két luan mot
cach logic.

Tab ghi cha: Lam cac tim card ghi cha nhitng ¥ chinh s& noi trong bai dién van.
Chung s& gitp ban nhé lai nhanh chong cac ¥ chinh ma khéng can phai doc nhiéu.

Thwe hanh: Can phai thuc tap nhiéu lan trudc ngay thuyét trinh dé bai thuyét
trinh thanh céng va hiéu qua.

5.1.2. Cac buéc co ban dé tao mot bai thuyét trinh
- Xac dinh muyc tiéu thuyét trinh.
- Thiét ké, bién tap ndi dung cac trang cua bai thuyét trinh.
- Luu va xuét ban (publish) ndi dung bai thuyét trinh.
- Thuc hién viéc thuyét trinh béng mot cong cu trinh chiéu.
5.2. Sir dung phan mém Microsoft PowerPoint
5.2.1. Céc thao téc tao trinh chiéu co ban
5.2.1.1. Giéi thiéu Microsoft PowerPoint

Microsoft Powerpoint 2019 hd tro nguoi ding tao nén cac bai thuyét trinh sinh
dong va 16i cudn.

Giao dién Powerpoint 2019 dugc phat trién tir phién ban 2007 v6i cac Ribbon s&
mang lai nhiéu tién loi va v&i nhiéu tinh ning méi gitp tao nén bai thuyét trinh sinh
dong, hép dan va truc quan mot cach nhanh chong.

5.2.1.2. Tao mdt bai thuyét trinh co ban
Tao mdt bai thuyét trinh rdng: Vao tab File & New = Blank presentation
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New

Search for online templates and themes yel
Suggested searches:  Presentations  Education Business Themes Charts Diagrams Infographics
Take a tour Gevt started l >
with 3D GALLERY PARGEL

Blank Presentation Welcome to PowerPoint Bring your presentations to life... Gallery Parcel

Blank Presentation

4

WOOD TYPE ¢ ION Quotable Berlin 0 SAVON j

Wood Type on Boardroom Quotable Beriin Savon

I ™ DIVIDEND '
- - - -
Crop Gircuit Dividend Frame Organic

Hinh 5.1. Mét s6 Sample templates

Tao bai thuyét trinh tir miu c6 sin: vao tab File > New = Chon mot mau thiét
ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai cira so.

New

Search for online templates and themes pel

searches: i fon Business Themes Charts Diagrams Infographics

T: Get started l oo
I -

Blank Presentation Welcome to PowerPoint Bring your presentations to life...

T TR VR
Gallery

Parcel

;5‘" SAVON ?

s

Praranana?

Savon

WOO0D TYPE ® ION Quotable

Wood Type lon Boardroom Quotable

| CROP CIRCUIT

Crop Circuit Dividend

DIVIDEND
Organic
=

Organic

Hinh 5.2. Mgt s6 Sample templates

5.2.1.3. Céc thao tac trén slide
Khi tao méi bai thuyét trinh, PowerPoint chén sin slide tua dé véi hai hop van
ban tréng goi 1a cac placeholder. Pay 1a cac placeholder dung dé nhap van ban.
Ngoai ra, PowerPoint con c6 nhiéu loai placeholder khac dé chén hinh anh, SmartArt,
bang biéu, do thi, ...
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s - Presentationd - PowerPoint Preview Sign in 53] =

Insert  Design  Transitions Animations SlideShow Review View Help  Foxit Reader PDF QTellmE

= =- === 18- | 0D O o
/
De. =g K & & 9
Paste New B T U § abc V. Aa 2 A Shapes Arrange Editing
9 Slide~ 07 - © © -
Clipboard & Slides Font Paragraph Drawing ~

1

Click to add title

Click to add subtitle

Do o atia
1 Ngan Slides
L H
PR
; Céc placeholder !
1
slide10f1  [J2  English United States) = Notes M Comments E 55 B 7 -—1 + 53% [

Hinh 5.3. Slide twa dé bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xdy dyung san dugc
goi 1a cac Layout. Tiy theo ndi dung can xay dung cho slide ma banchon kiéu Layout

phu hop.

Va )
Office Theme
3 I
Title Slide Title and Content Section Header
ey g ¢ - - -
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

Hinh 5.4. Cdc kiéu layout cia slide

Cheén slide moi:
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- Chon tab Slides trong ché 36 Normal View va nhéip chuot vao dudi slide
dau tién do PowerPoint tu tao ra khi ching ta tao bai thuyét trinh méi. Khi
d6, ching ta s& thiy mot dudng nim ngang nhap nhay cho biét d6 1a vi tri
ma slide mo1 s€ dugc chen vao.

- Vao tab Home chon nhém Slides
- Chon nut New Slide, hop chtra cac kiéu layout xuét hién
- Chon mét kiéu layout, slide mdi s& duoc chén véo bai thuyét trinh theo kiéu

layout vira chon.

= |E Layout -

I_| ] Reset

- EErae B I U S
Slide= [ Section~

Office Theme

............................

Title and Content

Section Header

.............................

Two Content

Content with
Caption

Picture with
Caption

Blank

=) Duplicate Selected Slides
% Slides from Outline...
= Reuse Slides...

Hinh 5.5. Chen slide
Sao chép slide (nhan béan)
- Trong ché d6 Normal View, chon cac slide trong tab Slides muén sao chép

- Nhép phai chudt 1én mot trong sé cac slide dang chon dé m¢ thyc don ngir
canh

- Chon Duplicate Slide tir danh sach 1énh
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E.;"LTT%'C

EJﬂlEFH__

Cut
Copy
Paste Options:
il il

[0 Ll
Mew Slide
Duplicate Slide
Delete Shide

Add Section

Hinh 5.6. Sao chép slide

Thay ddi layout cho slide:

Trong ché do Normal View, chon cac slide trong tab Slides mudn sao chép

Chon slide can thay ddi layout

Vao tab Home | nhém Slides | chon nut Layout

Chon kiéu layout méi cho slide

|| Layout~
Office Theme

s ]

Title Slide Title and Content

Section Header
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

Hinh 5.7. Thay d6i layout cho slide
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Thay déi vi tri cac slide

- Trong ché d6 Normal View, chon slide trong tab Slides muén sip xép

- Dung chudt kéo slide dén vi tri moi trong tab Slides va tha chudt

- Slide s€ xuat hién ¢ vi tri moi.

POWER POINT1 - PowerPaint Preview

Home QLEE | Design |Transwt|ons | Animatior: | Slide Show | Review | View | Help | Foxit Reade| © Tell me '!;:_'-;_ Share

Clipboard Slides

#

0t 52 o e ke o -
el 4 b
A 214 s e 181 e e
o

B

L

Qe

D
e -

Slide 2 of 14 [|%

- = (|| e

Drawing Editing

F:nt o Paragraph v v ~
UNG DUNG CNTT.CO BAN
¢ wor
w
E
R
v EXCEL P @
7
:
v POWERPOINT T
R
¥
= Notes BB Comments B 58 BE T - 1 + 51% [

Xoba slide

- Trong ché d6 Normal View, chon slide trong tab Slides mubn x6a

Hinh 5.8. Sdp xép slide

- Chon phim Delete trén ban phim dé xo6a slide hodc nhap phai chudt 1én slide

va chon Delete Slide

y Paste Options:

B e
I ,

-
;.-‘ L1 Llad A
:,m L=] New Slide
¢t 5] Duplicate Slide
[5 Delete Siide
| & Add Section

wwaw [i5] Layout
AT 2

-

Hinh 5.9. X6a slide
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Phuc hdi slide vé thiét lip layout méic dinh:

Trong ché dd Normal View, chon slide bi bién dbi layout. Vi du:

placeholder trong slide bén dudi bi 1éch va ban can tra no vé ding vi tri mac

dinh cua layout.

Vao tab Home, dén nhom Slides

v

"o
_ Chon -] Reset
4N 3 J"—a_'a iy BN

Y

Y

7

\%

> NESCAFE ICE la san phim giy ngac

Khdm phd cdm gidc s6c ma khodn
khodi.
Lan dau tién c6 mat tai Viet Nam.

nhién va thich thad.
Tan ngay trong nuéc lanh.

» Khaum phat catim giatic soac mag khoatin
khoani.
» Laan fiaau tiedn coll maét taii Vieat Nam.

» NESCAFE ICE lag salin phaam gaay ngaic
nhiean vae thich thuu.

» Tan ngay trong noouc lainh.

Hinh 5.10. Tra layout vé thiét lap mac dinh

Nhém céc slide vao céac section:

Trong ché do Normal View, chon

VAo tab Home, dén nhém Slides

slide mudn tach thanh Section ma&i

- Chon SO0 U5 chon Add Section

| Layout -

P:Hﬁﬂ
Mesw ==l

e WA

=

Shde - () >ection=
~ Add Section

Hinh 5.11. Cheén section
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bat tén cho section

] .Q'E) Cut |:| Layout -
D E|’_£| Copy - Y] Reset
iste Mew = - I U
- Slide~ [JSection~
Clipboard P
TIN HOC VAN PHONG 2
] =[ Rename Section
E lIl % PRemove Section
g'.( Remowe All Sections
B5 Collapse Al
Section 2 p
'F' — IE;{JancI All
s
+ EXCEL %
< POWERPOIMT

Rename Section

Section name:
Section 2

Eename

Cancel

Xba section

Hinh 5.12. Pat tén cho section

Trong ché do Normal View, chon Section mudn x6a

Vao tab Home, dén nhom Slides

Chon nut Section va chon Remove Section

"D'D d6 Cut [] Layout =
ER Copy - ] Reset
Paste = Mew = : BE I U §
- Slide~ [ Section =
Clipboard P}
TIN HOC VAN PHONG 2
] ®[ Rename Section
EIIl “» Remove Section
B Remove All Sections
BS Collapse Al
4 Section 2
> ‘g Expand All
< WORD

+ EXLEL

= POWERPOINT

Hinh 5.13. X6a section
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5.2.1.4. Chen Picture

Vao tab Insert chon biéu tugng Pictures nhu sau:

Insert Design Transitions

ﬁgﬁng

Pictures| Online Screenshot Photo
Pictures - Album -

Images

F Y

Hinh 5.14. Chén Picture

Hoac vao trong slide, tai nhoém Images chon Insert Picture from File

- - Chén hinh

BRI et |- Click toaddtext

Hinh 5.15. Chen Pictures tir trong slide
5.2.1.5. Chén Shape, WordArt va Textbox

Vao tab Home, tai nhém Slides chon New Slide.

Chon kiéu layout 1a Title and Content. Nhép tya dé cho slide 13 “Chup hinh man
hinh dua vao slide”
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, %m{, | hinh dwa vao slide

3= A |
=zdims . == @ = h |
= s L Vv !
M,' d23 v e '

| 7.
Il i
b

L—._

—

- [p—

Hinh 5.16. Chén Title and Content
Vao tab Insert, nhom Illustrations, chon Shape, chon kiéu mili tén Right Arrow

Insert Design Transitions Animations Shde Show R

E (o B @@}iﬁ?@ rEl

rtures Online Screenshot Photo  Shapes lcons 3D SmartArt
Pictures & Album - = Maodels -

Im  Awvailable Windows

] e = “SmETEiE
= e “IEE T

Hinh 5.17. Chén Shape

Vao tab Insert, nhom Text, chon nut Textbox va v& mot hop vin ban trén slide.
Sau d6, nhap vao “Pay la ving man hinh PowerPoint vira chyp bang coéng cu
Screenshot ctia PowerPoint”.
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hinh dwa vao slide

-

'. " < b
=@ -
re - ———
o ] ~
|~ - —
- B —

0 v
LI B s i AR =6, .

e S L e e e e Sl e O

— -

Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cua
PowerPoint

Hinh 5.18. Chén Textbox
VAo tab Insert, nhom Text, chon nut WordArt, chon mau séc cho WordArt

=S ERER

Text Header WordArt Equation Symbol  Video Audio
Box & Footer - - - R

CTAAA A
A A A A A
A A AA

Screenshot

-_—

h dwa vao slide

=)

Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cia
PowerPoint

Hinh 5.19 Chen WordArt

Nhép chudi “Screenshot” tai hop Your text here

_zm dra vio side
= o W
= v
% —

EYour text here

<

Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cua
PowerPoint

Hinh 5.20. Chén Screenshot
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5.2.1.6. Chen Table, Chart, SmartArt
Chén Table
- Vao tab Home, tai nhém Slides chon New Slide

- Chon kiéu layout 1a Title and Content. Nhap twa dé cho slide 1a “5 phan
mém tao bai thuyét trinh tot nhat”

Insert Table ? .

Mumber of columns: |3 =

Mumber of rows: 6 =
] 4 Cancel

Hinh 5.21. Chén s dong, s6 cot

- Chon Insert Table trong placeholder bén dudi. Hop thoai Insert Table xuét
hién, khai bao s6 dong 6 tai Number of columns va s cot 3 tai Number of
rows

- Chon OK dé chén bang vao slide
- Thu nho chiéu rong cac cot dé chuan bi nhap ndi dung vao slide
- Diéu chinh chiéu rong ciia cot bang cach di chuyén chudt vao duong ludi

doc clia bang. Khi thay chuot bién thanh mii tén 2 chidu (*I*) thi giit trai
chudt va kéo qua trai dé thu nho cot hoic kéo sang phai dé mo rong cot.

5phanmem
tao bai thuyet trinh tot nhat

Hinh 5.22. Nhdp dong tiéu dé cho bang
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- Nhap céc dong ndi dung cia bang

5 phan mém
tao bai thuyét trinh tot nhat

PowerPoint do Microsoft phat trién, 12 mét thanh phan trong
bd Microsoft Office. PowerPoint hién 1a phdn mém tao bai
thuyét trinh t6t nhat trén thi treéng.

Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rat
thuan tién cho viéc chia sé va phat hanh trén Internet do
Flash chay trén nén trinh duyét web.

Impress 12 phan mén mién phi do Sun Microsystems phat
trién. Impress 12 mét thanh phan trong b6 OpenOffice.

Keynote do Apple Inc. phat trién, 12 mot thanh phan trong bd

1 PowerPoint

2 Flash

3 Impress

4  Keynote

5  Presentations

Chén Chart

work.

Presentations do SoftMaker phat trién, 12 mdt thanh phan
trong b SoftMaker Office.

Hinh 5.23

- Vao tab Home, tai nhém Slides chon New Slide.

- Chon kiéu layout 1a Title and Content. Nhap tua dé cho slide 1a “Thi phan

trinh duyét 2018

- Chon Insert Chart trong hop thoai Insert Chart

- Chon nhém dd thi 1a Pie tr danh sach bén trai hop thoai Insert Chart va
chon kiéu db thi 13 Exploded pie in 3-D.

Insert

Chart

All Charts

i Recent

xrplals

R
ER -

@EXBESTE NG

|l Histogram

Hinh 5.24. Chén dé thi
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Chén SmartArt

C6 rat nhiéu kiéu SmartArt dung sin trong Microsoft PowerPoint. Cac kiéu dugc
phan loai vao cac nhom rat thuan tién cho nguoi ding tim kiém va sir dung.

Choose a SmartArt Graphic @

Al List a
List e e OO —/——
. EEl| 80 =5 -——

i 60 B8 :
Cycle

’ e =1 E
Hierarchy |°__ = _E E

: = [ |

Relationship
Matrix

Fif .

@EDRE 3§

Pyramid
Basic Block List
Picture E)Eﬁ 89807 oc-e-0o- GG ¢ Use to show non-sequential or grouped
Office.com e e e R ] blocks of information. Maximizes both
' harizontal and vertical display space for
shapes,
v
oK Cancel

Hinh 5.25. Cdc kiéu SmartArt dung san
- Vao tab Home, tai nhém Slides chon New Slide

- Chon kiéu layout 1a Title and Content. Nhap twa d& cho slide 1a “Chen
SmartArt vao slide

- Vao tab Insert, nhdm Images, chon SmartArt

- Cira s Choose a SmartArt Graphic xut hién, chon nhom kiéu 1a Picture,
chon kiéu Circular Picture Callout va chon nit Ok dé chén vao slide.

Choose a SmartArt Graphic @
— -
All — ~y_
- I'/ ‘Hﬁ;" l;";' .C“T‘?“._
= Lt . Lo mm N
o Process -
. T !
oo ] 50 - -
43 Hierarchy = -
E Relationship L_ L_ gg |£||£| @Q X ~~___~// -
&3 Mot = e
Pyramid I =]
é 7 @@ _l:l_l:l ||: E_ Circular Picture Callout
Picture Eﬂ |:||:| ||:|||: a= Use to show a central idea and sub-
: ideas or related items. The text for the
© officecom I = first picture covers the lower portion
_ = of the picture. The corresponding text
|%|= ” = for other Level 1 shapes appears next
= = to the small circular pictures, This v
- diagram also works well with no text.
[ e [P = v
oK Cancel

Hinh 5.26. Chén SmartArt Graphic
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5.2.1.7. Chen Audio, Video

Microsoft PowerPoint cho phép ching ta chén rat nhiéu dinh dang nhac khac
nhau vao slide, thong thuong chung ta chén dinh dang.mp3 hay .wma vao slide vi
chung cho chat lugng tét va c6 kich thude tap tin nho.

- T slide “Chén SmartArt vao slide” & phan trén

- Vao tab Insert, nhém Media, chon Audio

IIIIY ‘]) = +
Video Audio Screen
- *  Recording

I Audio on My PC...

Becord Audio...

Hinh 5.27. Chen nhém Media
Chon Audio on My PC, hop thoai Insert Audio xuét hién

[~ 3 f =]
T aa » ThsPC > LUU TRU(E) v o earch LUU TRU (E 2
Organize ¥ New folder =l ™M @
~
B This PC

- 30 Objects % ’\\ .

B Desktop 5 : WB {f: ;

%] Documents - o ~

‘ Downloads HOD Zune images logo xe Soan_GT_PowerP

ont

r Music =

&= Pictures

R videos ‘ [« ] ’

e Local Disk (C2)

= DATA (D) SadAngel WayBackHome

= LUUTRU (E:)

- CD Dnve (k) <

File name: - [Audio Files v
Tools ~ Insert }v Cancel
Hinh 5.28 Chen Audio
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Chon tap tin 4m thanh dang luu trir trén may va chon nut Insert dé chén vao
slide. Mot biéu twong hinh loa xuat hién trén slide dai dién cho tap tin am

thanh.

Chen Smart Art vao slide

l‘
\

-

Hinh 5.29 Chén SmartArt

Ngoai ra, ching ta c6 thé chén am thanh tir c4c ngudn khac nhu 1a thu vién
Clip Art Audio hoac ghi am véi tinh nang Record Audio.

Véi tinh nang Trim Audio, chlng ta c6 thé cit bo bot cac doan &m thanh
khong can thiét va chi chira lai mot phan cua tap tin &m thanh. Chung ta
chon vao biéu tugng hinh loa trén slide va vao tab Playback, nhém Editing,

chon Iénh Trim Audio

o0l Fade In: | 00.00 o

Editing Audio Styles
Trim Audio

Trim the audio clip by specifying

I:I the start and end times.
T
g

—y —

-

4l [

%

i’"}—il" Fade Duration . [} E“ *J\

Trim f— - Audio Mo Play in
Audio  I8s Fade Out 00.00  °  Options - Style Background

00:00. 00y

Hinh 5.30. Cdt Audio
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Thiét 1ap doan &m thanh can lay tai Start Time va End Time va chon nit OK
sau khi hoan tat.

Trim Audio ? =
WayBackHome Duration: 02:33.000
02:43.000

E

00:10 - | ’ I» 02:43 -

Start Time End Time

Cancel

Hinh 5.31. Cdt doan ém thanh

Nhung Video
- Tao Slide méi véi kiéu layout 1a Two Content
- Vao tab Home, tai nhédm Slides chon New Slide.

- Chon kiéu layout 1a Title and Content. Nhap tua dé cho slide 13 “Chén video
vao slide”

- Mo hop thoai Insert Video

- Nhép chuét vao Insert Media Clip trong placeholder bén trai. Hop thoai
Insert Video xuét hién.

& =]
« * 1w » ThisPC » LUUTRU (E) v O Search LUU TRU (E:) P
Organize * Mew folder = -~ [N e

~
3 This PC
J 3D Objects I a :
by =
[ Desktop e | l E
= Documents .
; Downloads images logo xe Sean_GT_PowerP
oint
J’a Music
&= | Pictures "
O NMiElY
B Videos il TRUONG
. Local Disk ()
Earth pellution 0 MNhiem MT Obama_Romney
== DATA (D)
= LUUTRU(E)
s CD Drive (12 v
File name: ~ | | Video Files ~
Tools Insert v Cancel

Hinh 5.32. Chén Video
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Chén Video vao Slide: Tim dén thu muc chira video, chon video va chon nit
Insert dé chén vao slide hodc chon nit x6 xudng tai nGt Insert va chon Link to file dé
chi lién két vé6i video ma khong nhing vao bai thuyét trinh. Chén Video véi dinh dang
.mp4 vao Slide

Chen Video vao slide
7 T e

Hinh 5.33. Chen mp4
5.2.2. Hiéu trng, trinh chiéu va in bai thuyét trinh
Cac hi¢u ung va hoat hinh cho céc doi tuong trén slide 1a cach tdt nhat gitp chon
manh vao cac thong tin cung cip trén slide, diéu khién dong thong tin trong bai thuyét
trinh va giup nguoi xem cam thay thich tha hon. Powerpoint cung cap rat nhiéu hiéu
ung va dugc chia thanh 4 nhom:

- Entrance: cac dbi tuong dugc ap dung hi€u Ung nay sé xuat hién trén slide
hodc ¢6 xu hudng di chuyén tir bén ngoai vio trong slide.

- Exit: cac dbi tuong duoc ap dung hiéu tmg nay s& bién mat khoi slide hoic
¢ xu huéng di chuyén tir trong slide ra khoi slide.

- Emphasis: chon manh ndi dung dugc ap dung hi¢u ing nay.

- Motion Paths: hiéu tng 1am cho cac dbi twong di chuyén theo mot dudng di
dugc quy dinh trude.
5.2.2.1. Tao céc hiéu &ng hoat hinh cho d6i twong
Hiéu wng cho vin ban: Vin ban (Textbox) 1a dbi tugng duoc st dung nhiéu
nhat trong bai thuyét trinh. Do vay, Powerpoint xdy dung sin rat nhiéu kiéu hiéu tng
rat thi vi cho d6i twong nay va co thé thiét 1ap hiéu Gng trén timg dong, timg chir hoic
tung ky tu trong doan van ban.
Chon hép vin ban: Trong ché ¢6 Normal View, chon hop vian ban can thiét 1ap
hiéu ung.
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:
NESCArE ICHE

<+Kham phé cdm giac séc ma khodn khoai.

<Lan ddu tién c6 mat tgi Viét Nam.

< NESCAFE ICE I& sdn phdm gdy ngac nhién
vé thich tho.

<Tan ngay frong nudc lanh.

Hinh 5.34. Chon hop van ban

Chon cac hiéu wng mac dinh: Vao tab Animations, trong nhom Animation,
chon nut More dé ma rong danh muc cac hiéu tng

o

,( K T w( o] -
MNone Appear Fade Fly I Float In
Hinh 5.35. Chon cdc hiéu ung

Chon kiéu hiéu wng Fly In: St dung hiéu ang Entrance véi kiéu Fly in trong
hop Animation Styles

T 111 w
ppear Fade Fiy In Float In Split NS \_)-;__._L n L&)
) w w = . '
Wig Shape Whee Ran t 1
{‘L{ \-*, E¥ <+Khdm phd cdm gidic soc mé khodn khodi.
s #Ldn ddu tigdn c6 mgt fgi Viet Nam.
.
Teeter Spin  Grow/Shrink +NESCAFE ICE 1d sdn phdm gdy ngac nhién
8 - va thich tho.
" <+ Tan ngay frong nudc lanh.

Hinh 5.36. Chon Animation Styles

Chon kiéu higu #ng: Chon nat Effect Options trong nhém Animation va chon
kiéu Fly In tir danh sach. Sau d6, drag chudt I&n cac kiéu caa hiéu ung Fly In va xem
két qua thé hién trén slide trudc khi quyét dinh chon.

Thay d6i kiéu hiéu wng: Néu thay cac kiéu hiéu tng trong Animation Styles con
qua it, chon nit More Entrance Effects... Khi do, hop thoai Change Entrance Effect
Xut hién cung cap véi hon 30 kiéu hiéu wng khac.

- Tich chon Preview Effect ( [“]ereviewEffect) r5i nhap chudt 18n tén cac hiéu
g va xem két qua thé hién trén Slide

- Sau khi chon duoc kiéu hiéu tng vira y thi chon nit OK.
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Style

sach.

Chon hinh can tao hiéu

>
¢ +* O4A Change Entrance Effect @
Ef_fm _Add # Strips * Wedge =
Options =  Animation ~ % Wheel * Wipe
Direction Subtle
¢ From Bottom * Expand * Fade
! o Swivel w Zoom
z From Bottom-Lgft Moderate
 Basic Zoom w Center Revolve
9 Booa Vel # Compress w Float Down
¥ Float Up w Grow & Turn
2 - ¥ Rise Up Y Spinner
N FeomTop-Left # Stretch
Exciting
¢ From Top i Basic Swivel Y Boomerang
 Bounce w Credits
Z From Top-Right # CurvelUp % Drop
¢ Flip w Float
€& FomRight % Pinwheel J¢ Spiral In
r Whip v
R From Bottom-Right Preview Effect oK Cancel

Hinh 5.37. Chon hiéu ung Flip
Hiéu t&rng cho hinh danh, Shape, WordArt

ung

Hiy tim mua ngay dé

Cé thé tim thiy & cic

thuéng thiic

siéu thi

Hinh 5.38. Chon hiéu vng cho WordArt
Chon cac hiéu wng cho hinh

Vao tab Animations, trong nhdm Animation, chon mét hiéu ung tir Animation

Chon nut Effect Options trong nhém Animation va chon kiéu Circle tir danh
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Wipe Shape Wheel =
Animation

AR
Effect

—
Options ~ E 8| Plus
o Bl

F]

Direction

b1"4
AR |-

RA
"]

Shapes
I:I Box
b 'T"4 o Diamond

Hinh 5.39. Chon hi¢u ung Circle

Thay doi kiéu hiéu tng: Néu thay céc kiéu hiéu tng trong Animation Styles con
qua it, chon nit More Entrance Effects... Khi do, hop thoai Change Emphasis

Effect xuat hién cung cap véi hon 20 kiéu hiéu tng khéc.

- Tich chon Preview Effect ( [Zlereview Effect) rdi nhap chudt 1én tén cac hiéu
ng va xem két qua thé hién trén Slide

- Sau khi chon duoc kiéu hiéu tng vira y thi chon nat OK.

(=]

W Strips W Wedge =
* Wheel * Wipe

Subtle

W Expand W Fade

o Swivel W Zoom

Maoderate

+ Basic Zoom “ Center Revolve

W Compress W Float Down

¥ Float Up #* Grow & Turn

“ Rise Up *# Spinner

w Stretch

Exciting

i Basic Swivel W Boomerang

+ Bounce # Credits

# Curve Up

“ Float
% Pinwheel J¢ Spiral In
w

Preview Effect oK Cancel

Hinh 5.40. Nhdan OK

Hi¢u &rng cho SmartArt

- SmartArt kiéu danh sach:

e Chon SmartArt dang danh sach

e Chon céc hiéu ing cho SmartArt

e Vao ngan Animations, trong nhom Animation, chon mdt hi¢u ung tu

Animation Style
e Thay doi kiéu hiéu ting
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C6 thé chon thém céc kiéu hiéu ang trong Animation Styles chon nut
More Entrance Effects...Khi d6, hop thoai Change Entrance Effect
xut hién va chon kiéu Pinwheel tai nhém Exciting va chon Ok

Tich chon Preview Effect ([ZlpreviewEffect) rdi nhap chudt 1én tén cac
hiéu tng va xem két qua thé hién trén Slide

Sau khi chon duoc kiéu hiéu tng vira y thi chon nit OK.

Pinh thoi gian cho SmartArt: Chon nut Effect Options trong nhom
Animation va chon kiéu One by One tir danh sach.

Tuy chon thém thoi gian cho hiéu tng tai nhdm Timing.

Start: On Click = Rearder Animation

MY -

U U

(") Duration:

4

R
(5 Delay:

Hinh 5.41. Chon thoi gian cho SmartArt danh sach

- SmartArt kiéu hinh anh

Chon SmartArt dang hinh anh
Chon cac hiéu irng cho SmartArt

Vao tab Animations, trong nhom Animation, chon mot hiéu ang
Zoom tir Animation Style

binh thoi gian cho SmartArt: Chon nat Effect Options trong nhdém
Animation va chon kiéu One by One tir danh sach.

Tuy chon thém thoi gian cho hiéu tng tai nhém Timing.

Chén Smart Art vao slide

€
[ Start: After Previous = Reorder Animation
7? ':T‘:'Duratinn: 02.25 - & Move Earlier
[ (® Delay: 0050
b Timing

Hinh 5.42. Chon thoi gian cho SmartArt kiéu hinh dnh

5.2.2.2. Tao céc hiéu &ng chuyén slide

Microsoft PowerPoint cung cdp nhiéu hiéu tng chuyén tir slide ndy sang slide
khac rat hap din khi trinh chiéu dic biét 1a cac hiéu tmg 3D.

- MO bai thuyét trinh can ap dung hiéu Gng chuyén slide.

- Chon slide can 4p dung hiéu tng chuyén slide
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- Chon céc hiéu iing mac dinh

- Vao tab Transitions, trong nhém Transition to this slide, chon kiéu hiéu ung
Doors trong danh muc

Cube Doors Box Comb = Effect
Options -
Transition to This Slide

Hinh 5.43. Chon hiéu ung Door

- Chon Iénh Effect Options va tuy chon thém cho hiéu ttng Doors vira chon
- Tuy chon thoi gian cho Transition

e Chuyén dén nhéom Timing dé thiét 1ap thoi gian cho hiéu ung
Transition:

Sound: chon 4m thanh khi chuyén slide

Duration: thiét 1ap thoi gian thyc thi hiéu tng chuyén tir slide nay sang
slide khac.

On Mouse Click: chuyén sang slide khac néu nhap chudt trong khi
trinh chiéu.

After: thiét 1ap s6 phat, gidy (mm:ss) s& tu dong chuyén sang slide
khac khi van chua c6 hiéu 1énh nhflp chudt. (tuy chon nay dugc st
dung khi mudn xay dyng bai thuyét trinh tu dong trinh chiéu)

Apply to All: ap dung thiét 1ap Transition trén cho tat ca cac slide

trong bai thuyét trinh.

"‘_'} Sound: Typewriter ~ | Advance Slide
';I'_." Duration: |01.40 - On Mouse Click
E3 Apply To Al After: |00:04.00 2

Tirming

Hinh 5.44. Thiét lgp Transition
- X6a hiéu tng chuyén slide
e Chon 1 hay nhiéu slide can xda hiéu &ing chuyén slide
e Chon None dé x6a hiéu wung chuyén slide

e Vao tab Transitions, trong nhém Transition to this slide, chon None dé
hity bo hiéu tmg chuyén slide cho céc slide dang chon
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H ©-0 e POWER POINT1 - PowerPaint Preview Sign in al -

File

Home Insert Design [UIEGHNGLEE Animations Slide Show Review View Help Foxit Reader PDF P Tellme

@Subﬂe
e ] 0 & B O OO O OW

MNone Morph Fade Push Wipe Split Reveal Cut
Preview
] 4 D
1 = |
Random Bars Shape Uncover Cover Flash

Hinh 5.45. Tab Transition

X6a tat ca hiéu tng chuyén slide: Chuyén dén nhém Timing, chon Apply to All
dé x0a cac hiéu ang chuyén slide trong bai thuyét trinh.

5.2.2.3. Cach thwc hién mét trinh dién
Khi d3 chuén bi xong bai thuyét trinh, cong viéc con lai la thuyét trinh vé& dé tai
bao cao ciia minh trudc ngudi xem. PowerPoint cung cap san mot sb tinh nang hd trg
cho viéc bao cdo ciing nhu di chuyén dé dang giira cac ndi dung trong khi thuyét trinh,
PowerPoint 2019 cung cép thém chirc ning con tro laser giup ngudi thuyét trinh tro

hay tao chil ¥ dén nguoi xem ngay ndi dung ma minh dang thuyét trinh nham giup ho
c6 thé ndm bt van dé tét hon dic biét 1a nhitng dé tai can thao luan.

Nhom Monitor
- Mo bai thuyét trinh can trinh chiéu
- Tuy chon vé man hinh trinh chiéu

- Vio Slide Show, nhém Monitor dé tity chon vé man hinh

= Monitor: Primary Manitor -

Use Presenter View

Manitars

Hinh 5.46. Nhém Monitor
Trinh chiéu Slide show

- Vao Slide Show, nhém Start Slide Show va chon 1énh:

File Home  Inset  Design  Transitions  Animations [ESILERNGGTY
IR
D ¥ BB 4B O
Frarm Frarn Present Custom Slide SetUp  Hide  Rehearse Record Slide

Beginning Current Slide * Online=  Show~ Slide Show  Slide
Start Slide Show

Tirmings  Show~
Set Up

Hinh 5.47. Tab Slide Show

e From Beginning: trinh chiéu béo cdo bat dau tir slide dau tién trong
bai thuyét trinh.
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e From Current Slide: trinh chiéu bao cao bét dau tur slide hién hanh
e Present Online: trinh chiéu bai thuyét trinh théng qua mang Internet
cho nguoi xem tir xa.

e Custom Slide Show: trinh chiéu tir mot Custom Show trong bai. Chon
tén Custom Show dé trinh chiéu.

5.2.2.4. Lap lai trinh dién
Mg tab Slide Show, chon Set Up Show

Trong ctra s6 Set Up Show, phan Show Options, chon Loop continuously until
ESC, chon OK

Véi viée thiét 1ap nhu vay, phan noi dung trinh dién s& trinh chiéu lap di lap lai
cho t&i khi banan phim ESC
5.2.2.5. In bai thuyét trinh
In 4n tai liéu dang Handout thudng dugc sit dung danh cho nguodi xem thuyét
trinh. Cac ban in ndy chira ndi dung co ban vé thong s& dugc trinh bay khi thuyét trinh.
Nguodi xem cé thé doc trude cac tai lidu nay dé ndm so lugc vé nodi dung va co thé
chuan bj cac cau hoi dé 1am rd thém cac van dé khi thuyét trinh.
Thue hién in an Handout
- M bai thuyét trinh can in dang Handout.
- Vao File va chon Print

- Chon kiéu in 2 slide trén 1 trang Handout & Vao Settings, tai Print Layout,
nhém Handouts va chon kiéu “2 Slides”.

- Si ? - O X
Print Layout . 'gnin
Full Page Slides Notes Pages Outline =
Handouts -
15lide 2 Slides 3 Slides

Ko phe i le sbeme Khadn hocl

Ln & 180 ot Vet o,
SNESCATE ICE 1 zin shéem oty noce nhin
L e P 0 i 0
4 8lides Vertical 6 Slides Vertical 9 Slides Vertical e o

v Frame Slides

Scale to Fit Paper

High Quality ‘.Tf'\”“ ‘T
Hiiy tim muua ngay dé
oy ﬁ‘idl[ﬁi_dc
D 2 Slides . m&emnr‘;mc A
Handouts (2 slides per p...
Account ER Collated
-

EE 123 123 123
Feedback

D Portrait Orientation - s
Options

ala EN 219 L P A

Hinh 5.48. Trang Handout
- Chon nut Print d gui 1énh in ra may in.
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Thure hién in 4n Slide
- M¢ bai thuyét trinh can in dang Handout.
- Vao File va chon Print.
- Chon kiéu layout Full Page Slides

- Vao Settings, tai Print Layout, chon Full Page Slides = Chon ntt Print dé
gui 1€nh in ra may in

it Lot — Sonmiz T
- E| E
Notes Pages Outline =
Handouts =
El
3 Slides
E
Slides Horizontal

“+Khém phé cim gidc sbe ma khodn khoti
Scale to Fit Paper <Lén ddu 180 o6 mgt i Vit Nam.

High Quality +NESCARE IGE K sn phdm gy ngac nhién
v ich o

< Tan ngay ¥ong nuic lgnh.

Full Page Slides

Print 1 slide per page:

Collated
123 123 123

Color -

Ecit aaciac A =

Hinh 5.49. Print Layout
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ﬁ CAC PIEM CHINH

- Céch sir dung phan mém Microsoft Powerpoint dé tao bai thuyét trinh.

- Cac thao tac trén slide, chen Picture, chén Shapes, WordArt va Textbox,
chen Table, Chart, SmartArt, chén Audio, Video.

- Céch thirc tao cac hiéu tng cho tirng ddi twong, hiéu tng chuyén slide.

- Cach tao bai trinh di&n va in bai thuyét trinh dwoc mé ta rat cu thé, rd rang.

@2 CAUHOI ONTAP

Cau 1: Trong Microsoft PowerPoint 2019, khi thiét ld@p hiéu #ng chuyén trang
(transition), lénh “Apply to All” ditng dé 1am gi?

A. Ap dung hiéu tng chuyén trang cho trang chiéu hién hanh

B. Ap dung hiéu tng chuyén trang cho cac trang chiéu hién hanh

C. Apdung hiéu tng chuyén trang cho trang cac chiéu dang chon

D. Ap dung hiéu eng chuyén trang cho tat ca cac trang chiéu

Cau 2: Trong Microsoft PowerPoint 2019, higu i#ng Entrance dung dé 1am gi?
A. Lam ddi twong dugc nhan manh trén trang chiéu

B. Lam dbi tuong xuét hién trén trang chiéu

C. Lam ddi tugng bién mat khoi trang chiéu

©

Lam d6i twong chuyén dong theo dudng dan xac dinh

Cau 3: Trong Microsoft PowerPoint 2019, Iénh Save As sé luwu tdp tin trinh chiéu co
phan mé réng la gi?

A. pow
B. ppt

C. pptx
D. potx

Cau 4: Trong Microsoft PowerPoint 2019, ché dg hién thi nao dwéi day cho phép
theec hién sdp xép céc trang chiéu?

A. Notes Page

B. Normal View
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C. Reading view
D. Slide Sorter

Cau 5: Trong Microsoft PowerPoint 2019, si dung lénh nao dé dn mgt trang chiéu
trong thé Slide Show?

A. Set Up Slide Show

B. Hide Slide

C. Custom Slide Show
D. Record Slide Show

Cau 6: Trong Microsoft PowerPoint 2019, ¢ thé Animation — Prevew, dé xem truwéc
cac hiéu #ng hogt hinh trong 1 slide ban chen Iénh nao?

A. AutoPreview

B. From Beginning

C. From Current Slide
D. Custom Slide Show

Cau 7: Trong Microsoft PowerPoint 2019, khi tgo hiéu #ng hogat hinh, 1énh Delay
c6 tac dung gi?

A. Thay d6i thoi gian dé hiéu tng két thic

B. Thay ddi thoi gian dé hiéu ang phat am thanh

C. Thay doi thoi gian tri hodn dé hiéu ang bat dau thuc hién
D. Thay d6i thoi gian trinh dién caa mot hiéu ung

Cau 8: Trong Microsoft PowerPoint 2019, thao tac chen Office Button\ Open dé
theec hign cong viéc gi?

A. Mo mot tap tin da co trén dia

B. Tao mdi mot tap tin dé thiét ké bai trinh chiéu

C. Luu lai bai trinh chiéu dang thiét ké

D. Luu lai bai trinh chiéu dang thiét ké voi mot tén khac

Cau 9: Trong Microsoft PowerPoint 2019, dé thay déi thoi gian trinh dién ciia mét
hiéu i#ng chuyén trang chiéu, bgndung Iénh gi?

A. Delay

B. After

C. Duration
D. Repeat
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Cau 10: Trong Microsoft PowerPoint 2019, thao tac chen OfficeButton\ Save as dé
thaec hign cong viéc gi?

A
B.
C.
D.

Md& mot tap tin da co trén dia
Tao m&i mot tap tin dé thiét ké bai trinh chiéu
Luu lai bai trinh chiéu dang thiét ké

Luu lai bai trinh chiéu dang thiét ké voi mot tén khac

Cau 11: Trong Microsoft PowerPoint 2019, tai ché d¢ hién thi Normal View,
khung chira ndi dung “Nhap chudt to add notes” dung dé 1am gi?

A
B.
C.
D.

Nhép ch thich cho ca bai trinh chiéu
Nhap chu thich cho trang chiéu

Nhép cha thich cho cac ddi tuong
Nhap chd thich cho mot dbi tuong

Cau 12: Trong Microsoft PowerPoint 2019, hiéu i#ng Motion Paths diing dé 1am gi?

o o w >

Lam xuat hiéu d6i twong trén trang chiéu
Lam noi bat d6i twong trén trang chiéu
Lam d6i twong thoat ra khoi trang chiéu

Lam d6i twong chuyén dong theo quy dao xac dinh

Cau 13: Trong Microsoft PowerPoint 2019, logi higu #ng hoat hinh nao ding dé
nhdn manh déi treng trén trang chiéu?

o0 ® P

Entrance
Emphasis
Motion Paths
Exit

Cau 14: Trong Microsoft PowerPoint 2019, dé thuc hién ké khung cho hinh dnh,
ban dung I¢nh gi?

A.
B.
C.
D.

Text Outline
Picture Effects
Picture Border

Shape Outline

Cau 15: Trong Microsoft PowerPoint 2019, ¢ ché d¢ Normal View, Ignh Outline
View trong nhém Presentation View ding dé 1am gi?

A.

Hién thi cac trang chiéu duéi dang thu nho
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B.
C.
D.

Hién thi céc trang chiéu dudi dang dan y
Hién thi cac trang chiéu duéi dang van ban tho

HIén thi cac trang chiéu dudi dang chi thich

Cau 16: Trong Microsoft PowerPoint 2019, Iénh nao cho phép trinh chiéu tir trang
chiéu hign hanh?

A
B.
C.
D.

From Beginning
Custom Slide Show
From Current Slide

Broadcast Slide Show

Cau 17: Trong Microsoft PowerPoint 2019, thao tac chen Home\New Slide dé thuc
hi¢gn cong vigc gi?

A.
B.
C.
D.

Chén thém mot Slide maéi vao ngay trude Slide hién hanh
Cheén thém mot Slide méi vao ngay sau Slide hién hanh
Chen thém mat Slide méi vao ngay trude Slide dau tién

Chén thém mot Slide méi vao ngay sau Slide cudi cung

Cau 18: Trong Microsoft PowerPoint 2019, vung Content Placeholder cia trang
chiéu khdng chiza nat 1gnh nao?

A

B.

C.
D.

D(Insert Table)
4 (Insert WordAurt)

B0 (insert Chart)
L2 (Insert Video)

Cau 19: Trong Microsoft PowerPoint 2019, biéu twong nao cho phép thay doi bo
cuc cua Slide da chon?

A [lLayout-

B. = MNewSlide

C Ssection~

D. ] Reset

Cau 20: Trong Microsoft PowerPoint 2019, bé cuc tiéu dé va ngi dung 1a kiéu nao
dudi day?

A. Title and Content

B.

Title Only
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C. Title Slide
D. Title and Text

Dap an:

Caul:D Cau 6: A Caull: B Céau 16: D
Cau2:B Cau7:C Cau l1l2: D Caul7: B
Cau 3:C Cau 8: A Cau 13: B Céau 18: B
Cau4: D Cau9: C Cau 14: D Céau 19: A
Caub: B Cau 10: D Cau 15: B Céau 20: A
@=s BAITAP

Bai 1:

1. Khoi dong Microsoft PowerPoint 2019, lan lwot Nhap chudt vao cac thé trén
Ribbon, quan sét va nhan xét cach b tri cac 1énh trong cac thé

2. Tao mot bai thuyét trinh tréng dat tén 12 BT1PowerPoint.pptx. Trong slide dau
tién cua bai thuyét trinh nhap vao néi dung nhu sau:

GIAO DUC LA VO KHI MANH NHAT
MA BANCO THE SU DUNG bE
THAY DOI CA THE GIOI

Nha trwong chi cho chuing ta chia khoa tri thirc,
hoc trong cudc séng la cdng viéc ca doi.

3. Luu va dong tap tin BT1PowerPoint.pptx.
4. Tao mot bai thuyét trinh tr mau c6 san (sample template) chon mau Project
Status Report luu bai thuyét trinh véi tén 1a Project Status Report.pptx. Quan
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10.
11.

ro

st lan luot céc slide va cho biét noi dung cua bai thuyét trinh ndy c6 nhirng doi
tugng nao?

M¢ bai Project Status Report.pptx & cac ché 6 Normal, Slide Sorter, Reading
View. Vi mdi ché @6 hién thi hdy quan sat va nhan xét sy khéac nhau.

Mo bai Project Status Report.pptx & ché do Slide show va duyét qua toan bo
c4c slide trong bai thuyét trinh nay.

Thuc hién luu tap tin Project Status Report.pptx va&i cac dang: PDF,
PowerPoint show, Windows Media Video,...

Lan lugt m& cAc tap tin & cau 7, quan sét va nhan xét.

Luu va dong cac tap tin dang mo.

Mo lai cac tap tin BT1 PowerPoint.pptx, Project Status Report.pptx

Str dung Iénh Arrange All va Cascade dé 1am hién thi cac tap tin cung mot Idc.

Bai 2:

Tao tap tin thuyét trinh c6 tén BT2PowerPoint.pptx

Ap dung theme HardCover, mau nén (Background) Style 6 cho bai thuyét trinh.
Lan luot tao céc slide c6 bé cuc (Layout) va néi dung nhu sau:

NGAN NG A RAP

Y NGHIA CUA CUQC SONG » % 8

Ngan ngit A rap

Hay nhan 13y |&i khuyén cla nhitng ngudi trén
Ngan ngit La tinh
ban va dudi ban. Sau d6, hay tw khuyén |18y minh.
Ngan nglt Nhat Ban

NGAN NGU' LA TINH NGAN NGO’ NHAT BAN
» K o3 SO T SN C 4
Khéng dl théng minh dé néi l&i phi hop.
Puwdng di téi nha ngudi ban khéng bao gidr xa. Khéng dl khén ngoan dé im ling.

D6 la nguyén nhan ctia mei sy thé 16.

Luu tap tin thuyét trinh va thoat khoi Microsoft PowerPoint 2019.
Mg tap tin BT2 PowerPoint.pptx ¢ ché do Slide show va duyét qua toan bo cac
slide trong bai thuyét trinh.

Bai 3:
Tao tap tin BT3PowerPoint.pptx c6 ndi dung nhu BT2PowerPoint.pptx. Tai

slide 1, tao lién két dia chi email cua sinh vién cho Placeholder “ Nguoi thyuc
hién: << Ho tén sinh vién>>
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Tai slide 1, tao lién két “Google” sao cho khi Nhap chudt vao s& ma website
https://www.google.com.

Tai slide 1, tao lién két dén dia chi email cua sinh vién cho Placeholder “Lién
hé:<dia chi email ctia nguoi thuc hign>

Tai slide 1, tao lién két theo yéu cau sau:

Khi Nhap chuot vao Ngan ngit A Rap thi Microsoft PowerPoint s& chuyén dén
slide 2.

Khi Nhap chuét vao Ngan ngit La tinh thi Microsoft PowerPoint s& chuyén dén
slide 3.

Khi Nhap chudt vao Ngan ngit Nhat Ban thi Microsoft PowerPoint s& chuyén dén
slide 4.

Bai 4:

Tao tap tin BT4 PowerPoint.pptx c6 ndi dung nhu sau:

KHOA CONG NGHE THONG TIN

FACULTY OF INFORMATION TECHNOLOGY

CO CAU TO CHUC

Trwdng khoa

Phé khoa Pho khoa

Trwdng bd mon Trwdng bd moén Trwdng bd moén
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2. Luu bai thuyét trinh, 1an Iuot trinh chiéu lan luot tit ca cac slide trong bai thuyét
trinh.

3. Tao hiéu tng cho cac ddi twong trén slide cua bai thuyét trinh.

4.  Ap dung hiéu tng chuyén slide dang Box, tu dong chuyén slide sau 5 giay.

Bai 5:

1. Tao PowerPoint theo mau, dit tén tap tin 1a BT5PowerPoint.pptx c6 noi dung
nhu hinh.

2. Thiét ké slides theo mau. Str dung Themes bat ky. Tao Transitions cho cac slides.

3. Animations cho cic dbi twong trong slides. Tiéu d& cudi slide gom: Ho tén, sé
thir tu slide.

Y

/ N\

JJ \‘
\

‘r/

Ky IUét Ié. khi---\

2Day sém dé rén luyén thé lyc va stc khde
2T chéi duoc nhirtng cdm doé lam mét thoi gian

2 2 va tién bac.
KY LUAT _:Quyét_tém thyc hién ding ké hoach dé ra, bd
CHIA KHOA BE THANH CONG qua noi s¢' hai that bai.

- Kich thich duoc ndo bd hoat dong nhiéu hon
~ Phét huy duoc tiém nang
~ Phat trién xa han, thanh céng hon

HoTenSinhVien 2

Rén luyén tinh ky uat

STT M6 ta

1 v Tuw nhén thire

2 v Nhién thirc ¢6 ¥ thie

3 v’ Quyét tim 4p dung ky tudt
4 ¥ Can dam

5 v' Ty hudng din ban thin

Bai 6:
1.  Tao PowerPoint theo mau, dat tén tap tin 1a BT6PowerPoint.pptx c6 noi dung
nhu hinh.

2. Thiét ké slides theo mau. Str dung Themes bat ky. Tao Transitions cho cac slides.
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3. Animations cho cic dbi tuong trong slides. Tiéu d& cubi slide gom: Ho tén, s6
thir tu slide.

CHO THE GIO'I SACH HON

HoTenSinhVien 1

* P& rac dung noi quy dinh
* Phan loai rac tai ngudn
* Han ché& str dung tui ni long

» Tiét kiém dwoc tai nguyén

> Gép phan giam thiéu 6 nhiém
» Bao vé mai trvd'ng xanh sach dep

HoTenSinhVien -

Phﬁn loai rac théi

Phin loai rac thai Vidu

Réc him co Cic loai rau, c1i qua da bi e théi.

Ric vo6 co Gaclﬁdé,dﬁsénhfsﬁvﬁhoéckh&ngcbn
gia tr1 s dung.

Rac tai ché -Thing carton, sdch bao cil.
- Hop giay, bi the, buu thiép da qua sir
dung
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Bai 7:

Tao PowerPoint theo mau, dat tén tap tin 12 BT7PowerPoint.pptx ¢ ndi dung
nhu hinh (c6 thé chon hinh anh bat ky phi hop véi ndi dung).

Thiét ké slides theo mau. Str dung Themes bt ky. Tao Transitions cho céc slides.
Animations cho cic ddi twong trong slides. Tiéu dé cudi slide géom: Ho tén, s6
thir tu slide.

Thanh céng bat dau tuw

“DAM UOC MO”

E ;éy wd'c mo), h5y hoai bao

“Séng khong hoai bao
danh mat twong lai”

< Ubdc mo la dong luc dé hoc tap,
lam viéc, viron 1én trong cudc séng
< Uéc mo sé& dan dudng chi 16i cho cude doi

< M&i udc mo, du 16n lao hay gian don, déu can y chi, quyét
tdm va no luc khong ngirng dé chinh phuc dworc né.

+» Udc mo lam cho con ngudi song c6 muc dich va day nghi luc.

HoTenSinhVien

S— | S

Dam udc mo va dam thanh cong

«thanh cong Chde chdn ban sé thanh cong, néu ban dim
thanh cong!
Jack Canfield va Mark Victor Hansen — trich
trong Dédm Thanh cong
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Bai 8:

Tao PowerPoint theo mau, dat tén tap tin 12 BT8PowerPoint.pptx ¢ ndi dung
nhu hinh (c6 thé chon hinh anh bat ky phi hop véi ndi dung).
Thiét ké slides theo mau. Str dung Themes bt ky. Tao Transitions cho céc slides.
Animations cho cic ddi twong trong slides. Tiéu dé cudi slide géom: Ho tén, s6

thir tu slide.

CHUYEN MUC:
KHOE DEP

v
q. >
AN

Meo i thién lin da kho vao mase lanh

> 1 MSSV_HOTEN_SO MAY_SO DE THI

» Cac meo giup ban lam diu da va cai
thién lan da kho, do People liét ké.
1. Lam mat cuc by viing da bi ngira
> Khéng tim qué nhiéu
Ubng tra hanh nhan

£0) MSSV_HOTEN_SOMAY_SO DE THI

» Tra hanh nhan c6 tac dung bao vé,
giam ngtra da. Cach pha nhw sau:
mo6t mudng ca phé bdt hanh nhan
pha véi 150 ml nwéc ép 18, c6 thé
cho thém mat ong.

S 3 MSSV_HOTEN_SO MAY_SO DE THI
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Chuong VI. SUDUNG INTERNET CO BAN

© mycTIEU

Hoc xong chuong nay, nguoi hoc co kha nang:

- Trinh bay dugc mot s kién thirc co ban vé Internet, WWW (World Wide
Web), céc thao tac véi thu dién tu.

- St dung dugc cac thao tic xtr Iy co ban trén Internet, thu dién tr va tim
kiém théng tin.

- Nhan biét cac loai nguy co ddi véi dit liéu va thong tin tai khoan c4 nhén:
mat cap, mat an toan, khong dam bao an toan thong tin khi sir dung trén céc
loai thiét bi di dong va may tinh.

- Nhan biét vé mdi nguy hiém tiém ning khi sir dung cac trang mang xa hoi
va tim quan trong cta viéc khong tiét 16 thong tin bi mat trén cac trang web
mang xa hoi.

6.1. Kién thirc co' ban vé Internet
6.1.1. Tong quan vé Internet
6.1.1.1. Tong quan
Internet (viét gon cua tir interconnected network) 1a hé thong mang may tinh 16m
nhat, két ndi cac mang nho hon trén thé gidi. Hé théng mang Internet truyén thong
theo kiéu chuyén goi dir liéu (packet switching) dya trén mot giao thirc lién mang da

duoc chuan hoa (TCP/IP). Mang Internet chinh la su két ndi cia cac mang MAN,
LAN Ilai v61 nhau.

Conventional Phone,
Digital Subscriber,
or Cable Modem Line

HOME BUSINESS

Hinh 6.1. Hé thong Internet toan cau
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6.1.1.2. Lich sir phat trién

Internet ra doi vao nim 1969, véi tién than 13 mang ARPANET (Advanced
Research Project Agency Network). Co quan quan 1y du 4n nghién ctru phat trién
ARPA thuocbd qubc phong My lién két 4 dia diém dau tién vao thang
7 nim 1969 bao gdm: Vién nghién ctru Stanford, Pai hoc California, Los Angeles, Pai
hoc Utah va DPai hoc California, Santa Barbara. D6 chinh 1a mang lién khu vuc (Wide
Area Network - WAN) dau tién duoc xay dung.

Thuat ngir "Internet” xuat hién 1an dau vao khoang nim 1974. Lic d6 mang van
duoc goi 1a ARPANET. Nam 1983, giao thuc TCP/IP chinh thitc dugc coi nhu mot
chuan ddi v6i nganh quan sy My va tat ca cac may tinh ndi véi ARPANET phai sir
dung chuan méi nay. Nam 1984, ARPANET dugc chia ra thanh hai phan: phan thi
nhat vin dugc goi 1a ARPANET, danh cho viéc nghién ctru va phat trién; phan thir hai
duoc goi la MILNET, 1a mang dung cho cac muc dich quan su.

6.1.2. Dich vu WWW (World Wide Web)

Niam 1991, Tim Berners Lee ¢ Trung tdm nghién ctru nguyén tir chau Au (Cern)
phat minh ra World Wide Web (WWW) dua theo mdt y tudng vé siéu vin ban
duoc Ted Nelson dua ra tir nam 1985. C6 thé noi day 1a mot cude cach mang trén
Internet vi ngudi ta c6 thé truy cap, trao doi thong tin mot cach dé dang.

0ee|

. - HTTP Request
00 | L
— x“'x. XML, JSON, HTML, Ry
a — x.M_H_ TEXT etc f'_f.f"x‘\_x
HTTP Raspansa ~
Browser T .
el
HTTP Request ——L ]
o - 0
e N
LT XML, J50N, HTML, t&;
EE TEXT ete ~
“H[r — ___— REST Server
A T HTTP Response— (Web Services)
Application

Hinh 6.2. Dich vu WWW (World Wide Web)

Internet va World Wide Web, hodc don gian goi la Web dugc goi 1a tra clru
thong tin toan cau. N6 bao gdm hang triéu cic website, mdi website duoc xay dung tir
nhiéu trang web. Mdi trang web dugc xdy dung trén mot ngon ngit HTML (Hypertext
Markup Language) ngon ngit nay c6 hai dac trung co ban:

- Tich hop hinh d4nh &m thanh tao ra moéi truong da phuong tién (multimedia).
- Tao ra céc siéu lién két cho phép c6 thé chuyén tir trang web ndy sang trang
web khac khéng can mot trinh tu nao. Bé doc trang web ngudi ta sir dung
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céc trinh duyét Web (Web Browser). Cac trinh duyét pho bién hién nay la
Chrome, Firefox, Microsoft Edge,...

Nam 1994 ki niém 25 nim ra doi ARPANET, NIST dé nghi thdng nhit dung
giao thire TCP/IP. Nhitng hinh anh video dau tién duoc truyén di trén mang Internet.

6.1.3. Bao mat khi lam viéc véi Internet

Ngay nay, voi sy phat trién manh mé, Internet giir vai trd dang ké trong cudc
séng ciia mdi nguoi dung. Vi vdy, néu nguoi dung Internet khong ty nhan thire hodc
khong biét cach tu bao vé an toan thong tin cho ban than khi st dung Internet thi co
thé trd thanh nan nhan cta nhimg méi nguy hai trén Internet nhu Lira ddo, mét tai
khoan, mat tién, phat tan virus, bi lgi dung hodc danh cép thong tin ca nhan,.. Pé co
thé tu bao vé minh trén Internet, ngudi hoc co thé tham khao cac cach duoc trinh bay
dudi day.

6.1.3.1. Sir dung phan mém Antivirus tin ciy

Chuong trinh diét virus 1a rao chan quan trong trong viéc bao vé may tinh trudc
cac nguy co vé mé doc va virus. Ching ta can nén trang bi cho mdy tinh mot chuong
trinh diét virus manh va on dinh, tuy theo nhu cau ma chung ta co thé lya chon phién
ban mién phi hay tra phi.

Mot vai phan mém Antivirus duoc dé xuat:
- Avast Antivirus;
- AVG Antivirus;
- BKAYV;
- BitDefender Antivirus;
- Kaspersky Antivirus;
- Sophos Home;

- Avira Antivirus;

6.1.3.2. Str dung tinh niang UAC trén Windows

Tinh ning User Account Control (hay con goi 1a UAC) gitip hé thdng an toan
hon truéc nhimg mdi de doa tiém an. Tuy nhién, nhiéu nguoi ding lai ghét tinh ning
nay boi chiing thudng xuat hién ctra s6 canh bao dang pop-up xen ngang cong viéc
mdi khi thue hién 1 tac vu nao do, chéng han cai dat ang dung, sao luu hé théng hoac
chi don gian 1a 1 tac vu v hai nhu thay d6i ngay gio hé thong.
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) User Account Control Settings — O X

Choose when to be notified about changes to your computer

User Account Control helps prevent potentially harmful programs from making changes to your computer.
Tell me more about User Account Control settings

Always notify
- - Notify me only when apps try to make changes to my
computer (do not dim my desktop)
® Don't notify me when | make changes to Windows
= = settings
.-
o Not recommended. Choose this only if it takes a long
= = time to dim the desktop on your computer.
Never notify

ok Cancel

Hinh 6.3. Chirc nang User Account Control
Tuy nhién, dit mudn du khong thi tinh ning UAC trén Windows gitp nguoi diung
ngin chian cic phan mém doc hai tién hanh thay doi hé thong ma khong xin phép.
Tuong tu nhu phan mém diét virus, né ciing 1 1 16p quan trong dé bao vé may tinh.

User Account Control X

Do you want to allow this app to make
changes to your device?

M@l VVs-4200.exe

Verified publisher: HANGZHOU HIKVISION DIGITAL
TECHNOLOGY CO.,LTD.
File origin: Hard drive on this computer

Show more details

Yes No

Hinh 6.4. Hop thoai hoi trudc khi chay mot rng dung nao do
6.1.3.3. St dung twong lira trén Windows

Bén than cic phan mém diét virus phién ban méi hién nay déu tich hop sin ché
d6 tuong lira Firewall ciia minh vao Windows, va tam thoi vO hiéu hoa ché do tudong
lira ¢ sin trong Windows. Tuy nhién, néu phan mém diét virus khong dugc trang bi
san, ching ta hoan toan c6 thé sir dung tuong ltra ciia Windows mot cach an toan ma
khong can st dung dén phadn mém cua bén thir 3. Va khi tién hanh két ndi dén mang
khong day, ching ta s& dugc cung cép 2 lua chon két ndi 1a Home, va Public, mdi lua
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chon déu mang theo mot tiiy chinh Firewall khac nhau. Tuy theo muc dich két néi ma

ching ta s& lua chon 1 trong 2 hinh thirc dugc cung cap.

File Action View Help
€= @ BE

E3 Inbound Rules

&3 Outbound Rules

% Connection Security R
%, Monitoring

ﬁ' Windows Defender Firewall with Advanced Security

70 AWMG T AN Windows Defender Firewall with Advanced Security on Local Comp...

~

ﬂ Windows Defender Firewall with Advanced Security provides netwc

Overview
Domain Profile

% Windows Defender Firewall is off.

Private Profile
¥ Windows Defender Firewall is on.
©  Inbound connections that do not match a rule are blocked.

© outbound connections that do not match a rule are allowed.

Public Profile is Active
@ Windows Defender Firewall is on.
©  Inbound connections that do not match a rule are blocked.

@ outbound connections that do not match a rule are allowed.

B} Windows Defender Firewall Properties

Getting Started

Authenti PR b
ate ¢ >ation: C p s

Create connection security rules to specify how and when connections beta
using Intemet Protocol security (IPsec).

B} Connection Security Rules

Actions

Windows Defender Firewall with Advanced Se.. «

P F 3
o ®

Import Policy...

Export Policy...
Restore Default Policy
Diagnose / Repair
View

Refresh

Properties

Help

Hinh 6.5. Chirc nang Windows Defender Firewall

6.1.3.4. Cap nhat cac phién ban v4 15i trén Windows

Tat ca cac phan mém ma ching ta s dung hang ngay nhu Windows, Mozilla
Firefox, Google Chrome, Adobe Flash, Adobe’s PDF Reader, Microsoft Office, ... déu
c6 thé ¢ nhitng 16 hong vé van dé an ninh, va chung luén dugc nha phat trién sta 16i &

cac phién ban cip nhat. Vi thé, dirng ngan ngai ma hay cap nhat phién ban méi cho cac

phan mém ma ching ta thuong xuyén s dung. Ching ta c6 thé tim thiy phién ban
m&i ctia chiing tai trang chu cta nha phét trién hodc théng qua tinh ning ty dong cap
nhat cta chung. Con d6i v6i cac san pham thudc Microsoft, chling ta c6 thé kiém tra
va tai vé bang Windows Update

Settings

@ Home

Windows Update

[ Find a setting | @ Updates failed

Last checked: Yesterday, 7:29 AM

Update & Security

I < Windows Update

Windows Security

There were problems installing some updates, but we'll try
again later. If you keep seeing this and want to search the
web or contact support for information, this may help:

Definition Update for Windows Defender Antivirus -

KB2267602 (Definition 1.279.319.0) - Error 0x80248007

T Backup
Retry
2 Troubleshoot
O Recovery
@ Activation
A Find my device What's new

Hinh 6.6. Chirc nang Windows Update

277



6.1.3.5. Duyét Web véi ché d9 4n danh

Néu khong mudn Google Chrome ghi nhé hoat dong ctiia minh, ching ta c6 thé
duyét web theo cach riéng tu & ché d6 An danh. Chon t6 hop phim Ctrl-Shift-N

New Tab

c (@]

[ Quan Ly Client Acce [} Ignite Realtime: Ope [ InstallingBigBlueBut [ Windows Server 20

@

You've gone incognito

Now you can browse privately, and other people who use this device won't see your
activity. However, downloads and bookmarks will be saved. Learn more

Chrome won't save the following information: Your activity might still be visible to:
 Your browsing history » Websites you visit

« Cookies and site data » Your employer or school

« Information entered in forms « Your internet service provider

Hinh 6.7. Chitc ning duyét Web an danh ciia Google Chrome
6.2. Khai thac va sir dung Internet

6.2.1. Sir dung trinh duyét Web
6.2.1.1. Thao tac duyét web co ban

Trinh duyét Web 1a mot phan mém cho phép ngudi sir dung xem va tuong tac véi
cac van ban, hinh anh, doan phim, nhac, tro choi va cac thong tin khac & trén mot trang
web ctia mot dia chi web trén mang toan cau hoidc mang nodi bo. Trinh duyét web doc
dinh dang HTML & hién thi, do d6 mot trang web c6 thé hién thi doi chit khac biét
trén cac trinh duyét khac nhau.

Mot sd trinh duyét web hién nay cho may tinh cd nhan bao gém Internet
Explorer, Mozilla Firefox, Safari, Google Chrome, Opera, v.v...

Hinh 6.8. Cac trinh duyét Web thong dung hién nay

Pé c6 thé duyét web, ta chi can nhap dia chi website can truy cdp vao thanh dia
chi (address bar) ctia cac trinh duyét.
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< C  Oa https://www.google.com

Hinh 6.9. Thanh dia chi cua trinh duyét Mozilla Firefox

" i Caarrh Ganala Aar e = Hrr[
O >Searcn Google or type a URL

Hinh 6.10. Thanh dia chi cua trinh duyét Google Chrome
6.2.1.2. Thiét diit (setting)
Tuy theo cic trinh duyét khac nhau s& ¢ cac cach thiét dit khac nhau. Noi dung

phﬁn nay s€ dugc minh hoa trén hai trinh duyét dugc st dung rong rai nhét hién nay la
Mozilla Firefox va Google Chrome.

Mozilla Firefox

Mozilla Firefox (goi tat 1a Firefox) 1a mot trinh duyét web mi ngudn mo tu do
xuét phat tir g6i tng dung Mozilla. Firefox co cac tinh ning duyét web theo tab, kiém
tra chinh ta, tim ngay lic gd tir khoa, danh dau trang truc tiép (live bookmarking),
trinh quan 1y tai xuéng, va mot hé théng tim kiém tich hop st dung bd may tim kiém
do nguo1 dung tuy chinh.

Dé thiét dat cac tuy chinh trong trinh duyét Firefox, ta chon N & g6c trén phai
va chon muc ¢ Options |
Man hinh Options chia thanh cdc muc nho véi céc thiét 1ap khac nhau nhu sau:

Chon Make Default & muc General dé thiét lap trinh duyét Web mdc dinh cho
may tinh

<« C ® © firefox  about:preferences#general w | Search »

General

Startup

Restore previous session
Always check if Firefox is your default browser

& Firefox is not your default browser Make Default...

QP OB ©

Hinh 6.11. Muc General trén trinh duyét Firefox

Dé dinh trang chu (homepage) mic dinh cho trinh duyét khi dugc mé 18n, ta chon
muc Home.
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< C @ © Firefox  about:preferences#home | | Q search » | =

A

£ Find in Options

Home

New Windows and Tabs Restore Defaults

Choose what you see when you open your homepage, new windows, and new tabs.

Homepage and new windows Custom URLS... =

’ https://www.congty.com|

Q P OB X

Use Current Page Use Bookmark...

Hinh 6.12. Muc Home trén trinh duyét Firefox

Kiém tra cac ban update madi nhat tir Firefox dé cap nhat cho trinh duyét, ta chon
Check for updates

New Tab Pl %t Options X I - O X

< cC @ © firefox  about:preferences#general % | | Q search »

O Find in Options

{} > Firefox is up to date Check for updates

Hinh 6.13. Cho phép trinh duyét Firefox tai cac ban cdp nhdt

Vao phan Network Proxy = Settings dé thiét 1ap cac thong sé6 mang

I

Browsing

v Use autoscrolling
v Use smooth scrolling

v Show a touch keyboard when necessary

QP OB

Always use the cursor keys to navigate within pages

Search for text when you start typing

Network Proxy

® Configure how Firefox connects to the internet. Learn More Settings...

Hinh 6.14. Muc Network Proxy trén trinh duyét Firefox
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Chon Manual proxy configuration = dit dia chi IP ctia Proxy Server (néu c6) &

muc HTTP Proxy

Connection Settings

Configure Proxy Access to the Internet
No proxy

Auto-detect proxy settings for this network

@ Use system proxy settings

Manual proxy configuration

HTTP Proxy Port
Use this proxy server for all protocols
SSL Proxy Port
ETP Proxy Port
oK Cancel

Hinh 6.15. Muc Configure Proxy Access to the Internet

Thiét 1ap cac add-ons méi cho trinh duyét bang cach chon Find more add-ons

i} Options X *‘ Add-ons Manager

c @

¥ ¥

\

1)

about:addons % | | Q search »

© Firefox
Personalize Your Firefox

There are thousands of free add-ons, created by developers all over the
world, that you can install to personalize your Firefox. From fun visual
themes to powerful tools that make browsing faster and safer, add-ons make
your browser yours. To help you get started, here are some we recommend
for their stand-out performance and functionality.

Find more add-ons

B o

A

Hinh 6.16. Muc Personalize Your Firefox cho phép tdi cac Add-ons

Pua céac chuc nang cua trinh duyét vao toolbar bang cach kéo tha cac icon chirc

nang dang hién thi.

¥ Options X | ¢ Add-onsMan 7 Customize Fire X [iSS = O X
¢ el] Q [+
Drag your favorite items into the toolbar or Overflow Menu
overflow menu. Drag and drop items here to keep them within reach
but out of your toolbar...
(€] (]
History Save Page
Q (]
Find Open File
* -+
Add-ons Zoom Controls
xBa B
Fdit Controls Subscribe o
[Jtitle Bar [ Drag Space Toolbars v ®] Themes v “*| Density v Restore Defaults

Hinh 6.17. Cho phép thém cac option vao muc Favorite

281



Thiét 1ap quan ly dir liéu va x6a cookie bang nit chirc niang Clear Data hoic
Manage Data.

{} Cookies and Site Data

Your stored cookies, site data and cache are currently using 1.0 GB Clear Data...

Manage Data...

ﬁ of disk space. Learn more

® Accept cookies and site data from websites (recommended) Exceptions...
a Keep until  They expire v
g Accept third-party cookies and site data ~ Always v

Block cookies and site data (may cause websites to break)

Hinh 6.18. Muc Cookies and Site Data

Google Chrome

Google Chrome (hay goi tat 1a Chrome) 1a mot trinh duyét web mién phi, duoc
phat trién boi Google, str dung nén tang V8 engine. Du 4n mi ngudén mé ding sau
Google Chrome duoc biét véi tén goi Chromium.

Dé thiét dit cac tuy chinh trong trinh duyét Chrome, ta chon & goc trén phai
va chon muc Settings.

Google Chrome cho phép dong bo cac dir liéu, cac thiét dit trén trinh duyét
Google Chrome giita cac thiét bi khac nhau bang cach sir dung tai khoan Gmail cta
nguoi dung, nhu:

- Lich st trinh duyét Web

- Déu trang (bookmark)

- Tab

- Thong tin ty dong dién va mat khau

- Céc cai dat khéc cua trinh duyét nhu tién ich da cai dat

= Settings Q

People

Khang Duong
Turn off
@ Syncing to duongtrongkhang@gmail.com

O Sync

On - sync everything
Or Passwords »
B Payment methods »

Q Addresses and more »

Chrome name and picture »

Manage other people »

Hinh 6.19. Muc People cho phép thiét lip dong bé tdi khodn
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CAu hinh liya chon trinh tim kiém mic dinh cho trinh duyét.

Search engine

Search engine used in the address bar

Manage search engines

Default browser

Hinh 6.20. Muc Search engine cho phép lwva chon cong cu tim kiém

Google v

Yahoo!

Bing

Ask

AOL
google.com

Vao Settings dé thiét 1ap cac thong sé co ban cua trinh duyét

£ Settings X +
& C  ® Chrome | chrome://settings
Settings
2 People
@ Appearance
Q Search engine
BN Default browser
Q) On startup
Advanced v
Extensions A

About Chrome

Hinh 6.21. Muc Settings thiét lgp cdc thong sé cia trinh duyét

-

Trong phan Extensions cho phép cai dit cac tmg dung md rong cho trinh duyét.
Vi du: Google Docs Offline cho phép ngudi dung md céc tap tin vin ban bang trinh
duyét, uBlock dung dé khoa (Block) cac quang cdo tir cac Websites.

= Extensions

Details Remove

Details Remove

Q, Developer mode

B Google Docs Offline
% Get things done offline with the Google Docs

family of products.

uBlock
0 A fast, effective, and lean ad blocker. Blocks ads,
trackers, and protects your privacy.

)

Hinh 6.22. Muc Extensions thiét ldp cdc vmg dung mé rong

Vao Settings > Advanced dé thiét 1ap cac thong sd nang cao
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£ Settings X +

& C  ® Chrome | chrome://settings w 0 °

Settings

(V) un startwp

Advanced - |

Hinh 6.23. Muc Advanced thiét ldp cac chirc nang mo rong
Bat céc tinh nang duy¢t Web an toan (Safe Browsing), st dung dich vu Web dé
diéu hudng xtr 1y cac 16i gap phai.
= Settings Q
Privacy and security -

Google Chrome may use web services to improve your browsing experience. You may optionally disable these
services. Learn more

Allow Chrome sign-in
By turning this off, you can sign in to Google sites like Gmail without signing in to Chrome

Use a prediction service to help complete searches and URLs typed in the address bar
Use a prediction service to load pages more quickly

Use a web service to help resolve navigation errors

6 &6 8 38

Safe Browsing

Protects you and your device from dangerous sites

Help improve Safe Browsing

Sends some system information and page content to Google . -

Hinh 6.24. Muc Privacy and security
Thiét 1ap cac ngdn ngit sir dung cho trinh duyét trong phan Languages. Thiét lap
duong din mic dinh luu trit cac dit liéu Download vé

-

Languages

Language
English

Spell check
English (United States)

Downloads

Location
Change
C:\Users\duong\Downloads

Ask where to save each file before downloading

Hinh 6.25. Muc Languages va Downloads
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Thiét 1ap cac thong sd hé thong cho trinh duyét.

a

System

Continue running background apps when Google Chrome is closed .

Use hardware acceleration when available @

Open proxy settings ]
Reset and clean up

Restore settings to their original defaults >

Clean up computer

Hinh 6.26. Muc System va Reset and clean up

Mubdn truy cap duoc Internet, ngudi dung phai tao cac két ndi Internet, hai két
nbi thong dung 1a Dial-up va LAN. Trong Tab Connections ching ta c6 thé chon cac
két n6i Dial-up co sin hay tao két ndi khac.

Vao Open proxy settings dé thiét 1ap cac thong sé mang. Trong tab Connections,
ta co thé thiét 1ap thong sb quay sb tir xa (dial-up) hodc két ndi mang riéng ao (VPN).
Chon LAN setting d¢ thiét 1ap thong sé két néi mang.

& Internet Properties ? X
General Security Privacy Content Connections Programs Advanced
— To set up an Internet connection, click
Setup.
Dial-up and Virtual Private Network settings
Add...
Add VPN...
Remove...
Choose Settings if you need to configure a proxy Settings
server for a connection.
Local Area Network (LAN) settings
LAN Settings do not apply to dial-up LAN settings
connections. Choose Settings above for dial-up
settings.
OK Cancel Apply

Hinh 6.27. Tab Connections

285



Néu chiing ta chon hinh thirc két ndi Internet qua mang LAN thi Nhép chudt vao
nut LAN Settings. Trong hop thoai Local Area Network (LAN) Settings, chon vao Use
a proxy server for your LAN. Nhap dia chi Proxy Server cta hé thong mang LAN.

‘e

& Local Area Network (LAN) Settings X

Automatic configuration

Automatic configuration may override manual settings. To ensure
the use of manual settings, disable automatic configuration.

Automatically detect settings

|:| Use automatic configuration script

Proxy server

Use a proxy server for your LAN (These settings will not apply to
dial-up or VPN connections).

Address: [192.168.1.1 | Port: [8080 || Advanced

[IBypass proxy server for local addresses

Local Area Network (LAN) settings
LAN Settings do not apply to dial-up LAN settings
connections. Choose Settings above for dial-up
settings.
0K Cancel Apply

Hinh 6.28. Hop thoai Local Area Network (LAN) Settings

Thong thuong cdc may tram truy cap Internet qua mang LAN thi cdc may tram
nay khong truc tiép 1én Internet dé 1iy thong tin ma giri yéu cau dén mot may lam dai
dién (proxy). Mdy dai dién nay duoc két truc tiép 1én Internet, do d6 may nay sé& lay
thong tin gifip cic may tram va gui tra cac thong tin vé cho cac may tram. May tram
nhan thong tin va hién thi ndi dung 1én man hinh gitup cho nguoi dung cam giac nhu
minh duoc tryc tiép sir dung cac dich vu Internet nhung thuc té thi khong. Nhu vay,
cac may tram mudn truy cap Internet thi phai khai bao dia chi may Proxy.

Users .: Server ............ Internet
One or more Private IPs Public IP

Hinh 6.29. M6 hinh hoat dong cua Proxy Server
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Ngoai ra ¢6 mot s6 dia chi ma ta muon truy cép truc ti€p ma khong can qua
Proxy, thi ta nhap vao 6 Advanced.

..L
& Proxy Settings X
Servers
& Type Proxy address to use Port
G =
HTTP: [192.168.1.1 | : [s0s0 |
Secure: 192.168.1.1 . | 8080
ETP: 192.168.1.1 . | 8080
Socks:
[“]use the same proxy server for all protocols
Exceptions
& Do not use proxy server for addresses beginning with:
‘.’ =
*.vesnmang.org;*.adminvietnam.org]
Use semicolons ( ; ) to separate entries.
OK Cancel Apply

Hinh 6.30. Hop thoai Proxy Settings

Trong tab General, thiét 1ap trang chii cho trinh duyét trong hop thoai Home
page.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Home page

,‘ To create home page tabs, type each address on its own line.
“1

https://www.adminviemam.org[

se current Use default Use new tab
Startup

O Start with tabs from the last session
(@) Start with home page
Tabs

Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and
web form information.

[[] Delete browsing history on exit

Delete... Settings

Appearance

Colors Languages Fonts Accessibility

Hinh 6.31. Tab General
Khi truy cap thong tin Web, dé tiét kiém thoi gian cho céac lan truy cép sau, cac
trinh duyét Web thuong luu trir tam céc thong tin da truy cap trén dia. Vung luu tri
tam nay goi la Cache. Nhu vay, khi truy cap mot trang Web, trudce tién trinh duyét
Web s& kiém tra trang Web can truy cap da c6 trong cache hay chua, néu c¢6 né s& hién
thi thong tin trong cache thay vi phai truy cip vao Web Server dé ldy thong tin. Tuy
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nhién, thong tin luu trir trong cache cé thé bi lac hau so voi thong tin thuc té do d6 cac
trinh duyét Web phai c6 co ché kiém tra. Trong Internet Explorer, c6 bn co ché:

- Every time 1 visit the webpage: kiém tra thong tin trong cache so véi thong
tin thyc té mdi lan truy cip vao mot trang Web

- Every time | start Internet Explorer: kiém tra thong tin trong cache so véi
thong tin thyc té mdi 1an khéi dong Internet Explorer

- Automatically: ty dong hé thong IE s& kiém tra

- Never: khong can kiém tra, ludn 14y thong tin trong Cache

& Website Data Settings ? X

Temporary Internet Files  History Caches and databases

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.
Check for newer versions of stored pages:
(O Every time I visit the webpage
(O Every time I start Internet Explorer
© Automatically
O Never
Disk space to use (8-1024MB) 330 -4
(Recommended: 50-250MB) _

Current location:
C:\Users\duong\AppData\Local\Microsoft\Windows\INetCache\

Move folder... View objects View files

Hinh 6.32. Hop thoai Website Data Settings

Trong tab Security, thiét 1ap cac level bao mat cua trinh duyét Web, thiét 1ap céc
Website tin twong cling nhu ngin chin cac Website bi cam.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Select a zone to view or change security settings.

@ ¢ v O

Local intranet  Trusted sites Restricted sites

Internet

Sites
This zone is for Internet websites, =
except those listed in trusted and

restricted zones.

Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
- Prompts before downloading potentially unsafe

content
- Unsigned ActiveX controls will not be downloaded

Enable Protected Mode (requires restarting Internet Explorer)

Custom level... Default level

Reset all zones to default level

Hinh 6.33. Tab General
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Trong tab Privacy, thiét 1ap cac thong sd vé vi tri, tit cic pop-up trén cac

Website.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Settings
Location
O Never allow websites to request your Clear Sites

physical location

Pop-up Blocker
[“] Turn on Pop-up Blocker Settings

InPrivate

Disable toolbars and extensions when InPrivate Browsing starts

OK Cancel Apply

Hinh 6.34. Tab Privacy

Trong tab Content, quan Iy cac chimg chi sb (Certificate) dung trong viéc ma hoa

duong truyén két nbi

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Certificates
Use certificates for encrypted connections and identification.

Clear SSL state Certificates Publishers

AutoComplete

= AutoComplete stores previous entries Settings
3 on webpages and suggests matches

for you.
Feeds and Web Slices
V_— Feeds and Web Slices provide Settings
J%"! updated content from websites that
can be read in Internet Explorer and
other programs.

M‘

oK Cancel Apply

Hinh 6.35. Tab Content
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Trong tab Programs, quan ly cac add-ons cho phép su dung hay khong st dung.

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Opening Internet Explorer

/ f;} Choose how you open links.
Always in Internet Explorer on the desktop
Open Internet Explorer tiles on the desktop
Make Internet Explorer the default browser:

Manage add-ons

.. Enableor disable browser add-ons

installed in your system. Manage add-ons

¥

HTML editing

= Choose the program that you want Internet Explorer to use for
9;? editing HTML files.

HTML editor: v

Internet programs -

Choose the programs you want to use
for other Internet services, such as Set programs
e-mail.

File associations

Choose the file types that you want

Internet Explorer to open by default. Set associations

ot ||y

Hinh 6.36. Tab Programs

Trong tab Advanced, cho phép thiét 1ap cac théng sd nhu cho phép hodc khong
cho phép scripts hoat dong, cho phép g& 16i (Script debugging), v.v...

& Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Settings

(S Accelerated graphics A

[[] use software rendering instead of GPU rendering™
@ Accessibility
[[] Always expand ALT text for images
[ ] Enable Caret Browsing for new windows and tabs
[] Move system caret with focus/selection changes
[] Play system sounds
[] Reset text size to medium for new windows and tabs
[_] Reset zoom level for new windows and tabs
[=] Browsing
[] Always record developer console messages
[] Close unused folders in History and Favorites™
[] Disable script debuaging (Internet Explorer)
[] Disable script debugging (Other)
[] pisplay a notification about every script error v
< >

*Takes effect after you restart your computer

Restore advanced settings

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default

o Reset...
condition.

You should only use this if your browser is in an unusable state.

Grcel || sonh

Hinh 6.37. Tab Advanced
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Poi luc ta can tim nhanh mot tai liéu ndo do trén mang ma chi can van ban,
khong can hinh anh thi ta nén tat ché do trinh dién hinh va nhac trén Chrome vi khi tat
cac ché do nay di thi trang web s& duoc duyét nhanh hon. Ta vao menu Tools/Internet
Option chon Tab Advanced, trong muc Multimedia bd cac danh diu vao cac muc:
Show pictures, Play sounds in webpages, Play animations in webpages, v.v...

& Internet Properties ? X ‘

General Security Privacy Content Connections Programs Advanced

Settings

48 Multimedia A
Enable alternative codecs in HTML5 media elements™
Enable automatic image resizing

Play animations in webpages™

Play sounds in webpages

Show image download placeholders

Show pictures

curity

Allow active content from CDs to run on My Computer™
Allow active content to run in files on My Computer®

Allow software to run or install even if the signature is inv
Block unsecured images with other mixed content

Check for publisher's certificate revocation

Check for server certificate revocation®

Check for signatures on downloaded programs v

< >

KKROOOO ¢ RORKIKIK]

*Takes effect after you restart your computer
Restore advanced settings

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default

Reset...
condition.

You should only use this if your browser is in an unusable state.

Cancel
Hinh 6.38. Muc Multimedia trong Tab Advanced
6.2.1.3. Chuyén hwéng tir ngudn ndi dung Internet nay qua ngudn khac

Céc trang Web thudng chura rat nhiéu lién két (link) duéi hinh thirc van ban hoic
hinh anh. Khi nguoi dung nhdp chudt vao cac lién két, ngudi dung s& dugc chuyén
hudng sang cac trang web khéc.

6.2.1.4. Panh diu

Pénh dau (bookmark) 1a chirc ning cia trinh duyét, cho phép ngudi dung luu lai
dia chi cua mdt trang web cu thé dé co6 thé xem lai sau nay mdt cach nhanh chong.
Chtc ning danh dau giup ngudi dung tiét kiém thoi gian khi duyét web, dit biét 1a d6i
véi cac trang web ¢ dia chi dai.

Dé danh diu mot trang web cu thé, ngudi dung chi cin mé trang web cin danh
dau va nhap chudt vao icon ngdi sao (3¥) trén thanh dia chi cua trinh duyét.

6.2.2. Str dung Web
6.2.2.1. Biéu miu va sir dung mét s6 dich vu cong

Khi str dung Web, thinh thoang nguoi dung s& can giri thong tin vé server dé xir
ly. Bé thuc hién viéc nay, nguoi ding sé nhap thong tin va giri di thong qua cac form
(biéu miu). Cac muc trong form rat da dang, nhung nhin chung gom vé hai loai:

- Loai nhap thong tin tir ban phim.
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- Loai nhap chudt chon nhitng lya chon c6 san.

Khi dién cac thong tin & form, ngudi dung can luu ¥ vé& ngudn goc cua cac form
nay. Ngudi dung chi dién thong tin & cac form tai cic website dang tin cdy dé tranh bi
ltra d4nh cap thong tin. Cac form cy thé ciing nhu cac van dé vé bao mat thong tin cac
nhan s€ dugc trinh bay ¢ cdc muc sau cua gido trinh nay.

Bén canh d6, Internet cung cap rat nhi¢u cac dich vu tién ich khac nhau nhu
email, tim kiém, luu tr{t, mua sam, ngan hang, nhan tin, mang xa hoi, v.v... Céc dich
vu nay s€ duogc trinh bay & cac muc tiép theo cia chuong nay.

6.2.2.2. Tim kiém, bd tim kiém (may tim kiém)
Gidi thigu vé Search Engine

Search Engine (bo tim kiém hay may tim kiém) thong thuong 13 mot hé théng
mang 16n chay song song va c6 thé xir Iy phan tan chay trén nhiéu mdy tinh. Hé thong
nay duoc chia thanh ba ting chinh, gdm tang thu thap thong tin, nhan dang va chuyén
d6i thong tin thanh dang text, 1ap co so dit lidu cho cac thong tin dang text. Mdi ting
duoc chia thanh nhiéu don vi doc 12p hoat dong theo kiéu chia sé tinh toan hodc du trit
(redundant), tir d6 tinh tin cdy va hiéu niang cua hé thong rat cao. Pon vi khai thac dix
liéu dugc tich hop ciing v6i phan 1ap chi muc co s dit liéu, cho phép khai thac qua cac
client sir dung giao thuc TCP/IP trén bat ky h¢ théng nao (Windows, Unix...). Viéc
chia hé théng thanh cac khéi chic nang phdi hop véi nhau thong qua bo diéu phdi, hé
théng c6 thé phan tan dé xur Iy trén nhidu may tinh nho hay tap trung toan bd trén hé
théng may lén. Vi vay, luong dir liéu ma hé théng 6 thé phuc vy, vé mat nguyén tac
cho phép dén hang tram triéu tai liéu.

Cong cu tim kiém Google

Cong cy tim kiém Google, Google 1a mot cong cu tim kiém thong tin toan cau
trén Internet manh nhat hién nay. Tién ich nay gitp ta ¢ thé tim kiém thong tin véi rat
nhiéu ngon ngir khac nhau. Trong hinh sau ta ciing tim kiém cac trang Web chura thong
tin mang may tinh.

Google

Google Search I'm Feeling Lucky

Hinh 6.39. Truy cdp cong cu tim kiém Google
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Két qua tim kiém tir khoa trén Google

- = O X
G cai dat he thong hyper-v tren wi X +
<« C @& https://www.google.com.vn/search?source=hp8&ei=ER3PW-4-xe35BoqtlogE&q... ¥t @ °
Go gle cai dat he thong hyper-v tren windows server 2012 3 Q
All Videos Images News More Settings Tools

About 58,500 results (0.60 seconds)

Cai dat & cau hinh Hyper-V trén Windows Server 2012 R2
https://adminvietnam.org/cai-dat...hyper-v-tren-windows-server-20... ¥ Translate this page

Jun 12, 2017 - Trong bai lab nay, t6i sé huéng dan céc ban cai dat va cau hinh hé théng 4o hoa cia
Microsoft Ia Hyper-V trén nén tang Windows Server 2012

Cach cai dat Hyper-V trong Windows Server 2012 - Quantrimang.com
https://quantrimang.com » Cong nghé » Windows Server 2012 ¥ Translate this page

%% %%k Rating: 5 - 1 vote

Jul 25, 2018 - Microsoft d dau tw phat trién tinh nang nay va goi n6 la Hyper-V. ... Cach cai dat Hyper-
V trong Windows Server 2012. C6ng nghé Hé thong

Huong dan cai dat Hyper-V trong Windows Server 2012 - Diét con trung
expressmagazine.net/.../huong-dan-cai-dat-hyper-v-trong-windows... ¥ Translate this page
Hudéng dén cai dat Hyper-V trong Windows Server 2012 ... Chon noi lwu trir dia cai dat hé diéu hanh

rha mav an = Navt 95 Chnn Finich 7R Mav 4n A3 tan

Hinh 6.40. Tim kiém théng tin trén Google

Dung dau ngodc kép dé tim kiém chinh xac tir khoa nam trong d6 theo mot trat tyr
chinh xac. Vi du néu tim Alexander Bell, Google s& b6 qua nhitng trang dé cip dén tén
dﬁy du cua nha khoa hoc nay, Alexander Graham Bell.

. u = O X
G “"Alexander Graham Bell" - Goog' X B
< C & https//www.google.com.vn/search?ei=th7PW8PBOMXqwQP8x5nwAg8ig="Ale... ¥ e
GO gle "Alexander Graham Bell" y Q
All Images News Videos More Settings Tools

About 4,710,000 results (0.45 seconds)

Alexander Graham Bell - Wikipedia
https://en.wikipedia.org/wiki/Alexander_Graham_Bell v

Alexander Graham Bell (March 3, 1847 — August 2, 1922) was a Scottish-born scientist, inventor,
engineer, and innovator who is credited with inventing and ..

Children: four © Awards: 1902 Albert Medal; 1907 John Fritz M..
Parent(s): Alexander Melville Bell; Eliza Grace Known for: Invention of the telephone ©

Alexander Graham Bell - Invention of the telephone - Portal:Alexander Graham Bell

Alexander Graham Bell | Biography, Inventions, & Facts | Britannica.com
https://www.britannica.com/biography/Alexander-Graham-Bell ¥

Alexander Graham Bell, (born March 3, 1847, Edinburgh, Scotland—died August 2, 1922, Beinn
Bhreagh, Cape Breton Island, Nova Scotia, Canada),

Alexander Graham Bell - HISTORY 5

Hinh 6.41. Tim kiém théng tin trén Google
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Thém dau cong dé nhan manh vao tir khéa can tim, vi du Apple+iPhone s& cho ra
toan théng tin vé iPhone cua Apple

; = O X
G Apple+iPhone - Google Search X +
< C & https://www.google.com.vn/search?ei=1R7PW_bYAY67wAPhgZHIBg&q=Apple.. ¢ @ °
GO g Ie Apple+iPhone § Q
All Images News Videos More Settings Tools
About 2,380,000,000 results (0.61 seconds)
iPhone - Apple (VN)
https://www.apple.com/vn/iphone/ v
Explore iPhone, the world's most powerful personal device. Check out the new _.
Cases & Protection Buy iPhone XS and iPhone XS ...
Find iPhone cases and screen Buy iPhone XS and iPhone XS Max in
protectors to defend your phone Gold, Space Gray, or
iPhone XS New Buy iPhone XR - Apple
iPhone XS. With an all-screen design Buy iPhone XR in six beautiful
Super Retina display in finishes. With advanced Face ID
More results from apple.com »
Top stories
o i >

Hinh 6.42. Tim kiém théng tin trén Google
Thém dau gach ndi trude mot tir khoa dé loai chung ra khoi danh sach. Céach nao
kha hitu dung néu ching ta mudn tim kiém mét tir khoa véi nhiéu nghia khac nhau. Vi
du néu gd s6ng lam -bong -da thi s& ra cac bai viét vé dong song Lam chir khong phai
vé cau lac bo bong da Song Lam Nghé An.

= O X
G song lam -béng -dé - Google Se X +
€« C & https://www.google.com.vn/search?ei=Ox_PW7DbD8zM-QadvrmoBQ&q=séng... ¥ °
Go gle s6ng lam -béng -da $ Q
All Images Videos News More Settings Tools
About 43,900,000 results (0.51 seconds)
Thai Hoa  rmery
faLsec Hoang Mai
[QL1A |
 Quase |
Vuon Quéc
gia Pu Mat
Nghi Van
Thanh Hung
Clra'Lo
Na Nang PhiLa
Kem Duoc Vinh
luang Noi
Y
q »

Hinh 6.43. Tim kiém théng tin trén Google
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Khi chi mudn tim riéng trong mot trang web cu thé ndao d6, hiy ding cu
phép site:. Vi du néu tra windows server 2016 site:adminvietnam.org ching ta s& c6
cac bai viét vé hé diéu hanh Windows Server 2016 trén Website nay.

= ] X
G windows server 2016 site:admin. X +
< C' & https://www.google.com.vn/search?ei=nB_PW-C-KdiB-QbuwpEQ&q=windows x¢ c :
GO gle windows server 2016 site:adminvietnam.org $ Q
All Images Videos News Books More Settings Tools

About 230 results (0.31 seconds)

Windows Server 2016 - Admin Viet Nam
https://adminvietnam.org/he-thong/windows/windows-server-2016/ v Translate this page
Mar 12, 2016 - Trién khai Read-Only Domain Controller trén Windows Server 2016 - Xay dung
Additional Domain Controller trén Windows Server 2016

Gidi thieu Windows Server 2016 - Admin Viet Nam
https://adminvietnam.org/gioi-thieu-windows-server-2016/1473/ ¥ Translate this page

Mar 3, 2016 - Khi ban cai dat phién ban HDH Windows Server 2016 Technical Preview béng cach st
dung Wizard Setup. Ban cé thé Iwa chon cai dat gilra 2

Cai dat Windows Server 2016 - Admin Viet Nam
https://adminvietnam.org/tag/cai-dat-windows-server-2016/ v Translate this page

Chu dé&: Cai dat Windows Server 2016. Gi6i thiéu Windows Server 2016. 03/03/2016. BAI MO1. NIST
cong bd ban phéac thao thir 02 vé khung hanh déng an ninh

Hinh 6.44. Tim kiém théng tin trén Google
Ngoai ra con mot s6 thu thuat khac nhu:

- Chi dinh noi xut hién tir khoa can tim cho Google, vi du tir khoa intitle: dé
tim tir khoa trong tiéu dé trang

- Thém intext: dé tim tir khoa trong ndi dung trang
- Thém inurl: dé tim tir khoa trong dudng dan

- Khi muén tim tai lidu dé tai vé, hiy dung filetype: néu mudn chi dinh duoéi
file nhat dinh. Vi du néu muén tim file huéng dan st dung iPhone 6 dang
PDF, hdy tra hwéng dan sir dung iphone 6 filetype:pdf

- Néu mudn tuyét doi tit ca cac tir khoa déu phai xuat hién trong duong dén,
hay dung allinurl:

- Néu mudn tuyét dbi tt ca cac tir khoa déu phai xudt hién trong nodi dung
trang, hay dung allintext:

- Mot s6 ky tu dac biét cling co thé duoc st dung dé tim tir khoa theo dang
dic biét. Vi du néu g0 #Note8 thi s€ tim duogc cac bai dang c6 danh hashtag
cho Note8
6.2.2.3. Luu ngi dung

Dé luu lai toan bo noi dung cua mot trang web, ta mo trang web can luu, chon :
va chon Save Page As hodc nhan t6 hop phim tit Ctrl-s. Tiép theo ta c6 thé dit tén cho
tap tin luu, chon noi luu roi chon Save dé hoan tat.
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6.2.2.4.In

Pé in ndi dung cia mot trang web, ta m¢ trang web can in, chon : va chon
Print... hodc nhin t6 hop phim tit Ctrl-p. Tiép theo ta c6 thé chon may in & muyc
Destination, chon in toan bg (All) hay mot vai trang cu thé & muc Pages, $6 luong ban
in & muc Copies, hudng trang in (doc hay ngang), v.v... Cudi cing, ta chon Print dé
thuc hién in.

Print

Total: 9 sheets of paper

Destination &5 LBP3000
Canon LBP3000 CAPT (UK)

Change...

Pages ® Al

O eg.158,11-13
Copies 1

Layout Landscape -

Hinh 6.45. Hop thogi in cua trinh duyét Google Chrome
6.2.3. Thw dién tw (Email)
6.2.3.1. Khai ni¢m thu dién tir

E-mail (electronic mail) 1a thu dién tir, 1a mot hinh thirc trao d6i thu tir nhung
thong qua mang Internet. Dich vu nay dugc sir dung rat pho bién va khong doi hoi hai
may tinh giri va nhan thu phai két néi online trén mang.

Tai mdi Mail Server thong thudng gom hai dich vu: POP3 (Post Office Protocol
3) 1am nhiém vu giao tiép mail giira Mail Client va Mail Server, SMTP (Simple E-mail
Transfer Protocol) lam nhiém vu giao tiép mail giita cac may Mail Server.

i ]
=
_ SMTP.dk login _
LE " . L_,‘
\ ¥ ;
E-mail R i "
sender T > B > ¢

1 " SMTP.dk Receiver \ 1

E server e-mail server E

Hinh 6.46. M6 hinh hoat dong cua Mail Server
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Thong thuong cé hai loai mail thong dung 1a WebMail va POP Mail. Webmail la
loai mail ma hinh thirc giao dich mail gitta Client va Server dua trén giao thirc Web
(http), thong thuong Webmail 1a mién phi. Con POP Mail 1a loai mail ma cac Mail
Client tuong tac vé1i MAIL SERVER br:ing giao thirc POP3. Mail loai nay tién lgi va
an toan hon nén thong thuong 13 phai ding ky thué bao véi nha cung cap dich vu.

6.2.3.2. Viét va giri thw dién tir

Pé co thé sir dung email loai Webmalil, ta can c6 mot dia chi email. Pé c6 mot
dia chi email Internet dé giao dich v6i ban bé trén thé gi6i, ching ta c6 thé dén nha
cung cép dich vu Internet dé dang ky hoic tu tao cho minh mot dja chi mail mién phi
trén cac Website noi tiéng nhu Gmail, Yahoo, Hotmail, VNN,... Trong muc nay sé&

hudng dan cach tao mot dia chi email mién phi trén Gmail.

Vao duong din https://accounts.google.com dé tao méi tai khoan Gmail.

= O X
G Create your Google Account X +
<« C & https://accounts.google.com/signup/v2/webcreateaccount?hl=en&fl... o+ &g ¥ "E‘El o
Google

Create your Google Account

First name Last name

Khang Duong

khang.duong2019 @gmail.com

You can use letters, numbers & periods

Use my current email address instead

............... .{ Q

Hinh 6.47. Hop thoai tao mdi dia chi Gmail

Nhap s6 dién thoai va dia chi email phuc vu cho bao mat va phuc hdi email khi
gdp sy .
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https://accounts.google.com/

G Create your Google Account X +
&« C @& https://accounts.google.com/signup/v2/webpersonaldetails?hl=en&... o+ Bg ¥ % °
Google

Khang, welcome to Google

(S

khang.duong2019@gmail.com

Phone number (optional)

E3 - 0918188188

We'll use your number for account security. It won't be visible to
others.

Recovery email address (optional)

vesimang@gmail.com|

We'll use it to keep your account secure

Hinh 6.48. Hop thoai khai bao s6 dién thoai va email recovery
Nhap thong tin ngay/thang/nam sinh va gidi tinh - Next

= O X

G Create your Google Account X -+

&« C & https://accounts.google.com/signup/v2/webpersonaldetails?hl=en&... o+ B ¢ °

vesimang@gmail.com

We'll use it to keep your account secure

Month Day Year

February v 14 1990

Your birthday

Gender

Male v

Why we ask for this information

Back Next

Hinh 6.49. Hop thoai khai bdo ngay thang nam sinh va gioi tinh

Google s& giri mot ma code gom 6 ky tu qua sb dién thoai di duoc dang ky thong
qua tin nhdn SMS. Chon niit Send dé Google tién hanh giri code
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= - O X

G Create your Google Account X +
<« C & https://accounts.google.com/signup/v2/webidvconsent?hl=en&flow... o+ B ¥ °
Google

Verify your phone number

To make sure this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

091818 81 88

Back Not now m

Hinh 6.50. Hop thoai khai bdo 6 dién thoai nhdn ma xdac thuc

Sau khi nhan duoc code gém 6 ky tu tir Google, nhap vao muc Enter verification
code, chon nut Verify dé tiép tuc.

= O X
G Create your Google Account X +
&« C @& https://accounts.google.com/signup/v2/webidvverify?hl=en&flowNa.. o+ & ¢ °
Google

Verify your phone number

To make sure this number is yours, Google will
send you a text message with a 6-digit verification
code. Standard rates apply

091818 8188

Enter verification code

G- 231444

Back Call instead

Hinh 6.51. Hop thogi nhdp ma xac thuc

Chon nut Skip dé tiép tuc.
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G Create your Google Account X -

< C @& https:;//accounts.google.com/signup/v2/webphoneusage?hl=en&flo... o+ Bg ¥ °

-

Get more from your number

If you like, you can add your phone number to your account
for use across Google services. Learn more

For example, your number will be used to

B Receive video calls & messages

G Make Google services, including ads, more relevant
toyou

More options

Hinh 6.52. Hop thoai nhdp thong tin mo rong

Chon nut I agree dé hoan tat viéc tao m&i mot tai khoan Gmail

— O X
G Create your Google Account X +
< C & https://accounts.google.com/signup/v2/webtermsofservice?hl=en&fl.. or B 0

B R e B e

across your devices for these purposes. For example,
depending on your account settings, we show you ads
based on information about your interests, which we can
derive from your use of Search and YouTube, and we use
data from trillions of search queries to build spell-
correction models that we use across all of our services.

You're in control

Depending on your account settings, some of this data
may be associated with your Google Account and we
treat this data as personal information. You can control
how we collect and use this data now by clicking “More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting
My Account (myaccount.google.com).

MORE OPTIONS v

:

Hinh 6.53. Hop thoai kiém tra cdc théng tin cudi cing
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G Tai khoan Google X +

& - C @ https//myaccount.google.com/u/2/7pli=1 w % °

Tai khoan Google

Xin chao Duong Khang!
Kiém soat, bao vé va bao mat tai khoan cua
ban, tat ca & cung mot noi

Tai khodn Google cho phép ban truy cap nhanh vao céc tuy chon cai dat va céng cu nham giup
ban bao vé dir liéu, quyén riéng tu ciia minh, déng thai quyét dinh céch thong tin ctia ban cé
thé giup céc dich vu ctia Google hoat déng t6t hon cho ban.

ﬂ Dang nhap va bao mat >

Kiém soat quyén truy cap Tai khoan Google va mat khau cta ban.

Hinh 6.54. Hop thoagi dang nhadp tai khoan Google Mail
Chung ta chon vao muc Gmail dé tiép tuc ding nhap va sir dung tai khoan email
cua Google.

G Tai khoan Google X + = O X
< > C @ https//myaccount.google.com/u/2/?pli=1 7y 0 :
Google = 0@ -
Tai khoan Google I

V

9 s/

G M v i Tai khoan Tim kiém YouTube
B M

Tin tirc Gmail Danh ba

o

Xin chao Duong Kha

Kiém soat, baové vabaoi &
ban,tatcagecling o= v oe

¢

Tai khoan Google cho phep ban truy cap nhanh vao cac ﬂ,.,. *_ v
ban bao vé dir liéu, quyen neng tu cta minh, dong thm quyet dlnh cach théng tin cta ban co =

Hinh 6.55. Hop thogi dang nhdp tai khoan Google Mail
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Vay la ta da hoan tat viéc dang ky mdt tai khoan Gmail. Tiép theo, dé soan thao
mo1 mot email, chon vao nit Compose, hop thoai soan thao mail nhu hinh bén dudi.
Khu vuce soan thao méi email gdm céc chirc ning chinh nhu sau:

- Phan dau dé cua email:

To: nhap mot hodc nhiéu email cta nguoil nhan chinh. Xét vé mat y
nghia, day 1a nhimg ngudi nhan chinh co lién quan truc tiép dén noi
dung email va nhitng nguoi nhin chinh nay nén tra 161 email khi da
doc.

CC: nhap mot hodc nhiéu email ciia nguoi nhan phu (ngudi nhan tham
khao). Xét vé mit y nghia, ddy 1 nhitng ngudi nhan phy, khong lién
quan tryc tiép dén nodi dung email ma chi ¢6 nhu cau tham khao ndi
dung email. Nhitng nguoi nhan phy nay khong can tra 15 email néu
khoéng can thiét.

BCC: nhap mét hodc nhidu email ctia nguoi nhan an. Nhiing nguoi
cung nhan khéac s& khong biét email cling duoc giri dén nguoi nhan an
do.

Subject: chira tiéu dé ctia email. Mot email chuyén nghiép khong duoc
b6 tréng muc subject va ndi dung subject 1a mot cdu ngan gon mo ta
ndi dung email.

- Phan chtra n61 dung cua email:

Pinh dang van ban: Dinh dang font chit, c& chltr, mau cht... cho ndi
dung email. Ching ta ciing c6 thé dinh dang doan vin ban thanh mot
danh sach duoc dénh s6 & dau dong, can chinh bén trai - bén phai -
giita, thut 18...

binh kem tip tin: Guri email cung mot hodc nhiéu tap tin. Sau khi
Nhép chudt vao hinh biéu tuong cua viéc dinh kém, chon file trong thu
muc ctia may tinh muén dinh kém

Chu y: Khong thé dinh kém file ¢6 dung luwong 16n hon 25M. Lc nay,
ching ta co thé dung Google Drive hodc mdt dich vu Drive ndo khéc,
sau d6 upload file d6 1én r6i chia sé link chira file. Gmail s& quét file
nay, néu file nay chira virus n6 s& khong cho phép giri.

Chén tap tin 1én Google Drive: Néu sir dung dich vu Drive cua Google,
ching ta c6 thé chén tap tin tir Google Drive vao email.

Chén anh: Hinh anh dé chén vao email co thé tir: Google Drive, may
tinh hodc link chtra anh. Sau khi chén anh xong, chling ta cd thé chinh
kich thude hinh anh hoic x6a di néu mudn.
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Chén lién két: Dé chén lién két t6i mot trang Web khac, trong phan
chinh stra lién két, chlng ta nhap noi dung lién két va dia chi t6i trang
Web d6. Lién két c6 thé duge thay ddi hodc x6a néu mudn.

Chén biéu twong cam xac: Chlng ta c¢6 thé chén nhitng hinh anh vui
nhon tir kho hinh anh cua Google. Khi chén, ching ta c6 thé giir
phim Shift va chon biéu twong dé chén nhiéu biéu twong cam xuc vao
ndi dung email.

= @l X
™M Inbox (1) - khang.duong2019@c X +
< C' @ https;//mail.google.com/mail/u/2/#inbox?compose=CligC)ZZzpXjHKVCBWHjBq... @ ¢ "!ﬂ ° :
= |V| Gmail Q,  search mail = @O0 G
O~ ¢ : 1-10f1 E- O
l— Compose
V/v Nho ho tro dich vu bao mat thong tin ca nhan — 7 X .
[ Inbox 1 ] ]
vesimang@gmail.com
%  Starred 9:16 PM
- V/v Nho ho tro dich vu bao mat thong tin ca nhan
° o..
@ ang +  Xin chao dich vu VSM,
T6i mudn thué dich vu bdo vé théng tin ca nhan trén mang xa hoi/
Learn hc
No recent chats Gmail
Start a new one
) Choose
) A . ’. A . P
Hinh 6.56. Hop thoai tao mdéi mot email gui di
X = m} X
M Sent Mail - khang.duong2019@: X +
&« C @ https:;//mail.google.com/mail/u/2/#sent Q ¥ "E'm 0
= l ™ I Gmail Q, in:sent X - @O0 e
Oo- ¢ : 1-10f 1 Em- O
l— Compose
To: vesimang 9:21 PM
© Snoozed V/v Nho ho tro dich vu bao mat thong tin ca nhan
Xin chao dich vu VSM, Téi mudn thué dich vu bdo vé théng tin c...
> Sent
i Drafts
0 GB (0%) of 15 GB used Terms - Privacy - Program
® | Khan
o 9 s Manage Policies
No recent chats
Start a new one

Hinh 6.57. Hop thoai trong muc Sent

6.2.3.3. Nhan va tra 1oi thu dién tir

Khi nhan dugc mdt email, sau khi doc xong ndi dung, ta co thé thuc hién céc

hanh dong sau:

- % Reply: chi gui email tra 101 dén nguoi gui.

@ Replytoall: o email tra 101 dén tat ca moi ngudi (nguodi giri va cac ngudi
cung nhan khéc).
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® Forward : chuyén tiép ndi dung email dén mdt hay nhiéu ngudi nhan khéc.

6.2.3.4. Quan ly va nang cao hi¢u qua sir dung thw dién tir

Dé tim kiém nhanh mot email nao d6, c6 thé sir dung thanh tim kiém nhanh trong
giao dién chinh cuia Gmail

= O X
M Search results - khang.duong20 ' X +
‘ &« C @& https:;//mail.google.com/mail/u/2/#search/vesimang%40gmail.cor @ ‘?ﬂ ° :
— M Gmail Q. vesimang@gmail.com X I 4 ) 0
O~ ¢ 1-10f 1 Em- 0O
'— Compose
vesimang@gmail.com B4 vesimang@gmail.com
© Snoozed
B Hangout with vesimang@g.. B
»  Sent
B Drafts me 4 ) 9:21 PM
V/v Nho ho tro dich vu bao mat thong tin ca nhan
®  Khang it Xin chao dich vu VSM, Téi mudn thué dich vu bdo vé théng tin c...
E
0 GB (0%) of 15 GB used Terms - Privacy - Program
Manage Policies
No recent chats
Start a new one

Hinh 6.58. Hop thoai tim kiém mét email nguoi giki nao dé

Ching ta c6 thé tim kiém nang cao vdi cac thong tin nhu sau:

Tim kiém: Day la noi dé tim kiém thu. Néu muén tim thu nhan thi chon Hop
thuw dén, néu mubn tim thu da giri thi chon Thur dd giri.

Tir (From): Néu tim thu d& gui thi T 13 dia chi email dung dé gui thu. Néu
tim thu da nhan thi 77 1a dia chi email ciia nguoi gt thu cho minh.

Pén (To): Néu tim thu da giri thi Pén 1a dia chi email ctia nguoi nhan. Néu
tim thu da nhan thi Pén 1a dia chi email ctia minh.

Chui dé (Subject): Chu dé thu.
Co cac tir (Has the words): 1iét ké nhiing tir c6 trong ndi dung thu.
Khong cé (Doesn’t have): liét ké nhitng tir khong c6 trong ndi dung thu.

Chira tap tin dinh kem (Has attachment): loc nhitng thu c6 hoac khong co
tap tin dinh kem.

Kich thuoc (Size): dung lugng udce ching cua file dinh kém.
Ngay trong khoang (Date within): thoi gian wdc lugng da giri hodac nhan thu.

Sau d6 chon Search dé tim kiém hodc nhan Enter.
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M Search results - khang.duong20

« > c

M Gmail

‘ |— Compose

Snoozed
Sent

Drafts

Khang ~

o ®vVve

No recent chats
Start a new one

X

Hinh 6.59. Hop thoai tim kiém ndng cao

+

@ https://mail.google.com/mail/u/2/#search/vesimang%40gmail.com

Q_  vesimang@gmail.com X

From

To

Subject

Has the words
Doesn't have
Size

Date within

Search

vesimang@gmail.com

greater than -
1 day -

All Mail

MB ~

Chon vao biéu tugng Account dé vao phan thiét 1ap cac thong sd va bao mat cho

tai khoan Gmail

M Search results - khang.duong20

¢« > cC

M Gmail

: I— Compose

Snoozed
Sent

Drafts

’o ®V e

Khang ~

No recent chats

Start a new one

X

4t

@ https://mail.google.com/mail/u/2/#search/vesimang%40gmail.com

Q. vesimang@gmail.com X

o- ¢

n vesimang@gmail

me

V/v Nho ho tro dich vu |
Xin chao dich vu VSM, °

O

Account Search
Play Gmail

0GB (0%) of 15GBused  Te

Manage

31

Oalandar

Hinh 6.60. Hop thoai vao muc Account

YouTube

Contacts

e

Nanalan
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Trong myc Sign-in & security, chon Signing in to Google

M Search results - khang.duong20® X

- C

G Google Account X -+

@ https://myaccount.google.com/u/2/?utm_source=0GB&utm_medium=app & % (]

Google Account

g Sign-in & security >

Control your password and Google Account access.

Signing in to Google
Device activity & security events

Apps with account access

Security Checkup

. Protect your account in just a few minutes by reviewing your security settings and
=) activity. | I

g

Hinh 6.61. Muc thiét lap dang nhdp va bao mdt

M Search results - khang.duong20® X G Sign-in & security X + - 2 =
& - C & hitps://myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a... & ¥ °
Google Account Sign-in & security
Welcome Signing in to Google ]

Sign-in & securi
I . Y Control your password and account access, along with backup options if you

Signing in to Google get locked out of your account.

Device activity & security
events Make sure you choose a strong password
Apps with account access A strong password contains a mix of numbers, letters, and symbols. It is hard to guess,
does not resemble a real word, and is only used for this account.

Personal info & privacy

Tired of typing passwords? Try using your phone to sign in.
Get started > \
L

&
Y

Your personal info

Contacts

Manage your Google
activity

Hinh 6.62. Muc Signing in to Google
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bé thay d6i mat khau tai khoan Gmail, chon vao muc Password

M Search results - khang.duong20 ' X G Sign-in & security X -+

&< - C & https;//myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a.. & Yt (< )

-

Google Account Sign-in & security

Welcome Password & sign-in method
| Sign-in & security Your password protects your account. You can also add a second layer
o of protection with 2-Step Verification, which sends a single-use code to
Signing in to Google your phone for you to enter when you sign in. So even if somebody
Device activity & security manages to steal your password, it is not enough to get into your
events account.
Apps with account access Note: To change these settings, you will need to confirm your
password.
Personal info & privacy
Your personal info Password Last changed: 2 hours ago >
Contacts
Manage your Google
activity 2-Step Verification off >

Hinh 6.63. Muc Password & sign-in method

Nhép lai mat khau hién tai cta tai khoan Gmail dé chirmg minh minh thuc sy 1a
chu s¢ hiru cua tai khoan nay.

M Search results - khang.duong20™ X G Signin - Google Accounts X +

& = G @ https://accounts.google.com/signin/v2/sl/pwd?service=accountsettings&p... o+ & W ‘J °

Google
Hi Khang

° khang.duong2019@gmail.com v

To continue, first verify it's you

Enter your password

Forgot password? Next

| 4

Hinh 6.64. Muc xdc minh mdt khdu
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Sau khi hé thong xac nhan dng 13 chu so hiru, chung ta dit mat khau méi cho tai
khoan Gmail.

M Search results - khang.duong20® X G Password X +

€& - C & https//myaccount.google.com/u/2/signinoptions/password?rapt=AEjHL4P... o+ Bg ¥ % °

Password

Choose a strong password and don't reuse it for other accounts. Learn more

Changing your password will sign you out of all your devices, including your phone. You will need to enter
your new password on all your devices.

New password

| A\

Password strength:

Use at least 8 characters. Don't use a password
from another site, or something too obvious like —
your pet's name. Why?

Confirm new password L

Hinh 6.65. Muc nhdp mdt khdu méi

Mat khau di duoc thay ddi, chon nat Get Started dé tiép tuc st dung dich vu
Mail cua Google

M Search results - khang.duong20™ X G Security Checkup X +

&< - C & https://myaccount.google.com/u/2/secureaccount/welcome?ft=3&rapt=AEjHL4... B ¥ °
Google # 0 @

&  Security Checkup

Your password was changed

Now take a minute to review your recovery info and security settings to
make sure they are accurate and up-to-date

GET STARTED

Google  Terms & Privacy  Help

Hinh 6.66. Mdt khdau da dwoc thay doi
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Thay do6i cac thong sO ca nhan cua chu sé hitu tai khoan Gmail & muc Your

personal info.

& - C & https//myaccount.google.com/u/2/privacy#personalinfo & W 0o

— Your personal info

Sign-in & securi
2 Yy Manage this basic information — your name, email, and phone number — to

Signing in to Google help others find you on Google products like Hangouts, Gmail, and Maps, and

Device activity & security make it easier to get in touch.

events

Apps with account access — KNG DO "
| Personal info & privacy

Your personal info Email khang.duong2019@gmail.com >

vesimang@gmail.com
Contacts

Manage your Google

activity Phone 091 828 82 69 >

Ad Settings

Control your content

Birthday February 14, 1990 >

Account preferences

Payments Gender Male >

Purchases, subscriptions &

reservations

Language & Input Tools About me Edit what others see about you >

Accessibility

v

Hinh 6.67. Thay doi cdc théng sé cd nhdn cua tai khoan mail

Google Account Personal info & privacy

Ching ta c6 thé thay do6i thong s dién thoai va email dung dé khoi phuc tai

khoan Gmail trong trudng hop mét mat khau cta tai khoan:

M Search results - khang.duong20® X G Sign-in & security X +

& C' & https://myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a... B ("- o

Welcome

| Sign-in & security Account recovery options

Signing in to Google If you forget your password or cannot access your account, we will use

: - : this information to help you get back in.
Device activity & security

events

Apps with account access Recovery email vesimang@gmail.com >

Personal info & privacy

Your personal info Recovery phone 091 828 82 69 >

Contacts

Google Account Sign-in & security

Hinh 6.68. Chinh sita cdc théng sé6 Recovery ciia tai khodn mail

-
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Chung ta cé thé xem cac su kién vé bao mat cua tai khoan email cling nhu hoat

dong cua cac thiét bi da st dung dé ding nhap tai khoan email nay.

M Search results - khang.duong20

x4 G

Sign-in & security

X

-

< C & https://myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a.. & ¥t ° :
Google Account Sign-in & security
Welcome

Device activity & security events
Sign-in & security

Signing in to Google Review recent device and security-related activities on your account.
Device activity & security

events )
Recent security events

Apps with account access
Review security events from the past 28 days.

Personal info & privacy )
Added recovery email

2 hours ago

Your personal info

Added recovery phone
2 hours ago

Contacts [+]

Manage your Google

activity (+1 more)

v v

Hinh 6.69. Cac thong 6 hoat dong va su kién bdo mat

Trong muc Recently used devices cho phép xem cu thé cac thiét bi da truy cap

vao tai khoan email. Chon muc Review Devices dé xem thong tin chi ti€t vé thiét bi

d

J4

0.

M Search results - khang.duong20”® X G Sign-in & security X -+

= @ @

@ https://myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a...

Sign-in & security

Google Account

Welcome

| Ssign-in & security
Signing in to Google Recently used devices

Device activity & securit: ) .
y ¥ Check when and where specific devices have accessed your account.

events
A ith account access )
RN Eec Windows
THIS DEVICE
Personal info & privacy
REVIEW DEVICES

Your personal info

Contacts

Manage your Google
activity

v

| 4

Hinh 6.70. Cho biét cdc thiét bi sir dung tdi khodn mail
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Muc Apps with account access cho phép cip quyén truy cp tai khoan email, cho
phép hay khong cho phép mot trng dung truy cép vao tai khoan email. Trong hinh bén
dudi c6 thé thdy dang cip quyén truy cp tai khoan cho mg dung co tén 1a Google
Chrome.

g : — O X

M Search results - khang.duong20™ X G Sign-in & security X +
<« C @ https://myaccount.google.com/u/2/security?utm_source=OGB&utm_medium=a... & ¥ ° :

Google Account Sign-in & security

Welcome .

Apps with account access
| Ssign-in & security
Signing in to Google Keep track of which apps or services you gave permission to access your

) o ) account, and remove the ones you no longer use or trust.
Device activity & security

events
Apps with account access Apps with access to your account
Personal info & privacy Make sure you still use these apps and trust them with your

information.
Your personal info
Contacts @ Google Chrome

Manage your Google MANAGE APPS
activity

v v

Hinh 6.71. Cho biét cic irng dung dwoc sir dung tai khodn mail
Ngoai ra, ching ta c6 thé st dung tinh ning luu trit trén dam may ma Google
cung cip cho ngudi dung thong qua Google Drive (15GB khong gian luu trit)

M Search results - khang.duong20™ X G Personal info & privacy X ‘ + - 2 2
< C @& https://mail.google.com/mail/u/2/#search/vesimang%40gmail.com Q °
— M Gmail Q, vesimang@gmail.com X - A 4 ) e
O~ €
l- Compose M
vesiman mail
© Snoozed n 9@g Play Gmail Contacts
» Sent
B oo T = G
V/v Nho ho tro dich vu |
® Khang - Xin chao dich vu VSM, ° Drive Calendar Google+
o s
0 GB (0%) of 15 GB used Te
Manage
fere o Translate Photos
Start a new one

Hinh 6.72. Vao Google Drive
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Sau khi chon muc Google Drive & chon My Drive dé tién hanh tai (Upload) cac
dir li¢u cua minh luu trir trén ddm may cua Google.

M Search results - khang.duc X & My Drive - Google Drive X G Personal info & privacy X ‘ +

C & https:/drive.google.com/drive/u/2/my-drive?ogsrc=32 h*d °

L Drive Q_ search Drive v 0 O

My Drive ~
l— New
Files Name|
» E My Drive
R -_— .-
Store safely Sync seamlessly
» [0 Computers oo : .
>, Shared with me
® Recent Access anywhere Share easily
* Starred
B0 Getting started
i Trash

|:| Get Backup and Sync for
Windows

Hinh 6.73. Muc My Drive

Chon vai My Drive = New folder dé tai mot thu muc lwu trir cu thé trén Google
Drive.

5 . . : = O X
M Search results - khang.duc X & My Drive - Google Drive X G Personal info & privacy X ‘ +
<« C' & https://drive.google.com/drive/u/2/my-drive?ogsrc=32 hx¢ °
L Drive Q. search Drive v Qo O
My Drive ~ ® 2 © B
l— New
New folder... Niifid

» g My Drive
Upload files...

» LD Computers Upload folder...
-  Shared with me
B Google Docs >
©  Recent Google Sheets >
YW  Starred [l Google Slides >
B  Trash More 2
& Backups
|:_| Get Backup and Sync for
Windows

\ ; vy

Hinh 6.74. Tao moi mot thu muc trén My Drive
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bit tén cho thu muc can tao trong muc New folder = chon Create

M Search results - khang.duc X &4 My Drive - Google Drive X G Personal info & privacy X I +

& > C & https//drive.google.com/drive/u/2/my-drive?ogsrc=32 hx¢ e

New folder

‘ Tai liéu bao maf

CANCEL CREATE

Hinh 6.75. Tao moi mot thu muc trén My Drive

Lic nay ta théy mot thu muc luu trir da duoc tao ra

M Search results - khang.duong20' X & My Drive - Google Drive X + - = 2
< 2 1 @ https://drive.google.com/drive/u/2/my-drive?ogsrc=32 w G
L Drive Q_ search Drive = Qo O

My Drive ~ o +2 B
+ New
_ Folders Name|
» g, My Drive
» Cfi  Compiters BB Tailiéu bio mat
-  Shared with me Files
@ Recent S
Store safely Sync seamlessly
Y  Starred sl
i Trash
Access anywhere Share easily
@ Backups
X
C] Get Backup and Sync for Bl Getting started
Windows
L - AT

Hinh 6.76. Thu muc moi tao trén My Drive
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Chon vao thu muc vira tao ra nay, ching ta co thé tai tai liéu 1én béng 2 cach la
kéo tha tap tin can tai 1én hodc sur dung nat New.

e ot . = O X
M Search results - khang.duong20® X & Tailieu bdo mat - Google Drive X +
< C @& https:/drive.google.com/drive/u/2/folders/1IMyMWTNN75E9vP8cSWMTmgld1eINYe... Yt °
L Drive Q, search Drive v Qo O

My Drive > Tailiéu bao mat ~

I— New
» My Drive

» [0 Computers

ow Shared with me

@ Recent

Y  Starred

i Trash

Drop files here
@ Backups or use the “New” button
|:_| Get Backup and Sync for
Windows
[— vy

Hinh 6.77. Thu muc moi tao trén My Drive

Chung ta d3 thdy mot tap tin dir liéu dd duoc tai 1én Google Drive thanh cong.

o e . — O X
M Search results - khang.duong20™ X & Tailieu bdo mat - Google Drive X +
< C' @& https://drive.google.com/drive/u/2/folders/1MyMWTNN75E9vP8cSWMTmgld1e1NYe... ¢ 0
L Drive Q_ Search Drive — Qo N
My Drive > Tailiéu bao méat ~
I- New
Files Name

» My Drive

» [0 Computers

-  Shared with me

@ Recent
*

Starred
m SAN IBM.pdf

B  Trash
1 upload complete

& Backups

|: Get Backup and Sync for
Windows

B8 sANIBM.pdf

\ ; —rviaye

Hinh 6.78. Tai mot tai liéu lén thu muc trén My Drive
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Ldc nay, chlng ta c6 thé chia sé dit liéu minh c6 trén Google Drive bang cach
chon chudt phai 2 chon Share...

- : == O X
M Search results - khang.duong20® X & My Drive - Google Drive X +
¢ - C & https//drive.google.com/drive/u/2/my-drive?ogsrc=32 e °
‘ Drive Q, search Drive v Q0 O
My Drive ~ €» Openwith > ]
l— New
+8 Share..
Folders - Name
» My Drive GD  Get shareable link
ai liu bao ma Move to...
» CH  Computers BB Tailieu bao mat B
Y Add star
-  Shared with me Files
@ Cchange color >
©  Recent N Q_  Search within Tai liéu bao mat
Store safely Sync seamlessly ¥ L
Y Starred el el Rename...
W el © View details
Access anywhere Share easily
. et ¥ Download
& Backups
|:] Get Backup and Sync for X B Getting started 'i Remove
Windows
— wevimy~
|

Hinh 6.79. Chia sé tai liéu trong thu muc trén My Drive

Trong hop thoai Share with others, trong phan People chung ta nhap dia chi
email ctia nhitng nguoi dugc chia sé tai liéu nay. Sau d6 chon mot trong hai tuy chon
cho phép nhiing nguoi nay dugc quan ly, thém mdi, chinh stra dir li¢u dugc chia sé
(can organize, add, & edit) hodc chi c6 thé xem (Can view only) = chon nat Send

M Search results - khang.duong20' X ¢ My Drive - Google Drive X +

< » C @ https;//drive.google.com/drive/u/2/my-drive?ogsrc=32 w °

Share with others Get shareable link (&

People

- Vesimang@gmail.com x Add more people f -

v Can organize, add, & edit

Can view only

Advanced

Hinh 6.80. Chia sé tai liéu trong thu muc trén My Drive
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6.3. Mot so dang truyén thong so thong dung
6.3.1. Dich vu nhan tin tirc thoi
6.3.1.1. Khai niém nhin tin tirc thoi

Nhin tin tirc thoi (IM — Instant messaging) cho phép hai hay nhom nhiéu ngudi
c6 thé trao d6i truc tiép véi nhau theo thoi gian thyc thong qua cac dang tin nhin da
phuong tién (tin nhin co thé & dang van ban, hinh anh, am thanh, video,...) trén cac
thiét bi khac nhau (mdy tinh, dién thoai, may tinh bang,...).

il Mobifone 4:15PM 38%m

FIT-TDC ScResearch LG X (@ ‘3 FIT-TDC ScResear... %, @«
i @

Huy @ Chiothiy
Chéo th 3
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H
uy* Ohhh vay tot roi e Nhu da néi

Nhém em dang nghién -

clfu vé AR, tim cach mb H O I o W

phdng ban da TDC 1én
’ mé hinh 3D. GIWIERRIT) VU] | FO) P
Ohhh vay 8t réi -1 Nhu da néi thi minh cdn Rl R 50 I 19 Gl B S L)
bao cdo tién d6 vao thif sau tudn nay.| + z xlcviennmE

B © ® & (@) > A
| I ) I bl

Hinh 6.81. Man hinh dich vu IM
IM ngay nay duoc st dung phd bién rong rii trong doi séng ciing nhu trong cong
viéc. Bé str dung IM, nguoi dung can diang ky mot tai khoan véi cac dich vu cung cip
IM. Hién nay c6 céac dich vu IM phé bién tai Viét Nam (trong doi séng cling nhu trong
cong viéc) nhu: Facebook Messenger, Zalo, Skype, WhatsApp, Line, Slack,...

| ST Lk

Hinh 6.82. Cac dich vu IMphé bién tai Viét Nam

Céc dich vu IM cung cap chirc ning co ban nhu gui tin nhin bang vin ban giira
hai ngudi ding. Bén canh d6, hau hét cac dich vu IM con hd tro chitc niang nhian tin
nhém nhiu ngudi dung, gui tin nhin da phuong tién (hinh anh, video, 4m thanh, tip
tin, v.v...), thong bao trang thai san sang ctia ngudi dung. Ngoai ra, cac dich vu IM
coOn cung cép cac chuc nang khac nhu goi dién thoai, goi video, hoi nghi truc myén,. ..
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6.3.1.2. Loi ich va cac nguy co tiém 4n ciia nhin tin téc thoi

Khong thé nao pht nhan loi ich ctia IM mang lai cho cudc séng cua ching ta
ngay nay:
- Trao déi véi nhau tike thoi, gan nhw mién phi, bdt chdp khéng gian dia Iy
thong qua cac dang tin nhin da dang chtra van ban, hinh anh, video, am
thanh, tap tin,...

- Ho tro cdac phuong tién lién lac khac trong hoi thoai. Vi dy nguoi dung co
thé vira nghe di¢n thoai, vira nhan tin véi cac thanh vién khac vé van deé
dang dién ra trén di¢n thoai.

- Phd v& cde rao can nhu e dé trong noi chuyén truc tiép, rao can vé ngdn
ngir, phat am,... Mot s6 ngudi dung khong cam thiy thoai mai va luu loat
khi noi chuyén truc tiép. Tuy nhién, khi nhan tin, ngudi ding khong thay
mat nhau va co thoi gian suy nghi nén nhin noi dung gi nén ho s& cam thay
thoai mai hon va cic ndi dung tin nhan thuong tréi chay va luu loat hon.
Bén canh d6, v6i nhiing nguoi dung st dung ngoén ngir khac nhau, khi gap
nhing tir vung ho khong biét, ho hoan toan co thé tra tir dién ma khong lam
gian doan cudc ndi chuyén. Tham chi nguoi dung c6 thé vira tra ciru thém
céc thong tin bén ngoai trong sudt cudc tro chuyén. Vi nhitng ngudi ma ky
nang nghe hodc phat am chua t6t thi IM 1a mot hd tro tuyét voi gitip ho
khong hiéu sai noi dung cudc trd chuyén.

- Luwu trit va tim kiém lqi sau nay. Hau nhu cac dich vu IM déu hd trg luu trix
lai cac tin da nhan. Vi vay, khi can thiét, ngudi dung c6 thé tra ctru lai céac
ndi dung tin nhan.

Bén canh nhimg loi ich ma mang lai, con c6 nhirng rui ro ngudi ding can cha y
khi str dung IM. Rui ro 16n nhét ctia IM 1a tinh bao mat va do riéng tu. Cac tin nhén
IM c6 thé bi theo ddi va sir dung cho cac myc dich khac nhau. Néu nguoi dung khong
can than va sir dung khong kiém soat, mot cach vo tinh, ho c6 thé guri di cac tin nhén
¢6 ndi dung gay anh huéng dén cudc sdng ciia minh, xa hon nita 1a anh hudng téi cong
viéc va xa hoi.

Ngodi ra, IM ciing 12 méi truong 1y tudng dé phat tan cac dang virus, ma doc, tin
nhin rac... &n cac hé théng may tinh toan thé gidi.

6.3.1.3. Dam thoai dung giao thirc Internet (VolP)

Nhu di dé cap & trén, hau hét cac dich vu IM déu cung cap chirc ning goi dién
thoai qua Internet. Dam thoai qua Internet (hay VoIP) 1a cong nghé cho phép truyén
tiéng néi cua con ngudi (tham chi 1 hinh anh) qua dudng truyén mang sir dung giao
thirc TCP/IP. Ngay nay dich vu VoIP dugc str dung rong rii trong cudc séng. Tham
chi céc dién thoai thong minh ngay nay con cho phép nguoi dung lya chon goi dién &
hai ché d6: goi dién thong thudng (PSTN) hoic VoIP (nhu Facetime cua Apple)
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Hinh 6.83. Dich vu Facetime cua Apple

Uu diém 16n nhét ciia VoIP 1a gan nhu mién phi va c6 thé truyén cac dang hoi
thoai khac nhau nhu a&m thanh hay video theo thoi gian thuc (khac voi dién thoai thong
thudng chi co thé truyén am thanh). Bén canh d6, hoi thoai véi VoIP con hd trg nhém
hoi thoai gifta nhidu ngudi ding cung lic v6i nhau. Vé&i cong nghé ngay cang phat
trién, chat luong Internet ngay cang dugc cai thién thi chat luong cia VoIP ngiy cang
dugc nang cao, tham chi co phﬁn tot hon so véi cudce go1 thong thuong.

Tuy nhién, VoIP ciing ¢6 nhitng mat han ché nhu doi hoi nguoi ding cé duong
truyén Internet 6n dinh, cac nguoi dung phai st dung cing mét dich vu VoIP thi méi
c¢6 thé goi cho nhau dugc (c6 mot vai dich vu VoIP cho phép ngudi ding goi thong
qua Internet dén mot s dién thoai théng thuong. Tuy nhién, hau hét cac dich vu nay
phai tra phi).

6.3.2. Cong dong truc tuyén

Véi su bung nd cia Internet, hinh thirc cong dong truc tuyén (hay con goi 1a cong
ddng 40, cu dan mang) ngay cang tré nén pho bién va ngay nay di trd thanh mot cong
doéng nguoi dung dong dao trong cudc song hién dai. Cong dong truc tuyén 1a mot
cong dong ngudi dung, cung st dung mét dich vu Internet nao do, dé tuong tac thong
tin vo1 nhau. Céc dich vy nay phé bién nhét 14 céc mang xa hoi, ké dén 1a cac tro choi
tryc tuyén, dién dan,. ..

6.3.2.1. Cong dong mang xa hoi

Ngay nay, cic mang xa hoi (social networks) ngdy cang tré nén pho bién va dan
xen vao cudc song thyc té clia con ngudi. Mang xi hoi 1a noi ngudi ding c6 thé két
ndi v6i nhau, chia sé thong tin va twong tac v6i nhitng nguoi dung khac trén thé gioi.
C6 nhiing mang xa hoi danh cho nguoi dung chung (nhu Facebook, Twitter, Tumblr,
Zalo,...) va nhitng mang xa héi chuyén vé mot loai hinh hodc cong viéc nao do (nhu
mang xa hoi chuyén vé hinh anh: Instagram, Pinterest, hodc mang xa hoi video nhu
Youtube, Tik tok, hodc mang xa hoi vé cong vi¢c nhu LinkedIn, Behance,...)
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Hinh 6.84. Cdc mang xa héi phé bién hién nay

Cac mang x3 hoi giup mang con ngudi lai gin nhau hon bat chip khong gian va
thoi gian. Thong qua cic mang xa hoi, con nguoi cd thé tuong tic véi nhau, tim hiéu
vé nhau va chia sé thong tin cho nhau. Cac cong ty ciing co thé tra tién dé quang céo
san phém, dich vu ctia minh dén khach hang thong qua mang xa hdi, hodc tim hiéu cac
hanh vi ctia ngudi dung dé dua san phiam dén ddi tuong ngudi dung phu hop. Hinh
thire kinh doanh qua mang x3 hoi cling ngay cang phd bién. C6 thé, con nguoi cé thé
¢6 vo van 1y do va muc dich dé sir dung mang x4 hoi.

Tuy nhién, viéc mang xa hdi len 161 vao cudc séng ctiia con nguoi cling tiém an
v6 van nguy co khac nhau. Trong d6 dé thdy nhét 1a tinh riéng tu va bao mat bi xAm
pham. Néu sir dung khong can trong, hanh vi ciia nguoi ding trén mang xa hoi hoan
toan co6 thé bi theo ddi va sir dung cho cac muc dich khac nhau, trong d6 c6 thé gay
anh huong tiéu cuc dén cudc séng thuc té cua nguoi do. Bén canh do, viéc qué sa da
vao mang xi hoi ciing c6 thé kéo nguoi ding ra khoi doi séng thuc té, khién ngudi
dung mét di kha niang giao tiép trong doi séng thuc va tir d6 ciing mét di cac mdi quan
hé thuyc té.

Bén canh d6, mang xa hoi con cod thé bi loi dung dé thyuc hién cac hanh vi pham
phap nhu khung bd, bat coc, trdm cudp, v.v...

6.3.2.2. Cac cong dong truc tuyén khac

Bén canh mang xa hoi, con c6 nhitng cong déng truc myén khac nhu cac dién
dan (forum) chuyén vé& mét linh vuc nao d6 (nhu dién dan cong nghé, nhiép anh,...),
céc tro choi trye tuyén, cac trang ca nhan (blog). Tuy nhién cac hinh thirc nay khong
phé bién nhu mang xa hoi, va tham chi mang xa hoi ciing da cung cép cac chuic nang
tuong tu nhu céc hinh thuc trén.
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6.3.3. Thwong mai dién tir va ngan hang dién tir
6.3.3.1. Thwong mai dién tir

Néu nhu trude day, cac hoat dong mua sam chi dién ra tai cac dia diém trong doi
séng thuc té (nhu chg, ctra hang, si€u thi,...) thi hién nay, hoat dong mua ban dién ra
s0i ndi trén cac website truc tuyén. Hinh thirc mua ban qua mang, thong qua cac thiét
bi di¢n tor nhu mdy tinh, di¢n thoai, may tinh bang duoc goi 1a cac hoat dong thuong
mai di¢n tr (e-commerce). Hoat dong thuong mai dién tir tai Viét Nam ngay cang lon
mang va dugc du bao s& tiép tuc ting trudéng nhanh chéng trong nhitng nim sip téi.

Dé mua hang trén cac website, ngudi dung don gian chi can chon cic mit hang
trén website d6 hodc gd vao cac tir khoa tim kiém dé chon duoc moén hang phu hop.
Sau d6 ngudi dung c6 thé chon s luong can mua rdi thém vao gié hang (add to cart).
Gio6 hang (cart) 13 noi chtra toan bd cic san pham cin mua cua ngudi ding gidng nhu
cac gio hang trong thuc té & cac siéu thi. Khi két thuc qué trinh mua sim, nguoi mua
chi can nhap dia chi nhan hang va lya chon cac hinh thirc van chuyén va thanh toan.

Hoat dong thuong mai dién tor mang lai lgi ich cho ca ngudi mua lan nguoi ban.
Déi véi ngudi mua, ho co thé mua sam bat ké thoi diém nao trong ngay, ¢ bat ky dia
diém ndo va co nhiéu su lva chon khac nhau dé c6 dugc gia ca tot nhat. Doi véi nguoi
ban, ho khong phai tdn chi phi mat béng, dia diém, tiép can duoc voi nhiéu nguoi mua
& khip moi noi.

Tuy nhién, hoat dong thuong mai di¢n tir cling tiém 4n nhiéu rui ro. Nguoi mua
khong thé truc tiép nhin thiy va thtr san phdm, ngudi mua c6 thé nhan phai san phim
kém chat luong hodc khac biét voi nhitng gi minh di xem va dit mua, ngudi mua co
nguy co bi danh cip thong tin tai khoan, thong tin thanh toan, ... Tuy nhién, véi nhiing
loi ich ma thuong mai dién tir mang lai, cac chuyén gia dy doan hinh thirc nay s& dan
chiém uu thé so vdi mua sim truyén thong.

Co ba hinh thirc co ban cua thuong mai dién tu:

- B2C (Business-to-consumer): La hinh thitc ban hang tir nha cung cap dén
nguoi dung cudi. Pay 1a hinh thirc thuong mai dién tir phd bién va phat trién
nhanh nhit.

- C2C (Consumer-to-consumer): La hinh thirc ban hang gilta nhitng c4 nhan
v6i nhau. Cac c4 nhan riéng 1é ¢ thé ban hang dén nhiing ngudi khac thong
qua hé théng thuong mai dién ti, ho cling co thé t6 chac diu gia cho san
pham ciia minh.

- B2B (Business-to-business): La hinh thirc mua ban giira cac doanh nghiép
v6i nhau. Hinh thirc nay thong thudng 1a cac chudi cung cap nguyén vat liéu
gitra cac doanh nghiép.
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6.3.3.2. Ngan hang dién tir

Cung voi sy phat trién cla thuong mai dién tir, cac loai hinh thanh toan dién tr
cling ngay cang trd nén phd bién. Dé c6 thé thanh toan tryc tuyén, ngudi dung can cd
mot tai khoan thanh toan, tai khoan ndy c6 thé 1a cac tai khoan ngan hang do ngan
hang cung cip hodc cac vi dién tir do cac cong ty thanh toan cung cap.

- Ngan hang dién tu (e-banking) la loai hinh dich vu ngan hang ma khi thyuc
hién cac giao dich, khach hang khong can dén truc tiép ngan hang ma co thé
thue hién thong qua cac hinh thirc khac nhau. Ngan hang dién tir c6 thé bao
gdm cac hinh thirc:

e Internet Banking: giao dich duoc thuc hién thong qua Internet.

e SMS Banking: giao dich thyc hién thong qua cic tin nhin SMS.

e ATM: giao dich dugc thyc hién tai cac may ATM.

e Mobile Banking: giao dich dugc thuc hién trén cac ing dung di dong.

HAu nhu céc ngan hang phé bién tai Viét Nam hién nay déu cung cép cac dich vu
e-banking. Pé st dung ngudi dung chi can don gian dang ky véi ngan hang. Tuy theo
cac ngan hang ma muc phi st dung s& khac nhau. O Viét Nam, Timo 1a ngan hang
dién tir thuan tiy dau tién. TAt ca cic giao dich ¢ ngan hang nay déu duoc thyc hién
thong qua Mobile Banking va Internet Banking ma khach hang khong can dén ngan
hang. Viéc gui tién vao tai khoan ciing dugc thuc hién thong qua cac may CDM (Cash
Deposit Machine) (hinh thirc tuong tu nhu cdc may ATM nhung c¢6 thém chuc nang
nap tién).

Thanh todn thé tin dung Timo

Hinh 6.86. Giao dién Mobile Banking cua Timo trén dién thogi
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Hinh 6.87. Giao dich tai may CDM

- Vi dién tir (e-wallet) cling tuong tu nhu mét chiéc vi truyén théng, 1a noi
chura tién ciia nguoi ding. Vi dién tir co thé chay trén nén web hoic thong
qua cac ing dung di dong. Vi dién tir hién nay dang trd nén rat pho bién va
duge st dung ngay cang nhiéu trong cac thanh todn tryc tuyén va ngoai
tuyén. Tién trong vi dién tir co ban co thé dugc chia ra lam hai loai:

e Tién riéng trong vi: La lugng tién ma nguoi ding nap vio tai khoan vi
dién tir cia minh thong qua cac hinh thic nhu Iy tir tai khoan ngan
hang hodc dén cac dia diém nap tién dé nap truc tiép. Khi thanh toan,
s tién riéng ndy s& bi trir di.

e Tai khoan ngan hang: Nguoi ding c6 thé lién két truc tiép vi dién tir
dén cac tai khoan ngan hang hodc cac loai thé. Khi thanh toan, nguoi
dung khong can nap tién ma sd tién s& duoc trir truc tiép vao tai khoan
ngan hang lién két.

Ngan hang dién tr va vi dién tr giup cho viéc giao dich ctia nguoi dung tré nén
tién lgi, nhanh chong va linh hoat hon. Bén canh d6, cac giao dich qua ngan hang di¢n
tr hay vi dién tir con c6 thé nhan thém cic wu dai tir nha cung cap. Tuy nhién, cac
dang giao dich dién tir nay ciing c6 mot vai khuyét diém so voi giao dién tién mat
truyén thong:

- Mat phi: Hau hét cic nha cung cp déu yéu cau khach hang tra phi cho cac
dich vu giao dich dién tir. Muc phi va hinh thirc nhu thé nao la tuy thude vao
nha cung cap. C6 nhitng nha cung cap mién phi cac giao dich nhu Timo.

- Bao mat: Néu khong quan 1y tot tai khoan, ngudi ding c6 thé danh mat tai
khoan, b1 danh cép tai khoan, tir 46 din dén mat tién. Dé tranh rui ro mat tai
khoan, khach hang can dat mat khau bao mat manh, kiém tra do tin cay cua
cac website giao dich, chi cung cAp mat khau tai khoan cho nha cung cép
minh sir dung (thdng qua cac website hay cong thong tin chinh thirc ciia nha
cung cap). Can tranh bi lira & cic website lira ddo c6 giao dién gidng hét
giao dién chinh thirc ctia website nha cung cép, dia chi chi khac vai ky tu.
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6.4. Kién thirc co' ban vé an toan va bao mat théng tin trén mang
6.4.1. Nguon gdc cac nguy co ddi véi viée dam bao an toan dir liéu va thong
tin
6.4.1.1. Thuc trang hién nay

Theo b&o cé4o chi sb an toan théng tin mang toan cau — GCI (Global
Cybersecurity Index) ndm 2017 cta Lién minh Vién théng qudc té - ITU (International
Telecommunication Union), Viét Nam xép hang 100/193 trén pham vi toan cau. Xép
hang ctia Viét Nam & khu vuc chau A - Thai Binh Duong la 23/39 va & khu vuc
ASEAN la 9/11.

Theo théng ké tir hé thong giam sat virus cua Bkav, hon 1,6 triéu luot may tinh
tai Viét Nam bi mat dit liéu trong nam 2018. Bén canh do6, hon 46% nguoi st dung
tham gia chwong trinh danh gi4 an ninh mang cta Bkav ciing cho biét, ho da timg gip
rac ri lién quan toi mat dir liéu trong nam 2018.

Hinh 6.89. Tdn cong khai thic mdt khdu “yéu” cia ngwoi ding

Nhirng nim gan day, trong xu thé ciia cudc cach mang cong nghiép 4.0, cing vai
viéc cong nghé¢ thong tin dugc ing dung ngay cang sau rdng vao moi mat cua doi
song, cac chuyén gia déu c6 chung nhan dinh, tinh hinh an toan thong tin mang trén
thé gii néi chung va Viét Nam néi riéng ngay cang dién bién phirc tap. Khong nam
ngoai xu thé chung trén toan cau, cong tac ddm bao an toan thong tin mang cla cac co
quan, to chirc, doanh nghiép tai Viét Nam da va dang phai ddi mat voi rat nhiéu thach
thirc, boi cac cudc tin cong mang vao hé thong thong tin gia ting manh mé ca vé quy
mo cling nhu mtrc d§ phurc tap, tinh vi, kho dy doan.

Cung v6i d6, van dé khong nho d6i véi an toan thong tin mang Viét Nam hién
nay con 1a tinh trang thiéu kinh phi dé cip nhat, nang cip dic biét 1a kinh phi dé mua
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ban quyen rat thiéu dan dén nhi€u noi van phai chap nhan dung phan mém hét ban
quyén hoac khong c6 ban quyén.

Céac xu huéng tin cong mang & Viét Nam hién nay, viéc st dung ma doc nguy
hiém tiép tuc gia ting, trong d6 nhiéu loai mi doc co kha ning qua mit cic phan mém
diét virus hién c6; Tan cong tir chdi dich vu phan tan - DDoS tiép tuc gia ting; Xuat
hién ngay cang nhiéu cac cudc tin cong c6 chu dich - APT, dic biét 1a nhitng cudc tin
cong nham vao cac hé thdng ngan hang, tai chinh, két hop véi hinh thic tan cong lira
dao phishing.

6.4.1.2. Nguyén nhan din dén mat an toan thong tin
1 - Nhan thire:

Nguyén nhan dau tién va co 18 13 nguyén nhan co ban nhét dan tdi cc su ¢b an
toan thong tin ting cao. Tham chi trong mot sd trudong hop, ké tin cong khong can
dung t6i cong cu hay phdn mém tan céng nhung nan nhan van bi ltra ddo. Vi du cy thé
la & mot s6 nguodi dung tuy da duoc thong bao vé viéc cap nhat ban va 16 hong
Windows nhung vi di khéng cap nhat ban va méi nhét cia Microsoft, do d6 may tinh
ctia nguoi dung da bi nhiém ma doc WannaCry.

Hinh 6.90. May tinh bi nhiém ma déc ma héa tong tien WannaCry

2 - Khéng phdn quyén ré rang:

Mot trong nhitng nguyén nhan lam mat thong tin dit liéu chinh 12 ngudi quan tri
khong phan quyén rd rang cho thanh vién. Loi dung diéu nay, nhan vién ndi bo co thé
danh cép, trao ddi, thay d6i théng tin ciia cong ty.
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3-1L6 héng ton tai trén thiét bi:

Trong thyc té, nhidu ngudi ding tai va cai dit phan mém moi, tng dung méi cho
dién thoai, laptop, may tinh dé ban... ma khong ti hoi ring “Liéu phan mém nay co
chira 16 hong hay khong”. Trong khi d6, cic phan mém tmg dung ludn ton tai nhiing 15
hdng bao mat va nguy co tan cong. Lay mot vi du thuc té 13 theo khao sat méi nhat cia
Kaspersky: Hon 80 tmg dung bi trdom mat khau ton tai trén Google Play Store v6i hang
triéu luot tai mdi ngay.

Mr. President Rump
"-‘-”:I”j - NnyYlAad CO30ABAK
& creyone MY 3bIKA! NNEUNUCT!

Mr. President Rump is a game in which you play

MY3bIKA
JIPY3EW!

UNINSTALL

L=

Hinh 6.91. Cdc ung dung c6 chira ma doc trén CHPlay

4 - L6 hong trong hé thong:

Hé théng c6 thé 1a hé théng website, hé théng mang, hé théng cac ung dung, thiét
bi, phan mém. Nguyén nhan lam mat an toan thong tin trong truong hop nay 1a do cac
don vi khong thudng xuyén ra quét 16 hong, danh gia bao mat cho hé thong dan téi
nhing nguy co thiét hai vé tai chinh to 16n.

5 - Sir dung Email, mang xd hdi nhung khong cé nhdn thirc vé an toan thong tin:

Phuong phap tan cong cia tin tic ngdy nay rat tinh vi va da dang. Chung c6 thé
st dung k¥ thuat “lira dao” gt file dinh kém trong email chira ma doc, sau d6 yéu cau
ngudi diing nhap vao duong dan lién két hodc tap tin va 1am theo huéng dan. Hau qua,
nan nhan c6 thé bi tin tic bit chuyén tién hoac may tinh ctia nan nhan bi 10 lot dir li¢u,
nhiém ma doc.
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From: "Unexpected Errors" <unexpected. error announcement@amail com>
Date: 1 Oct 2015 14:26

Subject: Thong bao: Kich hoat lai tai khoan

Ce

Tam dirng tai khoan 90 ngay

- Ching t6i phat hién tai khodn cta ban ¢é dau hiéu phat
tan thw rac, trai voi quy dinh cGia ching toi

- Néu théng tin nay khéng chinh xac, ban can xac nhan
day khong phai Ia tai khodn rac bang cach nhap vao lién két
xac nhan bén dudi

Kich hoat ki

- Néu trong vong 07 ngay ké tir khi nhan thong bao nay, ban
khong kich hoat xac nhan, chung t6i s€ xem xeét viéc khoa tai
khoan ctia ban ma khéng bao trudéc néu phat hién cé dau
hiéu phat tan thu rac that sw

Hinh 6.92. Email gia mao nham chiém doat tai khoan Google
6.4.2. T4c dung va han ché chung cia phan mém diét virus, phan mém an
ninh mang

6.4.2.1. Phan loai cac phan mém diét Virus

1 - Phan mém diét virus thuong mai: Phai tra tien dé duoc st dung phﬁn mém
trong mot khoan thoi gian (pho bién) hodc mai mai. Cac ban thuong mai thuong day
du tinh ning, khéng quang cdo, duoc hd tro ki thuat tir nha san xuét.

2 - Phan mém diét virus mién phi (Antivirus software free): Khong phai mat tién
dé mua ban quyén st dung. Tuy nhién, phién ban mién phi thuong khong day du chirc
nang, dinh kém cac quang c4do gay kho chiu cho nguoi sir dung.

6.4.2.2. Tac dung chung cia phan mém diét Virus, phan mém an ninh
mang

Tac dung chung cta cac phin mém diét virus (Antivirus software) 1a phat hién va
loai bo virus may tinh, khac phuc hau qua ciia virus gay ra va c6 kha ning nang cap dé
nhan biét cac loai virus trong tuong lai. Nhing tinh ning co ban cia mot chuwong trinh
diét virus:

1- Quét tap tin: Hau hét cac chuong trinh diét virus déu c6 chirc ning quét. Voi
diéu nay, ching ta c6 thé quét toan bd mdy tinh ctia minh va dam bao rang may tinh
khong bi nhidm bét cir thir gi co thé gay nguy hiém dén an ninh ciia ¢4 nhan hoic
khién may tinh chay cham lai.
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O\ Windows Defender is scanning your PC

This right take some time, depending on the type of scan selected.

[ ——| Cancel scan
Scan type: Custom
Start time: %33 AM

Time elapsed:  00:00:06

lterns scanned: 4740

Hinh 6.93. Churong trinh diét virus dang thuc hién qua trinh ra quét

2- Loai bo su lay nhiém: Mdi chuong trinh diét virus cé cach thirc riéng dé dbi
pho véi cac mdi de doa hodc virus duoc tim thiy trén mdy tinh. N6 ¢o thé cach ly cac
chuong trinh bi nhiém trong truong hop chung khong thuc su 1a virus, nham giup may
tinh hoat dong 6n dinh hon. Thong thuong, nd s€ hdéi nguodi dung cod mudn x6a cc
chuong trinh bi nhiém hay khéng.

Settings

ofound Security

Recommended:
Flease dick "Remove All" button to erase all infected files and protect your PC

; A’
.‘J Windows Profound ! ity
@ @ @ p Scan - ';i‘. History @ Settings @ -
[JU Activate | Recommended: : . : : v
e Ultimate protection | Activate Windows Profound Security to get ultimate protection against Identity Theft, Viruses, Malware and N
I Ultimate protection | -
. i\
Advanced Security Center
¥ Home Scan results: 11 potential threats found.
@ Firewal
g Automatic Updates
@ eI e MName Alert level Action Status iil
@ Warm Critical Remove Mot deaned
Other Security Tools @ Server-Proxy Medium Remove Mot deaned
@ Anti-phishing @Trojanﬂrcpper High Fix Infected
5}@ Advanced Process Control @ Trojan-Dropper High Fix Infected
3 Autorun Manager & Trojan.MSIL. Agent High Fix Infected
[ Service Manager =
ke Constructor Critical Remove Mot deaned
Allin-one Suite —
&d Trojan.Win32.Qhost Critical Remove Mot deaned
Antivirus Scanner @ Trojan-Dropper High Fix Infected
Il i
e Quick Scan
|o] Deep Scan Virus name: \Worm
D) Custom Scan Security Risk: T T T 1]
\@] History Infected file: Kernel32.dll
Description: This type of behaviour covers malicious programs that delete, block, medify, or copy data, disrupt computer

performance, but which cannot be dassified under any of the behaviours identified above.

Hinh 6.94. Chwong trinh diét virus cach ly va cho nguoi dung lywa chon cach giit/diét virus
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3- Phong chdng virus: Muc dich chinh ctia phan mém diét virus 13 dé bao vé may
tinh khoi bi nhiém virus. N6 thyc hién diéu ndy bang cach quét cic ban tai xudng va
tap tin dinh kém dé tim virus va bang cach chay trong nén khi ngudi ding dang ludt
Internet. Néu ngudi dung gip phai virus, chuong trinh s& canh bao ngudi ding va cung
cAp tiiy chon loai bo virus trudc khi bi ldy nhiém.

COMODO Antivirus Alert

A malicious item has been

detected!

Marme: ApplicUnwnt@3£1617337
Location: fvarffolders/ Lh/mmc_bgrxlxgd 04 3cmwwko. ..

More informatian: ApplicUnwnt@341617337

a How should | answer?

E; Clean - | | u lgnore ¢

Hinh 6.95. Chwrong trinh diét virus phdt hién virus va héi nguoi diing muon xir Iy thé ndo?

Bkav
Professional Cong ey | Tudng Ira | Website | English | Store

Khu vi'c quét

® Quét nhanh |v| Windows
) Toan bd may [+] C:\Users\BSH
Chon thu muc |_| Program files

Cau hinh quét

{4 oitlich quét {03 Cau hinh nang cao
Bao vé may tinh

P Py Yy
(& Tin Bkav Tdng két an ninh mang ndm 2017 va dy bdo xu huidng 2018 theo CaCh Chuyen ng/”-ep g

Q Quét }g Tuy chon | m Nhatky | @ Ban quyén | @ Trg gitp

Internet Security 2018

Hinh 6.96. Cac ché dé quét trong phan mém BKAV
6.4.2.3. Han ché chung cia phan mém diét Virus, phan mém an ninh
mang

- Phén 16n cac chuong trinh diét virus déu phai tra phi hoic ngudi ding phai
chap nhan dung cac phién ban dung thir khong ddy du tinh ning hoidc cac
ban mién phi c6 quang céo.
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Phén 16n cac chuong trinh diét virus s& tiéu ton rat nhiéu tai nguyén ctia may
tinh khi thyc hién cac qua trinh phan tich va ra quét.

Nhitng sy nhdm 1an trong qua trinh ra quét 1a diéu khong tranh khoi tir cac
phan mém diét virus, nguoi ding cé thé vo tinh bi mat cac file lanh do su
nham 1an ctia phan mém diét virus.

Néu khéng cdu hinh tbt, phin mém diét virus c6 thé hién rit nhiéu cac
popup giy phién nhidu cho nguoi dung, hodc chay ngdm nhiéu tinh ning

khong can thiét khién may bi cham.

D& gay xung dot voi cac thanh khac nhu driver, phan mém,...

6.4.3. An toan théng tin khi sit dung cac loai thiét bi di dong va may tinh
trén Internet

Céc thiét bi di dong nhu dién thoai thong minh, mdy tinh bang va may tinh khéng
chi ngay cang c6 nhiéu tinh ning sir dung thong minh hon, ma con duoc s dung phd

bién hon, da khién cho khdi luong dit liéu ma ching tao ra dang tiép tuc tang. Sy ting
truong nay mang dén nhimg thach thirc méi cho ngudi st dung va ca nhitng co hoi

mai cho tin tdc va nhitng ké ltra dao trén mang.

Nhitng rai ro mat an toan thong tin khi st dung cac loai thiét bi di dong va may

tinh:

Tan cong c6 chi dich (APT): Trong vai nam trd lai ¢y xu hudng tan cong
¢6 chu dich (APT) dang dién bién hét sirc phirc tap trén dién rong. Day la
hinh thirc tin cong tinh vi va rat kho phat hién do ké tin cong st dung cac
k¥ thuat méi dé an nap va nhiing cudc tdn cong nay nham vao nhing nguoi
dung hay cic hé théng quan trong nhim danh cip thong tin, pha hoai hé
théng va c6 thé xem 1a mdi rai ro nguy hiém thuong truc hién nay trén
Internet khong chi ¢ Viét Nam va trén thé gigi. Khong ndm ngoai xu thé d6
thi ddy van 12 xu huéng chinh va can tiép tuc dugc quan tdm va chu trong
trong nam 2018.

RO ri thong tin dit liéu do danh mat hodc bi mat cip (rui ro cao): Néu bi mat
smartphone do bi roi hodc bji danh cip, ma trén thiét bj khong duoc cai dit
mi PIN hoic mat khau thi nguoi c6 duoc smartphone cé thé truy nhap dé
dang vao nhirng dir liéu nhu email, trong d6 co thé c¢6 mat khau hoac thong
tin nhitng tai khoan ma ching ta luu trir; Tai khoan mang xa hdi nhu
Facebook, Google+ va Twitter; Mat khau dugc luu trong cac trinh duyét tim
kiém; Théng tin thé tin dung va mat khau luwu trong nhitng tmg dung nhu
Amazon va Google Wallet; Dia chi Email, sb dién thoai va thong tin trong
danh ba; Hinh anh va Video luu trong thiét bi.

V6 tinh tiét 16 thong tin dit liéu (rii ro cao): Cac nha phat trién thuong
xuyén giéi thiéu thém nhiéu tinh ning méi ma ngudi dung nhiéu khi khong
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kip cap nhat. Vi du, chling ta c6 thé khong biét thiét bj ctia minh tu dong cap
nhat vi tri hién tai mdi khi ching ta dang 1én mot tim anh bang cach sir dung
mot tng dung mang x3 hoi. Mot sb cach vo tinh ma ching ta ¢ thé dé 16
thong tin cho ca thé gisi biét minh dang & dau, d6 1a: Pang anh véi ché do
cap nhat vi tri hién tai dang bat; Mot ngudi khac danh dau (tag) ching ta vao
blrc anh ma ching ta khong biét hay khi ching ta check-in vao mot nha
hang hay quan ca phé sur dung ting dung cap nhat vi tri.

Lira dao (Phishing Attacks): Loai rui ro nay dugc xép ¢ mirc trung binh.
Theo d6 kiéu tan cong ndy nham thu thap dir liéu bén trong thiét bj bang
cach guri tin nhin gia 12 nha cung cip mang tin cay dé lira nguoi dung cung
cap thong tin c4 nhan, chang han nhu mat khau va thong tin thé tin dung.
Kiéu lira dao nay xuat hién ¢ nhiéu dang nhu: Ung dung gia mao dugc thiét
ké bat chudc theo nhitng tng dung nhu “Angry Bird”; Email duoc gti dén
tir nhitng ngudn ¢ vé hop phap nhu cic ngan hang hodc nhiing t6 chirc tin
dung; Nhiing tin nhin SMS duoc giri dén tir cic ngudn ¢ vé dang tin nhu
nha cung cip mang.

Phan mém gian diép (Spyware attack): Tuong ty nhu kiéu tdn cong lira ddo,
phan mém gian diép (Spyware) ciing dugc xép & mic rii ro trung binh. Néu
thiét bi di dong bi nhiém Spyware hodc mot ung dung gid mao hay mot
trang web dQc hai thi nhitng doan ma doc s€ tu dong guri thong tin ca nhan
ctia chi s¢ hitu dén may cha nic danh. Nhitng thong tin c¢6 thé bi 1iy cap boi
phan mém gian diép bao gém: Thong tin thao tic trén ban phim thiét bi;
Tén, s dién thoai va nhirng dia chi email tir danh ba; Thong tin vé tai khoan
tin dung.

Céc cudc tan cong mang gia mao (rdi ro trung binh): P6i khi, nhitng ké tin
cong du ngudi dung két ndi véi nhitng mang WiFi a0 hoic khong duoc dam
bao an ninh. Trir khi ching ta dang nhap thong tin ca nhan trén nhitng trang
web dung phuong thirc giao tiép SSL, con néu khéng dir liéu cua ching ta
¢ nguy co bi danh cap.

Céc giai phap an toan thong tin khi sir dung thiét bi di dong va may tinh:

Canh giac v6i nguy co mat thiét bi: Cac thiét bi di dong nhu Smartphone
hay may tinh bang déu c6 kich thudc khong 16n, vi thé chung 1a myc tiéu dé
dang cho nhiing tén trom. Do d6, ludn chii y dén cac thiét bi di dong cia
minh & cac noi coéng cong (bao gdm ca & khu vuc co quan). Néu tao duoc
th6i quen nay, ching ta sé giam duoc rai ro do bé quén hay bi danh cap thiét
bi.

Thiét 1ap mat khau phuc tap: Nhiéu thiét bi khéng yéu cau ching ta thém
mot mat khau so véi tidu chudn dat ra, thudng 1a mic dinh 6 chit s6. Tuy
nhién, tiéu chuan nay chi tt hon so véi viéc khong dat mat khau nhung do

qua don gian nén nd thue su 1a khong du an toan. O muc t6i thiéu, thiét bi
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ctia chling ta phai duoc thiét 1ap mat khau véi 6 chit s6 - nhung tranh nhing
su két hop chir sb "dé dang". Pé ting thém tinh an toan cho thiét bi, hiy
thiét lap mau mat khéu phtrc tap ca chir, s6 va ky tu dac biét hoac lya chon
nhan dang béng sinh trac hoc.

- Ludn canh giac véi nhiing tro lira dao social engineering: Can phai than
trong vé cdc email, tin nhin van ban va cac cudc goi chdng ta nhan dugc
trén céc thiét bi di dong. Email va tin nhén lira dao thuong c6 dinh kem
phan mém doc hai va lién két nguy hiém dé xam nhép vao cac thiét bi. Hay
nén can than vé6i bat ky tin nhin hodc cudc goi tir nhitng ngudi khéng quen
biét. Néu cam nhan dugc nhiing diéu bat thuong hay xéa hoic ngit két ndi
ngay lap tuc.

- Hay than trong v&i nhitng mang WiFi truy nhap mé: Xéac nhan su hop phap
cua mang Wifi trude khi két ndi, st dung https hodc mot mang riéng ao
(VPN) dé bao vé dit liéu ca nhan, han ché nhiing truy nhap trén WiFi ma.

- Luya chon nhirng Gmg dung va twong tic: Hiy thin trong vé tuwong tac
Bluetooth va cac tinh ning chay trén thiét bi. Véi mdi mot ing dung, trude
khi tai vé can phai xem xét nghién ciru. Phan danh gia va tim kiém web c6
thé giap tiét 16 vé nhitng nghi ngd di v6i su tin cdy cta nhitng ing dung.

6.4.4. An toan khi sir dung mang xa hoi

Nhing gi ma chlng ta diang cong khai trén mang xa hoi s& ludn ton tai trén thé
gidi Internet trir khi cac ndi dung nay dugc g& xudng. Do d6, dé an toan, ching ta chi
nén dang nhing hinh anh, ndi dung "khong nhay cam" va chac rang chlng ta khdng
ngai chia sé diéu d6 véi nguoi khac, nhit 14 v6i ngudi la.

Kiém tra lai tit ca nhin (hashtag), tag ban bé va nhiing dé cap, nhic nho
(mention) lién quan dén ban than hay t6 chirc, cong ty cta ching ta. Viéc gin nhéan
trong mot cdp nhat mang xi hoi tudng chimg nhu vo hai nhung thuc té lai anh hudng
kha nhiéu dén tinh riéng tu.

Can nhic k¥ dbi tuong co thé xem duoc cap nhat cua ching ta. Luu y rﬁng, néu
nhirng tai khoan trong danh sach dugc xem nhiing dugc cap nhat khong thiét 1ap han
ché tinh riéng tu (less restrictive setting), thi nhimng hinh anh, bai ding méi van bi "ro
ri" ra ngoai.

Nhitng bai ding, dudng din véi nhitng 16i mdi moc hip dan da va dang tran ngap
trén cac mang xa hoi, nhét 13 Facebook v&i nhiéu muc dich x4u va rat nguy hiém. Cac
ban tin du ngudi dung Facebook nap tién dién thoai lira ddo gan day ciing duoc xép
vao dang nay.

Str dung phuong thirc xac thuc hai yéu té (two-factor authentication) hay con
duoc goi 1a phuong thirc xac thuc hai budc (two step verification) cho Facebook va
cac tai khoan mang xa hoi khac. Phuong thirc nay gitip ching ta dang nhap tai khoan
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mang xi hoi khong chi bang cach cung cip tén va mat khau dang nhap ma can phai c6
thém mot ma bao mat khac dugc dich vu giri qua dién thoai hay cac img dung chuyén
biét. Bén canh d6, ching ta cling nén kich hoat cac phuong thirc bao mat khac ma dich
vu mang xa hoi dang st dung ho tro (néu o).

B4o cdo va chin nhitng ké phat tan ndi dung rac. Piéu nay c6 thé giup ching ta
"lam sach" nhirng thong tin dau vao ctia minh ciing nhu théng bao cho cac mang xa
hoi vo hiéu va "ty chay" nhiing tai khoan phat tan ndi dung rac qua chic ning Bao
cao (Report).

Can x4c nhan voi nhimg ngudi ban gui tin nhin hodc viét 1én twdng cia cac
mang xa hoi vé nhitng thong tin c6 thé d& dang lam mét thong tin c nhan, tai khoan
ngan hang. Nén thuc hién x4c nhin bang hinh thirc néi chuyén truc tiép, email hay goi
dién thoai... dé chic chin hon.

Hay can than v6i nhirng ngudi dang yéu cau duoc chip nhan két ban trén céac
mang x3 hoi. Gidi ti pham mang c6 thé tao nhitng hd so gia nham danh cap thong tin
c4 nhan. T6t nhét 1a nén xac thuc danh tinh cia ngudi mudn két ban trude khi chip
nhan.
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P CAC PIEM CHINH

- Céc khai niém veé Internet, WWW.
- Céch thirc st dung trinh duyét Web dé truy cap website.
- Céch thirc thiét 1ap cac thong s6 cho trinh duyét Web.

- Céch thirc dang ky mot tai khoan email va sir dung tai khoan d6 dé giri va
nhan email.

- Céch thire thiét 12p bao mat cho tai khoan email.
- Cach thtc luu trit, chia sé tai nguyén trén dich vu ddm may.
- Céch thirc tim kiém thong tin.

- Céch thuc st dung cac dich vu Internet thong dung nhu nhén tin tic thoi,
VolIP.

- Céch thirc stir dung cdc mang xa hdi, website thuong mai dién tir, ngan hang
dién tur.

- Céch thuc tu bao vé thong tin khi st dung Internet.

@m CAUHOIONTAP

Ciu 1: Giao thirc nao sau day la giao thirc két noi ding cho mang Internet toan
cau?

A. ICMP C. SMTP

B. TCP/IP D. SNMP

Ciu 2: Phdt biéu: “Pdy la hé thong mang ngi b, két néi cdc mdy tram, mdy chii va
cdc thiét bi khdc nhw mdy in, mdy fax,... lai véi nhau trong mét pham vi la mét vin
phong, mot toa nha, hay mét trwong dai hoc”. Py la phdt biéu vé hé thong mang
nao sau day?

A. LAN C. WAN

B. MAN D. SAN

Ciu 3: Tén viét tit ciia nha cung cdp dich vu trén Internet ISP la viét tit ciia chiv

nao sau dday?
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Internet Service Provider
Information Service Provider

Internet Solution Provider

o 0o w >

Information Solution Provider

Cau 4: Trinh duyét Web nao sau ddy ciia hang Microsoft dwoc tich hop sin trong
hé diéu hanh Windows?

A. Chrome C. Safari

B. Mozilla Firefox D. Internet Explorer

Cau 5: Hai trinh duyét Web nao sau diy dwoc cai dit sin trong hé diéu hanh theo
héng nha sin xudt? (Chon nhiéu ddp dn)

A. Internet Explorer C. Opera
B. Mozilla Firefox D. Safari

Ciu 6: Chirc ning dé danh diu mét trang Web dé ghi nhin sau nay cé thé xem lgi
la?

A. History C. Bookmark
B. Cookie D. Save page

Ciu 7: Dé thiét Igp trang chii Website miic dinh cho trinh duyét khi mé lén 1a?

A. New Windows C. Restore Default
B. New Tab D. Homepage

Céiu 8: Khi muon givi cing mét email dén nhiéu ngwoi nhdn, trong dé cé mot ngwoi
nhgn dn (cdc ngwoi cung nhan khdc khong biét email ciing dwoc givi dén nguwoi
nhén dn do), ta nhdp dia chi email ciia ngwoi nhén dn vaio:

A. MucTO C. MucBCC
B. MucCC D. Khdng thé thuc hién duoc

Cau 9: Dich vu luu trir trén dam mdy (Cloud) cia Google Mail goi la gi?

Google Storage C. Google Mail
B. Google Drive D. Google Data

Cau 10: Dung lwong mic dinh Google Mail cho phép ngwoi diing (mién phi) luu
trir trén Cloud cua ho la bao nhiéu?
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A. 5GB C. 15GB
B. 10GB D. 20GB
Ciu 11: Dé tim kiém chinh xdc tiv khéa “Windows Server 2019” trong Website ciia

Microsoft. Ta sé go cum tir nao sau ddy trong thanh tim kiém cua cong cu tim kiém
Google dé co ket qua chinh xdac nhu mong muon nhat?

A.  Windows Server 2019+Microsoft

B. Windows Server 2019

C. Windows Server 2019 on:Microsoft

D. Windows Server 2019 site:Microsoft.com

Ciu 12: Cong cu fim kiém nao sau ddy ciia Microsoft?

A. Google C. Yandex
B. Bing D. Yahoo

Cau 13: Dé tim kiém cdc tai ligu vin bin (PDF) vé Windows Server 2019 trén thanh
cong cu tim kiém ciia Google, ching ta si¢ dung cit phdp nao sau ddy dé cho ra két
qud chinh xdc nhw mong muén nhit?

A. Windows Server 2019 pdf

B. Windows Server 2019 .pdf

C.  Windows Server 2019 filetype:pdf
D. Windows Server 2019 document:pdf

Ciu 14: Phan méfm Antivirus nao sau day la cua Viét Nam co uy tin tai Viét Nam
ciing nhuw trén thé gioi?

A. BKAV C. AVAST

B. AVG D. AVIRA

Cau 1 5:’ Dé bio m(?t thong tin trén hé diéu hanh Wl:ndows khi su dung, nguwoi dung
nén thiét lap cdac cdu hinh bao mdt nhu? (Chon nhiéu dap dn)

A. Thiét 1ap UAC (User Account Control)

B. Windows Update

C. Thiét lap thong sb IP

D. Chi két ndi mang Wifi

Ciu 16: Hinh nao sau ddy la hinh thivc bdn hang tiv nha cung cdp dén ngwoi ding

cudi. Pay la hinh thirc thwong mai dién tiv phé bién va phat trién nhanh nhit.
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A. B2C C. B2B
B. C2C D. G2C

Cdu 17: Nhitng hinh thirc giao dich thanh todan nao sau ddy dung cho ngian hang
dién tiv? (Chon nhiéu ddp dn)

A. Internet Banking C. Mobile Banking
B. ATM D. Tién mat

Ciu 18: Dich vu truyén thong sé cho phép hai hay nhém nhiéu ngwoi cé thé
trao doi triee tidp véi nhau theo thoi gian thwc théng qua cdc dang tin nhéin da
phuwong tién trén cdc thiét bi khdc nhau la:

A. Nhin tin tac thoi (IM) C. Google Drive
B. Email D. SMS

Ciu 19: Déu la tén cdc mang xi hi phé bién hién nay: (Chon nhiéu ddp dn)

Facebook C. Twitter
B. Youtube D. Pinterest
Cau 20: May CDM (Cash Deposit Machine) la:
A. Tén goi khac cia mady ATM
B. Tuong tu nhu may ATM nhung c6 thém chirc ning nap tién
C. Khéng ton tai may CDM
D. May CDM hién van con dang nghién ctiu ché tao, chua dua vao st dung
Dap an:
Caul:B Caue: C Cau11:D Cau 16: A
Cau 2: A Cau7:D Cau l1l2: B Caul7: A, B, C
Cau3: A Caus: C Cau13: C Cau 18: A
Cau4: D Cau9: B Céau 14: A Cau19: A,B,C,D
Caus:A, D Céau 10: C Cauls: A'B Céau 20: B
@= BAITAP
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Bai 1: Cho biét nhitng website sau thudc co quan hoic to chirc nao?

WWW.moet.gov.vn
edu.hochiminhcity.gov.vn
www.molisa.gov.vn
www.mofahcm.gov.vn
WWW.iS0C-VNn.org.vn
www.fao.org.vn
www.mmdc.org.vn

Www.redcross.org.vn

Bai 2: Thuc hién danh diu 3 website yéu thich dé xem lai sau nay.

Bai 3: Thuc hién tim kiém:

St dyung tir khéa dé tim kiém thong tin canh dep Pa Lat. Két qua 1a tat ca
cac trang web c6 chira céc tur thude tir khod va khong phén biét chir hoa hay
chir thuong.

St dyung tir khéa dé tim kiém thong tin canh dep Pa Lat. Két qua 1a tat ca
céc hinh anh vé canh dep Pa Lat.

Bai 4: Phan biét sy khac nhau giira cac cach sau khi muon giri mot email ¢6 cung mot

ndi dung dén nhi€u nguoi:

Nhép cac dia chi email ctia nhitng ngudi nhan vao muc TO.
Nhép céc dia chi email ctia nhitng ngudi nhan vao muc CC.

Nhép céc dia chi email ctia nhitng ngudi nhan vao muc BCC.

Bai 5: Str dung dich vu Gmail ciia Google dé:

Tao tai khoan nguoi dung mai.
Thuc hién thao tac ding nhép va dang xuit.
Soan email ¢6 ndi dung bat ky va giri dén mot nguoi nhan.

Soan email c6 ndi dung bat ky, cd dinh kém tap tin va giri dén nhiéu nguoi
nhan.

Thuc hién cac thao tac doc, tra 10i (reply), chuyén tiép (forward) email.

Thuyc hién thao tac bd sung chir ky vao cudi email.
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