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MO PAU

Bai giang Tin hoc dai cuong dugc bién soan nham phuc vu cho viéc giang day cua
giang vién va hoc tap cia sinh vién Trudng Pai hoc Cong nghé thong tin va Truyén thong
- Pai hoc Thai Nguyén. Tap bai giang nay dugc bién soan theo ndi dung dé cuong chi tiét

hoc phﬁn Tin hoc dai cuong & trinh d¢ dai hoc.

No6i dung tai liu cung cip cho sinh vién céc kién thirc co ban vé may tinh, Internet;
cac van dé vé dao duc va phap 1y khi str dung mang Internet; phin mém, phan cimg, hé
diéu hanh Windows va k¥ niang trinh bay bao cdo. Sau khi hoan thanh hoc phan nay, sinh
Vién co thé sir dung thanh thao may tinh trong cac cong viéc soan thao van ban; sir dung
bang tinh dién tir; phan mém trinh chiéu bao cio; khai thac va str dung Internet mot cach
hiéu qua va an toan. Noi dung tai liéu gdm 6 chuong:

Chuong 1. May tinh cdn ban.

Chuong 2. Microsoft Word.

Chuong 3. Microsoft Excel.

Chuong 4. Microsoft Powerpoint.

Chuong 5. Mang may tinh va Internet.

Chuong 6. Cong nghé thong tin va céc van dé x4 hoi.

Mic du tap thé tac gia dd danh nhiéu thoi gian va cong strc dé bién soan, song kho
tranh khoi thiéu sot. Vay, chung t6i kinh mong quy thay c6 va cac ban sinh vién dong gop

y kién dé cudn bai gidng dugc hoan thi¢én hon. Xin tran trong cam on.



CHUONG 1. MAY TINH CAN BAN

Chuong nay tip gi6i thiéu nhitng khai niém co ban vé may tinh dién tir, phdm mém,
phan cirg may tinh, hé diéu hanh va mét so thao tac khi sir dung hé diéu hanh Window
10. Bao gdm cac ndi dung chinh sau:

« Khai niém vé may tinh dién tir
« He diéu hanh windows 10
e Mot sb ki thuat co ban xir Iy sy ¢6 may tinh
1.1. Khéi niém vé may tinh dién tir
May tinh (computer) 13 mot thiét bi dién tir dung dé tinh toan, xt 1y dit liéu theo

chuong trinh da 13p trinh trudec.

May tinh thuc hién cic cong viéc chinh sau: Nhan thong tin, xir Iy thong tin, hién thi

thong tin.

Chuong trinh 13 ddy cac 1énh nam trong bd nhé dé yéu cau may tinh thuc hién cong

viéc cu thé.
May tinh ca nhéan ¢ thé dugc phéan loai nhu sau:

1.1.1. Phan logi may tinh
C6 nhiéu cach dé phan loai may tinh, cach phd bién nhat 1a phan loai may tinh dya
trén muc dich ctia nguoi str dung bao gdm céc loai: Siéu may tinh, mdy tinh 16n, may chua,
may tram, mdy tinh ca nhan (PC), may tinh xach tay (Laptop), may tinh bang, thiét bj hd
trg k¥ thuat s c4 nhan (PDA), vv...Trong d6 may tinh c& nhan (PC) va may tinh xach tay
(Laptop) 1a hai loai kha pho bién hién nay.

May tinh c& nhan 1a loai may vi tinh dé ban, c6 gia thanh, kich thudc phu hop véi
nhiéu nguoi sir dung. M4y tinh c4 nhan duoc lap ghép bai nhiéu linh kién, thanh phan khac
nhau: Thing may (vo may tinh), bd ngudn, bo mach chi, khdi xur 1y trung tdm, bd nhé
RAM, 6 dia ctng, 6 dia quang, vv...

May tinh xach tay 14 loai may tinh nho gon, c6 thé mang xach va sir dung duoc khi
di chuyén. M4y tinh x4ch tay c6 day du cac thanh phin co ban ctia mot may tinh c4 nhan

thong thuong.



1.1.2. Phdn citng may tinh
La cac thiét bi dién tir duogc t6 chirc tir 3 khdi chinh nhu sau: Khéi nhap, xuat; khoi

xtr 1y; khéi luu trix

Bo xir Iy trung tam CPU

Cic thiét Ponvi || Ponvi Cic thiét
bi Nhap diéu khién | | tinh toan bi Xuat
v' Ban phim v" Man hinh
v Con Chuot v' May In
v' May 3 " v :
I\Ié'l) Quet Cic thanh ghi May Fax
v' May anh v Projector
v’ Mic T v Loa
Bo nhé trong: ROM. RAM

1T

B nhé ngoai: O cimg

Hinh 1.1: So dé khéi may tinh

a) Pon vi xur ly trung tdm (CPU)
La bd phan dau ndo cia may tinh, dong vai tro xir 1y dit liéu thong qua viéc thuc hién

cac Iénh cua cac chuong trinh ndm trong bo nhé chinh.

b) Thiét bi nhap
La thiét bi cho phép nhap thong tin tir bén ngoai vao may tinh: ban phim (Keyboard),

may queét, chudt may tinh (mouse), may anh, Mic,...
¢) Thiét bi xudt
La thiét bj hién thi théng tin sau khi duoc may tinh xir 1y: Man hinh, may in, may
chiéu, loa, ...
d) Bg nhe
Bo nhé trong
B0 nhd trong hay con goi 1a b nhé chinh (Main Memory). Pugc chia 1am hai loai:

RAM (Random Access Memory) la b nhé dung luu trit cac thong tin tam thoi trong

phién lam viéc, c0 toc do truy cap nhanh, di liéu s& bi mat di khi bi cat ngudn dién.
8
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ROM (Read Only Memory) hay con goi 1a b nhé chi doc c6 chire nang luu trir cac
thong tin ma khi cit ngudn dién thi théng tin d6 khong bi mét. Ngay nay, con co cong
nghé FlashROM tirc b nhé ROM khong nhirng chi doc ma con co thé ghi lai duoc, nho
c6 cong nghé nay BIOS dugc cai tién thanh FlashBIOS.

B¢ nhé ngoai

B6 nhé ngoai 12 bd nhé may tinh gin bén ngoai, c6 thé dung dé mang di lai dugc gitra

cac may tinh.

Bao gém: Bo6 nhd tir; bd nhd quang, bo nhé ban dan, cac loai bd nhé dua trén cong
nghé Flash ROM: Két hop véi chuan giao tiép may tinh USB (Universal Serial Bus) tao ra
céc b nhd may tinh di dong thuan tién va da ning nhu: Cac thiét bi giao tiép USB luu trit
dit liéu, thiét bi giao tiép USB choi nhac s6, choi video s6; khoa bao mat qua giao tiép USB;

thé nho...

1.1.3. Phan mém may tinh
La cac chuong trinh dé may tinh hoat dong, c6 thé hiéu phan mém 12 mot tap hop cac
tap tin co mbi lién hé chit ché voi nhau, dam bao thuc hién mét s nhiém vy, chic nang
nao do trén thiét bi dién tr. C6 thé vi phan cing nhu 1a phan xac may tinh, con phan mém

1 phan hon ciia may tinh.

Phan mém co hai loai: phan mém h¢ thong va pham mém ung dung.

a) Phan mém h¢ thang

La hé thong chwong trinh gitp nguoi sit dung lam viéc véi cac tng dung ciing nhu
van hanh phan cimg ctia may tinh mot cach thuan tién va hiéu qua. Vi du: hé diéu hanh
may tinh Windows, Linux, Unix; Céc trinh diéu khién (driver), hé diéu hanh di dong iOS,
Android, Windows Phone,...

b) Phdan mém ing dung
La cac chuong trinh hd tro ctia hé diéu hanh, thyc hién céc cong viéc theo yéu ciu
ngudi sir dung. Bao gdm céac chuong trinh dich, cac hé co so dit liéu, phidn mém mang,

phan mém do hga phan, mém quan ly va cac phan mém chuyén dung khac.


https://vi.wikipedia.org/wiki/B%E1%BB%99_nh%E1%BB%9B_ch%E1%BB%89_%C4%91%E1%BB%8Dc
https://vi.wikipedia.org/wiki/B%E1%BB%99_nh%E1%BB%9B_ch%E1%BB%89_%C4%91%E1%BB%8Dc
https://vi.wikipedia.org/w/index.php?title=FlashROM&action=edit&redlink=1
https://vi.wikipedia.org/wiki/ROM
https://vi.wikipedia.org/w/index.php?title=FlashBIOS&action=edit&redlink=1
https://vi.wikipedia.org/wiki/USB
https://vi.wikipedia.org/wiki/USB

1.2. Hé diéu hanh windows 10
1.2.1. Khéai ni¢m h¢ diéu hanh

Hé diéu hanh 13 mot chuong trinh ding dé diéu hanh, quan 1y toan bo tat ca thanh
phan (bao gdm ca phan ctng va phan mém) cua thiét bi dién tr va co vai tro trung gian
trong viéc giao tiép gitta ngudi str dung va thiét bi.

Muc tiéu cua hé diéu hanh 1 cung cip mot méi trudng dé ngudi sir dung co thé thi

hanh cac chuong trinh.

Hé diéu hanh quan 1y tai nguyén hé théng may tinh va phan phdi chung cho cac
chuong trinh va ngudi sir dung khi can thiét. Hé diéu hanh c6 chirc nang xir 1y cac van dé
tranh chép tai nguyén va cip phat tai nguyén cho nhimng yéu cau theo mot thtr ty nhét dinh

dé hé théng may tinh hoat dong hiéu qua nhat.

1.2.2. Khéi dgng hé diéu hanh windows

Sau khi khoi dong va diang nhap may tinh, ta s& thdy man hinh Window nhu sau:

=
o F o ﬁ :
=

SxiSen .

START ando ol e B oTiFicATION
TASKBAR AREA
SEARCH |

-4

0|

Hinh 1.2: Man hinh Windows

Trong d6 c6 céac cong cu: Start Menu, taskbar va nhirng cong cu khac.

10



NOTIFICATION
AREA

Hinh 1.3: Mot sb tinh ning co ban
Trong windows 10, néu mot tmg dung dang mé hodc dang hoat dong, ta sé thiy mot

duong mau xanh & dudi ky hiéu d6. Nhap vao ky hi¢u dé s€ mé ctra s6 ing dung 1én.

Hinh 1.4: Cita s6 vng dung
Mbi khi mé mot chwong trinh tng dung, s& ¢ 3 niit & goc trén bén phai va duoc
dung dé thu nho, phong to va déng chuong trinh Gng dung
« Minimizing: 4n chwong trinh xubng thanh taskbar.
o Maximizing: mé chuong trinh ¢ kich thuéc toan man hinh.
M3di chwong trinh (g dung trong Window s& c6 biéu tuong khac nhau. Mdi biéu
tuong 1a mot hinh anh d6 hoa. Bé mé hodc truy cap mot chuong trinh tmg dung, nhap chudt

hai 1an vao chuong trinh do.

Hinh 1.5: Biéu tiwong chwong trinh irng dung
bé thay ddi hinh nén, thuc hién cac budce sau:
11



Budc 1: Chudt phai vao hinh nén va chon Personalize

R

View
Sort by >
Refresh

Paste

Paste shortcut

Undo New Ctrl+Z
Shared Folder Synchronization >

[l

(il

Graphics Properties...

(il

Graphics Options

Mew

a

Display settings
& Personalize

Hinh 1.6: Budc 1, Thay doi hinh nén
Budc 2: Tir cira s6 Personalize, chon tir danh muc hinh anh cho truéce hodc duong dan

dén anh.

& Settegs - o x

{53 PERSONALIZATION

Background
Preview

Colors
Lock screen

Themes

Start

Sackground

Picture

Choose your picture
Browse <

Browse for your
own picture

Choose a fit

Hinh 1.7: Budc 2, Thay doi hinh nén

Sau khi chon mot anh, thi hinh nén s& duoc thay doi.

1.2.3. Cdc thao tdc déi Véi tdp tin va thw muc

- Khai niém thw muc
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+ Thu myc duoc tao ra ding dé quan 1y tép tin mot cach hé thong. Tén cua thu muc dai tdi
da 255 ky tu, c6 hodc khong chira khoang tring, khong chura cac ky tu dic biét nhu: 2, !, /,
\, > <.

+ Mdi 6 dia chi c6 mot thu muc goc, ky hiéu bang dau “\”.

+ M6t thu muc ¢6 thé chia nhiéu teép tin va cac thu myc khéc goi 1a thu muc con, mdi thu
muc con lai chtra cdc thu muc con khac duogc goi 1a cay thu muc.

- Khai niém tép tin

+ Tép tin 12 mot tap hop thong tin dugc dat tén. Thong thuong thi céc tép tin nay chura
trong cac thiét bi luu trit nhu dia cung, CD, DVD, USB, vv...No6i cach khéc, t&p tin 1a mot
day cac bit c6 tén va dugc chira trong céc thiét bi luu trir dit liéu ki thuat sb.

+ Tén cua tép tin gobm hai phan: Phan tén (duwoc dat giéng nhu tén thu muyc) va
phan mo rong (phan mo rong cua tép tin cho biét loai tép tin do).

Sau day la mot s6 thao tac voi tép tin va thu muc.
a) Tao thu muc moi (New Folder)
- Nhéan chudt phai chon New — Folder
- Dat tén cho thu muc va Enter
b) Sdp xép néi dung trong thu muc
- Chon 1énh View — Arrange Icons
- Chon mot trong cac l1énh sau:
+ By Name: Sip xép theo thir tu tén
+ By Type: Sap xép theo thir tu kiéu
+ By Size: Sap xép theo thir ty kich thudc
+ By Date: Sip xép theo thir tu thoi gian
c) An/ hién céc tdp tin trong thur muc
- Chon 1énh Tools —Folder options
- Chon View
+ Do no show hidden files and folders: An tap tin, thu muc.

+ Show hidden files and folders: Hién tap tin, thu muyc an.
13



d) Péi tén thw muc, tdp tin:
- Nhan chuot phai vao thu muc, tép tin can dat lai tén
- Chon Rename
- GO tén mai1 va Enter.
d) Sao chép cac tap tin, thu muc
- Chon c4c muc cén sao chép
- Nhén chudt phai va chon Copy
- Chon thu muc can sao chép dén.
- Nhén chuot phai va chon Paste.
e) Di chuyén cac tdp tin, thu muc

- Chon cac muc can di chuyén
- Nhan chuét phai va chon Cut
- Chon thu muc can di chuyén dén

- Nhan chuét phai va chon Paste.
g) Pat thugce tinh cho tap tin,thu muc
- Chon céc tap tin, thu muc can dit thudc tinh
- Chon Iénh File — Properties
- bat cac thudc tinh:
+ Archieve: thudc tinh luu trir
+ Hidden: thudc tinh an
+ Read Only: thudc tinh chi doc
+ System: thudc tinh hé thong
- Nhén niit Ok
h) Xoa céac tdp tin, thu muc
- Chon céc thu muc, tép tin can xo04

- Nhén phim Delete
14



- Chon Yes

i) Khéi phuc cac tap tin, thu muc bi xoa
- Nhép dtp chudt trén Recycle bin
- Chon c4c muc can phuc hoi
- Chon Iénh File — Restore

1.2.4. Sir dung Control Panel

Control Panel c6 thé coi nhu mét trung tam thiét 1ap cua hé diéu hanh Windows voi
nhiéu tinh nang tiy chinh man hinh, pin, bao mat,...Tuy nhién ké tir Windows 10, nhiéu
tinh ning ctia Control Panel dd duoc chuyén sang Settings dé ngudi dung dé st dung hon.

Control Panel 1a mot cong cu tuy chinh va quan Iy hé diéu hanh kha ndi bat trén
Windows. Nguoi dung chi viée str dung cong cu nay dé quan Iy cac ung dung, cai dit caa
hé diéu hanh d& dang. Do d¢ viéc nim bat duge cach vao Control Panel trén Windows 10
1a dicu rét can thiét.

Ngoai ra, Control Panel con cho phép nguoi dung str dung cac tinh ndng co ban nhu:
quyén truy cap hodc ngat két néi mang, ché do ngii dong khi quén tat mdy tinh, thiét 1ap
déng hd, tao mat khau cho may tinh nham tdng tinh bdo mat, tuong lura,...

C6 nhiéu céch dé vao Control Panel trén Windows 10. Sau day 1a mot phuong phap

m& Control Panel trén Win 10 bang cach sir dung cong cy tim kiém.

[~ ;J Control Panel

Deoskiop app

@ Apps
'] B Settings

Web
27

£ control panel

£ control panel windows 10

£ control panel add Or remove programs

L2 control panel system restore

£ control panel shortout

L0 control panel settings display

2 control panel command line

£ control panel on mac

Store

W Time Machine Cor I Panel

o 28 My stuff

“ control panel

Hinh 1.8: Si dung cong cu tim kiém @é vao Control Panel
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Chi can chi vao hop tim kiém bén canh nat Start Menu va gd Control Panel. Thong
thuong néu gd ding, két qua tim kiém chinh xac s& hién thi truc tiép ¢ trén cing cua thanh
tim kiém.

1.2.5. Cai dat va gé' bé rng dung

Vao Start -> Control Pannel

= [ ===

o Search indexing was turned off.
Turn indexing back on.
IE Best match f
ot
= Control Panel @
1
App =
Recent
= Uninstall a program i
A
= Programs and Features
¥
@ Default Programs
Apps :.-_-
Il calculator r
|
B Command Prompt ]
E camera o
= search the web

Hinh 1.9: Cai dat va g& bo vng dung

Tiép theo Iya chon "Uninstall a Program”

122 Control Panel — [m] x

4 |[E8 s Control Parel » < @ [|search Contr.. o
Adjust your computer’s settings Wiew by, Category ¥

User Accounts
& Change account type

Appearance and Personalization

nd Sound

a
and printers

used mobility settings

® GER

Programs

Hinh 1.17: Lwa chon "Uninstall a Program”
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Tiép theo lya chon g dung mudn g& va chon uninstall

Control Panel Home

View installed updates

) Tum Windows features on or
off

Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize *  Uninstall/Change
Marne Publisher Installed On Size Wersion
W ApowerREC Y1.4.2.11 Apowersoft LIMITED 2320 8e45MB 1421
[#]A3US Smart Gesture A3 6/19/2013 108ME  4.048
gAuda(ity 304 Audacity Tearn 91147201 82.9MB 304
ﬁEand\cam MPEG-1 Decoger Bandicam.com 3372020
S Carntasia 9 Techmith Carparation Qr27i01 1.02GB 8102356
L CCleaner Piriform 17172018 538
Bonvi chi quin Céc Coc ar14/2021 92.04515.168
Corel Corporation 1/572020 2.29GB  19.5.0.35
Bloodshed Software 10/5/2021 502
3 7 1/5/2020
f5 K-Lite Codec Pack 13.7.5 Full KLCP 12/3172017 105 MB 13,75
. KMSpica 3/28/2020 15.7 MB
I'] Microsoft Office Professional Plus 2016 Microsoft Corporation 11172018 16042661001
& Micrasoft OneDrive Microsoft Corporation 105272021 191 MB - 21.180.0905.0007
[ Micrasoft Visual C++ 2005 Redistributable Micrasaft Corporation 123172017 484MB  8.0.61001
[#E|Microsoft Wisual C++ 2005 Redistributable Microsoft Corporation 12/3172017 439MB  B.0.56336
[ Micrasoft Visual C++ 2005 Redistributable (x64) Micrasaft Corporation 12/31/2017 TOOME 8056336
H Bloodshed Software Product version: 5.9.2
N . ’ A ~
Hinh 1.10: Chon ung dung muon go
r A A \ b \ .
Sau do6 xuat hién man hinh nhu sau va chon Unintall
Control Panel Home .
Uninstall or change a progr: [ad Dev-C v+ 5.9.2 Uninstall — >
View installed updates To uninstall a program, select it from|  Uninstall Dey-Ci+ 5.9.2
P Turn Windows features on or Remave Dev-C++ 5.9.2 Fram your computer. E
off Organize v  Uninstall/Change B o
Mame - This program wil uninstall Dev-Cr-+, continue?
Céc Céc 168
B> Carel WideoStudia Pra X9
B ev-C e . Uninstaling from: | C:\Program Files (x86)\Dev-Cppl
[E=] Haali Media Splitter
{1 K-Lite Codec Pack 13.7.5 Full
®. KMspice
) Micrasaft Office Professional Plus 201 1001
& Microsoft OneDrive 05,0007
[ Microsoft Visual C++ 2005 Redistribu
[E= Microsoft Visual C++ 2005 Redistribut
[ Microsoft Visual C++ 2003 Redistribuy
[ Micrasoft isual C++ 2005 Redistribuy
Microsoft Visual C++ 2008 Redistribut)
%Mlcrusu& Wisual C++ 2008 Redistribuy Eancel .4148
[ Microsoft isual C+ + 2008 Redistributable - x64 0.0.3..  Microsoft Carporation 12/31/2017 13.2MB  0.0.30729.6161
[E5 Microsoft Yisual C++ 2006 Redistributable - x86 9.0.3.. Microsoft Corporation 12/31/2017 10.2MB  2.0.30729
[ Microsoft isual C++ 2008 Redistributable - x36 0.0.3...  Microsoft Carporation 3/27/2020 954MB  0.0.30729.4148

E Eloodshed Software Product version:  5.9.2

Hinh 1.11: Chon Unintall

1.3. Ky thuit co ban xir Iy sw 6 may tinh

Trong qua trinh xtr Iy sy ¢6 may tinh, ta thyc hién theo cac budc sau:

Buéc 1 (Nhign dién sw c6)

- May tinh xay ra hién tuong gi, nhu thé nao?

- M4y c6 thudng xuyén x4y ra tinh trang thé khong?

- May c0 cai dit phan mém nao méi khong?
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Buéc 2 (Kiém tra hé théng): Trude khi tién hanh can kiém tra hé théng may tinh,
cac phu kién lap dat, cac két ndi nhu Card man hinh, ban phim, chudt, man hinh va cac phu
kién khac. Sau khi kiém tra cac thiét bi hé théng van hoat dong binh thudng ma van chua

xir Iy duoc thi chuyén sang Budce 3.

Buwéc 3 (Tim nguyén nhén gdy lén sw ¢é): O budc nay, can kiém tra nguoi st dung
d3 lam nhiing gi d6i voi may tinh trudce khi sy cb xay ra dé tir d6 phan doan va tim nguyén

nhan.

Buéc 4 (Thiét lip): Kiém tra cac thiét 1ap vé phan cimg trong CMOS va trong b
quan ly thiét 1ap h¢ théng, tao cac trinh diéu khién thiét bi va cap nhat tat ca card cidm trén

may tinh.

Buéce 5 (Thay déi): Khi thiy 16i mot phan cing hay phan mém trén mdy tinh, can

xéac dinh nhimg nodi dung da thay ddi trude khi sy cb xay ra.

Buéc 6 (Ghi lai théng tin vé sw ¢6): Su ¢ 1a moi truong hoc tap hitu ich, c6 thé hoc
duoc rat nhidu khi d6i mat véi nhiéu loai 15i. Nén ghi lai tat ca céc canh bao 15i va phuong
phap khic phuc.

Buwdc 7 (Néu khong gidi quyét dwoc vin dé): Sau khi xac dinh nguyén nhan ma
khong giai quyét duoc, thi can dat may tinh vé tinh trang ban dau rdi méi tiép tuc giai quyét
theo nhitng hudng khac.

Buéc 8 (Yéu cau tro gip): Trong truong hop khong khic phuc duoc sy ¢d, nhimg
su ¢6 phat sinh méi chua timg gip va khong thé tim ra nguyén nhan. Khi d6 can tim dén

su gitup do tu nhitng nguoi c6 k¥ thuat va kinh nghiém.
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TONG KET CHUONG 1

Trong chuong nay, sinh vién can dat duoc nhirng kién thirc va k§ ning sau:

Khéi niém vé may tinh dién tir; phan loai duoc may tinh, phan ctng, phan
mém.

Khai niém vé He diéu hanh.

Cac thao tac dbi voi Hé diéu hanh windows 10: Khoi dong hé diéu hanh,
c4c thao tac co ban dbi vai tép tin, thu muc, sir dung Control Panel, G& bo
chuong trinh trng dung.

K3 thuat co ban trong xtr Iy sy c6 may tinh.
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CHUONG 2. MICROSOFT WORD

Chuong nay tap trung vao cac k§ ning co ban trong soan thao vin ban, bao gdm cac

no1 dung chinh sau:

e Vin ban va phim mém soan thao vin ban

e M0t s thao tac co ban trong soan thao vin ban
e Cac thao tac dinh dang co ban

e Chén cac ddi twong vao vin ban

« Céc thao tac trén Biéu bang

o Mot sé thao tac nang cao trong Microsoft word

e In van ban

2.1. Vin ban va phan mém soan thao vin ban

Vin ban 13 hinh thirc thé hién va truyén dat thong tin bang ngon ngit hay mot loai ky
hiéu nhét dinh va dugc hinh thanh trong nhiéu linh vic cta doi sdng xa hoi. Tuy theo ting
linh vuc cu thé cua doi séng xa hoi, quan 1y nha nudc ma vin ban ¢ nhitng ndi dung va

hinh thirc thé hién khéac nhau.

Van ban 1a san pham cua hoat dong giao tiép bang ngoén nglr & dang viét va thuong
1a tap hop cua cac cau co6 tinh tron ven vé ndi dung va hoan chinh vé hinh thirc, ¢6 tinh lién

két chat chd va hudng té1 mot muc ti€u giao tiép nhét dinh.

Phan mém soan thao van ban 1a phan mém cho phép tao ra van ban so, & d6 nguoi su
dung c6 thé soan thao, chinh stra ndi dung van ban nham dép ung cac yéu cau vé viéc thé
hién va truyén dat thong tin. Hién tai c6 nhiéu phan mém soan thao van ban khac nhau su

dung trén cac hé di€éu hanh khac nhau, c6 thé ké dén mot s6 phan mém sau:
(i) Phan mém soan thdo van bdan cho mdy tinh cd nhdn

+ Microsoft word: 1a chuong trinh soan thao, xir 1y vin ban phd bién, duoc phat trién
bdi Microsoft va thudgc bd tng dung Microsoft Office. Thong qua cac cong cu dinh
dang, Microsoft Word gitip tao ra céc tai liéu c6 chat lugng chuyén nghiép mot cach hiéu

qua.
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+ Atlantis Nova 1a chuong trinh gon nhe, c6 thé giup soan thao vin ban dé dang,

nhanh chéng. Pay la chuong trinh tién ich trén cong cu may tinh xach tay.
+ EType 1a céng cu hd trg soan thao vin ban tiéng nude ngoai.

+ TED Notepad 13 trinh soan thdo vin ban ning cao ciia Notepad, phan mém c6
nhimng tinh ning co ban ctia mot cong cu soan thao vin ban thong thuong dong thoi tich

hop thém nhiéu tinh ning hién dai tién tién trong bién tap vin ban.

+ Mulltilingual Automated Typist 12 phan mém hd trg soan thao vin ban tiéng nudc
ngoai.

+ OmmWriter for Mac 1a chuong trinh soan thao van ban trén hé diéu hanh Mac,
phan mém cho phép xir 1y vin ban dé dang, dong thoi tranh dugc hién twong nhiéu xuat

hién tir Internet.

+ HippoEDIT la chuong trinh soan thao van ban tién dung cho MS Windows , day
1a chuong trinh danh cho 1ap trinh vién va ngudi ding chuyén mon, hd trg day nhanh toc
d6 gd chit va phan tich ma ngudn théng qua cac tinh ning phic tap dé nang cao hiéu qua
cong vi¢c cua nguoi dung.

+ Njstar Communicator 1 chuong trinh soan thao vin ban tiéng Han, Trung, Nhat.

+ OxygenOffice Professional 1a phién ban nang cao cua bd cong cu OpenOffice.org
tich hgp moi chtic ning, cong cy, nhitng gi can c6 phuc vu cong viéc van phong. N6 bao

gém phﬁn m& rong nhu cac hinh mau, clipart, phong chit, hd trg VBA.

+ TextMate for Mac la chuong trinh cho phép nguoi dung tao ra cac pham vi cho cac
dir 1iéu cua van ban va nhan dién béng cac dau hiéu riéng nhu tiéu dé, mau sic. Déng thot
mo ta chiing qua nhitng thong tin khac nhau dé gitp nguoi dung lua chon cac doan vin ban
mot cach nhanh chéng va chinh xac nhat.

+ OpenOffice 1a phan mém hoat dong trén tit ca cac hé diéu hanh thong dung véi
kha nang doc, ghi cac dinh dang van ban cia MS Office.

+ LibreOffice For Linux 13 tng dung vin phong cho Linux, cung cip day du cac tinh
nang cho cc cong viéc van phong trén hé diéu hanh Linux. Phan mém nay gilp tao ra
nhiéu dinh dang tap tin, cac loai dd thi, bai thuyét trinh, bang tinh va ca moi truong dé luu
trir co so dir liéu.
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+ WriteMonkey 1a cong cu c¢6 day du tinh ning trong viéc ghi chép va xir 1y van ban,
trong d6 co rat nhiéu tinh ning doc dao, né cho phép ngudi dung thao tic véi man hinh ma

khong stir dung chuot.

+ AbiWord Portable 13 phién ban di dong cia AbiWord, ngudi str dung c6 thé luu
trit cai dat tién ich nay trén cac thiét bi luyu trir ngoai nhu USB, 6 cimg di dong, thé nhé

Flash... dé sir dung & bét ki dau.
(ii) Phan mém soan théio vin ban cho dién thogi di dong, mdy tinh bing

+ Jota Text Editor 1 tng dung cung cdp mdt mot trinh soan thao vin ban hitu dung
va day du tinh nang danh cho Android. Phan mém c6 céc tinh nang tién loi nhu hd trg 1én

t6i mot tricu ky tu, ty dong do tim nhiéu ma ky tu, thay ddi ma ky tu...

+ Elements for iOS 1a ung dung cho phép soan thao vin ban voi phan mém hd trg
nhanh chong va hiéu qua. Day 1a cong cu soan thao vin ban danh cho thiét bi iPhone hay

iPad cho phép nguoi st dung xem, chinh stra va chia sé tai liu.

+ WriteRight for iOS 1a mét trinh soan thao vin ban tién loi véi to hop céc tir dong
nghia, trai nghia va tir ngtr cho iPad, iPad Mini va iPhone dé thuc hién viéc tao van ban dé
dang va cé thé déng bo hoa cac dir li€u trén dich vu dién toan dam may.

+ Smart Office 2 For Android 1a chuwong trinh dem dén cho ngudi sir dung nhitng
cong cu hiru ich trong viéc thuc hién xem cting nhu chinh stra van ban bat ki trén thiét bi

Android mot cach nhanh chong va tién loi.

+ Office Mobile for Office 365 1a tmg dung hd tro truy cip, tao va chinh sira cac file
dir liéu Microsoft Word, Microsoft Excel va Microsoft PowerPoint. Chuong trinh tuong

thich véi cac dich vu luu trir ddm may, mo va chinh stra dit liéu dinh kém email...

+ Docs To Go - Free Office Suite for Android 1a by cong cu van phong don gian
nhung giau tinh ning hd trg ngudi dung tao, xem va chinh sira cac vin ban & nhiéu dinh
dang khac nhau mét céch truc tiép trén thiét bi Android.

+ Documents Free for iOS 1a bo tién ich vin phong don gian va tién loi hd tro cho
cac thiét bi iOS bao gém ca iPhone, iPad va iPod Touch, cho phép ngudi dung quan 1y, to

chtre cling nhu chinh stra van ban dé dang.
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+ Microsoft Office Mobile for android 1a tng dung vin phong danh cho céc thiét bi
Android do hing Microsoft phat hanh duoc sir dung mién phi, véi ddy du cac chirc ning

nhu cia phién ban Windows. B cong cu nay gdbm Word, Excel va PowerPoint.

+ OfficeSuite Pro 7 for Android 1a tng dung vin phong dem dén cho ngudi str dung
cac cong cu thong minh va manh mé dé c6 thé thuc hién thao tac véi van ban mot cach

nhanh chdéng va chinh xac.

Trong pham vi tai liéu nay, nhom tac gia tap trung vao viéc gidi thiéu cac chirc nang

ctia phan mém soan thao Microsoft word.

2.2. Mgt s6 thao tac soan thio co ban
2.2.1. Quy woc soan thdo van ban
a) Mét sé khai niém

Khi 1am viéc v6i van ban, ta thudng xuyén phai tiép xuc voi cac ky tu (Character).
Cac ky tu phan 16n duge g6 vao tryuc tiép tir ban phim. Nhiéu ky tu khac ky tu trang (Space)
ghép lai véi nhau thanh mot tir (Word). Tap hop cac tir két thuc bang dau ngit cau, vi du
dau cham (.) goi 1 cau (Sentence). Nhiéu ciu c6 lién quan v&i nhau hoan chinh vé ngir

nghia nao do tao thanh mdt doan van ban (Paragraph).

Trong cac phan mém soan thao, doan van ban dugc két thuc bang cach nhan phim

Enter. Nhu vay phim Enter dugc dung khi can tao ra mot doan vin ban méi.

Poan la thanh phﬁn quan trong cua van ban. Nhiéu dinh dang s€ dugc st dung cho
doan nhu can 18, kiéu dang,... Néu trong mot doan vin ban, khi can ngit xuéng dong ta
dung to hop Shift+Enter. Poan van ban hién thi trén man hinh s& dugc chia thanh nhiéu
dong tiry thudc vao kich thude trang gidy in, kich thudc chit... Trong d6, dong 13 mot tap
hop céac ky tu nam trén ciing mot dudng co sé (Baseline) tir bén trai sang bén phai man

hinh soan thao.

b) Nguyén tac tw xuéng dong cua tir

Trong qué trinh soan thao van ban, khi go dén cubi dong, phén mém sé& thuc hién tu
dong xudng dong. Nguyén tic cia viéc tu dong xudng dong 13 khong dugc lam ngat doi
mot tir. Do vay néu khong du chd dé hién thi ca tir trén hang, may tinh s& ngit ca tir d6
xudng hang tiép theo. Vi tri ctia tir bi ngit dong phu thudc vao nhiéu yéu t6 khac nhau nhur
d6 rong trang gidy in, d6 rong ctra s6 man hinh, kich thudc chir. Do dé, néu khong co 1y

23



do dé ngit dong, ta ctr tiép tuc gd du con tro dd ndm cudi dong. Viéc ngat dong tai dau s&

do may tinh Iya chon.

Céch ngit dong ty dong cta phin mém hoan toan khac véi viée st dung cac phim tao
ra cac ngit dong nhu cac phim Enter, Shift+Enter hodc Ctrl+Enter. Néu ta str dung céc

phim nay, may tinh s& luon ngat dong tai vi tri do.

Nguyén tac ty xuong dong cua tir la mot trong nhirng nguyén tac quan trong cua soan
thdo van ban trén may tinh. Pay la dédc trung chi c6 doi véi cong viée soan thao trén may
tinh va khong c6 doi vai viéc gd may chir hay viét tay. Chinh vi diéu nay ma da nay sinh

mot s6 qui tac mai doi véi cong vige soan thdo trén may tinh.

¢) Mét sé quy tic gé véin ban co ban

- Khi g6 van ban khong dung phim Enter dé diéu khién xuéng dong. Trong qua trinh
soan thao van ban trén may tinh, ta nén dé cho phén mém tu dong thyc hién viéc xuéng
dong, phim Enter chi dung dé két thic mot doan vin ban hoan chinh. Piéu nay hoan toan
nguoc lai so voi théi quen cia may chir, véi may chir ta luén phai chi dong trong viéc
xudng dong ciia vin ban.

- Giita cac tir chi dung mot dau cach dé phan cach. Khong nén sir dung déu céch dau
dong cho viée cin chinh 18.

- Céc du ngit cau nhu cham (.); phay (,); hai cham (:); chdm phay (;); chim than (!);
hoi chdm (?) phai dugc gd sat vao tir dimg trude nd, tiép theo 13 mot dau cach sau d6 13 cac
ndi dung tiép theo ctia vin ban.

- Cac dau mé ngodc don va mé kép déu phai dugc hiéu 1a ky tu dau tir, do d6 ky tu
tiép theo phai viét sat vao bén phai cua cac ddu nay. Tuong tu, cac diu dong ngoic don,
kép 1a ky tu cudi tir va duoc viét sat vao bén phai ctia ky tu cudi ciing cua tir bén tréi.
2.2.2. Nhdp vdn bdan

Vi tri con tré nhap van ban: Thanh thang ding nhap nhay trén man hinh thé hién noi
Word sé& chén cac ky tu hodc ddn mdt ndi dung.

Nhép van ban: Word ty dong chén van ban vao bén phai cia vi tri con tro nhap van

ban, di chuyén phan van ban hién c6 sang phai.
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X6a van ban: Nhan phim delete dé xo6a cac ky ty bén phai. Nhan phim backspace dé
x0a cac ky tu bén trai.

Ghi d¢: Nhan phim Insert dé bat ché d6 ghi d¢, khi tinh nang ghi dé trén Word duoc
kich hoat, chuong trinh s€ cho phép nhap vao ki ty moi va ky tu maéi s€ ghi de 1én ki tu
khac nam bén phai con tro word. Nhan phim Insert mot 1an nita dé tit ché do ghi de.

Word Wrap: Khi du sb lugng tir trén mot dong, tir ké tiép tu dong nhay xudng hang
ké tiép. Khi khong mudn Word Wrap, nhan phim Enter dé két thiic doan.

Dong trong: Dé chén mot dong trong, nhan phim Enter & dau hoic cubi doan.

2.2.3. Mgt sé thao tac véi khéi véin ban

Khdi vin ban 13 mot phﬁn cua van ban. Khi lam viéc véi van ban ta thuong chon khdi
van ban réi mai thue hién cac thao tac nhu: sao chép, x6a hay dinh dang...

Sau ddy 1a mot s6 thao tic co ban véi khéi van ban.

a) Chon khoi van ban

2_Bai_giang_man_Tin_dai_cong_updating.docx - Word (Product Activation Failed)

Layout References Mailings Review View 2 Tell me what you want to do... £ share

£ Find -

Dfx‘ TimesMewRo =13 ~| A A Aa~  #
£ sgcReplace

“er =22 2 T ) 4aBb AaBbCe |- AEBbC, AaBbi

Pavste e B I U-amx x 8 - ar,_Av === Igv v I TABC T Anh T Ghach TGhiChu... |+ [% Select~

Clipboard = Font LF) Paragraph [F} Styles [F} Editing -~
L 12 -1‘\-a-|-?-|‘2-|-3-|‘4- S50 B T B oG oAb odL g 1200 1300 o140 15 16 W dT e e dE e

Trong pham vi tai lidu nay, nhom tac gia tdp trung vao vide gid1 thidu cac chite nang

cua phﬁ.ﬂ mém soan thao Microsoft word.

71615

2.2. M6t s6 thao tac soan thio co bin
2.2.1. Quy wdc sogn thde vin bdn

a) Mt s6 khdi niém

TR R

Khi 1am viée véi van ban, ta thudng xuyén phai tiép xtic v&i cde k te (Character).
Cée ko trr phin 1én droc gb véo trire tiép tir ban phim. Nhifu k tw khdc ky tu trang (Space)
ghép lai v6i nhau thanh mét tir (Word). Tép hop cée tir két thic bang din ngit cdu, vi du
ddu chém () goi la cdu (Sentence). Nhiéu céu c6 lién quan v&i nhau hoan chinh vé ngit
nghia nao do tao thanh mdt doan van ban (Paragraph).
Trong cac phin mém soan thio, doan vin ban dwoc két thic bang cich nhin phim
Enter. Nhur vay phim Enter dwgc dung khi cén tao ra mét doan vin ban méi. e

Poan la thanh phé’m quan trong cia van ban. Nhiéu dinh dang s& dwoc sir dung cho

1B 1 150 g4 130 1 120 0 1L 1 10

doan nhur ciin 18, kidu déng, .. Néu trong mét doan vin ban, khi cin ngét xuéng dong ta

dung th hop Shift+Enter. Poan van ban hién thi trén méan hinh s& dwoe chia thinh nhidu

| 1B g 17

dong tiy thude vao kich thude trang gidy in, kich thirde chi... Trong d6, dong l& mét tap

Page210f60 118 of 13086 words Egl B - 1 +  100%
Hinh 2.1: Chon khoi van ban
Chon khoi van ban 1a d¢ Word xéac dinh dugc vi tri phan van ban can thuc hién cac

thao tac xo04, cat,.. phan van ban dugc chon do6 van sé gilr nguyén cho dén khi x6a hodc bo
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chon. Néu danh dau sai khoi hodc muon chon lai thi nhap chuét vao bat cir vi tri nao trong

van ban hodc bam mat trong cac phim miii tén dé bo chon va bat dau chon lai.
Chon khoi van ban lién nhau

- Bé chon khoi van ban bang cach dung chuét, vi tri con tré chudt & dau van ban dé

lua chon va sau d6 kéo dé 1am noi bat phﬁn van ban duoc chon.
- C6 thé tang hodc giam lira chon khi giit nut chuot.

- Bé chon khéi vin ban bang cach str dung ban phim, tai vi tri diém chén, nhan phim
Shift va nhan phim mii tén di chuyén dé 1am ndi bat phan vin ban dugc chon. Sau

day 1a mot s6 thao tac chon khdi.

v' Pé chon tir, nhap dap chudt vao tir can chon.

v' Pé chon cau nhan phim Ctrl va nhap chudt trén cau do.

v' Pé chon doan, nhap chudt ba lan lién tiép trén doan do.

v" Pé chon toan bd van ban, lam mét trong cac cach sau:
+ Tai thé Home, trong nhom Editing, chon Select, chon Select All
+ Nhén t6 hop phim Ctrl + A

Chon khoi vin ban khong lién nhau: Chon phan dau tién cua vin ban va sau d6
nhan phim Ctrl dé chon phan vin ban tiép theo.

_2_Bai_giang_mon_Tin_dai_ceng_updating.dacx - Weord (Product Activation Failed)

View Q Tell me what you want to do...

L A Find ~
™ TimesNewRo -[13  -| A" A7 Aa- & == T | @ 4aBb aaBbcel - AsBbC AaBbt

- - 2B Replace
Va_stE w B I U -amex, x A-W-p- === = | By - s TABC T Anh T Ghach TGhiChun [=| L sijecr-
“lipboard 1 Font [ Paragraph = styles = Editing -~
PR e 24 34 oA 50 B T @1 94 o101 Llo 1 c12- 4 13- 4 141 15 1 - 18- ACATORSEE ~
] - Néu dénh diu sai khéi hoac muén chon lai thi nhdp chudt vao bét o vi tri néo trong
B van ban hoac bidm mét trong cdc phim mii tén dé bé chon va bat ddu chon lai.
~ Chon khéi van bin lién nhau
b - Dé chon khéi van ban bang cich ding chuét, vi tri con tré chudt & ddu van ban dé
<+ lwra chon va sau @6 kéo @& 1am ndi bat phin vin ban dwoc chon.
o - Cb6 thé tang hoac giam lua chon khi gitr niit chudt.
- - D& chon khéi vin ban bing cich st dung ban phim, tai vi tri diém chén, nhin phim
] Shift va nhén phim mui tén di chuyén dé lam ndi bit phin van ban dwoc chon. Sau
Z day 1a mot s6 thao tac chon khdi.
Z +" Dé chon tir, nhip dtp chubdt vao tir cdn chon.
B v Dé chon cdu nhin phim Ctrl va nhip chudt trén ciu dé. e
f v Dé chon doan, nhip chubt ba 14n 1ién tiép trén doan do.
- " Bé chon toan bd van ban, 1am mét trong cac cach sau:
Z + Tai thé Home, trong nhém Editing, chon Select, chon Select All
- + Nhén té hop phim Ctrl + A
Page 24 of 60 74 of 13073 words B B - 1] +  100%

Hinh 2.2: Chon khéi van ban khéng lién nhau
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d) Thay déi ché dé xem vin ban

Home Insert Page Layout References Mailings Review MathType
1 ruler [ 9] - [dlon™e = % j % 3
=5

Gridlines % 7 00l @Two Pages T |
Print |Full Screen Web  Outline  Draft o Zoom 100% X Mew  Arrange Split Switch Macros
Mavigation Pane =] Page Width | window  All Windows * -

out | Reading Layout
ocument View:

Show Zoom Window Macros

Hinh 2.3: Thay doi ché dé xem van ban

Print Layout: Hién thi noi dung tap tin nhu khi in, day 1a ché do thudng xuyén duoc
st dung nhiéu nhat trong viéc nhap vin ban.

Full Screen Reading: Diéu chinh n6i dung vin ban véi kich thude ctia man hinh chi
hién thi vin ban, twrong ty nhu dang doc mot cudn sach.

Web Layout: La ché do cho phép hién thi van ban twong tu nhu trong mdi trudng
Web.

Outline: La ché do hién thi gilp xac dinh cdc muyc tiéu dé phu duoc hién thi hay
khong, cac khoang cach gitta cac muc trong tai liéu. Dé thoat khoi ché do nay kich
chon Close Outline View.

Draft: Hién thi & ché do vin ban phéc thao.

e) Piéu chinh phong to, thu nhé man hinh sogn thao

Diéu chinh man hinh hién thi vin ban bang cach st dung chirc ning Zoom, thé View,
Zoom level, hodc Zoom slider trén thanh trang thai. C6 thé thiét lap ty 1 phan trim phong
to tir 10% dén 500%, hodc toan bo chiéu rong cua trang va chi diéu khién duoc man hinh

hién thi.

Hinh 2.4: Piéu chinh phong to, thu nhé man hinh sogn thao
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f) Chinh swa van ban
Dé thay doi van ban hién hanh, sir dung mét trong cac cach sau:
- Chon vin ban va kiéu van ban méi dé thay thé van ban cil.
- Pé x6a mot hodc nhiéu ky tu, st dung phim delete hodc backspace.
- Pé x6a sb lugng 16n van ban, chon van ban va nhan phim delete.
- Néu ché do ghi dé (Overtype) dang hoat dong, c6 thé gd trén vin ban hién hanh.
g) Sw dung lénh undo, redo, va repeat
9-lo )=
Clear

Italic
Bold

Cancel

Hinh 2.5: Sur dung Iénh undo, redo, va repeat

Khi can hoan tac mot thao tac, kich hoat 1énh Undo bﬁng mot trong cac cach sau:

- Tai thanh c6ng cu Quick Access, nhap |/ (Undo)
- Nhén t6 hop phim Ctrl+ Z

Néu mubn gitr lai thao tac da Undo, c6 thé dung 1énh Redo hodc Repeat béng mot

trong nhirng cach sau:

- Tai thanh cong cu Quick Access, nhap ¥ (Redo/Repeat).
- Nhén t6 hop phim Ctrl + Y.
h) Six dung Iénh cut, copy, paste.
- Cut: Cét hoic di chuyén mot doi tugng da chon nao dé vao by nh¢ Clipboard.
- Copy: Chép mot dbi tuong di chon nao d6 vao bd nhé Clipboard.
- Paste: Dan doan van ban co trong Clipboard vao vi tri con tré van ban.

B§ nh¢ Clipboard Iuu tam thoi cac doi tuong duoc cat hodc sao chép, co thé dan cac

doi tuong do vao bat cur vi tri nao trong van ban
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1) Su dung Office Clipboard

C6 thé luu trit va 1ay cac ddi tugng.

Hién thi ndi dung trong Clipboard vé6i biéu tugng dai dién cho chwong trinh gbc cuia
tirng d6i tuong .

Pé hién thi cia s6 thao tic Clipboard, tai th¢ Home, nhém Clipboard,
nhap Dialog box launcher:

- Paste All: Déan tit ca cac d6i tugng cing mot lac theo tht tuy xudt hién trong
Clipboard

- Clear All: X6a tat ca ddi tugng tir Clipboard
- Options: Cho phép chon lua cac thao tac trongClipboard

Dé dan mot d6i tugng vao mot vi tri trong van ban, nhap chudt vao déi tuong dé trong

Clipboard

5 of 24 - Clipboard v X

|.,_',ﬂ| Paste All | |& Clear Al |

Click an item to paste:

i

] Tolano Environmental
Consulting works with
businesses to understar...

i"] Microsoft Office Word
2007 - Certification Guide

] Jan Feb Mar West 35000
40000 42000 East 23000
32000 40000

h_!l] Mewsletter — Volume 9

Hinh 2.6: Su dung Office Clipboard

2.3. Cac thao tac dinh dang co ban
2.3.1. Pinh dang ky tu

- Font: Hién thi cac kiéu ky tu cho van ban trén man hinh va ban in.

- Font Size: Kich thudc font chir.
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- Pé dinh dang cho cac ky tu trong van ban, thuc hién mot trong cac cach sau:
v Tai thé Home, nhém Font, nhip vao cac nit dinh dang phu hop
v Str dung céc tuy chon dinh dang trong hop thoai Font
v' Bam chuét phai vao vin ban, sau d6 nhap chon muc Font
v" Nhap vao céc tiy chon trén thanh cong cu Mini.

- Dé loai bo tit ca cic dinh dang vin ban di chon, tai thé Home, nhém Font, nhap

Clear Formatting.

2.3.2. binh dang doan vdn ban

Bat ctra sO Paragraph dé dinh dang doan vin ban, chon tab Indents and Spacing

Indents and 5pacing  Line and Page Breaks

General
Alignment: Left e
Dutline level: | Body Text e Collapsed by default
Indentation
Left: Dcm =5 Special: By:
Right: Dcm 5 First line | [1em (5
[] Mirror indents
Spacing
Eefore: & pt = Line spacing: Al
After: Ept 3 1.5 lines v =

|:| Don't add space between paragraphs of the same style

Preview

B ok s Paragraph &6 dinh dang degn win Bdn, chen b indn® and Spating

Tabs... Set As Default Cancel

Hinh 2.7: Binh dang doan van ban

Tai group General:
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e Alignment: Can I&.
o Left: Can 1¢ trai
o Justified: Cin 1& 2 bén
o Centered: Can 18 giira
o Right: Can 1& phai.
e Outline level:
Tai group Indentation: Lui vao / ra doan vin ban so véi 18
o Left: L& trai
e Right: Lé phai:
o S0 (-) Iui ra ngoai 1&
o S6 (+) Iui vao trong 1&
e Special:

o First line: Dé 1& cho dong dau cta doan van ban, mac dinh dé By =
1,27 cm

o Hanging: Dong khong phai 14 dong dau tién ciia doan vin ban, thuong

dé mic dinh By=20
Tai group Spacing: Khoang cach tréng gitta cdc doan vin ban.

e Before: Khoang cach tur diém trén cung cua doan véi doan trén.
e After: Khoang cach tur diém duéi cung cua doan dén doan dudi.
e Line spacing: D¢ gian dong trong doan.

o Single: Gian dong don (Ctrl + 1)

o 1,5 lines: Gian dong 1,5 (Ctrl + 5)

o Double: Gian dong doi (Ctrl + 2)

o At least: D¢ gidn nho nhit.

o Exactly: Po gidn dé theo s6 chinh xac
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o Multiple: B¢ gian tuy chinh
e Vi do gidn dong 1a At least, Exactly va Multiple c6 phan At~ | dé dién d6
gidn dong.
2.3.3. Dinh dagng van bdn qua Style
Cira sb style:

v' Show Preview: Bat mot ban xem truéc cua kiéu trinh bay nay véi cac thudc tinh

cua n6 hoic tat di.
v Disable Linked Styles: V6 hiéu hoa nhiing kiéu trinh bay duogc thiét lap trong

truong Based on.

v" New Style: Tao mét kiéu trinh bay mai bang cach sir dung Create New Style from

Formatting dialog box.
v Style Inspector: Hién thi mot hop thoai dé xem lai céc thudc tinh cho kiéu trinh
bay.
v' Manage Styles: Thiét 1ap cac tiy chon mic dinh cho cira s6 Styles, hoic chinh stra
c4c kiéu trinh bay trong hop thoai.
v' Options: Chon cac tlly chon cho cira s6 Styles s& xuat hién khi hoat dong.
Chéi dinh dang:
- Ap dung cac tuy chon dinh dang tuong tu tr mot doan van ban khac trong tai li¢u.
- Khi tinh nang dugc kich hoat, con tré chuot thay do6i sang biéu tuong dinh dang.
-Pé ap dung dinh dang tir doan van ban nay sang doan van ban khac, tai thé¢ Home,

# Format Painter

nhém Clipboard, nhip sau d6 nhap chudt vao doan vin ban can

ap dung.
- Pé 4p dung dinh dang cho nhiéu doan vin ban, tai thé Home, nhém Clipboard,

# Format Fainter

nhap dup vao sau d6 nhap vao tung doan van ban muon ap dung.

2.3.4. Tgo khung va nén
- Chon phén vin ban can tao khung va mau nén.
- Trén thanh Ribbon / chon thé Layout / chon Page Setup
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Margins FPaper Layout
Section
Section start: Mew page -
Suppress endnotes
Headers and footers
|:| Different odd and even
|:| Different first page

Header: 1.27 cm
From edge:

LICANEN

Footer: 1.27 cm

Page
|
Vertical alignment: Top -
Preview |
— |
Apply to: Whole document S Line Mumbers... EBorders...

Set As Default Cancel

Hinh 2.8: Céng cu teo khung va mau nén
->Hop thoai Page Setup xuat hién, chon Borders, hop thoai Borders and Shading xuét

hién

Borders  Page Border  Shading

Setting: Style: Preview

-~ Click on diagram below or
Mone use buttons to apply borders

D Box

I:l Shadow .
W r
golor i i
: | 3-D
- Automatic e
Width: b
é Custom v pt o
mm Apply to:
Art This section i
[none) v

Options...

Hinh 2.9: Hgp thogi Borders and Shading
b) Tao khung cho dogn van ban

- Setting: Pat mau duong keé.
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- Style: Mau duong ké.

- Color: Mau duong ké.

- Preview: Quan sat tung duong ké.

- Apply to: Ap dung cho doan vin ban.
c¢) Nhéan page border: Tao khung cho ca trang

d) Nhén Shading: Chon mdu nén

2.3.5. Pdnh dau diu doan va danh sé thi tw tw dong

Home Design Layout References Mailings Review i @ Tell me what you want to do...
~ = . - i . [F -
L ) A[E] SmartArt =) [ Header =] D 0O
BB D g [y o Store W o) = =
== = 1 I Chart o ) . [ Footer ~ 4 - iy
ges  Table Pictures Online Shapes .’MyAdd-ins . Wikipedia Online  Links  Comment Text Symbals
- < Pictures - @ Screenshot - e = - L+ Page Number - Fam= |- -
Tables Mustrations Add-ins Media Comments @ Top of Page 3
P2l K L 2 3 A 5 BT ‘s"'g"'m"'“"'u@EcttcmcfPagr: NI o
d) Nhin Shading: Chon mdu nén B Page Margins y
[/ Current Position 3

2.3.5. Pdnh ddu ddu dogn va ddnh sé thit ty tiw djng
(l’ry Format Page Numbers...

E;( Remove Page Mumbers
Hinh 2.10: Bdnh ddu ddu doan va danh s6 thit t tw déng

Chén s trang tir déng trong vin ban

Hinh 2.10: Pdnh dau dau doan va danh s6 thir tu tu dong

Chén s6 trang tyr dong trong vin ban

Trén thanh Ribbon/ chon thé Insert-> chon Page number

Chon vi tri dit s6 trang: Dinh dang kiéu s6 trang trong muc Format Page Number—

ctra s6 Page Number Format xuat hién

Mumber format: |1, 2, 3, ... b
|:| Include chapter number
Chapter starts with style: | Heading 1

Use separatorn - [hyphen)

Examples: 1-1, 1-A

Page numbering
@ Continue from previous section
() Start at: =

Hinh 2.11: Cia s6 Page Number Format
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Number format: dinh dang kiéu s trang

Start at: s6 cua trang dau tién.

2.3.6. Chia cgt vian ban

Khi chia ¢dt can thuc hién cac buoc sau

Budce 1: Boi den van ban muon chia cot d€ Word hiéu can chia doan nao. Néu khong

chon word s€ tur dong chia ¢t cho toan bd van ban.

Budce 2: Chon tab Layout chon Columns, sau d6 chon Two néu mudn chia vin ban

thanh 2 cot, chon Three dé chia 3 cot...

S N N N VN N N N RN

Khi lam viéc vé1 ndi dung van ban dugc chia cot can luu ¥ nhu sau:

C0 thé thiét lap cac kiéu trinh bay dang cot béo.

Vin ban & cudi cot nay sé chay tiép sang dau cot sau.

C6 thé ap dung dang cot véi chit trude hodc sau khi danh may.

Viéc gd va bién tap trugc roi ap dung kiéu trinh bay nhiéu cot dé dang hon.

Dé thiét lap tly chon thém cho cot, nhan More Columns.

Presets: Cung cap cac lya chon trinh bay cot khac nhau.

Number of columns: C6 chira cac nut diéu chinh ting giam dé dit sb lugng cot.
Width and spacing: Thay d6i do rong va khoang cach giira cac cot.

Apply to: Xéac dinh doan van ban muén trinh bay dang cot.

Line between: Chén mot duong thang chay doc phan tach céc cot trong van ban.

Start new column: Hoat dong twong ty nhu chén dau ngat doan d6i véi vin ban

khéng trinh bay ¢ dang cot.

Néu doan vin ban tir cot nay kéo dai sang cot kia gay kho doc, ta chén mot dau ngat

cot budc mot sb chix nhat dinh phai nhay sang cot khac
Pé chén dau ngat cot, ding mot trong cac cach sau day:

« Trén tab Layout, trong nhdm Iénh Page Setup, nhap vao Breaks roi sau do

Column

«  Nhén té hop phim (Cir)+(Shift)4 (Enter )
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v' Néu cot chay qua nhiéu hon mot trang, c6 thé diéu khién ngit vin ban giira cac

trang, dung mét trong cac cach sau day:

« Trén tab Page Layout, vao nhém lénh Page Setup, nhip vao Breaks va sau

do Page
« Trén tab Insert, vao nhém Pages, nhap vao Page Break
« Nhin t6 hop phim +(Enter)

v Dé c6 duoc nhiéu kiéu trinh bay cot khac nhau trong cling mét trang, chén dau ngat
doan dang Continuous giira cac kiéu trinh bay.
2.4. Chén cac ddi twong vao vin ban

2.4.1. Pdnh sé trang cho vin ban

Design  Llayout  References  Mailings  Review  View Q Tell me what you want to do...

i S i — . ; - [
B D F[;] DEF D\O IDI SmartArt l stoe W % T [ Header E ) E Q
gxt

] ' Chart o . o [ Footer~
985 Table  Pictures Online Shapes & Wy Addins - Wikipedia Links ' Comment

Pictures - 4 Screenshot~

Tables Illustrations Add-ins Media Comments
I'Z'I'l'l'E'I'l'l'2'\'3'I'4'I'5‘I'G'\'?'I‘E'I'S‘I'IC"I'U'I‘IZ

v Dé cb duoe nhidu kidu trinh bay cot khdc nhav trong et

| TopofPage
[ Bottom of Page
[ Page Margins 3

ngit doan dang Continuous giita cac kiéu trinh bay. [A Current Position

e . ak. . N Format Page Numbers...
2.4. Chén cac doi twong vao van ban

241 Pinh <A trano cho vin hin

Hinh 2.12: Pdnh s6 trang cho vin ban
Pé cheén s trang vao van ban, trén tab Insert, vao nhoém 1énh Header & Footer,

nhap vao Page Number
Top of Page: Hién thi cac vi tri dat sd trang & dau trang.
Bottom of Page: Hién thi cac vi tri dit s6 trang & cudi trang.
Page Margins: Hién thi cac vi tri dit s trang & 18.

Current Position: Hién thi cac lua chon danh sé dé ap dung véi vi tri danh s trang

hién tai.
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Format Page Numbers: Hién thj cac kiéu s¢ trang khac nhau, lia chon sé bt dau
diing dé danh sé néu khong chon thi bér dau tir 1.
2.4.2. Chén ky tur ddc bigt
Dé chén cac ki tir dic biét, sir dung cach sau: Tai thé Insert, nhém Symbols, nhip

Symbol, sau d6 nhidp More Symbols. Hop thoai Symbol xuat hién, dén day ta chon céc
ky tu dé chen.

@ Design Layout References Mailings Review View Q@ Tell me what you want to do... (Q'_ Share
Ty I & [ Header~ n I;l'@"
B D |_—| ) “[E SmartArt &l store W a eader
2 Table P - 0 |& Sh<> 1yl Wikipedi line | Links | ¢ Q) Footer- Te 1-5
ages  Table ictures Online Shapes e - Wikipedia = Online Inks  Camment ext
- - Pictures ~ @+ ocreenshot~ 49 My Add-ins Video - [] Page Number ~ Bax ~ -
Tables lllustrations Add-ins Media Comments Header & Footer Text -
L |-2-|-1-|-§-|‘1-|-2-|-J-|-4-|-5‘|-6‘|-7- [E- TN RIS PIRE t RIS - PRI PN L PSRN IRE CRINS * RSt 7-[
4.2, CHER KY TF adc Dier
i 4. P . ca, s . - . 5 Equation
Dé chén céce ki tir dac bidt, st dung cach sau: Tai thé Insert, nhém Symbols, nhiap .
Symbol, sau d6 nhip More Symbols. ¥ R € £ %
30 © ® ™ + 2

[
i
|
x
3

poon ponm

: ) MoreSymbols..

Symbols Special Characters

Font: | [normal text) | Subset: | Glagolitic e
Z|z|A|M] viWlw|v |F|E

ilvis|z rl || a|T|F
7= A RV VAN - b

— = ¥

o=
=|=|F[41 "] " Llale20C|)]| ]S

BRecently used symbols:
VIEI€E| £ | ¥|O® M4+ £/ <=+ x|o|n|a

Unicode name:

S
v
f
7]
g
>

&
i
&
m|
Fd

{ii

W

<

Character code: | 2C6F from: | Unicode [hex)

AutoCorrect... Shortcut Key... Shortcut key: 2C6F, Alt=X
Hinh 2.13: Chen ky tu dac biét

2.4.3. Cheén cbng thsc todn hoc

Trén thanh Ribbon chon thé Insert chon Symbols\Equation
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31
Built-ln

Area of Circle

A =mr?

Binomial Theorem

"
P A 2D B pAon thiee fode boe fo e NTMY L

Hinh 2.14: Chén cong thirc todan hoc

Hoac chon thé Insert chon Symbols\Object, sau d6 chon MathType 6.0 Equation

File Home Page Layout References Mailings Review  View MathType
BN EE HEPd @ 3 B DE R T 4 AS 2owe TT Q

Cover Blank Page Table | Picture Clip Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-reference | Header Footer  Page Text Quick WordArt Drop Equation Symbol
Page~ Page Break - Art - - - - Number~  Box~ Parts~ - Cap~ Object ¥ - -
Pages Tables Illustrations Links Header & Footer Text Symbols
=
Hinh 2.13: Chén ky nie dac biér
2.4.3. Chén céng thifc todn hoc
Trén thanh Ribbon chon thé Insert chon Symbols'Equation
>

Create New  Create from File

object type:

Bitmap Image ~
Foxit Reader FDF Document

ider PDF Document

Microsoft Excel Binary Worksheet ~ | [[]Display as icon
Result

Inserts a new MathType 6.0 Equation object
E@ into your document.

m\a
e

Hinh 2.15: Chén cong thirc toan hoc MathType 6.0 Equation

Sau khi nhan ntit ok, man hinh soan thao cong thure hién ra, tir day ta co thé soan thao

cong thtrc trén do.

E VathType - Equation in Tin_dai_cuong_updating_C1C2C3C4.docx - O

File Edit View Format S5tyle Size Preferences Help

14

2| jab | ¥EE| £e@ | 2=l cv3 | gnc| doed | AwB | AOE

{ = | Q| e i
Vx

3

Hinh 2.16: Trinh soan thdo cong thirc toan hoc MathType 6.0 Equation
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2.4.4. Chen hinh @nh vao vin ban
C6 thé chén hinh anh vao véan ban tir nhiéu nguén, dé chén mot hinh anh, dit tré chudt
vao vin ban noi mudn dit hinh anh, trén tab Insert, trong nhém lllustrations, nhap vao

Picture.

Chén Smart Art: Dé chén Smart Art, dit tro chudt vao vi tri mudn chén, trén tab

Insert, trong nhom Illustrations, nhap vao Smart Art

2.4.5. Tao ch@# nghé thuat
Trén thanh Ribbon chon thé¢ Insert va chon Insert wordart, sau do go ndi dung chir

nghé thuat vao hop chir.

2.4.6. Chén tiéu dé trang
Nhin dau trang (header) va chan trang (footer) 1 van ban hoac hinh anh d6 hoa xuat
hién ¢ dau hoac cudi cua tat ca cac trang. Cac nhan nay co thé bao gom tén vin ban, s6
trang, tén tac gia, hoic 16 gd cua cdng ty,... Header va footer cua cac trang cd thé nhu nhau,
hodc khac nhau giira trang chan va trang ¢, hoac c6 thé doi gitra cac phan hodc chuong

cua mot van ban Ién.

Header in trén I& trén con footer in trén I& dudi cua van ban; ta c6 thé diéu chinh

khoang cach tir mép trang téi mép chi.

Viéc tao header va footer ta ding nhan Insert va nhém lénh Header & Footer, c6 thé
chén header hoac footer ngay tir dau hoic vé sau déu duoc. Khi dat, Word sé& hién thi nhan

Header & Footer Tools Design dé cho phép nguoi dung diéu chinh.

Header va footer thuong c6 khéng qué hai hay ba dong ky tu. Khong nén dua qua

nhiéu théng tin vao header va footer.

Pé bién tap header hoic footer sin c6, nhap dap va khu vuc c6 header va footer va

chinh stra theo y muén.

Néu mudn dung header hoic footer khac cho trang dau tién cua vian ban, hoic dé an
di header va footer trén trang dau tién, & dai Header & Footer Tools, nhan Design, vao
nhom 1énh Options, nhip vao Different First Page dé bat tinh ning nay. Co thé dung lua
chon nay dé tranh hién thi s trang o trang bia, vi du trang c6 tiéu dé hoic trang bia cua

bao cao.
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2.4.7. Vé hinh

Dé vé& cac ddi tugng, tai tab Insert, trong nhdm Illustrations, nhap Shapes. Khi tao

nhiéu hinh, ta can tao ra khung vé dé giit tit ca cac doi tuong.
v' Dé tao khung V&, tai tab Insert, trong nhém Illustrations, nhip Shapes, nhan New
Drawing Canvas.
v' Chon d6i twong dé hién thi ribbon Drawing Tools.
2.5. Cac thao tac trén bang
2.5.1. Tao bang

Trong MS Word c6 chirc nang v€ bang va chén bang.

Pé vé bang (Draw Table) véi kich thudc bat ky, tao dong, cot va 6 c6 chiéu cao va
chiéu rong tuy y. Dé kich hoat tinh nang Draw Table, trén tab Insert, trong nhém Tables,
nhap vao Table va roi nhap vao Draw Table.

Nhép vao khoang mudn dit goc cao bén trai ciia bang va sau dé kéo t6i vi tri mubn
dat goc thap bén phai ciia bang, sau day 1a mot s6 thao tac.

- Pé v& duong ké ngang, nhap vao vi tri bat dau bén trai cia duong ké va kéo t6i vi
tri mudn két thic.

-Pé vé duong ké doc, nhép vao vi tri mudn dat dinh duong ké va kéo xuéng dudi vi
tri dat chan duong ké.

- Pé v& dudng ké chéo, nhap chudt vao mot goc ciia 6 va kéo ndi sang goc ddi dién
cua 0.

- DUng ¢6ng cu Eraser dé xéa dwong ké trong bang.

- Pé tdt cong cu Draw Table hodc Eraser, nhdp chudt vao it do.

7

Hinh 2.17: Vé bdng
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Pé chén bang cd chiéu cao dong, do rong cot co san, trén tab Insert, trong nhom

Tables, nhip Table, sau d6 kéo qua, xudng, hoic theo dudng chéo trén ludi dé xac dinh

sb cot va cac hang.

Layout References Mailings Review View Q Tell me what you want to do...
» — AR = L3 . f - [# -
B - &l a Q>| [ SmartArt &l store ‘ocr e [ Header B~ [# 0
== = 11 Chart o ) i [2] Footer - 4- B
Pages Pictures Online Shapes ,M Add-ins - Wikipedia = Online Links  Comment Text Symbols
- Pictures = g4 creenshot L Video - B Page Number~  pgoy - -M- -
Insert Table Add-ins Media Comments | Header & Footer Text

L DDDDDDDDDD?-[l-Z-l-3-|-4-|-5-|-6-|-?-|-3-|r-9-|-10-|-11-|-12-|-13-|-14-|-15-|-lé-é-l?w-ls-l
° CICICILICICIC I tét comg cu Draw Table hodc Eraser, nhdp chugt véo niit do.

S [
S [ | I [
S O |
I I I | ,
I I I [

N I

— S ——

T Draw Table Hinh 2.15: V€ bang

-

B Excel Spreadsheet Dé chén bang cb chiéu cao dong, do rong cot ¢o san, trén tab Insert, trong nhom

B Quick Tables v les, nhfip Table, sau do kéo qua, xuéng, hoac theo duong chéo trén ludt dé xac dinh

CRNIRCES P SCRR NI & SCR RIS L Y B )

Hinh 2.18: Chen bang
2.5.2. Nhdp va dinh dang da li¢u trong bang
a) Dat cac dinh dang cho bang
Viéc dit dinh dang cho céc ky tu trong bang giébng nhu voi van ban théng thuong.
Viéc dinh dang hodc diéu chinh cac muc dé dang hon sau khi bang di chira cac ky tu, dic
biét néu nhu dé 1a cac doan vin ban 16n. Khi d3 c6 ndi dung van ban trong 0, ta s€ dé dang

xac dinh dugc d6 rong phu hop cho cac cot, cac dong.

b) Sir dung céc kiéu bang

MS word thiét ké s&n mot s6 kiéu bang. Pay la cach tao bang nhanh va thuan lgi cho
ngudi sir dung. Pé xem céc kiéu bang khac nhau, dudi dai Table Tools, trén nhan Design,
trong nhém Table Styles, nhip vao More.

Ciing gidng nhu Quick Styles, tinh ning naycho phép xem trudc dinh dang, nho d6
c6 thé thay hinh dang bang trude khi lira chon. Ngoai ra, ta ciing ¢ thé dung Table Styles
dé chinh stra bang dang c6 hodc co thé tao kiéu bang riéng theo yéu cau va dua né vao

danh muyc Table Styles dé dé str dung.
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J_-j Clear
il Hew Table Shle

Hinh 2.19: Sir dung kiéu bang dwoc thiét ké san

¢) Chinh siza dwong ké va mau nén
Khi MS Word tao bang lan dau, bang xuat hién dudi dang c6 dudng ké don & tit ca
cac 6. Ta c6 thé diéu chinh cac duong ké nay co mau séc, kiéu cach va do rong khac nhau,

hodc khong hién duong ké, c6 thé dieu chinh duong ké hoac vién cho cac 6.

Dudi dai Table Tools, trén nhan Design, trong nhém Table Styles, nhp vao mili tén

chi Borders.

C06 thé thay ddi mau nén céc 6, twong tu nhung cac thiét ké sin c6 trong Table Styles.
Dudi dai Table Tools, trén nhan Design, trong nhém Table Styles, nhap vao miii tén chi
Shading.

D61 dudong vién hodc mau nén cua mot 6 trong bang cling twong tu nhu chon mat

doan van ban va roi 4p dung duong vién hodc mau nén cho doan van ban do.

'ElShadu g = _—

Theme Colors

Standard Colors
N EEEEN

Mo Calor

% Mare Colors..,

Hinh 2.20: Thay déi dwong vién hodc mau nén
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Ngoai viéc thay d6i mau duong keé, ta c6 thé diéu chinh nhitng dic diém cua n6 thong
qua céc tinh nang trong Draw Borders.

Luu y: Co thé dung tinh ning Borders hoic shading trén thé Home, trong nhém

Paragraph dé chinh stra dudng ké.

d) Piéeu chinh cdn lé

Canh chinh bang tirc 1a thay ddi vi tri twong ddi cua bang so véi 18 trai hodc 1& phai
cua van ban.

Pé diéu chinh cin 1& cta bang, & dai Table Tools, trén nhin Layout, trong nhém
Table, nhap vao Properties va nhap tiép vao canh chinh mong muén trong sé cac lia chon

dua ra 6 nhan Table.

D¢ diéu chinh can 1€ doc van ban trong bang, chon cdc 6 muon canh chinh va chon

nhan Home, trong nhém Paragraph, nhap vao lya chon cin 1& phu hop.

| il
4
1|1}
11
hl
Il

+
]
4
.
4
I
4

M Paragraph Ma

Hinh 2.21: Piéu chinh cdn 1é trong bang
2.5.3. Mgt sé thao tac véi bang

a) Cheén va x6a dong/ cot/ 6

C6 thé chén thém dong va cot vao bang sau khi da tao bang. Dong méi co thé duoc
chen 1én trén hodc phia dudi vi tri dong dugc chon; cot madi co thé chén vao bén trai hodc
bén phai cta cdt dugce chon. Ta cod thé chén tung dong, ct hodc 6 riéng 1é hoac co thé chén
nhiéu dong, cdt, 6 mot luc béng cach chon sd lugng mong mudn trude khi thuc hién 1énh
Insert.

Pé chén mot dong hodc cdt, dat tro chudt vao vi tri mong mudn co dong hodc cot

moi. Nhéip chuot phai, chon Insert va nhép vao lya chon thich hop sau:
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Online | Links | Comment Symbols
Video - T}, Paste Options: /- -
VL
=
Media Comments Hy D ek -
-a-.-e-.-m-.-ﬁgu-u-. P17 .18
SO Smart Lookup
e D Synonyms r

' Eh‘g Translate

( Insert 3 >
Delete Tells...

B Split Cells...

Border Styles »

Insert Columns to the Left
Insert Columns to the Right
Insert Rows Abowve
Insert Rows Below
Insert Cells... “ﬂ Text Direction...
r|'g| Table Properties...
% Hyperlink...

'-!,',:I Mew Comment

Times Me - 13 - A A EE - EE T l_.;.__|T l__l_)_{v

I =% - A~ &y~ [id~ & Insert Delete

dat tro chudt vao vi tri mong
Hinh 2.22: Chén dong hodc cot

Cac 6 cling co6 thé dugc chén vao mdt vi tri nhat dinh trong bang. Tinh nang nay co
thé thay doi toan bd cau truc cua bang néu chon sai. Trong mét s6 truong hop, chia hoac
nhap cac 6 lai va chinh stra noi dung s& dé dang hon chén hay x6a ting 6 riéng biét. Sau

day 1a mot sb thao tac:

e Chén 6: Chon muc Insert Cells.

() shift cells right
(®) Shift cells down
O Insert entire row
| () Insert entire column

Hinh 2.23: Chen 6

e X04 0: Tai dong hodc cot hodc toan bd bang, nhap chudt phai va chon Delete

Cells....
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b Cut
Ed Copy
iD Paste Options:

-

O

Inzert 3

€ DeleteCells..

Split Cells...

EH

Border Styles r

J—
=
e

Text Direction...

Table Properties...

&

Mew Comment

Hinh 2.24: X046

b) Piéu chinh dé réng va chiéu cao
C6 thé diéu chinh d6 rong ctia mdi cot, chiéu cao ciia mdi dong va can chinh toan b0
bang, dat do rong va chiéu cao cua cot, dong trong bang déu nhau. Ta thyc hién theo thao

tac sau:

e Chon bang hodc cot hodc dong, chudt phai va chon Table Properties, bang
Table Property hién ra, nhap tiép vao nhén thich hop v6i muc can diéu chinh.

e Dit tro chudt vao duong ké ngang cua dong muon di€u chinh, kéo 1én trén

hoac xuong dudi dé cé dugce chiéu cao mong muodn.

¢) Nhgp va chia 6

Céc 0 trong bang co thé nhap lai dé thanh mot 6, hodc mot 6 c6 thé duge chia ra thanh
nhiéu dong va cot. Nhap 6 thuong duoc sir dung khi tao dong tiéu dé ctia bang. Dé nhap 6,
chon céc 6 mudn hoa nhap va nhap chudt phai, sau d6 chon Merge Cells.

Pé chia mot 6 thanh nhiéu 6, chon 6 mudn tach va nhap chudt phai, sau 6 chon Split

Cells

d) Tach bang

Khi can phai tach bang thanh phén riéng biét ta thao tac nhu sau: Chon mot 6 bat ky
& dong, o tab Layout Table Tools, trén nhan Layout, trong nhém Merge, nhap vao Split
Table.
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Luu ¥: Bang c6 thé chi tach dugc theo chiéu ngang (theo dong va cot giir nguyén
khong doi).

e) Chuyén doan vin ban sang bdng

Chuyén doan vin ban sang dang bang bang cach tach cic phan ndi dung mudn dua
vao cac 0 khac nhau bang ky tu tab, diu phay hoic ddu doan vin ban.

Luu y: MS Word s& phan tach mdi ky tu tab 1a mot cot méi trong bang.

Dé chuyén doan vin ban sang dang bang, chon doan vin ban va sau d6 dung mot

trong cac cach sau:

e Trén nhén Insert, trong nhdm Tables, nhap vao Table va nhap Convert text
to Table.

Table size

Mumber of columns: 1

A k|| 4]k

w

Mumber of rows

AutoFit behavior

ik

@ Fixed column width: |Auto
l:::l AutoFit to contents
) sutoFit to window

Separate text at
@ Paragraphs O Commas

C:llabs Dgther:

Hinh 2.25: Chuyén doan vin ban sang bdang

e Trén nhan Insert, trong nhém Tables, nhap vao Insert Table

Chuyén tir bang sang doan vin ban, nhap vao bét ¢ vi tri nao trong bang. Sau d6 &

dai Table Tools, trén nhin Layout, trong nhém Data, nhap vao Convert to Text.
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E - = Tin_dai_cuong_updating.docx [Compatibility Mode] - Word (Product Activ...

File Home Insert Design Layout References Mailings Review  View

[t Select - [/ Draw Table |_—‘ m E Insert Below 5 Merge Cells El] 12w :H BEE Aj @
) View Gridlines | [ Eraser 0 |>_q | T insertLeft [ SplitCells 5y 338em - BEIEE T:" -
r@Propertie; E,Ete Ar::;:e 3 Insert Right E Split Table #AutoFit' EEE Dire?:on Mar;ins
Table Draw Rows & Columns [ Merge Cell Size [ Alignment
L P2l @ L 2 4 5 B BT B 3 EEog 11y 1200 138 1400 15 06 (BT 1 18 -

'_ s Trén nhin Insert, trong nhom Tables, nhap vio Insert Tahle

o

m
v

it

Separate text with
(:) Paragraph marks

@ Tabs
D Commas
D Other: -

Convert nested tables
Hinh 2.26: Chuyén bang sang doan van ban

2.5.5. Sdp xép di liéu trong bang

Co6 thé sip xép thong tin trong bang theo thir tu ting dan hoic giam dan.

Loai dif liéu s& quyét dinh kiéu sap xép trong bang va sb lugng cot thong tin.

Mo 1énh Sort bang cach chon cac 6 (hodc bang), réi ding mét trong cac cach sau:
- O'ribbon Table Tools, trén tab Layout, trong nhém Data, nhdp vao Sort

- Trén tab Home, trong nhém Paragraph, nhap vao Sort.

ort . .
Sort by
Column 1 | Type: Text - | @ Ascending
Using: |Paragraphs - () Descending
Then by
| Type: |Text — | @) Ascending
Using: |Paragraphs - () Descending
Then by
T Text Ascending
Using: |Paragraphs Descending
My list has
Header row Mo header row

Hinh 2.27: Scp xép dit liéu trong bdng
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+ Sort By: chon cdt can sap xép.

+ Type: Kiéu dit liéu can sdp xép (tw dong chon phu hop v6i ndi dung).

Text (kiéu van ban), Number (kiéu s6), Date (kiéu ngay).

+ Ascending: Sép xép theo chiéu ting dan

+ Descending: Sip xép theo chiéu giam dan

+ Chon céc cot khoa tiry thude theo yéu cau, lip lai cac budc dbi voi muc Then by.

Chon nat ok dé thyc hién sap xép.

2.5.6. Tinh toan da li¢u trong word

Nhay chudt vao vi tri can hién thj két qua. Vao Table Tools -> chon Layout -> chon

Formula:
Formula: Go Iénh thuc hién tinh toan.
Number format: Pinh dang kiéu két qud hién th;.
Paste Function: Lwa chon ham.
Mot s6 1énh co ban:

SUM(LEFT): Tinh téng cAc tri so bén trai con tro.

SUM(RIGHT): Tinh téng c&c tri so bén phdi con trg.

SUM(ABOVE): Tinh téng cAc tri sé bén trén con tro.

SUM(BELOW): Tinh téng céc tri s6 bén duwdi con tré.

Luwu y: Khi sir dung cac 1énh co ban nhu trén thi céc tri sd tinh toan phai lién tiép

nhau, khéng dugc phép ngit quing.

2.6. Mot sb thao tac nang cao

V& biéu dd: Trén thanh Ribbon / chon thé Insert / chon Chart

Home Insert Fage Layout Feferences hailings Review
=l @ . EE [ =
._g ;, o > <l == |
j j | al gg 11 ZQ e+
Cover Blank Page Table Picture Clip Shapes SmartArf Foreenshot
Fage~ Page Ereak hd Art - i
Pages Tables Hlustrations

Hinh 2.28: Vé biéu do
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Home | Insert | Page Lay| Referen | Mailing | Review | View | Mathy || Design | Layout | Format| @ ]

] Home | Insert Page Layout
K

o =

Change  Save As Switch

=
=5

Chart Type Template  Row/Column Data  Data

Type

Data

el Ty iﬁ'

Select Edit Refresh

Quick Quick
Layout ~ Styles ~
Chart Layouts| Chart Styles

Calibri -1o- =

=1 &

B mso- AN
Paste J e BA-
Clipboard Font

= ( |+ Chart 2in Microsoft Word - Microsoft Excel (Product Activ...
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Styles | Cells

Formulas Data Review View LoadTest Team & @ = & i
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Editing

[y ey =}
Cover Blank Page
Page~ Page Break

Pages

0o ) el 0 =l e

Table | Picture Clip Shapes SmartArd Chart
Art B

Tables Ilustrations

Hinh 2.28: V& biéu do
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Category 1

Catezory 2 Category 3 Catezory 4

Ab -
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Seriesl  Series2
Category 1 4.3 24
Category 2 25 4.4
Category 3 3.5 1.8
Category 4 4.5 2.8

Series 3

U ow NN
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Hinh 2.29: Biéu do sau khi vé

To resize chart data range, drag lower right corner of range.

LEE

Dé thay doi va dinh dang cho biéu d lwa chon Chart tools/ lya chon trong céc thuc

don Design, Layout, Format hoic nhap chudt phai vao biéu d6 xuat hién céc lya chon:

+ Delete: x6a biéu dd.

+ Reset match Style: reset kiéu chon.

+ Change series Chart type: thay doi kiéu trong biéu dd.

+ Edit Data: hiéu chinh di liéu trong biéu do.

+ 3- D rotation: Cac dinh dang xoay biéu d6, dinh dang 3- D...

+ Add Data lables: Thém céc nhan cho biéu do.

+ Format Data Series: Pinh dang cho céac Series.

2.7. In van ban

Xem trwdce khi in:

Ta nén thyuc hién thao tac xem trudce khi in dé c6 thé kiém soat duogc cac 16i ma trong

lac nhap liéu khong thé thiy dugc, nhat 12 v&i van ban c¢6 nhiéu trang. C6 thé ké dén mot

sO loi ich xem trudc khi in:
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Kiém tra duoc cac 16i nho trong file Word.

Kiém tra duoc dinh dang trong Word c¢6 nhu mong mudn hay khong.
Biét dugec tai liéu sau khi in s& nhu thé nao.

Tranh bj sai va in lai nhiéu 1an.

Dé xem trudc khi in, ta chon File -> Print. Luc nay giao dién xem trudc khi in s& hién

ngay bén phai cua ctra s6 word:

= Copies: |1 -
Print
Printer -
Microsoft Print to PDF -
5B ey =
Printer Properties =
Settings
TD Print All Pages .
The whole thing
Pages: 0
|:| Print One Sided
Account Only print on one side of th...
—  Collated
Options E -
EE 123 123 123
D Portrait Orientation -
0 -
21emx 29.7 em
E Custom Margins -
=
D 1 Page Per Sheet -
Page Setup 4 42 |of 143 » 48% — i +

Hinh 2.30: Ché dé xem trude khi in

In 4n: Dé thyc hién in vin ban, MS Word cung cip mét s6 chirc ning in, ¢ thé in

tat ca van ban hodc mot phan cta van ban. Sau day 1a mot thao tac in:
Budc 1: Nhan t6 hgp phim Ctrl+p.

Budc 2: Nhap ndt Print.

50



TONG KET CHUONG 2

Trong chuong nay, sinh vién can dat duoc nhirng kién thirc va k§ ning sau:

e Hiéu dugc c4c khai niém vin ban va mot sé pham mém soan thao vian ban

e Thao tac co ban trong soan thao van ban: quy udc khi soan thao van ban,
nhap van ban, thao tac trén doan van ban,...

e Thao tac dinh dang co ban: dinh dang font chit, dinh dang doan van ban,..

e Thao tac chén cac ddi twong vao vian ban: Chén hinh anh, chén céng thic,
chir nghé thuat,. ..

« Thao tac trén Biéu bang: V& bang, tao bang, tach bang, gop bang, dinh dang
dir liéu trén bang, sip xép,...

« Mot sb thao tac nang cao trong Microsoft word: V& biéu do, dinh dang biéu
do.

e In van ban: Xem trudc khi in, in van ban.
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CHUONG 3. MICROSOFT EXCEL

Chuong nay tap trung vao cac k¥ nang co ban khi sir dung bang tinh Microsoft Excel,

bao gom cac ndi1 dung chinh sau:

o Gidi thiéu vé Microsoft Excel

« Céc thao tac ddi véi bang tinh

e Lam viéc véi dur liéu

o Mot s6 ham co ban

e Sip xép dir licu

e Cosodiliéu

e Tong hop sé liu

o Biéudd

« Dinh dang vain an
3.1. Giai thi¢u

Microsoft Excel 1a churong trinh xir 1y bang tinh nam trong bd Microsoft Office ciia

hang phan mém Microsoft dugc thiét ké dé giup ghi lai, trinh bay cac thong tin xtr 1y dudi
dang bang, thuc hién tinh toan va xay dung céc s6 lieu théng ké truc quan c6 trong bang

tinh Excel. Str dung MS Excel chiing ta c6 thé:
- Tinh toan dai s, phan tich dit ligu.
- Lap bang biéu bao céo, to chirc danh sach.
- Truy cép cac ngudn dit liéu khac nhau.
- V& @b thi va bicu do.
- Tu dong héa cong viéc bang cac macro.
- Va nhiéu tmg dung khac hd tro giai quyét cac bai toan trong thuc tién.

Workbook: Trong Excel, mt workbook 1la mot tap tin ma trén d6 ta thuc hién tinh
toan, v& dd thi va luu trir dir liéu. Mi workbook c6 mét hoic nhiéu bang tinh (sheet), do
vay, ta c6 thé to chirc, luu trit nhiéu loai théng tin c¢6 lién quan véi nhau chi trong mot tap

tin.
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Worksheet: Con goi tat 14 sheet, 1a noi luu trit va lam viéc véi dir liéu, né con duoc
goi 1a bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 duoc td chirc thanh cac cot va
cac dong. Worksheet dugc chira trong workbook. Mot Worksheet chira dugc 16,384 cot va
1,048,576 dong (phién ban cii chi chira dugc 256 cot va 65,536 dong).

Chart sheet: Ciing 12 mot sheet trong workbook, nhung né chi chtra mot d6 thi. Mot
chart sheet rat hiru ich khi mudn xem riéng 1¢ tirng d6 thi.
Sheet tabs: Tén cua cac sheet s& thé hién trén cic ngin (tab) dat tai goc trai dudi cua

ctra s6 workbook. Dé di chuyén tir sheet nay sang sheet khac ta chi viéc nhdp chudt vao tén

sheet can dén trong thanh sheet tab.

=]
HOME | INSERT  PAGELAYOUT — FORMULAS — DATA  REVIEW  VIEW Signiin

B [catibri n cx s S=E®- 2 [cenen ~1 E& Conditional Farmatting - Emln:ert -z %Y H

By - [7 Format as Table - ErDelete ~ [T+ a P

. - . - = = & a= - - Of 0 .0 o ort nd

y Sru-|E-[0 A@_ - $o%0 9T Goasys- Efomate £ G- Select~
Clipboard T Font 7 Alignment [ Mumber & Styles Cells Editing ~
. @ f @ .

A 8 c D E F G H 1 J 3 L M N 0 -

Sheetl ® o “ 3

i M -——F—+ 100%

Hinh 3.1: Bang tinh Microsoft Excel
Dudi ddy 1a cac thanh phan co ban trén man hinh chinh
(1) - Thanh cong cu nhanh: Chira cac 1¢nh thao tdc nhanh
(2) - Office button: Chura 1€nh thao tac vai tép

(3) - Thanh cong cu: Chira gin nhu toan b cac 1énh thao tic v6i chuong trinh, ching

dugc phan chia thanh cdc nhém khéc nhau.
(4) - Name box: Hién thi dia chi vi tri con tr6 hién thoi
(5) - Fomula bar: Thanh cong thire

(6) - Man hinh nhap liéu: La phan 16n nhat trén man hinh cua chuong trinh, day 1a

vung chira dit li€u trén bang tinh (WorkSheet).
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(7) - Tiéu d& cot, hang WorkSheet: Gom cot va hang tiéu dé, cot thudng dugc danh
dau theo ky tu trong bang chit cai, hang dugce danh diu theo diy sd lién tiép (trong thuc té
c6 thé thay ddi cac ky hiéu nay).

(8) - Thanh cudn: Dung dé di chuyén vin ban 1én xudng, sang trai, sang phai.

(9) - Thanh Sheet tab: Liét ké danh sach cac bang tinh c6 trong tép (WorkBook),
ngoai ra con chira thanh diéu khién dé di chuyén qua lai giita cac Sheet.

(10) - Thanh trang thai: Chtra mot s6 thong tin hién thoi ciia van ban nhu ché do hién
thi, phén tram hién thi, trang hié¢n tai,...

3.2. Cac thao tac d6i véi bang tinh
3.2.1. Mo Excel

Buwéce 1: Tir man hinh (ctra s6) chinh cia Windows nhap chudt nat Start E o

gbc dudi bén tréi.

. . 2 VSN X 3| Excel 2016
Budce 2: Di chuyén chudt dén .

3.2.2. Thoat khgi Excel
Nhép chudt vao nut Ed gdc trén cung bén phai dé thoat khoi Excel.

3.2.3. Thanh Sheet tab
Dé di chuyén qua lai giita cac sheet ta nhap chudt 1én tén cua sheet trén thanh sheet

tab. Sau day 1a mot s6 thao tac:
<Ctrl+ Page Up> dé di chuyén dén sheet lién trudc sheet hién hanh
<Ctrl+Page Down> dé di chuyén dén sheet lién sau sheet hién hanh.

Dé tré vé sheet ddu tién ta nhap chudt va nut « trén thanh sheet tab va dé dén sheet
cudi cung thi nhap chudt vao nut » trén thanh sheet tab.
Néu mudn dén mot sheet nao do trong truong hop c¢6 qua nhiéu sheet thi nhap phai
chudt vao thanh # < » » va chon tén sheet can dén.
3.3. Lam viéc véi dir ligu
3.3.1. Céc kiéu da liéu

a) Kiéu chudi (Text)
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Puoc qui dinh bat dau boi cac ky tu tir (a...z, A...Z).

Mic dinh dit liéu kiéu chudi dugc canh bén trai. Néu do dai chudi vuot qua do rong
6 thi né s& tu dong hién thi qua 6 ké bén néu 6 ké bén d6 chua chira dit liéu, con néu 6 ké
bén da c6 dir liu thi ph?m vugt qua do rong 0 s€ bi che khuét, lac nay ta chi vi¢c ndi do
rong 6 cho phu hop.

Trong cong thirc tinh toan dir liéu loai chudi phai duoc dit trong cip nhay kép "

Cdc phép todn quan hé va néi chudi:

- Toan tir so sanh: = (ddu bang), < (nho hon), > (16n hon), <= (nhé hon hoic bang),
>= (16n hon hoic bang), <> (khac nhau).

- Toan tir n6i chudi: &.

Vi du: = "Céng nghé "&"Thdng tin" két qua la: "Cong nghé thong tin".

= ("Ba"<="Bén") két qua 1a TRUE.

b) Kiéu sé (Number)

Qui uéc dit liéu phai dugc bit dau bang cac con sb tir 0...9 hodc bang mot trong cac

ky tu: + (cong), - (trir),. (cham thap phan).

Mic dinh dit liéu loai s6 duge canh bén phai 6. Néu s chir 16n hon d6 rong cia 6 thi
no s€ tu dong chuyén sang hién thi kiéu khoa hoc hodc hién thi trén 6 céac ky tu #H#H#HH,
lIuc nay ta chi viéc ndi do rong 6 cho phu hop.

Khi nhap dit liéu loai $6 khong hop 1€, Excel ty dong chuyén thanh dix liéu loai chudi.

- Pé tang tdc do gd s, ta khong can dé ¥ dén cac ddu phay ngin cach hang ngan (ddi
v6i kiéu Phap, Viét Nam 1a ddu cham).

Vi dy: nhu thay vi gd vao 3,000 chung ta chi g 3000. Sau d6, chon 6 can dinh dang

— chon nat Comma Stype "," trén thanh cong cu.

- Bé nhap dit liéu c6 gia tri phan trim, c6 hai cach: gd so, rdi sir dung dau ngin cach
s6 1é (vidu 0.5), chon 0 can dinh dang — chon nut Percent Style "%" trén thanh cong cu.
Ciing c6 thé gb nguyén s6 kém theo ddu phan trim (vi du 50%).

Ch0 y: Khong nén nhap vao 50 rdi sir dung nut Percent Style, vi khi d6 s& nhan dugc

két qua 1a 5000%.
55



Céc phép toan sau doi véi dir liéu kiéu sé-

- Toan tir s6 hoc: +, -, *, /, ~ (luy thira).

- Toan tir logic: Not, and, or.

- Toan tir so sanh: =, <, >, <=, >= <>,

c) Dix liéu kiéu ngay thang nam (Date/Time)

Pugc qui dinh nhap theo dang thirc mm/dd/yy (trong do: mm: thang, dd: ngay, yy:
nam).

Néu chi nhap mm/dd thi Excel tu dong 14y ndm 13 nim hién hanh cta hé thong. Hoic
c6 thé nhap theo dang thire 5-Aug (ngay 5 thang 8).

C6 thé dinh dang lai theo kiéu hién thi (dd/mm/yy: ngay/thang/nim). Bang cach vao
Format Cells — Number/date rdi chon kiéu. Ngoai ra, c6 thé chon Customize va nhap vao
kiéu hién thi.

Vi du: Ta nhdp dd/mm/yy vao hop Type.

Format Cells 7 >

rNumber Alignment Font Border Fill Protection
Category:

General Sample

MNumber

currency
A(countlni Type:

~

T

rme "Wednesday. March 14, 2012

Percentage

Fraction 2na

Scientific 3412
Text 0314712
Special la-har

P 14-Mar-12 ~
Custom

Locale (location):

English (United States) ~

Date formats display date and time serial numbers as date values. Date formats that begin with an asterisk
) respond to changes in regional date and time settings that are specified for the operating system.
Formats without an asterisk are not affected by operating system settings.

Hinh 3.2: Di liéu kiéu ngay thang ndm

Excel luu trit ngay thang nhu 1a mét s6 tuan tu va Excel qui dinh ngay dau tién ctia

thé ky 20 (ngay 1/1/1900) 1a ngay dau tién (ing véi s6 1).

Vi du: Khi nhap ngay 15/04/99 thi lai hién thi trén 6 36265, 1a do ngay 15/04/99 1a
ngay thir 36265 cua thé ky 20. Liic nay ta c6 thé vao Format Cells dé dinh dang lai kiéu
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hién thi ngay hodc c6 thé dung to hop phim Ctrl + Shift + #, (néu mudn trg vé sb thong
thudng thi 4n t6 hop phim Ctrl + Shift + ~).

Mot s6 phim nhap ngay thang nhu sau:

Ctrl +; : Nhip ngay thang nim hé théng vao 6 hién hanh.
Ctrl + Shift +;: Nhap gio phut cta hé thong vao 6 hién hanh.
Cac phép toan sau:

- Céc phép toan sd hoc: +, -

- Cac phép toan quan hé: =, <, >, <=, >=, <>,

d) Dir liéu kiéu cong thirc (Formular)

Puoc qui dinh bat dau boi dau = hoic dau +.

Khi hién thi trén 6, s& hién thi két qua tinh toan cta cong thirc, khong hién thi cong

thirc. Con cong thirc thi hién thi trén thanh cong thirc.

Insert Page Layout Formulas Data Review WView Q Tell me what you want to do...

i ¥ [‘3‘5) o Times New Ro {13 A A== = - E(_‘Wrap Text Custom -
53 Copy ~
f Pafte < rormatpainter B I U~ e DA === &= BlMergetiCenter - | $ - % 2 | B % FCOC;:
Clipboard [F Font [F Alignment [ Number [F
I H3 - .!&-
A B C D E F G H
1
TT | Ténhang |Ma hang|Ngay ban S6 hrong B‘"'(;f)t'“h Dongia | Thanh tién
2 g
3 1 Vai lua V001 (22/8/2021 14 m 200.0(( 2.800.000
4 2 Vai bong VB01 | 9/5/2021 5 m 200.000‘ =000"
5 3 Vai rem cira VRO3 | 2/5/2021 7 m 250,000 1,750,000
5 4 Vai da VD01 |13/7/2021 4 Kg 350,000 1,400,000
7 5 Vai hoa VHO1 /2/2021 3 m 140,000 420.000

Hinh 3.3: Dir liéu kiéu cong thirc
Trong cong thirc tinh toan c6 thé chira tat ca cac kiéu dir liéu ctua Excel, cac toan tu
tinh toan, cac s, cac dau ngodc don, céc dia chi 0, cac tén khoi, t€n ham, tén bang,... riéng

nn

dir liéu kiéu chudi khi dung trong cong thic tinh toan phai dit trong cip déu
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3.3.2. Cdc thao téc doi véi diz liéu

a) sao chép(Copy)
Trong Excel thao tac copy va dan (paste) c6 mot s khac biét so voi thao tac nay &

cac ung dung khac, boi vi:

- Céc loai thong tin dang cong thire s& ty dong bién doi trong ing cac chi sd dong va

coOt tuy do 1éch cua vi tri dan va vi tri géc.
- Trong Excel c6 thé sao chép dinh dang thay vi thong tin cell.

- Tinh ning dan dic biét (Paste Special) cho phép dan chuyén thong tin dang cot sang
hang hodc ngugc lai.
- Thay Vi sao chép thong tin cong thirc ta ciing c6 thé sao chép gia tri da dugc tinh

toan.

Ghi cht: Thong thudong ta da quen véi thao tac copy/ paste voi phim tit Ctrl +

C va Ctrl + V, tuy nhién thao tac paste c6 thé thuc hién thuan tién hon bang phim Enter.

b) Cit (Cut)
Cit (cut) va dan (paste) s& di chuyén thong tin tir cell (hodc ving chon) sang vi tri

m&i. Phim tat dé thuc hién 1a Ctrl + X dé cat va Ctrl + V (hodc Enter) dé dan.

c) Di chuyén (move)
Pay 1a thao tac di chuyén toan bd thong tin sang vi tri mdi, thao tac ndy vé co ban

gidng nhu Cut/ Paste tuy nhién c6 mot sé diém khac:
- Ta chi ¢6 thé di chuyén trong ndi b mdt worksheet.

- Khi di chuyén dén vi tri m&i ma c6 thé gay ghi dé mat dir liéu thi Excel s& canh bao

ta dé xac minh c6 thuc sw mudn ghi dé khong.
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D E F G H | J K L
Descriptic URL Type Language Periodicit Economy GranulariiList of Co Number oD

1

2 | The primat http-ffdatat Time serie English, 5jAnnual WLD, EAF National, Regional 214

3 | The prma http-/'datak Time serie English ~ Annual MMA, IBRL National,Regional 53

4 |Providing ¢ hitp://datat Time serie English D WLD, EAF Mational, Regional 196

5 |Various sp hitp fecon|Cross sec English IWLD, EAF Mational,City or metropolitan,House
6 |Country at http-//data {Time Serie English | s ocof Eucel « WT:
7 |Relevant ir http-//datal serie English 1
: #Zugﬁi ESHLMC ime — EEWI ] || There's slresdy data here. Do you want to replace it? ; P
10 | Doing Bus hitp-/| serie Englis 3C
11 |The World htip. /dataf Time serie English o ] [ comce 5
12 |Enterprise http:! ¢ English ECA Mational, Regional 135 D
13 | The Gende hittp:/‘datat serie English  Annual  |WLD, EAF National, Regional 213
14 |HealthStat: http://datal serie Englis! Annual __ |WLD, EAF National,Regional 214
15 | The Intern: hittp-//datat Time serie English  Annual WLD, EAF National, Regional 191D
16 | External de hitp-//datat Time serie English ~ Quarter  WLD, EAF National 218
17 | The Logist hitp-figo wi Cross Sec English  Annuwal — WLD, EAF National 155 D
18 | The primai hitp-/ppi.w Time serie English  Annual EAF, ECA Project 137 D
19 | Quarterly Ehttp-f'datak Time serie English  Quarter  WLD, EAF MNational 70
20 |Quarterly Ehttp:f/datak Time serie English  Quarter  WLD, EAF National 49
21 |Document hitp:ffdocu Cross sec English WLD, EAF Other

22 This dataset contains Time serie English  Annual SSA LMY, City or metropolitan 21T

» World Bank Data Catalog About World Bank Data Catalog .. (¥ [

Hinh 3.4: Canh bdo ghi de dir liéu
Véi thao tac nay thi ta khong st dung phim tit ma st dung chudt bang céach:
Di chuyén chudt dén ving bién gi6i ving chon, con tré chudt s& bién d6i thanh miii tén 4
chiéu, khi d6 ta nhan giit phim trai chudt va kéo ré dé di chuyén ving chon téi vi tri méi.

| D E F G H 1 J K
DescripticURL Type Language Periodicit Economy GranularitList of Co Nur
The primat http://datat Time serie English, SjAnnual  WLD, EAF National,Regional

The pnmat http://datat Time serie English  Annual  MNA, IBRC National;Regional
Prowiding ¢ http //datat Time serie English  Day WLD, EAF National,Regional

Various sp http-//econ Cross sec English WLD, EAF National City or metropoliti
Country at-http//data  Time serie English  Annual EAP, ECA National

Relevant ir http://datat Time serie English  Annual  WLD, EAF National;Regional
Actionable https /iwwa Time serie English  Annual
The Bulleti http-//bbsc Time serie English  Annual
10 |Doing Bus http://www Time serie English  Annual
11 | The World http://datak Time serie English  Annual
12 |Enterprise http /iwww Survey(MicEnglish  Annual
13 | The Gende http://datat Time serie English  Annual
14 |HealthStat: hitp://datak Time serie English  Annual
15 | The Interné hitp://datak Time serie English ~ Annual
16 |External dehttp //datat Time serie English ~ Quarter
17 | The Logist http://go.wi Cross Sec English  Annual J
18 | The pnmat hitp//ppi.w Time serie English  Annual EAP, ECA Project
19 'Quarterly Ehttp-//datat Time serie English  Quarter WLD, EAF National
20 Quarterly Ehttp //datat Time serie English  Quarter  WLD, EAF National

W~ awN -

21 Document http-//docu Cross sec' English WLD, EAF Other
22 This dataset contains Time serieEnglish ~ Annual ~ SSA LMY, City or metropolitan
» World Bank Data Catalog About World Bank Data Catalog ... (* ‘

Hinh 3.5: Thao tdc di chuyén

d) Pién di ligu (Autofill)
St dung cong cu nay Excel sé& gitp dién ty dong dit liéu theo cac miu AutoFill co

san. Ngoai ra con c6 thé tao thém cac mau phuc vu cho cong viéc ciia minh.

- bién cac s6 16 trong khoang tir 1 dén 25 vao cot A ta 1am nhu sau:
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B1. Chon 6 dau tién A1 va nhap vao s6 1.

B2. Chon 6 tiép theo A2 nhap vao sé 3 (budc nhay bang 3-1 = 2, Excel s& cong sb 2

vao 0 chtra s0 1€ trude do dé co dugce so 1€ ke tiep).

B3. Chon hai 6 Al: A2, di chuyén chudt xudng dau vudng nhé mau den (Fill handle)

& goc dudi bén phai ving chon cho chudt bién thanh dau cong mau den.
B4. Giir trai chudt kéo xudng phia dudi cho dén khi hién s6 25 thi ding lai.

A B c'i a B c'i A B c'i
1

1 1 i 1 1

2 3 2 2 3

3 ,_f 3 - 3 5

4 4 4 7

5 Fill handle 2 5 _| 5 0 3
6 G 5 11

7 - 1{ 7 13

o 1 Kéo xudng - 15

g g g 17

10 10 10 19| Nat AutoFill
11 11 V 11 21 Options
12 12 12 23

13 13 13 25

14 14 14

M 4 b #| Sheet1 i i 4+ # Sheetl M 4 ¥ H| Sheetl,

Hinh 3.6: Su dung AutoFill

- Pién tu dong (sao chép) dit liéu hay cong thirc cua & hién hanh cho cac 6 bén trai,
bén phai, phia trén hay bén dudi né ta lam theo cac cach sau:

Céch 1: Chon 6 hién hanh dang chura dit liéu hay cong thirc can sao chép, sau d6 giir
Fill handle va kéo theo hudng can sao chép (1én, xudng, trai hay phai). Khi d6 dit liéu hay

biéu thuc s& dugc sao chép.

Céch 2: Chon 6 chua dit liéu (hay cong thirc) can sao chép va tit ca cac 6 can sao dit
liéu dén, sau d6 vaio Home => nhom Editing => Fill => chon huéng phu hop (Down, Right,
Up, Left).

Book2 - Excel

Page Layout Formulas Data Review  View Q Tell me what you want to do.

General ~| [F2 Conditional Formatting - &= Insert - > - v~

$ ~% » E? Format as Table ~ 2X Delete ~ - O~
T =g 53 cenl Styles - =i Format~  [[T] Down
= Number = Styles Cells Right
c2 ~ S =A21B2 Up
Left
A B C D E F G H I J K
1 A B [=
2 1 10 11 Series...
3 2 E] Justify
4 5 3
5 a 5
()
7

Hinh 3.7: Minh hea s dung AutoFill theo cach 2
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- Tu tao danh sach AutoFill: Vao nut File => Options => Advanced => General =>
chon Edit Custom Lists => hop thoai Custom Lists hi¢n ra. Tai day, nhap vao danh sach
trong khung List entries, sau khi nhap xong nhan niit Add dé thém vao Custom lists va ké

tir luc ndy ta c6 thé str dung chirc ning AutoFill véi danh sach tu tao.
- Mudn x6a mot danh sach thi chi can chon danh sach d6 va nhan nut Delete.

- Néu mudn hiéu chinh danh sach thi chon danh sach d6 va hiéu chinh trong 6 List

entries, sau khi hiéu chinh xong nhan nat Add.

Custom Lists ? X
Custom Lists
Custom lists: List gntries:
NEW LIST | Add

sun, Mon, Tue, Wed, Thu, Fri, Sat

Sunday, Maonday, Tuesday, Wednes
Jan, Feb, Mar, Apr, May, Jun, Jul, A1
January, February, March, April, Mz

Press Enter to separate list entries.

n
[}

Import list from cells: §C52:5C55 Import

Hinh 3.8: Hiéu chinh danh sach

3.4. Pinh dang dir liéu

a) Chuyén doi vin ban thanh cét

Tach dir liéu trong mot 6 thanh hai hozc nhiéu 6. Ta ¢ thé thuc hién viéc ndy mot

cach dé dang bang cach st dung Convert Text to Columns Wizard.
- Chon c6t muén tach dir liéu.
- Kich nut Text to Columns trén tab Data.

- Tich chon Delimited thi dit liéu sé dugc tach thanh tung cot theo sy phan tach boi
dau phay hay diu tab (Vi du: c6 1 cot dit liéu "Jonh, Jane", sau khi tich Delimite thi

cot dir liéu d6 s& duge tach thanh 2 cot 1an lugt ¢6 tén 1a Jonh va J ane).
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- Néu tich chon Fixed Widths thi su phan tach dit liéu s& duoc thiét 1ap theo mot kich

thudc cu thé.

b) Chinh sira font chir

Dé chinh stra font chit trong Excel ta lam nhu sau:
- Lua chon 6 hodc mét s 6 can chinh sta font.

- Trong nhdm Font trén tab Home, chon kiéu font, kich thuéc, in ddm, nghiéng hay

gach chan hoac chon mau SAc.
¢) Hop thogi dinh dang 6

Trong Excel, ta c6 thé ap dung cach dinh dang cy thé cho mét 6. Pé ap dung cach

dinh dang cho mot 6 hay nhém céc 6:

- Lya chon 6 hodc cac 6 mudn dinh dang

- Kich vao mi tén Dialog Box trén nhém Alignment ctia tab Home

C6 mdt so tab trong hop thoai nay va chung cho phép chinh sira cac thudc tinh cia
cac O:

- Number: cho phép hién thi cac kiéu s6 khac nhau va s thap phan

- Alignment: Cho phép dinh huéng vin ban theo chiéu ngang va doc, sy thut 1ii van

ban, tron cac 6 va hudng cua van ban.

- Font: Cho phép diéu chinh font, kiéu déng font, kich thudc, mau sic va thém cac

tinh nang.

- Border: Cac kiéu va mau sic duong vién.
- Fill: B6 mau sic cho 6.

d) Thém dwong viéen va mau sac cho 6

Puong vién va mau sac c6 thé duoc thém cho 6 theo cach thong thuong hodc sir dung

céc Styles. Dé thém duong vién theo cach thong thuong:

- Trén nhém Font cuia tab Home, kich chon mii tén xudong phia bén biéu

tugng Borders.
- Chon duong vién thich hop.
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Dé 4p dung mau sic theo cach thong thuong:

- Kich vao miii tén xubng cua biéu twong Fill trén nhém Font cia tab Home.
- Chon mau thich hop.

Dé ap dung dudng vién va mau sic st dung Styles:

- Kich Cell Styles trén tab Home.

- Chon mdt style hoac kich New Cell Style.

e) Thay doi dg réng cua cét va dg cao cua dong

bé thay doi do rong cua cdt hay do cao ciia mot dong:

- Kich nat Format trén nhom Cells ctua tab Home.

- Thong thuong diéu chinh d6 cao va rong bang cach kich vao Row
Height hoac Column Width.

- Pé str dung tinh ning AutoFit, kich vao AutoFit Row Height hoic AutoFit Column
Width.

g) 4n hodgc bé an dong hay cgt

Pé an hoic bo an dong hay cot

- Lua chon dong hay cot muén an hodc b an.

- Kich nat Format trén nhém Cells cua tab Home.
- Kich Hide & Unhide.

h) Tron 6

Lwa chon cic 6 mudn tron va kich nit Merge & Center trén nhém Alignment cia

tab Home.
C6 4 lya chon sau:
- Merge & Center: Két hop cac 6 va viéc canh giira ndi dung trong 6 méi.
- Merge Across: Két hop cac 6 sang cac cot ma khong canh giira dir liéu.
- Merge Cells: Két hop cac 6 trong mét ving ma khong canh giira.
- Unmerge Cells: Tach cac 6 da tron.
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Canbh 1€ ndi dung trong &: Dé canh 1& noi dung trong 6, kich vao 6 hay cac 6 mudn
canh 1& va kich vao tuy chon trong nhém Alignment trén tab Home. C6 mét s tiy chon

dé canh 1& nhu sau:
- Top Align: Canh 1é vin ban & phia trén cling cua 6.
- Middle Align: Canh 1& vin ban dung trung tam cia 6.
- Bottom Align: Canh 1& vin ban ¢ phia dudi 6.
- Align Text Left: Canh 1& vin ban phia bén trai 0.
- Center: Canh gitra van ban tir phia bén trai tG1 bén phai trong 6.
- Align Text Right: Canh 18 van ban vé phia bén phai 6.
- Decrease Indent: Giam su thut 18 giita duong vién trai v6i vin ban.
- Increase Indent: Tang sy thut 1¢ giita duong vién trai véi van ban.
- Orientation: Xoay vin ban theo duong chéo hay chiéu doc.

3.4.1. Cac logi dia chi
Tham chiéu twong d6i: Tham chiéu twong d6i 14 gia tri tham chiéu s& thay doi theo
dong hay cot, tirc 1a khi ta thay d6i vi tri theo cot hay dong thi gia tri tham chiéu ciing s&
thay d6i theo.

Vi du:
- Tai 6 D6 ta bAm =A6 va nhin Enter. (A6 13 6 chira gia trj mudn tham chiéu).

- Lac d6 gia tri trong 6 A6 sé dugc hién thi ra 6 D6, nhan chudt kéo xuéng thi gia tri

s& 1an lugt thay d6i theo cac gia tri cuia 6 phia dudi.

Tham chiéu tuyét ddi: Tham chiéu tuyét ddi 1a gia tri tham chiéu s& luén cb dinh
theo dong hay cot, tirc 1a khi thay doi vi tri gia tri theo cot hay dong thi gia tri tham chiéu
cling sé& khong thay doi.

Tham chiéu tuyét doi theo dong: Gia trj s& khong thay dbi theo dong. Tham chiéu
tuyét dbi theo dong thi dau $ thuong ding trudc dia chi. (=$B1)

Vi du:

- Tai 6 D4 ta bAm =$B4 va nhan Enter (B4 1a 6 chura gia tri mudn tham chiéu).
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- Liac d6 gia tri trong 6 B4 s& hién thi ra 6 D4, nhan chudt kéo ngang thi gia tri s&
khong thay ddi theo cac gi tri cuia 6 E4 ma van giit nguyén gia tri cua 6 DA4.
Clipboard [ Font P Alignment

D4 v T

A B C D E
Tham chiéu trong Excel

STT  |[Macinbd| Ho vatén iéu
Nguyen Van A{NSO01 NSO1
NSUZ~  |[Neuyén Van B
NS03 Neuyen Thi C

S s ST O R SR UV R N e
e | b | =
w2
o
—

Hinh 3.9: Tham chiéu tuyét déi theo dong

Tham chiéu tuyét ddi theo cot: Gid trj tuyét dbi s& khong thay doi theo cot. Tham
chiéu tuyét d6i theo cot thi ddu $ ding ngay trudce sé cot. (=B$4).

Vi du:
- Tai 6 D4 ta bAm =B$4 va nhan Enter (B4 13 6 chira gia tri tham chiéu).

- Lic @6 gié tri trong 6 B4 s& hién thi ra 6 D4.

D4 - S | =SB4
A B C D
L Tham chiéu trong Excel
2
3 STT Macanbo| Ho va tén Tham chiéu
4 1 NSO1 Neuyen Vin A [NSO1
5 2 NS02 Neuyen Vin B [NSO1
6 3 NS03 Neuyen Thi C |NSO1

Hinh 3.10: Tham chiéu tuyét doi theo cot

3.4.2. Thao tac vai vung di ligu

a) Nhgn deng 6 va vung (cells, range)

Dia chi mdt 6 trong Excel dugc xac dinh boi tidu dé cot va sd tht tu ciia dong. Mot
ving trong bang tinh duoc xac dinh bang dia chi ctia 6 & goc trén bén trai cua ving va dia
chi 6 goc dudi bén phai ctia ving (co6 ddu : phan cach). Pac biét, dia chi ctia ca mot cot
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hoic dong duoc xac dinh 1a <tén cot>: <tén cot> (vi du cot A thi duoc xac dinh ngin gon
la A: A) va <sb dong>: <sb dong> (vi du dia chi cta ca mot dong 4 13 4: 4).

7
A

Vi du: Hinh bén duéi 6 hién hanh c6 dia chi 1a B11 vi né c6 tiéu dé cot 1a B va sd
dong 1a 11, ving duoc bao béi nét chAm dut c6 dia chi 1a H2: H12 vi 6 dau tién cua ving

c6 dia chi 1a H2 va 6 cudi cua ving la H12.

A B c D E F G H I 'E‘
1 Bai todn ddute|
2 Tifn  Ddutu16i da Sudi thulgi S6ndm TP dai han 'RR-ftRR
3 Trdi phiéu ddi tu 250% hing nim ddohgn (l-yes,0-no) Bdnhgis |{l-yes, 0-no) |
4 | ACME Chemical | ) 8.65% 11 1 1-Cye ki it! 0 ]
5| DynaStar | o 950% 10 1 5-Tét T B
6 | EagleVision | | 10.00% 6 0  4Kndt 1 1| -
7 | MicoModeling | | . 8.75% 10 1 1-Cwckisd 0O
8 OptiPo | | © 925% 7 0 3Tét T
9 | Sabre Systen= 1l 9.00% 13 1 2Rat ! 0 | @
10 Téng ddu tu: L Tdna: " 1| Téng: I 1 Téng:
11 : ] 5750,000 Yéucdu: S375000 Chophép: | $262500
12 Flil=EIT50 1 B2 _: 1
13 T
“ B11
15

A

WAk M| GRiPT-TH QHTT-TH . DHV - TH | Investment - TH .~ Gial PT . QHTT .- D Iid
Hinh 3.11: Nhdn dang 6 va viing

b) Chen vung

Néu dung chudt, trudc tién, ta dung chudt di chuyén 6 hién hanh dén gbc trén bén trai
clia ving can chon, sau d6 gitr trai chudt kéo xudéng dudi qua phai dén vi tri 6 cudi cliing
ctia viing va tha chudt. Néu dung phim thi sau khi chon 6 dau tién, ta giit phim Shift trong
khi nhin phim = va ¥ dé dén 6 cudi ctia ving va tha cac phim. (Ciing c6 thé 1am nguoc

lai Ia chon 6 cudi cua vung trudc va kéo chon dén 6 dau tién).
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Nhép chugt & day néu : % i
mudn chon ca sheet : :
() |=J = N = & ] l
5 Chon & ddu  jigi | 1
3 Tral phi€u 250%  hing ndm 5 v T T e T T e T v T
n R TTr Vinadns  BITROE  Chaphip  SHL3M
4 | ACME Chemical Lo 363% 2 airees ey
5 DvnaStar | : 950%
6 1 ° imag -
? Glﬁ' tl.'iiij c'l“@f th‘E_!_B "‘I 875% LT G ST - T GHTT . TH D40 T | Irwestrment TG BT (FT. E}ﬁ .CI'H_JTL
khi kéo kén & cudi [ e - — ving
8 va tha chudt .“‘i 0D25% [ ] 3-Tée . 1 ~|
9 LE] ; ; S00% 13 2-Rit et 0
10 Téng ddu tu: Téng: " “ Téng: | 1 H
11| Tiéndanged: 750,000 Yéuedu: 3375000  Cho phép: 62,500
12 G| Erotect sheet,., Fil=E1rE it B35
13 Tab Coler v |
14 Hide

- i Nhan phai chudt 1&n
/ thanh sheet tab
16 Select 21 Sheets 4

17 i
44 ¥ M| GEIPT-TH  QHTT-TH - DHV-TH | Investment - TH . GiiPT QHTT - OHINNL. w. |

Dé chon ca dong: ding chudt nhap
lén s thir tw ciia cde dong hodc
<Shift+Spacebar>
Pé chon ca cot: diung chugt nhip lén
tiéu dé cia cde cdr hode
<Ctri+Spacebar>
Mudn chon viing cich khoang hay
gilt phim Crf khi chon.

Chon ca worksheet <Crri+4>

Hinh 3.12: Chon viing

Khi mudn chon ca sheet hién hanh thi nhan <Ctrl+A>, con mudn chon ca workbook
(nghia 13 chon tt ca cac sheet) thi nhdp phai chudt 1én thanh sheet tab va chon Select All
Sheets.

c) Sao chép va di chuyén viing

Sao chép (copy) gitp ta nhan ban mot ving nao d6 dén mot noi nao dé trong bang
tinh va dir liéu gdc con nguyén, con di chuyén vung thi ciing nhu sao chép nhung dit liéu
gbc s& dugc di doi dén vi tri mdi. Dé sao chép hay di chuyén, trude tién phai chon ving
can sao chép hay di chuyén, sau d6 c6 thé dung nut 1énh, phim tit hay ding chudt dé thuc
hién:

- Dung Ribbon: Chon viing => Home => nhém Clipboard => nhan nit <2 hay #
(Copy hay Cut), dén noi dich va Home => nhém Clipboard => nhan nit ! (Paste). C6 thé

goi cac lénh trén tir thyc don ngir canh => nhip phai chuot.
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- Chuét: Chon viing => giir trai chudt va giit thém phim Ctrl néu la sao chép (khdng
giit thém phim Ctrl s& 1a 1énh di chuyén) => kéo chudt téi noi dich can sao chép hay di

chuyén dén va tha chuot.

Sau day 1a mot s t6 hop phim dé thao tac: Ctrl+C: Sao chép noi dung vao bo nhé;

Ctrl+X: Cat noi dung vao bo nhé; Ctrl+V: Dan noi dung tir bo nhé vao vi tri 6 hién hanh.

d) Ddn dac biét (Paste Special)
Trong qué trinh sao chép d6i khi chung ta can dan ndi dung di sao chép hay cit tir bo

nhé vao véi mot s6 chon loc nao d6, khi d6 thay vi dung 1énh Paste, ta sir dung Paste
Special... Sau khi chon ving, dung lénh Copy, dén dich can sao chép dén va nhap phai

chudt, chon Iénh Paste Special.... hop thoai Paste Special c6 mot sé lua chon nhu bang

Sau.
Paste Special ? X
O All using Source theme
O All except borders
O Values O Column widths
O Formats O Formulas and number formats
O Comments O Yalues and number formats
O Validation All merging conditional formats
Operation
@ Mone O BAultiply
(O add (O Divide
O Subtract
|:| Skip blanks |:| Transpose
Paste Link oK Cancel

Hinh 3.13: Hop thogi Paste Special

Hang muc MO ta
All Dan ca gia tri va dinh dang cia ving nguon
Formulas Dan gié tri va cong thirc, khong dinh dang

68



Chi dan gia tri va két qua cua cong thuc, khong dinh

Values

dang

Chi dan vao dinh dang, bo qua tat ca gia tri va cong
Formats

thac

Chi déan vao chu thich cua cac 8, bo qua tat ca gia tri va
Comments )

cong thuc
Validation Chi dan vao cac qui dinh xac thuc dit liéu cho vung dich
All  using source | = _ o < .. . ;
h Dan vao moi thir va dung mau dinh dang tir vung nguon

eme

All except borders

Dan vao moi thr va loai bo cac khung vién

Column widths

Chi dan vao thong tin qui dinh chiéu rong cot

Formulas and number

formats

Dan vao gia tri, cong thirc va cac dinh dang goc cua cac

con s, cac dinh dang khac bi loai bo.

Values and number

Dan vao gia tri, két qua cua cong thirc va cac dinh dang

formats gbc cua cac con sb.
None Khdng kem theo viéc tinh toan nao trén dir liéu.
Cong cac gia tri cua ving ngudn vao cac 6 tuong (ng
Add o )
¢ vung dich
Céac 6 mang gi tri cua vung dich s€ trir di cac 6 twong
Subtract . .
ung cua vung nguon
_ Céc 6 mang gia tri ctia ving dich s€ nhan véi cac 6
Multiply . .
twong (rng cua vung nguon.
o Céc 6 mang gia tri cia vung dich s€ chia cho cac 6
Divide . .
tuong (rng cua vung nguon.
_ Khong dan dé cac 6 rdng & ving nguon vao 6 ¢d gia tri
Skip blanks
& vung dich
Transpose Dan vao va dao dong thanh cét hoac nguoc lai
Paste Link Dan vao va tham chiéu 6 dich dén 6 nguon

Bdng 3.1: Gidi thich hop thogi Paste Special
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e) Cdch dat tén vung

Trong excel c6 chire nang dat tén cho vung dit liéu, mdi khi ta mudn tham chiéu vao
vung dir liéu d6 ta chi can goi tén vung dir li€u da duoc dat tén.

Vi du: Bit tén cho vung dir liéu tir B2~B6 trong sheetl 1a SanPham (SanPham =
Sheet1!$B$2: $B$6). Khi tng dung vao cac ham tham chiéu, ta chi can nhap 1a SanPham
la dugc, vay cach dat tén cho vung dir li¢u d6 nhu thé nao. Pdi voi Excel hodc cao hon ta

vao tab fomulas trén thanh ribbon.
C6 2 cach dé dinh nghia ving:

CAch 1: Nhap vao Name Manager, hop thoai quan 1y danh sach cic name di duoc
dat tén xuat hién, néu workbook chua duge dit tén cho vung dir liéu thi s¢€ khong c6 danh

sach tén. Sau do nhﬁp chudt vao nut NEW dé tao ra tén mai.

Cach 2: Nhép chuot vao nat define name, hop thoai New Name sé& xuét hién nhu sau:

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

EAutDSum - ,.___' =] Define Name -~ E;“Trace Precedents @ h ﬁ
(ﬂ Use in Formula = “:E Trace Dependents - &o =
MName Watch  Calcu
Manager |'E|' Create from Selection 175)\ Remowve Arrows - Window  Optic
Function Library Defined Mames Formula Auditing Cale
A10 - fu STT
A B C D E F G HI JKLMNODPQR S T |V
1 PAIHQC THAI NGUYEN CONG HOA XA HOI CHU NGHIA VIET NAM
2 |TRUGNG PH CNTT VA TRUT =5~ Pic lip - Tw do - Hanh phic
3
4 Name: NH VIEN
5 . 5cope | warkbook ~
6 |Lép hoc phan Liptrinh ~ o (Nhém_239) Hoc ky 1 nim hoc 2021 - 2022
7 |Gido vién ding danh sich nay d
3 1. Biém danh qud trinh hoc t3
9 2. Nip lai cho phing Pdo tao
. . i S L
10 , — ;AY/ THANG DIEM DANH Y .. Ning
. Refersto: | - gpp231.1-21 (CNTT K19B.01)15A510: | F%s thiee tiet lec
STI  MASY Hq Cancel | | 5. 5. 15 2223 39 6. 7 >0 hoe EM | poc
Ai9 9 i9isiel el 1wl . (Tong:
tap ;. tap
11 SO
12| 1 |DTC20%480201CLCO0N0 |Dwrong Thanh — An  (22/03/2002 (CNTTKI9Biv v i+
13| 2 DTC20H4802010108 |Poan Tué_n Anh |07/05/2002 (CNTTKI19B v v v
14| 3 | DTC20H4802010127 |D Tuén Anh |20/07/2002 (CNTTK19B
15| 4 | DTC20H4802010103 (Luc Tén Anh (04/04/2002 (CNTITEILE i+
16| 5 | DTC20H4802010124 |Ngd Pnec Anh [03/05/2002 (CNTTEKI9E v
17| 6 | DTC20H4302010102 [Nguyén Tuin  Anh |04/05/2002 (CNTTKI9B v v v v
18 | 7 | DTC20H4802010208 |Tai Thi Bang |05/04/2002 (CNTT K198 +
19| 8 |DTC2054802010031|TrAn Vian Cutng|26/01/2002 (CNTTK19B ++ + +
a0 @ IMTEINSARNINING0T [ Nmmeda Tida Nan INENTANNN ICNTT 108

Hinh 3.14: Dinh nghia viing

- Truong Name: Nhap tén cho ving mudn dit tén, gia su, ta dat la SanPham
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- Trudng Scope: Pay 1a noi quy dinh pham vi cta tén dugc st dung. Néu dé 1a
Workbook thi tén s& dugc str dung trén toan workbook, con néu chon mot trong cac sheet

hién c6 trong workbook thi tén chi tham chiéu dugc ndi trong sheet da chon.

- Trudng Comment: La thong tin ghi ch thém cho tén duoc dat, thdng tin nay c6 thé
bo qua.
- Trudng Refers to: Day 1a ving dir liéu ngudn cho tén. Nhip chudt vao mili tén mau

d6 dé chon vung dit liéu ngudn. O day, ta chon Source 1a Sheet]!$M$4

Sau khi dat tén xong thi trong hop thoai Name Manager s¢ hién ra tén vira dat. Bay
12 noi quan 1y cac tén ma da phan ngudi ding dit trong workbook d6, do dé néu tén bi 15,
hay muén stra lai dit liéu ngudn (Data source) thi nhip chudt vao tén mudn chinh stra 10i

xuong 0 Refers To dé chon lai.

3.5. Mgt s6 ham co ban

3.5.1. Ham va céch s dung ham

Ham: Ham trong Excel dugc lap trinh san dung tinh toan hodc thuc hi¢én mot chirc
nang nao d6. Viéc dir dung thanh thao cac ham s& gitip ta tiét kiém dugc rat nhiéu thoi gian
so v6i tinh toan thii cong khong dung ham. Cac ham trong Excel rat da dang bao gdm nhiéu
linh vuc, c6 nhitng ham khong yéu cau dbi s6, co nhitng ham yéu cau mot hodc nhiéu ddi

s6, va cac doi s6 co thé 13 bit budc hodc tu chon.
Vi du:
=Rand() ham khong ¢ ddi sb
=If(A1>=5, "Pat", "R6t")  ham 3 ddi s6
=PMT(10%, 4, 1000,, 1)  ham nhiéu d6i s6 va ddi sb tiy chon
Trong Excel cac nhém ham chinh nhu sau:
- Add-In va DDE: Call, Registed.ID,...
- Ham l4y dit liéu tir SSAS: Cubeset, Cubevalue,. ..
- Ham dor li€u: Dmin, Dmax, Dcount,...
- Ham ngay va thoi gian: Time, Now, Date,...

- Ham k¥ thuat: Dec2Bin, Dec2Hex, Dec2Oct,...
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- Ham tai chinh: Npv, Pv, Fv, Rate,...
- Ham thdng tin: Cell, Thong tin, IsNa,...
- Ham luén ly: If, And, Or,...
- Ham tham chiéu va tim kiém: Choose, Vlookup, OffSet,...
- Ham toan hoc: Log, Mmult, Round,...
- Ham théng ké: Stdev, Var, Countlf,...
- Ham van ban: Asc, Find, Text,...
- Cac ham tu tao
3.5.2. Ham toan hgc

Bao gom cac ham vé toan hoc gilp ta c6 thé giai mot bai toan dai so, giai tich, hoic

lugng giéac...

Tén ham Cdng dung
ABS Tinh tri tuyét d6i cua mot so
ACOSH Tinh nghich dao cosin hyperbol
ASINH Tinh nghich dao sin hyperbol
ATAN2 Tinh nghich dao tang véi toa do
CEILING La tron dén boi s6 gan nhat
COS Tinh cosin cia mot goc
DEGREES Doi radians sang do
EXP Tinh iy thira co s6 e
FACTDOUBLE (Tinh liiy thira cap 2
GCD Tim wdc s6 chung Ion nhat
LCM Tim boi s6 chung nho nhat
LOG Tinh logarit
MDETERM  [Tinh dinh thirc ciia ma tran
MMULT Tinh tich 2 ma tran
MROUND  [Lam tron mot s6 dén boi so cua so khac.
ODD Lam tron dén mot s6 nguyén Ié gan nhat.
POWER Tinh liiy thira cua mot sb
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mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ABS.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ACOSH.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ASINH.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ATAN2.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_CEILING.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_COS.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_DEGREES.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_EXP.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_FACTDOUBLE.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_GCD.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_LCM.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_LOG.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_MDETERM.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_MMULT.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_MROUND.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ODD.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_POWER.htm

QUOTIENT  |Lay phan nguyén caa phép chia
RAND Tra vé mot s6 ngau nhién trong khoang 0 va 1
ROMAN Chuyén mot sb sang s6 La M4
ROUNDDOWN [Lam tron mét s6 huéng xudng zero
SERIESSUM  [Tinh téng liiy thra...
SIN Tinh sin cia mot géc
SQRT Tinh cin bac 2 cia mot sb
SUBTOTAL [Tinh tong phu
SUMPRODUCT [Tinh tong cac tich cac phan tir twong (rng trong cac mang gia tri
SUMX2MY2 T-l'nh tong cua hiéu binh phuong cac phan tir twong (ng cua 2 mang
gia tri
SUMXMY 2 T-l',nh tong cua binh phuong hiéu cac phan tir twong (ng cua 2 mang
gia tri.
TANH Tinh tang hyperbol cia mot sb
ACOS Tinh nghich dao cosin
ASIN Tinh nghich dao sin
ATAN Tinh nghich dao tang
ATANH Tinh nghich dao tang hyperbol
COMBIN  [Tinh t6 hop tir s6 phan tir chon
COSH Tinh cosin hyperbol
EVEN Lam tron mot s6 dén so nguyén chan gan nhat.
FACT Tinh giai thira cua mot sb
FLOOR Lam tron xuong dén boi s6 gan nhat da xac dinh.
INT Lam tron xudng s6 nguyén gan nhat
LN Tinh logarit co s ty nhién caa mot s6
LOG10 Tinh logarit co s 10
MINVERSE [Tim ma tran nghich dao
MOD L4y phan du ctua phép chia
MULTINOMIAL [Ty & giai thira tong véi tich cac giai thira ctia c4c so.
PI Tra vé gia tri pi
PRODUCT  [Tinh tich c4c s6
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mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_QOUTIENT.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_RAND.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ROMAN.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ROUNDDOWN.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SERIESSUM.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SIN.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SQRT.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SUBTOTAL.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SUMPRODUCT.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SUMX2MY2.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_SUMXMY2.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_TANH.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ACOS.htm
mk:@MSITStore:C:/Users/Administrator/Desktop/Excel.chm::/MATH_ASIN.htm
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RADIANS  [P6i do sang radians.
RANDBETWEEN [Tra vé mot s6 ngau nhién trong khoang xac dinh
ROUND Lam tron mot s6
ROUNDUP  [Lam tron mot sé hudng ra xa 0.
SIGN Tra vé dau caa mot so
SINH Tinh sin hyperbol caa mot s6
SQRTPI Tinh cin bac 2 cia mot s6 nhan vai pi
SUM Tinh tong cua cac so
SUMSQ Tinh tong binh phwong cac s6
SUMX2PY2 T-I’nh tong cua tong binh phuong cac phan tir trong tng cua 2 mang
gia tri
TAN Tinh tang ctia mot géc
TRUNC Cat bot phan thap phan cua so

Bang 3.2: Cac ham toan hoc

3.4.3 Ham théng ké

Bao gém cac ham sd gilip ta giai quyét cac bai toan thong ké tir don gian dén phirc

tap.

a) AVEDEV

Chitc nang: Tinh trung binh do léch tuyét d6i so véi gia tri trung binh. AVEDEV

dung dé do do bién thién cua day sé liéu.

Cong thuic: =AVEDEV (numberl, number2,...)

Trong dé: COng thic cua binh quan d6 phan cyc tuyét doi 1a

Luu y:

1 _
s
n

- Cac ddi sb phai 1a sb, hodc tén, mang gia tri hoac viing tham chiéu chira sb.

- Néu mét ddi

s6, hoic gia tri cia mang tham chiéu chta 6 dang chudi, gia tri logic,

hozc rdng thi céc gia tri nay duoc bo qua. Tuy nhién ddi véi nhitng 6 chira gia tri 12 0 van

duoc tinh.
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b) AVERAGEA
Chite nang: Tinh trung binh cong cta cac ddi s6 va chip nhén ca gia tri logic TRUE,

FALSE trong day sb.

Cong thuic: =ZAVERAGEA(numberl,number2,...)

Trong d6: numberl,number2 13 cac sb can tinh trung binh cong.

Luu y:

- Céc d6i sb co thé 1a sb, tén, mang hoac vung tham chiéu

- Céc thanh phan cuaa ving tham chiéu, mang gia tri néu Ia kiéu chudi thi chuyén
thanh 0. Chudi rdng ciing dugc chuyén thanh 0.

- Néu ddi s la gia tri logic TRUE thi dugc hiéu 12 1, FALSE hiéu la 0.

Vi du: Ham AVERAGEA(5, 10, True, False) tra vé gia tri 1a 4.

c) COUNTA

Chite nang: Dém s 6 c6 dir liéu (khong phai 1a 6 rong) trong ving tham chiéu.

Cong thirc: =COUNTA(valuel,value2,...)

Trong dé: valuel,value2,... 1a cac ving gia tri mudn dém

Luu y: Bé dém sb 6 chta dir lidu kiéu s6 dung ham COUNT, dé dém 6 rdng dung
ham COUNTBLANK.

Vi du: Véi dir liéu nhu trong hinh duéi, ham COUNT(B4:B6) tra vé gia tri 0,
COUNTA(B4:B6) tra vé gia tri 3.

A B C D
1 Tham chiéu trong Excel
2
3 STT Ma can bo| Ho va tén Tham chiéu
4 1 NSO1 Nguyen Vian A |NS01
5 2 NS02 Nguyen Van B |NS01
6 3 NS03 Nguyen Thi C  |NS01

Hinh 3.15: Ham Count va CountA
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d) MAXA

Chtic nang: Tra vé gié tri 16n nhat cua céc gia tri ké ca kiéu sé, chit, logic.
Cong thirc: =MAXA(valuel,value2,...)

Trong d6: valuel,value2,... C4c gia tri dbi so.

Luu y:

- Céc ddi sb co thé 1a s, 6 rong, gid tri logic, hodc chudi dai dién cho gia tri sd.

- Néu céac doi s6 1a mgt mang hodc vung tham chi€u thi ham nhiing 6 trong, chura gia

tri logic, chudi, hay gia trj 16i déu dugc bo qua.
- Néu cac d6i sb 1a gié tri logic thi TRUE duoc hiéu la 1, FALSE hiéu 13 0.
Vi du: Ham max(-2, -5, true, 0) tra vé gié tri 1.

e) MINA

Chite néing: Tra vé gié tri nho nhat cua céc gia tri ké ca kiéu sé, chit, logic.
Cong thizc: =MINA(valuel,value2,...)

Trong dé: valuel,value2,... Cac doi sb.

Luu y:

- Céc ddi sb co thé 1a sb, 6 rong, gid tri logic, hodc chudi dai dién cho gia tri sd.

- Néu céc do1 s6 1a mgt mang hodc vung tham chi€u thi ham nhiing 6 trong, chira gia

tri logic, chudi, hay gia tri 16i déu dugc bo qua.
- Néu cac d6i sb 1a gié tri logic thi TRUE duoc hiéu la 1, FALSE hiéu 13 0.
Vi du: Him mina(21, 5, 0.5, True, False) tra vé gia trj O (false c6 gia tri 1a 0).

f) AVERAGE

Chite néng: Tinh trung binh cong cua cac dbi so.
Cong thuc: =AVERAGE(numberl,number2,...)

Trong dé: numberl,number2 Cac ddi s6 can tinh trung binh cong.
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Luu y: Néu ddi s6 1a tham sb kiéu text, logic, 6 rong thi gia tri d6 dugc bé qua. Néu

la 0 thi duoc tinh.

Vi du: Véi dit liéu nhu hinh duéi, ham =AVERAGE(D2:D6) tra vé gia tri 3.

A B C D E F G
Ngay ban - So lwong | Pon gia |Thanh tién | Thanh tién
TT : Ma h < ) .
, (dd/MM/yyy) TS (Tén) | @sD) | @SD) | (VN)
s 1 22/08/2021 X001 2 100 200
5| 2 2/08/2021 T002 3 200 600
4| 3 12/08/2021 N001 6 120 720
5| 4 22/08/2021 N002 3 242 726
6| S 3/08/2021 X003 3 455 1.365
Hinh 3.16: Sir dung ham AVERAGE
g) COUNT

Churc nang: Pém s6 6 dir li¢u kiéu so6 trong vung tham chiéu.

Cong thuirc: =COUNT (valuel,value2,...)

Trong dé: valuel,value2,... 1a cac ving gia tri mudn dém sb 6 chira dir liéu kiéu sb.

Luu y:

- C4c ddi s6 ¢o thé 1a sd, ngay thang, hoac chudi dai dién cho sb déu duoc tinh. Gia

trj 161, hodc chudi khong thé chuyén ddi sang sé dugc bo qua.

- Néu cac doi s6 1a mdt mang hoac vung tham chiéu thi ham nhiing 6 trong, chura gia

tr1 logic, chuoi, hay gia tri 161 déu duogc bé qua. B¢ dém ca nhitng 6 co6 gia tri logic, chuoi,

gia tri 15 thi phai ding ham COUNTA.

h) MAX

Chie néng: Tra vé gia tri 16n nhat cua day so.

Cong thuc: =MAX(numberl,number2,...)

Trong dé: numberl,number2,... 1a cac ddi so.

Luu y:



- C4c dbi sb c6 thé 1a sd, 6 rong, gia tri logic, hoic chudi dai dién cho gia tri s6. Néu
1a gia tri 161, chudi khong thé d6i thanh sb thi ham tra vé 15i.

- Néu céc d6i sb 1a mot mang hodc ving tham chiéu thi ham nhiing 6 trong, chira gia
trj logic, chudi, hay gia tri 161 déu dugc bé qua. Dé xét gia tri logic, chudi thi phai dung

ham MAXA.
- Néu cac d6i sb khong phai 1a s6, ham tra vé 0.

i) MIN

Chie néng: Tra vé gia tri nho nhat caa day sb.
Cong thuzc: =MIN(numberl,number2,...)
Trong d6: numberl,number2,... 1a cac dbi sé.
Luu y:

- Cac ddi sd co thé 1a s, 6 rong, gia tri logic, hodc chudi dai dién cho gia tri s6. Néu
1a gia tri 161, chudi khong thé d6i thanh s6 thi ham tra vé 15i.

- Néu cac d6i sb 1a mot mang hodc ving tham chiéu thi ham nhiing 6 trdng, chira gia
tri logic, chudi, hay gia tri 161 déu dugc boé qua. Pé xét gia tri logic, chudi thi phai ding

ham MINA.
- Néu céc d6i s6 khong phai 1a s6, ham tra vé 0.

k) RANK

Chite nang: Tim vi tri thir tu cia mot s6 trong day so.
Cong thuirc: =RANK (number,ref, order)

Trong do:

number 12 gia tri can tim vi tri trong day.

ref 1a mang hodc ving tham chiéu dén mét danh sach gia tri kiéu s6. Nhiing gié tri

khong phai 14 s6 duoce bo qua.

order: phuong thuc sap xép.
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v order = 0, hodc bo qua thi s6 16n nhat cd vi tri 1a 1.

v order = 1 thi s6 nho nhét cd vi tri 1a 1.

Luu y:

- Néu 2 sb cung vi tri thi vi tri tiép theo duoc bo qua. Vi du: C6 2 gia tri & vi tri s6 3
thi s€ khong c6 vi thir s6 4 ma chi o vi th b 5.

- D6i 4p dung cong thirc véi mot danh sach, vi du sip xép thir hang cua cac hoc sinh
trong 16p hoc thi trong cong thirc ving tham chiéu ref phai 1a gia tri tuyét di dé khi copy
cong thirc cho cac 6 bén dudi cho két qua dung.

- Pé tao dia chi tuyét ddi trong cong thirc sau khi chon ving tham chiéu, nhan phim
F4 dé tao dia chi tuyét d6i nham cb dinh ving tham chiéu trong cong thirc.

3.4.4. Ham xur ly ky tw

Bao gom cac ham xur 1y chu6i van ban nhu trich loc, tim kiém, thay thé, chuyén do6i

chuoi van ban trong Excel

Ham Cong dung
CHAR Chuyén so6 thanh ky tu
CODE Tra vé ma sb cua Ky tu dau tién
DOLLAR Chuyén dinh dang s6 thanh tién té
FIND Tim kiém mot chudi trong chudi khac
LEFT Trich bén trai mot chudi
LOWER Chuyén thanh chir thuong.
MID Trich chudi con tir mot chudi
RIGHT Trich bén phai mot chudi
SUBSTITUTE Thay thé mot chudi xac dinh
TEXT Chuyén mat s6 sang text.
CLEAN X6a ky tu khéng phu hop
CONCATENATE  [N6i nhiéu chudi thanh mot chudi
EXACT So sanh hai chudi vin ban
FIXED Chuyén mot so sang dinh dang van ban
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LEN Tinh d6 dai mot chudi
PROPER Chuyén ky tu dau mdi tir thanh chit hoa
REPLACE Thay thé mot phan caa chudi.
REPT Lap lai mot chudi
SEARCH Tim kiém mot chudi
T Kiém tra dit liéu kiéu text
UPPER Chuyén ky tu thuong thanh hoa.

Bang 3.3: Cac ham xu ly ky tu
3.4.5. Ham thei gian

a) DATE
Chie nang: Tra vé mot chudi hodc mot s6 thé hién mot ngay thang day du. Néu dinh
dang 6 1a General trudc khi nhap ham thi két qua tra vé 1a chudi ngay thang.

Cong thizc = DATE (year, month, day)
Trong do.

- year s6 chi nam, c6 thé co tir 1 dén 4 ky tu s6. Microsoft Excel tu bién dich d6i sb
nam tiy thudc vao doi s6 ngay thang dang dung.

* Néu s6 nam year nam tir 0 dén 1899 thi n6 duoc cong véi 1900 dé tinh. Vi du year
la 105 thi year duoc hiéu trong cong thuc 1a 2005.

* Néu 1900 =<year =< 9999 thi year chinh 12 s6 nim d6
* Néu year< 0 hoic year> 10,000 thi ham tra vé 15i #NUM!

- month s6 chi thang. Néu s6 thang 16n hon 12 thi ham ty quy d6i 12 = 1 nam va
cong vao year sd nam ting 1én do s thang. Vi du: month 1a 18, year 1a 2004 thi ham tu
hiéu month 13 6 va year 1a 2005

- day sb chi ngay. Néu s6 ngay 16n hon s6 ngay ciia thang thi ham ty quy dbi 14 ting
) thang. Vi ) ngdy ctia modi thang khac nhau 28,29,30 hoic 31 tuy thudc vao thang va
niam nén tiy theo sd thang va nam di kém ma ham s& quy d6i phu hop.

Luu y:

- Excel luu trit ngay thang thanh chudi sb tuan tu va ding chudi s6 nay dé tinh toan.
Quy udc ngay 01/01/1900 13 mde sé 1. Vi vay ngay 01/01/2010 dyoc hiéu 1a s6 40179 vi
sau nay 01/01/1900 la 40179 ngay.
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- Pé xem két qua ham & dang sé tuan ty. Vao Format - Cell. Chon thé Number, chon
General trong muc Category.

- Date rat can thiét khi year, moth, day ciing 12 nhiing cong thirc khong phai 1a hang
s6. N6 gitp ta tinh toan chinh xac hon.

b) HOUR
Chite nang: Tra vé gio cia mot gia tri thoi gian. Gio tra vé ¢ dang sé nguyén tir 0
(12: 00 PM) d&n 23 (11: 00 PM).

Cong thuic: =HOUR(serial_number)

serial_number 12 gi4 tri can tim ra gio. C6 thé nhap gia tri nay dudi dang chudi van
ban.

c) DAY
Chite néing: Tra vé thi tu cia ngay tir chudi ngay thang.

Cong thuzc =DAY (serial_number)

Trong dé serial_number Ia dang chudi s6 tuan ty cua ngay can tim. Ngay thang nay
nén nhap bang ham DATE hoic két qua tra vé tir ham khéc.

C6 thé bi 16i néu nhap serial_number 1a mot chudi dang vin ban.

d) MONTH
Chire nang: Tra vé thir ty caa thang tir gia tri kiéu ngay thang.

Cong thuc: =DAY (serial_number)

- serial_number dang chudi sé tuan tu ciia thang can tim. Ngay thang nay nén nhap
bang ham DATE hoic két qua tra vé tir ham khéc.

C6 thé bi 16i néu nhap serial_number 12 mot chudi dang van ban.

e) YEAR
Chike nang: Tra vé nam ctuia mot gid tri hodc chudi dai dién cho ngay thang.

Cong thuc: =YEAR(serial_number)

- serial_number 1 dang chudi hodc s6 thap phan dai dién ngay thang can tim s6 nim
clia n6. Gia tri ndy nén duoc nhap bang ham DATE hoic 1a két qua cac cong thirc hodc
ham khac.

C6 thé bi 15i néu nhap serial_number 1a mot chudi dang vin ban.

g) NOW
Chike nang: Tra vé ngay gid hién tai. Néu dinh dang 6 1a General trugc khi ham nhap
cong thtc, két qua tra vé & dinh dang ngay thang.
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Cong thuc: =NOW/()

Luu y:

- S6 bén phai trong chudi sb thap phan dai dién cho gid, sb bén trai dai dién cho ngay
thang. Vi du.75 12 6 gio tdi.

- Ham NOW() chi thay d6i khi Worksheet dwoc tinh toan lai. N6 khéng tu dong cap
nhat dugc. Dé cap nhat no, ta c6 thé viét Marco dé sau mot khoang thoi gian nao do goi
ham NOW() dé né cap nhat.

h) TIME
Chirc ndang: Tra vé mot chudi hodc mot sd thé hién thoi gian ddy di. Néu dinh dang
0 12 General trudc khi nhap ham thi két qua tra vé 1a gid tri thoi gian.

Cong thire: =TIME(hour,minute,second)

- hour sé tir 0 dén 32767 dai dién cho sé gid. Néu hour 16n hon 23 né s& duoc chia
cho 24, phan du duogc hiéu 1 hour. Vi du TIME(24,0,0) = TIME(1,0,0)

- minute sb tir 0 dén 32767 dai dién cho sé phut. Néu minute 16n hon 59 né sé& duoc
chia cho 60, phan du 1a minute.

- second sd tir 0 dén 32767 dai dién cho sb gidy. Néu second 16n hon 59 né sé& duoc
chia cho 60, phan du 1a second.

Luu y: Excel luu trit ngay thang thanh chudi sé tuan tu va ding chudi sb nay dé tinh
toan. Quy wdc ngay 01/01/1900 la méc sé 1. Vi vay ngay 01/01/2010 dyoc hiéu 1a s6 40179
vi sau nay 01/01/1900 1a 40179 ngay. Cach hién thi thoi gian twong ty nhu cach hién thi

ngay.

i) TODAY
Chtrc ning: Tra vé ngay hién tai trong hé théng. Néu dinh dang 6 1a General trudc
khi ham nhap cong thirc, két qua tra vé ¢ dinh dang ngay thang.

Cong thirc: = TODAY()

Luu y: Ham NOW() tra vé dinh dang ngay thang va thoi gian hién tai, Ham
TODAY/() chi tra vé ngay thang hién tai.

k) MINUTE
Chike nang: Tra vé s6 phit ctia mot gia tri thoi gian, & dang s6 nguyén tir 0 dén 59.

Cong thirc: =MINUTE((serial_number)

serial_number 12 gi4 tri can tim s6 phat. C6 thé nhap gia tri nay dudi dang chudi ky
tu.
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I) SECOND
Chite nang: Tra vé s6 gidy cia mot gia tri thoi gian, ¢ dang sé nguyén tir 0 dén 59.

Cong thirc: =SECOND(serial_number)

serial_number Ia gia tri cAn tim s6 gidy. C6 thé nhdp gid tri ndy dudi dang chudi ky
tu.

m) WEEKDAY
Chirc nang: Tra vé thr ty cia ngdy trong tuan cia dinh dang ngay thang.

Cong thirc: =WEEKDAY (serial_number, return_type)
serial_number chudi so dai dién cho ngay thang can tim.
return_type Xac dinh kiéu gié tri tra vé. Cu thé nhw sau:

* return_type = 1 (hodc khong nhap): ham WEEKDAY tra vé 1 1a Sunday (Chu
nhat), 7 1a Saturday (Thu 7).

* return_type = 2: WEEKDAY tra vé 7 1a Sunday (Chu nhat)
* return_type = 3: WEEKDAY tra vé 6 la Sunday (Chu nhat)

3.4.6. Ham logic
Ham logic ludn tra vé mot trong 2 gia tri TRUE (dung) hoic FALSE (sai).

Két qua cua ham logic thuong dung 1am dbi sb trong cac ham c6 sir dung diéu kién
nhu IF, SUMIF, COUNTIF,....

Cac ham logic thuong dung: AND, OR, NOT, FALSE, TRUE, IF

a) AND
Chute nang: Tra vé két qua TRUE néu tat ca diéu kién déu TRUE, Tra vé FALSE néu
mét trong cac diéu kién FALSE.

Cong thirc: =AND(logical_1,logical_2,...)

- logical_1,logical_2 14 c4c diéu kién can kiém tra (biéu thirc logic).
Luu y:

- Cac diéu kién c6 thé 1a biéu thirc, viing tham chiéu hodc mang gia tri
- Cac diéu kién phai co gia tri 1A TRUE hozc FALSE.

- Néu 1 trong cac diéu kién c6 gia tri khong phai Logic, ham AND tra vé 15i
#VALUE!
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b) OR
Chute ndng: Tra vé TRUE néu mét trong cac diéu kién 1a TRUE. Tra vé FALSE néu
tat ca cac diéu kién la FALSE.

Cong thuc: =OR(logical_1,logical_2,...)

- logical_1,logical_2 1a cac déu kién can kiém tra.

Luu y:

- Cac diéu kién co thé 1 biéu thirc, viing tham chiéu hoic mang gia tri.

- Cac diéu kién phai co gia tri 1a TRUE hoic FALSE.

-Néu 1 trong cac diéu kién c6 gia tri khong phai Logic, ham AND tra vé 16i #VALUE!

c) NOT
Chie néng: Tra vé phu dinh ctia mot biéu thirc Logic.

Cong thuc: =NOT (logical)
- logical 12 mét biéu thire, diéu kién kiéu logic

d) FALSE
Chite nang: Tra vé gié tri FALSE.

Cong thirc: =FALSE()
Luu ¥: C6 thé g truc tiép tir FALSE trong cong thirc

e) TRUE
Chic néng: Tra vé gia tri TRUE

Cong thuic: =TRUE()

Luu y: C6 thé go truc tiép tir TRUE trong cdng thirc
g) IF

Chie néing: Tra vé mot gié tri néu diéu kién 1a dang, tra vé mét gia tri khac néu diéu
Kién la sai.

Cong thuc: =IF(logical_test,value_if_true,value_if _false)

- logical_test: diéu kién kiém tra, c6 thé 1a két qua cia mot ham logic nhu AND,
OR,...

- value_if_true: gié tri tra vé néu diéu kién logical_test Ia TRUE.

- value_if _false: gia tri tra vé néu diéu kién logical_test 1a FALSE.
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Luu y:

- C6 thé c6 nhiéu ham IF duoc 16ng vao nhau dé tao nén cong thic gidp giai quyét
cac bai toan phtc tap hon.

- Cac diéu kién phai co gia tri 1A TRUE hoic FALSE.
- Néu diéu kién c6 gia tri khéng phai Logic, ham if tra vé 15i #VALUE!

- Néu dang sir dung bo g6 ¢ ché do TELEX, luu y khi nhap ham IF s& chuyén thanh
I, nhan tiép chit F 1an nira dé thanh IF

Vi du: Str dung ham if dé xép loai: néu diém TB >= 5 thi ghi vao 6 G 1a “Dd”, néu
Diém TB <5 thi ghi 1a "Truot”.

bién cong thirc va 6 G3 nhu sau: =IF(F3>=5,"DS","Truqt")

G3 - S =IF(F3>=5,"D&","Truot")
A B C D E F G

1

TT | Hovatén | Toan Ly Hoa Piém TB Xép loai
2
5| 1 [Nguyen Van A 5 9 9 8 Do
4 2 [Nguyén Vin B 6 8 5 6 Do
5 3 |Nguyen Vin C 7 7 7 7 Do
s 4 |Nguyén VinD 7 6 4 6 Do
7 5 [Neuyén Van E 4 4 3 4 Truot

Hinh 3.17: Str dung ham IF
3.5.3. Ham tim kiém
Céac ham tim kiém rat hiru ich khi 1am viéc v6i CSDL 16n trong EXCEL nhu ké toan,

tinh lvong, thué...

a) HLOOKUP
Chike nang: DO tim mot gia tri & dong dau tién cua mot bang dix liéu. Néu tim thiy s&
tra vé gia tri & cung trén cot vai gid tri tim thay trén hang chi dinh. Him HLOOKUP thudng

dung dé dién thong tin vao bang di liéu tir bang phu.

HLOOKUP xuat phat tir horizontal lookup: do tim theo phwong ngang, hay theo
dong.
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Cong thuec:
=HLOOKUP(lookup value,table_array,row_index_num, range_lookup)
Trong do:

- lookup_value: 1a gia trj can tim trong bang dir liéu table_array, n6 c6 thé 1a mot

gia tri, mgt tham chiéu hay mot chudi ky tu.

- table_array la vung tim kiém. Pay 14 bang dir liéu phu c6 ndi dung thudng ¢ dinh

dé lay dir liéu.
* C4c gia tri & dong dau tién co thé 1a gia tri s6, chudi ky tu, hoic logic.

* Néu range_lookup 1a TRUE thi cac gia tri & dong dau tién cua bang dit liéu phu
nay phai duoc sap xép tang dan. Néu khéng ham HLOOKUP sg tra gié tri khdng chuan

Xac.

* Pé sap xép cac gia tri trong bang dir lidu tir trai qua phai dé ham cho két qua phu
hop khi dung range_lookup 1a TRUE: Chon ving dit liéu can sap xép, kich vao menu Data,
Sort. Nhan nat Options bén dudi, danh dau Soft left to right, roi nhdn OK. Kich chon

dong can sip xép trong danh sach. Chon Ascending, va nhin OK

- row_index_num sé tht tu dong trén bang di liéu phu ma dir liéu can ldy. Gia tri

tra vé nam trén dong chi dinh nay va & cot ma ham tim thay gia tri do tim lookup_value.

- range_lookup 1a gia tri logic chi dinh muén HLOOKUP tim kiém chinh xé4c hay 1a
tuong d6i. Néu range lookup 1a TRUE ham s& tra vé két qua tim kiém tuong d6i. Néu
khong tim thay két qua chinh xac, n6 s& tra vé mot gia tri 16n nhat ma nho hon gia tri tim
kiém lookup value. Néu range lookup 12 FALSE ham tim kiém chinh xac, néu khong c6

tra vé 161 #N/A!.
Luu y:

- Néu lookup_value nhé hon gia tri nho nhat trong dong dau tién cta bang dir lidu

phu, HLOOKUP tra vé 156i #N/A.

- Khi xut hién 18i #N/A! c6 thé méc 16i nhap du mot khoang trong & phia sau gia tri

do tim hoic trong bang dir liéu, ké ca chinh va phu.
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- Khi duing ham HLOOKUP @¢ dién dit liéu cho mot bang dir liéu thi trong cong thirc
can phai tao dia chi tuyét dbi cho bang dit liéu phu table array dé cong thirc dang cho cac
hang con lai khi copy cong thirc xudng cac 6 bén dudi.

Vi du str dung ham HLookUp dé dién dir liéu nhu trong hinh

A | s ] c ] D | E

1 DANH MUC HANG HOA NHAP KHAU THANG 12

2 STT Ma hang Thué Ngay nhap $6 lugng

3 1 HDD ? 01/12/2006 20

4 2 CPU ? 03/12/2006 50

5 3 CDR ? 05/12/2006 70

6 4 HDD ? 07/12/2006 100

7 5 CPU ? 08/12/2006 200

8 6 USB ? 07/12/2006 500

2 THUE NHAP KHAU

10 Imu HDD cPU CDR USB

1l thee 5% 8% % 10%

12

13

14

15

16

Cong thirc Giai thich

=HLOOKUP(B3,$B510:$E$11,2,0) Nhap cong thic vao 8 C3 dé Idy mic thué nhdp khdu tudng (ng biéu thué cla ting mat
hang bén dudi.

Copy cdng thirc xudng cac 6 con lai. Luu y dia chi ving 6 cia bang di liéu phy phai I3 dia chi tuyét déi dé khi copy cdng thirc ham

HLookup mdi ding cho c3c 6 tiép theo.

Hinh 3.18: Sir dung ham HLOOKUP

b) VLOOKUP

Chite nang: DO tim mot gid tri ¢ cot dau tién bén trai cia mot bang dix liéu. Néu tim
thy s& tra vé gia tri & cung trén dong véi gia tri tim thiy trén cot chi dinh. Him VLOOKUP
thuong dung dé dién thong tin vao bang dir liéu tir bang dit liéu phu.

VLOOKUP xuat phat tir vertical lookup: do tim theo phuong ding hay theo cot.
Cong thuec:

=VLOOKUP(lookup_value, table_array, col_index_num, range_lookup)
Trong do:

- lookup_value: 12 gi4 tri can tim kiém, n6 c¢6 thé 1a mot gia tri, mot tham chiéu hay

mot chudi ky tu.
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- table_array la viing tim kiém. Pay 14 bang dir liéu phu c6 ndi dung thudng ¢ dinh

dé lay di lidu.
* CAc gia tri & cot dau tién cd thé 1a gid tri s6, chudi ky tu hoic logic.

* Néu range_lookup 12 TRUE thi cac gi4 tri & cot dau tién caa bang dix liéu phu nay

phai duoc sap xép tang dan. Néu khong ham VLOOKUP sg tra gia tri khéng chuan xac.

* Pé sap xép cac gia tri trong bang dit liéu tir trén xudng va ham cho két qua phu hop
khi ding range_lookup 12 TRUE: Chon ving dir liéu can sip xép, kich vao menu Data,
Sort. Nhan nut Options bén duéi, danh dau Soft top to bottom, roi nhan OK. Kich chon

cot can sap xép trong danh sach. Chon Ascending, va nhan OK

- col_index_num sé thi tu cot trén bang dir liéu phu ma dix liéu can lay. Gia tri tra

vé nam trén cot chi dinh nay va & dong ma ham tim thay gia tri do tim lookup_value.

- range_lookup 1a gié tri logic muén VLOOKUP tim kiém chinh xac hay la tuong
d6i. Néu range lookup 1a TRUE ham s& tra vé két qua tim kiém tuong d6i. Néu khong tim
thiy két qua chinh xac, n6 s& tra vé mot gia tri 1on nhat ma nho hon gia tri tim kiém
lookup value. Néu range lookup 13 FALSE ham tim kiém chinh xé4c, néu khong c6 tra vé

161 #N/A!
Luuy:

-Néu lookup_value nhoé hon gi tri nhé nhit trong cot dau tién cta bang dit liéu phu,
VLOOKUP tra vé 15i #N/AL.

- Khi xuat hién 18i #N/A! ¢6 thé mac 16i nhap du mot khoang trong & phia sau gia tri

do tim hoac trong bang dir licu, ké ca chinh va phu.

- Khi duing ham VLOOKUP dé dién dir liéu cho mot bang dit liéu thi trong cong thirc
can phai tao dia chi tuyét ddi cho bang dit liéu phu table_array dé cong thirc dung cho

cac hang con lai khi copy cong thitc xudng cac 6 bén dudi.

Vi du: Str dung ham VLookUp dé dién dit liéu nhu trong hinh
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A B o D | E
1 DANH MUC HANG HOA NHAP KHAU THANG 12
2 STT Ma hang Tén hang Ngay nhap 56 lugng
3 1 HDD ? 01/12/2006 20
4 2 CPU ? 03/12/2006 50
5 3 cow ? 05/12/2006 70
6 4 HDD ? 07/12/2006 100
7 5 CcPU ? 08/12/2006 200
8 6 use ? 07/12/2006 500
9 BANG TEN HANG
10 M hang Tén hang
11 CDR 6 CD - Rom
12 cow & ghi CD-Rom
13 HDD 0 dia cing
14 USB 8 dia ciing USB
15 CAS Thiing my
16
Cong thifc Giai thich

=VLOOKUP(B3,5C$11:5D515,2,0)

Nhap cfing thifc vao & C3 d& Iy tén hang tudng \ing vdi m3 hang tir bang dif liéu phuy.

Copy cng thic xufng cac & con lai. Luu y dia chi ving & cia bang di liéu phu phai 12 dia chi tuyét ddi d& khi copy cong thic ham VLookup
mdi ding cho cdc 6 tiép theo.

Hinh 3.19: Sz dung ham VLOOKUP

3.5.4. Tre gilp s dung ham

Dé6i voi nhitng nguodi mai hoc Excel thi viéc sir dung cac ham trén bang tinh chua
duoc thanh thao. Phan nay sé& gilp hiéu rd hon vé ci phap cua cac ham théng qua thao tac

thiét lap dé hién thi d6i sé cua ham trong Excel, nhd d6 ¢6 thé sir dung ham tbt hon va

thanh thao hon.

Excel hd tro viéc nhic tén ham, ta chi cin danh dau “=" va chix cai bt dau cua tén

ham, Excel s& hd tro mot loat cac ham bét dau boi chir cai do, chi can sir dung chudt va

chon mot trong nhitng tén ham da dugc tro gitp san.

1

R = BN I = (R B R SL R

A B

sum |

®
() SUMIF

() SUMIFS

() SUMPRODUCT
&) suMsQ

() sUMY2MY 2
() sUMXZPY2

() suM¥MY2

C D

| Adds all the numbers in a range of cells

== Nhdcham

Hinh 3.20: Tro gilp s dung ham
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Céch hién thi doi sé ciia ham trong Excel

C4ch 1: Tai 6 bat ky trong excel ta nhap “=[tén ham]” sau d6 nhén t6 hop
phim Ctrl + Shift + A ta s& nhin thiy duoc cac d6i sé caa ham

Vi du: Nhap =IF va nhan t6 hop phim Ctrl + Shift + A trén ban phim. Két qua s&
hién thi cac ddi sé cia ham IF.

-i* K v ﬁr| =IF(logical_test,value_if_true,value_if false)

& D E F G H

IGgiu:::aI_‘[EET value_if_true,value_if_false)

Hinh 3.21: Cach hién thj d@di sé ciia ham trong Excel

Cach 2: Dé hién thi dbi s6 chi tiét hon dudi dang ctira s6 ham, ta go
“=[tén ham|]” sau d6 nhan Ctrl + A
Vi du: Nhap =IF va nhén t6 hop phim Ctrl + A.
Khi d6 xuét hién ctra s6 méi hién thi cac ddi s6 ctia ham IF, ta c6 thé dién ludn gia trj cac
d6i s6 cuia ham IF tai day va nhan OK.

Function Arguments I. ? &]

IF
Logical_test | | =
Value_if_true g =
Value_if_false E =

Chedks 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 [ (04 ] I Cancel

Hinh 3.22: Hién thj déi so dudi dang cira s6 ham
3.5.5. Mgt sé 16i thwong gap
a) L4i gia tri: #VALUE!
Nguyén nhan:

- Chua hoan thanh cong thirc ma da an Enter lam cho cong thirc bi 15i.
90



- Ham yéu cau mot gia tri bang sd hodc logic nhung lai nhap vao mét cong thic tinh
toan hodc mét chudi.

- Nhap qua nhiéu tham s6 cho mét ham hodc toan tir trong khi cong thirc chi can mot
tham s6.

- Thyc hién 1€nh ty dong macro lién quan dén mot ham trong khi ham d6 bi 1.

=]
[5]) Ble Edt Vew [lnser Formet Tools Data Wedow Help  UComven 13
S [ S T S-S e v AW RO S .7 - 41 X014
C3 - £ wYEARISS)
A | B | c 0| E F_ | G

Ngay sinh Lay nam

101012003 2003
| 2004

SVALLEY

o 2003
o #VALUEY
" WVALUE!
2003
2004

Hinh 3.23: Ldi gid tri Value
b) Léi di# liéu réng: #NULL!
Nguyén nhan:
- Sir dung mdt day toan tir khong phu hop.
- Dung mot mang khong c6 phan cach.

Cach khic phuc: Thong thuong xay ra ¢ cac ham khong c6 diém giao nhau dan
dén 16i #NULL!, can phai xac dinh lai diém giao nhau gitra 2 ham.

¢) Léi sai viing tham chiéu: #REF!

Nguyén nhan:

- O tham chiéu cua cong thirc da bi x6a (day 1a 1 rat hay xay ra trong bang tinh).
- Lién két tham chiéu khong thuc thi dugc nén tra vé két qua #REF!.

Céch khic phuc: Kiém tra lai 6 tham chiéu xem c6 mat dit liéu khong va khic

phuc nd.

d) Léi dé ligu kiéu sé: #NUM!

Nguyén nhan:

- Duing ham tra vé mot gia tri qua 16n hodc qua nho so voi kha ning tinh toan ctia
Excel.

- Dung ham Idp di lap lai.
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- Dung dbi s6 khong phu hop.

Cach khic phuc: Giam bét gid tri tinh toan hodc chinh sira lai ham.

e) L4i sai tén ham: #NAME?

Nguyén nhan:

- Nhap sai tén ham hodc dung nhitng ki ty khong dugc phép trong cong thirc.
- Dung ham khong c6 séin trong Excel.

- Nhap chudi cong thirc khong c6 dau .

- Khong c6 dau hai chdm (: ) trong mang dit liéu tham chiéu.

Cach khic phuc: Check lai cac so xuat vé diu, 15i chinh ta trong viéc sir dung ham

hodc d¢ chinh xac ctia ham dang sur dung.
g) Léi dir ligu: #NA
Nguyén nhan:

- Gia tri tra vé khong twong thich véi cac ham do tim nhu: VLOOKUP, LOOKUP,
MATCH

- Quén mot hay nhiéu ddi sd trong cac ham ty tao

- Khong dong nhat dir liéu khi sir dung dia chi mang trong Excel
- Dung ham tu tao khong hop 1y.

Céch khic phuc: kiém tra lai tinh chinh xac ctia ham.

h) Léi chia cho 0: #DIV/0!

Nguyén nhan:

- Cong thirc nhap vao c6 sb chia la 0

- Sb chia trong cong thirc tham chiéu dén mot 6 trong

Céch khic phuc: kiém tra lai cong thirc.

Cong thirc gitp bang tinh hitu ich hon rat nhiéu, néu khong cé cac cong thirc thi bang
tinh cling giong nhu trinh soan thao vin ban. Chiing ta dung cong thirc dé tinh toan tir cac

dir liéu luu trit trén bang tinh, khi dir liéu thay d6i cac cong thirc nay sé tw dong cap nhat
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cac thay doi va tinh ra két qua méi giup ching ta d& tén cong stc tinh lai nhiéu lan. Vay

cong thirc co6 cac thanh phan gi?
Cong thuce trong Excel dugc nhan dang 1a do n6 bat dau la dau = va sau do6 la sy két
hop cua céc toan tir, cac tri sO, cac dia chi tham chi€u va cac ham.

Vi du:

 Déu bang

ri sb
Toan tir

Ham
|7 |‘Tham chiéu

= 40000 — IF (C5>=25000, 80%*C5, C5)

Hinh 3.24: Vi du cong thirc

Céc toan tir trong cong thirc

Toan twr Chirc nang Vidu Két qua
+ Cong =3+3 3cong31a6
- Tru =45-4 45 tre 4 con 41
* Nhan =150*.05 150 nhén 0.50 thanh 7.5
Chia =3/3 3chia3dlal
~ \ =24 2 lly thtra 4 thanh 16
" |Liythia =167(1/4) Léyycan bac 4 clia 16 thanh 2

Noi chudi "L&" va "Thanh" lai

& |Noichusi =LeraTThanh™ | thanh "Le Thanh”

_ Béing “A1=B1 [\:/,lo\dLusé A1=3, 6 B1=6 Két qua:
> Lén hon —A1>B1 [\I/,IA\dLusg Al1=3,0 B1=6 K%t qua:
< Nho hon —A1<B1 }/I;ctiJqu A1=3,0B1=6 K%t qua:
>= Lén hon hoic bing| =A1>=B1 I\I/,Io\ilég A1=3, 6 B1=6 Két qua:
<= Il;g;(;hon hodc ~A1<=B1 }rflichijuEG A1=3, 6 B1=6 Két qua:
<> KI:]éC —Al<>B1 ¥|1QCL1}1EO A1=3, 6 B1=6 Két qua:

’ Day cach cac tham =Sum(Al, B1) Vidu 6 A1=3, 6 B1=6 Két qua: 9

chiéu
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Tham chiéu mang | =Sum(Al: B1) Vidu 6 Al=3, 6 B1=6 Két qua: 9

Kh?ang T.rNa veé CE‘lC 0gia0 | _o1.86 A3 D3 T‘ra vé gia tr1 cua o B3 vi 2 vung
trang | gilta 2 vung nay co chung 6 B3.

Bdang 3.4: Cac toan tu trong cong thurc

Thir tw wu ti€n cia cdc toan ti:

Toan tir Mo ta Ul tién
: (hai chdm s £
, ( 2 ); 2 Toén tir tham chiéu 1
(1 khoang trang), (dau phay)
- S6 am (vi du —1) 2
% Phan trim 3
A Liy thira 4
*val Nhén va chia 5
+va-— Cong va tru 6
& Néi chudi 7
:1<1 >l<:1>:l<> SO Sénh 8
Bdang 3.5: Thut tw weu tién cac toan tur
3.6. Sap xép dir liéu
Sort ? X
2| add Level < Delete Level Eh@ Copy Level Options... ] My data has headers
Column Sort On Order
Sort by | Column A ~ | Values ~ | |Smallest to Largest w
QK Cancel

Hinh 3.25: Sdp xép di liéu

Sort (sip xép) va Filter (loc) 14 nhimng tinh ning cho phép thao tac dit liéu trong mot

bang tinh dugc thiét l1ap dua trén cac tiéu chuan.
Sap xép: Dé thuc hién mot sap xép theo chiéu ting dan hay giam dan trén mot cot:

- Panh dau cac 6 mudn dugc sap x€p.
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- Kich nut Sort & Filter trén tab Home.

- Kich nat Sort Ascending (A-Z hoic ting dan) hay Sort Descending.
Tuy chinh sip xép: Dé sap xép nhiéu hon mét cot:

- Kich nut Sort & Filter trén tab Home.

- Chon c6t mubdn sap xép dau tién.

- Nhap vao Add Level.

- Chon c6t tiép theo mudn sip xép.

- Nhép vao OK.

3.7. Loc dir ligu

Review View O Tell me what you want to do..

] Show Queries P [¥] Connections al A Y
S z AlZ

]me Table o .

Refresh z l Sort Filter
yRecent Sources | aj - A T/Advanced
% Transform Connections Sort & Filter

Hinh 3.26: Loc dir liéu

B6 loc cho phép chi hién thi dir liéu ma dap tng cac tiéu chuan nhét dinh. Dé st dung

bo loc:
- Kich vao cot hodc chon cac ¢ot chia dit liéu mudn loc.
- Trén tab Data, kich Filter.
- Kich nat Filter
Dé khong ap dung bo loc, kich nut Filter.
3.8. Co sé dir liéu
3.8.1. Khai niém vé vung diz li¢u

Trong MS Excel, dir liéu td chirc dudi dang bang biéu. Dit liéu trong mdt cot chira
cac gia tri twong ty nhau, vi du trong ciing cot chita cac gid tri cung kiéu nhu Hotén:
Nguyén Vin A, Tran Thi C,... Cot c6 thé duoc dat tén theo dir liéu ma cot d6 luu trir, vi du
tén nhan cot 1a Ho tén, Lop,... Cac cot nhu vay goi la cac truong gia tri (value), voi tén

cot 1a tén truong (field name).
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Tap hop céac gia tri trén cting mot dong 13 tit ca cac thong tin can luu trit cho ddi

tuong d6 dugc goi 1a mot ban ghi (record). Va bang dit liéu dugc to chirc nhu vy duoc

goi la co so dir li¢u (databases) hay danh sach dir liu (list).

Quy wdc ve to chure dir liéu

A B C
I
2 HO VA TEN NGAY SINH LGP
3 |TranThi T 8—4-1973 Q7
4 | Nguyén Van A 1-1-1992 AJl13
5 | Lé Van C 12-12 - 1981 QEI12
—

}— Nhén cot (Tén trwong)

}; Hang (Ban ghi)

Cot (Trwong)

Hinh 3.27: Khai niém vung diz liéu

Khi t6 chirc danh sach dir liéu nén tuan theo mot so6 chi dan sau:

— M1 worksheet chi nén c6 mot danh sach dir liéu,

— MJdi cot phai c6 duy nhat mot tén trudng,

— Mo1 mot cot chi chira cac gia tri twong tu nhau,

— Bang khong nén chura cac 6 tron (Merge cell),

— Danh sach phai doc 1ap c6 nghia 13 c6 it nhat 1 hang, 1 cot dé phan cach danh sach

voi cac dir liéu khong thude bang khac,

— Khi thao tac trén danh sach thi danh sach phai dugc hién thj tit ca cac cot va cac

hang.

3.8.2. Cac dang tiéu chudn

Ngoai viéc tinh toan gia tri trong danh sach, MS Excel c6 hd trg tinh toan dua trén

danh séach dit liéu. Cac ham nay thudc nhom Databases va cd tén bat dau bang chix D, n6

cung cap mot hudng khac dé tinh toan thong ké trén co so dit liéu.

Do cac ham chi tinh toan, thong ké trén cac ban ghi duoc chon hay néi khac thoa

min diéu kién nao do, nén cac ham nay cd sir dung ving diéu kién. MS Excel ciing chi tinh

toan trén cac dong (ban ghi) thoa man diéu kién.
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Cach thyc hién trong Excel 1 lay ting dong diéu kién sau do duyét cac ban ghi
trong danh séch va kiém tra theo diéu kién dé, néu ban ghi nao thoa man diéu kién duyét

thi dugc tham gia vao cdng thic tinh toén, thong ké ma nguoi ding yéu cau.

a) Céu triic chung ciia ham tinh todn trén danh sdach

Cu phap: DFunction_name(Databases, Field, Criteria)

- Databases 1a ddi s6 chi danh sach dit liéu dung dé tinh toan thng ké.

- Field 1a d6i sb chi cot duoc sir dung dé trich rat, tinh toan trong ham

- Criteria la d6i s6 chi viing cac 6 ma chira cac diéu kién ctia ham tinh toan.

b) Quy wéc viing diéu kién

— Vung diéu kién c6 nhén (tiéu dé cot) gidng hét tiéu dé cot cua bang dir liéu. Cach
t6t nhat la copy nhan cot cua bang dit liéu xudng 1am tiéu dé cho ving diéu kién.

Khi d6 hai tiéu dé nay 1a dong nhat.

- Ving diéu kién c6 thé dat bat ky vi tri ndo trong trang tinh, nhung khong dugc dit
vung diéu kién d6 ndm trong ving cic 6 chtra danh sach dir liéu. Cac dong diéu kién can
dit ngay dudi sat vdi dong tiéu dé cua ving diéu kién.

- Céc diéu kién s& dugc nhap twong ung tai cot c6 nhin d6 va duoc st dung cac ky tu
so sanh gia tri nhu >=, <=,...

- O nhén két qua tinh toan ciing khong dugc nam trong ving danh sach dit liéu va
viing chira diéu kién.

- Cac diéu kién cung thoa man (twong duong véi hoat dong ctia ham AND()) duogc

nhap trén cung mot dong, con cac diéu kién lya chon (nghia la chi thoa man mot trong cac

diéu kién, trong duong véi ham OR()) dugc nhap trén cac dong khac nhau.

MS Excel cho phép ding ky tu * khi xdy dung diéu kién v&i y nghia c6 thé c6 ky tu
bat ky hay ky tu ? v6i y nghia ¢6 duy nhat 1 Ky tu tai vi tri d6. Dé st dung cac ky tir dua
ra trong biéu thire diéu kién, can go diéu kién nhu xay dung cong thirc, theo cach
=“=X4au ky tw diéu kién cd chira ky tw dic biét”. Cach sir dung ky tu ? ciing 1am twong

tu.

97



C) Mét s6 ham co 56 di ligu
Ham DCOUNT()
— Ham DCOUNT() dung dé dém s6 6 c6 chira gia trj s6.
— Field 1a dbi sé tuy chon, néu c6 thi phai chon 1a mot cot ¢6 kiéu dit liéu sb.

— Chi y: Trudng dit liéu nhat thiét phai 1a cot dit liéu kiéu sd. Tuy nhién, dé thuan loi
cho ngudi dung va khéng phu thude vao dit liéu t6t nhat nén 13y truong dit lidu s thir tu,

khi d6 ngudi ding khong can quan tim dén cot nao cé dir liéu kiéu so trén bang.
Ham DMAX() va DMIN()

- Haim DMAX() va ham DMIN() dung dé tim ra gia tri 16n nhat hay nho nhat trong

danh sach thoa méan diéu kién.

- Field 1a d6i s6 c0 kiéu dit lidu s6 hodc ngay thang.

Ham DSUM() va DAVERAGE()

- Ham DSUM() tinh tong cong gia tri trong trudng dit liéu cta cac ban ghi thoa man
diéu kién loc.

- Him DAVERAGE() tinh gia tri trung binh tai truong dir li€u cua cac ban ghi thoa
min diéu kién loc.

- Chl y: Khi ding ham DAVERAGE() ma khong c6 ban ghi ndo théa man diéu kién
thi MS Excel bao 16i #DIV/0! (16 chia 0).

Ham DGET()

- Ham DGETY() tra vé gia tri duy nhat ctia ¢t chi ra ¢ dbi s6 thir 2 cia ban ghi ma
thoa man diéu kién.

Cha y: Néu c6 nhiéu hon 1 ban ghi thoa mén diéu kién thi MS Excel b4o 15i

#NUM!. Néu khong co ban ghi nio thoa méan diéu kién thi c6 thong bao 16i
#VALUE!.

Vi du: Cho vung dit li¢u nhu bang sau:
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1

2 STT Ho va Tén Gidi tinh Ngay cing Bingcdp |Ngh® nghiép Paon vi
3 1 Nguyén Thanh An Mam 22 BH CB Hanh chinh
| 2 Cao Thanh Bac Mam 14 ThS GV BM Toan
5 3 BUi Thu Ciac N 18 TS GV Chinh BM Hoa
6 4 L& Van Nam MNam 20 BH CB Paotao
7 5 WU Thi Quy Nir 19 TS GV Chinh BM Toan
8 6 Tran Hong Son MNam 15 Ths GV BM Hda
9 7 Ha Thi Thiy My 10 TS GY BM Toan
10 ) L3 Vit Tung MNam 23 TS GY BM Hoa

Hinh 3.28: Vi du vé viéc sir dung ham co so dir liéu
Yéu cau:

1. Hay dém nhiing ngudi c¢6 bang cap 1a ThS?

Khi d6, vung dir li¢u 1a ca bang dir li€u, vung diéu kién c¢6 tiéu chuén danh gia la tai
cot Bang cap c6 gia tri 1a ThS (12: 13), con trudng dit lidu ¢ day phai 1a mot truong dir liéu
c6 kiéu sb nén ta chi dinh 1a cot STT (hodc cot sb 1) va cong thitc =DCOUNT(A2:
E10,1,12: 13)

Bang cip
Ths

2. Hay tim ra cac can bo c6 Bang cip 1a TS c6 sb ngay di 1am it nhat?

Ving diéu kién duoc xay dung:

Bang cip
Ths

Truong dit liéu can loc chinh 14 truong Ngay céng va trudng ndy cé thi ty 14 4 (tinh
tir bén trai sang bat dau tir 1). Nén ham dir liéu duoc dung & day 1a ham DMIN() va cong
thirc 1a =DMIN(A2: E10,4,12: 13).

3. Hay tim ra cac can bo thudc Pon vi Hanh chinh c6 ngay cong 16n nhat?

Vung diéu kién duoc xay dung:
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Bon vi
Hanh chinh

Truong dit liéu can loc chinh 13 truong Ngay céng va trudng ndy cé thir ty 13 4 (tinh
tir bén trai sang bat dau tir 1). Nén ham dir liéu duoc dung & ddy 1a ham DMAX() va cong
thirc 1a =DMAX(A3: G10,4,J2: J3)

4. Hay tinh téng sb ngay cong ctia cac can bd c¢6 Bang cap 1a ThS hoic TS?

Vung diéu kién duoc xay dung:

Bang cap
Ths
TS

Truong dit liéu can loc chinh 14 truong Ngay c¢éng va trudng nay c6 thi tu 14 4 (tinh
tir bén trai sang bat dau tir 1). Ham dit liéu dugc dung dé tinh téng & day 1a ham DSUM()
va cong thuc 1a: =DSUM(A2: E10,4,12: 14)

5. Hay tinh Ngay cong trung binh cua cac can bo cong tac & Pon vi BM Hbda ma cé

bang cip TS

Ving diéu kién duoc xay dung:

1 ]

Bingcdp| Donvi
TS BM Hda

Truong dit liéu can loc chinh 14 truong Ngay céng va trudng ndy cé thi ty 13 4 (tinh
tir bén trai sang bat dau tir 1). Ham dir liéu duoc dung dé tinh Ngay cong trung binh ¢ ddy
la ham DAVERAGE() va cong thirc 1a: =DAVERAGE(A2: G10,4,12: J3)

6. Hay dém s nguoi hodc di lam trén 20 ngay hodc 1a ¢ bang cp 1a TS

Vung diéu kién duoc xay dung:
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Bang cdp | Ngay cing
T5

==20

Ham dit liéu dung dé dém & day 1a ham DCOUNTY() va cong thirc 1a: =DCOUNT(A2:
E10,1,12: J4)

3.8.3. Céc thao tac rat trich, lgc, tim kiém thong tin

Khi lam viéc véi co so dir liéu (CSDL) ta can c¢6 kha ning tim kiém nhanh thong tin.
Chang han véi CSDL d cho, c6 thé c6 nhitng yéu cau sau:

— Tim nhitng nguoi 1a Can b, ¢ c6 gidi tinh 1a Nir va di lam nhiéu hon hoic bang
20 ngay/thang.

— Cho biét nhitng nguoi hodc 14 GV Chinh di lam it hon hoic bang 20 ngay/thang.

Pé lam duogc viée nay, ta c6 thé dung tinh ning loc dit liéu (filter) cia MS Excel. Tuy
nhién, vaing dit liéu phai tuan theo diéu kién vé CSDL (d4 dat ra trong muc b cia phan Quy
udc ving diéu kién).

MS Excel c¢6 hd tro tinh ning loc dir liéu Advance filter dung véi cac yéu cau lay dit
liéu phirc tap. C6 thé 14y ra danh sach cac ban ghi thoa man diéu kién sang vi tri khac (ngoai
bang).

Céc budc dé sir dung Advance filter:

Buéc 1: Dit con tro chudt vao 6 bat ky cua bang chinh dit liéu. Vao Data/Filter

Buwde 2: Trong 6 List Range 1a vung dir liéu chinh ta can loc, rat trich, tim kiém
thong tin. Khi dat tro chudt va chon chirc ndng Advance Filter thi Excel sé tuy dong chon

bang dit liéu (ving dugc bao quanh béi cac dudng nhap nhay).
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w0 oo -~

10
11

A B [o] D E F G H
TT | Hovatén | Toan Ly Hoa Piém TB Xép loai
< - Advanced Filter ? x
1 [Nguyeén Van A 5 9 9
= . Action
2 Nguyfjn Vin B 6 8 5 @ Eilter the list, in-place
3 NgHYéH Van C 7 7 7 (O copy to another location
4 Nglly&ll Van D 7 6 4 List range: SA52:5GET iR
5 |Nguyén VinE 4 4 3 Criteria range:
Copy to: R
: ] Unique records only
Toéan X¢ép loai
. P
s |
Hinh 3.29: Loc thong tin, Budc 2
Bwdc 3: Trong 0 Criteria range, chon vung di¢u kién dung dé loc dir ligu.
A B C D E F G
TT | Hovatén | Toan Ly Hoa Piém TB Xép loai
1 |Nguyén Van A 5 9 9 L nA
v Ad d Filt ? X
2 |Nguyen Vin B 6 8 vancea Hier
3 |Nguyen Van C 7 7 Ation
- - © Eilter the list, in-place
4 Nguycn Van D 7 6 O Copy to another location
5 Ngﬂyén Vin E 4 4 List range: SA$2:5GST Rz
Criteria range:l Sheet‘l!$C$‘ID:$D$‘I2| E
i Copy to: Rz
Toan Xeép loai
5 p ’ I:‘ Unigue records only
o5

12
13

Hinh 3.30: Loc thong tin, Buoc 3

Bwéc 4: Trong bang Advance Filter s& c6 2 muc dé lya chon la:

- Filter the list, in-place: loc dir liéu va cho ra két qua ¢ chinh bang loc. Cac dir li¢u

khong phu hop sé& bi 4n di.

- Copy to another location: loc dir liéu va copy chung trong mdt khu vuc khac.

O day vi du sé tich chon tuy chon Copy to another location => trong 6 Copy to chon

vao mot 0 trong ngoai vung dir liéu => OK.
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TT Ho va tén Toan Ly Hoa Diém TB Xép loai
2
3 1 |Nguyén Vin A 5 9 9 | DA
4 5 Ngllyéll Vin B 6 ] Advanced Filter ? >
5 | 3 |Nguyén Van C 7 7 Action
— O Eilter the list, in-place —
(4] 4 Nguyén Véan D 7 6 © Copy to another location
7 5 Nguyén Van E 4 4 List range: SASZISGET B | |
8 Criteria range: | Sheet1!$C$10:5D%12 Bz
9 i Copy to: Sheet1!54514 ERz
10 Toan Xeép loai
11 5 p h I:' Unique records only
12 [ »s |
13| _____
147 i
Hinh 3.31: Loc thong tin, Budc 4
Két qua sau khi loc dit liéu:
A B e D E F G
1
TT | Ho va tén Toan Ly Hoa Piém TB Xép loai
2
5| 1 |Nguyén Vin A 5 9 9 8 Do
4| 2 |Nguyén VanB 6 8 5 6 Do
5 | 3 |Nguyén Vin C 7 7 7 7 Do
6 | 4 [Nguyén VianD 7 6 4 6 Do
7 | 5 |Nguyén VinE 4 4 3 4 Trugt
8
g s
10 Toéan Xep loai
11 5
12 | Do |
13
14| TT Ho va tén Toan Ly Hoa Piém TB Xeép loai
151 |Nguyen Vin A 5 9 9 8 bd
16 2 |Nguyen Vin B 6 8 5 6 bd
17 |3 |Nguyén Vin C 7 7 7 7 bd
18 4 |Nguyen Vin D 7 6 4 6 bd

Hinh 3.32: Két qud sau khi locthéng tin

3.9. Tong hop so liéu
3.9.1. Téng hep sé ligu theo nhém
Sau khi d4 sdp xép cac hang trong mdt bang tinh Excel hodc nhap dit liéu theo thir tu
chi dinh, ta c6 thé thuc hién cc 1énh Excel tinh toan téng ) phu hodc tinh téng cho mot

phan dit lidu.
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Vi du: Trong mot bang tinh véi dir li€u sanh sach can bd c¢d céc chiic vu khéac nhau,
ta c6 thé sép Xép danh séach theo chirc vu, chon tit ca cac 6 ¢6 chia dit lidu, va sau d6 md
hop thoai Subtotal. Dé mo hop thoai Subtotal, chon tab Data va sau do, trong ciac nhoém
Outline, nhap Subtotal.

Subtotal ?

At each change in:

Chircvu W
Use function:
Sum W

Add subtotal to:

[ Tinh/Thanh phd ~
[]mgay sinh

Dﬂdn Vi

[ Trinh da

[ ] chre wu

Lugng W

Replace current subtotals
|:| Page break between groups
Summary below data

Eemove All Cancel

Hinh 3.33: Téng hop s6 liéu theo nhdm

Trong hdp thoai Subtotal, ta c6 thé chon 1am co s tinh tong s6 phu (chang han nhu
mdi lan thay doi gia tri trong cdt chire vu), tinh toan téng hop mudn thue hién, va cac cot
hodc cac cot v4i cac gia tri duoc tinh tong. Sau khi xac dinh tong sd phuy, chung xut hién

trong bang tinh

Khi thém téng ) phu cho mot bang tinh, Excel cling dinh nghia cdc nhém dya trén
cac hang sir dung tinh tong phu. Cac nhom hinh thanh mét ban phéac thao dua trén cac tiéu
chi duogc su dung dé tao ra céac téng $6 phu. Vi duy, tAt ca céc hang dai dién cho chirc vy
la Giam dbc (GD) c6 thé 1a trong mot nhom, céc hang c6 chic danh 1a Truéng phong (TP)
1a mdt nhém,...Vung phéc thao xuét hién bén trai véi cac nit didu khién, ta co thé su dung

dé an hogc hién thi cac nhom hang trong bang tinh.
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HS5 - S GD

11213 A B C D E F G H |

1 |ISTT |Ho dém Tén Tinh'Thanh plé Ngay sinh Pom vi Trinh d¢ Chire vy | Luwomg
9|Hodd dnh Nguyét _ |Ha Nam 02/06/1981|BPG Daihoc GD 11.600.000
14|Bach Ngge | Tram Ha Nai 30/12/1979[QHV Thae si GD 11.800.000
4 19|Tran Tien Phong Ha Tinh 191271973 |MHS Bai hoc GD 11.400.000
5 20|Hoang Hodn Trinh Quan,g Tn 28/02/1978|0OPJ Prai hoe GD 10.000.000
5 31|Leomgvin __ |Cucong  |GiaLai 02/05/1976|Kent Thac si GD 10.400.000
7 32|Nguydnvan _ |Hing Ving Tau 01/021978|0SK Dgi hige GD 11.000.000
8 33Ngwen Hai |Nam Hoa Binh 02/03/1968MDN Thac si GD 11.200.000
[-] GD Total | 77400000
Show | | .. NV Total | 88.000.000
Detail 24 8|Trrong Mai_ |Anh Ha Néi 18/08/1981|KLN Cao ding PP 7.200.000
25 10{Pham Hiu | Nghia Ha Néi 03/04/1977|FDS Cao ding PP 6.500.000
26 11L& Hong Theomg  |Pha tho 02/05/1976/YTO Cao ding PP 7.400.000
27 21|Bui Anh Tuyet Thanh Hoa 12/05/1972|HOU Pad hoc PP 7.600.000
28] 22|Caovan Cwong | Thai Bish 11/03/1976[POS Cao ding PP 7.200.000
) 29 30/Pham Mai Khaoh ___|DalLat 03/04/1975|SPA Cao ding PP 6.600.000
Hide ] PP Total | 42.800.000
Detail [+] 3 TP Total  63.000.000
- 39 Grand Tot: 271.200.000

Hinh 3.34: Tong hop sé liéu theo nhém

Co6 ba cach diéu khién cach xuét hién trong khu vuc phac thao: nit Hide Detail dé 4n
chi tiét, nat Show Detail hién thi chi tiét, va nit an hién cac cap. Nut Hide Detail bén canh
mot nhom ¢ thé duge bam dé an cac hang trong nhém d6. Trong mot bang tinh c6 mot
nhém téng phu bao gdm cac hang. Nhan vao nat Hide Detail dé an chi tiét bén canh nhung

dé lai hang tong s6 phu cho nhom.

Khi 4n mdt nhém céc hang, bén canh nhiing thay ddi nhém c6 dé mot
nGt Show Detail. Nhan nit ShowDetail ciia mot nhém phuc hoi cac hang trong nhém trong

bang tinh.

Nut cac murc (1, 2, 3) 1a cac nat khac trong vung phéc thdo ciia mot bang tinh cta
tong s6 phu. Mdi nat dai dién cho mot mire trong mdt bang tinh, nhap chudt vao mét nut
murc giau tat ca cac mure do chi ti€t phia dudi cua cac ntit. Bang dudi day mo ta cac cap cua

bang tinh véi ba cap do to chc.

Mikc Mo ta
1 Tong cong
2 Tong phu cho mdi nhom
3 Céc hang don trong bang tinh

Bang cach nhan vao nut cap 2 trong bang tinh sé an cac hang dir liéu trén.
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[1]z]3] A B C G H |
STT |Ho dém Tén Trinh do Chitc va | Lwong
: GD Total | 77.400.000
23 NV Total 88.000.000
30 PP Total 42 800.000
38 TP Total 63.000.000
E 38 Grand Tot: 271.200.000

Hinh 3.35: V7 du vé téng hop sé liéu theo nhém

C6 thé thém muirc do chi tiét cho phac thao do Excel tao ra. Dé tao mot nhom phac
thdo moi1 trong mot nhém hién cd, chon hang mudn nhém; vao muc Data, trong

nhom Outline, tré dén Group, va sau d6 nhap vao Group.

Co thé loai bo mdt nhém bang cach chon cac hang trong nhom va sau do, trong cac

nhém Outline, nhapUngroup.

3.9.2. Téng hep sé ligu tir nhiéu bang
a) PivotTable reports trong Excel

Trong thyc té, viéc quan ly kinh doanh bang worksheet Excel s& yéu cau ta phai lam
viéc véi hang traim ngan dong dir liéu, trong d6 c6 nhitng worksheet trinh bay tt ca nhitng
dit liéu vé nhan vién kinh doanh, ho ban bao nhiéu hang héa trong ngay, khach hang caa
ho 14 ai, ho ban khi ndo,... dir liéu dé trén mdi dong duogc chia thanh nhiéu cot, mdi cot

tuwong ung voi mot truong thong tin.

68792.25
123032.67

| Buchanan
| Callahan

| Davolio 182500.09 |
Dodsworth 75048.04
Fuller 162503.78 |
King 116962.99
Leverling 201196.27
Peacock 225763.68
Suyama 72527.63
Grand Total 1228327.4

Hinh 3.36: PivotTable reports trong Excel
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Véi khéi lugng dir liéu 16n va cé nhiéu trudng thong tin thi van dé 12 1am thé nao ta
cd thé hiéu vé tt ca nhitng dit liéu nay? Tinh tong thé thi ai duoc ban duoc nhiéu nhat? Ai
ban nhiéu nhat theo mdi quy hay theo mdi nam? Quéc gia ndo c6 doanh sé ban hang cao
nhat? Dé tra 1oi cac cau hoi nay, trong Excel cung cip cho ta mot cdng cu kha tién ich d6
la b4o cao PivotTable. Mot bao céo PivotTable tong hop céc dir liéu thanh cac béo céo

ngan gon gilp ta biét chinh xé4c nhitng gi ta can tong hop.

Trudce khi bt dau 1am viéc véi mot bao cao PivotTable, ta can xem lai worksheet dé
chéc chan rang dit liéu da duoc chuan bi cho bao cdo. Khi tao mot b4o cdo PivotTable, mdi

cot dir liéu nguon trg thanh mot field va co thé sir dung trong cac béo céo.

- 8 c D E F G
1 Country Salesperson Order Amount Order Date OrderID
2 Canada  Buchanan $440.00 7/16/2009 10248
3 Canada  Suyama $1,863.40 7/10/2009 10249
4 USA Peackock $1,552.60 7/12/2009 10250
5 UsA Leverling $654.06 7/15/2009 10251

Hinh 3.37: Tén céc field trong bao cao

Tén cua céc field cho cac bao cao la cac tiéu dé cot trong dir lidu nguon. Vi vay, ta

can phai dat tén cho mdi cot trén dong dau ciia worksheet trong dir liéu nguon.

Trong Hinh 3.37, cac tiéu dé cot Country, Salesperson, Order Amount, Order Date
va OrderID tr¢ thanh tén céac field.

MJi cot trong bang chi nén chira dit liéu c6 cung kiéu va khdng co6 cot trong véi dir

liéu dang str dung cho céc béo cao PivotTable.

b) Tao béo cao vei PivotTable

Choose the data that you want to analyze
(%) Select a table or range
Table/Range: |Sheet2!SES3:SESS =

C:l Use an external data source

Connection name
Choose where you vwant the PivotTable report to be placed
@ Mew Worksheet
C:l Existing Worksheet
Location: Sheet2I SKST =
Choose whether you want to analyze multiple tables

[] ~add this data to the Data Model

Cancel

Hinh 3.38: Tao hgp thogi PivotTable
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Khi dir liéu d3 dugc chuén bi, ta thuc hién cac budc sau:

Budc 1: Bt con tro bt cir noi ndo trong phan dit liéu bao gém tat ca céc dir lidu
worksheet trong béo céo hoac chon dir liéu mudn st dung trong céc béo céo, sau do trén
tab Insert, trong nhom Tables, bam vao PivotTable va sau d6 nhap vao PivotTable lan

nira, hop thoai Create PivotTable dugc mo ra.

Budc 2: Chon Select a table or range, hop Table/Range cho thiy pham vi cua cac
dir liéu da dugc chon, chon New Worksheet hoic Existing Worksheet, néu khéng mudn

bao cao dugc dat trong mot worksheet mai.

Sau ddy 1a mot s6 hinh anh minh hoa vé béo céo PivotTable

Home Insert Page Layout Formulas Data Review View Options

PivotTable Name Active Field

: &) &
PrvotTablel - — | &
R sh Ch Data a
A - >
A B D G i 1
PivotTable Field List v X
3 | 1 Choose ficlds to add to report: lL'
a [[JCountry
= L RIS St d [[)salesperson 2
To build a report, choose [TJorder Amount

fields from the PivotTable

Field List [ ]Order Date

Hinh 3.39: Worksheet md&i sau khi dong hop thoai Create PivotTable

Hinh trén cho thay trong worksheet méi sau khi dong hop thoai Create PivotTable.

Gom hai khu vyc: Khu vuc layout cho béo co PivotTable, PivotTable Field List.

O mét phia 1a khu vuc layout da dugc san san cho bao cao PivotTable va phia bén
kia 1a PivotTable Field List. Danh sach nay hién thi cac cot tiéu dé tir dit liéu ngudn. Nhu

da dé cap ¢ trén, mdi tiéu dé 1a mot field nhu Country, Saleperson, ...

Tao mot bao céo PivotTable bang cach di chuyén bat ky field nao dén khu vuc layout
cho bao cao PivotTable, viéc nay thuc hién bang cach chon hop bén canh tén field, hoic
bﬁng cach bam chuot phai vao mét tén field sau d6 chon mot dia diém dé di Chuyén field

deén.

Néu chon bén ngoai khu vuc layout (ctia mot bao cdo PivotTable), PivotTable Field
List s& bién mat. Pé co PivotTable Field List tro lai, nhap chudt vao bén trong khu vuc
layout b&o céo PivotTable.
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3.10. Biéu do
3.10.1. Khéi niém
Biéu d6 gilp trinh bay dit liéu bang viéc v& thanh cac hinh anh truc quan, dé hiéu.
Biéu d6 duoc lién két voi dir lidu trong bang tinh, do d6 khi thay d6i dir 1iéu thi biéu do
cling s& thay dbi theo.
Excel c6 rat nhiéu kiéu biéu d6 khac nhau phuc vu cho nhiéu muc dich khac nhau cta
c4c loai ddi tuong sir dung bang tinh. Sau day 1a hinh anh mot s6 loai biéu d6.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

E‘? D o &l Store I 'F?

ivotTable Recommended Table IIIustrvations & vy Apps ~ Recommendeg

5] Slicer i) 4 O
= ==

EF Timeline e
T Hyperlink Text  Symbols

PivotTables Charts
Tables Add-ins Filters Links
B2 - nsert Chart
- B | Recommended Charts All Charts | M N

2 Thing ‘
3 Théng 1 Templates ’-HH_I ‘ H H ‘ l:l H Jﬂ@ l@-@ l@-@ ﬂﬂm,
i I‘héngE Column
; Théng 3 Line Clustered Column .
3 Thang4 Chart T Chart Trde |
! Thing 5 B = .
; Théngé Area [
3 : r
n v | (0B SR Rl
"J [ Stock ,II, et mmn i o I |
2 Surface - e
3 7 Radar
‘i i Combo
5
6
7
8
9
2
3

Sheetl H

Hinh 3.40: Mot s6 loai bi¢u do
3.10.2. Mgt sé logi biéu dé
Biéu do cft: Dir lidu duoc sip xép theo cac cot hodc cac hang trén trang tinh va c6
hai thong tin co ban 1 thé loai va gia tri. Mot biéu do cot thuong hién thi cac thé loai doc
theo truc ngang (thé loai) va cac gia tri doc theo truc doc (gia tri), gidng nhu trong biéu dd

Sau:
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DOANH SO DONG A

QUY 1 QuY 2 QUY 3 QUY 4

= Doanh s6 Dong A nim 2009 ® Doanh s6 Dong A nim 2010

Hinh 3.40: Biéu dd cot

Biéu dd dwong: Trong biéu do6 duong, dir licu thé loai duogc phan b6 déu doc theo
truc ngang va dir liéu gia tri dugc phan bd déu doc theo truc doc. Cac biéu d6 duong co thé
biéu thi cac dit liéu lién tuc, vi vay rat pht hop dé biéu thi cac d6i twong phu thudc thoi

gian.

Luong mua Hang ngay

160

140
120 1%9—4“‘/23/14\0
100 4

80
60
40
20
0  4F——d3—i

1 2 3 4 5 6 7 8 9

B0
—

-
T

L% o]

.4
= 4

—— Luong mura Hang ngay Hat nho

Hinh 3.41: Biéu d6 dudng

Biéu do hinh tron va vanh khuyén bi cat: Biéu do hinh tron biéu thi kich ¢& cac
muc trong mot chudi dir liéu, ty 1¢ véi tong s6 cac muc. Cac diém dir liu trong biéu d6

hinh tron duoc biéu thi dudi dang phan trim cua toan b hinh tron.
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Lugng Pon hang

@ Dodsworth

B Suvama

@ Davolio

mFuller

WPcacock

B Lcvering
Callahan

@ Buchanan

Hinh 3.42: Biéu db hinh tron
Biéu d6 thanh: Dt liéu duoc sip xép theo cac cot hodc cac hang trén bang tinh c6
thé duoc biéu thi bang biéu d6 thanh. Biéu do thanh minh hoa mdi quan hé so sanh giira
cac muyc riéng. Trong biéu d6 thanh, céc thé loai thuong dugc td chire doc theo truc doc va

cac gia tri doc theo truc ngang.

Doanh so Hang quy

2 ———
WY ——

EChiphi BThuecte @Dy kién

Quy

da

-

QUY :

Hinh 3.43: Biéu d6 thanh
Biéu d6 bé mit: Biéu d6 nay rat hiru ich khi mudn tim cach két hop tdi wu giita cac
tap hop dit liéu. Gidng nhu trong ban d6 dia hinh, mau sac va kiéu dang sé& cho biét cac
khu vyc thudc cuing mot pham vi gia tri. Ta cé thé tao mot biéu d6 bé mat khi ca thé loai

va chudi gia tri déu la cac gia tri so.
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Do Cuong do Chiu kéo

CUONG DO CHIU KEO

NHIET DO O C)

GIAY

@0-100 @100-200 @@200-300 [300-400 @ 400-500

Hinh 3.44: Biéu dd bé mat

3.10.3. Céch tgo biéu do
Phan nay trinh bay cac budc vé biéu d6 tir mot bang sd liéu cho trudc.
Vi du: Két qua nghién ctru vé su thoéa min cia cac nhém khach hang phan theo do
tudi dugc cho nhu hinh bén dudi, ta hoan toan c6 thé dung két qua nay dé bao cao, tuy
nhién bao c40 s& sinh dong va thuyét phuc hon néu ta bién cac con sd nay thanh biéu d6

dé duoc nhin théy mot cach truc quan hon.

A | B . C . D

1 | Ty 1€ khach hang danh gia tich cwc

2 vé san pham theo d6 tudi

3 | Thing =20 20-50 =50

4 |Thang 1 50% 60% 35%
5 |Thang 2 20% 45% 80%
6 |Thang 3 45% 24% 90%
7 | Thang 4 60% 56% 50%
g |Thang 5 45% 65% 65%
g Thang 6 50% 35% 75%

Hinh 3.45: Bdng s6 liéu
Dé tao biéu do cho bing sé ligu trén, ta lam theo cdch sau:

Buwée 1: Chon vung dir liéu A3: D9, chon lubn cac nhan cua cac cot.

112



Buwéc 2: Chon kiéu db thi tir tab Insert (1) => Charts (2). Chon tab All Charts (3),
nhom d6 thi bao gom nhiéu kiéu khac nhau. Trong vi du nay, ta chon nhom Column =>

Clustered Column=>0k.

H -

ook xlsk - oduct Acti
File Home W Pagelayout  Formulas  Data ; ;
= === ) Y = [ R SR 2 Line =] Slicer = 4
i T4 1? &

[ |
- ol - i - I IL@’I fi= Column =3 Timeline =

PivotTable Recommer Table [lllustrations Add-  Recommended PivotChart 3D Hyperlink ~ Text Sy
PivotTabl 2 ins~ Charts - k- e - Map ~ = Win/Loss -
Tables Charts anurs Sparklines Filters Links

A3 - Insert Chart ~ ? x

A B Recommended Charts N o

1| Tylékhpchba ., . ~—

o ralad oo A A 08 gy e8 09 0

3 | Thang <20 2

4 [Thang1 | | so¢ [~ Cotumn a _

s [Thang2 | ] 209 2% lne uster

6 |Thang 3 ’ 450 @ Chart Titke:

7 |Théng 4 600 E

5 |Thing 5 459 pA

il 501 Lf o FERTE

| [ Stock . -

11| & Surface

1] >|< Radar

= 1 BE Treemap

L @ Sunburst

:Z— il Histogram

= [i33  Box & Whisker 4

18| 3 Il Waterfall

19 iy Combo

20|

21

[ sheen

Ready

Hinh 3.46: Thao tac tao biéu do

wcel (Product Activation Failed) Chart Tools
Page Layout Formulas Data Review View Design Farmat Q Tell me what you want tg
B ) P I @ - 12- M- Line [ Slicer 6:;
=i H - - = i (<
) M - G Column =3 Timeline
PivotTable Recommended Table llustrations Add- | Recommended i PivotChart 3D o Hyper
PivotTables v st Chas b ki-ok- Map Win/Loss
Tables Charts i Tours Sparklines Filters Lirik
Chart 3 = f
A B C B | E| F || H | | J | K L | M
- ===l
5 Thing 2 20%|  45%| O 0 0
6 | Thing 3 45% 24% Chart Title
7 |Thang 4 60% 56% 100%
8 |Thing 5 45% 65% s0%
9

5 0%
Thang 6 50% 35% 0%
10| 0%
11_ o) 0% o]
12 40%
N 30%
13 20%
14 10%
15 11

Thang 1 Thang 2 Thang 3 Thang 4 Thang 5 Thang 6

16

1?_ m=20 m20-50 m=50

18] o o o)
1]

Hinh 3.47: Biéu do dwoc tao
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Buéc 3 (Hiéu chinh biéu d0): Két thic budc 2 13 ta da c6 ngay mot biéu d6 dang cot

nhu Hinh 3.47. Tuy nhién, ta c6 thé hiéu chinh lai cac thanh phén trén db thi sao cho phu

hop hon. Hiéu chinh biéu d6 bang cach: Chon db thi => Chart Tools => Design => Chart

Styles => Chon cach bd tri thich hop. Vi du ta chon kiéu Style 3 trong Chart Styles.

Bo

g |[OE"

- - E
- H .|
change | 2wt BRG] i ill i

Page Layout Formulas

IIIIII i = . D

Add Chart Quick Switch Row/ Se
Elerment ~ Layout ~ Colors ~ Column C

Chart Layouts Data
Chart 3 =~ S 2 1

=y B C D E F H 1 J K L L
5 |Thing 2 20% 459%% o1
6 |Thang 3 45% 24%% CHART TITLE
7 |Thing 4 60% 56%% o = 2080 o
=<20 = =
2 |Thang 5 452%% 65%
o |Thang 6 S50%%6 3594 1ooss s0%
S0% B0% =

|07 BO% T5%
11 F0%%
] Q@ o (=1

- 505 a5
1 3_ 40%
14 | 30%
15 0%

1 10%c
16 | e B
1 7_ Thing 5
18 | o
1 Q_
20
21
2>

Hinh 3.48: Hiéu chinh biéu do

Buwdérc 4: Dao cac dir liéu tir dong thanh cot va nguoc lai: Chart Tools => Design =>

Data => Switch Row/Column. Ta thyuc hién 1énh nay khi cac do thi & buéce trén chua hién

thi dting nhu mong muén. Vi du ta mudén nhém cac nhom tudi lai dé dé so sanh giira cac

thang vai nhau.

sation Failed) Chart Taols

Home Insert Page Layout Formulas Data Review View Design Format Q Tellme what you want to do...

L oW - 1

Add Chart Quick | Change| -l I [ il il

—|  Switch Row/ Select = Change  Move

Element = Layout~ Colars+ = - Column  Data ChartType Chart
Chart Layouts Chart Styles Data Type Location
Chart 3 T %
A B C D E F H bl K L M N o] t

1| Ty 1€ khach hang danh gia tich cwc

2 vé san phim theo dd tudi

3 | Thang =20 20-50 =50
4 |Thing 1 50% 60% 35%

5 | Thing 2 20% 45%) O——

5 |Thing 3 45% 24% CHART TITLE
7 |Thing 4 o2 5670 EThingl =Thing2 =Thang3d =Thangd EThing5 =Thing6

EThangl =Thang Bng ang ang 5 EThang

8 |Thing 5 45% 65%
9 |Thing 6 50% 35% ‘ggz
10] 80%
1 0%
12| 60%

3} 50%
13| 10%
|4_ 30%
I5 20%

1 10%
16| -
17
0

Hinh 3.49: Ddo cac dir liéu tir dong thanh cét
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Buéc 5 (Poi biu d6): Néu thay biéu do trén khong dep, ta ¢ thé doi sang kiéu khac
bang cach: Chart Tools => Design => Type => Change Chart Type, hop thoai Insert Chart

hién thi liét ké toan bo cac kiéu biéu dd hién co caa Excel dé ta lya chon.

Buéc 6 (Chon méu): Néu can ddi lai mau cho thi vao chon Chart Tools => Design
=> Change Colors

3.11. Pinh dang va in bang tinh
3.11.1. Pinh dang bdng
Bang va dinh dang béng (table): Excel thiét 14p sin rat nhiéu biéu mau dinh dang
bang va con hd tro tao thém cac biéu mau mdéi. Excel chi cho phép xba céc biéu mau tu tao
thém va cho phép x6a dinh dang bang. Ngoai ra, ta c6 thé hiéu chinh dinh dang bang khi

can thiét.

Bookl.xlsk - Excel (Product Activation Failed)

Insert Page Layout Farmulas Data Review = Q Tell me what you want to do...

“D % Times NewRoma ~[13 ~| A A = = = - E—f‘ General %“Insert ’ Z i %Y p
Eg - £ Delete ~ | [¥]~ i
pavste - B I u- M- {')vAv == == v $ . Corwk 81 Cime 81
Clipboard = Font [F] Alignment [F]
Al - e Ty 1& khéch hang danh gia tich cuc
A B C D E F H
1 Ty 1€ khach hang dinh gia tich cyc
: vé sin pham theo dé tudi —FEEE EEEEE
[mang [ <20 [ 2050 [ >s0 ==l
¢ | Thang 1 50% 60% 35% —
| - edium
? |Thing 2 20%|  45% 80%f s e I I e
5 | Théng 3 45% 24% 90% Ee==m Eeeea e == oo == E====
" E====| =====| =====| =====| ———== [E====| [E====
7 | Thang 4 60% 56% 50% e e e e e e e
3 |Théng 5 45% 65% 65% BERR8 EEEEs EEEsE Hesss bomes SasRs Eessa
; |Théng 6 50%|  35% 75% NEEEE SS=== SS=S= S==S= S=--- EEEES =====
0 _____ —_—
B = == 0 T B=mmm e
1 FEEERER] ————— ————— ————— ————— ————— —————
EEEEE ) e B B B EEEE
5 R = = = = = e s e e e e e
3 SEEES SEEEE S5EES Soo-- EEees SEEEE
4 SEEE EEEEE SRS SST T ——— e
3 Dark
6 ———— - % ———§ -} ———-§- |
E=—— ==
? e . —
8

Hinh 3.50: Minh hoa dp dung kiéu mdu dinh dang bdng
Ap dinh dang bang cho danh sach va chuyén danh sach thanh bang:

Buwée 1: Chon danh A3: D9
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Page Layout Farmulas Data Review

% S — =] Conditional Formatting

Paste B - E _r _” o _ h ] - Format as Table
- o Cell Styles

Clipboard = Font Alignment Number Styles
A3 ~ fe || Théng

A B & D E F H | J K L
1 Ty 1€ khiach hang danh gia tich cie
z vé sian phim theo dd tudi
2 [ Thang [ <20 20-50 =50 | - A
B Thé]lg 1 50% 60% 35% ormat As Table |
5 Théng 2 20% 45%, 80% Where is the data for your table?
& | Théng 3 45% 24% 90% =5A53:5D59) .3
7 |Thing 4 60% 56% 50% [~] My table has headers
8 |Thang 5 45% 65% 65%
o | Thing 6 50% 35% 75%) Cancel
10
11

Hinh 3.51: Ap dung kiéu mau dinh dang bdang- Budc 1
Buéc 2: Chon Home => nhom Styles => chon Format As Table

Budre 3: Cura sd Style liét ké rat nhiéu biéu mau dinh dang bang, chon mot trong cac

biéu mAu. Vi du chon mau Table Style Light 8

Budrc 4: Cira sd6 Format As Table hién 1én nhdn OK dé xac nhan.

=1 Home Insert Page Layout Formulas Data Revig
‘-D g{’ Times New Roma ~ |13 - A A = = = ¥~ =
B
Paste BIU-H- &-A-===== 8-
Clipboard ra Font Ta Alignment
H8 N I
A 0 ] E F
1 Ty 1€ khach hang danh gia tich cuc
2 vé san pham theo dé tudi
el Thinfd <20 B 20-50E
4 |Thang 1 50% 60% 35%
5 |Thang 2 20% 45% &0%
6 | Thang 3 45% 24% 20%
7 | Thang 4 60% 56% 50%
g |Thang 5 45%, 65% 65%
g Thang 6 50% 35% T5%
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Hinh 3.52: Ap dung kiéu mdu dinh dang bing- Budc 4
X6a kiéu dinh dang bing dang ap dung va chuyén bang vé danh sach:
- Pé x6a mot kiéu dinh dang bang dang ap dung, trudc tién ta chon bang, tai ngin
Design vao nhom Table Styles chon Quick Styles (*) => chon Clear. Bén luc nay
ving chon van con la bang do vay né cé cac tinh ning cua bang.
- Pé chuyén mot bang vé thanh danh sach thi chon bang, sau d6 vao ngin Design, tai
nhém Tools chon Convert to Range.
3.11.2. Pinh dang trang va in bdng tinh
a) Truy cdp cia s6 in én
T man hinh bang tinh, chon tab File

H 5 Book] xlsx - Excel (Prod

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

b A == &- =3 General
g -
< e DA =S =E=EE B 5%
Clipboard T Alignment T Murmr
: - T
A E C D E F H
Ty 1€ khach hang danh gia tich cwc
2 vé san pham theo do tuodi
3 =50
4 |Thang 1 50% 60% 35%
5 Thang 2 20% 45% 20%
& | Thang 3 45% 24% 90%
7 | Thang 4 60% 56% 50%
8 Thang 5 45% 65% 65%
9 | Thang 6 50% 35% 75%

=]

Hinh 3.53: Chon tab File
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Book.xlsx - Excel (Product Activation Failed)

Signin
Bookl
E: » Dropbox = _Nam_hoc_2021_2022 » Giang_day_2021_2022 » Tin_dsi_cuang » HOC LIEU TIN HOC DA CUONG _v4
Protect Workbook Properties ~
» Contral what types of changes people can make to this workbook. Gize 10.6K8
Protect
Wo:l?bz(okv Title Add atitle
Tags Add a tag
Categories Add a category
® Inspect Warkbook Related Dates
- Before publishing this file, be aware that it contains:
Check far Document properties, printer path, author's name, related dates and Last Modified  Vesterday, 413 PM
Issues - absolute path Created Yesterday, 242 PM
Hidden columns Last Printed Today, 1214 PM
Cantent that people with disabilities are unable to read
Related People
Account P
*ﬁ Versions Author Admin
Options O\ _j There are no previous versions of this file.
VMaljage Add an authar
ersians Last Modified By R
Admin
Browser View Options Related Documents
Pick what users can see when this workbook is viewed on the Web. Open File Location
Options Show All Properties
N \ N - .
Hinh 3.54: Man hinh sau khi chon tab File
. \ 3 . A [N
Chon muc Print, man hinh Print xuat hién
Bookl.xlsk - Excel (Product Activation Failed)
Signir
=) Copies: |1 -
. TV ¥ Idanch hanz dmb 57 tch e
Print £sin phi 5 tus
Printer )
Microsoft Print to PDF .
% Ready
Printer Properties
Settings
lj—_l Print Active Sheets
Only print the active sheets
Pages: 2| to -
= Collated
Account EE 123 123 123
Options D Portrait Orientation -
D Letter -
8.5" % 11"
E Normal Margins
Left: 0.7 Right: 0.7
[ Mo Scaling
[laeo  print sheets at their actus size
Page Setup
1 |of1
- F a [ Y = *xH wi %3 - L 1Z17PM =]
- 4 e ? 19/10/2021 V2

Hinh 3.55: Man hinh print

b) In mégt bdng tinh

Budc 1: Diéu hudéng dén ctra s6 Print, sau d6 chon mdy in mong mudn.
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Copies: |1 ~ |

=)

RERRRIE

Microsoft Print to PDF
Ready

Microsoft XPS Document Writer
Ready

Officejet 7110 series @ GCF-Server
Ready

Print to PDF (Mac Desktop)
Ready

Send To OneNote 16
Ready

Send To OneNote 2013
Ready

Add Printer...

Print to File

Hinh 3.56: Chon may in

Budc 2: Nhap so luong ban sao mudn in vao muc Copies.

Print

! Copies: ’ 1 L%
Print
Printer
‘ Lexmark MX310dn
|$ Ready
Printer Properties

Hinh 3.57: Nhdp s bdn in

Budc 3: Chon cai dat bo sung (néu can).
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Copies: 1 =]
? -t
=3
Print
Printer

Lexmark MX310dn
- ~
Qo Ready

Printer Properties

Settings
Print Active Sheets -
Only print the active sheets[}
Pages: =] to =
“:f Collated =
BEE 1,.2.32 1,23 1,23
E:I Portrait Orientation -
Custom Page Size -~

Normal Margins
Left: 0.7 Right O0.7"

i

No Scaling

-~

U
§

Print sheets at their actual size

Page Setup

Hinh 3.58: Cai ddt b6 sung

Budc 3: Nhip vao Print dé in:

Print

| Copies: |1 =
Print I}
Printer
Lexmark MX310dn
- v
'°° Ready

Printer Properties
Hinh 3.58: Cai ddt b6 sung

c) Chen vang in
Trude khi in mot bang tinh Excel, ta phai Xac dinh nhitng thong tin can in ra. Thuc
hién theo cac budc sau:
Budc 1: Chon bang tinh mudn in. D¢ in nhiéu trang tinh, nhip vao bang tinh dau tién,
giit phim Ctrl trén ban phim, sau d6 nhap vao bang tinh khac muén in.
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Budc 2: Piéu hudng t6i ctra s6 In.
Budc 3: Chon Print Active Sheets (Cac trang tinh hién hanh) tr trinh don tha

xudng Print Range (Vung in).

Settings
Print Active Sheets
= Only print the active sheets

I’j Print Active Sheets
= Only print the active sheets R?
il

Print Entire Workbook
Print the entire workbook

] Print Selection

Only print the current selection

Ignore Print Area

Hinh 3.59: Chon vung in

Budc 4: Nhap vao nit Print.

Print

4

Copies: |1

=2
Print h

Hinh 3.60: Chon nut Print

d) Thiét Igp trang in

Dé bang tinh in ra ddm bao tham my, ndi dung bang tinh ndm gon trén trang in ta
phai thyc hi¢n nhiing diéu chinh tir cira s6 Print. Ctra s6 Print hién thi mot sb chuc nang
gilp ta thiét 1ap trang in.

(1) Thay déi dinh huéng trang

Excel 2016 cung cap hai tily chon dinh huéng trang: landscape va portrait. Landscape
huéng trang theo chiéu ngang, trong khi portrait huéng trang theo chiéu doc. Thuc hién
theo cac budce sau:

Budc 1: Diéu hudng t6i ctra s6 Print.
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Budc 2: Chon huéng in tir trinh don tha xudng Page Orientation.

Settings
Print Selection =
Only print the current selecti...
Pages: l = } to I -
— Collated
EE s 123 12 ]

=
S
Portrait Orientation
[ NoScaling . il l
O

100 Print sheets at their actual size |

Page Setup
Hinh 3.61: Chon hudéng in
Sau budc niy, dinh hudng trang mai s& duge hién thi trong 6 Preview (Xem trudc).
(2) Tinh chinh ndi dung trwéc khi in
Ta co thé chia ti 1& dé bang tinh thu gon vao trang mét cach ty dong.
Budc 1: Diéu hudng tdi cira s6 Print.
Budc 2: Chon tuy chon mong mudn tir trinh don tha xubng Scaling (trong hinh
chon Fit All Columns on One Page)

Settings

Print Selection =
Onby print the current selects...
Pages: l - i to =
== Collated el
1.23 1,23 1.23
Landscape Orientation -
- Custom Page Size —
@ Normal Margins ==
Lef= O.7" Right= O.7"

No Scaling
Print sheets at their actual size

& Fit Sheet on One Page
*?(‘ Shrink the printout so that it fits
on one page
one page wide ~
Fit All Rows on One FPage
Shrink the printout so that it is
one page high

3£

il
4
m

Custom Scaling Options... 1

Hinh 3.62: Tinh chinh néi dung trudc khi in
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Sau budc nay, bang tinh s& duoc thu gon dii dé ndi dung xuat hién trong mot trang.

Luu y: Cac bang tinh s€ tré nén Khd doc hon vi ching dugc thu nho lai. Vi vay, co

thé ta s& khong muén str dung tiiy chon nay khi in mot bang tinh véi nhiéu thong tin. (thiét

1ap ti 1€ binh thuong 1a No Scaling).

e) Sw dung Print Titles
Néu bang tinh sir dung tiéu dé muc, céc tiéu dé trén mdi trang ctia bang tinh dugc in.

Print Titles cho phép lua chon cac hang va ¢t cu thé xuat hién trén mdi trang. Thyc hién

theo cac budce sau:
Bude 1: Nhép vao tab Page Layout trén thanh cong cu, sau d6 chon lénh Print

Titles.

Review

Page Layout Formulas Data
0B ChH & R

Margins Orientation Size Print Breaks Background Print
b b v Area ~ he Titles
Page Setup =

Hinh 3.63: Sir dung Print Titles
Budce 2: Hop thoai Page Setup sé xudt hién. Tir day, ta chon hang hoac cét 1dp lai
trén moi trang. Vi dy, ta can 1ap lai hang dau tién.

Budc 3: Nhip vao nat Collapse Dialog bén canh trudng Rows to repeat at top (Cac

dong lap lai & dau).

Page Setup

Page Margins Header/Footer Sheet

Print area:

Print titles
Rows to repeat at top:
=

Columns to repeat at left:

Print
[] Gridlines Comments: {None)
[1] Black and white =
Cell errors as: displayed ~
[] praft guality
E] Row and column headings

Page order
© Down, then over
() Over, then down

Print Preview Options...

Print...

Hinh 3.64: Hgp thoai Page Setup
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Budc 4: Con trd s€ tréd thanh mot miii t€n lya chon nho va hop thoai Page Setup s€

bi thu gon lai. Chon (c4c) hang mudn lip lai & du mdi trang in. Vi du, ta chon dong 1.

A B C D E F G
Ngay ban i S0 lwon Pon gia |Thanh tién | Thanh tién
1T @AATMAYY) Mahang | ZE0E | T spy | s e
2 1 22/08/2021 X001 2 100 200
3 2 2/08/2021 TO002 3 200 600
4 3 12/08/2021 NO0O01 6 120 720
5 4 22/08/2021 NO002 3 242 726
6 5 /08/2021 X003 3 455 1.365
7
3 Page Setup - Rows to repeat at top: ? >
9 $1:51 =]

a
=]

Hinh 3.65: Si dung Print Titles - Budc 4

Budc 5: Dong 1 s& duoc thém vao Rows to repeat at top. Nhip vao nut Collapse

Dialog.

$1:51 @J
~ TR T —_———an -~ G~ v o

Hinh 3.66: St dung Print Titles - Budc 4

Budc 6: Hop thoai Page Setup s€ mé rong. bé 1ap lai mot cot, st dung cung mot quy

trinh duoc hién thi trong cac budc thao tic véi dong (thiét 1ap cot A lap lai & mdi trang).

Buédc 7: Bim OK dé dong cira so thiét lap.

Page Setup

Page Margins Header/Footer Sheet
Print area: =25
Print titles

Rows to repeat at top: S1:51 =5

=

Columns to repeat at left: | SA:54| =5
Print

[] Gridlines Comments: (None) -

[ Black and white

[] praft guality
[] Row and column headings

Cell errors as: displayed ~

Page order

(® Down, then over
O Over, then down

Print... Print Preview Options...

Hinh 3.67: Sir dung Print Titles - Buoc 7

Sau cac budc nay, dong 1 xuat hién & dau mdi trang va cdt A xuat hién & bén trai moi

trang.
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TONG KET CHUONG 3

Trong chuong nay, sinh vién can dat duoc nhirng kién thirc va k§ ning sau:

e Khai niém Workbook: Worksheet: Chart sheet: Sheet tabs.

e Céc kiéu dir lidu: Kiéu chudi, kiéu s, kiéu ngay thang, kiéu cong thuc va

cac phép toan twong wng trén moi kiéu dit liéu.

e Cac thao tac ddi voi dit liéu: Sao chép, di chuyén, dién dix liéu.

 Dinh dang dit liéu: Chuyén doi van ban thanh cot; sta font chir; thém duong
vién; thay d6i mau sic; thay d6i do rong 8, cot; an, hién cac dong hay cot,

tron va tach 6.

« Khai niém dia chi trong Excel, tham chiéu twong di, tham chiéu tuyét ddi.

e CA4c thao tac vai vung di ligu.

e Sir dung cac nhém ham co ban trong Excel: Ham toan hoc, ham thng ke,
ham xur ly ky tu, ham thoi gian, ham logic, ham tim kiém; céch st dung

cong cu tro gitp ham; Biét cach xir Iy mot s6 16i thuong gap.
 Thao tac sip xép dit liéu.
e Loc varut trich dir liéu.
e St dung mot s6 ham co so dir liéu.

 Thao tac tong hop dix liéu.

o Mot s loai biéu dd va céc thao tac d6i vai biéu dd: Tao biéu do, hiéu chinh

biéu do.

o Dinh dang va in bang tinh.

125



CHUONG 4. MICROSOFT POWERPOINT

Chuong nay tap trung gidi thiéu nhitng kién thirc va k¥ ning co ban dé lam viée voi
phan mém trinh chiéu Microsoft PowerPoint. Bao gdm cac ndi dung chinh sau:
e Gidi thiéu vé phan mém trinh chiéu Microsoft PowerPoint.
e CA4c thao tac vai slide.
e Chén cac ddi twong vao slide.
e Thiét 1ap hiéu tmg trinh chiéu.

e Trinh chiéu va in an.

4.1. Gigi thi¢u
4.1.1. Giao di¢n Ribbon

Design Transitions Animations Slide Show Review i Foxit Reader PDF Format Q Tell me... g_ Share
e — . L. o _ B AL, = M . .
D [ Layout Verdana (Headi=|30 ~| A" A | f@ =~ %: b IE < “:l D\ DD | . | Ehap=lll £ Find
z - 1] Reset [~ Sh\/ A Q‘,k L# Shape Outline~ 28 Replace ~
aste ew AV L - ~ | === = == apes Arrange Cuic
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Hinh 4.1: Giao dién Ribbon

Trong PowerPoint 2016, thay vi nhitng menu va toolbar nhu cac phién ban trudc day
thi nguoi dung sé thay cach sap xép khoa hoc hon véi nhing 1énh lién quan véi nhau dugc
dua vao mot nhém. Day Iénh trén ctra s6 PowerPoint 2016 duoc goi la Ribbon, n6 dugc
xem la trung tam diéu khién cho viéc tao ra cac bai thuyét trinh mang lai su thuan tién cho
nguoi st dung.

Ribbon bao gom mot so tab véi chire ning cu thé nhw sau:

Home: Chtra cac thao tac co ban trong dinh dang Font, c& chi; cat, dan, sao chép;
dinh dang doan van ban..

Insert: Pay la noi ta co thé thém vao trén slide tir table, hinh anh, biéu do, doan text,
am thanh, header va footer.

Design: 13 noi 1am cho slide ¢ hinh thirc dep hon bao gdm cach thiét ké thong tin
nén, font chit va cach sip xép mau sic.

Transitions: Thiét 1ap cac hiéu tng chuyén canh, chuyén tiép gitra cac slide

Animations: Pay 1a tab tao nén “sinh khi” cho bai thuyét trinh. Ta c6 thé dé dang sir
dung nhiéu hi¢u ting trén tab nay.

Slide Show: Khi bat dau thuyét trinh ta phai str dung tab nay. Ngoai ra n6 con chire
nang ghi lai phan trinh bay trong sudt qua trinh thuyét trinh.

Review: Vi tab nay, ta co6 thé kiém tra lai cac noi dung, chinh ta cho bai thuyét trinh.

View: Véi tab ndy ta c6 thé xem va sap xép lai bai thuyét trinh.
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4.1.2. Thuw vign médu

- Trong Power Point, cac mau di duogc thiét ké sdn, cdc mau hay dung s€ duoc hién
thi trén thanh Ribbon, dé hién thi thém nhiéu miu ta vao tab Design va nhin chon nut
More.

=]

File

@ E ‘Chuong_4.ppt [Compatibility Mode] - PowerPoint (Product Activation Failed)

Home Insert m Transitions Animations Slide Show Review View Fouxit Reader PDF Q Tell me...

Slide  Format
Size = Background
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Each theme uses its own unique set
of colors, fonts and effects to create
the overall lock and feel of your

slides,

PowerPoint has tons of themes to
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personality. Right-click any theme

for more ways to apply it.
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Hinh 4.2: Thur vién mau

- Toan bd thu vién Slide Transition duoc thé hién trén man hinh, ré chudt vao céc
Transition dé xem thir, click vao Transition phu hop dé ap dung cho bai thuyét trinh cta
minh.
4.1.3. Kham phéa nhiing chize ning khéong hién thi trén Ribbon

Trén Ribbon cua Powerpoint c6 nhiéu nhém 1énh, méi nhém ¢ nhiu 1énh, nhung vi
dién tich Ribbon c6 han, nén chi c6 nhiing 1énh thuong sir dung nhat moi hién trén man
hinh, con lai 14 nhirng 1énh khac ma ta khdng nhin thdy, vi vy, dé st dung ta nén nhip
chudt vao cac miii tén trén Ribbon dé tim thém nhiing 1énh can thiét.

Vi du nhu Hinh 4.3, ta chon céac 1énh khéng hién thi trong nhém 1énh Font. Sau khi
chon, hop thoai Font xuét hién (Hinh 4.4) cho phép ta chon cac I¢nh lién quan dén Font
trén do.
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Chuong_4.ppt [Compatibility Mode] - PowerPoint (Praduct Activation Failed)
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Hinh 4.3: Nhom lénh Font

T
]

r|
=J

Font Character Spacing

Latin text font: Font style: Size:
+Heading v Bold ~ | (30 =
All text
Fant colar Ty - Underline style |(none) A Underline calar -
Effects
Strikethrough |:| Small Caps
Double Strikethrough |:| All Caps
[] superscript Offset 0% +| [ Egualize Character Height
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Hinh 4.4: Hop thoai Font
4.1.4. Thay déi kich thwéc hién thi cho bai thuyét trinh
Dé thay doi kich thudc hién thi, ta st dung mot sb 1énh sau:
- Nut view gidng nhu phién ban trude day, nhung ching bi thay dbi vi tri trén cira s6.
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Hinh 4.5: Nhom lénh View

128



- Kéo thanh Zoom dé phong to thu nho slide bai thuyét trinh hodc chon nit (+) hoic

(-) co tinh nang phong to hodc thu nho slide.
BE T - i + 6% 3
Hinh 4.6: Thanh Zoom

4.2. Cac thao tac véi slide

No6i dung nay hudng dan cach thém nhiing slides méi, chon mét layout cho slide va
thém ndi dung, st dung lai cac slide tir bai thuyét trinh khac va chuan bi nhitng ghi cht cho
bai thuyét trinh.

4.2.1. Khong gian lam viéc(Workspace)

Khi tao m&i mot bai trinh chiéu trong PowerPoint, Ché d6 hién thi slide 1a Normal

View, day la ché 6 mic dinh khi ta md bai thuyét trinh.

File Home Insert Design Transitions Animations Slide Show Review Foxit Reader PDF Q Tell me...
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Presentation Views Master Views Show I Zoom Color/Grayscale Window Macros =

Clickto SttRE

Click to add notes
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Hinh 4.7: Ché dg hién thi Normal View

Co6 ba khu vuc chinh cia Normal View:

- Slide pane 1a khu vuc 16n & giira, ta s& lam viéc chu yéu tai day.

- Trén slide, nhitng hop duoc tao thanh boi nhimg chim dut quing duoc goi 1a
placeholders. Noi nay cho phép ta nhap dit liéu, hinh anh, biéu d6 va nhing tht khac nhu
file &m thanh, video clip.

- Vung chira nhitng hop nho phia bén trai, khu vue nay duoc goi 1a tab Slide va ta co

thé chon hinh thu nho cua cac slide dé tim va di chuyén ti cac slide khac.
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- Khu vuc phia bén duéi 1a notes pane, noi ta cé thé nhap nhiing ghi chii khi can thiét.
4.2.2. Chén thém slide

Khi m& PowerPoint ra chi c6 mét slide trén man hinh ta mudn thém céc slide khéc
thi cach thong dung 1a chon New Slide, trén tab Home tab, nhu Hinh 4.8.

Design Transitions Animations Slide Show Review View Foxit Reader PDF Q Tell me... 2, Share
LI S | *‘ [=] Layout ~ rf: O Shape A Find
= ' < Eg
D B~ Reset B hap 20 Replace ~
Paste New 3 T U S abec AV Shapes Arrange Quick .
Slide ~ P{Section ~ : S & Styles [-; Select
Clipboard 1 Slide Font Paragraph Drawing Editing

New Slide (CNJ+M)

Add a slide to yoly presentation.

0 Tell me more

Click to add fitle

Click to add notes
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Hinh 4.8: Thém slide

C6 hai cach dé sir dung nit nay:

- Néu chon phan trén ctia nat ndy, mot slide méi s& xuét hién.

- Néu chon ph'?ln dudi cua nut nay, ta s€ c6 mdt thu vién layouts cho slide dé co thé
chon lya thém vao bai thuyét trinh.
4.2.3. Nhan bdn slide

Khi muén c6 mot ban sao chinh xac ciia mot slide da ¢, ta chon mét slide trong thé

Slides hodc thé Outline va lam theo cac cach sau day:

- Trén th¢ Home trong nhom Slides, kich miii tén xuéng ciia New Slide rdi chon
Duplicate Selected Slides.
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Transitions Animations Slide Show Review View Foxit Reader PDF Q Tell me... {0+ Share
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] 4.1.1. Khai bao 16p co sé triru tuogng

Section Header

class <Tén I6p dén xuat>: <Tir khod din Yuat> virtual <Ten Top torees

Sliﬁ mmEs ’ﬁ o (2)

Title Oy = e

— (1)
a Il
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Hinh 4.9: Nhan ban slide

- Trong th¢ Slides hoac Outline kich chuot phai vao moét slide va chon Duplicate
Slide.

- Trong thé Slides hozc Outline nhan Ctrl + D.
4.2.4. Thay doi vi tri cia céc slide

Khi 1am viéc trén bai thuyét trinh, néu mudn thay ddi vi tri cia cac slide dé cac thong
tin dugc trinh bay mot cach khoa hoc hon, ta thuc hién mot trong céac cach sau:

- Trong kiéu xem Slide Sorter, chon va kéo slide t6i vi tri m&i caa né.

File Home  Insert  Design  Transitions  Animations  SlideShow  Review i Foxit Reader PDF 2 Tell me...
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Hinh 4.9: Thay déi vi tri slide
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- Hoic trong thé Outline kich vao biéu tuong cua slide roi kéo ti vi tri maoi.
- Hoac trong thé Slides chon va kéo slide téi vi tri méi.
Vidu:
1. Trong bai trinh chiéu, ta c6 05 slide.
2. Kich vao nut Slide Sorter. Két qua nhu Hinh 4.10

File Home Insert Design Transitions Animations Slide Show Review i Faxit Reader PDF Q Tell me..
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td 4.1 Lopcd s triu tugng

CHUONGA
Low TRIU TUONG, B4 Hin

1 2 3 4 5
Hinh 4.10: Vi tri slide trudc khi thay doi
Bay gio ta s€ sap x€p lai trat tu cac slide trong bai.
3. Chon va kéo slide 4 vao trudc slide 3. Bai thuyét trinh s€ theo trat tu sau:
File Home Insert Design Transitions Animations Slide Show Review View Foxit Reader PDF Q Tell me... (q_ S E
= uler or rrange |
ESNEE] E=lEgE w (B Q G S8 g Seeen EO R
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td 4.1 Lip co sd triu ugng

CHUONG 4
LOP TRIU TUQONG, B4 HINH

Hinh 4.11: V; tri slide sau khi sdp xép
4 Nhan nat (Normal) trén thanh trang thai.
5 Luu lai bai thuyét trinh.
4.2.5. Céc ché dg hién thi mgt slide
Trong Powerpoint ¢ 5 ché do hién thi khac nhau caa mat slide. Ta c6 thé thay doi
cach xem noi dung cua cac slide. Vi mdi cach, PowerPoint s& hién thi theo kiéu khac
nhau. Dé thay d6i cach xem cua bai trinh chiéu, trén thé View chon mét trong céc céch

Sau:

EREENES IEIREE

Mormal Outline Slide  Motes Reading
View  Sorter Page \View

Presentation Views

Hinh 4.12: Cac ché do hién thi mét slide
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- Normal View (Ché do xem thong thuong): 1a cach hién thi mac dinh trong
PowerPoint. T4t ca cac slide dang can chinh s& dugc hién thi, bao gdm Slide Pane, Outline
Slides va ca Notes Pane.

- Outline View: Ché do Outline

- Slide Sorter: Hién thi nhiéu slide trén man hinh, ta dng kiéu hién thi nay dé sip
xép, bé cuc lai cac slide.

- Notes Page: Ché do xem c6 phan ghi chu.

Reading View: Ché d6 xem toan man hinh cho méi slide.

Ngoai ra, d& xem cac cach trén ta c6 thé kich vao mot trong nhitng nat trén & goc dudi
bén tay phai man hinh (ngoai trir cach xem Notes Page).

4.2.6. Pdt mau nén cho slide

M&i bai thuyét trinh c6 mot chii dé. Cha dé xac dinh phong cach va mau sic cho slide.

MJbi chii dé bao gdm: Thiét ké nén; mau sic; kiéu va kich ¢ font chit; vi tri cac Placeholder.

Chu dé mau sac anh huong dén mau hinh nén, mau font chir, mau duong vién va

nhimg yéu t6 khac nhu bang biéu va biéu dd.
Pé thiét 1ap mau nén cho slide ta vao thé Design, trong d6 c6 mot danh sach cac mau
mau nén thiét 1ap san, sau d6 chon mot mau thich hop cho slide.

Slide Show Review View

hat you want to do...

Themes Varian ts

Hinh 4.13: Danh sach cac mau nén
Nhan chudt vao Format Background trong Design, hoic kich chudt phai vao khu vuc
trong cua slide, roi chon Format background. Hop thoai Format Background hién thi,
sau d6 ta chon mau nén sao cho phu hop.

Format Background -5 |
SRS | Fl
Picture | | @ Salid fil
() Gradient fill

(™) Picture or texture fil
[ Hide background graphics

Transparency: r/} 0% =

Hinh 4.14: Hgp thogi Format Background
4.2.7. Slide master
Nham tiét kiém thoi gian va linh dong hon trong dinh dang, PowerPoint hd trg mot
tinh nang gitp ta dé dang tao, diéu chinh giao dién va b cuc chung cho toan bo slide trong
bai. P6 chinh 1a cong cu Slide Master.
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Slide Master chinh 14 slide dau tién trong mdt nhanh slide co ban, dung dé chira dir
liéu bao gom giao dién (theme) va bd cuc (layout) trong ting slide nhu nén, mau sic, font
chir, hi¢u tng, kich thudc va vi tri cac placeholder. Placeholder hiéu don gian la nhirng
thanh phén trong slide chira cac ndi1 dung nhu chir, hinh anh, biéu dd, bang, nhac hoac doan
phim.

MBJi bai thuyét trinh déu c6 sin it nhat mot Slide Master. Mdi Slide Master thé hién
giao dién chung cho toan b slide nhanh, timg slide nhanh duoc sip xép bd cuc khac nhau
dua trén dinh dang chung cua Slide Master. St dung Slide Master, ta co thé dinh dang
chung cho toan bd slide trong bai, ké ca nhiing slide tao thém sau d6. Nho vy, ta tiét kiém
dugc thoi gian dinh dang va thao tac nhanh hon trong mét tap tin PowerPoint nhiéu slide.
a) Tao va dinh dang trén Slide Master

Dé bat dau tuy chinh trén Slide Master, ta vao thé View trén thanh cong cu Ribbon,
chon Slide Master trong muc Master Views. Sau d6, ta c¢6 thé tiy chinh dinh dang trén

Slide Master va nhirng slide nhanh.

Slide Master Home Insert Transitions Animations Review View Foxit Reader PDF Format Q Tell me...
| = 7 Title I]Colors' @Background Styles ~ ID n
) 'EI,Rename Fonts* | Hide Background Graphics ]
Insert Slide Insert Insert Footers ~ Themes Slide Close
Master  Layout Placeholder ~ - Effects ~ Sizew  Master View

Edit Master Master Layout Edit Theme Background nosze | Close
Hinh 4.15: Tao Slide Master
Nhirng dinh dang thiét 1ap cho Slide Master s¢€ tu dong cap nhat cho cac slide nhanh.
Ngoai ra, ta c6 thé tiry chinh riéng cho tirng bd cuc slide nhanh dé tién st dung trong bai
thuyét trinh.
Céc tuy chinh trén thanh cong cu Slide Master bao gom:
o Insert Slide Master: Tao thém mdt Slide Master khéc.
o Insert Layout: B sung mot bd cuc slide nhanh khac trén Slide Master hién tai.
« Delete, Rename, Preserve: tuong ng véi cac 1énh x6a, d6i tén va duy tri Slide
Master dang chon.
« Master Layout: chon lwra cac thanh phan placeholder trong Slide Master.
« Insert placeholder: bd sung placeholder trong slide nhanh dé dinh hinh bé cuc.
« Close Master View: roi bo phan chinh stra Slide Master va quay vé trang chinh sta
slide tryc tiép trong bai thuyét trinh.
b) Cach dung Slide Master trong Powerpoint
Chon View / Normal hoic Close Master View dé quay vé phan chinh slide tryc tiép.
Tai mdi slide, click chuot phai chon Layout va Iya chon slide nhanh ctia Slide Master phu
hop véi ndi dung s& nhap.
Ta ciing c6 thé chon lai Layout khac sau khi da nhap ndi dung dé diéu chinh nhanh
dinh dang cua slide hién hanh.
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Hinh 4.16: Sir dung Slide Master

4.3. Chén cac d6i twong vao slide
Sau khi tao xong 1 slide, ta co thé thém mot s6 loai ddi tuong vao trong slide dé hod
trg qua trinh trinh bay nhu: van ban (textbox), cdc doi tugng d6 hoa (Shape), hinh anh
(Image), phim (video), &m thanh (Audio),...
4.3.1. Chén anh
Ta c6 thé dé dang thém hinh anh vao bét ky slide ndo bang cach sir dung 1énh Picture.

Ta c6 thé iy tranh anh tir nhiéu ngudn khac nhau, tap tin tranh luu trén may, anh duoc

quét vao may, tranh anh trén dia chi mang nhu Office.com ...
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Hinh 4.17: Chen anh
Dé chén anh, ta 1am nhu sau: Trén thé Insert, trong nhém Images chon Picture;

4.3.2. Chén déi twong hinh hoc

a) Textbox
Textbox 1a d6i tuong chira cac doan chir trong slide. Pé thém textbox vao trong slide,

ta nhan vao biéu tuong textbox trén ribbon. Sau do, chon vi tri dat textbox trén slide.
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Hinh 4.18: Chén Textbox
d) Shape
bPé vé 1 s6 dbi tuong dd hoa nhu: hinh vudng, tam gidc, miii tén, hinh khéi,... ta nhép
vao nut Shapes trén thé Insert. Sau do, ta chon ddi twong can thém vao slide va vé& d6i

tuong do trong slide.
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Hinh 4.19: Chén déi tuong do hoa

Sau khi v& ddi twong dd hoa vao slide, ta c6 thé sir dung ribbon Format (chi xuét
hién sau khi chon vao 1 ddi tuong dd hoa) dé chinh sira lai ddi twong nhu: mau sic bén
trong, mau dudng vién, d6 rong dudng vién,... C6 thé xem cac mau co6 sin bang cach nhan

vao mili tén bén dudi & muc Shape Styles.
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Hinh 4.20: Chinh sira doi tiong dé hoa
4.3.3. Chen biéu dé
Thém céc biéu dd vao trong slide bang nut Chart trong thé Insert.
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Hinh 4.21: Chén biéu do
Sau khi nhin vao nat Chart, chuong trinh s& hién thi man hinh cho phép chon loai
biéu d6 mudn thém vao slide.
Sau khi chon 1 loai biéu db va nhan OK, chuong trinh s& md thém cua s6 Excel chira
dir liéu dé vé& biéu do. Tuy mdi loai biéu d6 ma dit liéu thé hién s& khac nhau.
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Hinh 4.22: Cira 56 excel chira dit lidu dé vé biéu do
4.3.4. Chén bdng biéu
Dé thém 1 bang vao trong slide, ta nhan vao nut Table trén thé Insert. Sau d6, can
chon s dong va s6 cot cua bang can tao.
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Hinh 4.23: Chén bdang
Bang duoc thém vao slide s& khong thé str dung dugc cong thirc tinh toan nhu bang
tinh excel. Vi vdy, dé thém bang tinh excel vao trong slide, ta nhan vao nat Excel

Spreadsheet.
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Hinh 4.24: Thém bang tinh excel

Sau khi d4 tao dugc bang vao trong slide, chwong trinh s& ty dong chuyén sang thé
Design dé chinh stra lai giao dién, mau sic,... cho bang.

139



C6 thé chon cac kiéu thé hién mau & phan Table Styles. Bén canh d6, ta con co thé

chinh stra lai mau sic cho bang, duong bao quanh bang (46 day, mau sic, kiéu v&), mau

chir,..
File Home Insert Design Transitions Animations Slide Show Review View Foxit Reader PDF Design Layout 2 Tell me... P+ Share
| Header Row First Column e mEE——— | E———— NE.2 A.‘ M - D/' D
Total Row Last Column g ————— EB==== =S==== |=5=== S=S== - & A 1pt -
F———1 00— =s==e== |==S===| =SS== Quick Draw  Eraser
+| Banded Rows Banded Columns w2 Styles a - 2 Pen Colar = Table
Table Style Options Table Styles WordArt Styles Draw Borders ~
- -
2

Hinh 4.25: Chon mdu bang

4.3.5. Tqo siéu lién két

Ta c6 thé can phai thiét 1ap mot tap tin tin da phuong tién thanh duong siéu lién két
boi vi tap tin d6 ¢ dinh dang khong tuong thich véi chuong trinh PowerPoint (vi du nhu
.mov hay cac doan phim chay trén QuickTime). Ta ciing c6 thé tao cac duong siéu lién két
trong bai thuyét trinh dé di chuyén dén mot dia chi trang Web, dia chi e-mail, hoic mot
slide khac trong cung bai hay & mét bai khac.
Dé chén mot siéu lién két, ta hiy 1am nhu sau: Trén thé Insert, trong nhém Links, chon
Hyperlink;

Néu lién két 1a dia chi trang Web hay dia chi e-mail, thi g& dia chi; Chuong trinh
PowerPoint s& ty dong chuyén phan vin ban thanh cac siéu lién két dugc gach chan dé ta
hay nguoi xem c6 thé kich vao dé di chuyén tsi théng tin nhanh chéng.
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Hinh 4.26: Tqo siéu lién két

140



4.3.6. Chen file am thanh hogc video
a) Chen am thanh

Vi tinh nang thém céc file am thanh, audio vao cac Slide trong PowerPoint s& gitip
bai thuyét trinh, bai giang cua ta thém phan thu hut nguoi nghe.

Bwéc 1: Ta kich chudt vao tab Insert, chon mili tén nho phia duéi biéu tugng Audio,
chon Audio on My PC... hoic Record Audio trong phan danh sach tiy chon.

Design Transitions Animations Slide Show Review View Foxit Reader PDF Q Tell me...
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Hinh 4.27: Chén am thanh — Buéc 1
Bwéc 2: Tim va chon video mong mudn, sau d6 chi viéc nhan Insert dé hoan thanh.
b) Chen doan phim
Thong thuong mot bai trinh chiéu PowerPoint chi gom chit va hinh anh. Tuy nhién,
dé thém phan s6i dong va thuyét phuc thi mai bai thuyét trinh khéng thé thiéu nhiing Video

minh hoa.
Buwéc 1: Takich chudt vao tab Insert, chon miii tén nhé phia dudi biéu tugng Video,
chon Online Video hoic Video on My PC... trong phan danh sach tiy chon.
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Hinh 4.28: Chén Video — Budc 1
Budc 2: Tim va chon video mong muén, sau d6 chi viéc nhén Insert dé hoan thanh.
4.3.7. Chén cac nut Button

Trong PowerPoint, tuy chi cn thao tac nhap chudt 13 bai thuyét trinh s& tu dong trinh
dién, nhung viéc st dung va bd tri cac nat cong cu hanh dong (td1, lui, vé dau, vé cuéi...)
s& gop phan 1am cho bai thuyét trinh mang tinh khoa hoc hon va thuan loi hon cho thao tac
clia ngudi thuyét trinh. Dé thyc hién thao tic nay ta tién hanh nhu sau:

Budée 1: Trén thé Insert kich vao nat Shapes, cuén xudng cudi menu sé thiy xuat
hién hop thoai Shapes cé chira Action Buttons

141



r,
@ Design Transitions Animations Slide Show Review View Foxit Reader PDF Q@ Tell me...
=

o '® Online Pictures D 4 % Q m ‘))

=

N Table | Pictures 2* >SSt ysed Shapes t  Test Header WordArt __ Symbols Video Audio S
ew able ictures imen ex eader Wor ideo Audio  Screen
Slide = = = Photo Album - ICI _\ SNOoOoA1L LS Box 8 Footer = =8 - = -  Recording
Slides Tables Images 5 l@ RTANR I ments Text Media
- Lines

2 NNNTLL2 RN 0% . .

[ —— bao I6p cd sé triru tuong

OoootbOoboo

Basic Shapes

HOANIAOGQORE®® o
®6oJar L¢80  <Tirkhod dan xuat> virtual <Tén 16p co'si>{
OO00ANOV™E (3 o
Q40 e (hai bdo cdc thanh phan bo sung
Block Arrows
DA QUPLPR IS
6 2 UnIp D> RE N
TR
Equation Shapes
F=R =S
Flowchart
Oo<esoolUaecald
coad®e X ¢ AVAabD
Qelo
Stars and Banners
WS AROO@HRERaHR

Click to |k T sk TF [T I (I [J
Callouts

- - | A QO3B0 0 AT AL HS A5 A

o AD 4D g

- — ) -
Hinh 4.28: Cheén nat Button — Buoc 1
Budc 2: Chon nuit cong cu ¢6 tinh ning can dung rdi kéo (drag) chudt trai vé ra trén

giao dién thiét ké bai thuyét trinh.

Home Insert Design Transitions Animations Slide Show Review View Foxit Reader PDF Format 2 Tell me... P+ Share
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Hinh 4.29: Chén nat Button — Buéc 2
Khi ta v& xong nut cong cu va tha chudt trai thi xuat hién hop thoai Action Settings
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Buwdére 3: Chon 6 trong 6 Hyperlink to: First Slide, Last Slide, End Show, Custom
Show... va néu muén chi dinh slide cu thé nao thi chon Slide...

Luuy:

- Mot s6 nut cong cu hanh dong thuong dung nhu Home, Beginning déu c6 tac dung
quay vé slide trinh dién dau tién cta bai thuyét trinh.

- NGt Return tro vé mot thao tac vira méi trinh chiéu (kha giéng 1énh Undo).

- Nut End t6i slide trinh dién cudi cling.

- Nt t6i, lui dé di chuyén trén mot slide trinh dién.

- Céc thao tac thiét ké nat 1énh nén tién hanh trén thé Mouse Click cua hop thoai
Action Settings.

4.4. Thiét lap higu ng trinh chiéu

Cong cu Microsoft Office PowerPoint cung cap rat nhiéu cac dang hiéu Gng dé lam
cho phan trinh bay thém 4n tugng. Céc hiéu Gng nay bao gom hiéu ng cua cac ndi dung
trong slide va hiéu Gng chuyén slide. Pé sit dung hiéu tng trong slide, ta vao thé
Animations.

4.4.1. Hiéu ing cho cdc doi twrong

Khi nhin vao thé Animations, s& hién ra menu cho phép chinh hiéu tmg trong slide

de dang hon.
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Hinh 4.30: Menu hiéu vng trong slide
Pé thém hiéu ung cho mot doi tuong, chon doi tuong do, sau d6 chon hiéu tng, dé

xuat hién thém cac hiéu trng nhan vao nat mii tén troé xuong. Co 4 loai hiéu ung:
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Hinh 4.31: Thém hiéu iing
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Hinh 4.32: Cdc logi hiéu iing

- Hiéu trng xuét hién (Entrance): tao hiéu tng cho phép dbi turong tir tir hién ra trén
slide.

- Hiéu tmg 1am ndi bat (Emphasis): tao hiéu tng 1am ndi bat dbi twong nhu phong
16n, d6i mau, thu nho,...

- Hiéu tng bién mat (Exit): tao hiéu tng gitp d6i twong dan dan bién mat khoi slide

Itc trinh chiéu.
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- Hiéu tmg di chuyén (Move Motion Paths): tao mot duong cho phép d6i tugng di
chuyén theo dudng d6 khi trinh chiéu.

Ngoai ra, ta c6 thé chon More...Effects... dé xem tat ca cac loai hiéu (mg ciing nhu
xem truodc tac dung cua hi€u ung.

Sau khi thém animation, c6 thé bat/tit cira s6 Animation Pane chtra danh sach cting

thtr tu thyc hi€n céc hiéu ing c6 trong slide dé diéu chinh
4.4.2. Hiéu g chuyén cdnh

Thuc hién hiéu ung chuyén slide bang cach s dung cic hiéu ung trong menu

Transition. Tai muc nay, co thé chon tung loai chuyén ddi khac nhau hodc nhin vao nut

miii tén bén dudi d€ xem tat ca cac hi¢u ung chuyén slide c6 ho tro.

Home Insert Design Transitions Animations Slide Show Review View Foxit Reader PDF Q Tell me... P+ Share
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Hinh 4.33: Hiéu vng chuyén slide
Home Insert Design Transitions Animations Slide Show Review View Foxit Reader PDF
Subtle
] B <5 [+]
Mone Cut Fade Push Wipe Split Random Bars Shape
<1 <
Uncowver Cowver ‘
Exciting |
AL B W = H
s
3 ?
Dissolve Checkerboa... Blinds Clock Comb Random

Hinh 4.34: Hiéu itng chuyén slide cé ho tro
Sau khi chon hiéu tmg chuyén slide xong, mdi khi chuyén dén slide hién hanh, hiéu
g s& dugc thuc hién. Ngoai ra, ta c6 thé nhan nat Apply To All dé ap dung hiéu ung

chuyén slide nay cho tt ca céc slide khac.

Home Insert Design Transitions Animations Slide Show i [ Foxit Reader PDF @ Tell me... P+ Share
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Hinh 4.35: Ap dung hiéu img chuyén slide cho tat cd cdc slide khéc
4.5. Trinh chiéu va in 4n
4.5.1. Pinh gio tw déng cho bai trinh chiéu
Thu thuat nay s& giup cho ta chit dong hon trong viéc quan 1y thoi gian khi thuyét

trinh voi cac slide trong PowerPoint. Ta s& do duoc thoi gian thuyét trinh ting slide rat cu
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thé dé tir 46 dé ra phuong an tot nhat cho budi trinh chiéu cia minh. Dé do thoi gian trinh

chiéu ta thuc hién nhu sau:
Budce 1: Trén giao dién bién soan ciia PowerPoint, ta bam chon slide dau tién.

Buée 2: Vao menu Slide Show > Rehearse Timings.
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Start Slide Show SetUp Monitors ~
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Hinh 4.36: Dinh gio tw dong — Budc 2
Luc nay slide s& chuyén sang ché d6 trinh dién va dong thoi s& xuat hién thém thanh
cong cu dong hd thoi gian bat dau chay ¢ goc bén trai: ta bat dau thir tw thuyét trinh dé do
thoi gian. Khi xong Slidel, dé tiép tuc sang Slide2 ta bAm vao nit mdii tén tir trai sang phai

va ctr tiép tuc thuyét trinh thir nhu vay cho t6i slide cudi cung.

DAI HOC THAI NGUYEN

TRUONG PAI HOC CONG NGHE THONG TIN VA TRUYEN THONG
THAI NGUYEN UNIVERSITY OF INFORMATION AND COMMUNICATION TECHNOLOGY

www.ictu.edu.vn

Hinh 4.37: Do thoi gian
Sau khi t6i slide cudi, khi bAm chudt vao nat mili tén, PowerPoint s& dua ra thong
bao hoi ta c6 an dinh thoi gian cho cac slideshow hay khong (d6ng thoi trén day ciing c6
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thong bao tong s6 thoi gian ma ta da ty thuyét trinh lac ndy). Ta hay chon Yes dé tro vé

moi trrong soan thao.

Microsoft Office PowerPoint

o The total time for the slide show was 0:00:01. Do you want to keep the new slide timings to use when you view the slide show?

Hinh 4.38: Théng bdo chi tiét vé thoi gian

Ldc nay ta s& dugc thong bao chi tiét hon vé thoi gian thuyét trinh riéng cia cac slide
ma ta vira tién hanh.
4.5.2. Téng duyét bai trinh chiéu
a) Kiém chuzng, in dn va chudn b; thuyét trinh

Ta da biét cach tao ra cac slide cho bai thuyét trinh va phai chuan bi cho bai thuyét
trinh trudc ngudi xem. Trude tién, ta xem lai bai thuyét trinh trén may tinh cua ta, kiém tra
chinh ta, kiém tra ghi chu. Str dung ché do xem trudce khi in dé xem ban in nhu thé nao va
chon ché d¢ in 4n cho phu hop.
b) Duyét lgi trén may tinh

Khi d3 c6 mot bai thuyét trinh ta c6 thé xem lai nd bat ky thoi diém nao bang chirc

nang Slide Show view.

Home Insert Design Transitions Animations Shide Show Review View Foxit Reader PDF 2 Tell me...
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Hinh 4.39: Duyét lai trén may tinh

- Pé mé chirc ning Slide Show view, chon tab Slide Show va chon 1énh trong nhém
Start Slide Show dé bat dau slide dau tién hay slide hién tai.

- Churc nang Slide Show view s€ phu toan bd man hinh may tinh.

- Mubn chuyén tir slide nay dén slide khéac 1a sir dung thanh céng cu Slide Show &
bén trai phia dudi man hinh. Mili tén chi dan xuét hién khi ta ré con tré dén khu vuc nay.
Mot cach khac dé chuyén tir slide nay dén slide khac 1a bang cach click con chudt hoic
nhan phim mii tén sang phai.

- PBé thoat khoi ché d6 Slide Show & bat thoi diém nao thi ta nhin phim ESC trén ban
phim, né s& tré vé ché dd Normal. O ché do nay ta co6 thé diéu chinh nhiing thay ddi can
thiét.

Cach khac dé chuyén sang ché do thuyét trinh Slide Show 1a nhan phim F5 dé bét dau
tir slide dau tién hodc nhan t6 hop phim Shift + F5 dé bat dau thuyét trinh tir slide hién tai,
hoic ta c6 thé click vao nit Slide Show (niit hinh cai dng kinh) ¢ bén phai dudi man hinh.

= Notes B Comments E = BE T - | + 4% 3
Hinh 4.40: Nt Slide Show
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4.5.3. In é@n bai trinh chiéu
a) In an tai liéu
Vao menu File chon Print hodc nhéan t6 hgp phim Crtl-P.

Trong Settings nhan vao mii tén tro xudng tai muc Full Pages Slides va chon Layout
mong mudn

Tin hoc dai cugng. Tiét 1_Téng quan mén hoc Tin Bai Cuang - PowerPoint ? - =l X
®
Print
Nev . ] < o

= opies: 2
open b=P
Print
Printer
Microsoft Print to PDF
i - -
FiinE SO rReady o
Share Printer Properties i . .
Settings » Tong quan phan mém MS Excel
Export
[ PrintalSides - » Céc thao tac véi bang tinh
Clos: == Print entire presentation
Slides: » Lam vi€c voi dit ligu
Full Page Slides v YRy &Y a
L1 e s perpoge » Mot s6 ham co ban
—  Collated = A S Aq:a
(ST - » Sdp xép, tong hop so ligu
B « 2 » Do thi vasodo

www.ictu.eduvn

44 |of8 b 6% — I + &

wi @ 3 @ ~ 40 ) BN S0PM

10/26/2021

Hinh 4.41: In tai liéu
b) In dn ghi chd
Ta da in tai liéu cho ngudi tham gia budi thuyét trinh va ta muén in 4n thém ghi chi

cho chinh minh dé thuén tién dién dat trong khi thuyét trinh. Thuc hién bﬁng cach nhu sau:

- Trong menu in, danh dau vao muc Print Comments and Markup

Erame Slides
« Scaleto Fit Paper
High Cuality

«  Print Comments and Ink Markup

Hinh 4.42: Pdnh dau muc Print Comments and Markup
- Pé in ghi cha ngudi dién thuyét, chon Notes Pages trong hop Print Layout

Print Layout

] B

Full Page Slides Motes Pages Outline
Hinh 4.43: Chon Notes Pages
- Ghi chu cua ta duoc hién thi trén man hinh.
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¢) Thém ngi dung footer trong tai liéu in dn

Mic dinh thi tai liéu in 4n va tai liéu ghi chl di c6 sn s6 trang. Néu ta mudn thay doi
ching bang mot ndi dung khéc thi 1am nhig budc sau:

Bude 1: Chon Insert va sau d6 nhan Header & Footer.

Design Transitions Animations Slide Show Review View Q@ Tell me what you want to do...
= ) s i 4
Qe @ B DB QI s ) 2 B [ o
tures inine Screenshot Photo  Shapes SmartArt Chart .’MyAdd-ins . Hyperlink Action Comment  Text | Header fVordArt Date & Slide Object
Pictures - Album ~ - Box Q& Footer] - Time MNumber
Images INustrations Add-ins Links Comments Text

Hinh 4.44: Thay doi Footer — Buéc 1
Budc 2: Chon Footer va sau d6 nhap doan text ta muén thém. Néu ta mubn thém
ngay gio thi chon Date and time va sau d6 dinh dang ngay gio trong hop thoai.
Header and Foote ? b
Slide  Motes and Handaouts

Include on slide Preview

|:| Date and time fmmmmm e
Update automatically o '
10/20/2021

Language: LCalendar type: = =

English [United States) Gregorian
Fixed
10/19/2021

|:| S5lide number

Eooter

|:| Don't show on title slide

Apply Apply to All Cancel

Hinh 4.45: Thay déi Footer — Bu6c 2
d) Chon mau sdc dé in dn
Tuy thudc vao may in, nén ta c6 thé in 4n bai thuyét trinh c6 mau sic hodc tring den.
Sau day 1a cach in 4n: Tai menu Print, trong muc Settings ta chon Grayscale, sau d6 chon
Iira in mau hay in den tring. Néu trong may in den tring, thi cho dU ta da chon mau thi két

quad ra van la mau den trang.
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TONG KET CHUONG 4

Trong chuong nay, sinh vién can dat duoc nhirng kién thirc va k§ ning sau:

« Lam quen véi giao dién mai, Ribbon; Tim hiéu vé thu vién (Gallery); Kham
pha nhitng chirc ning khéc khdng hién trén Ribbon; Thay doi géc nhin cho

bai thuyét trinh.

« Thanh thao cac thao tac vai slide: Tim hiéu vé workspace (khong gian lam
viéc); chén thém slide; nhan ban slide; thay d6i vi tri caa cac slide; cac ché
dd hién thi mot slide; dat mau nén cho slide; 1am viéc véi slide master; tao
va dinh dang trén Slide Master; cach dung Slide Master trong Powerpoint.

e Biét chén cac dbi tuong vao slide: Chén anh; chén ddi teong hinh hoc; chén
d6 thi; chén bang biéu; tao siéu lién két; chén file Aam thanh hoic video; chén

cac nut Button.

« Biét thiét 1ap hiéu ung trinh chiéu: Hiéu tmg cho cac ddi tuong; hiéu tng

chuyén canh.

e Trinh chiéu va in 4n: Binh gio tu dong cho bai trinh chiéu; tong duyét bai

trinh chiéu: in 4n bai trinh chiéu
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CHUONG 5. MANG MAY TiNH VA INTERNET

Chuong nay tip trung gi6i thiéu nhing kién thirc co ban vé mang may tinh va mot sb
k¥ thuat khai thac dich vu mang. Bao gdm céc ndi dung chinh sau:
¢ Mang may tinh.
e Mang Internet .
5.1. Mang may tinh
5.1.1. Khai nigm
Mang may tinh hay hé théng mang 13 sy két hop cac may tinh lai voi nhau thong
qua céc thiét bi nbi két mang va phuong tién truyén thong (giao thirc mang, moi truong
truyén dan) theo mot cau triic ndo d6 va cac mdy tinh nay co thé trao doi thong tin qua lai

vG1 nhau.

Mot mang may tinh tdn tai khi c6 hon hai may tinh cung két ndi v6i nhau dé chia sé
thong tin va ngudn tai nguyén khac. N6 c6 thé 1a mot mang nho gom hai mdy tinh tai nha
hodc c6 thé 13 mdt mang cla cac cong ty hodc truong hoc ¢ chi nhanh khip noi trén thé
gioi.

Céc thiét bi duoc két ndi téi mot mang co thé 1a bat ctr loai nao, tir may tinh 16n dén
may tinh dé ban, may dé ban Mac hay Notebook, cac cong cu hd tro ky thuit sé (PDA-
Personal Digital Assistant) hay di¢n thoai di dong.

5.1.2. Mgng dién thogi
Dé n6i chuyén véi mot ngudi ¢ thanh phd khac hay dat nude khac, ta can bam sb dién

thoai, chd may dién thoai d6 chudng va bit du tro chuyén voi bén kia khi ho nhac may.

Dé giao tiép thanh cong, ta can biét s ctia nguoi duge goi va phai ciing giao tiép mot
loai ngdn ngir. Néu ndi mot ngdn ngir khac, c6 thé két ndi nhung giao tiép s& khong thanh

cong.

Su khac biét 16n nhat giita dién thoai c6 dinh va dién thoai di dong 13 loai thiét bi két
ndi chung t61 mang lién lac. Pién thoai di dong phé bién hon dua vao viéc ta co thé mang
chung di moi noi ma thyc chat 1a chung duoc két nbi thong qua mang khong day t6i mot
mang dién thoai di dong. Rt nhiéu loai dién thoai di dong ddng thoi cling 1a cac thiét bi
da chtic ning véi cac dich vu k¥ thuat s chang han nhu dich vu thu dién tir va dich vu

Internet, trong khi dién thoai ¢d dinh chi c¢6 kha nang truyén am thanh qua mét s6 thiét bi
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dac biét. Moi quoc gia ¢6 mot to chirc chiu trach nhi¢m vé mang dién thoai, dam bao rang

mang ludi do co kha nang thich ing véi nhitng chuan myc va giao thic dién tin qudc te.

Tat ca cac thiét bi dugc két ndi véi mang dién thoai 13 cac thiét bi dung tin hiéu twong
tu va chiing truyén am thanh, giri fax hodc cac dir liéu thong tin bang cong nghé d6. Céc
thiét bi két ndi thong qua mang niy can phai “néi cing mot ngdn ngii” va tuan theo cac
quy tic gibng nhau hodc giao thirc twong dwong. Cac may tinh sir dung dudng diy dién
thoai dé giao tiép v&i nhau can c6 mot modem (c6 thé dugc gan trong hodc gin ngoai) &
ca hai dau két ndi dé c6 thé chuyén d6i nhitng tin hiéu s6 (1s va 0s) tré thanh cac tin hiéu
tuong tu truyén duogc qua hé théng dién thoai. Tai cac nudc phat trién trén thé gi6i1, cac nha
cung cép dich vu dién thoai hién nay da chuyén ddi céc tin hiéu tuong tu tr¢ thanh céc tin
hiéu sd trudc khi truyén chung qua hé théng duong day va chuyén trd lai thanh céc tin hiéu
tuong tu & may nhan. O cac nudc chua phat trién, dién thoai van con giao tiép thdng qua

cac cong nghé dung tin hi¢u twong ty don gian.

Céc duong day dién thoai ngay nay déu truyén tai tin hiéu s, cac cong ty dién thoai
cling c6 thé cung cip ngay cang nhiéu nhiing dich vu sir dung mdy tinh thong qua céc
duong day nay chang han nhu dich vu truy cap Internet.

5.1.3. Mgt sé lgi ich va han ché khi si# dung mang may tinh
Mang mdy tinh mang lai cho nguoi sir dung mét sé loi ich sau:

- Nhiéu nguoi c6 thé dung chung mot phan mém tién ich.

- Mot nhom ngudi cung thuc hién mot dé 4n, néu ndi mang ho s& dung chung dir liéu
ctia dé 4n, dung chung tip tin chinh (master file) ctia dé an, ho trao doi thong tin v6i nhau
dé dang.

- Dit liéu duoc quan Iy tip trung nén viée trao ddi giita nhitng ngudi sir dung thuin
lgi, nhanh chéng.

- Tiét kiém tai nguyén: Sir dung chung cac thiét bi may in, may scanner, dia cimg va
cac thiét bi khac.

- Nguoi sir dung co thé trao doi théng tin v6i nhau dé dang thong qua dich vu thu

dién tir (Email), dich vu Chat, dich vu truyén file (FTP), dich vu Web, ...
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- X6a bo rao can vé khoang céach dia ly gitra cac may tinh trong hé thong mang muon

chia sé va trao di dit liéu v6i nhau.
- Kkhong can phai trang bi may tinh dat tién (chi phi thdp ma chirc nang lai manh).

- Cho phép ngudi lap trinh & mot trung tim may tinh nay co thé sir dung cac chuong
trinh tién ich, ving nhé ciia mot trung tim may tinh khac dang rdi dé 1am tang hiéu qua

kinh té cta hé thong.

C6 rat nhiéu loi ich ma mang mdy tinh dem lai, thi bén canh dé ciing con nhitng vin
dé ma nguoi s dung mang mdy tinh can phdi heu ¥, dic biét doi véi hé thong mang
Internet:

- B4o mat thong tin cd nhan: Cac vy tan cong h¢ théng thong tin, cai ma doc, rao ban
thong tin ngudi dung... ngay cang dién bién phuc tap khién yéu cau bao mat thong tin ca
nhan tré nén cap thiét. Do vdy, mdi ngudi dung mang Internet can tu trang bi k§ ning tu
bao vé thong tin ca nhan dé tranh nhitng hau qua do mang may tinh mang dén.

- An toan may tinh va mang mdy tinh: Pam bao an toan cho toan bd cac hé thong
phan mém va phan ctng ctia may tinh, bao gdm mang két néi nham chéng lai cac tan cong,
xam nhap trai phép str dung sai muc dich; chong lai nhiing sira d6i, huy hoai hodc tiét 16
khong dung thong tin ciia to chirc, ca nhan. Vi vay an ninh mang 1a van dé can duoc dam
bao, moi thong tin, dir liéu ludn phai dit trong tinh trang an toan nht.

5.1.4. Phan logi mang
C6 nhiéu cach phan loai mang, Sau day 1a mot cach phan loai mang theo qui mé va
khoang cach dia ly.

- Mang cuc bd (LAN — Local Area Network): Kich thudc nho (toa nha, phong may,
cong ty, ..) Toc do cao, it 151, ré tién Thudc mot don vi, mot td chirc

- Mang d6 thi (MAN-Metropolitan Area Network): Nhiéu mang LAN két hop lai, C6
pham vi trong 1 quén, huyén, thanh phd, chi phi cao hon LAN.,

- Mang dién rong (WAN — Wide Area Network): Nhiéu LAN, MAN két hop vai
nhau. Pham vi quéc gia, chau luc, quéc té. Chi phi cao hon LAN, MAN

- Mang toan cau (GAN — Global Area Network): La mang c6 thé trai rong trong nhiéu

qudc gia, phuc vu phat trién kinh té xa hoi cho nhing cong ty siéu qubc gia hodc nhém cac
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qudc gia, duong truyén c6 thé sir dung co so ha ting cua vién thong, mang Internet 1a mot
mang GAN.
5.1.5. Mgt sé thiét bi mang
a) Thiét bj truyén ddn
« Cép xo0dn doi (Twisted pair cable): Cap xodn d6i gdm nhiéu cip day ddng xoin
lai v&i nhau nhim chéng phat xa nhidu dién tir. Do gi4 thanh thip nén cap xodn dugc ding
rat rong rai. Co hai loai cap xodn doi duoc st dung rong rai trong LAN Ia loai c6 vo boc

chdng nhiéu va loai khong c6 v6 boc chdng nhiéu.
;§i§§pg==i

Hinh 5.1: Cap xodn déi

« Cap dong truc (Coaxial Cable): Mot soi cap dong dugc boc bai nhua cach dién

dugc ndi tiép dat dé han ché nhitng d&nh hudng cua dién hoac cac tan s6 4m thanh. Day la
loai cap chinh dugc sir dung cho cac duong truyén cta truyén hinh va cdc mang may tinh

(hién da 15i thoi)

COAXIAL CABLE

foil shield
|

braided shield

center conductor
\

B—

outer jacket /
dislectric

Hinh 5.2: Cdp dong truc
« Cép soi quang (Fiber optic cable): 1a mét loai cap vién thong 1am bang thiy tinh
hodc nhya, str dung 4nh sang dé truyén tin hiéu. Cap quang dai, mong thanh phan cia thuy

tinh trong sudt biang dudng kinh cua mét soi toc. Chiing duoc sip xép trong bé dugc goi
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la cap quang va duoc str dung dé truyén tin hiéu trong khoang cach rat xa. Khong giéng

nhu cap dong truyén tin hi¢u bang di¢n, cap quang it bi nhi€u, toc do cao va truyén xa hon.

Hinh 5.3: Cap quang

b) Thiét bi két néi
« Wireless Access Point 13 thiét bi két néi mang khong day duogc thiét ké theo
chuan IEEE 802.11b, cho phép n6i LAN to LAN, dung co ché CSMA/CA dé giai quyét
tranh chap, dung ca hai kién trac két ndi mang 1a Infrastructure va AdHoc, ma hoa theo
64/128 bit. N6 con hd trg toc do truyén khong day 1én tdi 11Mbps trén biang tan 2,4 GHz
va dung cong ngh¢ radio DSSS (Direct Sequence Spectrum Spreading).

« Wireless Ethernet Bridge 1a thiét bi cho phép céc thiét bi Ethernet két ndi vao
mang khong day. Vi du nhu thiét bi Linksys WET54G Wireless-G Ethernet Bridge. N6 hd
trg bat ky thiét bj Ethernet nao két ndi vao mang khong day du thiét bi Ethernet d6 ¢ thé

1a mot thiét bi don hodc mot router két ndi dén nhiéu thiét bj khac.

« Card mang 12 mét loai card mé rong dugc gan thém trén may tinh, cung cap
giao tiép vat 1y va logic giita mdy tinh véi cac thiét bi mang, hé théng mang thong qua
phuong tién truyén dan.

« Repeater don gian chi 1a mot bo khuéch dai tin hiéu gitra hai céng ciia hai phan
doan mang. Repeater dugc ding trong mé hinh mang Bus nham mé rong khoang cach toi
da trén mdt duong cap. C6 hai loai Repeater dang dugc s dung 1a Repeater dién va

Repeater dién quang. Dung dé ndi hai mang cé cung giao thiic truyén thong.
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Hinh 5.4: Repeater

« Hub la thiét bi c6 chirc ning gidng nhu Repeater nhung nhiéu cong giao tiép hon
cho phép nhiéu thiét bi mang két ndi tip trung v6i nhau tai mot diém. Hub thong thuong

c6 tir 4 dén 24 cong giao tiép, thudng str dung trong nhitng mang Ethernet 10BaseT.

Hinh 5.5: Hub

« Bridge 1a thiét bi cho phép ndi két hai nhanh mang, c6 chirc nang chuyén c6 chon

loc cac goi tin dén nhanh mang chira may nhan gai tin.

et
Email Servar
File & Print Server ‘
\V

|
-U!m"'

Hinh 5.5: Bridge

« Modem (modulator and demodulator), 14 thiét bi chuyén dbi giira cac tin hiéu
tuong tu (analog) thanh tin hiéu s6 (digital) va nguoc lai. Modem wifi duoc sir dung 1am

thiét bi giao tiép v&i mang ludi ciia cac nha cung cap dich vu Internet (ISP) théng qua hé
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théng céap quang, cap néi dong truc hoic dudng day dién thoai (DSL). Hién nay, cac loai

modem wifi chu yéu duoc dung 1a modem cép quang.

LINCEYS

Hinh 5.6: Modem

« Switch la thiét bi chuyén mach trong mang, dung dé két néi cac doan mang Véi
nhau theo moé hinh hinh sao (Star). Trong mé hinh nay, switch dong vai tro trung tam va
tat ca cac thiét bi vé tinh khac ké ca may tinh déu duoc két ndi vé day. Ngoai ra, Switch
duogc hd trg cong nghé Full Duplex ding dé ma rong biang thong cua dudng truyén, dicu

ma cac thiét bi khac khdng lam duoc.

Hinh 5.7: Swicth
« Router 1 bo dinh tuyén dung dé néi két nhidu phan doan mang, hay nhiéu kiéu
mang (thuong 1a khong dong nhat vé kién tric va cong nghé) vao trong cling mot mang

tuong tac. Thong thudng c6 mot bo xir i, bd nhd va hai hay nhiéu cong giao tiép ra/vao

Hinh 5.8: Router
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« Gateway la thiét bj trung gian dung dé ndi két nhitng mang khac nhau ca vé kién
triic 1an moi truong mang. Gateway duoc hiéu nhu céng ra vao chinh ciia mét mang noi bo
bén trong két ndi v6i mang khac bén ngoai. C6 thé d6 1a thiét bi phan cing chuyén dung
nhung thudng 13 mét server cung cap két ndi cho cic may ma né quan 1y di ra bén ngoai

giao tiép v61 mot mang khac.

Hinh 5.8: Gateway

5.1.6. Dia chi IP va h¢ théng DNS

a) bia chi IP

Pia chi IP (IP 1a viét tat cua tir tiéng Anh: Internet Protocol - giao thirc Internet) 12
mot dia chi don gian nhat ma nhiing thiét bi dién tir hién nay dang sir dung dé nhan dién
va lién lac voi nhau trén mang may tinh bang cach sir dung giao thuc Internet. Mbi dia chi

IP 1a duy nhat trong cting mot cap mang.

Mot cach don gian hon: IP 1a mét dia chi cia mgt may tinh khi tham gia vao mang
nham gitp cho cac may tinh c6 thé chuyén thong tin cho nhau mot cach chinh xéc, tranh

thét lac.
Cdu triic mét dia chi IP g&m:

e  Diachi IP theo phién ban IPv4 sir dung 32 bit dé ma hoa dit liéu. Dia chi IP
(IPv4) c6 dang nhu sau: EFG.HIJ. KMN.OPQ (vi du mot dia chi IP: 198.35.26.96). Trong
d6 mdi ky tu dai dién cho mot con sé do ngudi sir dung may tinh, modem hodc mot may

chu c6 dich vu DHCP (Dynamic Host Configuration Protocol) gan cho chung.

e  Dia chi IP theo phién ban IPv6 sir dung 128 bit d& mi hoa dir liéu, n6 cho
phép sir dung nhiéu dia chi hon so v&i IPv4. Dia chi IP phién ban IPv6 dang dan dugc dua
vao 4p dung boi ngudn tai nguyén IPv4 dang can kiét do su phat trién cua cong nghé thong

tin. Tuy nhién vi 1y do twong thich véi thiét bi cii, nén kho c6 thé thay thé hét cho IPv4.
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IP tinh/ IP dong

Thuat ngir IP "tinh" duogc noi dén nhu mét dja chi IP ¢ dinh danh riéng cho mat
ngudi hodc nhom ngudi sir dung ma thiét bi két ndi dén Internet ctia ho ludn ludn duge dat
mot dia chi IP. Thong thuong IP tinh duoc cép cho mot may chu véi mot muc dich riéng
(may chii web, mail...) dé nhiéu ngudi c6 thé truy cap ma khong 1am gian doan cac qua

trinh do.

Tréi lai v6i IP tinh 13 cac IP dong: Néu khong st dung cac dich vu dic biét can ding
IP tinh, khach hang thong thuong chi dwge ISP gan cho cac IP khac nhau sau méi lan két
nbi hodc trong mot phién két ndi duge doi thanh cac IP khac. Hanh dong cap IP dong cua
céc ISP nham tiét kiém ngudn dia chi IP dang can kiét hién nay. Khi mot may tinh khong
duogc két ndi vao mang Internet thi nha cung cap sé& sir dung IP d6 dé cap cho mot ngudi sir
dung khac. Nhu vay néu nhu str dung IP dong thi ngudi sir dung khong thé tro thanh nguoi
cung cap mot dich vu trén Internet (chang han lap mot trang web, md mot proxy cho phép
ngudi khac tu do théng qua né dé che gidu tung tich... trén chinh may tinh ciia minh) boi

dia chi IP nay luén bi thay doi.

Do st dung IP dong (két hop dung chung IP) nén ngudi sir dung Internet & Viét Nam
thudng gip cac ric roi do chiu hiu qua cta nhitng su phé hoai tir nhitng nguoi str dung IP
trude d6 (hodc cung thoi diém do st dung chung IP). Nhiéu trang web, nha cung cip cac
dich vu Internet..., d3 cAm (block) mot s6 dia chi IP phat tan thu rac hoac gay ra pha hoai

tir dia chi IP duoc xéac dinh 1a da dugc cap cho cac IXP, ISP cia Viét Nam.

Dia chi IP can duoc quan Iy mot cach hop 1y nhiam tranh xdy ra cac xung dot khi dong

thoi ¢6 hai dia chi IP giéng nhau trén cingmot cap mang mdy tinh.

b) Hé thong DNS

DNS (Domain Name System) la hé thong phan giai tén mién giup cho viéc chuyén
d6i cac tén mién ma con ngudi dé ghi nhé (dang ky tu, vi du www.example.com) sang dia
chi IP vat 1y (dang sd, vi du 123.11.5.19) twong tng cua tén mién d6. DNS gitp lién két

véi cac trang thiét bi mang cho cac muc dich dinh vi va dia chi hoa cac thiét bi trén Internet.
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5.1.7. Két néi vao mang
Binh thuong cac may tinh s& nhan két néi mang ngay khi nguoi dung cam ddy mang
hozc bat Wifi. Tuy nhién, c6 mét sd truong hop xay ra dudi day lam cho may tinh khong

thé két ndi mang duoc.

a) Proxy khong diing

Dé tiét kiém luong dit liéu tai vé, kiém soat thong tin va dam bao an toan khi truy cip
Internet thi mot s6 hé thong thiét 1ap thém may chi proxy (tai trudng hoc, quan ca phé...).
Khi d6, néu mudn két ndi dén Internet tir hé thong trén, mdy tinh phai dit proxy cb dinh

theo yéu cau.

Mot truong hop khéc 13 nguoi dung sir dung UltraSurf dé vao Facebook, rdi sau d6
khong vao mang duoc nita. Vi 16i ndy, mdi trinh duyét s& ¢ nhitng thong bao khac nhau,

chang han Google Chrome 13 "Unable to connect to the proxy server".

Néu can truy cap Internet tai nhitng noi cé proxy, can phai biét dia chi proxy, roi thiét

1ap trén trinh duyét ctia minh.

Luu y: nén thiét 1ap proxy trén Internet Explorer vi ¢6 thé ding chung cho céc trinh

duyét khac.

Trén giao dién chinh cta trinh duyét Internet Explorer, vao "Tools > Internet options
> Connections > LAN settings', danh dau chon vao ""Use a proxy server for your
LAN", nhap dia chi proxy vao 6 Address va nhap cong proxy vao 6 Port bén dudi. Ngugc
lai, khi truy cap Internet tir noi khéac, can phai hity chon str dung proxy.

Proxy 12 mot may cha 1am nhiém vu chuyén tiép thong tin va kiém soat thdng tin, tao
su an toan cho vi¢c truy cap Internet cia cadc may khach. Tram cai dat proxy goi la proxy
server. Proxy hay tram cai dit proxy c6 dia chi IP va mét cong truy cip cd dinh. Vi

du: 123.234.111.222:80 v&i dia chi 1a 123.234.111.222 va cong truy cép la 80.
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p
Internet Options ? | X

Local Area Network (LAN) Settings M

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

Automatically detect settings
[7] Use automatic configuration script

Address

Proxy server

@ Use a proxy server for your LAN (These settings will not apply to
"= dial-up or VPN connections),

Address:  0.0.37.194 Port: 80

|| Bypass proxy server for local addresses

LAN Settings do not apply to dial-up connections.
Choose Settings above for dial-up settings.

Hinh 5.9: Thiét Idp Proxy

b) Léi DNS

Vi 16i ndy, trinh duyét Internet Explorer s& hién thong bao "Internet Explorer
cannot display the webpage" khi mét trang web khong truy cap duoc, trong d6 cé thé do
16i tir DNS. Con trinh duyét Google Chrome thi 1d rang hon, ngoai dong thong bao "' This
webpage is not available™, con c6 thé nhin dién 16i DNS qua thong tin "because the DNS

lookup failed™.

This webpage is not available @ chrome

The sarver at www.lacebook.com cant be found. because the DNS lookup faded DNS is the network sarice that transiates a
website’s name 10 its Intemet addross This errce is most oen caused by having no connection 1o the Intemet oc a miscondgured
network B can also be caused by an unsesponsive DNS server or a firewall preventing Google Chrome from accessing the
network

Here are some suggestions:

Raioad this webpage Ister

Check your Intemet connection Restart any router. modem. or other network devices you may be using

Check your DNS settings. Contact your network admanisteator if you're not sute what this means

Try disablng network prediction by following these steps: Go to the Chrome menu > Settings > Show advanced
sertings... and deselect "Predict network actions to imgeove page load performance ~ If this does not resohe the ssue. we
recommend sefecting this option again for improved performance

Acd Google Chrome 3s a permitted program in your firewall’s o¢ antharus software's settings. i it is already a peemitted
program, try deleting # from the kst of permidted programs and adding  again

If you use a proxy senver, check your peoxy settings of cortact your netwerk administrator 1o make swee the peoxy server
is working. if you dont believe you should be using a proxy server, adjust your proxy settings Go to the Chrome menu >
Settings > Show advanced settings... > Change proxy settings... > LAN Sottings and deselect the "Use a proxy
sarver for your LAN® checkbox

Hinh 5.10: L4i DNS

Maic dinh, may tinh st dung hé théng DNS cua nha cung cép dich vu dé nhan dién

cac dia chi web nhép vao, nhung c6 nhimng dia chi b loai bo khoi hé théng DNS nay, khién
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ngudi ding khong truy cap duoc, nhu www.facebook.com. Bé xir 1y, ta c6 thé stir dung mot
hé théng DNS khac, ciia Google 12 8.8.8.8/8.8.4.4.

¢) Vdn dé lién quan dén |P
Ciing trén cira s6 thiét 1ap DNS ¢ trén, ta thdy nhitng diy sé duoc dién sin trong
muc "'Use the following IP address", dugc goi 1a IP tinh. Pay c6 thé 1a nguyén nhan khién

khong vao mang duoc.

Xtr 1y bang cach chuyén dau chon sang ""Obtain an IP address automatically' dé
may tinh ty dong xac dinh dia chi IP va mét sd thong tin khac cho viéc két ndi Internet.
Ngoai ra, ta ciing c6 thé nhd may tinh ciia nhitng ngudi xung quanh ciing dung chung hé
théng mang dé kiém tra IP va Default gateway (nhan t6 hop phimWindows + R, gé cmd,

nhap vao ipconfig/all, roi nhan Enter).

Tir d6, c6 thé tu thiét 1ap trong muc ""Use the following IP address" sao cho twong
tng. Chang han, may khac c6 thong sé IP address 192.168.5.6, Default gateway
192.168.1.1 thi ta khai bao IP address ctia minh 1a 192.168.5.xx (xx khac 6 va linh dong
thay d6i sao cho dam bao khong tring v6i may nao xung quanh), con Default gateway st

dung gidng nhau, hé thong tu dién thong sb cho 6 Subnet mask.

d) Twong lira

Twong lira (Firewall) 1a mot birc rao chin giira mang noi bd (local network) véi mot
mang khac (chang han nhu Internet), diéu khién luu luong ra vao gitra hai mang nay. Néu
nhu khong c6 tudong Itra thi luu luong ra vao mang noi bd sé khong chiu bat ky su diéu tiét
nao, con mot khi tuong Itra dugc xay dung thi luu lugng ra vao s€ do cac thiét 1ap trén

tuong lra quy dinh.

Tuong ltra tich hop sin trén Windows it ¢6 kha ning lam mét truy cap Internet cua
may tinh, nhung tuong lira trén chuong trinh diét virus thuong 13 tic nhan khién "rét

mang". Doi véi cac truy cap bi tudng ltra ngin chin s& c6 thong bao rd rang.
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Hinh 5.11: Thiét ldp déi véi Firewall

Vao phan thiét 1ap (Settings) cua chuong trinh diét virus, tim dén thé Firewall, roi
thir bo dau Enable, nhan OK d¢ xem két qua. Néu van khong truy cép Internet dugc thi
van dé khong phai ¢ day, ta chon lai Enable hé thong tuong lira dé dam bao an toan bao
mat cho may tinh.

Thiét 1ap sai tai khoan

Biéu tuong két ndi Internet & dudi goc phai man hinh c6 dau cham than hodc dau x
mau d6 bao hiéu khong c6 két ndi Internet. Tuy nhién, dau hiéu trén ciing chua han 1a do
thiét 1ap sai ma con c6 thé do mot s6 nguyén nhan khac, nhu diy mang bi dit, cong mang
hay modem bi hong. Song, ta can truy cip vao trang quan Iy modem dé biét rd nguyén

nhan.

Thong thuong, trang thiét 1ap modem c6 dia chi 1a 192.168.1.1, username/ password
dang nhap la Admin/Admin (hodc admin/admin, root/admin, admin/root...). Sau khi dang
nhap thanh coéng, chi y thong tin tai trudng State, néu thong bao Disconnect tic 13 tai
khoan thiét 14p chua chinh x4c. Luc ndy, ta can khai béo lai tai khoan duong truyén cho
modem la dugc (tai khodn nay khac tai khoan truy cap vao trang quan Iy modem va thuong

duogc khai bao trong hop dong khi ding ky Internet).

Néu chua c6 thong tin tai khoan Internet, ta co thé goi di¢n dén téng dai nha mang

nhd hd trg. Ghi chi, theo kinh nghiém thuc té, nén hoi nhan vién k¥ thuat thong tin tén tai
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khoan va mat ma ngay khi ho vira dén lap dat Internet. Trude khi thiét 1ap lai tai khoan nhu

trén, cling can gan lai cac dau day mang cho chac chan.

5.1.8. Bang thong
Mot nhan t6 kha quan trong trong két ndi mang d6 1 bang thong truyén dit liéu — thé

hién lugng dit li¢u co thé duoc truyén voi tung loai két ndi Internet.

a) Bang thong hep

Truy céap thong qua duong day dién thoai hodc quay sb thi duoc coi 14 truyén dan
bang thong hep, diéu nay c6 nghia 1a ta khong thé thyuc hién két ndi nhanh nhu mong mubn.
Khi thiét lap mot tai khoan truy cap vdi nha cung cép dich vu mang, ta s€ nhan dugc mot
sd dién thoai dung dé quay sb khi két ndi véi nha cung cap dich vu. May tinh ciing can phai
c6 mot modem dé két ndi duoc voi duong truyén ctia nha cung cap dich vu. Loai két ndi
nay co thé rat hiéu qua néu khong lam viéc nhiéu trén Internet hodc chi can chuyén mot
khoi luong nho dir liu, chéng han nhu cac thu dién tir dang van ban c6 chira tap tin dinh

kém khong dang ké (vi du tai 1i€u, anh hoac cac file am thanh).

b) Bing thong rong

Két n6i bang thong rong hoat dong véi cac dudng cap truyén hinh. Cac cong ty truyén
hinh cap c6 mot mang ludi cap tde d6 cao (cablevision) dugc thiét ké danh cho tin hiéu
truyén hinh. Hé thong bang thong rong hoat dong v4i hé thong nay thong qua viée sir dung
mot modem chuyén dung dé chuyén ddi nhimg dir liéu may tinh sang cac tin hiéu truyén
hinh, vi vay chiing c6 thé truyén theo hé thong cap truyén hinh. Rat nhiéu cong ty dién
thoai ciing cung cip két ndi bang thong rong. Véi két ndi bang thong rong, ta ¢ thé két

ndi mang moi luc.

Dung dudng truyén cap 1a su lwa chon phd bién cho céc gia dinh vi né co thé két hop
v6i cac dich vy truyén hinh cap va téc d6 ciia né rat cao. Nhiéu cong ty truyén hinh cap
thay thé hé théng cap sin c6 cuia ho bang hé thdng cap quang do vay ho c6 thé cung cap

tdc d6 truyén cho khach hang cao hon rat nhiéu.

Nhirng két ndi toc do cao str dung duong day dién thoai bao gdm Integrated Services
Digital Network (ISDN), Digital Subscriber Line (DSL), hodc Asynchronous Digital
Subscriber Line (ADSL).—Digital hay tin hiéu s6 c6 nghia 13 dit liéu may tinh khong can
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phai chuyén doi sang dang 4am thanh nhung van cé thé truyén dugc dudi dang thirc tin hiéu

may tinh bﬁng cach st dung mdt modem dac biét cho loai két ndi nay.

@-,.,
- (
N Wall ADSL Ethernet

/ q I=

—~— L

e Ethernet NIC
ADSL
Jack

Hinh 5.12: Két ndi bing théng réng

5.2. Internet
5.2.1. Gigi thigu

- Giai thi¢u Internet:

Mang Internet 14 mang mdy tinh 16n nhat thé gidi, hodc chinh xac hon 1a mang cia
cac mang, tirc bao gdm nhidu mang may tinh trén thé gi¢i duoc ndi lai véi nhau.

Internet bao gdm rat nhidu mang trén thé giéi két ndi véi nhau va cho phép bat ky
mot may tinh ndo trong mang cé thé két néi bat ky may nao khac dé trao doi thong tin véi
nhau. Mot khi di két ndi vao Internet, may tinh cta ta s€ 1a mdt trong sb hang chuc tri¢u

thanh vién ctia mang nay.

- C4c dich vu trén Internet

WWW (World Wide Web): Cung cap thong tin dang siéu vin ban (hypertext). La
trang thong tin da phuong tién (gém van ban, am thanh, hinh anh, hoat hinh, video). Dich
vu nay cho phép ta duyét tir trang web nay dén trang web khac théng qua céc siéu lién két.

E-mail (Electronic Mail): Thu dién tir. Dich vu nay cho phép ta géi, nhan, chuyén
tiép thu dién tir. Mot birc thu dién tir co thé chira vin ban cing v6i hinh anh, 4m thanh,
video...

FTP (File Transfer Protocol): Truyén tap tin. Dich vu ndy cho phép ngudi ding goi

di va 1y vé cac tap tin qua Internet.
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News Group: Nhom thao luan. Dich vy niy cho phép nhom ngudi cé thé trao ddi véi

nhau vé mot deé tai cu thé nao do.

Usenet: Tap hop vai nghin nhém thao luan (Newsgroup) trén Internet. Nhitng nguoi
tham gia vao Usernet sir dung mot chwong trinh doc tin (NewsReader) dé doc cac thong
di€p cua nguoi khac va géi thong diép cia minh cling nhu tra 161 cac thong di€p khac.

Gopher: Truy cip céac thong tin trén Internet bang hé thong menu.

Chat: 1a hinh thirc hoi thoai tryc tiép trén Internet, v6i dich vu nay hai hay nhiéu
ngudi cd thé cing trao ddi thong tin tric tiép qua ban phim may tinh. Nghia 1a bt ky cau

danh trén may ciia ngudi ndy déu hién thi trén man hinh cta nguoi dang ciing hoi thoai.
Cac dich vu cao cép trén Internet c6 thé liét ké nhu: Internet Telephony, Internet Fax.
- Céc thuat ngir cAn quan tam

Tén mién (Domain name): Dé quan 1y cac may dat tai nhitng vi tri vat 1y khac nhau
trén hé thong mang nhung thudc cting mot to chirc, ciing linh vuc hoat dong... nguoi ta
nhom céc may ndy vao mot tén mién (domain). Trong mién ndy néu c6 nhimng t6 chirc nho
hon, linh vuc hoat dong hep hon... thi dugc chia thanh céc mién con (sub domain). Tén
mién dung dau cham (.) 1am d4u phan cach. Cau tric mién va cac mién con gidng nhu mot

cay phan cp.
Duréi ddy la cde mién théng dung:
com: Céc td chirc, cong ty thuong mai.
org: Cac to chirc phi loi nhuén.
net: Céc trung tdm hd trg vé mang.
edu: Céc to chire gido duyc.
gov: Céc t6 chirc thuge chinh phu
mil: Cac t6 chitrc quan su.
int: Cac t6 chirc dugc thanh 1ap boi cac hiép udc quéc té.

Ngoai ra, moi quoc gia con ¢d mot mién gom hai ky tu. Vi du: vn (Viét Nam), us

(My¥), ca (Canada)...

Vi du: www.ictu.edu.vn (Pai hoc CNTT & TT)
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Trang web (Web page): Trang web thuc chat 1a mot tap tin chwong trinh dugc 1ap
trinh bang ngon ngit html (hyper text markup language), tam goi 1a tap tin html. T4p tin
html c6 dudi .htm hodc .html. Chung cé kha niang nhiing hodc lién két véi nhiéu tap tin
khéc thudc nhiéu chung loai khac nhau nhu tap tin anh, video, am thanh, text, ... ké ca tap

tin html khac.
Website: Noi chtra cac trang web ctia mot t chirc hodc cac nhan.

Homepage: Trang web dau tién ctia mot Website hodc trang web xuat hién dau tién
khi khoi dong trinh duyét.

URL (Uniform Resource Locator): Pudng dan chi téi mot tap tin trong mot may chi
trén Internet. Chudi URL thudong bao gdm: tén giao thirc, tén may chu va duong din dén

tdp tin trong may chu d6. Vi du: http://thuvien.ictu.edu.vn/sach-moi/tin-hoc-dai-

cuong.html ¢6 nghia la: giao thire str dung 1a http (Hypertext Transfer Prottocol), tén may

chu 1a http://thuvien.ictu.edu.vn, duong din dén tap tin can truy cap la /sach-moi/tin-hoc-

dai-cuong.html.
5.2.2. Mét sé dgng truyén théng sé thdng dung

a) Thw di¢n ti

Hinh thirc ndy thudng dugc goi 1a e-mail. Ciing gidng nhu thu gii qua buu dién, ta
can mot dia chi chinh x4c dé giri tin nhin; tuy nhién, nhitng tin nhan nay sé dugc gui thong
qua cac phuong thice dién tir duoc cung cip boi cac nha cung cap dich vu Internet E-mail
1a cach thirc phd bién dé giri thu khi yéu cau tra 10i khong khan cap. Thu sé& hién thi cho

nguoi nhan khi ho dang nhap vao tai khoan e -mail.

b) Tin nhan nhanh

C6 thé goi hinh thirc nay 1a IM (instant message), hinh thirc truyén thong dién tir ndy
gan gidng mot cude hoi thoai ciia hai ngudi tré 1én nhung & dang vin ban va moi ngudi
tham gia hoi thoai chi c6 thé nhan timg tin nhan mot. Nhitng chuong trinh gti tin dang nay
cho phép ngudi dung trao d6i v6i nhau trong thoi gian thuc ma khong can phai ¢ cing mot
dia diém. Céach nay rat hitu ich khi cAn nhimng cau tra 10i ngay lap tirc. Ngudi dung sé sir
dung may tinh cta ho dé giri tin nhin qua mang Internet hodc qua mang ndi bo cia cong
ty t6i ngudi khac. Mot sb chuong trinh giri tin dang nay ciing cho phép ngudi dung trao

d6i voi nhau qua video hodc tap tin 4m thanh.
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¢) Tin nhén vin bdn

Loai tin nhin ndy ciing tuong ty nhu tin nhan IM nhung ching duoc tao ra va giri tir
cac may dién thoai di dong va sb ky tu giri trong mdi tin nhén bi han ché (khoang tir 100
dén 200 ky tu mdi tin, phu thudc vao nha cung cap dich vu) ta c6 thé gui tin nhin nay t6i
mot nguoi khac hodc nhiéu ngudi nhung né c6 thé khong nhanh nhu dich vu tin nhian IM.
Dang gui tin nay ciing rat hiru ich khi ta & noi khéng c6 dang truyén tin khac nita hay khi

ta khong can cau tra 10i.

d) VolP

VolIP (Voice over Internet Protocol) 1a phwong thirc thay thé cic cudc goi truyén
thong thong thudng VolP ciing dugc biét dén vai cai tén Internet telephone hay Voice over
Broad Band (VoBB), sir dung dinh dang k¥ thuét s6 di kém céac giao thirc mang Internet
cho phép céac cudc hoi thoai c6 am thanh cua hai hoac nhiéu nguoi ¢ nhiing noi khac nhau
hodc cac nude khac nhau. Mot s6 dién thoai di dong cling cai dat cong ngh¢ VolP nhung
déng thoi ta cling co6 thé thuc hién hodc nhén cac cude g01 VoIP trén may tinh khi st dung
tai nghe. Cac doanh nghiép ciing nhan ra wu thé cta phuong thirc nay vi no tiét kiém chi
phi so v6i dién thoai truyén théng, dic biét dbi voi cac cude goi dudng dai va ho ciing c6
thé sir dung mot mang riéng biét dé truyén ca 4m thanh va dit liéu. Nguoi ding ciing c6 thé
t6 chirc hoi thao bang cach st dung cong nghé VoIP nhung sé ngudi tham gia s& bi han

7
A

ché.

e) Pam thoai truyén hinh truc tuyén

Hinh thirc truyén thong nay co thé rat c6 loi cho viéc tiét kiém chi phi cho cac cudc
hop c6 nhidu ngudi tham gia va & cach xa nhau. Cac phan mém Pam thoai truyén hinh truc
tuyén cho phép moi ngudi cé thé to chic cudce hop truc tuyén thong qua viée st dung
Internet. Phyu thudc vao céach thiét lap, hoi thao co thé bao gém video hoac xem hinh va
nghe 4m thanh qua dudng diy dién thoai truyén thong. Day 1a cach rat hitu ich dé to chirc

cac khoa dao tao tryc tuyén hodc cac cudc hop vdi nhan vién ¢ dia diém xa.

f) Phong thdo lugn
Hinh thtrc phong thao luan ciing twong tu nhu IM, ta cé thé tham gia vao cac cudc
théo luan chinh hodc c6 thé téi cac phong thao lun riéng dé thuc hién céac cudc thao luan

theo cac chu de. Tat ca moi ngudi trén toan thé gidi déu co thé tham gia vao cac phong
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thao luan nhu thé nay va duoc diéu hanh boi mot nguoi dugce goi l1a trudng nhom
(moderator). Hau hét cic phong théo luan déu st dung dang van ban nhung c6 mét s6 phién
ban mad1 hién nay cho phép stir dung ca hinh anh video; nhitng phién ban khac lai cho phép

nhi€u nguoi dung tham gia vao cac tro choi truc tuyén.

g) Cac trang mgng xa hgi

Diy 1a cac dia chi ma ta c6 thé tham gia dé két ndi voi nhitng ngudi quen biét hodc
dé 1am quen v&i nhitng ngudi méi, ta cé thé tao mot tip tin thong tin ca nhan trén mang xa
hoi d6 va dang tai nhitng buc anh, bang video, hodc cac bai viét vé ban than hodc tham chi
choi game, c6 thé moi nhimg ngudi khac hién thi duong link lién két véi tap tin thong tin
c4 nhan ctia ho trén trang cua ta va nhitng ngudi khac ciing ¢ thé 1am twong tu, ta c6 thé
truy cap vao cac dia chi nay tir bat clr dau trén thé giéi mién 1a c6 két ndi Internet. Mot s6
nguoi st dung cdc mang xa hoi dé tim ban cii hodc dé lién lac véi nhirng nguoi khac; mot
s6 nguoi lai sir dung loai mang nay trong kinh doanh dé mé rong danh sach khach hang
ctia ho. Mot cong ty ciing c6 thé thiét 1ap mot trang trén mang x4 hoi dé quang ba vé dich
vy hay san pham cua ho nhu trong trudng hop ciia mot dai phat thanh véi mot trang chuyén

deé gidi thiéu vé ho trén mang xa hoi.

h) Trang viét ca nhan

Céc trang viét c4 nhan co thé dugc sir dung nhu mét trang bao noi mot ngudi co thé
viét vé cac van dé cu thé, va nhitng ngudi khac sé diang tai nhan xét ciia ho vé bai bao do.
Mot cong ty co thé thiét 1ap mot trang viét trén Website ctia ho dé khuyén khich khach
hang dua ra nhimng 151 goi ¥ hodc thao luan nhitng van dé lién quan dén dich vu hodc san

pham cua ho.

i) Nhom tin

Béng tin (Message board) hay nhom tin (newsgroup) tuong tu nhu cic trang tin noi
ta c6 thé ding tai nhitng nhan xét vé mot ch dé nao d6. Mot sd trang web co thé yéu cau
dang nhap vao nhom tin d6. Viéc dang nhap dugc kiém soat qua dia chi e-mail va ta can
cai dat chuong trinh thu dién tir ¢é nhan duoc thong bao vé nhitng bai bio méi. R4t nhiéu

phuong thire truyén thong dang nhu vay cho phép trao doi thong tin v6i nguoi khac.
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5.2.3. Website va trinh duyét web
Website 1a mot tap hop céc trang web (web pages) bao gdm vin ban, hinh anh, video,
flash v.v... thuong chi nim trong mot tén mién (domain name) hodc tén mién phu
(subdomain). Trang web dugc luu trir ( web hosting) trén may chi web (web server) co

thé truy cap thong qua Internet.

Trinh duyét web 1a mot phan mém tmg dung cho phép ngudi sir dung xem va tuong
tac voi cac van ban, hinh anh, doan phim, nhac, tro choi va céc thong tin khac & trén mot
trang web ciia mot dia chi web trén mang toan cau hodc mang ndi bd. Van ban va hinh anh
trén mot trang web co thé chira siéu lién két toi cac trang web khac ctia cing mot dia chi
web hodc dia chi web khac. Trinh duyét web cho phép nguoi st dung truy cap céc thong
tin trén cac trang web mot cach nhanh chéng va dé dang thong qua céc lién két d6. Trinh
duyét web doc dinh dang HTML dé hién thi, do vay mot trang web co thé hién thi khac

nhau trén cac trinh duy¢t khac nhau.

Mot s6 trinh duyét web hién nay cho may tinh c4 nhan bao gom Internet Explorer,
Mozilla Firefox, Safari, Opera, Avant Browser, Konqueror, Lynx, Google Chrome, Flock,

Arachne, Epiphany, K-Meleon va AOL Explorer.
5.2.4. Thw dien tw
Pé sir dung mot dia chi e-mail, ta can phai dugc cai dat nhu mot ngudi ding trén tén
mién cta mang. Tén mién d6 ¢6 thé 1a cua nha cung cép dich vu Internet hodc ctia mot to

chtrc. Dia chi email ¢6 cau truc nhu sau:

huyentrangi@gmail.com dihuyentrang@ictu.edu.vn
1 2 3 1 2 3
1 Tén hop thw 2 Tén td chirc 3 Hang muc tén mién

Hinh 5.13: Cdu tric dia chi email

Dung dé xac dinh hop thu cu thé trén may chu thu dién tir. Tén na
Tén hop thw ung de xac dmh hop cu thé trén may chu ién y

duogc dat dya vao tén td6 chirc hay cac ti€u chuan cia nha cung cap
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dich vu Internet danh cho dia chi thu dién tir. Mot s6 mién cho phép

tu tao tén hop thu chi can nd khong bi trung.

Phan gifra cua dia chi Internet xac dinh td chire st hitu may chu. NO
c6 thé 1a tén day du cua t chirc d6, hay dang viét tit cia tén hodc sy
Tén té chire | két hop riéng biét cua cac chir cai néu tén da bj mot td chirc khac st
dung. Vi du co thé lién hé CCI Learning Solutions tai dia chi

contact@ccilearning.com néu té€n contact@cci.com da bi st dung.

Hang muc | Dung dé xac dinh loai mién trén mang; vi du com dé cdp dén cac to

tén mién chtrc thuong mai trong khi .uk dé cap dén tén nude.

Bing 5.1: Cdu tric dia chi email

Dia chi jsmith@ccilearning.com ngu ¥ rang dia chi nay thudc mot nguoi tai cong ty
thuong mai c6 tén 1a CCI Learning, nguoi ndy c¢6 ho 14 "Smith" va tén ciia anh ta bat dau
bang chir "J". Pia chi j.smith909@myisp.uk.co thudc vé mot ngudi cé tén tring véi rat
nhiéu nguoi khac; s6 "909" khién cho dia chi tré thanh duy nhét va dé phan biét voi nguoi
trung tén khéc. Tai khoan cua dia chi nay duoc dang nhap theo cong ty cé tén la MyISP

duoc dat o nudc Anh.

Nhitng tén mién pho bién khac nhu edu d6i v6i mang gido duc; gov cho céc ban
nganh chinh phu; org ddi v6i cac t6 chirc phi chinh phu. Luu ¥ rang khong phai tat ca cac
cong ty throng mai déu str dung tén mién com ma c6 thé dung mot ma mién khéac dai dién
cho d4t nudc hodc noi xuit x.

Giao thirc thu dién tr trén mang Internet xac dinh tat ca thu dién tor déu bao gém
nhirng yéu t6 sau: Dia chi, Tiéu dé, Noi dung 14 thu, Cac phén dinh kém.

Phan dinh dia chi: Pay la phan dung dé xac dinh ai 1a nguoi nhan thu dién tir:

Dong tidu dé: Dong nay xac dinh chil dé cua thu, thong thudng 1a mot dong ngan gon
mo ta ndi dung chinh hodc muc dich giri thu, day 1a thong tin tom gon nhat cua 14 thu vi
no6 s& gitip nguodi nhan xem dugc ndi dung can tim trong danh sach thu dén dé dang. Tranh
guri thu ma khong c6 dong tiéu dé vi nhing 14 thu loai nay rat dé bi xép vao danh sach thu

rac hoac thu bi nghi ngd chtra virus.
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Noi dung thu: Pay 1a phan noi dung cta 14 thu. Mot sé chuong trinh thu dién tir cung
cip cac tinh ning dinh dang vin ban nhu in ddm, in nghiéng hay gach chan... va c6 thé st
dung cac tinh ning nay dé chinh sira 14 thu, dong thoi c6 thé kém hinh anh, 4m thanh, trinh
chiéu PP... ciing nhu cac duong lién két téi cac dia chi thu dién tir khac hay Website trong

buc thu.

Phan dinh kém: C6 thé dinh kém cac tap tin dir liu cu thé theo birc thu. Cach nay
thuén tién va nhanh hon nhiéu viéc chuyén qua buu dién hodc ty minh chuyén dén nguoi
nhan. Nhitng nha cung cép dich vu Internet c¢6 thé han ché dung luong cua céc tap tin dinh
kém boi néu dung luong qué 16n s& khién chdm dudng truyén hay gy tic nghén duong

truyén trong qué trinh gtri va nhén thu.

Théng bdo

B sinhvien@ictu.eduyn X

Théng bao

Chdo céc em!

S 2 Sansfeif ~ 7T~ B I U A~ v = =1

A[wc-=®@lzlf9)' ©

Hinh 5.14: C4u tric hop thu
5.2.5. Tim kiém thong tin trén Internet
a) Cdch tim kiém théng tin bang Google Search

Tim kiém trén intenet d3 tro thanh viéc rat phd bién. Chung ta hay tim kiém nhiing
tai liéu can dung trén cac bd may tim kiém thong dung nhu google. Pé sir dung cong cu
tim kiém Goofle Search ta m& trinh duyét web va truy cdp vao dija

chi http://www.google.com/ (tiéng Anh) hoic http://www.google.com.vn/ (tiéng Viét).

Dé tim kiém thong tin, trudc tién can phai xac dinh tir khoa (Key Word) ctia thong

tin mudn tim kiém, tir khoa 13 tir dai dién cho thong tin cAn tim. Néu tir khoa khong rd rang
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va chinh x4c thi s& cho ra két qua tim kiém rat nhiéu, rat kho phan bi¢t va chon dugc thong
tin nhu mong mudn. Con néu tir khoa qua dai thi két qua tim kiém c6 thé khong co.

Thong thuong chi can nhap tir khéa mudn tim va nhan Tim v6i Google (Search) hodc
nhan phim Enter thi Google sé& cho ra nhiéu két qua tim kiém bao gdm dia chi lién két dén
trang Web c6 tir khoa va vai dong mé ta bén dudi, chi can nhan trai chudt vao dia chi lién
két s& md duoc trang Web c6 thong tin mudn tim.

b) Cdc thii thudt gitip chon lpc két qud tim kiém véi Google Search

Google Search 1a mot cong cu hd tro tim kiém thong tin tryc tuyén duoc rat nhiéu
nguoi sit dung. Thong thuong da s6 ngudi st dung chi biét cach tim kiém don gian 1a nhap
tir khoa c6 chira thong tin ma minh can tim ma théi, cach tim kiém nay s& cho ra két qua
c6 rat nhiéu thong tin 1am cho chiing ta kho xac dinh dugc théng tin nao 1a dung vai yéu
cau ciia minh.

Ngoai cach tim kiém thong thuong, dé cho két qua tim kiém dugc chinh xac hon
Google con cho phép sir dung thém cac tham sb va diéu kién chon loc kém theo tir khoa.

Sau day 1a mot sb thu thuat giup nhanh chéng cé duoc thong tin ma minh can tim.

Loai bé mét tir ndo dé ra khoi két qua tim kiém
Str dung dau trir - Google s& tim tat ca cac trang Web c6 chtra tir khoa can tim nhung

khong c6 tur bi loai bo.
Cu phép: tir khoa -tir loai bo
Thi du nhép vao 6 tim kiém cua Google tir khoa: vi tinh -may

Két qua s& tim duoc cac trang web co tir vi tinh nhung khong co tir may trong nodi

dung.
Bat bugc phdi ¢6 mét tir ndo dé ra trong két quda tim kiém

Str dung dau cdng + Google s€ tim tat ca cac trang Web cd chira tir khoa can tim va

phai c¢6 thém tir bt budc trong do.
CU phép: tir khoa +tir bat budce
Thi du nhép vao 6 tim kiém cua Google tir khoa: vi tinh +may

Két qua s& tim dugc cac trang web c6 tir vi tinh va co thém tir may trong ndi dung.
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Rut gon tir khéa can tim
Str dung dau sao * dé dai dién cho mot, nhiéu ky tu hodc nhiéu tir khoa qua dai.
Cu phép: Tu khoa * tir khoa
Thi du nhép vao 6 tim kiém cua Google tir khoa: may * tinh
Két qua s& tim dugc cac trang web c6 tir may vi tinh trong néi dung.
Tim chinh xac #ir khoa

St dung dau ngodc kép ™" Google s& cho ra cac két qua co chinh xéc tir khoa duoc

chi dinh.

Cu phap: "tir khoa"

Thi du nhép vao 6 tim kiém cua Google tir khoa "may tinh xéch tay"

Két qua s& tim dugc cac trang web két qua 1a may tinh xach tay trong noi dung.
Tim tir khéa theo tiéu dé trang web

St dung tham s intitle: Google s& tim tit ca cac trang web c6 tiéu dé chira tir khoa

can tim.
Cu phép: intitle:tir khoa
Thi du nhéap vao 6 tim kiém cua Google tir khoa intitle:truongdinh
Két qua s& tim dugc cac trang web c6 tir truongdinh trong tiéu dé.
Tim tir khéa trong mét tén mién (Pia chi)

St dung tham sb site: Google chi tim céc trang c6 tir khoa trong mot tén mién (dia

chi) dugc chi dinh thoi. Khong chil y dén cac dia chi ciia trang web khac.
Ct phap: tir khoa site:tén mién
Thi dy nhap vao 6 tim kiém ctia Google tir khoa vi tinh site:truongdinh.vn

Két qua sé& tim duoc cac bai viét c6 trvi tinhtrong tén mién

http://www.truongdinh.vn.

Tim tur khoa trong dia chi (URL) cua trang Web
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St dung tham s6 inurl: Google s& tim nhitng trang c6 dia chi lién két c6 chira tir khoa

can tim.

Cu phép: inurl:tir khoa

Thi du nhép vao 6 tim kiém cua Google tir khoa inurl:truongdinh

Két qua s& tim dugc nhing trang c6 tir truongdinh trong dia chi lién két ctia né.
Tim tdp tin (File)

St dung tham s6 filetype: Google s& tim nhiing trang c6 tap tin véi phdn mo rong

(ext) duoc chi dinh va c6 tén gidng tir khoa can tim.
C1 phap: tir khoa filetype:phin mé rong
Thi du nhép vao 6 tim kiém cua Google tir khoa joomla filetype:pdf

Két qua s& tim duoc cac tap tin dang PDF c6 tir joomla (chang han tap tin c6 tén

la install-joomla.pdf)

Tim cdc trang Web co tie khoa lién quan voi nhau
Dung tham sb relate: Google s& tim nhirng trang Web c6 tir khoa gidng nhau.
Cu phép: related:tir khoa
Thi du nhap vao 6 tim kiém cua Google tir khoa related:joomla

Két qua s& tim duoc nhirng trang Web c6 tir lién quan v6i joomla (thiét ké web, cai

dat va sir dung component,...)
Tim lai trang Web khong con hoat dong

Str dung tham s6 cache: Google s& tim nhiing trang web di ngung hoat dong nhung

van con duoc luu trix trong kho dir liéu ctia Google.
Cu phép: cache:website
Thi dy nhap vao 6 tim kiém ctia Google tir khoa cache:www.truongdinh.vn

Két qua sé tim duoc trang chu cua http://www.truongdinh.vn di duoc luu trit trong

kho dir li¢u ctia Google.

Keét hop cac tham so6 voi nhau
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C6 thé str dung mot trong cac tham sd trén hodc két hop chiing lai v6i nhau dé ting

thém murc d§ chinh xac cho két qua can tim.

Thi du nhip vao 6 tim kiém cia Google tir khéa vi tinh filetype:zip site:

truongdinh.vn

Két qua s& tim duoc tit ca cac tp tin dang nén ZIP ¢ ndi dung vi tinh trén trang

web http://www.truongdinh.vn

Két qua tim duoc co thé bao gdm céc trang web c6 chira tir can tim (tir khoa) trong

tiéu dé va/hoic trong phan nodi dung.
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TONG KET CHUONG 5

Trong chuong nay, sinh vién can dat dugc nhirng kién thirc va k¥ nang sau:

e Mang may tinh: Khai niém, Mang dién thoai; Mot sé loi ich va van dé khi
str dung mang may tinh; phan loai mang; mot sé thiét bi mang; dia chi IP va
hé thong DNS; k§ thuat két ni vao mang; khéi niém bang thong.

e Mang Internet: Khai niém va céc dich vu trén Internet; mét sé thuat ngi
chuyén mén vé mang Internet; méot sé dang truyén thdng sb théng dung:
Thu dién ti, tin nhan nhanh, tin nhian vin ban, VoIP, dam thoai truyén hinh
truc tuyén, phong thao luan, cac trang mang xa hoi, trang viét c& nhan, nhom
tin; website va trinh duyét web; thu dién ta; Ky thuat tim kiém thong tin
trén Internet.

177



CHUONG 6. CONG NGHE THONG TIN VA CAC VAN
PE XA HOI

Chuong nay tap trung gidi thiéu nhitng kién thirc co ban vé cac van dé xa hoi trong
ky nguyén cong nghép 4.0. Bao gém cac nodi dung chinh sau:
e (Céach mang cong nghi¢p 4.0.
e Thuong mai di¢n tir va ngan hang dién tu.
e Dao duc trong sir dung mang may tinh.
e An toan khi tryc tuyén.
e Van dé phap Iy trong st dung mang may tinh.
6.1. Cach mang cong nghiép 4.0
Cong nghiép 4.0 dé cap dén mot giai doan méi trong cude cach mang cong nghiép
ma chu yéu tap trung vao két ndi, tw dong hoa, may hoc va dit liéu trong thoi gian thyc.
Cong nghiép 4.0, doi khi con goi 1a 11oT hodc san xuat thong minh, két hop san xuat va
van hanh thyc té voi cong nghé k¥ thuit s6 thong minh, may hoc va dit liéu 16n dé tao hé
sinh thai dugc két ndi tot hon va tong thé hon cho cac cong ty tdp trung vao san xuat
va quan 1y chudi cung ung.
Cong nghiép 4.0 md rong ra toan bo chu ky vong doi san pham va chudi cung tng,
thiét ké, ban hang, kho hang, 1ap lich trinh, chit luong, k¥ thuat, dich vu khach hang va tai
chd. Moi ngudi chia sé quan diém hiéu biét, cap nhat, phu hop vé quy trinh kinh doanh,

san xuat va phan tich da dang hon, kip thoi hon.

6.2. Thwong mai dién tir va ngan hang dién ti

Thwong mai dién tir, hay con goi 1a e-commerce, e-comm hay EC, 1a sy mua ban
san pham hay dich vu trén cac hé théng dién tir nhu Internet va cac mang may tinh. Thuong
mai dién tir dua trén mot s6 cong nghé nhu chuyén tién dién tar, quan Iy chudi day chuyén
cung ng, tiép thi Internet, qua trinh giao dich truc tuyén, trao ddi di liéu dién tir (EDI),
cac hé théng quan Iy hang ton kho, va cac hé thong tu dong thu thap dit liéu. Thuong mai
dién tir hién dai thudng sir dung mang World Wide Web 1a mot diém it nhat phai c6 trong
chu trinh giao dich, mac du né c6 thé bao gém mot pham vi 16n hon vé mat cong nghé nhu

email, cac thiét bi di dong nhu 1a dién thoai.
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Thuong mai di¢n tir thong thuong dugc xem ¢ cac khia canh ctia kinh doanh di¢n
tr (e-business). N6 ciing bao gdm viéc trao d6i dit liéu tao diéu kién thuén loi cho cac
ngudn tai chinh va cac khia canh thanh toan cua viéc giao dich kinh doanh.

E-commerce c6 thé duge dung theo mot vai hoac toan bd nhitng nghia nhu sau:

« E-tailing (ban I¢ truc tuyén) hoic "cira hang 40" trén trang web vai cac danh muc
truc tuyén, d6i khi dugc gom thanh céc "trung tdm mua siam ao".

o Viéc thu thap va str dung dir liéu ca nhan thong qua cac dia chi lién lac web

« Trao dbi dix liéu dién tir (EDI), trao doi dit liéu gitta Doanh nghiép véi Doanh nghiép

« Email, fax va cach st dung chung nhu 1a phuong tién cho viéc tiép can va thiép l1ap
méi quan hé véi khach hang (vi du nhu ban tin - newsletters)

« Viéc mua va ban gitra Doanh nghiép véi Doanh nghiép

« Bao mat cac giao dich kinh doanh
a) Phan biét thuong mai dién tir va kinh doanh dién tir

Kinh doanh dién tir (E-Business) la thuat ngir xuét hién trude thuong mai dién tir (E-
Commerce).

Thuong mai dién tir chu trong dén viéc mua ban truc tuyén (tdp trung bén ngoai),
trong khi d6 kinh doanh di¢n tir 1a viéc str dung Internet va cac cong ngh¢ truc tuyén tao ra
qua trinh hoat dong kinh doanh hiéu qua du c¢6 hay khong cé loi nhuén, vi vay tang loi ich
v61 khéach hang (tap trung bén trong).

Cu thé, kinh doanh dién tir 12 thiét 1ap hé thong hay ung dung thong tin dé phuc vu
va lam tang hi€u qua kinh doanh. Kinh doanh dién tir bao phu qué trinh hoat dong trong
doanh nghiép, tir mua hang qua mang (e-procurement, e-purchasing), quan ly day chuyén
cung cap nguyén vat liéu, xtr Iy don hang, phuc vu khach hang va giao dich voi ddi tac qua
cac cong cu dién tir cho dén chia sé dit liéu giita cac bd phan chirc ning trong doanh nghiép.
Trong khi d6, thuong mai dién tir tap trung vao viéc mua ban va trao d6i hang hda, dich
vy, thong tin qua mang, cac phuong tién dién tur va Internet. Theo nghia rong hon, thuong
mai dién tr 1a viéc st dung cac phuong tién dién tu dé trién khai thuong mai. N6i cach
khac, thuong mai dién tir 1a thuc hién quy trinh co ban va quy trinh khac cta giao dich
thuong mai bang phuong tién dién tir, cu thé 13 trén mang mdy tinh va vién thong mot cach

rong radi, & muc do cao nhat cé thé.
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Viéc phan biét tuong ddi giita hai thuat ngit ndy sé giup nha quan tri phan dinh ro

muc tiéu kinh doanh va huéng tiép cin cua doanh nghiép.
b) Céac ng dung kinh doanh

Vi du ciia mét trg 1y tu dong truc tuyén trén cac website mua ban.
Mot s6 ing dung chung nhat lién quan dén thuong mai dién tir duogc liét ké dudi day:

« Tai liéu tw dong hoa & chudi cung ng va hau can

« Hé théng thanh toan trong nuéc va qudc té

o Quan ly noi dung doanh nghiép

o NhOom mua

« Tro ly tu dong truc tuyén

« IM (Instant Messaging)

o NhOm tin

« Mua sam truc tuyén va theo doi dat hang

o Ngan hang dién tr

« Vin phong truc tuyén

« Phan mém gio hang

« Hoi thao truyén thong truc tuyén

e Védiéntua

« Nhin tin nhanh

o Mang xa hoi

« Mua ban dich vu truc tuyén
c) Cac hinh thizc thuong mai dién tie

Hién nay c6 nhiéu cach phan chia hinh thtrc thwong mai dién tir. Néu phan chia theo
d6i twong tham gia thi c6 3 d6i tugng chinh bao gdm: Chinh phu (G - Government), Doanh
nghiép (B - Business) va Khach hang (C - Customer hay Consumer). Néu két hop d6i mot
3 d6i tuong nay s€ cd 9 hinh thirc theo ddi tuong tham gia: B2C, B2B, B2G, G2B, G2G,
G2C, C2G, C2B, C2C. Trong d6, cac dang hinh thirc chinh ctia thwong mai di¢n tr bao

gom:

Doanh nghiép véi Doanh nghiép (B2B)

Doanh nghiép véi Khach hang (B2C)

Doanh nghiép véi Nhan vién (B2E)
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« Doanh nghiép véi Chinh phu (B2G)

« Chinh phu véi Doanh nghiép (G2B)

« Chinh phu véi Chinh phu (G2G)

« Chinh phu vai Cong dan (G2C)

« Khach hang vaéi Khach hang (C2C)

« Khach hang vai Doanh nghiép (C2B)
Bén canh céc kiéu E-commerce truyén thong bén trén, nhiéu thé loai E-commerce hién dai
cling dong thoi phat trién song song véi sy phat trién ciia cong nghé. Noi bat co thé ké dén
T-commerce va M-commerce.

« T-commerce (thuong mai truyén hinh)

o M-commerce (thuong mai di dong)

6.3. Mgt s6 van dé dao diwrc khi tham gia mang

Internet va mang xa hoi mang lai nhiéu gia tri tich cuc, cho phép nguoi ding tim
kiém thong tin, thé hién ban than va trai nghiém cudc séng; giao luu, gén két cong d@)ng,
chia sé tinh cam; tim kiém viéc 1am, kinh doanh, dem lai hiéu qua cho nén kinh té, thic
day cac linh vuc khac cua doi séng xa hoi

Tuy nhién, Internet va mang x4 hoi ciing c6 thé gy ra nhiéu hé luy. Nguoi dung co
thé bi xAm pham do1 tu, bi Itra dao, chiém doat tai san va nhiéu nguy co khac. Néu chu
quan, don gian co thé dan t&i vo tinh hodc ¢b ¥ tan phat nhitng thong tin x4u, doc, gay hai
cho cong dong, xa hoi, tham chi tiép tay cho cac dbi twong chdng pha Pang, Nha nudc.

Co6 mét thuce té 1a moi truong mang dang bi van duc boi cac hanh vi giao tiép, ung
xtr thiéu van hoa hoic loi dung cac dién dan cong khai dé da kich, néi xau, bdi nho 13n
nhau.

Viéc str dung mang internet va mang xa hoi duong nhién phai tuan thu cac quy dinh
cua phap luat co lién quan, chfmg han B¢ luat Dan sy, Luat An ninh mang... Tuy nhién,
khong phai truong hop nao ngudi sir dung mang internet va mang xa hoi ciing ¢ thé nhan
r& dau 13 gidi han vi pham béi c6 qua nhiéu diém con chua rd rang khién khong d& nhin
théy su vi pham. Do do, nguoi st dung mang internet, mang xa hdi can phai c6 nhitng kién
thirc can thiét dé bao dam rang minh str dung khong gian mang c6 trach nhiém, khong vi
pham phap luat va cac diéu khong nén lam.

Duéi ddy la mot s6 goi y nhitng diéu nén tranh.
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Thir nhdt, luu ¥ nhitng hanh vi vi pham phép luat vé an ninh quéc gia, trat ty, an
toan x4 hoi. Pay 1a nhom hanh vi rit rong c6 lién quan dén viéc dang tai, tan phat thong
tin vé chong Nha nudc Cong hoa Xa hoi chii nghia Viét Nam, phi nhan vai tro cAm quyén
ciia Pang Cong san Viét Nam, théng tin xac pham dén lanh tu, linh dao Dang va Nha
nudc, 1o1 dung cac quyén tuw do dan chu xam pham lgi ich Nha nudc, quyén loi ich hop
phap cua t6 chirc, ca nhan...

Thir hai, lwu ¥ nhitng hanh vi vi pham quyén nhan than, uy tin ciia ca nhan va to
chtre. Pay 1a viée ngudi ding thong tin, hinh anh cua nguoi khac, cia to chirc ma khong
c¢6 sy dong ¥ ctia ho mot cach vo tinh hay c¢b . Theo phéap ludt vé dan sy, quyén nhén than
gdém quyeén co ho tén; quyén xac dinh dan tdc; quyén cia ca nhan ddi v6i hinh anh; quyén
duoc bao dam an toan vé tinh mang, suc khoe, than thé; quyén duogc bao vé nhan phém,
danh dy, uy tin; quyén ddi voi bi mat doi tu, két hon, ly hon; quyén cod quéc tich; quyén tu
do tin ngudng, t6n gido; quyén ty do di lai, cu trii; quyén lao dong; quyén tu do séng tao,
quyén cia tac gia ddi voi tac pham; quyén ddi véi cac ddi twong so hitu cong nghiép. ..
Céc quyén nay dugc phap luat bao vé. Thi du: chi A. 1a d6ng nghiép clng co quan va biét
chi B. da ly hon khi chi B. bao cao véi chi by, nén da dang thong tin to ¥ chia sé, thong
cam v6i ban minh vé viéc ndy trén Facebook va gan thé (tag) chi B. vao trong khi chi B.
khong mudn moi ngudi biét viéc minh di ly hon do lo ngai anh hudng dén tam 1y, tinh cam
cua con cai; trong truong hop nay chi A. da vi pham phap luat du vo y va khong c6 dong
co xau. Tuong tu, dang hinh anh, nha ctra, xe ¢d... ciia ngudi khac hodc cac thong tin ca
nhan, thong tin cua to chirc, doanh nghiép... ma khong c6 su déng ¥ cua ho ciing 1a vi
pham phap luét.

Thit ba, luu y nhitng hanh vi vi pham phap luat lién quan dén s hitu tri tué, s hitu
tai san, danh bac... S¢ hiru tri tué¢ (c6 khi dugc xem la tai san tri tu¢) 1a nhitng san phém
sang tao cua con nguoi, nhu tac phém van hoc, am nhac, phén mém may tinh, phat minh,
sang ché, giai phap hiru ich, kiéu dang cong nghiép... S& hiru tri tué duwoc phap luat bao ho
nén ngudi stir dung khong gian mang du vo ¥ hay ¢6 ¥ vi pham ciing 14 vi pham phép luat.
Chéng han, sau khi dugc anh C. cho mugn ban thdo mdt kich ban phim, anh D. da dang
cong khai trén trang blog c4 nhan ctia minh dinh nham quang b4 cho ban ma khong duoc
anh C. dong v, khién noi dung kich ban bi nguoi khac khai thac; hanh vi ctia anh D. 14 vi
pham phap luat. Bén canh d6, néu nguoi dung khong gian mang tuy tién chia sé thong tin
vé tai khoan ngan hang, vé tai san c nhan ctia ngudi khéc, cic trang web c6 chira noi dung
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quang co cd bac hodc to chirc danh bac truc tuyén trai phap luat... du véi dung ¥ nao ciing
c6 thé vi pham phap luat.

Thit tr, lvu ¥ nhimg hanh vi vi pham dén viéc bao dam an toan thong tin trén khong
gian mang. St dung khong gian mang hién nay c6 kha nhiéu rui ro, nhu bi tdn cong mang,
khung bd mang, gian di€p mang, t0i pham mang; gy su cd, tin cong, xam nhap, chiém
quyén diéu khién, 1am sai 1éch, gian doan, ngung tré, té liét hodc pha hoai hé thong thong
tin; b1 gay roi loan hoat dong cua mang may tinh, mang vién thong; bi cai va phat tan
chuong trinh tin hoc gy hai cho hoat dong ciia mang may tinh, mang vién thong, phuong
tién dién tir; bi xAm nhap trai phép vao mang may tinh, mang vién thong hoic phuong tién
dién tir... Ban than nguoi dung néu thiéu nhitng kién thtrc va k¥ ning can thiét c6 thé vo
tinh tiép tay cho cac hanh vi ké trén. Chang han, mot nguoi nhan dugc e-mail théng béo
rang da tring mot giai thuong 16n, d& nghi nhap vao mot duong dan (link) dé 1am thu tuc
nhan giai; hanh dong d6 c6 thé vo tinh lam lay lan virus khong chi may tinh ctia c4 nhan
ma con cac may tinh khéac trong co quan, don vi néu c6 két ndi ndi bo. Néu khong co kién
thirc va k¥ ning can thiét vé viéc sir dung mang xa hoi, ngudi dung co6 thé sa vao nhiéu
cam bay trén mang xa hoi.

Thir ndm, luu ¥ viée tuyén truyén, quang cdo, giéi thiéu cac hang hoa, san pham,
dich vu khéng phu hop quy dinh ctia phap luat, trai voi thuan phong, my tuc, 16i séng vin
minh, tién bo.

Thir sau, Iuu y cac ndi dung xuyén tac lich su, phu nhan thanh tuyu cach mang, pha
hoai khdi dai doan két toan dan toc, xtc pham hodc phan bié¢t ddi xir vé ton gido, vé gioi,
vé chung toc, vé ving mién... Cac loai thong tin ¢ thé do nhitng phan tir xdu san xuat,
phat tan hodc do nhitng nguoi thiéu nhay cam chinh tri, mo hd vé am muu thi doan ciia ké

x4u tan phat.

6.4. An toan khi truc tuyén

Su 16n manh cua cac mang xa hoi nhu Facebook hoac Google+ da tao ra khéng gian
cho toi pham s6. Cho dii ngudi dung di tuy chinh cac cai dit riéng tu can than nhung van
c6 thé bi tin tic (hacker) tin cong, dic biét 1a néu ho cho phép cac tmg dung mang x3 hoi
truy cap vao thong tin ¢4 nhan cia minh.

Mot khi tin tic d thu duoc nhitng théng tin nhu vi tri, ngdy sinh va cac mdi quan
hé gia dinh qua cic mang xa hoi, chiing c6 thé str dung cac thong tin nay dé truy cap vao

cac tai khoan ngan hang cling nhu céc tai khoan luu trir ddm may cua nguoi st dung.
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Sau déy 1a mét sé bién phdp phong tranh bj tan cong danh cdp tai khodn trén mang:
(1) Khong dwa cac thong tin cda nhdan quan trong lén mang xa hoi

Céc thong tin nhu sb dién thoai, dia chi, tudi va truong hoc cua con cai co thé mo
duong cho tin tic thu thap thém nhiéu théng tin nhay cam khéac. Trén Facebook, ta nén
"unfriend" tat ca nhirng ngudi minh khong biét, giam ) lugng cac thong tin dugc hién thi
trong muc About Me va han ché nhin nut "Like". Céac bién phap nay sé& gitip 4n danh tét
hon, ddc biét 1a khi Facebook dua ra tinh ning Tim kiém Db hoa (Graph Search) trong
tuong lai.

(2) Thay doi cdc cai ddit quyén riéng tu

Nén thay d6i tiiy chon quyén riéng tu cho toan bo tai khoan ctia minh vé "Ban bé"
("Friends") nham bao vé trang c4 nhan ctia minh. P6i khi, Facebook co thé s& thay doi
hang loat cac cai dit va c6 thé s& thay doi "ngdm" céac cai dit ma ta da sta.

(3) Bdo vé mat khdu truc tuyén cia minh & chon mdt khdu tot

Qua nhiéu nguoi st dung cac mat khau dé nhé nhu 123456 hodc ngdy sinh. Mat
khau cang dé nhé thi cang dé bi bé. Ta nén lya chon cac mat khau phuc tap (két hop chir
cai, chit s6 va ky tu dic biét).

(4) Ding cdc mdt khau khdc nhau trén cdc tai khoan khdc nhau

Néu chi st dung mot mat khau duy nhét cho tit ca cac tai khoan trén mang, khi mot
tai khoan bi tin cong, tin tac co thé truy cap vao tat ca cac dir lieu riéng tu trén cac tai
khoan khéc.

(5) Kiém tra tiry chon riéng tir trén dién thoai

Nén tit cac tiiy chon GPS vé vi tri, dong thoi ciling tranh dua dia chi gia dinh lén
Facebook.

(6) Cén thin véi email lira ddo (phishing)

Céc loai email lira dao cang ngay cang tinh vi hon. Tuyét doi khong tra 10i cac email
yéu cau cung cdp mat khau va tén ngudi dung. Cac ngan hang va cac dich vu khac khong
bao gio yéu cau cung cp thong tin theo cach nay. Khi khong chic chin, hiy goi dién téi
ngan hang dé xac nhan.

(7) Giiz cho mang Wi-Fi cia minh luén an toan

Hay dat mat khau cho mang Wi-Fi cta ca nhan, nho d6 tin tic s& khong thé st dung
mang cta ¢4 nhan dé thyuc hién cac hanh vi xau.

(8) Kiém tra xem trinh duyét c6 dang sir dung giao thirc https hay khéng
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Trude khi cung cp thong tin chi tra vao bt ctr trang web nao, ta nén kiém tra xem
trinh duyét c6 dang hién thi dia chi bat dau bang https, (thay cho http khong ¢ chit 's' &
cudi) hay khong. Néu trang web nay khong st dung https, thi khdng nén st dung trang web
nay.

(9) Lueu y sao ké ngdn hang méi thang

Khi str dung cac dich vu ctia ngan hang, ta nén doc lai sao ké mdi thang dé xem co
khoan tién nao dugc chuyén téi nhitng ngudi nhan "la" hay khong. Néu co, ¢ thé tai khoan
d3 bi tan cong.

(10) Luu y ca nhitng truong hop kha nghi khi khong o trén mang
Loai bo nhiing email khi nhan dugc nhitng 161 moi chao kha nghi hodc nhitng chiéc

thé tin dung la khong do ta truc tiép yéu cau trong hom thu.

6.5. Mgt s6 van dé phap luat trong sir dung mang may tinh.

Ngay 12-6-2018, vai 86,68% sb dai biéu c6 mat biéu quyét tan thanh, ky hop tht 5,
Quéc hoi khoa XTIV da thong qua Luat an ninh mang, bao gém 7 chuong, 43 diéu, c6 hiéu
luc tir ngay 1-1-2019, quy dinh vé hoat dong bao v¢ an ninh qué)c gia va bao dam trat tu,
an toan xa hoi trén khong gian mang; trach nhiém cua cac co quan, to chirc, ca nhan lién

quan.

6.5.1. Ly do ban hanh Ludt An ninh mang
- Khong gian mang 1a linh vyuc méi, tic dong sau rong vao moi mat doi séng xa hoi. Cac
hanh vi trén khong gian mang c6 thé xam hai téi doc 1ap, chu quyén, an ninh quéc gia, trat
tu an toan xa hoi, bi mat nha nudc, quyén va lo1 ich hop phap cua td churc, ca nhan.
- Khong gian mang trd thanh noi “tra an an toan” cta toi pham mang. Tir khi mang internet
xudt hién, di tao ra nhiéu lgi ich cho con ngudi. Tuy nhién, cling mang lai nhiing thach
thirc to 16n. Khong gian mang trd thanh noi “tra an an toan” cho loai toi pham moi: Téi
pham mang.
- Viét Nam nam trong nhém quéc gia bi tan cong mang nhiéu nhat trén thé gidi. Viét Nam
xép & vi tri thir 4 trong nhém 10 qudc gia bi kiém soat boi mang may tinh ma (may tinh
két ndi internet bi tan cong, nhiém virus may tinh...).
- Hau qua cua viéc mat an ninh mang dé lai nhiéu hé luy phtrc tap, vi du nhu: tai khoan

ngan hang cua khach hang bi dot nhap va rut hét tién; st dung mang xa hoi dé dang, phat
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thong tin sai trai, bia dat, anh huéng nghiém trong dén danh du, nhan pham ciia c4 nhan,
t6 chirc. ...

- Pé dam bao an ninh mang ngoai giai phap k¥ thuat, can phai c6 hanh lang phap 1y cu thé.

6.5.2. Lgi ich ciia ludt an ninh mang
- Luat An ninh mang, ting cuong bao vé an ninh quéc gia trén khong gian mang, cac to
chtrc, c4 nhan duoc hoat dong trén mot moi trudong khong gian mang qudc gia s& duoc bao
dam an toan, lanh manh, han ché tbi da cac yéu td, nguy co xam hai toi quyén va loi ich
hop phap cua to chire, ca nhén.
- Trong thyec tién, viéc khong quan Iy duoc dir liéu ngudi dung va dit liéu quan trong qudc
gia d4 va dang anh huong t6i 1oi ich, an ninh quéc gia. Hién nay, cac thé luc thu dich, phan
dong va toi pham dang gia tang viéc st dung khong gian mang dé xdm pham an ninh quéc
gia, trat tw an toan xa hoi, trong khi co quan chirc nang gip rat nhiéu khé khin trong diéu
tra, x4c minh, truy tim, xir Iy cac trudng hop vi pham nay vi toan bd dit liéu déu duoc dat
¢ nudc ngoai.
- Tai khoan c4 nhan s& dugc bao vé tét hon khi Luat An ninh mang dugc ban hanh. Khong
¢6 viéc co quan chuyén trach bao vé an ninh mang kiém soat toan bo thong tin nguoi ding
mang, ma chi c6 thé yéu cau bang vin ban dé phuc vy diéu tra, xir Iy vi pham phap luat vé
an ninh mang va khong duoc lam quyén.
- Luat An ninh mang phu hop véi thong 18 quéc té, khong can tré hoat dong ctia doanh
nghiép, khong can tro Viét Nam thyc hién cac cam két qudc té, qua ra soat cac van ban
cam két gia nhap t6 chirc thuong mai thé giéi (WTO), Hiép dinh chung vé thué quan va
thuong mai (GATT 1994), Hiép dinh chung vé thuong mai dich vu (GATS), Hiép dinh vé
céc khia canh lién quan dén thuong mai ciia quyén sé hitu tri tué¢ (TRIPS); Luat An ninh
mang ban hanh khong vi pham cac cam két quéc té. Hién nay nhiéu qudc gia da ban hanh

Luat An ninh mang.

6.5.3. Muc dich, y nghia vi¢c ban hanh Ludt An ninh mang
Trong tinh hinh hién nay, viéc Qudc hdi ban hanh Lu4t An ninh mang 13 hét sirc can
thiét, trén co so tiép thu nghiém tic y kién gdp ¥ hop 1y ctia cac chuyén gia, nha khoa hoc,
ctr tri va nhan dan, phu hop véi thuc tién Viét Nam. Luat An ninh mang ra doi dap ting yéu

cau thyc tién dit ra trong qua trinh phat trién dat nudc, tip trung bao vé loi ich hop phap
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clia c4 nhan, t6 chirc trén khong gian mang. Dic biét, tao hanh lang phap 1y trong cong tac
an ninh mang li€n quan dén bao vé an ninh quéc gia, dam bdo trat ty an toan xa hoi.
Luat An ninh mang khong cAm sir dung internet, khong cAm mang xa hdi (Facebook,

Youtube, Google, Zalo...).

6.5.4. Nhitng hanh vi bi cdm trén khong gian mang Viét Nam

Cu thé, nghiém cAm hanh vi st dung khong gian mang, céc thiét bi cong nghé thong
tin, phuong tién dién tir dé tuyén truyén xuyén tac, phi bang chinh quyén nhan dan; chién
tranh tam 1y, kich déng chién tranh xdm luoc, chia r&, gy thu han giira cac dan toc, ton
gido va nhan dan cac nudc; Xic pham dan tdc, quéc ky, quéc huy, quéc ca, vi nhan, lanh
tu, danh nhan, anh hung dan toc.

Nghiém cam ding tai cac thong tin trén khong gian mang c6 ndi dung kich dong
gy bao loan, pha rdi an ninh, gy rdi trat tr cong cong bao gom: Kéu goi, van dong, xUi
giuc, de doa, gay chia ré, tién hanh hoat dong vii trang hodc dung bao lyc nhim chdong
chinh quyén nhan dan; Kéu goi, van dong, xai giuc, de doa, 161 kéo tu tap dong nguoi gy
roi, chdng ngudi thi hanh cong vy, can tré hoat dong ciia co quan, to chirc gdy mat on dinh
vé an ninh, trét tu.

Nghién cam ding tai cac Thong tin trén khong gian mang c6 ndi dung lam nhuc, vu
khéng bao gém: Xuc pham nghiém trong danh dy, uy tin, nhan phém cua nguoi khéc;
Thong tin bia dat, sai su that xam pham danh dy, uy tin, nhan phém hodc gay thi¢t hai dén
quyén va loi ich hop phap ctia to chirc, ca nhan khac.

Nghiém cam ding tai cac thong tin trén khong gian mang c6 ndi dung xam pham
trat tw quan 1y kinh té bao g@)m: Thong tin bia dat, sai su that vé san phém, hang hoa, tién,
trai phiéu, tin phiéu, cong trai, séc va cac loai gidy to c6 gia khac; Thong tin bia dit, sai su
that trong linh vuc tai chinh, ngan hang, thwong mai dién tir, thanh toan di¢n tir, kinh doanh
tién té, huy dong von, kinh doanh da cép, chuing khoan.

Nghién cdm ding tai thong tin trén khong gian mang c6 ndi dung sai su thit gay
hoang mang trong nhan dan, gy thi¢t hai cho cac hoat dong kinh té - x4 hoi, gay kho khan
cho hoat dong ctia co quan nha nudc hoidc ngudi thi hanh cong vy, xdm pham quyén va lgi
ich hop phép ciia to chirc, c4 nhan khac.

Nghién cAm céac hanh vi gian diép mang; xAm pham bi mat nha nuéc, bi mat cong
tac, thong tin c4 nhan trén khong gian mang bao gdm: Chiém doat, mua ban, thu giit, ¢ ¥

lam 16 thong tin thudc bi mat nha nudc, bi mat cong tac; bi mat kinh doanh, bi mat ca nhan,
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bi mat gia dinh va doi séng riéng tu gdy anh huéng dén danh du, uy tin, nhan pham, quyén
va loi ich hop phép cua t6 chirc, ca nhan.

Nghiém cam hanh vi ¢d ¥ x6a, 1am hu hong, that lac, thay d6i thong tin thudc bi mat
nha nudc, bi mat cong tac; bi mat kinh doanh, bi mat ca nhan, bi mat gia dinh va doi séng
riéng tu duoc truyén dua, luu trir trén khong gian mang; C4 ¥ thay d6i, huy bo hodc lam
v6 hiéu hoa cac bién phap k¥ thuat duoc xay dung, ap dung dé bao vé thong tin thudc bi
mat nha nudc, bi mat cong tac, bi mat kinh doanh, bi mat c4 nhan, bi mat gia dinh va doi
song riéng tu; Dua 1én khong gian mang nhing thong tin thudc bi mat c4 nhan, bi mat gia
dinh, doi sdng riéng tu trai quy dinh cua phap luat;

Nghiém cdm hanh vi ¢d ¥ nghe, ghi am trai phép cac cudc dam thoai; Hanh vi khac
) y xam pham bi mat nha nudc, bi mat cong tac, bi mat kinh doanh, bi méat ca nhan, bi
mat gia dinh va doi song riéng tu.

Nghiém cAm cac hanh vi chiém doat tai san; to chtrc danh bac, danh bac qua mang
internet; trém cap cudc vién thong qudc té trén nén internet; vi pham ban quyén va so hiru
tri tu¢ trén khong gian mang,

Nghiém cam gia mao trang thong tin dién tir cia co quan, to chirc, c4 nhan; 1am gia,
lwu hanh, trom cip, mua béan, thu thap, trao d6i trai phép thong tin thé tin dung, tai khoan
ngan hang cta ngudi khac; phat hanh, cung cap, sir dung cac phuong tién thanh toan trai
phép.

Nghiém cam tuyén truyén, quang cdo, mua ban hang hoa, dich vu thudc danh muc
cAm theo quy dinh ctia phap luat.

Nghiém cam hudng din nguoi khac thyc hién hanh vi vi pham phép luat; Cac hanh
vi khac sir dung khong gian mang vi pham phap luat vé an ninh quéc gia, trat ty, an toan
xa hoi.

Ngudi ndo ¢6 hanh vi vi pham quy dinh ctia Luat nay thi tiy theo tinh chat, mirc d6
vi pham ma bi xur 1y ky luat, xir phat vi pham hanh chinh hodc bi truy ctru trach nhiém hinh
su; néu gy thiét hai thi phai bdi thuong theo quy dinh ctia phap luat.

Nhu vay, luat An ninh mang ra doi s€ tao hanh lang phap 1y nham han ché cac hanh

vi vi pham phdp luat trén mang internet.
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TONG KET CHUONG 6

Trong chuong nay, sinh vién can dat dugc nhiing kién thure sau:

e Hiéu vé cach mang cong nghiép 1an thir 4.

e Khai niém vé thuong mai dién tir va ngan hang dién tir: Phan biét thuong
mai dién tir va kinh doanh dién tir; Cac irng dung kinh doanh; Céc hinh thurc
thuong mai di¢n tur.

e Céc van dé vé dao dirc va nhiing diéu nén tranh khi sir dung mang may tinh.

e Mot s6 bién phap phong, tranh bi tin tic tin cong khi sir dung mang may
tinh.

e Van dé phap ly trong sir dung mang may tinh: Ly do ban hanh Luat An ninh
mang; loi ich cua Ludt An ninh mang; muc dich, y nghia viéc ban hanh Luat

An ninh mang; Nhirng hanh vi bi cAm trén khong gian mang Viét Nam.
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