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HUONG DAN
MO TA MON HOC

Tin hoc dai cuong 1a mot trong nhitng mon hoc co ban, gitup sinh vién co6 kién thirc co ban

v€ may tinh, qua mon hoc nay sinh vién c6 thé str dung thanh thao mot s6 phan mém may tinh

co ban dé phuc vu cho viéc hoc tap cling nhu nghién ctru khoa hoc.

NQI DUNG MON HOQC

Chuong 1: Nhitng khai niém co ban vé xur Iy thong tin va may. Chwong nay nay cung cip
cho hoc vién khai niém vé may tinh, cdu tric tong quat ciia mdy tinh, cac khai niém vé
thong tin ciing nhu cach t6 chiic thong tin trong may tinh. Ngoai ra con dé cap dén cac van
dé co ban vé mang ndi bo cling nhu mang internet.

Chuong 2: Hé diéu hanh va cic phan mém hd tro. Chuong nay cung cip cac khai niém vé
hé diéu hanh, khai niém vé tap tin va thu muc, chuong nay gitp sinh vién hiéu rd vé tap
lénh ciia hé diéu hanh MS-DOS, ciing nhu nhiing tinh ning co ban trong hé diéu hanh
Windows.

Chuong 3: M6t s6 chuong trinh phan mém tng dung vin phong. Chuong nay cung cap cho
sinh vién kién thirc vé cac phan mém trong b Microsoft Office nhu phan mém Word, gitp
sinh vién soan thdo vin ban, phan mém Excel gilip sinh vién xir 1y cac van dé dang ban
tinh, phan mém Powerpoint hd tro sinh vién tao cac bai thuyét trinh thong qua cac slide.

Chuong 4: Mot s6 chuong trinh phan mém tng dung trong nganh k¥ thuét dién, dién tu,
truyén thong. Chuong nay gidi thiéu mot s6 phan mém phuc vu cho chuyén nganh dién tir
vién thong: Phan mém Visio gitp sinh vién c6 thé v& cac dang luu d6 mot cach dé dang va
hiéu qua, phadn mém Matlab phuc vu cho viéc tinh toan cac ma tran s, phan mém Multisim
gitip sinh vién thiét ké va kiém tra cac mach dién tir.

Chuong 5: Web-Email. Chuong nay gilp sinh vién c¢6 thé sir dung thanh thao Email, dé
phuc vu cho viéc dang ky hoc phan, cip nhat thong tin dao tao ciing nhu tim kiém théng tin
trong qua trinh hoc tap, phan Mail gitip sinh vién trao ddi thong tin qua dich vu thu dién tir
trén internet.

Chuong 6: Virus va bao dudng mdy tinh. Chuong nay gitip sinh vién c6 duoc cac kién thic
co ban dé sir dung va bao quan may tinh c4 nhan mot cach hiéu qua, sinh vién co thé luong
trudc duge cac tinh hudng c6 thé gay hai cho may tinh (nhiém virus), dé c6 phuong phap
phong tranh, ciing nhu c6 nhitng phuong phap bao tri, bao dudng dé may tinh cua minh st
dung duogc lau bén.

YEU CAU MON HOC

Nguoi hoc phai du ddy du cac budi giang 1y thuyét va thyc hanh trén giang duong 16p hoc

va lam bai tdp ddy du & nha.

CACH TIEP NHAN NOI DUNG MON HOC
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Dé hoc tot mon nay, ngudi hoc can 6n tip cac bai da hoc, tra 101 cac cau hoi va lam day du
bai tap; doc trudc bai mai va tim thém céc thong tin lién quan dén bai hoc.

Doi v6i mdi bai hoc, nguoi hoc doc trude muc tiéu va tém tét bai hoc, sau d6 doc ni dung
bai hoc. Két thiic mbi y cua bai hoc, nguoi doc tra 161 cau hoi on tap va két thic toan bd bai
hoc, ngudi doc lam cac bai tap.

PHUONG PHAP PANH GIA MON HQC

Mon hoc dugc danh gia gdom:

— Piém qua trinh: 50%. Hinh thirc va ndi dung do GV quyét dinh, bao gém cac bai kiém tra
trén 16p, diém cham tiéu luan moén hoc, diém chdm cac bai tp vé nha, phu hop véi quy ché
dao tao va tinh hinh thuc té tai noi to chirc hoc tap.

— Piém thi: 50%. Hinh thuc bai thi ty luan trong 90 phit. Noi dung gom céc bai tap thudc
chuong 1 dén chuong 6.
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LOI NOI PAU
Gido trinh “Tin Hoc Pai Cuong” dugc bién soan theo chuong trinh dao tao dai hoc theo hé

thdng tin chi cia trudng Dai Hoc Sai Gon. Muc dich bién soan gido trinh nhim cung cip cho
sinh vién nhém nganh Dién, Pién Tir, Truyén Thong nhitng kién thirc vé tin hoc.

Hién nay, may vi tinh da tré thanh mot thiét bi rat quan trong va hitu ich, gan lién voi doi
sng cua con ngudi, cling voi su phat trién nhanh chéng cua nganh vién théng va nganh cong
nghé dién tir, may tinh d3 mang lai nhiéu gia tri hitu ich cho cudc séng con ngudi. Trong
chuong trinh dao tao tin hoc & bac hoc phé thong da dugc trién khai rat nhiéu, trinh d6 va kha
nang tin hoc cia sinh vién tring tuyén vao dai hoc 1a rt cao, do d6, ndéi dung cudn gido trinh
c6 mot s6 ndi dung nang cao trang bi cho sinh vién cac k¥ nang tin hoc ung dung chuyén
nganh dé giup cho sinh vién hoc t6t hon céc kién thirc chuyén nganh.

Tuy c6 rat nhiéu cé ging trong cong tac bién soan nhung chic chin ring gido trinh nay con
nhiéu thiéu sot. Chung t6i xin tran trong tiép thu tit ca nhiing y kién déng gop ciia cac thay co
giang vién, cling nhu cua cic ban dong nghiép trong linh vuc nay dé hoan thién giao trinh,
phuc vu t6t hon cho viéc giang day va hoc tdp ctia nganh dién, dién tir, truyén thong dang ngay
cang phat trién ¢ nudc ta.

Khoa Di¢n Tir — Vién Thong

Truwong Pai Hoc Sai Gon
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CHUONG 1: NHUNG KHAI NIEM CO BAN VE XU LY THONG TIN VA MAY TINH > TRANG 1

CHUONG 1: NHUNG KHAI NIEM CO BAN VE
XU LY THONG TIN VA MAY TiNH

May tinh d3 tro thanh cong cu 1am viéc khong thé thiéu ctia con ngudi, may tinh sé giup cho
con ngudi giai quyét duoc tat ca cic bai toan tir don gian dén phire tap, ndi dung chuong nay
xin trinh bay cac kién thirc co ban vé may tinh nhu: théng tin, xt 1y thong tin, ciu tric co ban
clia mdy tinh, mang may tinh dé gitp nguoi hoc hiéu dugc nhitng khai niém dé c6 thé nam bat
dé dang kién thirc ctia nhitng chuong tiép theo va hiéu biét chi tiét vé mdy tinh.

1.1 THONG TIN VA XU LY THONG TIN
1.1.1 THONG TIN (DATA)

May tinh c6 thé lam viéc dugc thong qua hé thong xir 1y thong tin hay con goi 14 thong tin
“ngudi may”. Bé dat duoc hiéu qua cao khi xtr 1y, luu trit va truyén thong tin diéu can thiét 1a
phai tim cach t6 chitrc va biéu dién thong tin trong may tinh mot cach hop 1y. Vay ddi voi may
tinh dit 1i€u chinh 1a cac thong tin da dugc ma hoa dudi dang nhi phan hay con goi 1a dir li¢u
sO. Dit liéu - thong tin duoc may tinh xir 1y ¢6 thé c6 cac dang khac nhau.

May tinh c6 thé tinh toan trén cac dir lidu s, c6 thé xir 1y thong tin chit hay thong tin logic,
c6 thé xtr Iy nhitng thong tin tich hop da phuong tién nhu Am thanh, hinh anh, dir liéu cam
bién. May tinh con c6 thé xir 1y dit lidu tri thirc hay con goi 1 tri tué nhan tao.

Thong tin vé mot d6i tuong co thé rat phuc tap va dugc thé hién bﬁng nhiéu dir liéu theo
nhiéu kiéu khac nhau. Vi du thong tin vé mot can bo co thé o tén, noi sinh, chtrc danh 1a ky tu
vin ban; ngay sinh, lvong 1a ky tir s6; anh chan dung 13 ky tu hinh anh, ...

Dé luu trir duoc trong may tinh dién tir ca dir licu s6, dit liéu tuong tu va tri thuc thi dir li¢u
can phai duoc ma hoa sang dit liéu s6 va biéu dién bang cac ma nhi phan. Theo nghia d6 moi
dir liéu du 1a ban chéat c¢6 khac nhau nhung déu duoc sé hoa.

1.1.2 XU LY THONG TIN

Xt 1y thong tin 1 tim ra nhiing dang thé hién mdi cua thong tin phit hop véi muc dich st
dung. Vi du, khi cho phuwong trinh ax? + bx + ¢ = 0. Ta can xt Iy dé giai bai toan va tim ra hai
nghiém x1 va x2. V& mat thong tin, viéc biét b va ¢ hoan toan twong dwong véi biét x1 va x2.
Tuy nhién trong muyc dich str dung thi viéc biét x1 va x2 khac han véi biét b va c. Nhu vay xir
ly thong tin khong lam tang lugng tin ma chi huéng hiéu biét vao nhirng khia canh c6 loi trong
hoat dong thuc tién. Muc dich ctia xtr 1y thong tin 1a tri thirc.

1.2 BIEU DIEN THONG TIN TRONG MAY TiNH PIEN TU
1.2.1 DU LIEU KIEU SO

Nguoi ta thuong dung hai cach biéu dién sb 13 s6 ddu chim tinh va sé ddu chim dong.
1.2.1.1 BIEU DIEN SO DAU CHAM TINH

Vi kiéu biéu dién sb diu cham tinh, nguoi ta chon mot do rong n bit nao dé cho mat $0.
Trong n bit nay, bit dau tién dung dé ma diu cta s theo cach bit 0 dung dé ma dau duong, bit
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1 dung dé ma ddu am. Trong n-1 bit con lai, 14y mét sé bit cho phan nguyén va phan con lai
cho phan thap phan. Vi du trong day 16 bit sau néu ta dung 7 bit cho phan nguyén va 8 bit cho
phan 1¢ va mot bit cho dau thi biéu dién sau thé hién s6 1100101, 11011011

0110010111011011

Do v6i mdi kiéu biéu dién da chon, vi tri diu chAm mang tinh quy udc nam & mot vi tri cb
dinh nén kiéu biéu dién nay goi 12 kiéu dau cham tinh. Trén thuc té da s6 cac moi truong xir 1y
quy uéc ddu cham ding sau 6 cudi cing c6 nghia 1a chi 4p dung ché d6 dau cham tinh cho s6
nguyén. Do dai cua biéu dién tuy thudc vao nhu ciu. Cac sb nguyén thuong dung chu yéu co
cac loai d6 dai 8 bit, 16 bit va 32 bit. M sb nguyén trinh bay trén diy duoc goi 1a ma thun.
Thuc ra dé tién cho viéc thuc hién cac phép tinh dai $0, nguoi ta con st dung nhiéu loai ma sb
nguyén khac nhu ma nguoc, ma bu....

1.2.1.2 BIEU DIEN SO DAU PHAY PONG

Biéu dién d4u chdm tinh khong dap tng dugc mot sd Yéu ciu, dic biét trong tinh toan gin
dung. P61 vai cac bai toan tinh gan ding ngudi ta co thé chip nhin nhitng sai s 1a 1on vé
tuyét doi nhung ti s6 clia sai sd trén gia tri thuc cua sb 13 nho (sai s6 twong ddi). Mt khac cach
biéu dién so trong ddu chdm tinh khong mém déo dé thé hién cac sé qua 16n hodc qua bé. Pa
tir 1au, khi c6 nhu cdu tinh toan gan dung trén may tinh nguoi ta thuong ding mot loai biéu
dién sé khac 1a biéu ddu cham dong. Trong dang nay sd phai duoc phan tich trong dang mil
hay con 1a dang ntra logarit nhu sau:

X == mx x 10 *P%; trong d6 mx goi 1 phan dinh tri con +Px goi 12 phan bac.
Viduy: 3,14 =0, 314 x 10% - 0.0012 = - 0.12 x 107

Nhu vay phan tich cia mét s6 ra dang mii 1a khong duy nhat nhung néu kém thém diéu kién
phan dinh tri phai nam giita 1 va 10-1 thi phan tich luén duy nhét. Phan tich nhu thé goi la
dang chuan. V6i dang chuan, phan dinh tri khong c6 phan nguyén nén chi phai biéu dién phan
1¢ cta nd. Hon nita trong dang chuan néu mét sé khac 0 thi chit s6 dau tién cta phan dinh tri
phai khac 0. Trong hé dém co s6 2 nd phai 1a 1.

Pé biéu dién mot s6 trong mot ving nhd n bit nguoi ta s& danh mot phan biéu dién phan
dinh tri va mot ving biéu dién phan bac (+ Phan dinh tri + Phan béc).

Nguyén tic ma ddu cua phan dinh tri va phan bac ciing gidng nhu trong truong hop sb diu
chidm tinh. Nhu vay vi tri diu chdm thyuc sy cua sb 1a do phé“m bac dinh ra trén phﬁn dinh tri.
Chinh vi vay ngudi ta goi kiéu biéu dién sé nay 1a biéu dién dau cham dong.

Biéu dién d4u chim dong c6 hai wu diém so véi biéu dién ddu chim tinh 1a:

- Khoang biéu dién sd rat 16n theo nghia véi cling mot sd vi tri (twong tng 1a cic ngan
luu trit trong mot 6 nhé), kiéu ddu chim dong c6 thé biéu dién cic s6 c6 gia tri tuyét d6i
rt 16n hodc rat nho so véi biéu dién dau cham tinh.

- Mot khi s6 lugng cac ngan chira cac chir s6 ctia mot da dugc xac dinh thi cling c6 nghia
|a ta phai chp nhan sai s6 lam tron. Gia st ¢6 s6 x ma do 1am tron ta chi biéu dién duoc
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gia tri x*. Khi d6 [x-x’| dugc goi 1a sai sd tuyét d6i va |x-x’|/|x| duoc goi 1a sai sé twong
d6i. Kiéu biéu dién sé ddu cham dong co sai s6 twong ddi kha tot.

Dé d& hinh dung, ta minh hoa trén hé thap phin véi 6 nhé gém 10 ngin, mdi ngin chta
duge mot chir sd thap phan.

Gia sir trong ché 6 ddu chdm tinh ta ding 1 ngin dau cta sb, 6 s6 cho phan nguyén, 3 sb
cho phan thap phan (+ phin nguyén, phan thap phan)

Sb duong 16n nhit biéu dién duoc 12 999999, 999. Sé dwong nhé nhat 13 0, 001,

Mot cach tong quat khi dung m ngin cho phan nguyén, n ngin cho phan thap phéan thi sd
duong 16n nhét biéu dién duoc 12 10M™-10", con sé dwong nhé nhat biéu dién dugc 1a 10"

Néu ciing van 10 ngin d6 ta dung 6 ngin cho phan dinh tri va 2 ngin cho phan bic, mot
ngan cho diu cua bac (£ phén dinh tr1, + phén bac).

S6 duong 16n nhat biéu dién duoc 13 0.999999 x 10%. S dwong nhé nhét biéu dién dugc 1a
0,1x 109 = 10100,

RO rang khoang so bi€u dién dugc ctia ché d§ dau cham dong tot hon rat nhiéu so véi ché do
biéu dién dau cham tinh.

1.2.2 DU LIEU TUONG TU
1.2.2.1 MA HOA CHU VA DU LIEU KIEU VAN BAN

Pon vi co s6 cua dit liéu van ban 1a chit. O day khai niém chix can duoc hiéu theo nghia
rong, khong chi 1a cac chit cai la tinh ma ké ca chit s6, cac dau chinh ta, cac dau toan hoc, cac
ki hiéu dé trinh bay. Mat khac khong phai dan tdc ndo ciing dung chir latinh nén déi véi mot s6
dan toc c6 thé co nhing chir riéng. Vi du bo chit Trung hoa c6 dén hon 60 nghin chit.

Pé do gdy nham 1an giita khai niém chi theo nghia chit cai thong thudng véi "chit" dung
trong van ban noi chung ké ca vin ban may tinh, tir day tro di chung ta s& dung thuét ngit ky tu
vo1 y nghia 1a mdt ky hi¢u dung trong van ban.

Néu dung mot ving nhé k bit dé ma hoa mot chir thi chi ¢ thé biéu dién duoc tbi da 1a 2% ki
tur vi chi ¢6 thé tao dugc dung 2X cac mi nhi phan khac nhau. Diéu nay giai thich tai sao nguoi
MY chi can 7 bit ¢¢ ma cho cac chir ctia ho; dé co thém cac mat chit chau Au, chit Hy lap va
mdt s6 ky hiéu trinh bay ciing chi can 8 bit; trong khi d6 nguoi Trung hoa hay ngudi Nhat phai
dung cac ma 16 bit.

Céac vin ban duoc hinh dung nhu mot chudi ki tw. Noi dung mot cudn tiéu thuyét, mot bai
tho dugc dua vao may tinh 1a nhiing vi du cu thé vé thong tin van ban. Hau hét cic may tinh va
moi truong 14p trinh hién nay déu sir dung mot byte dé ma hoa mét chir.

1.2.2.2 CAC DU LIEU LOGIC

Dt liéu loai logic chi thé hién mot trong hai trang thai dbi 1ap 1a dung/sai, hoac c6/khong.
Piéu nay ta thuong thiy trong rat nhiéu loai hd so. Vi du trong 1y lich ¢4 nhan: ho tén, qué
quan 1a dir liéu kiéu van ban, ngdy thang nim sinh, luong c6 thé thé hién bang sb, con cac
thong tin nhu 1a phai nam/nir, c¢6 1a doan vién hay khong, c6 gia dinh hay khong 1a cac thong
tin ¢ kiéu logic. Cac thong tin kiéu logic chiu tic dong cta cac phép toan dic trung nhu cac
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phép toan so sanh, cac phép toan nhan logic “va”, cdng logic “hoac” hay phu dinh logic
“khong” vi du trong mot hé thong quan 1y sinh vién ngudi ta c¢6 thé phai dat cac cau hoi nhu:
In ra danh sach cac sinh vién c6 tudi < 20 hodc tudi <21 va 1a nit va 1a doan vién va khong phai
noi sinh 14 Thanh phé Hd Chi Minh.

V& nguyén tic c6 thé ma hoa gia tri sai hay khong bai bit 0, gia tri ding hay c6 boi bit 1.
Tuy nhién it khi nguoi ta sir dung toi muc bit vi co ché dia chi hoa thuong it nhat & muc byte.
Khi d6 ngudi ta van dung mot byte d¢é ma hoa cac gia tri logic.

1.2.2.3 HINH ANH

Hinh anh dugc biéu dién bang cac diém mau, timg diém mau dugc hinh thanh tir 3 mau co
ban dé , xanh duong , xanh 14 cdy. Hinh anh ciing c¢6 thé xir Iy bang may tinh. Khac véi hinh
anh thong thuong, hinh anh trong may tinh dugc ma hoa dudi dang nhi phan. C6 rat nhiéu kiéu
ma hoa anh trong d6 hai kiéu thong dung nhét 3.

Kiéu thtr I: Anh bitmap (nghia 1 ban d6 cac bit) thé hién anh nhu mot luéi diém. Nhu vay
mdi diém s& phai nam trong mot hang va mot cot nao d6 trong ludi, ngoai ra mau cua diém
cling dugc mi hoa. Cac anh vé khi tugng do cac vé tinh chup duoc giri vé, anh phong canh,
chan dung déu c6 thé thé hién theo kiéu nay. Ta ciing c6 thé dua mot anh bat ky vao may dudi
dang bitmap bang may quét anh, may quay video s hay may chup anh sé ... N6i chung dit liéu
anh nay la dir liéu 16n. Vi vay, nguoi ta thuong st dung cac k¥ thuat nén anh trude khi dua vao
may luu trit va khoi phuc anh khi trinh bay. C6 rat nhiéu chuan anh khac nhau, chii yéu khac
nhau & cach t6 chic dé nén duge anh ma van gilr duogc chét luong va thé hién dugc cac hiéu
g anh. Con luc hién thi ¢é xem thi anh s& duoc khoi phuc dudi dang bitmap. Anh thé hién
theo tirng diém con goi 14 anh raster.

Kiéu thtr 2: Anh vector thé hién anh theo cach v&. Kiéu nay chi phu hop véi cac anh co
thanh phan 13 cac diém roi rac, cac dudng hoic hinh thé hién bang cac dudng bién nhu ban vé
kién trac, cac ban v& k¥ thuat, ban do. Cach luu trit 13 luu thong tin vé cac thanh phan cta anh.
Dbi voi mot doan thang thi chi luu toa do cac diém dau mat va diém cudi, d6i véi mot hinh
tron thi chi luu toa do tAm va ban kinh... Vi thé cac anh nay thuong gon gang va d& phong to
thu nho (vi chi dung cac phép bién doi toa do).

1.2.2.4 AM THANH

Am thanh duoc phén tich bang 2 tham s6 13 cuong d6 va am diéu, mdi am diéu twong Ung
mot tan s6 dao dong. Am thanh ciing c6 thé dugc xir Iy bang may tinh. Ciing ¢ nhiéu phuong
phdp ma hod am thanh. Cach don gian nhat 1a md hoa bang cach xap xi dao dong séng 4m
bang mot chudi cac byte thé hién bién do dao dong tuong ung theo timng khoang thdi gian bang
nhau. Di nhién cic don vi thoi gian ndy can phai dii nhé dé khong lam giam bang tin 4m
thanh. Pon vi thoi gian ndy goi 13 chu ky 1y mau.

Viéc sd hoa am thanh cling dugc thyc hi¢n nho céac thiét bi chuyén dung
Xir ly 4m thanh trong may tinh nhw sau:

Thu v ma ho& am thanh, bién tap (stra chita, ghép, cat), phan tich (tim cac dic trung dé
nhan dang tiéng néi). Mot sé may tinh da c6 thé nghe dugc cac 1énh don gian. Cac may dién
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thoai di dong hién nay da c6 kha ning nhan dang tiéng noi, tong hop tiéng néi. O muc d6 don
gian mdy tinh c6 thé doc van ban thanh 1oi.

1.3 THUAT TOAN

Thuat todn 1a mot tdp hop hitu han cia cac chi thi hay phuong cach dugc dinh nghia ro
rang dé hoan tat mot s sy viée tir mot trang thai ban dau cho trude; khi cac chi thi nay dugc ap
dung triét dé thi s& din dén két qua sau ciing nhu da du doan.

NOi cach khac, thuat toan 13 mot bo cac qui tic hay qui trinh cu thé nhim giai quyét mot
van dé trong mot s6 bude hitu han, hodc nham cung cap mot két qua tir mot tp hop cua cac dir
kién dua vao.

Vi du: thuat toan dé giai phuong trinh bac nhit P(x): ax +b=c, (a, b, c1a cac sb thuc),
trong tap hop céc s thuc c6 thé 1a mot bd cac bude sau day:

1. Néua=0
e Néu b = ¢ thi P(x) c6 nghiém bat ki
e Néu b # c thi P(c) vo nghiém
2. Néua#0
e P(x) c6 duy nhat mot nghiém x = (c - b)/a
Mot thudt toan cé cac tinh chat sau:

— Tinh chinh xac: dé dam bao két qua tinh toan hay cac thao tic ma may tinh thuc hién
duoc 1a chinh xac.

— Tinh rd rang: Thuat toan phai dwgc thé hién bang cac cau 1énh minh bach; céc cau
1énh duoc sap xép theo thir tu nhét dinh.

— Tinh khéch quan: Mot thuat toan du duoc viét boi nhidu ngudi trén nhiéu may tinh
van phai cho két qua nhu nhau.

— Tinh phé dung: Thuat toan khong chi ap dung cho mot bai toan nhat dinh ma co thé
ap dung cho mot 16p cac bai toan c6 dau vao twong ty nhau.

— Tinh két thiic: Thuat toan phai gdm mot sb hitu han cac budce tinh toan.

1.4 CAU TRUC TONG QUAT CUA HE THONG MAY TIiNH
1.4.1 CAC THE HE MAY TINH

Su phat trién cia may tinh dugc mo ta dua trén sy tién bo cta cic cong nghé ché tao cac
linh kién dién ttr dé thiét ké cac bd phan co ban cua may tinh nhu: bd xt 1y, b nhd, cac ngoai
Vi, ...Ta c6 thé phan chia may tinh dién tir s6 di trai qua bén thé hé lién tiép va dang chuin bj
tién dén thé hé thtr nam. Viéc chuyén tir thé hé trude sang thé hé sau duoc dic trung br:?mg mot
su thay d6i co ban vé cong nghé.

1.4.1.1 THE HE THU NHAT

Thé hé may tinh thtr nhit duoc phét trién trong nhitng ndm 1946 dén nam 1957. ENIAC la
may tinh dién tu s6 dau tién do Gido su Mauchly va nguoi hoc tro Eckert tai Pai hoc
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Pennsylvania thiét ké vao nim 1943 va duoc hoan thanh vao nim 1946. Pay 1a mot may tinh
khong 16 véi thé tich dai 20 mét, cao 2, 8 mét va rong vai mét. ENIAC bao gdbm: 18.000 dén
dién tir, 1.500 cong tic ty dong, can ning 30 tan, va cong xuat tiéu thu dién 140KW gid. N6 ¢6
20 thanh ghi 10 bit (tinh toan trén s thap phan). C6 kha ning thuc hién 5.000 phép toan cong
trong mot gidy. Cong viéc 1ap trinh bang tay bang cach déu ndi cac ddu diém cim dién va dung
cac ngat dién.

Gi4o su toan hoc John Von Neumann di dua ra y tuong thiét ké mdy tinh, chwong trinh
dugc luu trong bd nhd, bd diéu khién s& léy 1énh va bién dbi gia tri cua dir li€u trong phén bo
nhd, bo 1am toan va luan 1y duoc didu khién dé tinh toan trén dir liéu nhi phan, diéu khién hoat
dong cua céac thiét bi vao ra. Pay 1a mot ¥ tudng nén tang cho cac may tinh hién dai ngay nay.
May tinh nay con dugc goi la may tinh Von Neumann.

Vao nhitng nim dau cua thap nién 50, nhitng mdy tinh thwong mai dau tién duoc dua ra thi
truong: 48 hé may UNIVAC I va 19 h¢ may IBM 701 da duoc ban ra.

1.4.1.2 THE HE THU HAI

Thé hé may tinh thir hai dugc sap xép cac may tinh ra doi trong khoan 6 nam, tir nam 1958
dén nam 1964. Cong ty Bell da phat minh ra transistor vao nim 1947 va do d6 thé hé thu hai
ciia may tinh dugc dic trung bang sy thay thé cac dén dién tir bang cac transistor ludng cuc.
Tuy nhién, dén cudi thap nién 50, mdy tinh thwong mai dung transistor méi xuat hién trén thi
truong. Kich thudc may tinh giam, ré tién hon, tiéu ton ning luong it hon. Vao thoi diém nay,
mach in va b nhé bang xuyén tir dugc ding. Ngon ngit cap cao xuat hién (nhu FORTRAN
nim 1956, COBOL nim 1959, ALGOL niam 1960) va hé diéu hanh kiéu tuan tu dugc dung.
Trong hé diéu hanh nay, chuong trinh cta ngudi dung thir nhat dugc chay, xong dén chuong
trinh ctia nguoi dung thir hai va ci thé tiép tuc.

1.4.1.3 THE HE THU BA (1965-1971)

May tinh thé hé thir ba dugc ra doi va phat trién tir nhitng nim 1965 dén nam 1971. Thé hé
thr ba duoc danh déu bang su xuét hién cta cac mach tich hop. Cac mach lién két tich hop mat
do théip c6 thé chira vai chuc linh kién va lién két tich hop mat do trung binh chira hang tram
linh kién trén mach tich hop.

Mach in nhiéu 16p xuat hién, bd nhé ban dan bat ddu thay thé bd nhd bang xuyén tir. May
tinh da chuong trinh va hé diéu hanh chia thoi gian dugc dung.

1.4.1.4 THE HE THU TU

May tinh thé hé thtr tu 1a cac san pham mdy tinh ra doi tir sau nim 1972, thé hé thir tu dugc
danh dau bang cac IC c6 mat do tich hop cao c6 thé chira hang ngan linh kién. Cac IC mat do
tich hop rit cao co thé chira hon 10 ngan linh kién trén mach. Hi¢n nay, cac chip VLSI chtra
hang tri€u linh kién.

Vi sy xuét hién cta bo vi xir 1y chura ca phén thuc hién va phén diéu khién cua mot bo xur
ly, su phét trién clia cong nghé ban dan cac mdy vi tinh da dugc ché tao va khéi dau cho cac
thé hé may tinh ca nhén.



CHUONG 1: NHUNG KHAI NIEM CO BAN VE XU LY THONG TIN VA MAY TINH > TRANG 7

Cac bo nhd ban dan, bd nhé cache, bd nhé do duoc dung rong rii.

Céc k¥ thuat cai tién tdc d6 xtr Iy cua mdy tinh khong ngimg dugc phat trién: k¥ thuat éng
dan, k¥ thuat vo hudéng, xtr Iy song song murc do cao, ...

1.4.1.5 DU KIEN PHAT TRIEN THE HE MAY TiNH THU' 5

Tbe do xur Iy ciia may tinh thé hé tha tu 13 rat 16n va da toi su xuyén nhiéu cia mach in,
cung véi su phat trién cua linh kién quang din di mé du cho viée phat trién thé hé may tinh
thir nam. Viéc chuyén tir thé hé thu tu sang thé hé thir 5 con chua 16 rang. Nguoi Nhat di va
dang di tién phong trong cac chuong trinh nghién ctru dé cho ra doi thé hé thir 5 ctia may tinh,
thé hé cia nhitng may tinh thong minh, dya trén cic ngdn ngit tri tué nhan tao nhu LISP va
PROLOG, ... va nhiing giao dién nguoi - may thong minh. Dén thoi diém nay, cac nghién ciru
da cho ra cac san pham budc dau va gan day nhét (2004) 13 sy ra mat san pham nguoi may
thong minh gan giéng v4i con ngudi nhat: ASIMO. Vé§i hang trim nghin may moéc dién tir toi
tan dit trong co thé, ASIMO c6 thé 1én/xudng cau thang mot cach uyén chuyén, nhan dién
ngudi, cac cir chi hanh dong, giong nodi va dap img mot sé ménh 1énh cua con nguoi. Tham
chi, né co6 thé bit chude cir dong, goi tén ngudi va cung cap thong tin ngay sau khi ban hoi, rat
gan gili va than thién. Hién nay c6 nhiéu cong ty, vién nghién ctru ciia Nhat thué Asimo tiép
khach va huéng dan khach tham quan nhu: Vién Bao ting Khoa hoc ning luong va Doi méi
qudc gia, hing IBM Nhat Ban, Cong ty dién lyc Tokyo. Hang Honda bit dau nghién ciru
ASIMO tir nim 1986 duwa vao nguyén 1y chuyén dong bang hai chan. Cho t6i nay, hing da ché
tao dugc 50 robot ASIMO.

Céc tién b lién tuc vé mat do tich hop trong VLSI da cho phép thuc hién cac mach vi xtr 1y
ngdy cang manh (8 bit, 16 bit, 32 bit va 64 bit v6i viéc xuat hién cac bo xir Iy RISC nam 1986
va cac bg xur ly siéu vo hudng nam 1990). Chinh cac bd xtr Iy nay gitp thuc hién cac may tinh
song song vai tir vai bo xir Iy dén vai ngan bo xir 1y. Piéu nay 1am cac chuyén gia vé kién tric
may tinh tién doan thé hé thir 5 1a thé hé cac may tinh xir 1y song song.

1.4.2 PHAN LOAI MAY TINH
1.4.2.1 CAC SIEU MAY TINH (SUPER COMPUTER)

Céc siéu may tinh 13 cic may tinh c6 tinh ning k¥ thuat cao va gia ban dac tién. Gia ban mot
si€u may tinh tir vai triéu USD. Céac si€u may tinh thuong 1a cac may tinh vector hay cac may
tinh dung k¥ thuat vo hudng va dugc thiét ké dé tinh toan khoa hoc, md phong cac hién tugng.
Céc siéu may tinh dugc thiét ké v6i k¥ thuat xur 1y song song véi rat nhiéu bo xir 1y (hang ngan
dén hang trim ngan bo xir Iy trong mot siéu may tinh).

1.4.2.2 CAC MAY TiNH LON (MAINFRAME)
May tinh ¢ 16n 1a loai may tinh da dung. N6 c6 thé dung cho cac tmg dung quan 1y ciing

nhu céc tinh toan khoa hoc. Dung k¥ thuat xir Iy song song va c6 hé théng vao ra manh. Gia
mdt may tinh 16n c6 thé tir vai tram ngan USD dén hang tri¢u USD.

1.4.2.3 MAY TINH MINI (MINICOMPUTER)

May tinh mini 13 loai may tinh ¢ trung, gia mot may tinh mini c6 thé tir vai chuc USD dén
vai tram ngan USD.
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1.4.2.4 MAY VI TINH PHO THONG (MICROCOMPUTER)
May tinh pho thong 1a loai may tinh ding bo vi xir 1y, gia mot may vi tinh ¢6 thé tir vai traim
USD dén vai ngan USD, day 1a loai may tinh dugc con ngudi sir dung nhiéu nhat.
1.4.3 THANH PHAN CO BAN CUA MAY TINH
1.4.3.1 PHAN CUNG

Phan ctmg 1a cac b phan (vat 1y) cu thé cta may tinh hay hé théng may tinh nhu 1a man
hinh, chudt, ban phim, may in, may quét, vo mdy tinh, b ngudn, bo vi xt Iy CPU, bo mach
chu, céc loai day ndi, loa, camera, 6 dia mém, 6 dia cung, 6 CDROM, 6 DVD, ...

Dua trén chtrc ning va cach thirc hoat dong ngudi ta con phan biét phan cimg ra thanh cac
loai nhu sau:

— Thiét bj vao: Cac bd phan thu nhap dir liéu hay ménh 1énh nhu 1a ban phim, chuot...

— Thiét bi ra: Cac bo phan tra vé thong tin cho nguoi dung, phat tin hiéu, hay thuc thi
1énh ra bén ngoai nhu la man hinh, may in, loa, ...

Ngoai cac bd phan néu trén lién quan téi phan cimg ctia may tinh con c¢6 cac khai niém quan
trong sau day:

— Bus: chuyén dit liéu giira cac thiét bi phan ctng.

— BIOS: con goi 1a hé thong xuat nhap co ban nham khai dong, kiém tra, va cai dat cac
ménh 1énh co ban cho phan cing va giao quyén diéu khién cho hé diéu hanh

— CPU: b6 phan vi xir Iy diéu khién toan bo may tinh

— Kho luu trix dit lidu: luu giit, cung cp, thu nhan dit liéu

— Cac loai chip hd trg: nam bén trong bo mach chil hay nam trong cac thiét bi ngoai vi
ctia may tinh cc con chip quan trong sé& giit vai tro diéu khién thiét bi va lién lac véi
hé diéu hanh qua bo giao tiép thong qua ngdn ngit tiéng Anh va c6 dic tinh kho hiéu.

— BO6 nhd: 1a thiét bj bén trong bo mach chu giit nhiém vu trung gian cung cip cac
ménh 1€nh cho CPU va céc dit li¢u tr cac b phan nhu 1a BIOS, phén mém, kho luu
trit dir liéu, chudt dong thoi tai vé cho cac bd phan may tinh twong thich két qua cac
tinh ton, cac phép toan hay cac dit liéu da/dang duoc xu 1y cac cong vao/ra.
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Hinh 1.1 M4y tinh véi cic thanh phin co ban

TRANG 9

Cac thanh phﬁn chinh ctia may tinh ca nhan dé ban. 1: man hinh, 2: bo mach chu, 3: CPU, 4:
chan cdm ATA, 5: RAM, 6: cac thé cdm mé rong chirc niang cho may, 7: ngudn dién, 8: 6 dia
quang, 9: 6 dia ctmg, 10: ban phim, 11: chu6t

1.4.3.2 PHAN MEM

Phan mém 13 mot tdp hop nhitng cau 1énh hodc chi thi dugc viét bing mét hodc nhiéu ngdn

ngir 18p trinh theo mot trat tu xac dinh, va cac dir li¢u hay tai li¢u lién quan nham tu dong thuc

hién mdt s6 nhi€ém vu hay chirc nang hodc giai quyét mot van dé cu thé nao do.

Phan mém thyc hién céc chiic nang ciia n6 bang cach gui cac chi thi truc tiép dén phan cling

may tinh hodc bang cach cung cip dit liéu dé phuc vu cac chuwong trinh hay phin mém khéc.

Phan mém la mot khai niém triru twong, nd khac véi phan cing & cho 1a “phan mém khong

thé so hay dung vao”, va nd can phai c6 phan cirng mai c6 thé thuc thi duoc.

Vi du:

Hé diéu hanh Windows

Phan mém soan thao vin ban Microsoft Word
Phan mém tinh toan Microsoft Excel

Phin mém v& co ban Microsoft Paint

Phan mém xtr Iy 4nh Photoshop

Phan mém quan 1y co s& dit liéu Microsoft Access

Phan mém thiét k& Web Microsoft FrontPage

1.4.4 CAU TRUC LOGIC VA CHUC NANG
1.4.4.1 CAU TRUC
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B6 nhé

Khu vie ngoai [~ Thiét bj vao el BO nho ngoai Thiét bi ra
vi I

vt

Bd nho trong I

i)

Khu vuc
trung tam

Bo xur ly

Hinh 1.2 Cu tric logic ciia may tinh

Céu tric logic tong quat ciia may tinh

O muc don gian nhit, may tinh co thé duoc xem nhu mot thuc thé tuong tac theo mot cach
thirc nao d6 v4i moi trudng bén ngoai. Mot cach téng quat, cac mdi quan hé cia nd véi moi
truong bén ngoai ¢ thé phan loai thanh céc thiét bi ngoai vi hay duong lién lac.

Gi4o trinh nay tap trung khao sat cau triic logic bén trong ctia may tinh, nhu duoc thé hién ¢
mirc tong quat nhat nhu trong hinh 1.2. Trong hinh v& nay, may tinh duoc mé ta véi bon cau
truc chinh:

— Khu vuc trung tam: diéu khién hoat dong ctia may tinh va thuc hién cac chirc nang
xtt 1y dit liéu. CPU thudng dugc dé cap dén véi tén goi bo xt 1.

— BO6 nhé trong: dung dé luu trir dix liéu thay doi.
— Khu vyc ngoai vi: ding dé di chuyén dit liéu giita may tinh va méi truong bén ngoai,

cac thanh phan nay bao gom: man hinh (ndi véi AGP card dugc cam & khe AGP),
chudt, ban phim (cong serial), loa, micro (ric loa, mic)....
— Céc thanh phan nbi két hé théng: cung cip co ché lién lac giita CPU, bd nhé chinh va
céc thanh phan nhap xuat (d6 chinh 1a mainboard).
1.4.4.2 CHU'C NANG
X 1y dit liéu: may tinh phai c6 kha ning xtr 1y dit liéu. Dit liéu c6 thé c6 rat nhiéu dang va
pham vi yéu cau xir 1y ciing rat rong. Tuy nhién, chiing ta s& thy rang chi c6 mot sé phuong
phép co ban trong xtr 1y dir lidu.

Luu trit dir liéu: may tinh cling can phai c6 kha ning luu trit dit liéu. Ngay ca khi may
tinh dang xur 1y dit liéu, nd van phai luu trit tam thoi tai mdi thoi diém phan dit liéu dang dugc
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xt 1y. Do vy it nhit chiing ta can c6 chirc nang luu trir ngan han. Tuy nhién, chirc ning luu
trit dai han cling c6 tim quan trong twong dwong, vi dir liéu can duoc luu trit trén may cho
nhitng 14n cip nhat va tim kiém ké tiép.

Truyén tai dir liéu: may tinh phai c6 kha ning truyén tai dir liéu gitra n6 va thé gii bén
ngoai. Kha niang nay dugc thé hién thong qua viéc di chuyén dit lidu gitta may tinh véi cac
thiét bj két ndi truc tiép hay tir xa dén n6. Tuy thudc vao kiéu két ndi va cu ly di chuyén dir
liéu, chding ta c6 tién trinh nhap xuét dit liéu hay truyén dit liéu:

— Tién trinh nhap xuat dir liéu: thuc hién di chuyén dit liéu trong cy ly ngan giita may
tinh va thiét bi néi két truc tiép.

— Tién trinh truyén dit liéu: thuc hién di chuyén dit liéu trong cu ly xa gitra mdy tinh va
thiét bi ndi két tir xa.

1.5 MANG MAY TINH.
1.5.1 PINH NGHIA MANG MAY TINH

Mang may tinh 1a mot tdp hop cic mdy tinh duwoc ndi véi nhau boi méi trudng truyén
(duong truyén) theo mot cau tric nao d6 va thong qua dé cac may tinh trao doi thong tin qua
lai cho nhau.

M®i truong truyén 13 hé thong cac thiét bi truyén dan co day (hitu tuyén) hay khong day (vo
tuyén) dung dé chuyén cac tin hiéu dién tr tir may tinh nay dén may tinh khac. Cac tin hiéu
dién tir d6 bicu thi cac gia tri dit liéu dudi dang cac xung nhi phan (on — off). Tat ca cac tin
hiéu duoc truyén gilta cic may tinh déu thudc mot dang song dién tir. Tty theo tan s6 clia song
dién tir c6 thé dung cac mdi trudng truyén vat Iy khac nhau dé truyén cac tin hiéu. O day méi
truong truyén duoc két ndi co thé 1a diy cap dong truc, cap xodn, cap quang, day dién thoai,
song vo tuyén ... Cac mdi trudng truyén dir lidu tao nén cau trac ctia mang. Hai khai niém méi
truong truyén va ciu tric 13 nhitng dic trung co ban cia mang mdy tinh.
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Hinh 1.3 So' @ mang may tinh

Téc d6 truyén dir liéu trén dudng truyén con dugc goi 1a thong luong cua duong truyén, don
vi duoc tinh bang sé luong bit duoc truyén di trong mot gidy tir bo truyén tin dén bo nhan tin
véi ti 18 16i chap nhan duoc (bps).

1.5.2 UNG DUNG MANG MAY TiNH

Ngay nay v6i mot luong 16n vé thong tin, nhu cau xir 1y thong tin ngay cang cao. Mang may
tinh hién nay di dugc tng dung rong trong moi linh vyc nhu khoa hoc, quéin su, quc phong,
thuong mai, dich vy, gido duc, thong tin lién lac, giao thong va giao luu van hoa... Hién nay &
nhiéu noi mang da tr& thanh mot nhu cau khong thé thiéu duge. Uu diém cua viée két ndi cac
may tinh thanh mang s€ cho chiing ta nhiing kha nang méi to 16n nhu sau:

Maychu in

Mayinmaug

Coung viécia

Hinh 1.4 So' @ vng dung mang may tinh
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1.5.2.1 Sir dung chung tai nguyén: Nhiing tai nguyén ctua mang (nhu thiét bi, chuong
trinh, dir liéu) khi duoc tré thanh cac tai nguyén chung thi moi thanh vién cia mang déu co thé
tiép can duoc ma khong quan tdm t6i nhitng tai nguyén d6 & dau.

1.5.2.2 Ting d9 tin ciy ciia h¢ thong: Nguoi ta c6 thé d& dang bao tri may moc va luu trir
cac dir liéu chung va khi ¢ truc tric trong hé théng thi ching c6 thé duoc khoi phuc nhanh
chong. Trong trudng hop co truc tric trén mot tram lam viéce thi ngudi ta cling ¢ thé sir dung
nhitng tram khéc thay thé.

1.5.2.3 Nang cao chit lwgng va hi¢u qua khai thac théng tin: Khi thong tin ¢ thé duoc
sit dung chung thi né6 mang lai cho ngudi st dung kha ning t6 chuc lai cac cong viée voi
nhitng thay doi vé chit nhu:

— Pép ung nhitng nhu ciu cua hé thong tng dung kinh doanh hién dai.

— Cung cip su théng nhat giira cac dit liéu.

— Ting cudng ning lyc xt Iy nho két hop cac bd phan phan tan.

— Tang cudng truy nhap t6i cac dich vu mang khac nhau dang dugc cung cip trén thé
gidi.

Vi nhu cau doi hoi ngdy cang cao ciia xa hoi nén van dé ky thuat trong mang 1a mdi quan
tam hang dau cua cac nha tin hoc. Vi du nhu lam thé nao dé truy xuat thong tin mot cach
nhanh chéng va t6i wu nhit, trong khi viéc xtr 1y théng tin trén mang qua nhiéu déi khi co thé
lam tic nghén trén mang va gdy ra mat thong tin mot cach dang tiéc.

Hién nay viéc lam sao c6 dugc moét hé théng mang chay that tbt, that an toan voéi loi ich
kinh té cao dang rat dugc quan tim. Mot van dé dat ra c6 rat nhidu giai phap vé cong nghé,
mot giai phap co rat nhiéu yéu té cau thanh, trong mdi yéu t6 c6 nhiéu cach lya chon. Nhu vay
dé dua ra mot giai phap hoan chinh, phil hop thi phéi trai qua mot qué trinh chon loc dua trén
nhitng uu diém cua ting yéu t6, timg chi tiét rat nho.

Dé giai quyét mot van dé phai dua trén nhitng yéu cau dit ra va dua trén cong nghé dé giai
quyét. Nhung cong nghé cao nhit chua chic 13 cong nghé t6t nhat, ma cong nghé tot nhat 1a
cong nghé phil hop nhét.

1.5.3 CAC THANH PHAN CO BAN TRONG MANG MAY TIiNH
— C6 it nhat 2 may tinh.
— Mot giao tiép mang trén mdi may
— MB0i trudng truyén:
— DAy cap mang
— MBoi trudng truyén khong day.
— Hé diéu hanh mang: UNIX, Windows 98, Windows NT, ..., Novell Netware, ...
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1.5.4 CAU TRUC CUA MANG (TOPOLOGY)

() CY () )

()
D | ] I:.,-—-, ; i - t— h -.."*\_\_ ,:': :'

Dgngdiong thing(bus)

Dgngsongtron(ring)
Dgnghinh sao (star)

Hinh 1.5 Cac topology ciia mang

1.5.4.1 DANG BUONG THANG (BUS)

Trong dang duong thang cic may tinh déu duoc nbi vao mot dudong day truyén chinh.
Puong truyén chinh nay duoc gidi han hai dau boi mot loai dau ndi dic biét goi la terminator
(dung dé nhan biét 1a dau cudi dé két thuc dudng truyén tai day). Mdi tram dugc nbi vao bus
qua mot dau ndi chit T hoic mot bd thu phat. Khi mdt tram truyén dir 1iéu, tin hiéu duoc truyén
trén ca hai chiéu ctiia dudng truyén theo timg goi mot, mdi goi déu phai mang dia chi tram
dich. Cac tram khi thay dit liéu di qua nhén l4y, kiém tra, néu ding véi dia chi cia minh thi né
nhan 13y con néu khong phai thi bo qua.

Sau day la vai thong sd k§ thuat cua topology bus. Theo chuian IEEE 802.3 (cho mang cuc
bo) v6i cach dat tén qui wdc theo thong sb: tde do truyén tinh hiéu (1, 10 hodc 100 bps); BASE
(néu 12 Baseband) hoic BROAD (néu 1a Broadband).

10BASE5: Dung cap dong truc duong kinh 16n (10mm) véi trd khang 50 Ohm, téc d6 10
Mb/s, pham vi tin hiéu 500m/segment, c6 toi da 100 tram, khoang cach giita 2 tranceiver tbi
thiéu 2, 5Sm (Phuong 4n nay con goi la Thick Ethernet hay Thicknet)

10BASE2: twong tu nhu Thicknet nhung dung cap dong truc nho (RG 58A), c¢6 thé chay véi
khoang cach 185m, sb tram ti da trong 1 segment 1a 30, Khoang céach giira hai may t6i thiéu 1a
0, sm.

Dang két nbi nay c6 uu diém 13 it ton day cap, téc d6 truyén dit liéu cao tuy nhién néu luu
lugng truyén ting cao thi dé gay ach tic va néu co truc tric trén hanh lang chinh thi kho phat
hién ra.

Hién nay cac mang st dung hinh dang dudng thang 1a mang Ethernet va G-net.

1.5.4.2 DANG VONG TRON (RING)
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Céc may tinh dugc lién két v6i nhau thanh mot vong tron theo phwong thirc “mét diém —
mot diém «, qua d6 mdi mot tram co thé nhan va truyén dr liéu theo vong mot chiéu va dir liéu
duoc truyén theo timg go6i mot. Mdi goi dir lidu déu co mang dija chi tram dich, mdi tram khi
nhan duoc mot goéi dir liéu nd kiém tra néu dung vé6i dia chi ctia minh thi né nhan iy con néu
khong phai thi n6 s& phat lai cho tram ké tiép, cr nhu vay goi dir lidu di duge dén dich. Véi
dang két ndi nay c6 wu diém 1a khong ton nhiéu day cap, toc d6 truyén dit liéu cao, khéng gay
ach tac tuy nhién céac giao thuc dé truyén dr li¢u phuc tap va néu co truc tric trén mot tram thi
cling anh hudng dén toan mang.

Hién nay cac mang st dung hinh dang vong tron 1a mang Tocken ring cia IBM.
1.5.4.3 DANG HINH SAO (STAR)

o) dang hinh sao, tat ca cac tram duoc ndi vao mot thiét bi trung tdm c6 nhiém vy nhan tin
hiéu tir cac tram va chuyén tin hiéu dén tram dich véi phuong thirc két ndi 1a phwong thirc
“mot diém — mot diém “. Thiét bi trung tim hoat dong giéng nhu mot tong dai cho phép thuc
hién viéc nhan va truyén dit liéu tir tram nay t6i cac tram khac. Tuy theo yéu cau truyén thong
trong mang, thiét bi trung tdm co thé 1a mot bod chuyén mach, mét by chon duong hodc don
gian 1a mot bo phan kénh. C6 nhiéu cong ra va mdi cong ndi voi mot may. Theo chuan IEEE
802.3 mo hinh dang Star thuong dung:

— 10BASE-T: dung cap UTP, téc do 10 Mb/s, khoang cach tir thiét bi trung tim toi
tram toi da 1a 100m.

— 100BASE-T tuong tu nhu 10BASE-T nhung toc d6 cao hon 100 Mb/s.
1.5.5 MOQT SO THUAT NGU VE MANG
1.5.5.1 MANG CUC BQ LANS (LOCAL AREA NETWORKYS)

— (C06 gi6i han vé dia ly

—  Téc d6 truyén dit liéu kha cao

— Do mdt t6 chirc quan Iy

— Thuong dung multiaccess channels

— Cac ky thuat thuong dung: Token Ring: 16 Mbps, Mang hinh sao
1.5.5.2 MANG DIEN RONG WANS (WIDE AREA NETWORKYS)

— Khéng c6 gidi han vé dia ly

— Thuong la sy két ndi nhiéu LAN

— Tbc do truyén dir liéu kha thap

— Do nhiéu t6 chic quan ly

— Thuong dung k¥ thuét point to point channels

— Cac ky thuat thuong dung

— Cac duong dién thoai
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— Truyén thong bang vé tinh
1553 INTERNET
— Mang toan cAu dat biét két ndi mang cua cac td chire, cac nhan trén thé gioi.
— Két nbi tir may tinh ca nhan dén Internet.
— Ké&tndi cac LAN béi WAN tao nén Internet.
1554 INTRANET

Mang Intranet 1a mang may tinh noi bg c6 trién khai cac dich vu trén Internet.

1.6 INTERNET.
1.6.1 INTERNET LA GI:

Internet c6 thé dugc dinh nghia 1a mang ctia cic mang may tinh. Bo qudc phong My da dat
nén tang cho Internet cach nay hon 30 nim bang viéc thiét 1ap mot hé thong mang co tén
ARPANET. Nhung Internet chua duoc sir dung nhiéu cho dén khi WWW phat trién va duoc
stt dung vao dau nhitng nim 1990. Tinh dén thang 06/1993 trén thé gidi méi chi c6 130
Website. Ngay nay thé gi6i c6 hang triéu Website.

1.6.2 LICH SU PHAT TRIEN:

1957, Bo qudc phong My thanh 1ap co quan nghién ctru cac du 4n k¥ thuat cao ARPA véi
muc dich ddm bao M¥ ludén dan dau vé cong nghé va ky thuat trong quan su. Mot thap nién sau
ARPA thiét 1ap mang ARPANET- tién than ctia Internet. ARPANET 1a mang may tinh ndi cac
may chu tai truong Pai hoc California- LosAngeles, Pai hoc California- Santa Barbara, Vién
nghién ctru Standford va Pai hoc Utah lai v6i nhau. Dé dap tmg nhu cau chién tranh hat nhan
ARPANET duogc thiét ké sao cho cac may tinh van co thé lién lac duoc v6i nhau khi c6 mot sb
may khong hoat dong. Do d6, ARPANET chi phuc vu cho cac chuyén gia, k¥ su va cac nha
khoa hoc.

Trong sudt nhitg nim 1970, cac chuyén gia d3 nghién ctru va dua ra giao thtc truyén thong
trén Internet. Vao dau nam 1980, xuat hién cic nhom tin va thu dién tr. Hau hét nguoi ding
thudc nhitng trudng Pai hoc, dé cung cip cho ngudi ding mot giao dién than thién, dé dung,
truong Pai hoc Minnesota da dua ra phén mém Gopher, mot hé théng thuc don don gian dung
truy cdp hé thong tap tin trén Internet.

1991, WWW ra doi. Tim Berners-Lee va cac cong su tai phong thi nghi€ém vat ly phan tir
Chau 4u da phat minh ra giao thic truyén thong trén co so cac thong tin dang siéu vin ban, qua
d6 ngudi dung co thé duyét thong tin théng qua cac siéu lién két mot cach nhanh chong, dé
dang. Ngay nay Lee la giam déc diéu hanh t6 chtc WWW goi tit 1a W3C (WWW
Consortium). C6 thé néi viéc phat minh ra WWW 1a mot cot mbc quan trong trong lich sir phat
trién Internet — Internet danh cho nhitng ngudi khong chuyén tin hoc.

Thoi gian du Internet chi cho phép céc to chirc phi loi nhuan st dung boi vi phan 16n thong
tin duoc cung cp tir cac td chirc khoa hoc qudc gia, co quan quan tri hang khong va khong
gian, Bo qudc phong My va ngan qui lay tir chinh phi. Nhung khi cac hé théng mang bat dau
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bung nd, nguodi ding cb thé truy cap vao cac Website thuong mai- cac Website ndy khong
dung ngan qui chinh phi. Vao cubi ndm 1992, xuit hién nha cung cip théng tin thuong mai
dau tién- Delphi- cung cip moi dich vu trén Internet cho khach hang. Va sau d6 mot vai nha
cung cip khéac ra doi. Vao thang 06/1993 chi médi c6 130 Website. Mot nim sau- nam 1994- sb
Website 1a 3000. Nam 1998) s6 Website 1a 2, 2 triéu. Theo théng ké méi nhat (12/2011) sb
Website 1a 526 triéu.

1.6.3 QUAN LY MANG INTERNET:

Thuc chit Internet khong thudc quyén quan 1y cua ai, ban c6 thé tham gia hodc khong tham
gia vao Internet. M&i mang thanh phan s& c6 mot giam ddc hay chu tich, mot co quan chinh
phu hay mot hiang diéu hanh, nhung khong c¢é t6 chirc ndo chiu trach nhiém toan bo Internet.

Hiép hoi Internet 13 hiép hoi tu nguyén c6 muc dich phat trién kha ning trao d6i thong tin
dua vao cong nghé Internet. Hiép hoi bau ra Internet Architecture Board- IAB (ay ban kién
tric mang). Ban ndy c6 trach nhiém dua ra nhitng huéng dan vé k¥ thuat nhu cac chuan, tai
nguyén, dia chi, ... cling nhu phuong hudng dé phat trién Internet.

Moi ngudi trén Internet thé hién nguyén vong ciia minh thong qua iy ban k§y thuat Internet.
IETF 1a mot t6 chirc tu nguyén, c6 muc dich thdo luan vé nhitng van dé k¥ thuat va sy hoat
dong cua Internet.

Nhom déc trach nghién ctru Internet.

Trung tim thong tin mang gém c6 nhiéu trung tim khu viee APNIC- khu vyc Chau A- Thai
Binh Duong. Trung tdm thong tin mang chiu trach nhiém phan tén va dia chi cho cac mang
may tinh ndi vao Internet.

1.6.4 TO CHUC CUA INTERNET:

Internet 12 mot 1ién mang, tirc 1a mang cua cac mang con. Vay dau tién 1a két ndi 2 mang
con. Dé két ndi 2 mang con c6 2 vin dé can giai quyét: Mot 1a mat vat 1y, hai mang con chi
duogc két ndi v4i nhau khi c6 mot may tinh két ndi chung lai. Hai 1a mdy tinh két n6i 2 mang
con lai phai hiéu duoc ca hai giao thirc ctia 2 mang con dé c6 thé truyén thong tin giira 2 mang
con. Mdy tinh nay goi la Internet gateway hay router.

Khi két ndi tré nén phirc tap hon, cac gateway phai biét so do kién trac mang két ndi. Vi du
hinh sau thé hién nhiéu mang két ndi.

Nhu vay, R1, R2 phai chuyén tat ca cac goi thong tin dén cic may nam & 3 mang. Véi kich
thudc mang 16n nhu Internet hién nay, két ndi gitra cac router va mang con sé& phtc tap hon.

Dé c6 thé chuyén cac goi thong tin thudc cac mang khic nhau ngudi ta qui ude 1a: céc
router chuyén cac gobi thong tin dya trén dia chi mang cua noi dén chr khong phai dya trén dia
chi ciia may nhan.

Nhu vay, dua trén dia chi mang nén téng sb thong tin ma router phai luu giit vé so do kién
trac mang s& tuan theo s6 mang trén Internet chtr khéng phai 1a sé may trén Internet.

Trén Internet, tat ca cic mang déu co quyén binh dang. Giao thitc TCP/IP ctia Internet hoat
dong nhu sau: tat ca cac mang con trong Internet nhu 14 Ethernet, mot mang di¢n rong nhu
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NSFNET backbone hay mot lién két diém-diém giita 2 may duy nhat déu duoc coi 1 mot
mang.

Diéu nay xuat phat tir quan diém dau tién khi thiét ké giao thic TCP/IP 14 dé co thé lién két
gifta cic mang c6 giao thirc hoan toan khac nhau. DPay chinh 1a diém giup TCP/IP to ra rat
manbh.

Nhu vay, ngudi ding Internet hinh dung Internet 1a mot hé thong nhét va bat ky 2 may tinh
nao ciing duoc két ndi véi nhau thong qua mot hé duy nhéat. Hinh vé sau s& mo ta téng quan vé
Internet.

)C. DNS, DHCP
B0

"
FILE -

19216840 12 sl oo Fa ’» R. 2901

|% 1;

192, 183.10W S!RVER |}

U U l

u,, (( SOUND L(Akv ING HOST
192.158.10.782.168 10 5624  192.168.10.13 Bteuu

10012 %o

R. 800

Hinh 1.6 Mang Internet
1.6.5 MO HINH THAM CHIEU OSI:

Mo hinh co ban dé so sanh cac giao thirc 1a mé hinh tham chiéu OSI. Hién nay, tit ca cac
nha san xuit déu dya trén mo hinh nay dé tao cac giao thirc chuan qudc té, chuan cong nghiép
hay chuan doc quyén. M6 hinh OSI dugc to chiic phat trién vao nam 1978 dé xac dinh mot
chuin dung cho viéc phat trién cac hé théng mo va dung nhu mot ti€u chuin dé so sanh su
khac biét giita cac hé thong lién lac. Cac hé théng mang thiét ké theo dang OSI déu dung
chung céc phuong thirc lién lac.

Cac tang cua OSI: co6 7 tang véi chure nang sau:
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— Tang vat Iy (Phisical): cung cap giao dién dién, co, ham va tha tuc dé khoi dong, duy
tri hay huy két néi vat Iy.

— Tang lién két giir liéu (Data Link): thiét 1ap, duy tri, huy bo cac lién két giir licu.
Kiém soat ludng dir liéu, phat hién va khic phuc sai st truyén tin trén cac lién két
do.

— Téang mang (Network): thuc hién chirc ning chuyén tiép, dam bao viéc chon dudng

truyén tin trong mang.

— Téng giao van (Transport): kiém so4t tir nat-dén-ntt (end to end) ludng dit liéu, khic
phuc sai sot. Tang nay ciing thuc hién viée cat/hop dit liéu, ghép kénh/phan kénh.

— Tang phién (Session): thiét 1ap, duy tri, dong bo hoa cac phién truyén thong.

— Tang trinh (Presentation): biéu dién, ma hoa thong tin theo cti phap dit liéu ctia nguoi
dung.

—  Tang tng dung (Application): 14 giao dién giita nguoi dung va méi trudng OSIL. N6
dinh danh cac thuc thé truyén thong va dinh danh cac ddi tugng truyén.

—

Application Application

i

- -
Presentation | | Data |_ | Presentation
{ Session ]...; ;,...,'L Session )
Transport |—229Te08| [ Transport 1
{ Network |« [ Packets | > Network
Data Link ]1|F"3—|$}' Data Link
[ Physical | Ll »| Physical

= =

Hinh 1.7 M6 hinh OSI
1.6.6 GIAO THUC TCP/IP:

Nguoi ta thudng ding TCP/IP dé chi mot s6 khai niém va y tuong khac nhau. Thong dung
nhat 1a mo ta hai giao thuc lién lac dit liéu TCP va IP. Thong thudng TCP/IP duge dung dé chi
mot nhom céc giao thire ¢6 lién quan dén TCP/IP nhu UDP, FTP, TELNET, ..v..v... Cic mang
dung TCP/IP goi 1a mang TCP/IP Internet.

Vé nguon goc, TCP/IP dugc thiét ké trong hat nhan ciia hé diéu hanh BSD UNIX 4.2. Ngay
nay, da sd cac mdy tinh trén Internet déu dung giao thic ndy, thém nita cic phién ban cia
UNIX nhu SunOS, Ultrix ctia Digital déu phat sinh tir BSD UNIX 4.2. Sy thiét 1ap TCP/IP cua
UNIX System V ciing bi anh hudng rat 16n, ciing nhu TCP/IP cia NOVELL trén DOS va
Netware 3.x/4.X.
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Apphcation Lawver
Program Program
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Hinh 1.8 Giao thic TCP/IP

TCP: Thu tuc lién lac & téng giao van cua TCP/IP. TCP c6 nhi¢m vu dam bao lién lac
thong sudt va tinh dung din cua dit liéu gitta 2 dau két ndi.

UDP: dam bao kha ning thong sudt cua dit liéu, khong c6 ché do sira 16i. Bu lai,
UDP cho toc do truyén dir 1iéu cao hon TCP.

IP: ¢6 trach nhiém van chuyén cic datagram qua mang Internet.

ICMP: thu tuc truyén cac thong tin diéu khién trén mang TCP/IP.

IGMP: 14 giao thirc diéu khién cac thong tin ctia nhém

ARP: tim dia chi vat 1y tng véi IP nao d6. Mudn vay né phai thue hién broadcasting
trén mang, va may tram nao cd IP trung vdi [P dang héi sé tra 101.

RARP: cho phép mot may tinh tim dia chi IP ctia né bang cach broadcasting 10i yéu
cau trén toan mang.

1.6.7 PANH PIA CHI TRONG TCP/IP:

Dé c6 thé truyén tin giita 2 may, mdi may trén mang phai c6 mot dia chi IP.

Lwoc dd dia chi IPv4: Mdi dja chi IP dai 32 bits.

L6p mang: Cac dia chi IP dugc chia 1am 2 phan: mot phan dé xac dinh mang (net id) va
mot phan xac dinh host. C6 5 16p mang 13 A, B, C, D, E, trong d6 ba 16p dau 1a dugc dung cho
muc dich thong thuong, con hai 16p D va E dung cho muc dich dac biét va tuong lai. Hinh vé
sau cho that cu triic cia mét dia chi IP.

Béng phan chia 16p dia chi IP:

Network class S6 mang S6 Host trong mang
A 126 16.777.214
B 16.382 65.534
C 2.097.150 254
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Khong phai tat ca cac sé hiéu mang (net id) déu co thé duge dung. Mot sé dia chi dugce danh
cho nhitng muc dich dic biét. Vi du nhu mang 127.0.0.1 dé dung cho dia chi loopback.

LépA |0 Network ID \ Host ID
LopB [1]0 Network ID | Host ID
LépC [1]1]0] Network ID \ Host ID

— Lép A c6 s6 mang it nhat, nhung mdi mang lai c6 nhiéu host thich hop véi to chirc
16n ¢6 nhidu may tinh.

— Lép B c6 s6 mang va sd host vira phai.

— Lép C c6 nhiéu mang nhung mdi mang chi ¢ thé 245 host, thich hop véi to chirc co
it may tinh.

Dé dé cho ngudi doc, ngudi ta thuong biéu dién IP dudi dang ddu cham thap phan. Mot dia
chi IP khi d6 s& dugc biéu dién bang 4 s6 thap phan co gia tri tir 0 dén 255 va dugc cach nhau
boi dau cham (.). Mdi gia tri thap phan biéu dién 8 bits trong dia chi IP.

Vi du: moét dia chi IP cua may chu Web tai SGU 1a 124.158.10.89

Trén thé gidi, viéc quan 1y va phan phdi dia chi IP 1a do NIC. Vira qua Viét Nam da duoc
Trung tdm Internic tai Chau A Thai Binh Duong phan cho dia chi IP tir 203.162.0.0 dén
203.162.7.0, ttrc 1a c6 khoang 2000 dia chi IP.

Vi sy bung nd ciia s6 may tinh két néi mang Internet, dia chi IP tré thanh tai nguyén can
kiét, nguoi ta ding cac cong nghé khiac phuc tinh hinh nay nhu coéng nghé cép phat dia chi
dong DHCP, BOOTTP. Véi cong nghé ndy moi may trén mang déu c6 mot dia chi IP do
server cung cap khi may dé két ndi vao mang.

Lwoc do dia chi IPv6:

Dja chi unicast IPv6 c6 chiéu dai 128 bit va dugc chia lam 2 phin: mot subnet prefix va
interface ID. Ca prefix va interface ID déu co6 chiéu dai 1a 64 bit. Subnet prefix 13 dia chi mang.
Trong khi interface ID 1a dia chi MAC cua node.

Do dia chi MAC chi c6 48 bit nén 16 bit trong interface ID s& duoc dé gianh. IEEE c6 yéu
cau mot dia chi MAC dai 64 bit dugc goi 1a EUI-64.

1.6.8 CAC DICH VU TREN INETNET:
— WWW: cung cép thong tin dang siéu vin ban.
— Gopbher: truy cép cac tap tin trén Internet bang hé thong thuc don don gian.
— E-mail: thu dién tir trén Internet.
— Newsgroup: cac nhoém thao luan vé mot dé tai bat ky trén Internet.

— Usenet: tdp hop vai ngan nhém tin trén Internet. Nhitng ngudi tham gia vao Usenet
sir dung mot chwong trinh doc tin dé doc cac thong diép ciia ngudi khac va goi thong
di€p cua minh cling nhu tra 101 cac thong di¢p.
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— Dich vu danh tén ving- Domain Name Service: Dia chi IP du duoc biéu dién duéi
dang mot s 32 bits, hay dang cham thap phan déu rat kho nhé dbi véi ngudi dung,
d6 do trén mang Internet nguoi ta da xay dung mot dich vy dung dé anh xa dia chi
cua mdt host thanh tén goi nhd. Dich vu nay co6 t€én DNS, DNS cho phép nguoi dung
st dung Internet c6 thé truy cip téi mot may tinh bang tén thay vi dja chi IP.

— Viéc danh tén vung dugc td chuc dudi dang hinh cady. Tén mot host dugc dat béng
cach di tir nut biéu dién host 1én tan gdc.

— Viéc danh tén ving khong chi ¢ loi ma khong bit nguoi dung nhé dia chi IP coa
host ma con lam dé dang hon trong viéc to chic mang. Hinh v& sau thé hién tén
vung:

Hinh 1.9 Ciy thé hién c4u tric DNS

Arpa la m0t domain déc bi¢t dung dé anh xa dia chi IP dang chim thap phan sang biéu dién
tén vung.

Bang 1: Biéu dién phan 16p ciia h¢ thong phan ving

Domian Mo ta

com Céc to chirc thwong mai, doanh nghiép

edu Céc t6 chtrc gido duc

gov Céc t6 chuc chinh phu

int Céc t6 chtrc quoc té

mil Céc 6 chtrc quan su

net Mot mang khong thude cac loai phan vung khac
org Céc t6 chtrc khong thudc mot trong cac loai trén
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Bang 2: Bang ky hiéu tén ving ciia ciac nwéc trén thé giéi

Domian Qudc gia twrong vng
au Uc

at Ao

be Bi

ca Canada

fi Phan Lan
de CHLB buc
il Israel

it Y

jp Nhat

vn Viét Nam

— Dich vu Web 1a su két hop cac may tinh ca nhan voi céc thiét bi khac, cac co so dit
liéu va cac mang may tinh dé tao thanh mot co ciu tinh toan 40 ma nguoi st dung
c6 thé lam viéc thong qua cac trinh duyét mang. Ban than cac dich vu nay s€ chay
trén cac may chu trén nén Internet chir khong phai 1a cac may tinh ca nhan, do vay
c¢6 thé chuyén cac chirc ning tir may tinh ca nhan lén Internet. Ngudi st dung co
thé 1am viéc véi cac dich vu thong qua bat ky loai may nao c6 hd tro Web Service
va co truy cap Internet, ké ca cac thiét bi cam tay. Do d6 cac Web service s& 1am
Internet bién d6i thanh mot noi lam viéc chtr khong phai 13 moét phuong tién dé
xem va tai noi dung. Piéu nay ciing s& dua cac dir liéu va cic tng dung tir may
tinh ca nhan t6i cac may phuc vu cia mot nha cung cap dich vu Web. Cac may
phuc vu nay ciing can trd thanh ngudn cung cdp cho ngudi st dung ca vé do an
toan, do riéng tu va kha ning truy nhap. Cac may phuc vu tng dung sé& 1a mot phan
quan trong cua cac Web service bdi vi thuong thi cac may chu nay thuc hién céac
hoat dong ing dung phuc tap dua trén su chuyén giao gilra nguoi st dung va cac
chuong trinh kinh doanh hay cac co s¢ dir li¢u cia mot td chirc nao do.

— FTP: day la giao thuc giri va nhén file tr m§t may tinh khéac trén mang Internet.
Trudc khi c6 WWW ra doi hau hét cac file déu duoc truyén nhan thong qua giao
thirc FTP. Hién nay, FTP duoc str dung rong rai dé download tai liéu tir cac trang
Web thong qua lién két download (download link). Vi du: download cac tai liéu
bai gidng tir cac trang Web ca nhan cua céc giang vién khoa cong nghé thong tin.

— E-mail: thu dién tir (e-mail) 1a mot trong nhitng dich vu dau tién dugc cung cip
boi Internet, va 13 tng dung phd bién nhit hién nay cta Internet. Dé gri va nhan
thu dién ttr, ngudi st dung can phai ding ki mét dia chi Email hay con goi 1a tai
khoan (account) voi mdt nha cung cép dich vu Email, vi du: yahoo.com,
hotmail.com...

1.7 GIOI THIEU VE TRINH DUYET WEB (WEB BROWSERS)

Trinh duyét Web 1a mot chuong trinh cho phép hién thi va tim kiém thong tin trén WWW.
Trinh duyét Web cung cip mét giao dién ngudi sir dung (Graphical user interface — GUI) gilp
nguodi su dung tuong tac véi may chu (Web server). Nguoi st dung nhdp dia chi URL cua


http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh_c%C3%A1_nh%C3%A2n
http://vi.wikipedia.org/wiki/C%C6%A1_s%E1%BB%9F_d%E1%BB%AF_li%E1%BB%87u
http://vi.wikipedia.org/wiki/C%C6%A1_s%E1%BB%9F_d%E1%BB%AF_li%E1%BB%87u
http://vi.wikipedia.org/wiki/M%E1%BA%A1ng_m%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/Tr%C3%ACnh_duy%E1%BB%87t_web
http://vi.wikipedia.org/wiki/D%E1%BB%8Bch_v%E1%BB%A5
http://vi.wikipedia.org/wiki/M%C3%A1y_ch%E1%BB%A7
http://vi.wikipedia.org/wiki/Internet
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh_c%C3%A1_nh%C3%A2n
http://vi.wikipedia.org/w/index.php?title=Thi%E1%BA%BFt_b%E1%BB%8B_c%E1%BA%A7m_tay&action=edit&redlink=1
http://vi.wikipedia.org/wiki/D%E1%BB%AF_li%E1%BB%87u
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_%E1%BB%A9ng_d%E1%BB%A5ng
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_doanh_nghi%E1%BB%87p
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trang Web vao trinh duyét. Trinh duyét s& chuyén dia chi nay dén Web server. Noi dugc yéu
cau sé& tra vé dudi dang mot trang Web va duoc trinh duyét hién thi 1én cho nguoi dung. Sau
day 1a mot s6 vi dy vé trinh duyét:

— NCSA Mosaic: trinh duyét ddu tién trén thé giéi.
— Internet Explorer: trinh duyét dwgc phat trién boi hang Microsoft.
— Netscape Navigator: mot san pham ctia Netscape Communication Corporation.

— Mozilla: trinh duyét c6 thé hoat dong v6i nhiéu hé diéu hanh (window, unix...)

— Opera: trinh duyét do Opera software dua ra.

1.7.1.1 CAC THANH PHAN CUA TRINH DUYET

A ab=ulsllank - Micresall kntarnet Esglorsr

] Dene W Betamat

Hinh 1.10 Giao dién trinh duyét IE

Mot s6 chirc nang chinh ctia cac nit (button) trén thanh cong cu (toolbar):
— History: luu dia chi nhiing trang Web truy cap trong nhiing ngay, nhiing tuan trudc
do.
— Back: quay lai trang Web vura truy cép.
— Forward: quay lai trang Web ké tiép sau hanh dong Back.
— Reload/Refresh: tai lai trang Web hién tai.
— Stop: ngung tai trang Web hi¢n tai.
— Home: mé trang Web mac dinh.
— Search: tim kiém trén WWW.

— Bookmarks/Favourites: luu nhitng dia chi ua thich cua nguoi duyét Web.
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1.7.1.2 PIEU CHINH TRINH DUYET WEB (CUSTOMIZE THE WEB
BROWSER)
Thiét 14p trang chit mic dinh
Trang chi mac dinh la trang Web dau tién ma trinh duyét sé hién thi khi trinh duyét dugc
nguoi st dung kich hoat trinh duyét.

Nguoi sir dung c6 thé thiét 1ap dia chi URL cho trang Web mic dinh nay théng qua menu
Tool --> Internet Options:

Internet Options

General | Security || Privacy | Content | Connections | Programs | Advanced

Home page
% “ou can change which page to use for your home page.

Address: about; blank

Usze Curent ] [ Usze Default ] [ Usze Blank ]

Temporary Internet files

oy Pages you view on the Intermet are stored in a special folder
@& Y% for guick viewing later.

[Delete Cnnkiea...] [ Delete Files. .. ] [ Settings... ]

Hiztory

The Histar folder containg links to pages you've wisited, for
quick. acceszs to recently viewed pages.

D aps to keep pages in histony: 20 = Clear Higtory

[ Colors. .. ] [ Fonts. .. ] [ Languages. .. ] [Accessibilit_l,l...]

[ (]9 ] [ Cancel ]

Hinh 1.11 Giao dién Internet Option

Nguoi st dung c6 tu thé nhap dia chi URL cua trang Web vao 6 address ¢ trén hodc dung
cac chuc nang:

— Use current: thiét 1ap trang Web dang truy cap hién tai lam trang chii mic dinh

— Use default: thiét 1ap trang chu mac dinh theo thiét 1ap khi cai dat chuong trinh
duyét Web.

— Use blank: thiét 1ap trang Web trong (blank document)

Xo6a vung luwu trir tam cia trinh duyét

Khi nguoi sir dung luét Web, trinh duyét s& luu trit ban sao cua trang Web dé dé cho viéc
truy xuat dén cung dia chi d6 s& nhanh hon & nhiing lan truy xuét sau.

Dé thuc hién yéu cau nay, ta chon nut Delete Files trong muc Temporary Internet files trong
hinh v€ & trén.

Thém dia chi trang Web vao Favourites dé tién cho viéc truy xuat sau nay
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C6 nhimg trang Web ngudi st dung thudng hay truy cap mdi khi vao Internet. Dé nhd hét
dia chi URL cua nhitng trang Web nay thi that bat tién cho nguoi s dung. Ta co thé luu dia
chi nhitng trang Web nay vao muc Favourite dé sau nay viéc truy cap tré nén dé dang.

Chon menu Favourite --> Add to favourite

Add Favorite

A Internet Explorer will add this page to your Fawvorites list.

Mame: aboutblank:

Hinh 1.12 Giao dién Favourite

Ngin cam tai hinh anh

Noi dung trang Web thudng c6 2 thanh phan chinh 14 text va image. Viéc tai diy du céc
image s& khién cho viéc truy xuat cac trang Web tré nén rét lau. Trong truong hop ta chi quan
tam dén text cta cac trang Web, ta co thé thiét 1ap dé trinh duyét khong tai hinh anh trong cac
trang Web.

Chon menu Tool --> Internet Options. Chon thé¢ Advance:

Internet Options El E

General | Security | Privacy | Content || Connections || Programs | Advanced

S ettings:

?

[] Usze inline AutaComplete
Use Pagzzive FTP [for fireweall and DSL modem compatibility]
Use zmooth scralling
&] HTTP 1.1 zettings
Uze HTTP 1.1
[1 Uze HTTP 1.1 through proxy connections
8 Multimedia
Enable sutomatic Image Resizing
Enable Image Toolbar [requires restart)
Flay anirmmations in web pages
Flay zounds in web pages
Play videosz in web pages
Show image download placeholders
Show pictures
Srmart image dithering
riniting il
>

KECOEEREE

T

b
<

[ Restore Defaults

[ Ok ] [ Cancel ]

Hinh 1.13 Giao dién Advanced
— Di chuyén dén muc Multimedia, xéa chirc nang Show Pictures.
— Bam nuat Apply dé thiét 1ap tiiy chon vira roi.
— Bam nit OK dé dong hop thoai trén.
Thiét 14p cac ché dd bao mat (security) cho trinh duyét

Cac ché d6 bao mat gitp bao vé mdy khach (client computer) trong qua trinh duyét Web
trén Internet.
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Chon menu Tool --> Internet Options. Chon thé Security:

Internet Options E] E

Gereral | Security | Privacy | Contert | Connections | Programs | Adwanced
Select a'Web content zone to zpecify itz securnity settings.
3 O @
Internet Local intranet  Trusted sites Restricted
gites

Internet

y T hiz zone containg all 'Web zites pou
haven't placed in other zones

Security level for thiz zone
tove the glider to set the securnty level for thiz zone.
Medium

- Safe browsing and still functional

L1 - Prompts before downloading patenhially unzafe content
- Unzigned Achiver contrals will not be downloaded
- Appropriate for most Internet sites

I Cuztom Levwel .. I

[ ()4 ][ Cancel ][ Apply ]

Hinh 1.14 Giao dién Security

Bam nat Defaul Level roi sau d6 di chuyén thanh truot (slider bar) trong muc Security level
for this zone dé thiét 1ap cac mirc bao mat mong mudn.

Thiét 1ap két noi cho trinh duyét

Néu may khach nam trong mang cuc bd (Local area network — LAN) thi can phai thiét 1ap
két ndi cho trinh duyét.

Chon menu Tool --> Internet Options. Chon thé Connection:
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Internet Options

General | Securty | Privacy | Content | Connections |F'r|:|grams Advanced

v i .
% Toset up an Internet conneckion, click,
E_. Setup, Setup...

Dial-up and Yirtual Private Mebwork, settings

&dd..

Choose Settings if vou need to configure a prosxy
server for a connection,

Local Area Metwaork, [LAMN] zettings

LAM Setkings do nok apply to dial-up connections. LA Settings. ..

Choose Settings abowve for dial-up settings,

[ ]9 ] [ Cancel

Hinh 1.15 Giao dién Connection

Chon nat LAN settings.
1.8 WEB VA CONG CU TIM KIEM

Mang Internet 14 noi chira nguon thong tin doi dio. Hau nhu ngudi st ¢ thé sir dung cac
cong cu tim kiém (search engine) dé tim thay bat ki thong tin trong ldnh vuc nao.

Cong cu tim kiém 12 Web site cho phép ngudi st dung tim kiém thong tin dua theo tir khoa
hoic to hop céc tir khoa. Cong cu tim kiém nhan cac tir khoa do ngudi sir dung nhap vao va tra

ra nhitng dia chi URL chtra thong tin c6 tir khoa ta dang mudn tim.

Vi du: vao trang Web http: //www.google.com va nhap tir khoa: C/C++
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3 Google - Microsoft Internet Explorer ]
File Edit Wiew Favorites Tools  Help l';

\_/:- Q < \ﬂ @ _;ﬁ /-:\J Search “‘;:j'\':(Fa\-'orites &Media ﬁ‘) [_ .:\_:; — _J = - ﬂ
Address |@‘| http:f e, google, com, wnf V| Go @ GDfngE ' B @ Settings -

Google

Viét Nam

Web Hinh Anh  Mhérm  Thu Muc

Tim Kidm Ming Cao
-+ | i
|CIC Tiy chon
[ Timvai Google || ¥ern Trang Bi3u Tign Tim B ] Cuno Cu Noén Naik

Tirm kiém: @ web O nhitng trang tir Vigt Mam

Google.corn.vn cé s&n bing tiéng: English Frangais 37 ¢ S8

Churorng Trinh Quéng Céo - MoivE Google - Google.com in English

Chon Google lam trang chi cia banl

@007 Google

&) Done ® Internst

Hinh 1.16 Giao dién Google

Bam nit Tim véi Google ta thu duoc két qua sau:

C/C+s _Tim vei Google - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eBack < J \ﬂ @ ;j /-:\J Seatch ﬁ_«f‘\'_(Fa\-'orites eMedia 6‘3 [_'\"- .:\_:; l)_;-l - _J P - ﬁ |§|
Address|@‘| http:{ v, google. com, v search?hl=vigg=Co% 2P C4 2B 2BabtnG=T%C V| B o @ Google .» () settings~

Web Hinh &nh  Mhim T Muc =
= Z Tim Kiém Ming Can

Google -~ (i) 2

Tim kiém: @ web O nhikng trang tir Wigt Narn
Web K&t qua 1- 10 trang khodng 32.800.000 cho C/C++. (0,03 gidy)
Meo: Chi tim két qud vidt bing ngdn noit Tieng Viet . Ban ca thé dinh rd ngdn nglk kit qua tim kiém cia ban trang Tay chon
CIC++ Reference —
General C/C++. Pre-processor commands - Operator Precedence - Escape Sequences -
ASCI Chart - Data Types - Keywords ...
wew, cppreference . comd - Sk - 1 Thang Giéng 2007 -
B4 lwu trong bé nhé cache - Cac trang twong tu
GCC, the GMNU Compiler Collection - GMNU Project - Free Software ...
Developed by GMU project as free compiler for GNU system. Front ends: C, C++, Objective-C,
Faortran, Java, Ada; libraries for libstdc++, and libgc.
goe.gnu.oorgs - 18k - B4 lwu trong bd nhé cache - Cac trang twong tw
C programming.com - Your Resource for © and C++ Programiming
C Message Board Post and answer programming guestions on the C Message Board--covers
C, C++ C# Al and platform-specific programming! ...
whntwy. Cprogramming. coms - 24k - B lwu trong bd nhe cache - Cac trang twong tw
LEARMN CIC++ TODAY
Annatated list of some tutorials available on the YWeb (some are interactive), public domain hl

&] Done 8 Internst

Hinh 1.17 Giao dién két qua Search

Mot s6 trang Web tim kiém thong dung
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Google www.google.com
Yahoo www.yahoo.com
Ask Jeeves www.ask.com
Teoma WWw.teoma.com
Altavista www.altavista.com
Excite www.excite.com
Gigablast www.gigablast.com
lycos www.lycos.co.uk

Mbt s6 trang Web hiru ich

URL Noi dung

http: //www.google.com |Céng cu tim kiém hiéu qua, chu dé tim kiém bao quat.

http: Cong cu tim kiém thién vé chii dé hoc thuét, cac bai bao
//scholar.google.com khoa hoc.
http:

/Iwww.codeproject.com,
http: Cung cap cac doan chuong trinh mau trong 1ap trinh véi
/lwww.codeguru.com nhiéu loai ngon ngit 1ap trinh.

http:
[lwww.wikipedia.com Trang Web cung cp cac khai niém hoc thuat

1.9 EMAIL

Dé giri va nhan thu dién tir, nguoi sit dung can phai dang ki mot dja chi Email hay con goi
la tai khoan (account) véi mgt nha cung cép dich vu Email, vi du: yahoo.com.
Dang ki dia chi e-mail véi dich vu mail Yahoo

Vao trang chu cua Yahoo: http: //www.yahoo.com


http://www.ask.com/

CHUONG 1: NHUNG KHAI NIEM CO BAN VE XU LY THONG TIN VA MAY TINH > TRANG 31

2 Yahoo! . Microsoft Internet Explorer SEI.3
Fie Edk ‘iew Favortes Tools  Help ar
Bok ~ € a AL i 2. ¥ o -~ -
(&) O ¥ [B @ Pseeh Jrreore @ & (2-0 W - | w-EEH
Address I‘] Mtqll-wnwydmcomf " Go @ GO(»§¢ 1 Cv - o> Q Sextings~
Gat 7! Toolbar Make Y! your home page Yahoao! Music - Watch Tony Bennett's exclusive performance.

Web Images  Video | Local | Shopping more ~

YAHOO.’ | [ Web Search |

EJ Yahoo! Answrers: Ak » quastion | Ansver questions

My Yahoo! J My Mail ] Pags Options =
Autos HoOobs Photos Travel Check your mad status. Sign In Free mail: Sign Up
Finance Maps Real Estate Tv
Games Movies Shopping Yellow Pages E Mail l @ Heslenqerl @ Radio |
GeoCities Music Sports ¥! International
Groups Personals Tech @ weather
Food " videa " [Mare Yahao! Services .

- Yahoo! Autos
I the MNews wond Local Video New 2007 Cars, Used Cars, & Green Cars
£0:99 p.rm. ¥
* Saddam sxecution video draws criticism B i
« Ford state funeral moves to Michigan — —
=6 of 75 cities get top disaster rating
* Famibes mark Sago mine anniversary @ Reflaction on disaster SUvs Sedans Sports Cars Green Cors
* Napal goddess debade pits nghts aganst ritusl Land Rover Brw Ford Hybrid
* Bureaucracy keeps Segways off Dutch roads Jeep Mizsan v Eshanol
- Baoise State parformance ‘ance in 3 lifetime’ | i Gama highlights "";“N“ C';""V "|"""' SicDiesel
« Collena Rowd Gameas - NFI NRA . NCAA Honns - NHI All SUVe All Sedans All Sports CTars Al Green Cars &
] Done L

Hinh 1.18 Giao dién yahoo

Chon muc Mail:

2 Yahoo! Mail - The best web based emaill - Microsoft Internet | xplorer
Fie Edt MVew Favorites Tooks Help

O - © M B G Psoh Jrrower: @ @ (-5 Wi~ |Jw-0H

ks | ] Wtps:{flooh. yehoo comicerfialmai® intimus YBe @ Gougle[G- v O setmns-

YAREOO! maIL vatissi<vine:

Sign in
We don't just find to Yahoo!

viruses. We zap 'em

SEt protet oth hes for Yahoo! 1D: ||

Tell Me More

Password

[J Remember my 1D on this computer

Forget your ID or passvord? | Help

Want Mail that works harder?
Don't have a Yahoo! ID?

Mave up to Yahoo! Mail Plus for more storage, more MAIL PLUS
protection, more ways to share SIoNng 0D IS S5, Sign Up

AntiVirus that works twice as hard

o Mot ton ey
Your Yahoa! Mail scans and cleans email attachments 1o AntiVirus
help keep nasty wuses out of your life

One Yahoo! 1D, So much fun!

Use your single 10 for averything from
—— chacking Mail to chacking out Yahoo! v

Howe | Se
Hinh 1.19 Giao dién google

Chon muc Sign Up. Rdi dién cac thong tin dé dang ki tai khoan:
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A Yahoo! Registration . Microsoft Internat Explorer
Fie Edt View Favorites Took Help ar

Qe - O [¥] [B] @ Pseoh v @rede @ (3- 553 ) w- K 6

td¥ess @) hittps:{fedt.yshoo. comjeeefiglevel_register? inti=usdrem=16.dore=htp? v B % Google G~ ¥4 Q) setingsy

TYaHOO! MAIL bttt

Already have an 1D or a Yahoo! Mail addsess ? Sign .

Flolds mahed with an adtetind * drs lnqumed

Create Your Yahoo! ID

¢ Fred name IMTOGLT3

Lost name IDHBK
Freterred contert ~ Yahoo! U.S. ¥ @
Gender | Male ¥

Yahoo! [0 ml06h3 i | @yahoo.com
D may consist of a-2_ 0.9, underscores, &nd » mmgle dot

( maMavrmo ] |

CPastoed eeeese
Sk characiers o more, caplalrstion matiers!

CRedypepasioiod eseese |

If You Forget Your Password...

ﬂo""' 8 @ internet
Hinh 1.20 Giao dién thong tin ding ky Gmail

2 Yahoo! Registration . Microsoft Internet Explorer
Fie Edt ‘iew Favorites Tools  Help r

Ot - © [ B @0 Psorch Jrrovores @meds @ 2- 5537 - K H

Ackkess | ) htps:ffedt.yshoo.comfccefigleval_tegister? intimusdrew=18.dore=hitp2 ¥ | (g Go % Google (G~ ¥ 4+ ) setingsy

~
If You Forget Your Password...
* Secirfty cuestion ‘What was the name of wour fist school? v!
Your enawer | Tran Quoc Toan
Four characiers of more Make sure your answer 15 memorabie 10 oo bt hard for others 10 cueas!
“Bntday | December vl 1 1082 | @
¢ IPPostal code I084
Atermte Emat [ @
Verify Your Registration
* Ertar the code shown' | kBabed toee into 05!
This baips Vahoo! prevent antomsted regestrallons
Terms of Service
Pleasze review the folawing terms and indicate your agreemert below. mngg_y_gm&
1. ACCEPTANCE OF TERNS ~| v

ﬁm g . b
Hinh 1.21 Giao dién théng tin diing ky Gmail tiép theo

Bam nut I Agree dé submit thong tin. Néu dién thong tin khong hop 18 thi co thé phai diéu
chinh lai thong tin da nhap
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2 Yahoo! Registration . Microsoft Internat Explorer

Fie Edt ‘View Favorites Tooks  Help i

O - Q- W [EA G Pt oree= @ @ B HFEL WK E

Acckess | ] htps:ifedt.yshoo comfcorfiglregister v B & GCoogle[G- ¥ 42 ) settings~
~

2z mated wath an astesisk * 2 requined

Create Your Yahoo! ID
‘Fretname. MTOGLTI
Last name  DHBX
Gender  Male
Yehoo! £r 0GR 3&@yalhoo.com
‘ Pasaword (Mot Shown for Your Protection)

If You Forget Your Password...

Security guestion What was the name of your first school?
Vour answer Tran Ouoc Toan

¢ Bribday  December 11, 1932
¢ IPPostal code  |084]

Courery. | Vietham -
i L Submit This Form Securaly ]
w vatllication te lugy davaleged | Haborat cn il e Capteha Projuct ! Camegis Mellon Univaniby
Copyright & 200 N ' Al fis rwewrund CopynghtIP Policy Tetme of Service
NOTICE: Wa collect parsonsl idoemabon on thiz mte
To faam more about * ® Lze your intormabon, Tee cor Privacy Polioy v
£]pone S @ mntemet

Hinh 1.22 Giao dié¢n diéu chinh théng tin

.

BAm Submit This Form Securely. Néu toan bd thong tin hop I¢ thi viéc ding ki thanh
cong

22 Yahoo! Registration Confirmation . Microsoft Internet Explorer

Fie Edt View Favorites Tooks Help b
” '.» % 1 ~ A - 3 L} v
Qe - O[] [B] @ Poseoch Jrravones @mese @ (2-5 74 . -5 H
Adckess | 5] hrtps:ifedt.yahoo.comiconfigast?. t=15m. 4WANS 7hsby F2EWs:DGONTIBS ¥ © @ GCooge|G- ¥ > ) settingsy
'] Melp
Yahoo! -
YAREIOO! MAIL ¥ahoo!
& Registration Completed: Welcome mtoGit3!
© A confirmation message has been sent fo the Email Your-¥énool 1>
Address you provided, Please read the emall and follow mtosSit3
the instructons to fully actvate your account
Yo Yahoo! Mol Adcress
We also recommend that you prind out this page £3 mGidayahoo.com
for future reference
¥ you forget your password you will be asked for Security Question Dute of Brth
© e following Information Yhal was the name of your first December 11,
school? 1982
Your Answrer IP@osts Code
Tran Quoc Toan 084
© Your Marksting Preferances: Select and customize ths categories of communications you receive about Yahoo! Praducts and
senvices You can also choose 10 opt-out of @ach Edit Marketing P1eferences
[ Yes, get Yahoo! Toolbar and search the web from I Continue without installing Yahoo! Toolbar ]
arnywhere v
ﬂ g . =

Hinh 1.23 Giao dién Success

Gtri va nhan Email

Vao trang Web cua Yahoo mail: http: //mail.yahoo.com
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T Yahoo! Mail - The best web based emaill - Microsoft Internet Explorer s x|

Fie Edk ‘iew Favortes Tooks Help ar
» - 2 A 2 1=

Orex - O -8 [@ @ P Jorawr @ @ ((S-3 W - w-K

Ak ess | ) hrtps:iflocn. yaheo comfconfilmain inti=us v B @ Google G~ ~ > () settings~

YAEIOOY! mAaIL Gatisai=waig: N

Prevent
Sign in ’.’.;::f‘t

We don’t just find to Yahoo!
viruses. We zap 'em

both saarches ft - Yahoo! 1D: ||

cle

Tell Me More

FPassword L

[0 memember my 1D on this computer

Forget your ID or passvord? | Halo

Want Mail that works harder? i
Don’'t have a Yahoo! ID?

Mave up to Yahe Mail Plus for more storage, more MAIL PLUS
> S s

protection, more ways to share N Sign Up
AntiVirus that works twice as hard

x Mot ony o
Your Yahoao! Mail scans and cleans emasl attachmeants to AntiVirus
help keep nasty wuses out of your life One Yahoo! 1D, So much fun!

Use your single 10 for averything from
. _ —— chacking Mail to chacking out Yahoo! ~
] pone =

Hinh 1.24 Giao dién ding nhiap Yahoo Mail

Nhap Yahoo ID va password da dang ki thanh cong & trén réi BAm nut Sign In

J Yahoo! Mail . cnttD6dhbk@yahoo.com - Mozilla Firefox

Fle Edt View Go Bookmaks Jools Help

@ - wp - £ T ) | teoi/ius 1591 mal.yshoo.comfymiWekome 1Y = 10508y Sbeta=yesiconsent ¥ | & Go |IGL
B Getting Started il Latest Headknes

vahoo! My rahoo! Mal Search: | | Web Search -~
wrelcorme. cnttoedhbic Mail Home - Mall Tutenals - Halg
hHoo! MAIL (50 our My Account)
[LEUERE Add ~ Calend ~ MNotepad ~

Mail Upgrades - Options

TRY Slockbuster Welcome, CNTT! 05 of 1.0G8
- for FREF!

4 You have 1 unread message
Folders {~dd - Edit] Inbox{1)

3 Inbox (1) E32 Messenger: You have O unheard yoice mails
2 Draft Leam about voice mail

3 Sent

@ Bulk [Ermpty]

(@ Trash [Ermpty]

BEFLAY

Search Shortcuts
@ My Photos
&1 My Astachments

..... NISCOVER ITS HINDNFEFN POWEDS

=

Hinh 1.25 Giao dién chinh ciia yahoo mail

Dé nhan mail, bAm nt Check Mail hoidc Inbox
Pé soan thu dién tir va giri cho nguoi khac thi bam nat Compose
Luu ¥ la: co nhiéu nha cung cap dich vu e-mail nhung céc tai khoan (dia chi
Email) ding ki v6i nhung dich vu ndy c6 thé giri mail 14n nhau, chtr khong nhét thiét
la phai dung chung dich vu e-mail thi méi gui e-mail cho nhau dugc.
1.10 KET LUAN.
Sau khi hoan tat chuong nay sinh vién s& hiéu dugc mot sé khai niém sau:

— Khai ni€m vé thong tin.
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— Céch biéu dié thong tin trong may tinh.
— Thé nao 1a giai.
— Céu trac tong quat cia may tinh.
— Tbéng quan vé mang may tinh.
— Tbéng quan vé internet.
— MBO hinh tham chiéu OSL
— Giao thire truyén théng TCP/IP.

— Biét cach sir dung chuong trinh duyét internet Explorer, tir 6 c¢6 thé ty tim hiéu va
st dung thém mot s6 trinh duyét Web thong dung khac( Firefox, chrome...).

— Biét cach ding ky mot dia chi mail mién phi trén yahoo hodc google.
— Biét cach sir dung cong cu tim kiém thong tin trén internet.
1.11 BAI TAP.
1. Pic diém dang thong tin trong may tinh 14 gi?
. Muc dich cua vi¢c xur 1y thong tin trong may tinh 1a gi?
. Uu diém cua cach biéu dién dit liéu s6 theo ddu cham tinh va ddu cham dong 1a gi?

2
3
4. Pon vi dir li€u van ban dung trong may tinh dugc goi la gi?
5. Pinh nghia khai niém giai thuat may tinh.

6

. Giai thuat may tinh c6 nhiing tinh chat gi? Hay cho biét dic tinh co ban cac thé hé may

7. Hay cho biét phan cting ctia mdy tinh ca nhan c6 nhitng thanh phan nao?

8. Hay cho biét khai niém ciia phan mém may tinh?

9. Hay cho biét cau tric logic bén trong ctia may tinh c6 cac thanh phan chinh nao?
10. Hay cho biét cac loai phan mém may tinh ma em da biét?

11. Hay cho biét khai niém va don vi tinh cta toc do truyén dir liéu trong mang may tinh?
12. Trinh bay nhing wu diém chinh khi thiét 1ap mot mang may tinh?

13. Hay cho biét cac thanh phan chinh trong mang may tinh?

14. Hay cho biét tén goi cau triic mang mdy tinh?

15. Hay cho biét cac thuat ngir vé mang may tinh?

16. Hay cho biét chirc nang chinh cia thiét bi switch, Router, Hub?

17. Trinh bay chirc ning ctia md hinh tham chiéu OSI?

18. Trinh bay vé viéc danh dia chi trong giao thirc TCP/IP?

19. Tim céc tai li€u so sanh vu diém va nhuogc diém cta céc loai trinh duyét Web da duogc
gi61 thiéu.
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20. Hay thuc hién nhitng yéu cau sau:

Xac dinh dia chi URL cua trang Web truong DH Sai Gon

Set trang Web truong DH Sai Gon lam trang chi mac dinh

Xo6a nhirng nd1 dung trong Web browsers

Thém trang Web www.sgu.edu.vn vao danh sach nhiing trang Web quan tam

Thay d6i tuiy chon browsers dé khong cho phai tai vé nhitng hinh anh

21. Hay thyc hién nhitng yéu cau sau:

Tao dia chi Email cta yahoo
Sau d6 g&i1 Email cho ban be va cho chinh minh

Tao dia chi Email cua gmail

22. Str dung cong cu tim kiém dé thuc hién nhiing yéu cau sau:

Tim trén mang nhiing bai giang hay céac sach viét vé ngon ngit C-++

Tim trén mang nhitng tai li€u so sdnh Java va C++

e Tim xem mai 16i “ORA-12571” khi sir dung ORACLE
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CHUONG 2: HE PIEU HANH VA CAC PHAN
MEM HO TRQ

Khi n6i dén may tinh hién nhién phai néi dén h¢ diéu hanh, hé diéu hanh l1a "linh hén" cia
may tinh, ndi dung trong chuwong 2 s& trinh bay chi tiét vé hé diéu hanh va cac phin mém may
tinh; tir cac khai niém, chirc ning, cu trac tap tin, thu muc dén hé diéu hanh MS-DOS, hé diéu
hanh Windows va chuong trinh quan 1y tap tin thuw muc Windows Explorer.

2.1 2.1 KHAI NIEM HE PIEU HANH

Hé diéu hanh 1a mot chuong trinh duoc xem nhu trung gian gitta ngudi st dung may tinh va
phan cimg may tinh véi muc dich thyc hién cac chuong trinh giup cho ngudi dung st dung
may tinh dé dang hon, sir dung tai nguyén ctia may tinh mot cach cé hiéu qua.

Hé diéu hanh 13 mot phan quan trong cua hé théng may tinh. Mot hé théng mdy tinh thuong
bao gém cac phan: phan cimg, hé diéu hanh, cic chuong trinh ng dung va ngudi sir dung.

Phén cing: Bao gdm tai nguyén co ban ciia may tinh (CPU, memory, 1/0 devices).

Hé diéu hanh: Diéu khién va két hop str dung phan cing trong cac ing dung khac nhau cia
nhiéu nguoi dung khac nhau.

Céc chuong trinh tmg dung: S& str dung tai nguyén hé thong dé giai quyét van dé cua nguoi
sit dung (Trinh bién dich, hé thong co s dit liéu, games, chuong trinh thuong mai).

Nguoi sir dung: Nguoi, cAc may tinh khac.

Mo hinh hé théng may tinh

Hé diéu hanh Diéu khién chuong trinh — Piéu khién thuc hién cic chwong trinh nguoi st
dung va cac hoat dong cua thiét bi nhap XUAL.

Hé diéu hanh con duogc goi 13 Kernel (nhan) — Pay 1a cac phan cbt 16i ctia chuong trinh,
thuong tra trong bd nhd, va thuc hién hau hét cac nhiém vu diéu hanh chinh.

2.1.1 CHUC NANG CHINH YEU CUA HE PIEU HANH
2.1.1.1 QUAN LY CHIA SE TAI NGUYEN

Tai nguyén cua hé thong (CPU, bo nhd, thiét bi ngoai vi, ...) von rat giéi han, nhung trong
cac hé théng da nhiém, nhiéu ngudi sir dung c6 thé dong thoi yéu cau nhiéu tai nguyén. Dé
théa min yéu ciu s dung chi v6i tai nguyén hitu han va nang cao hiéu qua s dung tai
nguyén, hé diéu hanh can phai c6 co ché va chién luge thich hop dé quan 1y viéc phan phéi tai
nguyén.

Ngoai yéu cau dung chung tai nguyén dé tiét kiém chi phi, ngudi str dung con can phai chia
sé thong tin (tdi nguyén phan mém) 1an nhau, khi d6 hé diéu hanh cin dam bao viéc truy xut
dén céc tai nguyén nay 1 hop 18, khong xay ra tranh chap, mat dong nhét, ...

2.1.1.2 GIA LAP MOT MAY TINH MO RONG


http://vi.wikipedia.org/wiki/CPU
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H¢ diéu hanh lam an di céc chi ti€t phan cliing, nguoi st dung dugce cung cap mot giao dién

don gian, d& hiéu, dé str dung va khong phu thudc vao thiét bi phan cting cu thé.

Thuc té, ta c6 thé xem Hé diéu hanh nhu 12 mot hé thong bao gdm nhidu may tinh triru

tugng xép thanh nhiéu 16p chdng 1én nhau, may tinh mirc dudi phuc vu cho may tinh mic trén.

Lé6p trén cung 1a giao dién tryc quan nhat dé diéu khién.

2.1.2 NHIEM VU CUA HE PIEU HANH

Diéu khién va quan 1y truc tiép cac phan cung nhu bo mach chi, bo mach dd
hoa va bo mach am thanh, ...

Thuc hién mot s6 thao tac co ban trong may tinh nhu cac thao tac doc, viét tap tin,
quan 1y hé théng tap tin va cac kho dir liéu.

Cung tng mot hé théng giao dién so khai cho cac img dung thudng 13 thong qua mot
hé théng thu vién cac ham chuan dé diéu hanh cac phan cing ma tir d6 cac tmg dung
c6 thé goi toi.

Cung ung mot hé théng 1énh co ban dé diéu hanh may. Cac 1énh nay goi la 1énh hé
théng.

Ngoai ra hé diéu hanh, trong vai truong hop, ciing cung cap cac dich vu co ban cho

c4c phan mém tUng dung thong thuong nhu chuong trinh duyét Web, chuong trinh
soan thao van ban....

2.1.3 CAC THANH PHAN CUA HE PIEU HANH

Hé théng quan 1y tién trinh
Hé thong quan 1y bo nhé
Hé thong quan 1y nhap xuét
Heé thdng quan 1y tap tin
Hé thong bao vé

Hé théng dich 1énh

Quan ly mang

2.1.4 PHAN LOAI HE PIEU HANH
2.1.4.1 DUOI GOC PO LOAI MAY TiNH

Heé diéu hanh danh cho may MainFrame
Hé diéu hanh danh cho may Server

Hé diéu hanh danh cho may nhiéu CPU
Heé diéu hanh danh cho may tinh c& nhan

Hé didu hanh danh cho may PDA (Embedded OS - hé diéu hanh nhung)


http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_c%E1%BB%A9ng
http://vi.wikipedia.org/wiki/Bo_m%E1%BA%A1ch_ch%E1%BB%A7
http://vi.wikipedia.org/wiki/Bo_m%E1%BA%A1ch_%C4%91%E1%BB%93_h%E1%BB%8Da
http://vi.wikipedia.org/wiki/Bo_m%E1%BA%A1ch_%C4%91%E1%BB%93_h%E1%BB%8Da
http://vi.wikipedia.org/wiki/Bo_m%E1%BA%A1ch_%C3%A2m_thanh
http://vi.wikipedia.org/wiki/M%C3%A1y_t%C3%ADnh
http://vi.wikipedia.org/wiki/Ph%E1%BA%A7n_m%E1%BB%81m_%E1%BB%A9ng_d%E1%BB%A5ng
http://vi.wikipedia.org/wiki/Tr%C3%ACnh_duy%E1%BB%87t_web
http://vi.wikipedia.org/wiki/Ch%C6%B0%C6%A1ng_tr%C3%ACnh_so%E1%BA%A1n_th%E1%BA%A3o_v%C4%83n_b%E1%BA%A3n
http://vi.wikipedia.org/wiki/Ch%C6%B0%C6%A1ng_tr%C3%ACnh_so%E1%BA%A1n_th%E1%BA%A3o_v%C4%83n_b%E1%BA%A3n
http://vi.wikipedia.org/w/index.php?title=MainFrame&action=edit&redlink=1
http://vi.wikipedia.org/wiki/M%C3%A1y_ch%E1%BB%A7
http://vi.wikipedia.org/wiki/CPU
http://vi.wikipedia.org/wiki/Thi%E1%BA%BFt_b%E1%BB%8B_k%E1%BB%B9_thu%E1%BA%ADt_s%E1%BB%91_h%E1%BB%97_tr%E1%BB%A3_c%C3%A1_nh%C3%A2n
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— Hé diéu hanh danh cho may chuyén biét

— Hé diéu hanh danh cho thé chip

2.1.4.2 THONG THUONG DUOI GOC PQ NGUOI SU DUNG VA SO CHUONG
TRINH PUQC SU DUNG CUNG LUC HE PIEU HANH PUQC CHIA
LAM 3 LOAI CHINH

— Heé diéu hanh don nhiém mét nguoi dung
— Hé diéu hanh da nhiém mot nguoi dung
— Hé diéu hanh da nhiém nhiéu ngudi ding
— Cac tir:

— Pon nhiém: tc 1a mdi 1an chi thuc hién dugc mot chuong trinh hay néi cach khac
cac chuong trinh phai duoc thuc hién 1an lugt (vd: HDH MS-DOS).

— Pa nhiém: tirc 1a c6 thé thyc hién dong thoi nhiéu chwong trinh (VD: HPH Windows
va mot s6 phién ban méi sau nay caa MS-DOS).

— Mot ngudi ding: chi cho phép mot ngudi ding nhap vao hé thdng khi 1am viéc (VD:
HPH Windows 95 trg vé trudc).

— Nhiéu ngudi dung: cho phép nhiéu ngudi dong thoi dang nhap vao hé théng. Viéc
nay dugc quan li thong qua tai khoan ngudi ding va mat khau twong tmg (VD: cac
phién ban méi HPH Windows nhu Win 2000, XP, 7, 8, ...).

2.1.43DUOI GOC PO NGUOI DUNG (TRUY XUAT TAI NGUYEN CUNG
LUC)
— Mot nguoi dung
— Nhiéu ngudi ding
— Mang ngang hang
— Mang c6 may cha: LAN, WAN, ...
2.1.4.4 DUGI GOC PO HINH THUC XU LY
— Heé théng xur 1y theo 16
— Hé thong xur 1y theo 16 da chuong
— He théng chia sé thoi gian
— Hé thong song song
— Hé thong phan tan

— Heé théng xur 1y thoi gian thyc


http://vi.wikipedia.org/wiki/LAN
http://vi.wikipedia.org/wiki/WAN
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2.2 TAP TIN VA THU MUC

2.21 TAP TIN
2.2.1.1 KHAI NIEM

Tap tin la tap hop céc thong tin c6 lién quan véi nhau, thuong duogc luu trir trén by nhd
ngoai. Cu thé chiing chinh 13 cac chwong trinh, dir liéu dugc Iuu trir trén dia. Dé phan biét giita
cac tap tin vdi nhau, mdi tap tin c6 mot tén.

2.2.1.2 QUY TAC PAT TEN TAP TIN
<tén tap tin> = <tén chinh>[.<m& rong>]
Trong d6 phan tén chinh 14 bit budc phai c6, phan mé rong co thé c6 hoic khong.

Trong mdi truong Windows, tén tap tin c6 thé dai dén 255 ky tu. Phan mé rong, néu co, bat
dau tir ddu cham cudi cung tinh tir trai qua phai. Tén tap tin khong nén str dung cac ky tir c6
dau tiéng Viét, vi c6 thé khong doc dugce trén cac mdy tinh khac.

Luu ¥: Cac ky tu khong dugc dung dé dat tén tap tinla /\: * 2 «| <>
Vidy: TONG KET HOC KY 1.DOC, BaoCaoThang012001.XLS
Phan mé rong thudng dung dé dinh loai tap tin:

Céc tap tin c6 phan mé rong 13 EXE, COM (trong Window thé hién 1a kiéu Application)
thuong 1a cac tap tin chuong trinh.

Céc tap tin co6 phan mé rong 1a SYS thudng 13 cac tap tin hé thong chia cc thong tin lién
quan dén phan ctmg, khai bao thiét bi.

Céc tap tin c6 phan mo rong 12 DOC, TXT, HTM thudng 13 cac tap tin vin ban.

Cac tap tin co phén mo rong la PAS, PRG, C, Java, ... l1a cac tap tin chuong trinh nguén cua
ngdn ngtt PASCAL, FOXPRO, C, Java, ...

Ky tu dac biét ? va *.

Ky tu ?: 1a ky tu dugc hé diéu hanh st dung dé bao gSm tat ca céc tap tin co tén tai vi tri ? 1a
mot ky tu bat ky, con cac vi tri khac trong tén tap tin phai ding véi yéu cau.

Vi du: Cé cac tap tin BAITAPOL.TXT, BAITAPO2.TXT, BAITAP11.TXT,

BAIHOCO1.TXT, BAIHOC02.DOC, BAIHOC20.DOC Ky hiéu tap tin BAITAPO? .TXT sé&
bao gdm tap tin BAITAPO1.TXT va BAITAP02.TXT.

Ky hiéu tap tin BAI? ? ? 01.TXT s& bao gom tap tin BAITAPO1.TXT va BAIHOCO1.TXT

Ky tu *: 1a ky tu dugc hé diéu hanh st dung dé bao g@)m tat ca cac tap tin c6 tén bat dau tai
vi tri ddu * tro vé sau 14 cac ky tu bat ky, con cac vi tri phia trude ky tu * trong tén tap tin phai
dung voi yéu cau.

Vi du: Véi cac tap tin trén, ky hiéu tip tin BAITAP* TXT s& bao goém cac tip tin
BAITAPOL.TXT, BAITAPO2. TXT, BAITAP11.TXT; ky hiéu tap tin
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BAI*. TXT s€ bao gém cac tap tin BAITAPOLTXT, BAITAPO2.TXT, BAITAP11.TXT,
BAIHOCO01.TXT; ky hiéu tap tin *.DOC s& bao gdm tit ca tip tin c6 phin mé rong 13 DOC
(BAIHOCO02.DOC, BAIHOC?20.DOC), va ky hiéu tap tin *.* s& bao gdm tit ca cac tap tin
trong thu muc tuong Ung.

2.2.2 THU MUC

Pé c6 thé t6 chirc quan 1y tét tap tin trén dia nguoi ta luu cac tap tin thanh timg nhom va luu
trong ting chd riéng goi 1a thu muyc.

Mbi thu muc dugc dic trung bdi 1 tén cu thé, quy tac dat tén thu muc giéng nhu tén tép.
Céac thu muc c6 thé dat léng trong nhau va tao thanh mot cay thu muc.

Trong thu muc c6 thé tao ra cac thu muc con va c tiép tuc nhau do d6 dan dén sy hinh

thanh mdt cay thu muc trén dia. Nhu vay cac thu muc ban tao ra co thé 1a thu muc cép 1 hay
thu muc 2 ...

Vi du: Cay thu muc

C:\>

TPHCM

Q1 Q2 TANBINH PHUNHUAN

Hinh 2.1 Cay thu muc
e Thu muc géc: la thu muc do dinh dang dia tao ra va chung ta khong thé xo4 duoc.
e MGdi dia chi c6 mét thuy muc gdc, tir ddy ngudi st dung tao ra cac thu muc con. Ky

hiéu thu muc gdc 1a dau (V).

e Nhu hinh trén thi C:\> 1 thu muc gdc. Sau d6 1a dén cac thu muc con cac cp va cac

A

tep.

e Thu muc hién hanh la thu muc ma tai d6 chiing ta dang chon hay dang lam vi¢c. Ky
hiéu: . (mé6t ddu chAm) Thu muc cha 13 thu muc cip ngay trén ciia mot thu muc. Ky

hiéu: .. (hai ddu cham)

e Thu muc rong 1a thu muc trong d6 khong chira tap tin hay thu muc con nao.
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e Duong din: Ching ta thuong td chirc cic thu muc trén dia dé viée quan 1y cac tap tin
duoc dé dang hon. Tuy nhién khi d6 ngudi sir dung mudn truy nhap dén mot mot tap
tin hay mot thu muc con, khong chi don gian 14 dua ra tén cta né (vi c6 thé c6 nhidu
tap tin hay thu muc con trung tén trén cac thu muc khac nhau) ma phai xac dinh that
1d rang vi tri (dia chi) clia no trén dia. Puong dan ctia mot tap tin hay thu muc 1a vi
tri cia no trong hé théng 6 dia va thu muc ctia may tinh dang sir dung.

* Pathname (tén tap tin c6 dudng dan) gdbm co:
[<Tén 6 dia>:\][<Tén thu muc>\] <Tén tip tin>

Vi du: Mubn truy xuét toi tép dir liéu vanthanh.txt & cay thu muc trén ta phai tién hanh chi
ra duong

dan nhu sau;

C:\>TPHCM\TANBINH\vanthanh.txt

O dia

Bao gom:

6 dia mém - goi 1a 6 dia A: Pia mém c6 dung luong 1, 44 MB.

6 dia cung - Thuong 12 6 C, D, E...: va n6 nam ¢ trong thung may, thuong c¢6 dung lugng
16n gap nhiéu lan so véi dia mém.

6 dia CD, DVD - dung dé doc cac dia quang. Pia quang thudng cé dung luong vai trim
MB.

6 dia USB - La 6 flash disk dia thuong cé dung lwong vai GB t6i vai chuc GB.

2.3 GIOI THIEU HE PIEU HANH MS-DOS
Dinh nghia:
MS-DOS 1a hé diéu hanh (HPH) cua tap doan khong 16
Microsoft. Phién ban dau tién cia MS-DOS duoc viét nim 1981.
MS-DOS 1a HPH don nhiém (tai mot thoi diém chi chay duoc mét trinh ing dung).
MS-DOS giao dién voi nguoi st dung thong qua dong 1€nh.
Khoi dong hé théng:
Dé khoi dong hé théng, Chung ta phai c6 mot dia mém goi 1a dia hé théng hoidc dia cling
duoc cai dit 6 dia C 1a dia hé thong. Pia hé thong chira cac chuong trinh hat nhan cta hé
diéu hanh DOS. it nhét trén dia phai c6 cac tap tin [0.SYS, MSDOS.SYS va
COMMAND.COM.
Chung ta c6 thé khoi dong MS-DOS bing cac cach sau:

TH1: Khoi dong tir 6 dia cing ta chi viéc bat cong tac dién cia may tinh.
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TH2: Khoi dong tur 6 dia mém: dat dia khai dong vao gia do cua 6 dia mém va bat
cong tic dién.

TH3: Khéi dong tr HDH Windows 98: Start/ Run/ Command/OK
TH4: Khéi dong tr HDH Windows 2000/ XP: Start/ Run/ CMD/ OK
Khoi dong lai hé thong:

Ta chon 1 trong céc céch sau:

Nhép nit Reset trén khoi hé thdng (khoi dong nong).

Dung t6 hop phim CTRL + ALT + DEL (khoi dong nong).

Khi 2 cach nay khong co tac dung, chiing ta phai tit cong tic khbi hé
thong va cho khoang 1 phit roi khoi dong lai (khoi dong ngudi)

Mt s6 1énh ndi tri va 1énh ngoai tru

1. Lénh ngi tra:

Lénh noi tra 14 loai Iénh luu thudng truc trong bd nhé trong ciia may tinh. N6 dugc nap
vao khi nap hé diéu hanh.

Chung ta thudng gip mot s6 1énh noi tri sau:

Lénh xem danh sach thu muc va tép tin: DIR

Lénh tao lap thu muc: MD

Lénh huy bd thu muc rong: RD

Lénh chuyén d6i thu muc: CD

Lénh thay d6i ddu nhic 1énh: PROMPT

Lénh tao lap tép tin: COPY CON

Lénh doi tén tap tin: REN

Lénh sao chép tap tin: COPY

Lénh hién thi ndi dung tép tin: TYPE

Lénh xo04 tap tin: DEL

Lénh x04 man hinh: CLS

Lénh sira d6i gio ctia hé thong: TIME

Lénh stra d6i ngay cua hé théng: DATE

Lénh hoéi nhan dia: VOL

Lénh xem phién ban cia DOS: VER

2. Lénh ngoai tri:

Lénh ngoai tra 14 1énh nam trong bd nhé ngoai. Mudn thuc hién cac 1énh ngoai tra thi

budc trén dia phai co cac tép nay. Néu khong cé thi phai COPY vao dé thuc hién.
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Chung ta thudng gip mot sb 1énh ngoai tri sau:
Lénh dat nhan dia: LABEL

Lénh hién thi cay thu muc: TREE

Lénh tao khuon cho dia (dinh dang dia): FORMAT
Lénh kiém tra dfa: CHKDSK

Lénh gan thudc tinh: ATTRIB

Lénh in: PRINT

Lénh khoi phuc tép da bi xod: UNDELETE

Cac 1énh ni tru

Lénh ndi tra 1a nhitng 1€nh thi hanh nhiing chirc nang cua HPH, thuong xuyén dugc su
dung,

duoc luu trir vao b nhd ciia may tinh tir khi khoi dong va thuong tri & trong d6 cho téi khi
tat

may.

Céch viét chung:

<Tén 1énh> [<Tham s&>] [<tiy chon>]

Mot s6 1énh vé hé thong

. Lénh xem va stra ngay: DATE

Current Date is Sat 02-04-2000

Enter new Date (mm-dd-yy)

Luc nay c6 hai tuy chon

Néu khong thay d6i ngay gio gd Enter

Néu stra ngay hién hanh & dong mot thi stra theo khuon mau (thang -ngay-nam).
Ban hay thay d6i ngay lai cho may tinh vi du 31/07/2004.

. Lénh xem va stra gio: TIME

Current time is 4: 32: 35.23a

Enter new time:

L0c nay c6 hai lya chon:

-Néu khong sira gid hién hanh ciia dong mot thi gd Enter

- Néu stra gio hién hanh thi sira theo khudn mau (gio: phit: gidy.% giay)
Ban hdy thay d6i gio lai cho may tinh thanh 05 gio 05 phut.

Lénh thay d6i ddu nhéc 1énh cia DOS: PROMPT
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Lénh thay ddi dau doi 1énh dé co thé hién thi mot sb thong tin hién hanh theo y riéng cua
nguoi su dung.

Prompt [Chudi kY tu]

$P: Thu muc hién hanh $D: Ngay hién hanh

$G: Dau > $T: Gio hién hanh

$: Xudng dong

Vi du: C>PROMPT $T $P$G

. Lénh xem phién ban DOS: VER

VER

Ban mudn xem hién tai minh dang giao tiép véi HDH MS-DOS 1a phién ban nao.

Vi du: C:\\VER

Windows 98 [Version 4.10.2222]

. Lénh x04 man hinh: CLS

CLS

Lénh x04 toan bo dit liéu trén man hinh dua con tré vé gbc trén cung bén tradi man hinh.
Chuyén d6i 6 dia

Gd tén 6 dia va diu hai chdm, sau d6 nhan ENTER.

Vidu: A: C:

Cic 1énh vé the muc

Lénh xem ndi dung thu muc.DIR

DIR [drive: ] [Path] [Tén thu muc] [/A][/S]{/P][W]}

Trong d6: /P: dé xem ting trang

/W: Trinh bay theo hang ngang

JA: xem céc tap tin c6 thudc tinh an va hé thong

/S: Xem ca thu muc con

Vi du:

DIR C:\WINDOWS /P /W

Lénh trén sé& hién thi cac teép, thu muc thudc thu muc WINDOWS nam trong thu muc géc o
dia C thanh 5 hang va dimng lai sau khi hién thi hét mot trang man hinh. Mudn xem tiép chi
viéc nhan mot phim bat ky.

Lénh chuyén vé thu muc géc va vao mot thu muc nao do.

Chuyén tir thu muc hién thoi vé thu myc gdc cta 6 dia hién hanh.

CD\
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Lénh chuyén vé cép thu muc cao hon mdt bac.

CD..

Chuyén vao mot thu muc

Lénh nay thay ddi thu myc hién hanh can lam viéc cua dia nao do

CD [drive: ]\[path] (tén thu muc can vao)

Vi du:

Ttr thu muc C:\ chuyén vao thu muc DAIHOC (Thu muc DAIHOC nam trén 6 dia C)
C:\CD DAIHOC

C:\DAIHOC>_

Tir thu myc DAIHOC, chuyén sang thu myuc BAITAP (Thu myc BAITAP nam trén 6 dia C)
C:\DAIHOC>CD BAITAP

C:\DAIHOC\BAITAP>_

Lénh xem y nghia cua cau 1énh (Tro giup)

C:\>[Tén 1énh] /?

Vi du: Xem y nghia cta cau 1énh CD

C:\CD /?

Lénh tao thu muc con (MD):

MD [drive: ]\[path]

[drive: ]\[path]: Chi ra duong dan dén noi can tao thu muc.

Vi du:

C:\MD HOC Tao Thu muc HOC Trén thu muc gbc ctia O dia C

C:\MD HOC\HOCDOS Tao thu muc HOCDOS 1la thu muc con cua thu muc HOC
C:\MD A:\DAIHOC Tao thu muc DATHOC trén 6 dia A

Lénh xo0a thu muc con (RD)

Lénh huy bo (x04) thu muyc:

RD [drive: ]\[path]

Chu y: thu muyc can xo4 khong phi 1 thu myc hién hanh va phi 1a thuy muc rdng (tic la
khong c6 mot tép hay mdt thu muc nao ndm trong no).

Vi du: C:\RD DATHOC Xo4 thu myc DAIHOC (La thu muc rdng) trén 6 dia C
Céc Iénh lam viéc véi tap tin
Lénh sao chép tap tin (COPY):

Lénh nay sao chép mdt hay mot nhom tép tir thu muc nay sang thu muc khac.
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Copy [drivel: |\[path1]\[Filename 1] [drive2: ]\[path2]\[Filename 2]

Copy [6 dia]\[duong dan]\[tén tép ngudn] 6 dia |\[duong dan dich]

Vi du 1: Chép tép BAOCAO.VNS tir thuy muc A:\BKED vao thu muc gbc cua 6 dia C: va
lay tén 1a BAOCAO.VNS.

C:\>COPY A:\BKED\BAOCAO.VNS

Vi du 2: Sao chép tép TUHOC.TXT tir thu muc gbc 6 dia C thanh tép HOCTHUOC.TXT &
thu muc HOC nam trong thu muc gb 6 dia A.

C:\COPY C:\TUHOC.TXT A:\HOC\HOCTHUOC.TXT
Lénh cdng tép:
Cong noi dung file:

Copy [0 dia][duong dan][tén tép 1]+[6 dia][duong din] [tén tép 2]+ ... [6 dia][dudng
dan][tén tép moi]

Trong ct phap trén Iénh s€ thyc hién nhu sau:

Lan luot cong ndi dung cuia cac tép: Tén tép 1, Tén tép 2, ... thanh mot tép duy nhat c6 tén 1a
Tén tép moi.

Chu y: Truéde tén tép moi khong c6 dau (+), con trude tén tép mudn cong phi ¢ dau cong.

Vi du: C\COPY CD1.TXT+CD2.TXT+CD3.TXT C:\MYDOCU~1\CD.TXT

Lénh tao tép tin (COPY CON):

Tao ra file dé luu trit ndi dung cia mot van dé nao do.

C:\COPY CON [drive: ]\[path]\[File name]

.... Nhap noi dung cua tép

F6 <End of File>

1 file(s) is copied

C\_

(Néu nhu tép dugc tao thi sau khi nhdn F6 s& c6 thong bao: 1 file(s) is copied trén man hinh,
néu nhu tép khong duogc tao vi mot Iy do nao dé thi dong thong bao sé 13 0 file (s) is copied)

Vi du: C:\>COPY CON BAITHO.TXT Tao tép BAITHO.TXT trén 6 dia C

Lénh xem nd1 dung tép tin (TYPE):

Lénh dung dé xem (hién thi) ndi dung mat t&p tin trén man hinh.

TYPE <Pudng dan>\<tép tin muén xem nodi dung>

Sau khi nhap dung dudng din va tip tin thi ndi dung s& duoc hién thi trén man hinh.

Néu nhu trong cu phap trén khong ding hodc sai tén tép tin, duong din thi s& c6 dong thong
bao 16i hién thi vi du nhu:

- Bad command or filename
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- Invalid drive Specification

- Path not found - ...

- Requirent parameter missing

Vi du: C:\>TYPE BAITHO.TXT Dung dé xem ndi dung tap tin BAITHO.TXT
Trén O Bia C.

Doi tén tép tin (REN):

Thay d6i tén file con ndi dung thi gitt nguyén.

REN [d: ]J[path][fileName]

Vi du: C\REN VANBAN\THUVIEN.DOC \VANBAN\HOPDONG.TXT

Péi tén file THUVIEN.DOC thanh file HOPDONG.TXT nim trong cing mdt thu muc.
Xo04a ndi dung tap tin (DEL):

DEL [0 dia][dudng din][tén tép can x04]

VD: C:\\DEL C:\VANBAN\HOPDONG.TXT

Xoa tén file HOPDONG.TXT trong thu myc VANBAN ¢ 6 dia C:

Lénh ngoai tru

La nhiing 1énh thi hanh chitc ning nao d6 cia HPH nhung it dugc sir dung va d& tén bo nhé
clia may nguoi ta luu trit n6 trén dia dudi dang cac tp tin c6 phan md rong la: COM hoic
EXE

[d: ] [path] <Tén 1énh> [<Tham s6>] [<Tuy chon>]
[d: ] [path]: 6 dia duong dan dén tén 1énh

<Tén 1énh>: 1a té€n chinh cua tén t&p tin chuong trinh
Lénh dinh dang dia (FORMAT)

Tao dang cho dia mém hay dia cing ...

[d: ] [path] Format [d1] [/tham s6]

[d: ][Path]: 6 dia duong din dén tén lénh

[d: ]: Tén 6 dia can dinh dang

Tham sé:

/s: Tao dia hé thong.

Ju: format ma sau d6 khong thé sir dung 1énh UNFORMAT dé lay lai dit liéu.
/q: dinh dang nhanh

Vi du: Pinh dang dia mém trong 6 dia A theo diing dung luong cua 6 dia va sao chép cac
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2.4 HE PIEU HANH WINDOWS

2.4.1 KHAI NIEM

Windows 12 phan mém hé diéu hanh cta hing Microsoft. Vi giao dién d6 hoa thong qua hé
thdng thuc don va cac hop hoi thoai da dang, hé diéu hanh Windows dé& sir dung va twong ddi
dé hoc. Cac hé théng may vi tinh hién nay thuong dung hé diéu hanh Windows (Viét Nam la
mot trudng hop). Dén nay, hing Microsoft dd phat trién cac hé diéu hanh Windows3x,
Windows9x, Windows 2000, Windows ME, Windows XP va Windows 2003.

Windows 14 hé diéu hanh da tac vy, nghia 13 c6 thé thuc hién dong thoi nhiéu cong viée. Vi
du, vira nghe nhac, vira st dung phan mém Excel dé tinh toan, hay phdn mém Winword dé
soan thdo van ban.

Ngoai ra hé diéu hanh Windows con c6 chitc nang Plug and Play (cim va chay) tu dong cai
dat cac thiét bi duoc gén thém vao hé théng, cling nhu céc tién ich dé ndi két mang va Internet.

2.4.2 CAC THANH PHAN CO BAN CUA WINDOWS
2.4.2.1 MAN HINH NEN WINDOWS:

Man hinh giao dién cia Windows goi & man hinh nén. Trén man hinh nén thuong c6 cac
biéu tuong va thanh tac vu.

2.4.2.1.1 CAC BIEU TUQNG

Cac biéu tuong hodc 1a cac dai di€én cta thu muc, tap tin hay mot ddi tuong khac cua
Windows hoic 14 cac ndi két dén 1 thu muc hay 1 tap tin xac dinh (thuong 13 ndi két dén 1
chuong trinh tmg dung). S6 luong cac biéu twong tiy theo cac chuong trinh dugc cai dit, ta co
thé thém hodc xda bét cac biéu tugng nay.

Trong moi trudng Windows, cac hoat dong thuong dugc thuc hién thong qua cac biéu
tuong, cling c6 thé thuc hién v&i hé théng thuc don va cac to hop phim.

Thao tac tao Shortcut trén desktop:
Budc Thuc hién
1. Click chudt phai 1én man hinh, mt menu hién lén.

2. Chon trén menu: New -> Shortcut, mot Shortcut mdi hién thi trén desktop, va mot
hop thoai tao Shortcut hién thi

3. Chon nut browse, hop thoai hién thi hé théng file va folder gitp nguoi s dung dé
dang tim kiém vi tri tap tin mudn tao Shortcut

4. Chon mot tap tin (thuong 13 chuong trinh Gmg dung) véi vi tri ciia n6 trong hé théng
thu muc mudn tao shortcut. Sau d6 click nat next. Hop thoai dat tén cho Shortcut
xuat hién

5. Dat tén cho Shortcut, va chon nut finish.

2.4.2.1.2 THAO TAC SAP XEP CAC BIEU TUQNG TREN DESKTOP:

— Click chudt phai 1én man hinh, mgt menu hién thi 1én
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— Chon Arrange Icon
2.4.2.1.3 THANH TAC VU

Duéi day man hinh 1a thanh tac vy, vi tri nay co thé thay doi. Phia trai Taskbar la nat Start,
nhip vao nat Start nay, hay bim t6 hop phim Ctrl-Esc, s& xuat hién thuc don chinh dé khéi
dong hau hét cac cong viée trong Windows (dé chay cac tng dung, kiém tra cac tham sb cua
hé théng, ciing nhu dé tat may ...)

Phan ké bén nut Start 1a cac biéu twong nham khéi dong nhanh mot s6 chuong trinh thudng
xtr dung (c6 thé c6 hodc khong tuy theo phién ban ciia Windows va cach cai dat).
Ké tiép 1a cac ung dung dang duoc mé ra trong mdi truong Windows. Dé lam viée véi mot
trong cac ung dung da dugc md nay, ching ta click vao 6 c6 tén cua img dung do6 trén thanh
Taskbar, hay click 1én cira s6 cta nd, hay st dung to6 hop phim Alt-Tab 1am xuét hién mot
khung chira biéu tuwong ciia cac chuong trinh dang hoat dong dé chung ta c6 thé chon 1 biéu
tuong cua chuong trinh tuong ung.
Phia phai Taskbar 13 biéu twong cua cic Gmg dung thuong tru (thuong dugc khai dong tir
khi mé may).
Thao tac thiét 1ap lai thudce tinh cho taskbar:
1. Right-click trén thanh taskbar. Mot menu hién ra.
2. Chon Properties

Hop thoai thudc tinh cua Taskbar hién thi.

Dung chudt dé thanh d6i cac thudc tinh ctia taskbar.

2.4.2.2 CUA SO UNG DUNG

Khi khoi dong mot tng dung, thudng xuat hién mot cira s6 twong ung cua tng dung do.
Phia trén cliing ctra so 13 thanh tiéu d¢, ghi tén cua ung dung va tén tap tin dang dugc md ra.
Phia phai thanh tiéu dé c6 ba nut dé diéu khién cira s6: nat Minimize dé cyc tiéu hoa cira s6
tmg dung dwa vé thanh mot biéu tuong trén thanh Taskbar, nat Maximize dé phong to ctra sb
ra toan man hinh (khi nat c6 mot hinh chir nhat) hoic thu nhé cira s6 vé kich thude trude khi
phong to (khi trén nit c6 hai hinh chit nhat) va nat Close dé déng cira s6 ung dung. Céc thao
tac trén c6 thé thuc hién théng qua mot hop didu khién ¢ dau goc

trai thanh ti€u dé€ bang cach click vao bi€u tuong cua né.

D¢ hiéu chinh kich thudc cta ctira s6, di mouse dén cac canh hay céc goc cua ctra s6 cho dén
khi xuat hién miii tén hai chiéu, ré mouse dén vi tri mong muon.

Trong mdt s6 cura s6 ¢6 thuc don ngang gom danh sach cac muc

(Iénh), m61 muc tng vé1 mot thuc don doc va nam ngay sat dudi thanh tiéu dé. Bé maé thuc
don doc ctia mot muc, nhap chudt vao tén muc hodc gd Alt+ki tu dai dién (duoc gach dudi)
cua tén muyc nay.



CHUONG 2: HE PIEU HANH VA CAC PHAN MEM HO TRO > TRANG 51
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Hinh 2.2 Cira s6 wng dung

Néu ctra s6 khong du rong dé hién tit ca cc thong tin, thanh cudn s& xuat hién & canh bén
phai va canh day cta ctra s6, ta c6 thé kéo nit cudn hodc nhip cic niit mili tén trén thanh cudn
dé hién thong tin can xem. Dé di chuyén ctra sO, ré chudt tai thanh tiéu dé cua cura s6 dé di
chuyén.

2.4.2.3 HOP THOAI (DIALOG BOX):

Hop thoai trong Windows gitp cho nguoi dung c6 thé thuc hién cac lua chon va ra quyét
dinh hanh dong. Dong trén cung cua hop thoai 1a thanh ti€u dé ghi tén hdp thoai. Trén hop
thoai thuong co cac thanh phan thudng gip sau:

* Nut dong hop thoai: nam & cudi goc phai thanh tiéu dé.
2.4.2.4 THOAT KHOI WINDOWS VA TAT MAY

Vi hé diéu hanh Windows, mot khi mubn tit may chung ta tuyét déi khong nén tat may
bang cach ngat dong dién, ma nén thyc hién theo qua trinh sau.

Budc Thuc hién

Click nut Start trén thanh tac vu, xuat hién 1 thue don doc
— Néu muén tit may, chon shut down
—  Néu mudn tit may va khoi dong lai, chon Restart

— Néu mubén may & ché d6 tam nghi (6 trang thai ndy gan nhu may nging hoat dong
dia ctrng, man hinh, khi gé lai phim bat ky may sé tré lai binh thudng), chon Sleep.
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| L_l

Calculator

Devices and Printers

Sticky Notes

% Snipping Tool

A,‘ XPS Viewer

Default Programs

Switch user

Log off
Lock

»  AllPrograms Restart

Sleep

Search  programs and files ,O

Hibernate

Hinh 2.3 Man hinh Windows
2.4.2.5 KHOI PONG MOT CHUONG TRIiNH UNG DUNG.

Nhip diip biéu twong ndi két véi irng dung trén desktop.
— Vao Start\Programs, chon tén trng dung.
— Vao Start\Run, chon tén chuong trinh (g dung.
— Nhip dup tén Gmg dung trong ctra sd Explorer.
* Kich hoat irng dung da dwgec khéi dong:
— Click tén tmg dyng trén thanh tac vu.
—  Click véo cira s6 cta Gng dung.
— Bam-giit phim Alt, bAm phim Tab dé chon.
2.4.2.6 TRINH UNG DUNG WINDOWS EXPLORER
Khéi dgng Windows Explorer

Ngoai 3 cach khai dong nhu da néu trén, ching ta co thé khoi dong Windows Explorer bang
cach:

Right click trén nut Start hay trén biéu twong My Document rdi chon Explore.
Nhan t6 hop phim “Window”+ E
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Hinh 2.4 Giao dién Windows Explorer

Chia lam 2 vung:

— Vung bén trai (All Folders): cho thiy ciu trac cua 6 dia, thu muc trén toan bo hé
théng mdy tinh.

— Vung bén phai (Contents of ...): thé hién chi tiét bén trong cta folder duoc chon bén
trai.
Thé hién cira s6 Windows Explorer nhiéu cich nhin
— Thumbnails: Hién thi hinh anh hodc ndi dung file thu nho.
— Tiles: Hién thi hinh thirc biéu twong, kich thudce 16n.
— Icon: Hién thi hinh thirc biéu tuwong, kich thudc nho.
— List: Hién thi kiéu li¢t ké danh sach.

— Details: Hién thi tén file / folder, dung luong file, kiéu file, ngay thang tao hay stra
d6i sau cuing.

Cac 1énh dung trén folder va file

Chon folder hodc file

— Click vao biéu tugng cia folder hodc file dé chon dugc 1 folder hoic file, co thé
ding miii tén cta ban phim di chuyén dén, hoic gd ky tu dau cia tén folder.

— Chon nhiéu folder hoic nhiéu file.
— Chon rdi rac: két hop voi Ctrl va click mouse dé chon.
— Chon lién tyc 1 day: két hop véi shift bAm & dau va cudi day.

— Chon tit ca: vao Edit menu - chon Select all hodc Ctrl-A
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Bé chon: bdm mouse vao khoang tréng trén man hinh.
Tao mot folder moi

Céch 1: tir menu File chon - New chon Folder. Néu muén tao folder con truéc bAm doi vao
folder d3 c6 dé vao trong sau do tién hanh chon File menu va tién hanh nhu trén.

Cach 2: nhip phai mouse trén ving mudn tao folder con chon New Folder va tao folder
moi.

Dai tén (folder - file - shortcut)

- Céch 1: Chon vao folder nhip phai mouse chon Rename, sau d6 nhap vao

tén méi, bAm enter.

- Céch 2: Chon vao folder, vao menu File chon Rename, sau d6 nhip vao tén mdi, bAm
enter.

- Cach 3: chon vao folder bAm nut F2 danh vao tén méi va Enter.
Di chuyén (folder - file - shortcut)
- Céch 1: Chon 1 hodc nhiéu ddi trgng - bAm va ré mouse dén noi can di chuyén dén tha ra.

- Cach 2: Chon 1 hodc nhiéu ddi twong - Nhin Ctr - X (cut) - hodc bim vao biéu tuong cit
va dén noi can di chuyén chon Paste hoac Ctrl-V.

- Céch 3: Chon 1 hodc nhiéu d6i tuong - co thé nhép phai mouse chon Cut va roi Paste vao
thu muc mudn chuyén dén.

Copy (folder - file - shortcut)

- Cé4ch 1: Chon 1 hodc nhiéu dbi tugng - bdm va ré mouse két hop vdi nut Ctrl dén noi can
di chuyén dén tha ra. (Khong giit Ctrl trong cting mot 6 dia thuc hién di chuyén, khac 6 dia thi
copy).

- Céch 2: Chon 1 hodc nhiéu d6i tugng - Nhan Ctrl - C (copy) - hodc bam

vao biéu tuong cit va dén noi can di chuyén chon Paste hodc Ctrl-V

- Céch 3: Chon 1 hodc nhiéu dbi tugng - c6 thé dung mouse phai chon Copy va rdi Paste
vao thu muc mudn copy vao.

Xoa (folder - file - shortcut)

- Chon céc d6i tugng can x6a

- Céch 1: bam nut Delete trén ban phim may s& xuét hién hop thoai:

chon Yes dé xo4, No dé bo 1énh.

Thuec ra 1énh x6a nay chuyén ddi tuong vao Recycle Bin (sot rac) va cé thé 13y lai duoc.
- Céch 2: Nhip phai mouse chon Delete

- Cach 3: chon trén cong cu

- Cach 4: Kéo tha vao Recycle Bin.
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Phuc hoi dbi twong bi x6a con nam trong sot rac: bAm d6i vao biéu tugng sot rac (Recycle
bin) chon ddi twong - chon Restore. Néu chon Empty Recycle Bin s& x6a sach khong thé khoi
phuc lai dugc.

C6 thé m& menu Edit va chon Undo Delete.

Séap xép

Nhép phai mouse trén ving cac biéu

tugng chon Arrange c6 5 cach sip xép nhu

sau.

- by name: Tén sip xép theo thir tu

- by type: Sip phan mé rong theo ABC

- by modify: Sip theo ngay hiéu chinh.

- Auto Arrange sap xép tu dong.

Céc lénh cua dia mém

Dinh dang dia mém

Khi dinh dang dit li¢u trén dia x6a sach khong thé khoi phuc duogc.

Trén man hinh Windows Explorer bAm nut phai trén biéu twong 6 dia A: chon Format
- Capacity: Dung lugng dia (thuong 1a 1.44 MB)

- Format type: chon kiéu dinh dang dia

+ Quick: Pinh dang nhanh

+ Full: thyc hi¢n kiém tra lai c6 thé khoi

phuc lai duoc

+ Copy system files only: chi chép ving hé thong khoi dong cho dia mém.
- Label: dat tén cho dia

- Display summary when finished: cho hién ra bang tong két vé tinh trang
dia sau khi dinh dang.

- Copy system files: format xong chép cac tap tin hé thong 1én dia. Cac dia nay c6 thé dung
dé khoi dong may tinh.

2.5 KET LUAN
Sau khi hoan tit chuong nay sinh vién s& hiéu dugc mot sé khai niém sau:
— Khai niém vé hé diéu hanh.
— Khai niém vé tap tin, thu muyc.
— Khai niém vé hé diéu hanh DOS va cac tip 1énh cua né.

— Khai niém vé hé diéu hanh Windows va céc thanh phan co ban cia Windows.
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2.6 BAI TAP
1.Hay cho biét Hé Diéu hanh 1a gi?
2. Hay cho biét cac chire niang chinh ctia hé diéu hanh?
3. Hay cho biét cac thanh phan chinh cta hé diéu hanh?
4.Hay phén loai hé diéu hanh?
5. Hay cho biét khai niém vé tap tin, thu muc?
6. Hay cho biét khai niém thu myc gdc, thu muc hién hanh, dudng dén,  dia?
7. Hé diéu hanh DOS 1a gi?
8. Hay cho biét su khac biét gitra 1énh noi tra va 1énh noi tra trong hé diéu hanh DOS?
9. Hé diéu hanh Windows 1a gi?
10. Hay cho biét cac biéu twong trong hé diéu hanh Windows?
11. Windows Explorer 1a gi?
12. Hop hoi thoai 1a gi?
13. Recycle bin la gi?
14. So sanh hé diéu hanh Windows va hé diéu hanh DOS?
15. Bai tap thyc hanh
Bai 1:

1.Tao cay thu muc

Khéi dong MS-DOS

Dung lénh cd dé chuyén vé thu muc c:\ (6 dia C)

e Select C:AWINDOWS\system32\cmd.exe X

icrosoft Windows HP [Uersion 5.1.26801 -
(G» Copyright 1785-2881 Microsoft Corp.

wDocuments and Settings“QKhanh-KThanh>cd c:i~
e

DUNG LENH MD d tao thy muc QLHVIEN

Cac ban thuc hanh nhu minh nhé
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cv Select C:AWINDOWS\system32icmd.exe

C:MD QLHUTEN
C:w2CD QLHUTEN
C:SQLHUIEN>MD TIMHOCGC
C:<QLHUIEN>MD KETOAMW
CrSQLHUTEN>CD TIMHOCGC

C:w2CD QLHUTEN
C:SQLHUIEN>CD KETOAMW

CiSQLHUIEN>CD. .

al

Microzoft Windows AP [Verszion 5.1.26801
CC» Copyright 1985-2001 Microsoft Corp.

C:“Documentsz and Settings“QKhanh—-KThanhX*cd c:=*

C2SQLHUT EN~TINHOC>MD CANBAM
G SQLHUT ENSTINHOC>MD UANPHONG
G2 SQLHUT ENST I NHOC>CD,

C:SQLHUI EN~KETOAM>MD KTOANTIMN
C:SQLHUI EN~KETOAM>MD KT OANDM
C:SQLHUI EN~KETOAM>MD KTOANTC
C:<QLHUI EN~KETOAM>CD. .

»
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Dung 1énh DIR: liét ké thu muc trong C:\ dé kiém tra da tao dugc thu muc QLHVIEN?

- Select C:AWINDOWSAsystem 32\cmd. exe

Microsoft Windows XP [Uersion 5.1.260001
(GC» Gopyright 1985-2801 Microsoft Corp.

C:“Documents and Settings“QKhanh—-KThanh>cd c:=%

C:~>DIR

Uolume in drive G iz Win HP

Uolume Serial Number is
Directory of G

B7:-37
a7:83
Aa7:=37
a7:53
B6 =47

A?:55

ag-48 AM
3 File<{s>
5 Diwvcsd

AB24-BADG

8 AUTOEXEC.BAT

8 bkaufsuxh_mar

B CONFIG.SYS
Documents and Settings
Program Files

QLHUIEN

<DIR> Uietkey
<DIR> WINDOWS

B hytes
6,718,858, 816 bytes free

Dung 1énh TREE
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e Select C:AWINDOWS\system32\cmd. exe x

G SQLHUT ENCD~ —J

C:~>TREE QLHUIEN ~F
Folder PATH listing |
Uolume serdial numbher iz ABZ24-BADG
C=~QLHUIEHN
KETOAN
——HKTOANDH
——HKTOANTC
——HKTOANTIN
——TINHOC
ANBAM
ANFHOMNG

-
1| | ’

Ban d tao thanh cong, ban c6 thé vao 6 C:\ trén Windows kiém tra ciing duoc.

@% QLHVIEN

File Edit ‘Wew Favorites Tools Help

@ Back - L) lﬁ /-__\J Search

Address |[E'| CHQLHYIEN

Folders x

l[“ Folders

'

T

[ —

(@ Desktop =2 J KETOAN -’J TINHOC
— | |

@ Iy Documents

= 5 My Computer
= e Win 5P (C)
[C5) Documents and Settings

(23) KTOANDN
) KTOANTC
(£ KTOANTIN
= 15 TINHOC
[T CANBAN
[C3) YANPHOMNG
) Vietkey
(23 WINDOWsS
= S DATA-QK (D)
= [C5) Data # Software- Information Tech
= T3 CNTT e-prit-khanhng209cn106 Lop CNZ

Dung 1énh copy con tao 2 tap tin: danhsachl.txt va danhsach2.txt voi ndi dung tu chon nhu
sau trong thu muc C:\QLHVIEN\TINHOC

+ Tao tap tin danhsachl.txt voi noi dung sau:
Sau day la danh sach lop CN209A1
Nhén F6 (hoic Ctrl+Z) nhan enter dé luu tap tin vao d Ta.

Tuong tu t ao tap tin danhsach?2.txt
Xem hinh:
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o Select C:AWINDOWSA\system32cmd. exe

C:~QLHUIEN>CD TINHOC

Co~QLHUI EN-TINHOC>COPY COM danhzachl . txt
Sau day la danh sach lop CH2ZA?7A1
"~

1 filet<=s> copied.

C:~QLHUI EN-TINHOC»copy con danhzach2 . txt
o a day la danh sach lop CH2B?A2
"~

1 file<=> copied.
C:~QLHUI EN“TINHOG>

Nbi danhsach1.txt va danhsach2.txt thanh danhsach.txt
Ta dung Iénh COPY

CAWINDOWS\system 3 2\cmd. exe

C:“QLHUIEN~TINHOC»copy danhsachl.txt + danhzach2.txt danhzach.txt
danhsachl . txt
danhsach2 . txt

1 file<s>» copied.

Dung Iénh tree dé xem két qua:

cn Select C:YWINDOWS\system32\cmd. exe

L—UANPHONG

C:w2>tree QLHUIEN ~F
Folder PATH listing for volume Win HFP
Uoplume serial number iz ABZ24-BADG
C:-~QLHUIEN

—HKETOAN
—HKTOANDH
——HKTOANTC
——HKTOANTIN
——TINHOC
danhsach.txt
danhsachl _txt
danhsach2 _txt

——CANBAN
—UANFPHONG

di chuyén tat ca cac tap tin vira tao sang
C:\QLHVIEN\TINHOC\CANBAN
Ta dung 1énh MOVE

e+ Select C:AWINDOWS\system32\icmd.exe

L—UANPHONG
5 MOUE QLHUTENSTINHOC.=_THT C:\QLHUIENATIMHOC-CANBAMN

C:wQLHUTENSTIMHOGC ~danhsach.txt
C:SQLHUTENSTIHHOCsdanhsachl - txt
C:QLHUIENSTINHOCs~danhsachZ . txt

TRANG 59
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e Select C:AWINDOWS\system32\cmd. exe

C:=~>TREE QLHUIEN ~F
Folder PATH listing for volume Win XEP
Uolume serdial numbher is ABZ24-BADG
C:~QLHUIEN

KETOAN

——HKTOANDH
——HKTOANTC
——HKTOANTIN
——TINHHOC

——CANBAN
danhzach.txt
danhzachl .txt
danhszach2 . txt

——UANPHOMNG

Ta dung 1énh REN:

e Select C:AWINDOWSAsystem32\cmd. exe

G2~ QLHUI EN~TINHOC-~CANBAM >
:SQLHUTENSTINHOCSCANBANXREN danhsach.txt ds.txt

C:~QLHUI EN~TINHOC~CANBAN>tree ~f

Folder PATH listing for volume Win RP
Uolume serdial numbher iz HUAACAAZ ABZ24:BADG
.

danhzachl .txt

danhsach2 . txt
ds.txt

Mo zubfoldersz exist

G2~ QLHUI EN~T INHOC-~CANBAN >

Tuong tu d6i ds.txt thanh ds.doc

Select C:\WINDOWSAsystem32%cmd. exe
SQLHUT ENSTINHOC-CANBAN>ren ds.txt ds.doc
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CAWINDOWS\system 3 2\cmd.exe

C:v>tree QLHUIEN AF
Folder PATH listing for volume Win HP
Volume serial number iz ABZ24-BADG
C:~QLHUTEN

KETOAN

KT OANDH
KTOANT C
KTOANTIHN

TIMHOGC
ANBAN
danhsachl . txt
danhzach2 . txt
ds .doc

ANPHONG

Dung Lénh CLS
e+ Select C:AWINDOWS\system32icmd.exe

=~ >MD HA

G >C0PY C:osQLHUIENSTINHOCSCANMBAMS3_THT

C:~QLHUT EN“TINHOGC~CANBAN~danhsachl . txt

C=~QLHUI EN“TINHOCSCANBAN~danhsach2 . txt
2 file<s?» copied.

e C:AWINDOWS\system32\cmd. exe

C:~>TREE G:~Ha ~F
Folder PATH listing for volume Win HP
Uolume serial number iz ABZ24-BUD6
C:~HA

danhsachl . txt

danhsach2 . txt

Mo subfolders exist

Gz
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Lénh Date
Chtc ning: Xem va thay d6i ngay hé thong.

CU phép: Xem ngay hién tai (The current date is: ../../....) = nhap ngay méi (Enter the new

date: ../../....) = nhan Enter dé cap nhat.
Lénh Time
Chuc ning: Xem va thay doi gio hé thong.

CU phép: Xem gio hién tai = nhdp gid méi = nhan Enter dé cap nhat.
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e CAWINDOWSAsystem32vemd.exe - TIME

A

C:=~>DATE

The current date is: Fri 09112087
Enter the new date: {mm—dd-yy>

C:~>TIME
The current time diz:- 23:13:-44_.87
Enter the new time:

e CAWINDOWSAsystem 3 2vcmd. exe

G
C==>CD HA

C:sHAXtree c=~HA ~F
Folder PATH listing for volume Win XEP
Uolume serdial numbher is ABZ24-BADG

e CAWINDOWSAsystem 3 2vcmd. exe

C:~QLHUI EN~TINHOC~CANBAN>TYPE ds.doc
Sau davy la danh sach lop CHZA2A1
va day la danh sach lop CHZB?A2

G2 SQLHUT ENSTINHOCSCANBANZ _

Dung I¢énh DELTREE
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CAWINDOWS\system 3 2\cmd.exe

G~ >C0PY CosQLHUIENSTINHOCSCANBAMS*=_THT C:-HA
C:~QLHUT EN“TINHOGC~CANBAN~danhsachl . txt
C=~QLHUI EN“TINHOCSCANBAN~danhsach2 . txt

2 file<s?» copied.

C:~>TREE GC:~HA ~F
Folder PATH listing for volume Win XHP
Uolume serial number iz ABZ4-BADG
C:=~HA

danhzachl . txt

danhsach2 . txt

Mo subfolders exist

Dung 1énh DELTREE
C:\DELTREE QLHVIEN /Y
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CHUONG 3: MOT SO CHUONG TRINH PHAN
MEM UNG DUNG VAN PHONG

Microsoft office 1a by phan mém ndi ti€ng va tién ich cho céc cong vi¢c van phong, b phan
mém nay gom nhi€u phan mém tién ich, tuy nhién trong chuong nay ta chi tap trung cac phan
mém sau:

Winword: phan mém hé trg cho viée soan thao vin ban.

Excel: phdn mém ho tro ban tinh.

Powerpoint: phaan mém ho trg viéc trinh chiéu trong cac hoi thao.

— Access: phan mém ho trg to chire va phat trién ing dung dang co so dit liéu

3.1 CHUONG TRINH SOAN THAO VAN BAN MICROSOFT WORD
3.1.1 CACH KHOI PONG

Co réat nhiéu cach co thé khai dong duoc phén mém Word. Tuy vao muc dich lam vi¢c, s&
thich hodc su tién dyng ma ta co thé chon mét trong cac cach sau day dé khoi dong:

Céch 1: Chon 1énh Start cua Windows: Start | Programs | Microsoft Word

Cach 2: Nhay kép chudt 1&n bidu twong ciia phin mém Word /B Microsaft Word | néu nhw nhin
thay n6 bat ky & chd ndo: trén thanh tac vu (task bar), trén man hinh nén caa Windows, v.v..

Céch 3: Néu mudn m¢d nhanh mot tép vin ban vira soan thao gan ddy nhat trén may tinh
dang 1am viéc, c6 thé chon Start | Documents, chon tén tép van ban (Word) can mé. Khi d6
Word s€ khoi dong va mo ngay tép van ban vura chi dinh.

Moi truong lam viéce.

Sau khi khé1 dong xong, man hinh lam viéc cia Word thuong c6 dang nhu sau:

=l

\Eile Edit View Insert Format Tools Table Windcw Help ‘

JNnrmal ~ .¥nTime 712 & ‘ B I U HEE

[0}

DEEa8RY [ =ad|o- -

e B0

% (IR SN 2 creee3

ém3|¢|
JD[ankG,‘AgtoShapesv\\Do4@‘@v£vév§@3.ﬁ.‘
| Page 1 sez 1 11 [At06" In1 Col il [REC [fRK B2 67 2

3.1 Giao dién Word

Thudng thi méi trudng lam viée trén Word gém 4 thanh phan chinh:
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- Ctra sb soan thao tai liéu: La noi dé ché ban tai liéu. Ban c6 thé g0 van ban, dinh dang,
chén cac hinh anh 1én day. Noi dung trén cira s6 nay sé duoc in ra may in khi sir dung 1énh in.

- Hé théng bang chon (menu): chira cac 1énh dé go1 td1 cac chirc nang cua Word trong khi
lam vi¢c. Ban phai dung chuot dé mé cac muc chon nay, doi khi cling co thé sir dung to hop
phim tat dé goi nhanh té1 cac muc chon.

- Hé théng thanh cong cu: bao gdm rét nhiéu thanh cong cu, mdi thanh cdng cu bao gdm céc
nat 1énh dé phuc vu mot nhém cong viéc nao do. Vi du: khi soan thao van ban, ban phai su
dung dén thanh cong cu chuan Standard va thanh cong cu dinh dang Formating; hoac khi vé
hinh cén dén thanh cong cu Drawing dé lam viéc.

- Thudc ké: gom 2 thudc (ruler) bao vién trang van ban. Sir dung thude nay ban c6 thé diéu
chinh duoc 1& trang van ban, cling nhu thiét lap céc diém dich (tab) mdt cach don gian va truc
quan.

- Thanh trang thai: gitip ban biét dugc mot vai trang thai can thiét khi lam viéc. Vi du: ban
dang 1am viéc ¢ trang may, dong bao nhiéu, .v.v..

3.1.2 TAO MOQT TAI LIEU MO

— Mo muc chon File | New..;

— Nhén nat New QI trén thanh cong cu Standard,;
— Nhan t6 hop phim tit Ctrl + N.
3.1.3 GHI TAI LIEU LEN PiA

— Mo muc chon File | Save..;

— Nhén nat Save EI trén thanh cong cu Standard,;
— Nhan t6 hop phim tit Ctrl + S.
3.1.4 MO TAI LIEU PANG TON TAI TREN PiA
— Mo muc chon File | Open,;
— Nhén nuat Open m trén thanh cong cu Standard,
— Nhan t6 hop phim tat Ctrl+O.
3.1.5 THOAT KHOI MOI TRUONG LAM VIEC
— Mo muc chon File | Exit

— Nhin t6 hop phim tat Alt + F4.
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3.1.6 SUDUNG BQ GO TIENG VIET

Ban dau, may tinh chua c6 bang mi tiéng Viét ma chi c6 duy nhit bang ma chuan ASCCI.

Bang ma nay bao gdm 128 k¥ tu La tinh (cac phim chit, cac phim sé va mot s cac ky hiéu dic

biét).

Dé c6 thé dua duogc tiéng Viét str dung trén mdy tinh, cac nha 1ap trinh phai xdy dung phan
mém gd tiéng Viét va cac bod phong chir tiéng Viét di kém.

UniKey dugc Uy ban Qudc gia vé chuan tiéng Viét Unicode cua B6 Khoa hoc va Cong
nghé khuyén cdo st dung trong cac co quan nha nudc Viét Nam.

UniKey ciing 14 1 trong 5 phan mém ty do ma ngudn mé dugc yéu cau sir dung chinh thirc

trong cac co sé gido duc theo quy dinh ctia B Gido duc va Pao tao.

UniKey c6 thé cai dat trén hé diéu hanh Windows va hé diéu hanh Linux.

Tinh niang cia by g6 UniKey

HO tro nhiéu bang mi tiéng Viét: Unicode dung san, Unicode t6 hop, TCVN3
(ABC), VNI Windows, BK HCM1, BK HCM2, Vietware-X, Vietware-F, VPS,
VISCIL...

HO tro mot sb phuwong phap md hoa Unicode: X UTF-8, UTF-8 Literal, NCR
Decimal, NCR Hexadecimal, NCR Hex, Unicode C String.

HO trg chuén tiéng Viét ciia hing Microsoft (Vietnamese locale CP 1258).

HO tro 5 phuong phap gd thong dung nhat: TELEX, VNI, VIQR, kiéu Microsoft va
kiéu tu dinh nghia.
Chuyén dbi giita 15 bang ma tiéng Viét tir clip-board (bd nhd may tinh), file van ban

.TXT hodc .RTF.

Chay trén tat ca cac phién ban Windows: Windows 9x/ME, Windows NT/2000/XP
va Windows Vista, Windows 7 hay Windows 8.

UniKey chi c6 kich thudce nho (chua téi 400KB), va khong yéu cau thém bét clr thu
vién nao khac.

3.1.7 QUI TAC GO TIENG VIET NHU SAU:
qui tic gb theo kiéu TELEX

Go Puwoc chir Go Puoc diu
aa a f huyén
aw a S sic
00 0 r hoi
ow o X nga
w u J nang

qui tic gb theo kiéu VNI
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G6 | Puoe chir Gd Puoc diu
1 Sac 6 0, A

2 huyén 7 U, O

3 hoi 8 A

4 nga 9 b

5 nang

Mot s6 quy tic soan thdo vin ban co ban

Khai niém Kky tu, tir, ciu, dong, doan

Khi lam viéc véi van ban, ddi twong chu yéu ta thudong xuyén phai tiép xuc 1a
cac ky tu (Character). Cac ky tu phan 16n dugc gd vao truc tiép tir ban phim.
Nhiéu ky tu khac ky tur trang (Space) ghép lai voi nhau thanh mot tir (Word).
Tap hop cac tir két thic bang dau ngat cau, vi du dau cham (.) goi la cau
(Sentence). Nhiéu ciu c6 lién quan véi nhau hoan chinh vé ngit nghia nao d6
tao thanh mot doan van ban (Paragraph).

Trong cac phﬁn mém soan thao, doan vin ban dugc két thic béng cach nhin
phim Enter. Nhu vay phim Enter dung khi can tao ra mot doan van ban moi.
Doan la thanh phén rat quan trong cua van ban. Nhiéu dinh dang s€ duoc ap dat
cho doan nhu can 18, kiéu dang,... Néu trong mdt doan van ban, ta can ngét
xudng dong, lac d6 dung to hop Shift+Enter. Thong thuong, gidn cach giita cac
doan van ban s€ 16n hon gitra cac dong trong mgt doan.

Doan vin ban hién thi trén man hinh s& dugc chia thanh nhiéu dong tuy thudc
vao kich thudc trang gidy in, kich thudc chit... C6 thé tam dinh nghia dong la
mot tdp hop cac ky ty nam trén cing mot dudng co s (Baseline) tir bén trai
sang bén phai man hinh soan thao.

Nhu vy cac dinh nghia va khai niém co ban ban dau cta soan thao va trinh bay
van ban la Ky tu, T, Cau, Dong, Doan.

Nguyén tic tw xudng dong ciia tir

Trong qua trinh soan thao van ban, khi go dén cudi dong, phan mem s¢ thuc
hién dong tac tu Xuong dong. Nguyén tic cua viée ty dong Xuong dong la
khong dugc 1am ngit d6i mot tir. Do vay néu khong du chd dé hién thi ca tir
trén hang, may tinh s& ngat ca tir d6 xudng hang tiép theo. Vi tri ctia tir bi ngat
dong do vay phu thudc vao rat nhiéu yéu t6 khac nhau nhu d6 rong trang gidy
in, d6 rong ctra s6 man hinh, kich thude chir. Do do, néu khong co ly do de ngit
dong, ta ctr tiép tuc gd du con trd dd nam cudi dong. Viée quyét dinh ngit dong
tai dau s€ do may tinh lya chon.

Céch ngit dong ty dong ctia phin mém hoan toan khac voi viée ta st dung cac
phim tao ra cac ngat dong "nhan tao" nhu cac phim Enter, Shift+Enter hoac
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Ctrl+Enter. Néu ta sir dung cac phim nay, may tinh s& ludn ngit dong tai vi tri
do.

Nguyén tac ty xudng dong cia tr 1a mot trong nhitng nguyén tic quan trong
nhit cta soan thao vin ban trén mdy tinh. bay la dac thu chi co d6i vOi cong
vi€c soan thao trén may tinh va khong cé d01 v6i viéc gb may chit hay viét tay.
Chinh vi diéu ndy ma dd nay sinh mét s qui tic méi dic thu cho cong viée
soan thao trén may tinh.

e Mot s6 quy tic gé vin ban co ban

Bay gid toi s& cling cac ban 1an lugt xem xét k¥ cac "qui tic" ciia soan thao van
ban trén may tinh. Xin nhic lai mot 1an nita rang cic nguyén tic nay sé duoc ap
dung cho moi phén mém soan thao va trén moi hé diéu hanh may tinh khac
nhau. Céc qui tac nay rat dé hiéu va dé nhé.

1. Khi g6 vin bdan khéng ding phim Enter dé diéu khién xuéng dong.

That vay trong soan thao van ban trén may tinh hay dé cho phan mém ty
dong thyuc hién viéc xuéng dong. Phim Enter chi dung dé két thiic mot doan
van ban hoan chinh. Cha ¥ rang diéu ndy hoan toan nguoc lai so véi thoi
quen cua may chit. V61 may chit chung ta luén phai chu dong trong viéc
xudng dong cia vin ban.

2. Gira cac tir chi dung mot ddu trang dé phan cdch. Khéong s dung dau
tring dau dong cho viéc can chinh le.

Mot dau trang 1a di dé phan mém phén biét dugc cac tir. Khoang cach thé
hién gitra cac tir ciing do phan mém tu dong tinh toan va thé hién. Néu ta
dung nhiéu hon mot dau cach giira cac tir phan mém s& khong tinh toan
d’u’(_yc, chinh xac khoang cach gitta cac tir va vi vay van ban s€ duoc thé hién
rat xau.

Vi du:

Sai: Trong cudc song, tat ca ching ta déu phai trdi qua viéc ting qua va
nhan qua tang tr nguoi khac.

DPung: Trong cudc song, tat ca ching ta déu phai trdi qua viéc tang qua va
nhan qua tang tr nguoi khac.

3. Cdc ddu ngdt cdu nhw cham (), phdy (,), hai cham (), chdam phay ), cham
than (), hoi cham (?) phai duoc go sat vao tw ding trudc no, tiép theo la
mot dau trang néu sau do van con ndi dung. Ly do don gidn ciia qui tdc nay
la néu nhie cac ddu ngat cdu trén khong dwgc go sat vao ky tu cua tir cuoi
cung, phan mém sé hiéu rang cdc ddu nay thuéc vao mét tir khdac va do dé
6 thé bi ngdt xuong dong tiép theo so véi cdu hién thoi va diéu nay khong
diing véi y nghia cia cdc dau nay.

Vi du:
Sai:
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HoOm nay , tro1 nong qua chung!

HoOm nay,tro1 nong qua chirng!

Hom nay ,trd1 ndng qua churng!
Dung:

HoOm nay, tro1 nong qua chung!

4. Cdc ddu mé ngodc va mé nhdy déu phdi dwge hiéu la ky tr dau tiv, do dé ky
tw tiep theo phdi viét sat vao bén phai cua cdac dau nay. Twong tu, cac dau
dong ngodc va dong nhay phai hiéu la ky tw cuoi tw va dwoc viét sat vao bén
phdai cua ky tw cuoi cung cua tur bén trdi.

Vi du:
Sai:

o Thu dién tir ( Email ) 1a phuong tién thong tin lién lac nhanh chong va
hiru ich.

o Thu di¢én tir (Email ) la phuong tién thong tin lién lac nhanh chong va
hiru ich.

o Thu dién tir ( Email) la phuong tién thong tin lién lac nhanh chong va
httu ich.

o Thu dién tir(Email) 1a phuong tién thong tin lién lac nhanh chong va hiru
ich.

o Thu dién td(Email ) 1a phuong tién thong tin lién lac nhanh chéng va hiru
ich.

Dung:
Thu dién tir (Email) 1a phuong ti¢n thong tin lién lac nhanh chéng va hiru
ich.

Chay

Céc qui tac gd van ban trén chi ap dung dbi v6i cac vin ban hanh chinh binh
thuong. Ching dugc ap dung cho hau hét cic loai cong viéc hang ngay tir
cong van, thu tur, hop déng kinh té, b4o chi, van hoc. Tuy nhién c6 mdt s6 linh
vuc chuyén mon hep vi du soan thdo cac cong thirc toan hoc, 1ap trinh may
tinh thi khong nhat thiét 4p dung cac qui tac trén.

Céc qui tic vira néu trén co6 thé khong bao quat hét cac truong hop can chi ¥
khi soan thdo van ban trén thyc t€. Néu gdp cac truong hop dac biét khac, cac
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ban hdy van dung cac suy luan c6 1y cua nguyén tic tuy xudng dong ctua may
tinh dé suy luan cho truong hop riéng ctia minh.

3.1.8 THAO TAC TREN KHOI VAN BAN
Sao chép
Lwa chon khdi van ban can sao chép

— M6 muc chon Edit | Copy;

— Nhéan nat Copy trén thanh cong cu Standard,;
— Nhén t6 hop phim néng Ctrl + C;
Dan viin ban da chon 1én vi tri cin thiét
Dit con trd vao vi tri can dan van ban, ra 1énh dan bang mot trong cac cach sau:

— Mo muc chon Edit | Paste;
— Nhan nut Paste EI trén thanh cong cu Standard,;
— Nhan t6 hgp phim néng Ctrl + V.

Di chuyén khdi vin ban

Lua chon khdi vin ban can di chuyén

— Mo muc chon Edit | Cut;

— Nhéan nut Cut ‘il trén thanh cong cu Standard;
— Nhin t6 hop phim néng Ctrl + X.

Vin ban di chon s& bi cat di, chung s& duoc luu trong bo nhd dém (Clipboard) ctia may
tinh.

Thuc hién I¢nh dan van ban (Paste) nhu da gioi thi¢u ¢ trén vao vi tri dinh trudce.
3.1.9 THIET LAP TAB

Tab 1a cong cu dugc st dung rat nhiéu trong viéc nhdp van ban. Ngoai kha nang dich

chuyén diém tro theo tung budc nhéy, muc nay s€ gioi thiu cach sir dung Tab cho viéc tao
mot vin ban hién thi dudi dang cac cot.

ﬂ 23 T T 3 Pt ge 90 1) 1 12

STT IIo va tén Dia clu
1 Nguyén Van Quang 123, Tav Son
2 Ho Hai Ha 68, Neuyén Du

Hinh 3.2 Vi du miu vé tab

Budce 1: Dinh nghia khoang cach cho cac cdt cua bang bdi hop thoai Tab nhu sau:
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Mo bang chon Format | Tab.., hdp thoai Tab xuét hién;

IT_labstopﬂ_ Default tab stops: IU.S cm 5‘

Alignment
:“ (% Left " Decimal
(" Center " Bar
(" Right
Leader
{* 1 None [
~| B i C4_

Tab stops to be cleared:

Set | Clear I Clear all |

I OK I Cancel |

3.3 Giao dién Tab

Hoép Default tab stops: dé thiét 1ap budc nhay ngam dinh ctua Tab. Hinh trén budc nhiy
ngﬁm dinh 13 0.5 cm (tic 1a moi khi nhan phim Tab, con tr6 s¢ dich mot doan 0.5 cm trén man
hinh soan thao). Ban c6 thé thay doi gia tri budc nhdy ngadm dinh Tab trén man hinh soan thao
Word bang cach gd mot gia tri s6 ( don vi 1a cm) vao hop nay;

Bang trén co6 3 cot, mdi cot s& duge bat dau tai mot vi tri ¢o khoang cach ¢ dinh dén 18 trai
trang van ban ma ta phai thiét 1ap ngay sau day. Gia sir cot STT cach 18 trai 1cm, cot Ho va tén
cach 18 trai 3 cm, cOt Dia chi cach 18 trai 8 cm. Khi d6 phai thiét 1ap cac thong sd nay trén hop
thoai Tab nhu sau:

Hop Tab stop position: g& 1 (gb khoang cach tir cot STT dén mép 18 trai trang vin ban; &
muc Alignment- chon 1& cho dit liéu trong cot nay (cot STT): Left — canh 1& dit lidu bén trai
cot, Right- canh 1& bén phai cot, Center — can 1é gitra cot, hdy chon Center. Chon xong nhéan
nut Set. Tuong tu 1an luot khai béo vi tri Tab cho céc cot con lai: Ho va tén (3) va cot bia chi
(8). Bén khi hop thoai Tab c6 dang:



TRANG 72 >TIN HOC DAI CUONG

Tab stop position: Defauk tab stops: |0.5 m E‘

I- cm
‘ Alignment
1:cm :I‘ * Lef: " Decmal
3cm
C Center € gar
" Rigt
Leader
{+ 1 MNone 3o
~| £ o

Tab stops to be cleared: 4 cm, 5 cm

Set I Clear | Clear all |

| OK I Cancel l

Hinh 3.3 Giao dién Position trong Tab

Cubi cung nhan nat Ok dé hoan tat viéc thiét lap tab cho cac cot va co thé st dung chiing
nat Clear- dé xoa bo diém Tab dang chon; n(t Clear All - dé xo4 bo toan bd cac diém tab dang
thiét 1ap trén hop thoai).

Budc 2: Cach st dung nhitng diém Tab vira thiét 1ap ¢ trén dé tao bang dit lidu:

Khi con tro dang nam & dau dong van ban, nhan Tab dé nhap dir liéu cot STT. Nhap xong
nhan Tab, con tro sé chuyén dén vi tri tab tiép theo (vi tri ¢t ho va tén) va nhap tiép dtr liéu
Ho va tén. Nhap xong nhan Tab dé nhap dir li€u cot Pia chi. Lam tuong ty véi cac dong tiép
theo, ban da c6 thé tao duoc bang dir liéu nhu yéu cau O trén.

Dic biét, chi can dung chudt xtr Iy trén thude ké nam ngang (Vertical Ruler) ban ciing ¢6
thé thiét 1ap va diéu chinh cac diém tab nhu vira rdi. Cach lam nhu sau:

Pé tao diém tab cho cot STT (c6 khoang cach 1a 1em, 1¢ giita), hdy nhan chudt trai 1én vi tri
1 cm trén thude ké ndm ngang. Mot diém Tab c6 khoang cach 1em, 1¢ trai (Left) da duoc thiét

leipnhusau:E . oS
Mubn thay d6i 1& cho diém tab nay 1a giita (Center), 1am nhu sau:

Nhén kép chuét Ién diém tab vira thiét 1ap, hop thoai Tab xuét hién. Tiép theo chon 1& cho
diém tab dang chon trén hop thoai nay & muc Alignment 14 Center

Céc vi tri diém tab vira thiét lap!
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Tab stop position: Defaut tab stops: lU.S cm E‘
1cm
| Alignment
Lem :I‘ " Lef: " Decimal
" Bar
L G —
= Cids
Tab stops to be cleared:
Set | Clear | Clear all |
| OK I Cancel I

Hinh 3.4 Giao dién canh I¢ tab
Tiép theo nhat nit Set dé thiét lap.
Tuong tu, hay tao tiép céc diém tab cho cdt Ho tén va ¢t Dia chi.

Mudn x0a bé mot diém tab nao do, chi viéc dung chudt kéo ching (diém tab do) ra khoi
thude ké.

3.1.10 CAC KY NANG PINH DANG VAN BAN
Chon font chir
Dé chon phong chir cho doan van ban trén, hiy lam nhu sau:

— Budc 1: Chon (b6i den) doan van ban;

MnTime

— Budc 2: Dung chudt bam 1én hop Font dl trén thanh cong cu Standard.

Mot danh sach cac kiéu phong chir xuat hién:

VNREWIEH Al
Py iliges

VnSouthern

VNSOQUTHERNH

VNSTAMD

MnTeknical [ |
YNTEKNICALH

T .Vulifani Heavy

% . VaTime

T VNIIMEH
T VnUniveres >

HeEegggg

Hinh 3.5 Giao dién bang chon Font

Ban c6 thé chon mot kiéu phu hop. Vi duy, sau khi chon kiéu font .VnTimeH, doan vin ban
da chon s& co6 dang:

Mau vin ban dinh dang

Chon Center
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Nhén Set dé thiét 1ap
Chon ¢ chir
Pé chon ¢ chit cho doan vin ban trén, hay lam nhu sau:
— Budc 1: Chon (bo6i den) doan van ban,;
— Budc 2: Dung chuot bam 1én hop Size 12_" trén thanh cong cu Standard. Mot danh

sach cac c¢d chir xuat hién cho phép chon lya. Hodc cling c6 thé go truc ti€p cd chir
vao myc Size nay.

Vi du: sau khi chon ¢& chir 18 (luc dau 1a c& 14), doan van ban trén s¢€ trd thanh:
Chon kiéu chir

bé chon kiéu chir (ki€u chir béo, ki€u chir nghiéng, ki€u chir c6 gach chan) cho doan van
ban trén, hay lam nhu sau:

— Budc 1: Chon (bdi den) doan van ban;

— Budc 2: Dung chudt bam Ién nit kiéu chit trén thanh cong cu Standard:

B .
) —I Kiéu chir béo (phim nong Ctrl + B)

I )
_ J Kiéu chir nghiéng (phim nong Ctrl + I)

H_I Kiéu chit gach chan (phim néng Ctrl +
. U)

Mt khéc c6 thé thiét 1ap vin ban boi to hop nhiéu kiéu chit: vira béo, vira nghiéng hodc vira
c6 gach chan nhu la:
—  Ban c6 thé bam t6 hop phim nong Ctrl + Shift + F dé goi nhanh bang chon phdng
chir;
—  V&i bd gd Vietkey hodc ABC, nhitng phong chir ¢6 tén bat dau boi ddu chim (.) 1a
phéng chit tiéng Viét. Vi du: .vnTime, .vnArial, .vnTimeH;

—  Phong tiéng Viét két thuc bai chir in hoa H, s& chuyén van ban dang chon thanh chir
in hoa. Vi du: .vnTimeH- 1a mdt trong nhitng phong chit in hoa.

Chon mau chir
bé chon mau sac chir cho doan van ban trén, hay lam nhu sau:
— Budc 1: Chon (bdi den) doan van ban trén,;

. A -
— Buoc 2: Dung chudt bam 1én hop Font Color -_I trén thanh cong cu Standard. Mt
bang mau xuat hién cho phép chon lya:
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More Colors...

Hinh 3.6 Giao dién bang chon mau
Ban c6 thé chon loai mau phu hop bang cach nhan chudt 1én 6 mau can chon. Ngoai ra, ban

. 2 ~ X \ A ’ . J4 , Mare Colars. ..
c6 thé chon nhitng mau mau ddc ddo hon khi nhan nut —l:

Standard l Custom I
Colors:

Cancel |

Current

Hinh 3.7 Giao dién More Color

Thé Standard cho phép chon mau ¢6 san c6 thé chon;

Hon nita, thé Custom cho phép dinh nghia mau cho riéng minh:

Standard ~ Custom I
Colors:

Cancel |

Hue: [167 4  Red: ]46 3‘ few

Sat:  [162 <= Green: ISB 3‘ -

Lum: [127 = Blue: IZDS E‘
Current

Hinh 3.8 Giao dién Custom
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Ban c6 thé chon mau & bang cac diém mau, ddng thoi ciing c6 thé diéu chinh duoc ty 16 cac
mau don trong tung gam mau (Red- ty 1¢ mau do; Green- ty 1¢ mau xanh 1a cay; Blue- ty 1¢
mau xanh da tro1).

Chon mau nén vin bén
Pé chon mau nén cho doan van ban trén, vi du nhu;
Mau vin ban dinh dang
hay lam nhu sau:
— Budc 1: Chon (bdi den) doan van ban trén;
. N A 1A A LA Tt Tty ET | R A R
— Budc 2: Dung chudt bam 1én hop Hight light trén thanh cong cu Standard. Mt
bang mau xuat hién cho phép chon lua:

C6 thé chon loai mau nén phu hop bing cach nhan chudt 1én 6 mau can chon. Néu chon
None- twong dwong viéc chon mau tring.

Hop thoai Font

Ngoai nhitng tinh nang dinh dang can ban & trén, hdp thoai Font cung cdp nhitng tinh ning
dinh dang dac biét hon. bé mé hop thoai Font, kich hoat myc chon Format | Font..

Xem mau dang chon & day.

I Character Spacing I Text Effects |

Font: Font style: Size:
| ¥nTimeH |Regular I 14

MnUniverse
¥nUniverseH
MnYogue
MnVogueH

Font color: Underline style:

| Automatic :J l(none) _:J
Effects

[ Strikethrough [ shadow I~ Small caps

™ Double strikethrough [ outline I~ &l caps

I Superscript I~ Emboss [ Hidden

[~ Subscript [~ Enarave
Preview

MAU VAN BAN DINH DANG

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

Default... | OK l Cancel

Hinh 3.9 Giao dién Font

Thé Font: Cho phép thiét l4p cac dinh dang cin ban vé phong chit nhu di trinh bay & trén,
vi du:

- Hop Font- cho phép chon phong chir;
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- Hop Font style- chon kiéu chir: Regular- kiéu chit binh thuong; Italic- kiéu chit nghiéng;
Bold — kiéu chit béo; Bold Italic — kiéu vira béo, vira nghiéng;

- Hop Size- chon ¢ chil;

- Font color- chon mau cho chir;

- Hop Underline style: dé chon kiéu dudng gach chan (néu kiéu chit dang chon la
underline).

- Ngoai ra, muc Effect cho phép thiét lap mot s6 hiéu ung chit don gian, ban co thé chon
chiing va xem thé hién & muc Preview.

- Néu nhan nat Default — kiéu dinh dang nay sé dugc thiét lap la ngﬁm dinh cho cac doan
van ban mdi sau nay;

Font ] Character Spacing ~ Text Effects |

Animations:

Preview

'

MAU VAN BAN DINH DANG!

Default. .. I OK I Cancel I

Hinh 3.10 Giao dién Font- tab Text Effects

Thé Text Effect: cho phép thiét lap mot s6 hiéu tng trinh dién s6i dong cho doan vin ban.
Hay chon kiéu trinh dién & danh sach Animations: va xem trudc két qua s& thu duoc ¢ hop
Preview.

3.1.11 PINH DANG POAN VAN BAN

Madi dau xuéng dong (Enter) s€ tao thanh mdt doan van ban. Khi dinh dang doan van ban,
khong can phai lya chon toan by van ban trong doan do, ma chi can dit diém tro trong doan
can dinh dang.

Pé m¢ tinh nang dinh dang doan van ban, m¢& muc chon Format | Paragraph, hdp thoai
Paragraph xuét hién:
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Paragraph ﬂll
Indents and Spacing I Line and Page Breaks I
General
Alignment: MI Qutline level: IBody text vI
Indentation

Left: IU £l E Special: By:
Right: {oem = IFirst line _v_] [o.63em =

Spacing
Defore: If’ 5‘ Line spacing: at:
After: |4 = [single | | =

™ Don't add space between paragraphs of the same style

Preview

5 myc 2.2 cuing 6 di lun quea voi cic thao ae diah diag va bia cho wiag Wa bia
dt duge choa Huge boi deal Trag pua aiy, ching o Gmbify cich diak diag Wa bia ten

ring Amn win hin

Tabs... I (0]'4 I Cancel |

Hinh 3.11 Giao dién Paragraph

Muc Aligment: chon kiéu cén 1& cho doan:
- Justified — can déu 18 trai va 1& phai.

- Left — cin déu 1¢ trai.

- Right — cin déu 1¢ bén phai.

- Center — can giita 2 18 trai va phai.

Muc Indentation: thiét 1ap khoang cach tir mép 1& doan so vdi 1é trang:

- Left — khoang cach tir 18 trai doan dén 1& trai cia trang vin ban;

- Right- khoang cach tir 1& phai ctia doan dén 1 phai cta trang van ban

Ngam dinh, hai khoang cach nay déu 14 0.

- Trong muc Special néu chon:

« First line: khi d6 c6 thé thiét 1ap do thut dong ctiia dong dau tién trong doan vao muc By:

Day 14 vi du vé mot doan vin ban thiét 1ap do thut dau dong (First line) so v6i cac dong tiép
theo trong doan mot khoang cach 0.5 cm.

« Hanging: d¢ thiét 1ap do thut dong ciia dong thir 2 tr& di trong doan so véi dong dau tién
mot khoang cach duogc gd vao muc By:

- Pay 1a vi du vé mot doan vin ban thiét 1ap d6 thut cta cac dong tht 2 tré di (Hanging) so
v6i dong dau tién trong doan mot khoang cach 0.5 cm.
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« None: dé huy bo ché do thut dau dong trén doan.

bay la vi du vé mot doan van ban khi khong thiét lap ché d6 thut dau dong trén doan
(None).

- Néu muc Special 1a First line, khi d6 c6 thé thiét 1ap do thut dong ctia dong dau tién trong
doan vao muc By:

- Muc Spacing: cho phép thiét 1ap cac khoang cach dong:

- Before — khoang cach dong giita dong dau tién cia doan téi dong cudi cing ctia doan vin
ban trén no;

- After- dé thiét lap khoang cach dong giit dong cudi cing cua doan véi dong dau tién cia
doan sau no;

- Line Spacing - dé chon d¢ din dong. Ngam dinh d¢ dan dong 13 1 (Single);

Man hinh Preview cho phép xem trudc nhiing két qua dinh dang doan vira thiét 1ap.

Nhan Ok dé chép nhan nhiing thudc tinh vira thiét 1ap cho doan van ban dang chon; trai lai
nhan Cancel dé huy bo cong viéc vira lam.

Thiét 1ap Bullets va numbering

Phéan nay s& huéng dan cach thiét 1ap cac loai danh dau dau doan (Bullets) va cach danh s6
chi muc (Numbering) cho céc tiéu dé trén tai liéu Word.

Thiét 1ap Bullets
Pé danh ddu dau dong mot doan van ban, hiy lam theo cac budc sau day:

Budc 1: Pat con tro 1én doan can danh dau dau dong va kich hoat tinh ning danh dau dau
dong bang cach md muc chon: Format | Bullets and Numbering .., hop thoai sau day xuét hién:
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Bulleted | Numbered I Outline Mumbered |
[ [u} .
None . ° :
[} ] .

Picture.., Customize. .,

Resat | 0K Cancel

Hinh 3.12 Giao di¢n Bullets and Numbering

Budc 2: Thiét 1ap thong tin vé dau dau dong & thé Bulleted nhu sau:

Dung chudt nhan 18n kiéu Bullet mudn thiét 1ap (doan vin ban nay dang str dung kiéu bullet
chon & hinh trén);

Nhan niit Picture.., dé chon mot kiéu bullet 1 cac hinh anh khac, khi d6 hop thoai sau day
xudt hién:

Picture Bullet L 21x|
J ol Sy J lmport Clips @gips Online @ﬂelp
|
Pictures l Motion Clips l
Clips 1-80
1} o e O
[ ] [ | |

-

0K | Cancel |/

Hinh 3.13 Giao di¢n Bullet

Chon mdt loai bullet rdi nhan OK dé hoan tat.
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C6 thé nhan nat Customize.. dé thuc hién mot vai thao tac dinh dang can thiét cho bullet
dang chon:

Customize Bulleted List | 21 x|

~Bullet character | OK I
*
|@ " o b4 Cancel l

~Preview
Font. .. | Bullet.., I

~Bullet position

Indent at: | HSSKY

~Text position

Indent at: l1.27 cm E‘

Hinh 3.14 Giao dién Customize Bulleted List

- C6 thé chon lai kiéu bullet & danh sach Bullet character;

- Nhén nat Font.. & chon loai phong chir cho bullet;

- Nhan nut Bullet.. dé c6 thé chon bullet 1a mot ky tu ddc biét (Symbol);

- Muc Bullet position dé thiét 1ap khoang cach dau bullet so vi mép trong 1¢ bén trai tai
lidu;

- Muc Text position dé thiét 1ap khoang cach tir vin ban (text) t6i mép trong 1& trai cua tai
liéu.

Thiét 1ap Numbering

Dé danh sb chi muc cho cac tiéu dé tai liéu, hiy lam theo cac budc sau day:

Budc 1: Pat con tré 1én doan can danh s chi muc va kich hoat tinh nang danh s6 chi muc
bang cach md muc chon: Format | Bullets and Nubering .., hop thoai sau day xut hién:

Bullets and Numbering 7 Jicd s

Bulleted  Mumbered I Outline Numbered I

1) l.
None 2 "'
3) 1.
A a) a i
B k) b i
C c) [ i
List numbering
& Restart numbering ¢ Continue previous list Customize. .. |

| OK I Cancel I

Hinh 3.15 Giao dién Numbered Tab
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Budc 2: Thiét 1ap thong tin vé& danh sé chi muc & thé Numbered nhu sau:
Hay dung chudt nhéan 18n kiéu danh s chi muc mudn thiét lap;

Nut Customize..., dé dinh dang cho s6 chi muc nay boi hop thoai sau:

Customize Numbered List i d |
~Mumber format oK |
1.
Mumber style: Start at: Cancel |
IlJ 2,3, .. _'_I Il ﬁ Preview

~MNumber posiion

lLeft vl aligned at: |0.63 cm E‘

-Text position

Indent at: |1.27 cm E‘

3.16 Giao dién Customize Numbered List
Y nghia cac myc tin trén hop thoai nay nhu sau:
- Nt Font. .., cho phép chon kiéu phong chit cho s6 chi muyc;

- Muc Start at; dé chon chi muc dau tién can danh sd: néu chon 1, s& thuc hién danh chi muc
la 1, 2, ..; nhung néu chon 14 5 thi s& danh sé tr 5 tro dila 5, 6, 7..;

- Muc Number position dé thiét 1ap vi tri cia chi muc trén doan van ban,
- Text position dé thiét 1ap khoang cach vin ban so vdi mép 1¢ cua trang tai lidu.
3.1.12 SOAN THAO CONG THUC TOAN HOQC

Pé c6 thé soan thao duoc cong thirc toan hoc, may tinh cua ban phai duogc cai dat bd
Microsoft Equation 3.0 cung v61 by Microsoft Office. Cach soan thao mgt cong thirc toan hoc
dugce tién hanh nhu sau:

Budc 1: Chon mot vi tri trén tai li€u, noi s€ chén cong thirc toan hoc vao;

Budce 2: Kich hoat trinh soan thdo cong thirc toan hoc bﬁng cach: m¢ muc chon Insert |
Object... Hop thoai Object xuét hién:
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Object 21|

Create New | Create from File I

Object type:

Bitmap Image -
Calendar Control 8.0
ComponentOne Chart 7.0 2D Control

Foxtlib Cortrol
Media Clip
Microsoft Clip Galler
Microsoft Equation 3.0
Microsoft Excel Chart

[ Display as icon

4|

~Result
Inserts a new Microsoft Equation 3.0 object

I'I:ﬁ;j into your document.

—

OK I Cancel

Hinh 3.17 Giao dién Object

Dung chudt chon muc Microsoft Equation 3.0 (nhu hinh trén), rdi nhan OK. Thanh cong cu
Equation cung hdp soan thao cong thirc xuét hién:

Equation x|

<zz [ jab- | WiE | 208 ool v3|enc|deel | Awd 406

Hinh 3.18 Giao dién Equation

- Hop soan thao cong thure, 1a noi dé soan thao cong thirc toan hoc.

- Thanh cong cu Equation chita cac niit 1énh cho phép chon cac mau cong thirc va cac ky tu,
ky hiéu, phan tir trong mot cong thirc toan hoc.

Budc 3: Soan thio cong thirc: Pon gian bang cach chén cac mau cong thire roi xdy dung cac
thanh phan cong thtc.
3.1.13 CHIA VAN BAN THANH NHIEU COT

Microsoft Word cung cap tinh ning Columns gitp ngudi dung dé dang chia vin ban cia
minh thanh nhiéu c6t (gidng nhu dinh dang trén cc trang bo va tap chi). Mdi doan vin ban c6
thé duoc chia thanh cac cot co dod rong khac nhau. Trén mdi ¢cot, co thé thuc hién chén cac
thong tin nhu: bang biéu, hinh v&, .. nhu thao tic trén cac trang tai liéu binh thudong.

Chia c0t van ban

Budc 1: Lua chon (boi den) ving vin ban can chia lam nhiéu cot;

Budc 2: Kich hoat muc chon Format | Columns.. Hop thoai Columns xuét hién:
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Columns 21 x|
Presets oK I
= || HEE |
One Tuo Three  Left  Right
MNumber of columns: |2 5‘ [ Line between
—width and spacing ~Preview
Col #:  Width: Spacing:
L o Hfos
[z Fr =3 3
| I =1 |
IV Equal column width
Apply to: IWhole document EI I start new colurn

Hinh 3.19 Giao dién Columns
Thiét 1ap cac thong s6 cho hdp thoai Columns vé6i cac ¥ nghia nhu sau:
Left - chia van ban thanh 2 cdt, cot bén trai ¢ chiéu rong béng mot nira ¢t bén phai;
Right - chia vin ban thanh 2 cdt, cot bén phai c6 chiéu rong bang mot nira cot bén trai;

- Ban c6 thé thiét 1ap s6 cot can tao ra nhiéu hon bang cach gd sb cot vao muc Number of
Columns;

- Muc Width and Spacing: cho phép thiét l1ap cac thong sd vé chiéu rong va khoang cach
giita cac cOt. Ban co thé dung chudt (hodc gd) thay doi gia tri muc Width, d6 rong cua cot
tuong tng sé duoc thay doi (hdy nhin hinh & muc Preview dé xem trudc két qua). Hodc thay
d6i gia tri muc Spacing.

- Khoang cach gitta hai cot ké nhau ciing dugc thay doi khi muc Equal columns width dugc
chon (checked)- thi d6 rong ctia cac cot va khoang cach gitra cac cot déu b::ing nhau. Mubn
thay ddi do rong moi cot hodc khoang cach giita cac cdt khac nhau, hiy bé chon muyc nay. Khi
d6, co thé diéu chinh do rong hodc khoang cach gitra hai ¢4t nao d6 mdt cach truc tiép.

- Hiy quan sat muc Col #: dé biét duoc cot s& can diéu chinh va khong quén xem hop
Preview dé nhin thay trudc duoc két qua sé dat dugc.

- Muc Apply to: cho biét pham vi vin ban sé& chia thanh céc cot.
+ Néu chon Seleted Text thi chi chia cot cho vin ban da dugc chon (bdi den)

+ Néu chon Whole Document, toan bd céac trang van ban s¢ duogc chia cdt theo thiét 1ap nhu
trén.

Stra lai dinh dang
Dé stra lai dinh dang cot da chia, hay lam theo 2 budc

Buée 1: Pat diém tré vao mot vi tri bat ky trén vung van ban da chia cot.
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Budc 2: Kich hoat menu Format | Columns.., Hop thoai Columns xuit hién cho phép chinh
stra cac thong s vé cac cot da chia.

3.1.14 TAO CHU CAI LON PAU POAN VAN BAN
Tinh ning DropCap ctia Word gitp tao cac kiéu chit cai 16n dau tién cho mot doan vin ban.
Cach tao
Pé tao chir ci 16n dau doan vin ban, hiy lam theo cc budc sau:

Buée 1: Dat con tré 1én doan can tao chit cai 1on dau doan; khoi dong tinh nang Drop Cap
bang cach: mé muc chon Format | Drop Cap.. Hop thoai Drop cap xuat hién:

Drop Cap ed e
Position
None Qropped;% In Maragin

Options

Font:

I.'u'nTimeH ~|

Lines to drop: |3 E‘

Distance from text: 0cm =

OK I Cancel |

Hinh 3.20 Giao dién Drop Cap (Droped)
Budc 2: thiét 1ap cac thong sb cho chi 16n nay:

- Muc Position- dé chon kiéu chir can dat. Co 3 kiéu chit 1a: None — khong thiét 1ap;
Dropped va In Margin. Hiy xem mau trén hinh;

- Hop Font: - chon phong chir cho chir cai nay;

- Muc Line to drop: - thiét 1ap s6 dong vin ban lam chiéu cao cho chi;

- Muyc Distance from text: - g vao khoang cach tir chir cai 16n nay dén ky tu tiép theo no.
- Cubi cing, nhan OK dé hoan tt

Duéi day 1a 2 vi du minh hoa khi stir dung 2 loai chir cai 16n dau doan 1a Dropped va In
Margin

D

oan van ban nay dé mo ta cac loai chir cai 16n dau doan van ban. Khi chon Position 1a
ki€u In margin, v&i chi€u cao cua chir 1a 2 dong (Lines to drop=2).

biéu chinh chir cai 16n ¢ dau doan
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bpé thay ddi lai chix cai lén dau doan da tao dugc, hay lam nhu sau:

Budc 1: it con tré 1én doan can sira chit ci 10n dau doan; khdi dong tinh ning Drop Cap;

Drop Cap , 21x|
Position
| : | l
None Dropped In ﬂar
Options
Font:
| vnTimeH ~|
Lines to drop: |2 E‘
Distance from text: Qcm =
OK I Cancel |

Hinh 3.21 Giao dién Drop Cap (In Margin)

Budc 2: Thuc hién thiép lap lai cac thong sb trén hop thoai nay. Cudi cung nhan OK dé
chip nhan su thay doi.

3.1.15 TAO VA QUAN LY CAC STYLE

Trong qua trinh soan thdo van ban, nhiéu khi can dinh dang nhiéu doan vin ban theo cung
mét kiéu dinh dang. Néu phai dinh dang lan luot tung doan nhu vay s€ mét rat nhiéu thoi gian,
va lai kho chinh xac vi phai thao tic qua nhidu. Mot trong nhimg cach don gian nhat trong
Word gitp don gian tinh hudng trén 1a Style.

Style 1a mot tap hop cac dinh dang van ban cua mdt doan, cé tén goi va co thé duoc gan boi
mot td hop phim néng.

Style dac biét can thiét khi phai soan thao mot gido trinh, mdt tai li¢u c6 chira nhiéu muc,
nhiéu loai doan van ban khac nhau.

Tao mét Style
bé tao mot Style hay lam nhu sau:

Budc 1: M& muc chon Format | Style.. Hop thoai Style xuat hién:
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swle 21 x|

Styles: Paragraph preview

Ib a Default Parairai1 Font ‘I

Character preview

P Times New Roman

Description
1 Font: Times New Roman, 12 pt, Erglish {U.5.), Flush
List: left, Line spacing single, Widow/orphan control
[T |

QOrganizer... | Mew... Modify... | Delete |

apply I Cancel |

Hinh 3.22 Giao dién Style

Budc 2: Pé tao Style méi, nhan nut New, hop thoai: New Style xuat hién cho phép thiét 1ap
thong tin cho Style méi:

NewSwie 2| x|

Style type:

lParagraph L]
Based on: Style For following paragraph:
I 11 Normal :] | 1 Stylel j

Preview

Sfampk Toxtiampk Toxtiampk Ioxtiampk Ioxtiampk Ioxtfamph loxﬂun)b
Toxtiampk Ioxtiampk loxtiampk lIoxtiampk loxtiampk loxts

Toxtiampk Toxtiamph Ioxtiampk Ioxtiamph Iexﬂunpb onriunrb
Toxtiampk Toxtiamph Ioxtiampk Ioxtfampk Toxt

Description
Normal +

[~ Add to template [~ Automatically update

| oK I Cancel | Format ~ | Shortcut Key...

Hinh 3.23 Giao dién New Style

- GO tén cho Style mdi vao muc Name: vi du Mucl,;

- Nhan nat Format dé chon céc chirc niang dinh dang cho Style Font:
Bao gdm cac thong tin:

- Font... dé dinh dang phong chit cho Style;

- Paragraph... dinh dang doan,;
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- Tabs.. dé dat diém Tab cho Style (néu can);

- Border.. dé chon kiéu dudng vién cho Style (néu can);
- Frame.. dé chon kiéu khung cho Style (néu can);

- Numbering.. dé chon kiéu gach dau dong (néu can);

- Nhén nat Shortcut key.. d& gan phim nong cho Style nay, hop thoai Customize Keyboard
xuat hién cho phép thiét 1ap phim néng:

Customize Keyboard _"JZ(J
Commands:
Press new shortcut kay: Current keys:
[ = |
-Description )
Normal + Save changes in:
» INormal.dot L]

Hinh 3.24 Giao dién Customize Keyboard

- Khi con tro dang & muc Press new shortcut key: hiy bAm t6 hop phim ndng can gan trén
ban phim. Vi du: Ctrl + 1;

- Tiép theo nhan nut Assign dé ddng ¥ phim néng nay;

- C6 thé gan nhiéu t6 hop phim néng cho mot Style, chiing duoc chira ¢ danh sach Current
keys:

- NUt Remove, nat Reset All.. gitip quan 1y cac phim nong vira tao;

- Nhén nat Close dé tiép tuc.

- Néu chon 7 Auematically update | 1 1i 46 dinh dang cia Style s& dugc tu dong thay déi. Tuc 1a,
trong qua trinh soan thdo van ban, gia st mot doan van ban nao d6 ban chon dinh dang kiéu
Style nay (Mucl) bi thay ddi dinh dang thi kiéu dinh dang cta Style Mucl ciing tu dong bi
thay dbi theo;

- Néu chon ¥ Addta templat= | Style d6 s& duogc luu lai tép Normal.dot cia Word. Khi d6 Style
nay co thé dugc str dung trén moi tép vin ban. Néu khong chon muc nay, thi Style Mucl chi c6

tac dung trén tép van ban dang mo.
- Sau khi thiét 1ap day du thong tin cho Style méi, nhan nat OK dé hoan tat.

- Gia st dinh dang cua Style Mucl la:
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Tén style: Mucl
Phong chir: .VnBlackH
Ca chir: 14

Phim néng: Ctrl +1

Budc 3: Stir dung Style vira tao dugce: Gia st ¢6 doan van ban sau:

Néu mudn doan vin ban nay c6 dinh dang nhu Style Mucl da tao dugc ¢ trén, hay lam nhu
Sau.

Buéc 1: Pat diém tré 1én doan vin ban can dinh dang;

Budc 2: Nhén t6 hop phim nong Ctrl + 1 dé goi Style Mucl. Poan vin ban di chon s& ¢o
dinh dang nhu style Mucl:

Gén Style cho mau d3 duogc dinh dang

Khi di c6 mot doan dd duoc dinh dang trén tai liéu, mudn gan nd béi mot style, hay lam
nhu sau:

Buéc 1: Dat diém tré 1én doan can gan style;

Budc 2: M6 hop thoai Style bang cach md muc chon Format | Style..
Budce 3: Nhan nat New dé tao mot style moi:

- Muyc Name, g vao tén Style mudn tao;

- Nhén 1én ntit Shortcut key.. dé gan phim tit cho Style nay;

- C6 thé tu stra dinh dang Style nay khi nh4n nut 1énh Format va chon cic tinh ning dinh
dang can thiét;

- Cubi cing nhan OK dé hoan tat viéc gan style mdi nay cho doan van ban dang chon trén
tai liu.

Style 1a mot tap hop cac dinh dang van ban cua mét doan, co6 té€n goi va co thé duoc gan boi
mot t6 hop phim nong.

Style 1a mét tap hop cac dinh dang vin ban ciia mot doan cho trudc, co tén goi va co thé
dugc gan boi mot to hop phim nong.

Diéu chinh Style

Dé tu sira lai dinh dang cho Style, hdy lam nhu sau:
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Budc 1: M& hop thoai Style va chon tén Style can tu sira & danh sach Styles: (vi du muén tu
sua lai dinh dang style Mucl)

Style ] 21x]
Styles: Paragraph preview
l » a Default Parairaﬁh Font I
SANPLETEXTSANPLETEXTSANPLETEXTSA NP LETEXTSANILE
» 9§ Normal TEXTSA NP LE TEXTSA NP LE TEXTSA NP LE TEXTSA NP LE

TEXTSAN?LE TEXTSA NP LE TEXTSA NP LE TEXTSA NP LE
TEXTSANPLE TEXTSANPLE TEXTSA N LE TEXTSA NP LE
TEXTSANPLE TEXTSAMNP LETEXTSANTLE TEXTSA NP LE
TEXTSAMNPLE TEXTSAMNPLE TEXT

Character preview

-VNREVUEH —

Description
LI Mormal + Font: \¥nRevueH

List:
lStyles inuse Ll

Organizer... I New... | Modify... | Delete |
Apply I Close I

Hinh 3.25 Giao dién Style

Budc 2: Nhan nat Modify.. hop thoai Modify Style xuat hién cho phép thay ddi lai dinh
dang cua style nay:

Modify Swle 2| x|

Name: Styvle type:

Mucl IP araaraph Ll
Based on: Style for following paragraph:
l 11 Normal _'_] I 11 Mucl _:l
Preview

SAMPLE TEXTSAMPLE TEXTSAMPLE TEXTSAMPLE TEXTSAMPLE
TEXTSAHPLE TEXTSANMPLE TEXTSANPLE TEXTSAHPLE TEXTSAMPLE
TEXTSANPLE TEXTSAHPLE TEXTSANFLE TEXTSAMPLE TEXTSAHPLE

Description
Mormal + Font: .¥nRevueH

I~ Add to template I Automatically update

l OK I Cancel | Format ~ | Shortcut Key...

Hinh 3.26 Giao dién Modify Style

- C6 thé thay d6i lai cac dinh dang khi nhan 1én nut Format, chon kiéu dinh dang va thuc
hién thay d6i chang;

- C6 thé thiét lap lai phim nong khi nhan nut Shortcut key..;

- Va ¢6 thé lam dugc tat ca nhiing viéc dbi voi Style nay nhu da 1am khi tao Style méi.
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- Cubi cung, nhdn OK dé dong ¥ moi sy thay doi.

Quan ly céc Styles

Pé quan 1y cac Style trén Word ciing nhu cic styles dang st dung trén tép tai liéu dang md,
hay lam nhu sau:

Budc 1: M6 hop thoai Style va nhan nat Organizer..:

Style i 21 x|
Styles: Paragraph areview

» @ Default Paragraph Font = |
9 Mucl

(]

haracter preview

Times New Roman

Description
st Font: Times New Roman, 12 pt, English (U.5.), Flush
List: left, Line spacing single, Widow/orphan control
lSters in use Ll
New... Modify. .. I Delete |

apply I Cancel I

Hinh 3.27 Giao dién Style

Hop thoai Oganizer xuét hién cho phép quan 1y cac style ¢ trén Word ciing nhu trén tép tai
liéu dang m¢:

- Font chit (Font name): .vnTime

- C0 chir (Font size): 13

- L& (Alignment): Justify

- B9 gian dong (Line spacing): Single

- Khoang cach dong trudc ctia doan (Spacing before): 6

- Khoang cach dong sau ctuia doan (Spacing after): 4

- Danh sach In Documentl: liét ké cac style dang sur dung trén tép Documentl.doc (tép dang
mo);

- Danh s&ch To Normal.dot: liét ké danh sach cac style c6 trén tép Normal.dot cia Word
(c4c style trén tép normal.dot c6 thé chia sé cho tt ca cac tép Word khéc sir dung dugc);

- Mit khic ta ciing c6 thé thay ddi cdc styles trén danh sach nay bing cach chon tép tai lidu
o hop Styles available in:

- Quan 1y style 1a thém vao, xo4 di hodc doi tén cac style cho tai liéu dang md hodc cho tép
normal.dot ciia Word.
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- Str dung nait Copy dé sao chép mét style giita hai danh sach trén;
- Str dung nat Delete dé xoa style dang chon;
- Sir dung nat Rename dé doi tén style dang chon;
- Cudi cung nhan Close dé két thuc.
3.1.16 TIM KIEM VA THAY THE VAN BAN

Tinh ning Find & Replace trong Word gitp tim kiém vin ban, ddng thoi gitip thay thé mot
cum tir bdi mot cum tir méi. Picu nay gitp ich rat nhidu khi ban phai lam viéc trén mot sb
luong trang van ban rat 1én (mét gido trinh, mot bao cdo dai chang han).

Tim kiém vin ban

Dé tim kiém mot cum tir trong tai liéu cia minh, [am nhu sau:

Budc 1: Chon viung van ban mudn tim kiém; Néu khong lya chon mét vung van ban, Word
s& thyc hién tim kiém trén toan bo tai li¢u.

Budc 2: Khéi dong tinh nang tim kiém van ban bang cach: kich hoat myc chon Edit | Find..
hozc nhéan to hop phim tat Ctrl + F, hop thoai Find and Replace xuat hién:

Find and Replace 1 21x|

Find |Reg|ace| GoTo |

Find what: | viet Nam |

I Highlight 3ll items Found in:
lr‘ﬂalrr Documznt LI ek

Search Options

Cancel

Searchy all e

[~ Match case

I Find whole words anly

[ Use wildcards

[~ Sounds like (English)

I™ Find all word forms (English)
Find

Format v | Special v I Mo Fotmatting |

Hinh 3.28 Giao di¢én Find
Budc 3: Thiét 1ap cac thong tin vé tim kiém trén thé Find. y nghia cdc myc tin nhu sau:
- GO tir can tim kiém vao muc Find what: vi du; Viet nam;
- Thiét lap cac tuy chon tim kiém & muc Search Options nhu sau:
- Match case- tim kiém ma khong phan bié¢t chit hoa, chir thuong;
- Find whole words only- chi tim trén nhirng tir doc 1ap
Buéc 4: Nhan nat Find next, may s€ chi dén vi tri van ban chta cum tir cAn tim.

Tim va thay thé vin ban
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Tinh ning nay giup tim ra nhitng cum tir trén vin ban, déng thoi c6 thé thay thé cum tir tim
duoc boi mot cum tir méi. Dé thue hién tinh nang nay, lam nhu sau:

Budc 1: Chon ving van ban mudn tim kiém; khoi dong tinh niang tim kiém vin bén;

Budc 2: Thiét 1ap thong tin vé cum tir can tim va cum tir s& thay thé ¢ thé Replace ctia hop
thoai:

Find and Replace ] 21 x|

Find Replace | Go To I

Find what: {viet nam |

Replace with:

Less % | Replace Replace I-'_\lll Find Next I Cancel |

Search; all >;

I Match case

I™ Find whole wo

[~ Use wildcards

I Sounds like (English)

I™ Find all word Forms (English)
Replace

Search Options

words only

Format ~ | Special v I Mo Farmatting |

Hinh 3.29 Giao dién Replace
- Go cum tir can tim kiém vao muc Find what;
- GO cum tur s€ thay thé & muc Replace with:

Buéc 3: Nhan nat Find next dé tim dén vi tri vin ban chitra cum tir can tim. Khi tim théy, co
thé bam nut Replace dé thay thé cum tr tim dugc bdi cum tir da chi dinh & muc Replace with:
hodc nhén nut Replace All, Word sé tu dong thay thé toan bo cac cum tir sé tim duoc nhu chi
dinh.

3.1.17 TINH NANG AUTOCORRECT

Pay 1a tinh ning ty dong stra 18i chinh ta rdt manh trén Word. N¢ gitp téc do soan thao vin
ban ciia ban nhanh hon nhd nhiing tir viét tat va tranh duge cac 16i chinh ta khong can thiét boi
kha niing ty dong sira 18i chinh ta ctia no.

Thém mot tir viét tit
Dé thém mot tir viét tit, thuc hién theo cac bude sau:

Budc 1: Khoi dong tinh ning AutoCorrect bang cich md muc chon 1énh: Tools |
AutoCorrect.., Hop thoai AutoCorrect xuét hién:
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AutoCorrect: English (U.S.] i ..".L’ﬁl

AutaCerrect I AutoFormat As You Type ] AutoT=xt I AutoFormat I

IV Correct TWo INitial CApitals

IV Capitalize first letter of sentences

IV Capitalize names of days

[V Correct accidental usags of cAPS LOCK key

Exceptions... |

v ‘Replace text as you type
Replece: With: ¢ Plain text " Fomatted text
fvb v3n ban
eyt very |
virtLalyl virtually
vis-a-vis vis-a-vis
vrey very
vulnzrible vulnerable
wa snot was not =
wah: what _v_l
Add Delete |
I Automatically use suggestions from the spelling checker
OK | Cancel |

Hinh 3.30 Giao dién AutoCorrect

- G& cum tir viét tat vao muc Replace:

- GO cum tir sé thay thé vao muc With:

Vi du: muén viét tit tir vin ban boi vb thi:
Replace go vb

With gb van ban

Budc 2: Nhan niut Add dé ghi thém tir ndy vao danh sach viét tat ciia Word.

3.1.18 CHEN KY TU PAC BIET

Chon vi tri can dat ky tu dac biét, tiép theo m& muc chon Insert | Symbol... Hop thoai

Symbol xuét hién:

Ttc 1a chit i (i thuong) s& tw dong chuyén thanh I (I hoa). L3i nay do AutoCorect dit stra 16
chinh ta ithanh I (vi trong tiéng Anh I c6 nghia 1a t6i, va chiing luén dugc viét in hoa trong
cau). Dé sira 18i nay, hay thuc hién xoa di kiéu viét tit chit i boi tinh ning Delete cia

AutoCorrect.
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Symbols |Sp_ecia| Charactersl
Font: lSymboI LI

wlwlalwlels] [y [#]+].[=].[¢]o]1]2]3]4]s]|6]7]s]s]:];
<|=|>|?|z|A|B|X|A|E|®|TC|H AM|N|O|IT|®|P|Z|T|Y|g|Q
EWZ[L]_L_—OLIS‘;{B nlv|le|e|d|p|v|o|[x|8|p|c
tju|wlo|Ely(t{{]]|]|}]|~[O[0 g|oj0jojo|o|o|jojo|jo|o|o
ojojojojojo|jo|jo|ojo(o(o|o|o|3|0|0|(Y|‘|[£]|/|e|f|x(e(v|(al=
| Tl=|d] e x|« |2|x|ec|a]e|=]|=]=|=]. | | |Ha|R]|%|%]|e|e|®| 2|~
vislolelc|clele 4] v|@|o ™[] - [=|a]viels| =zl 6] ({e]e
ws[ N L AL a2 DY A F o
AutoCorrezt.., | Shortcut Igey...l Shortcut key:

Insert I Cancel l

Hinh 3.21 Giao dién Symbo

& thé Symbol, c6 thé tim ky tu ddc biét can chén 1én vin ban. Trong truong hop khong tim
théy, c6 thé tim ky tu & danh muc khac béng cach chon mot danh muc tap hgp cac ky ty & muc
Font; 17 =

Man hinh trén hién thi tap hop cac ky tu dac biét cua danh sach Symbol.

Khi thay ky tu can tim, c6 thé chén chung 1én tai lidu boi mot trong hai cach sau:

Céch 1: Nhan kép chudt 1én ky tu can chén;

hoac

Céach 2: Chon ky tu can chén bﬁng cach nhan chudt trai 1én né, réi nhin nuat Insert dé chén
ky tu 1én tai licu.

Vi tinh nang nay, ban co thé chén mdt luc nhiéu cac ky tu ddc bi¢t 1én tai lidu.

Dac biét: co6 hai chiic nang rat thudn tién néu ta phai dung nhiéu ky tu dac biét nao do trong
soan thao, d6 1a gan t6 hop phim néng va thiét 1ap cum tir viét tat cho ky tu dic biét.

3.1.19 GAN TO HQP PHIM NONG CHO KY TU PAC BIET

Mdi ky tu ddc biét, ban ¢ thé gan mot t6 hgp phim néng dé sau nay khi soan thao chi can
bam t6 hop phim d6, ky tu dic biét twong tng s& duoc chén 1én tai liéu. Hay lam nhu sau:

Budce 1: M6 hop thoai Symbol
Buéc 2: Tim dén ky tu dac biét can gan phim tat, nhan chudt trai 1én ky tu do dé chon:

Budce 3: Nhan nut Shortcut Key.., hop thoai Customize Keyboard xuét hién:
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Customize Keyboard 21l

Cateqgories: Commands:

All Commands ;J -
Press new shortcut key: Current keys:
[ale+o =]

Currently assigned to: Symbol——

[unassigned] L] ¢

escription .
Symbal: 61542 Save changes in:
lNormal.dot v l

Hinh 3.22 Giao dién Shortcut Key

Khi con tré dang & muc Press new shortcut key: hiy nhan t6 hop phim néng can gan. & vi
du trén, gia st mudn gan to hop phim Alt + O cho ky tu @, hdy bam t6 hop phim Alt + O, tiép
theo bAm nut Assign dé dang ky phim tat nay. Khi hop thoai sau ddy xuat hién, ttrc 1a ban da
gan phim tit Alt + O cho ky tu @

Cach sir dung:

Sau khi da thiét 1ap to hop phim tat cho ky tu @, dé chén ky tu nay 18n tai liéu ban khong can
quay lai tinh ning Insert Symbol nira, ma chi can nhéan t6 hop phim Alt + O. Ky tu or s& duoc
chen vao vi tri ma con tré dang chon.

3.1.20 BANG BIEU
Tao ciu tric bing
Chén bang mdoi
Céch 1: Str dung muc chon Insert Table

DPé chén mot bang madi 1€n tai liéu, mo muc chon: Table | Insert | Table... Hop thoai Insert
Table xuét hién;

Table size
Mumber of columns: m
MNumber of rows: m
AutoFit behavior

(% Fixed column width: IAuto E‘

" AutoFi: to contents
" AutoFi: ko window

Table format {none) AutoFormat. .. I

IV Set as default For new tables

Cancel I
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Hinh 3.23 Giao di¢n Insert Table

Hay dién thong tin vé cdu trac bang méi 1én hop thoai nay:

- Muyc Table size: cho phép thiét 1ap s6 cot (Columns) va sé dong (Rows) cho bang:
- G& s6 ¢cot cua bang vao muc: Number of columns:

- G& s6 dong cua bang vao muc Number of rows:

- Muc AutoFit behavior; thiét 1ap mat s6 cac thudc tinh tu dong can chinh:

- Fixed column with: s& ¢ dinh chiéu rong ctia mdi cot 1a: Auto — tw dong can chinh chiéu
rong cho cdt; hodc ban go vao do rong cua mdi cOt vao muc nay (tét nhét chon Auto, vi ban c6
thé can chinh do rong cua cac cot sau nay);

- AutoFit contents: tu dong diéu chinh d6 rong cac cot khit voi dir liéu trong cot éy;

- AutoFit window: ty dong diéu chinh d6 rong cac cot trong bang sao cho bang cé chiéu
rong vira khit chiéu rong trang vin ban.

Nén chon kiéu Auto cua muc Fixed column with:

- Nut Auto format cho phép ban chon lya dinh dang ctuia bang s€ tao theo mét s6 mau bang
da co6 san nhu 1a:

Table AutoFormat i 21x]
Formats: Preview
{none) -
g::z:zé Jan Feb Mar Total
Simple 3 East |7 7 5 19
e — West B 4 7 17
Classic 2 South B8 7 9 24
Classic 3 Total |21 18 21 6O
Classic 4
Colorful 1
Colorful 2 ;l
Formats to apply
[V Borders IV Ecnt IV AutoFit
v shading IV Color
Apply special formats to
IV Heading rows [~ Last row
IV First column [~ Last column
I OK I Cancel |

Hinh 3.24 Giao dién Table AutoFormat

Hay chon mét kiéu dinh dang & danh sach Formats: (néu ban cam thay ung ¥). Nguoc lai ¢6
thé bam Cancel dé bo qua budc nay.

Iv et 55 PO FOr el EabEs | i thong tin vé cAu trac bang hién tai s& 1a ngdm

- Néu chon muc

dinh cho cac bang tao mdi sau nay.

- Cudi cing nhan OK dé chén bang 1én tai lidu:
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Cach 2: Str dung thanh cong cu: Ban c¢o thé nhin nut Insert Table trén thanh cong cu
Standard dé chén mot bang 1én tai liéu. Bang chon sau day xuat hién, cho phép chon s dong
va s cot cua bang;

HER |

DD DD

3 x 3 Table

Hinh 3.25 Giao dién Cells

Hinh trén chon mdt bang mai voi 3 dong va 3 ¢ot. Sau khi thyc hién 1énh trén, s€ thu duoc
két qua nhu sau:

Stra cau tric bang

Sau khi da cheén mot bang 1én tai li¢u, ban van c6 thé thay ddi céu tric bflng béng cach: chén
thém hodc xo04 di céc cdt, cac dong ctia bang.

Gid su ban da chén va nhap dir liéu cho bang nhu sau:

STT Ho tén Ngay sinh

1 Nguyén Vin Nam | 12/3/1983

2 Tran Thi Binh 22/1/1981

Budc 1: Dit diém tro 1én cot Ho tén;

Budc 2: Mé muc chon Table | Insert | Columns to the right (tirc 1a chén thém mot ¢dt vao
bén phai cot dang chon). Mt cdt mdi duge cheén vao bén phai cdt Ho tén:

STT Ho tén Ngay sinh

1 Nguyén Vin Nam | | 12/3/1983

2 Tran Thi Binh 22/1/1981

Hay thuc hién nhap dit li¢u cho c)t Gidi tinh nay:
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STT Ho tén

Gidi tinh

Ngay sinh

1 Nguyén Vian Nam

Nam

12/3/1983

2 Tran Thj Binh

N

22/1/1981

TRANG 99

Mudn chén thém dong vao cubi bang dé nhap thém dit liéu, 1am nhu sau:
Budc 1: Bat diém tro vao dong cudi ciing (Tran Thi Binh);

Budce 2: Mé muc chon: Table | Insert | Row below (tirc 1a cheén thém dong mai vao phia
duodi dong dang chon). Mot dong mdéi dugce cheén vao bang.

STT Ho tén Gioi tinh | Ngay sinh
1 Nguyén Vin Nam | Nam 12/3/1983
2 | TranThi Binh | Nit 22/1/1981

Ngoai ra, khi str dung cac thao tac vé con tro tryc tiép 1én bang ban co thé don gian khi thuc
hién viéc chinh sira cau triic bang.

Dé chén thém (cac) cot mai vao bang, ban lam nhu sau:
Budc 1: Chon (bdi den) toan bd cdt mudn chén: gia su mudn chén thém 1 ¢t vao trude cot
Ngay sinh, ban boi den toan b cdt Ngay sinh;

Budéc 2: Nhan phai chudt Ién vung bdi den cua bang, r61i md muc chon

uu
fi Insert Columns

| Mot cot méi s€ duogc chén vao trude cot Ngay sinh.

Tuong tu, dé chén thém (cac) dong méi vao bang, ban 1am nhu sau:

Bude 1: Chon (boi den) toan bo dong mubn chén: gia st mudn chén thém 2 dong 1én dau
bang, ban boi den toan bd 2 dong ¢6 STT 1a 1 va 2;

Budéc 2: Nhan phai chudot 1én vung boi den cua bang, r6i mé muc chon

=
= Insert Rows

| Hai dong mdi s€ dugc chen 1én trude hai dong cii.
Dé x04 (céac) cot ra khoi bang, lam nhu sau:

Budc 1: Chon (bdi den) toan bd cac cOt mudn xo04;
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Buéc 2: Nhan phdi chuot 1én vung bdéi den cua bang, r6i mo muc chon

Delete Colurnns . A~ ~ s , v 1 o
= | Céc cdt dugce chon s¢€ bi xo4 ra khéi bang.

Pé x04 (cac) dong ra khoi bang, lam nhu sau:
Budc 1: Chon (bdi den) toan bd cac dong mudn xo4;
Buéc 2: Nhan phai chudt 1én viung boi den cua bang, r6i md muc chon

Delete Rows \ A \ ~ ~ , be 1 n
= I Toan bd cac dong da chon sé dugc xoa ra khoi bang.

Tron o

Tron 6 1a thao tac tron nhiéu 6 ké nhau trén mot bang lai thanh mgt 6. Xét vi du sau:

Hoc ky 1 Hoc ky 2
STT Ho tén
HL HK HL HK
1 Nguyén Vin Nam Tét Tét Khé Khé
2 Tran Thanh Binh Tét Tét Kha Tét
Céach lam:
PAu tién ban tao bang nhu sau:
STT Ho tén Hoc ky 1 Hoc ky 2
HL HK HL HK
1 Nguyén Vin Nam Tét Tét | Kha Khé
2 Tran Thanh Binh Tt Tt Kha Tt

Sau do6 1an luot tron cac 6. vi du, dé tron 6 Ho va tén:

Budc 1: Boi den 2 6 can tron ctia 6 Ho tén;

Hoc Hoc
ky 1 ky 2
HL HK HL | HK

STT

Budc 2: Mé muc chon Table | Merge Cell. Khi d6 2 6 da chon sé dugc tron thanh mot 6.
Tuong tu, ban hay 14n luot tron cac 6 con lai.
Vé bang

Trong trudng hop mudn vé thém cac dudng cho bang, ban c6 thé st dung chic nang nay.
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Hay mé thanh cong cu Tables and Borders, nhan nat Draw Table Iil Con chudt luc nay
chuyén sang hinh chiéc bat v& va ban c6 thé dung né dé ké thém cac dudng ké cho bang.

Cac 0 da duoc tron

Dinh dang bang biéu

Dinh dang dir li¢u trong 6

Viéc dinh dang phong chit, mau chit trén bang biéu thuc hién theo nhu phan dinh dang chi
da trinh bay & (muc 1.2).

Pinh dang 1¢

Budc 1: Chon (bdi den) cac 6 can dinh dang;

E Cell Alignment

Budc 2: Nhay phai chudt 1én vung bdi den, mé muc chon |P | roi chon

kiéu 1¢ mudn dinh dang theo bang:

=
=
==&

Hinh 3.26 Giao dién Align

i
=

|

Dinh dang hudng van ban

Ban c6 thé dinh dang huéng vin ban trong 6 (hién thi theo chiéu doc, hay chiéu ngang). Dé
dinh dang hudng, ban lam nhu sau:

Budc 1: Chon 6 can dinh dang hudng;

Uﬁ Texk Direction...

Budc 2: Nhay phai chudt 1én vung da chon, mé muc chon |, hop

thoai Text Direction xuét hién;
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Text Direction - Table Cell 21 x|

~Orientation

Text

Text
¥alL

~Preview

‘bop Aze| ay;
430 sdwn( xoy
umoaq 32inb ayy

QK I Cancel

Hinh 3.27 Giao dién Text Direction

Hay dung chudt nhan vao huéng mudn thiét 1ap & muyc Orientation.

Budce 3: Nhan OK dé hoan tat.

To nén, ké vien

D¢ t6 mau nén hay ké vién cho mgt vung ctia bang, cach lam nhu sau:

Budc 1: Chon cac 6 (boi den) can to nén hay dit vién;

Budc 2: Nhan phai chuét 1én vung da chon, m¢ muc chon

thoai Border and Shading xuét hién:

Borders and Shading...

Borders and Shading 3 21 x|

I Page Border I Shading I

Style:
F S
Kone
0 e
al E=———— =
Color
Automatic o
R =
Width
| | —H
Custom
Ll

Preview

Click on diagram below or use
buttons to apply borders

Apply to:

lTabIe :j
Options. .. |

Show Toolbar | Horizontal Line. ..

| OK I Cancel I




CHUONG 3: MOT SO CHUONG TRINH PHAN MEM UNG DUNG VAN PHONG >

Hinh 3.28 Giao di¢én Border and Shading (Border)

Thé Border cho phép thiét 1ap cac dinh dang vé dudng ké ciia ving lua chon:
- Muyc Style: chon kiéu dudng dinh thiét lap;
- Muc Color: chon mau cho dudng thang;

- Muc Width: chon d§ day, mong cho duong;
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- Muc Setting: chon pham vi duong can thiét lap. Ngoai ra ban co thé chon pham vi cac

duong can thiét 12p dinh dang & muc Preview;

- Muc Apply to: dé chon pham vi cac 6 thiét 1ap cho phu hop: Table — s& thiét 1ap dinh dang

nay cho toan bd bang; Cell- chi thiét 1ap cho cac 6 da chon;

- Nhén Ok dé két thiic cong viéc.

Thé Shading cho phép thiét l4p cac dinh dang vé t6 nén bang:

Borders and Shading

Borders I Page Border  Shading I
Fill

Mo Fill

O R

HCCTEENECT
BCCEC T
(I (I

T T T T moecoors. |

Patterns
Style:

":I Clear _VJ

Color:

l Automatic i I

Preview

Apply to:

21|

fcel

=l

Show Toolbar I Horizontal Line...

[ o 1

Cancel I

Hinh 3.29 Giao dién Border and Shading (Shading)

- Muc Fill: chon chon mau can t6. DA ¢ sdn mot hop vé6i rat nhiéu mau. Ban co6 thé nhan

ntt More Colors.. dé tu chon cho minh nhirng mau khéc:
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Colors )

21|

Colors:

Cancel l

New

Current

Hinh 3.30 Giao dién Color

- Muc Apply to: dé chon pham vi céc 6 can t6 mau nén: Table — t6 toan bo bang; Cell- chi to
cho cac 0 da chon;

- Nhéan Ok dé két thic cong viéc.
Tinh toan trén biang

Ban c6 thé thuc hién mot sd phép tinh don gian trén bang ciia Word. Mot khia canh nao déy
thi Word ciing c6 kha nang nhu mét bang tinh dién tir (Excel), tuy nhién no6 chi xtr ly dugc
nhimg phép toan don gian, rat 1a don gian.

Tinh tong

Gia str c6 mot bang s6 liéu nhu sau:

TT Ho tén Lwong Phu Thuc

cap linh

1 Nguyén Nam 507000 150000 | ?
2 Tran Khanh 600000 150000 | ?
3 Minh Hoa 630000 200000 | ?
Tong cong: ? ? ?

Ham tinh tong SUM ctua Word dé dién gid tri tong vao cac 6 c6 dau ?
Budc 1: Bat diém tro 1én 6 can chua gia tri tong. Vi du mot 6 trén dong Tong cong:

Budc 2: Mo muc chon Table | Formula.., hop thoai Formula xuét hién:
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Formula:

I=SUM(

Mumber Format:

I &l
Paste function: _ Paste bookmark: 7
| = [Z

QK Cancel |

Hinh 3.31 Giao dién Formular
& muc Formula, g vao cong thirc can tinh. C6 3 loai cong thirc tinh tong:

=SUM(ABOVE) — tinh tong cac dong tir trén dong dat diém tré. Cong thirc nay duoc ap
dung dé tinh téng cho dong Tong cong;

=SUM(LEFT) — tinh téng cho cac dong bén trai dong dat diém tré. Cong thiic nay dugc ap
dung tinh tong cho ¢t Thuc linh (= Luong + Phu cip);

Tuong tu, =SUM(RIGHT) — tinh tong cho cac dong bén phai dong dat diém tro.
Cudi cing nhan OK dé hoan tét viéc tinh tong.

Sau khi thuc hién dan cac cong thuc tinh tong cho dong Téng cong, va cot Thuc linh ta
duoc bang két qua nhu sau:

TT Ho tén Lwong Phu cép Thuc linh
1 Nguyén Nam 507000 150000 657000
2 Tran Khanh 600000 150000 750000
3 Minh Hoa 630000 200000 830000
Tong cong: 1737000 500000 2237000

Tinh trung binh cgng

Gia st c6 mot bang so0 li¢u nhu sau:

TT Ho tén DTB HK1 DTB HK2 DTB ca nam

1 Nguyén Nam 5.7 6.5 ?
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2 Tran Khanh 7.6 7.4 ?
3 Minh Hoa 75 8.3 ?
DTB chung ca 16p: ? ? ?

Ham tinh trung binh cong AVERAGE ctia Word dé dién gia tri vao cac 6 ¢ dau?
Budc 1: Bat diém tro 1én 6 can tinh. Vi du mot 6 trén dong DTB ca nam:

Budc 2: Mo muc chon Table | Formula.., hop thoai Formula xuét hién:
=SUM(LEFT)

=SUM(ABOVE)

Formula:

I AYERAGE(LEFT

Mumber Format:

Paste function: _ Paste bookmark:
i [

QK Cancel |

Hinh 3.32 Giao dién Formula

& muc Formula, g vao cong thiic can tinh. C6 3 loai cong thiic tinh trung binh cong:

=AVERAGE(ABOVE) — tinh trung binh cong cic dong tir trén dong dit diém tré. Cong
thire ndy duoc ap dung dé tinh gia tri cho dong DTB chung ca 16p;

=AVERAGE(LEFT) — tinh trung binh céng cho cic dong bén trai dong dat diém tro. Cong
thirc nay duogc ap dung tinh gia tri cho c6t PTB ca nam = (PTB HK1 + BTB HK2)/2,;

Tuong tu, =AVERAGE(RIGHT) - tinh trung binh cong cho cac dong bén phai dong dat
diém tro.

Cubi cung nhan OK dé hoan tat viéc tinh tong.

Sau khi thuc hién dan cac cong thirc tinh trung binh cong cho dong PTB chung ca 16p: , va
cot DTB ca nidm: ta duoc bang két qua nhu sau:

TT Ho tén PTB HK1 | DPTBHK2 | DTB cia nam

1 Nguyén Nam 5.7 6.5 6.1
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2 Tran Khanh 7.6 7.4 7.5
3 Minh Hoa 7.5 8.3 7.9
DTB chung ca lop: 6.93 7.4 7.17
Sip xép dir liéu trén bang
Dit liéu trén bang co thé duogc sip xép theo mot thir tw nao do.
Gid st c6 bang dir li¢u sau:
TT Ho dém Tén Diém TB
1 Nguyén Quang Anh 7.5
2 Tran Manh Ha 8.0
3 Nguyén Puc Binh 7.2
4 Nguyén Xuan Thang 6.5
5 Nguyén Thi Oanh 8.0

Sép xép bang theo Tén va Ho dém
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Dit diém tro 1én bang can sip xép rdi mé muc chon Table | Sort.., hop thoai Sort xuat hién:

sot 2] x|
Sart by RO
-~ >, i
a— T e
Then by

I v I Type: |Text = l 0 ﬁsgending

" Descending

Then by
I'——I ' pscending
! =zl Tyme: et [z " Descending
My list has
%' Header row " No header row

| oK I Cancel I Options...

Hinh 3.33 Giao dién Sort

Thiét 1ap thudc tinh cho hop thoai nay nhu sau:
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- Muc Sort by: chon cot dau tién can sap xép (cot Tén);

- Muc Type: chon kiéu dit lidu ciia cot d6 dé sip xép. C6 3 kiéu dit liéu ma Word hd tro:
Text — kiéu ky tu; Number — kiéu s6 hoc va Date — kiéu ngay;

- Cac muyc Then By: S& duoc so sanh khi gia tri sip xép trudng dau tién tring nhau. Vi du
trén, khi Tén trung nhau thi sip xép tiép theo Ho dém;

- Muc My list has: chon Header row- dong dau tién cia bang s& khong tham gia vao qué
trinh sip xép (lam dong tiéu dé); néu chon No header row- may tinh s& sip xép ca dong dau
tién cua bang (chon khi bang khong c6 dong tiéu dé);

- Cudi cung nhan OK dé thyc hién.

Sau khi sap xép theo Tén va Ho dém, thu dugc bang két qua nhu sau:

TT Ho dém Tén Piém TB
1 Nguyén Quang Anh 7.5
3 Nguyén Dtrc Binh 7.2
2 Tran Manh Ha 8.0
5 Nguyén Thi Oanh 8.0
4 Nguyén Xuan Thing 6.5

Séap xép bang theo Piém TB r6i dén Tén

Pit diém tro 1én bang can sip xép rdi mé muc chon Table | Sort.., hop thoai Sort xuit hién
va thiét 1ap cac thong s cho hop thoai ndy nhu sau:

Sot 2| |

Sort by

oene __SIREre S

Then by e
-~ > i
[ren Elftesifen  Flie T

Then by

e o

My list has
' Header row " No headsr row

oK Cancel Options. ..

Hinh 3.34 Giao dién Param of Sort
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Két qua sip xép thu duoc 1a:

TT Ho dém Tén Piém TB
2 Tran Manh Ha 8.0
5 Nguyén Thi Oanh 8.0
1 Nguyén Quang Anh 7.5
3 Nguyén Puc Binh 7.2
4 Nguyén Xuan Thang 6.5

Thanh cong cu Tables and Borders

Thanh cong cu ndy chira cic tinh niing giup ban dé dang thuc hién nhiing thao tac xir 1y trén
bang biéu.

Dé hién thi thanh cong cuy, kich hoat myc chon View | Toolbars | Tables and Borders:

v Tables and Borders [ X]
J Qi v 14w _—y ‘ D - & v

O-58 8- 30 Ak sz

Hinh 3.35 Giao dién Table and Border

y nghia cac nut trén thanh cong cu nay nhu sau:

i] Dung dé ké hodc dinh dang cac dudng;

Dung dé tay bé duong thang;

1©

r_] Dé chon kiéu dudng thing;

W v Chon d¢ dam cua duong;
él Dinh dang mau cho duong;
- K¢ khung cho céc 6;

To6 mau nén cac 6;

& -
-] Dé chén thém bang méi 1én tai lidu;
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bé tron cac 6 da chon thanh 1 6;

bé chia mét 6 thanh nhiéu 6 nho;

Dé dinh dang 18 vin ban trong 6;

B 3B o

Dé kich hoat tinh nang ty dong dinh dang

—
—
=4

Pinh dang hudng van ban trong 0;

£l Sap xép giam dan theo cot dang chon;
2l Sép xép tang dan theo cot dang chon;
il, Tinh téng don gian.

3.1.21 PO HOA

Ngoai nhitng kha ning vé soan thao va dinh dang van ban, kha ning d6 hoa ctia Word ciing
rat manh. Trong chuong ndy, chung ta s& duoc tim hiéu va tiép can nhirng k¥ thuit v& hinh
cling nhu xr Iy mot s6 khéi hinh hoa tryuc tiép trén Word.

Pé 1am viéc v6i moi truong dd hoa trén Word, ban phai st dung dén thanh cong cu
Drawing.

Draw ~ [} G‘AgtoshapeSv N W [OO E 4l 2

d-L-A-E=EE0d

Hinh 3.36 Giao dién Drawing

Néu chua nhin thay thanh cong cu nay trén man hinh c6 thé mé né bang cach kich hoat myc
chon View | Toolbar | Drawing

V& khoi hinh don giin
Str dung cac mau hinh don gian

Ban c6 thé v& mdt s6 khoi hinh rat don gian 1én tai li¢u ctia minh bang céch s dung mdt so
nat v€ hinh trén thanh cong cu Drawing nhu:

O V& hinh chit nhat;

9' V& hinh 6 val, hinh tron:

Tao 6 hinh chit nhat chira van ban;
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N V& duong thang;

x| V& mii tén.

Cach vé hinh nhu sau:
Budc 1: DUng chudt nhap 1én nat chtra hinh can vé;

Budc 2: Dung chudt v€ hinh do 1€n tai li¢u.

Chung ta dé ¥, trén khéi hinh thuong co cac diém danh diu ¥, néu dat con tro chudt vio
nhiing diém dénh dau nay ban c6 thé co dan duoc kich ¢& cta hinh vé bang cach kéo ré chudt.

Sir dung cac khdi hinh AutoShape

Ngoai cac khdi hinh don gian ma ban thay trén thanh céng cu Drawing, nit AutoShapes con
cung cap rat nhidu cac mau hinh vé da dang.

Pé sir dung mot mau hinh trong AutoShapes, Ban 1am nhu sau:

Nhép nit AutoShapes trén thanh cong cu Drawing:

22 Lines

»
H Basic Shapes >
% Block Arrows >
g-n Elowchart »
g stars and Banners ) | e
q&b Callouts % <= ¥%
ORORS
[~ Drawing BT e e o
R s
d-L-A-E=EE 0 A

Hinh 3.37 Giao dién Auto Shapes

Danh sach cdc mau hinh dugc liét ké ra, ban c6 thé chon va v& chiing 1én tai liéu nhu da
huéng dan & trén.

Dinh dang hinh vé

Thanh cong cu Drawing cung cp nhiéu nat tinh nang gitip ban dinh dang trén khéi hinh vé:

EI Nut nay dung dé chon déi tuong can dinh dang;

Chon d6 day mong cuia duong;
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Chon kiéu nét cua duong;

Chon chiéu mili tén (khi v& miii tén trén hinh);

Chon mau sac cho duong;

T6 mau nén cho mdt hinh kin,;

B'lj iyl

>

Chon mau sac cho chir;

L.

Tao bong cho hinh v¢;

Chon khdi hinh trong khong gian 3 chiéu (3D);

Pé quay hinh v&.

|

Lam viéc tap hgp cac hinh vé

Mot khdi hinh v& thuong bao gdm t6 hop nhiéu hinh v& ghép lai. Tinh ning nhém (Group)
gilip gom nhém cac hinh nho can thiét thanh mot khdi hinh 16n. Didu nay rat thuan lgi cho viée
st dung ciing nhu quan 1y khéi hinh v& trén tai liéu.

a. Gom nhom (Group)

Dé gom nhom mot tap hop cac hinh, ban lam nhu sau:

Budce 1: Str dung nut EI trén thanh cong cu Drawing, két hop viéc gilt phim Shift. R6i lan
lugt chon cac hinh nhod can nhom lai (bang cach nhan chudt 1én ting hinh) hodc dung chudt
khoanh ving bao quanh khéi hinh cin nhém;

Budc 2: Kich hoat tinh niang nhom bang cach: nhan nut Draw trén thanh cong cu Drawing,

chon Group i grow | TAt ca cac hinh nho di chon s& dugc nhom lai thanh mot
hinh 16n.

b. G& nhém (Ungroup)

Trong truong hop mudn stra lai timg cdu trac hinh nho trén khéi di nhom, ban phai thuc
hién g& nhém. Cach lam nhu sau:

Budc 1: Sir dung nit LIPY chon hinh (16n) can g& nhom;

Budc 2: Kich hoat tinh ning g& nhém bang cach: nhdn nit Draw trén thanh cong cu

Drawing, chon Ungroup "1 naroup . Tht ca céc hinh nho trong hinh 16n s& dugc

tro lai trang thai nhu trudce e bi nhom.
Dén ddy, ban c6 thé hiéu chinh tirng hinh nhé theo ¥ mudn.

c. Nhom lai (Regroup)
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Sau khi g& nhom va chinh sira xong, mudn nhom lai thanh khéi hinh nhu ban dau ban
khong can phai thuc hién lai tinh ning nhom, ma chi cin goi tinh ning nhom lai (Regroup).
Céch 1am nhu sau;

Budc 1: St dung nut M dé chon bat ky mét hinh nhé nao trong sé cac hinh nhod cdn nhém
lai;
Budc 2: Kich hoat tinh ning nhém lai bang cach: nhdn nit Draw trén thanh cong cu

Drawing, chon Regroup EY Regroup | Céc hinh nhé s& duoc tr dong nhém lai nhu
viéc nhom d3 lam ban dau.

Tao chir nghé thuat
Chén chir ngh¢ thuat
Pé chén mot dong chir nghé thuat (Word Art) 1én tai liéu, ban 1am nhu sau:

Budce 1: Nhép nut Insert WordArt il trén thanh cdng cy Drawing, hop thoai WordArt
Gallery xuat hién:

Select a WordArt style:
‘& T W
WoerdArt word”t ’8°"’4"(iw.ﬂ|‘n WordArt H
Wardlt [WordArt [WordArt (11572211 (Wordtet| 5 ¥
T d | W
W“m wordart |- WordArt |WOrdAyt
r’i-v‘l‘ %’M 1 - ¢ W
Wordawt [WorGArt |Baradnt | Wit (ot | 2
WandAst Iw ‘% Wl erder: ; o
=
oK I Cancel |

Hinh 3.38 Giao dién WordArt

Budc 2: Dung chuét chon kiéu chit nghé thuat can tao, bang cach nhan vao 6 chira kiéu chit
ma ban muodn,;

Budc 3: Go vao dong chir ban muén tao & muc Text trén hop thoai Edit WordArt Text:
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2]
Eont: Size:
l',ﬁ:-.VnVogueH :l I 36 L] B | & |

Toxk:

THAY GIAO

OK I Cancel I

Hinh 3.39 Giao di¢n Edit WordArt
Ban c6 thé chon phong chit, kiéu chit, ¢& chit cho doan vin ban nay.

Budc 4: Nhan Ok dé két thiic. Dong chir nghé thuat s& dugc hién 1én tai liéu:

tHAY-GIAG:

Hinh 3.40 Giao dién WordArt Sample
Hiéu chinh

Ban c6 thé thuc hién cac phép hiéu chinh cho dong chit ngh¢ thuat da tao dugc bdi thanh
cong cu WordArt:

Al EdtText.. |G 8 ae & B A2 = N

Hinh 3.41 Giao dién WordArt ToolBar
¥ nghia cdc nat 1énh trén thanh cong cu nay nhu sau:

Nhan chuot 1én 6 ¢6 mau chit can tao!

4] Dé chén thém dong chit nghé thuat khéc;

D¢ stra ndi dung van ban cua dong chit;

&

Dé chon lai kiéu chir nghé thuat;

Pé dinh dang mau cho khéi chit;

L4

L=

Dé chon mdt sb kiéu chit nghé thuat khéc;

Dé quay khdi chir;

&

L
Lug

bt D¢ xoay huong van ban;
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= Pé dinh dang 1& van ban trong khéi hinh;

gl Pé diéu chinh khoang cach gitra cac ky tu.

Cheén anh lén tai liéu

Ban c6 thé chén dugc hinh anh tir nhiéu nguén khac nhau trén may tinh Ién tai liéu Word
nhu: anh tir mot t€p tin; anh tir thu vién anh Clip Gallery hoac anh tir man hinh may tinh.

Chén anh tir mgt tép tin

Pé chén anh tir mot tép tin 1én tai li¢u, ban lam nhu sau:

Mo muc chon Insert | Picture | From file, hop thoai Insert Picture xuét hién cho phép ban tim
tép anh can chén 1én tai liéu:

Look in: I\B My Pictures ZI - ’@ X 5 E >~ Tools ~
[0 Microsoft Clip Organizer
@ . globe. gif
Histor |%] ONTLogo. gif
¥ (%) passw.bmp

a |52 Sample Pictures

My Documents

@

Desktbp

Favorites
—i File name: = 5
My Networs I _] Insert
Places Files of type: IAII Pictures (*.emf;* wmf;* jpa;* . jpeg;™ jﬁf;*,jpe;*.png,-’j Cancel |

Hinh 3.42 Giao dién Insert Picture
Hay chon tép anh, roi nhén nat Insert dé hoan tat.

anh tur t¢p da chon dugc cheén Ién tai li¢u cung thanh cong cu Picture gitp ban thuc hi¢n cac
phép dinh dang, hi€u chinh anh. y nghia cac ntt 1énh trén thanh c6ng cu Picture nhu sau:

Pé chén thém anh tir tép tin khéc;

Pinh dang mau cho anh;

Diéu chinh d6 twong phan cho anh;

= |2 | &

biéu chinh do sang, t6i cua anh,;

I_g
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o=

Dung dé cit anh;

Chon kiéu dudng vién cho anh;

Bat cac tinh nang dinh dang ddi tuong anh;

Thiét 1ap thudc tinh xuyén thau (Transparent) anh;

A

Huy bo cac dinh dang anh.

Trong truong hop khong xuét hién thanh cong cu Picture, ban co thé goi muc chon View |
Toolbar | Picture dé hién thi no.

Chén anh tir thw vién anh Clip Gallery
Pé chén anh tir thu vién anh Clip Gallery Ién tai li€u, ban lam nhu sau:

M& muc chon Insert | Picture | Clip Art, hop thoai Insert ClipArt xuat hién cho phép tim
hinh &nh can chén 1én tai liéu:

Insert ClipArt o =] |
J Ho= @] J 1mp0rt Clips @gips Online @ﬂelp D"
J Search for clips: |Type one ol more words. . . lj J % E

Pictures | fg Sounds | MotionCIipsl

Categories 1 - 51

5 2] =

New Category Favorites Academic

- @

Borders & Frames Buildings Business Buttons & lcons Zartoons
@ p €9
Communications  Dividars & Decor...  Downloaded Clips Emotions Ertertainment Ll

Hinh 3.43 Giao dién Clip gallery
anh duoc luu trong cac muc (Categories), ban phai mé cic muc nay ra dé tim anh.
7 .:::l Y $ . b .
Nut Back J va Forward —I gitp ban quay vé thao tac trudce hodc thao tac sau trong khi
dich chuyén giita cac Categories.

Sau khi tim dugc anh, nhan chudt 1én anh tim duoc, mot thuc don xuit hién cho phép ban
chon céac tinh hubng xir 1y d6i véi anh dang chon:
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Hay nhan nut Insert dé chén anh 1én tai lidu.

Sau khi anh dugc chén 1én tai liéu, ban co thé sit dung thanh cong cu Picture dé dinh dang
anh nhu d huéng dan & trén.

Chup anh tir man hinh vao tai liéu

Trong qué trinh ché ban tai liéu, nhiéu khi ching ta cin chén nhitng hinh anh dang xuit hién
trén man hinh may tinh vao tai liéu. Sau day 1a cac budc can thiét gitip ban 1am viée do:

Ban muon chyp toan bd man hinh may tinh vao tai li¢u?

Budc 1: Mé man hinh can chup, nhan phim Print Screen. Toan bg hinh anh ctia man hinh s&
duoc luu vao bd nhd dém (Clipboard) dudi dang hinh anh;

Buéc 2: Chon vi tri can chén 1én tai liéu, nhan t6 hop phim Ctrl + V hoac nut Paste dé dan
hinh tir bd nhé dém 1én van ban.

Ban mudn chup hop thoai hoac ctra ) dang duogc kich hoat trén man hinh vao tai li¢u?

Budc 1: M& man hinh can chup, nhip to hop phim Alt + Print Screen. Hinh anh cua hop
thoai hodc cira s6 dang kich hoat s¢ duoc luu vao bo nhd dém;

Budc 2: Chon vi tri can chén anh trén tai liéu, nhan t6 hop phim Ctrl + V hodc nat Paste dé
dan hinh tir b nhé dém 1€n van ban.

Ban chi mudn chup moét ving nao do6 ciia man hinh vao tai liéu?
Budc 1: Mo man hinh can chup, nhap phip Print Screen.

Budc 2: Hiy mé chuong trinh Paint brush cia Window hay bat ky mot phan mém xt 1y anh
nao c6 trén may tinh; tao mot tép moi va dan man hinh vira chup dugc vao. Tiép theo, st dung
tinh ning cat hinh ciia phdn mém nay dé cat phan hinh anh can lay. Nhan Ctrl+C hodc nut
Copy dé sao chép chiing.

Budc 3: Cudi ciing, ban chon vi tri can chén 1én tai liéu, nhan t6 hop phim Ctrl + V hodc nut
Paste dé dan hinh di cit duoc 1én tai lidu.

3.1.22 IN AN
Qui trinh dé in 4n
In 4n 1a cong doan rat quan trong va 1a khau cudi cung trong qui trinh soan thao tai liéu.

D¢ lam t6t viéc in an cho tai liéu cia minh, ban nén thyc hién theo qui trinh sau:

1. Binh dang trang in (Page Setup)
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- Pinh dang trang in: day l1a budc ban phai lam dau tién khi soan thao mot tai liu trén
Word;

- Soan thao tai liéu: bao gém tat ca cac k¥ ndng ma ban da dugc tim hiéu tur chuong 1 dén
chuong 5;

- Thiét 1ap tiéu dé dau, tiéu dé cubi trang;
- Print Preview- 1a khau rat quan trong. Cho phép ban c6 thé xem ndi dung cic trang in
trude khi in;

- Thyuc hién in tai li€u ra giay.

Tinh nang Page Setup

Tinh ning nay gitp thiét 1ap cau trac trang in, kho gidy in. Hiy md muc chon File | Page
Setup.. dé kich hoat. Hop thoai Page Setup xuat hién:

binh dang trang in (Page Setup)

Soan thao tai liéu

Thiét lap tiéu dé dau, tiéu dé cudi trang, danh sd trang (néu can)
Xem tai li¢u trude khi in (Print preview)

In 4n tai liéu

Margins  Paper Size IP_aper Source l Layout I

Paper size: Preview
VYRR ———
Width: 8.27" = —

Height: |11.69" 5‘ —_—

-Orientation

b (% Portrai —
| ——

" Lardscape

Apply to: lwhole cocument LI

Default... | OK I Cancel I

Hinh 3.44 Giao dién Page Setup

- Thé Paper Size: cho phép ban lya chon kho gidy in:

- Muc Paper size: dé chon khé gidy in. Bao gdm cdc kho: Letter, A0, A1, A2, A3, A4, A5, ..
tuy thudc vao ting loai may in ctia ban. Binh thuong, van ban dugc soan thao trén khd A4;
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- Ngoai ra ban c6 thé thiét 1ap chiéu rong (muc Width), chiéu cao (muc Height) cho kho
gidy;
- Muc Orientation: dé chon chiéu in trén kho gidy. Néu 1a Portrait — in theo chiéu doc;

Lanscape — in theo chiéu ngang kho gidy;

- Muc Apply to: dé chi dinh pham vi cac trang in duoc ap dung thiét 1ap nay. Néu 1a Whole
Document - 4p dung cho toan bé tai liéu; This point forward - 4p dung bat dau tir trang dang
chon tr& vé cudi tai liéu;

- Muc Preview — cho phép ban nhin thiy cdu triic trang in da thiét lap;

- Nhin nat Default.. — néu ban mudn ap dung thiét 1ap nay 1a ngdm dinh cho cac tép tai liéu
sau cua Word;

- Nhan OK dé dong y va dong hop thoai lai.

Thé Margin: cho phép thiét lap 1é trang in:

l Paper Size ] Paper Source | Layout I
Top: m Preview
Bottom: IO.S" 5‘ T
Lef—t: |1" 5 I ——
Right: ID.69' 3‘ —
Gutter: m —_———
Fromedge ————————————— ———
Header: |0.5“ 5‘
Footer; |0'5 E Apply to: IWhole cocument L‘
[~ Mirror margins Gutter position
[~ 2 pages per shzet v Left " Top

Default. .. | oK I Cancel I

Hinh 3.45 Giao dién Page setup(Margin)

- Muc Top: dé thiét 1ap chiéu cao cia 18 trén cua trang in;

- Muc Bottom: dé thiét lap chiéu cao cua 1& dudi cta trang in;

- Muc Left: dé thiét 1ap chiéu rong cta 1& bén trai cua trang in;

- Muc Right: d¢ thiét 1ap chiéu rong cua 1& bén phai cua trang in;

- Muc Gutter: dé thiét 1ap bé rong phan gay tai liéu;

- Muc Header — thiét 1ap chiéu cao cta phan tiéu dé dau trang (Header);

- Muc Footer — thiét 14p chiéu cao ctia phan tiéu dé cubi trang (Footer);
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- Muc Apply to: dé chi dinh pham vi céc trang in duoc 4p dung thiét 1ap nay. Néu 1a Whole
Document - ap dung cho toan bo tai liéu; This point forward - 4p dung bat dau tir trang dang
dat diém tro tré vé cudi tai lidu;

- Muc Preview cho phép ban nhin thiy c4u trac trang in da thiét 1ap;

- Nhan nut Default.. — néu ban mudn ap dung thiét 1ap nay 1a ngdm dinh cho céc tép tai liéu
sau cua Word;

- Nhén OK dé ddng y va dong hop thoai lai.
Tiéu dé diu, tiéu dé cudi trang

Co thé miéu ta vi tri cia phan ti€u dé dau, ti€u dé cudi trang qua hinh sau:

—. |§'..e: NS TR .t 1 ;.. e ...s...;' f|_
phat cia rrang in;
Rootet : Ml}t.l Guiler: dé (higl lap bé romg phdu wiv L
li&n;
B
Header

—xl. _2&‘- e
— = T::lz
Sum ——1d
— Koun
— Low:m

Hinh 3.46 Giao dién Header and footer

Cach xay dung tiéu dé dau va tiéu dé cubi:

Mo muc chon View | Header and Footer, con tré 1ap tirc chuyén ngay vao phan tiéu dé dau
(Header):

Thanh cong cu Header and Footer ciing xuat hién:

Ban c6 thé soan thao tiéu dé bang cach gd truc tiép vin ban, roi dinh dang ching. Ban ciing
c6 thé chén cac hinh anh, d6 hoa, bang biéu, .. 1én tiéu dé nhu 12 chén 1én tai liéu. Ngoai ra, ban
c6 thé chén thém cac thong tin khac nita tir thanh cong cu Header and Footer nhur sau:

Insert AutoText = | | Nt nay cho phép chén vao mét so cac thong tin tiéu dé cua tép tai
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liéu nhu la:

Author, Page #, Date

Chén Tac gia, trang, ngay;

Created by |

Chen tén tac gia;

Created on |

Chén tén may tinh tao tép tin;

Filename and path |

Chén tén tép tin cung duong dan;

Filename |  Chén tén tép tin;
Last printed | Chén ngay in vin ban gan nhét;
Last saved by | Chén thoi diém cubi st van ban;
Page & of Cheén trang thir X cua tong so trang Y

Chén sb tht tu trang hié¢n tai;

Cheén tong so trang cua tai ligu,

Chén ngay hién tai;

Chen gio hién tai,

5| @) 18 2| =

Dinh dang s6 trang;

i

Chuyén d6i 1am viéc gitta Header va Footer;

I~
=]
v
@

DPoéng thanh tiéu dé lai.

Chén sb trang ty dong

Ngoai viéc chén s trang tu dong boi tinh ning Header and Footer, ban ¢6 thé chén sd trang

ty dong 1én tiéu dé trang bang cach:

Mo muc chon: Insert Page numbers... Hop thoai Page numbers xuét hién:
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Page Numbers E 21 x|
Position: review

Alignment:

[Right ~|
[V Show number on first page

| oK I Cancel I Format. ., l

Hinh 3.47 Giao dién Page Number

- Muc Position — chon vi tri s& chén s trang: Bottom of page chén vao tiéu dé cudi; hodc
Top of page chén vao tiéu dé dau trang;

- Muyc Aligment — dong hang cho sé trang: Right- bén phai trang; Left — bén trai trang hodc
Center- ¢ gitra trang;

v ; o CA 4 £ P pe g Y
I Show number on first page | g thuc hién danh so trang dau tién, trai lai trang dau

tién s& khong duoc danh sd, chi danh s tir trang thir 2 tré di;

- Néu chon muc

- Muc Preview- dé xem két qua thiét 1ap trén trang tai liéu;

- Nhian OK dé hoan tat cong viéc.

Xem tai li€éu trudc khi in

Xem trudce khi in (hay con goi Print preview) 1a viéc rat quan trong, dic biét d6i voi nhitng
ngudi mdi hoc Word, chua ¢6 nhidu cac k¥ ning vé in an. Qua man hinh Print Preview, ban c6
thé quan sat trude duoc cau tric trang in cling nhu ndi dung chi tiét trén trang in. Qua d6 sé& c6

nhing diéu chinh hop 1y, kip thoi ddi véi tai liéu ctia minh dé khi in ra s& thu duoc két qua cao
nhu ¥ mudn.

Pé bat man hinh Print preview, ban co thé 1am theo mot trong hai cach:

Céch 1: M& muc chon File | Print Preview

Céch 2: Nhan nat Print preview %J trén thanh cong cu Standard.

Man hinh Preview cung thanh cong cu Print preview xuat hi¢n:
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Hinh 3.48 Giao dién Print preview

EAEN N R A=A

Hinh 3.49 Giao dién Print Preview Toolbar

Man hinh Preview 1a noi hién thi cdu tric, cling nhu ndi dung cac trang tai liéu trude khi in;

Thanh coéng cu Print Preview cung cip cac nut chirc ning dé lam viéc trén man hinh
Preview, do6 la:

9% F .
. D¢ phong to, thu nho (Zoom) thong tin trén man hinh Preview;

Cho phép hién thi hay khong hién thi thuéc ké (Rule) trén man hinh nay;

Chi hién thi mot trang tai li¢u trén man hinh nay;

B8 |=

C6 thé chon n trang tai liéu cung hién thi trén cling mot man hinh nay
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(n=1..6);

Dé chuyén doi ché do chi xem va xem + c6 thé stra nd1 dung truc ti€p trén tai

=Y

&| In tai lidu ra may in;

ligu;

bong man hinh nay lai, tré vé man hinh soan thao tai liéu ban dau. Ban cling

Close
c6 thé lam viéc nay khi nhan phim ESC.

In 4n tai liéu
Sau khi da ché ban xong tai liéu, da kiém tra lai cac 15i ché ban. Budc nay ban s€ thuc hién
in 4n tai liéu ra may in.
C6 nhiéu cach cho ban chon lva ra 1énh in an;
Céach 1: M6 muc chon File | Print..
Céch 2: Nhan to hop phim Ctrl + P
Hop thoai Print xuat hién;
Pint 2|

-Printer

Mame: | <8 HP LaserJet 1200 Series PCL x| Properties I
Stakust Ids ) Find Printer... l
HP Laserlet 1200 Series PCL

Type:

Where: DOT4_001 [ Print to file
Comment: I Manual duplex
-Page range ~Copies

© al Humber of copies: =
" Current page € Selection

" Pages: I 11 V' Collate
Enter page numbers andfor page ranges '

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

Print what: IDocumenl L] rZaom

Pages per sheet: Il page 'I
Scale to paper size: INO Scaling vl

Options... | OK I Cancel I

Print: IAII pages nrange _'J

Hinh 3.50 Giao dién Print

- Hop Printer cho phép ban chon mdy in can in (trong trudng hgp may tinh ban c6 nbi téi
nhiéu mdy in). Nut Properties cho phép ban thiét 1ap cac thudc tinh cho mdy in néu can;

- Hop Page range- cho phép thiét 1ap pham vi cac trang in:
- Chon All — in toan b0 cac trang trén tép tai ligu,
- Current page — chi in trang tai li¢u dang chon,;

- Pages — chi ra cac trang can in. Qui tac chon ra cac trang can in nhu sau:
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<tir trang>-<dén trang>

Vi du:

Chi in trang s6 5: 5

In tir trang 2 dén trang 10: 2-10

In tir trang 2 dén trang 10; tir trang 12 dén 15: 2-10, 12-15

- Hop Copies — chi ra sé ban in, ngdm dinh 13 1. Néu ban in nhiéu hon 1 ban, hiy gb sb ban
in vao day;

- Hop Page per sheet dé chi ra s6 trang tai liéu s& duoc in ra mot trang gidy. Ngam dinh 12 1,
tuy nhién ban c6 thé thiét 1ap nhiéu hon s6 trang in trén mdt trang giay, khi d6 cd sé rat bé;

- Cudi cung nhan nat OK dé thuc hién viéc in an.
3.1.23 TRON TAI LIEU

Khai niém vé tron tai liéu

Mot tinh nang rat manh cta phﬁn mém soan thao vin ban Microsoft Word 13 tron tai liéu

(Mail Merge). Piéu nay di gitp ich cho cac nhan vién vin phong rat nhiéu trong viéc in céac
danh sach ciia minh ra cac phiéu nhé. Chung ta hiy tim hiéu tinh huéng sau:

Lan 1a Bi thu chi doan 16p Q9A1, c6 dang phai soan théo cac gidy moi dé gui t6i cac ban
sinh vién tham dy budi lién hoan véan ngh¢ do Chi doan td chitrc. Danh sach khach mai da duoge
li¢t ké trén mot bang Word (hodc trén Excel) nhu sau:
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TT Ho tén Lép
1 Nguyén Vin Quang Q9A2
2 Thach Hai Van Q9A2
3 Bui Thi Ninh Q9A3
4 Lé Quang Tam Q9A3
5 Nguyén Thi Ha Q9A4

Lan phai lam nhu thé nao?

Tinh ning Mail Merge ctia Word s& gitp Lan don gian va rat nhanh chong tao ra dugc cac
gidy moi ghi day du thong tin can thiét.

Chuén bi dir liéu

Phai chic chin ban di tao dugc danh sach khach moi nhu sau:

TT Ho tén Lop
1 Nguyén Vin Quang Q9A2
2 Thach Hai Van Q9A2
3 Bui Thi Ninh Q9A3
4 Lé Quang Tam Q9A3
5 Nguyén Thi Ha Q9A4

Bang nay co thé duoc soan trén Word, trén Excel hodc mot bang trén Access, FOXpro.
Soan miu tai liéu tron

Soan thdo mdt mau giay moi nhu sau:
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POAN TRUONG ESTIH
BCH Chi doan Q10A1

GIAY MOI

Nhan dip ky niém ngay Quoc té Phu nir 8-3, Chi doan
QI10AL1 t6 chitc budi lién hoan van nghé tai Hoi trudng 16n,
truong ESTIH.

BCH Chi doan kinh mdi ban .......................... Ldp ...
dén du va cd vii.

Su xuat hién cta Ban nhat dinh s€ lam dém van nghé thém
phan déng vui va sinh dong. Rat mong ban dén du ding gio.

TM BCH CHI BPOAN Q10A1

Ta Ngoc Lan

Hinh 3.51 Giao dién Sample
Kich hoat tinh nang Mail merge

Kich hoat tinh ning tron tai liéu ctia Word bang cach mé muc chon Tools | Mail Merge..,
Hop thoai Mail Merge Helper xuét hién:

Mail Merge Helper i lllj

Use this checklist to set up a mail merge. Begin by choosing the Create
button,

2=l Main document

Create i

[
2 Data source

GetData ¥ |

3
Merge the data with the document

Merge. ..

Cancel |

Hinh 3.52 Giao dién Mail Merge Helper

=
] Main document

O muc bam chudt nit Creat va chon muc Mailing Label, hop thoai sau day

xuat hién:
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Microsoft Word x|

P | Tocreate the mailing labels, you can use the active document window Document4 or
\‘/ a new document window,

Active Window ! Mew Main Document I

Hinh 3.53 Giao dién Mail Merge (Active)

Hay chon Active Window dé tiép tuc:

[
2 Data source

thoai Open Data Source xuat hién, ban hay chon tép chira danh sach khac moi da tao roi nhan
Open.

& muc , nhan chudt nat Get Data va chon muc Open Data Source.., hop

Sau khi m& dugc tép chtra danh sach khach moi, c6 thé nhan Close dé dong hop thoai Mail
Merge Helper va str dung thanh cong cu Mail merger dé chén cac truong tin can thiét 1én tai

liéu:
Insert Merge Field ~ ‘ Insert Word Field ~ ‘ “ \ 4 4
t e on | B (B B %5 vere. | R

Hinh 3.54 Giao dién Mail Merge (toolbar)

Néu khong thiy thanh céng cu Mail Merge xuat hién trén man hinh, c6 thé hién thi n6 bang
cach chon thuc don View | Toolbars | Mail Merge.

Chen cac trwong tin 1én tai li¢u
Pé chén mot trudng tin 1én gidy moi, 1am nhu sau:

Budc 1: Pat diém tro vao vi tri can chén thong tin trén tai liéu: dat 1én phan dinh chén tén
(néu mudn chén trudng Ho tén) hodc dat diém tré 1én muc 16p (néu mudn chén truong Lép);

Budc 2: Trén thanh cong cu Mail merge nhan niit Insert Merge Field, roi chon trudng tin
can chén 1én tai liéu.

Sau khi chén ddy du cac trudng tin vao nhitng vi tri hop 1y ctia ching trén tai liéu, ban co
thé chuyén sang budc tiép theo dé tién hanh tron ra cac Gidy moi.

Thuc hién tron tai li¢u

. Merge. .. : A s A %
Nhan nut ﬁj trén thanh cong cu Mail merge, hop thoai tuy chon tron thu Merge xuat
hién:
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[ fiew doctment 1|

Check Errors... I

Query Oftions... I

~Records to be merged
& al € From: |

~When merging records

(%" Don': print blank lines when data fields are empty.
(" Print blank lines when data fizlds are empty.

Mo query options have been set.

Hinh 3.55 Giao dién Merge To
Co thé thiét 1ap thong sb cho hop thoai ndy nhu sau:

- Muc Merge to: cho biét nhitng giéy moi duoc tao ra s€ dat & dau: New document- & mot
tép Word méi; hodc Printer — s€ dugc in ngay ra may in;

Muc Records to be merged: cho biét pham vi cac ban ghi sé dugc tron ra: All- s€ thuc hién
tron tt ca cac ban ghi hodc From:

hay chi ra tron tir ban ghi nao dén To: ban ghi nio?
Cudi cung nhan nat Merge dé thuc hién tron ra cac Gidy moi nhu da thiét lap.
Thanh cong cu Mail merge

Thanh coéng cu Mail Merge cung cap cac nut chirc ning gitip ban 1am viéc nhanh chéng va
thuan ti€n trong qua trinh tron tai liu trén Word.

Insert Merge Field ~ | | P& chén mot truong tin (cot) tir danh sach Ién tai li€u tron;

M 4 » M| | pé chuyén dén vi tri cac tai liéu sau khi d3 tron duoc;

Le

Dé hién thi hop thoai Mail Merge Helper;

Dé kiém tra xem c6 mot 16i nao trong qua trinh thiét 1ap cac thong tin tron
tai liéu hay khong?

Thuc hién tron tai liéu va dua cac két qua ra mot t€p Word moi;

Thuyc hién trdn tai li€u va in luén két qua ra may in;

Liﬁ&“@

Merge Mo hop thoai thiét 1ap cac thong tin trude khi tron thu.




TRANG 130 >TIN HOC PAI CUONG

3.2 CHUONG TRINH BANG TINH EXCEL
3.2.1 GIOI THIEU

La phan mém xur 1y bang tinh, ndm trong bd Microsoft Office do cong ty Microsoft viét
chay trén moéi truong Windows. Hién nay Microsoft Excel duoc dung dé xu 1y tinh toéan phd
bién trong cong tac vin phong.

Khéi dong
Start - Programs > Microsoft Excel.

Hoic Double-click vao biéu tugng Lo trén Desktop (néu co).

Man hinh Microsoft Excel

Title Bar Menu Bar Formular Bar Toolbars

Ed Microsoft Exce! - Book1
] Eile Edit  Wiew >

Insert Help - F X
DEEm &Y + bl oo - 2] 7
Arial - = - B ALP
F
| C D E F G —
1 ! —
2
3 e
4
5
(&)
? -
TREINY “ Sheetl  Sheetz / SNeetz / [« | Him
Ready R IR
Sheet Tab Status bar \ Work\s{eet Scroll Bar

Hinh 3.56 Giao dién chwong trinh Excel

Title Bar (Thanh tiéu dé): thanh chtra tén ciia mot tip tin cia Excel, tén chuong trinh
Microsoft Excel, cac biéu twrong diéu khién cira sb.

Menu Bar (Thanh thwc don): thanh chira cac nhom 1énh File, Edit, View, ...

Toolbars (Thanh cong cu): chira cic 1énh cua Excel dudi dang biéu tugng, hai thanh cong

cu duoc sur dung chu yéu la Standard, Formatting.
An/hién cac thanh cong cu: View > Toolbars = Customize

Formular Bar (Thanh céng thirc): dong chtra dir li¢u nhap cua 6 hién hanh.
Scroll Bar (Cac thanh cudn): Dung truot bang tinh trén man hinh bang chudt.
Horizontal scroll bar (thanh cudn ngang).

Vertical scroll bar (thanh cudn doc).

Status bar (Thanh tinh trang): Cho biét ché d6 1am viéc hién hanh:
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Ready : Sin sang cho nhap licu.
Enter : Pang nhap liéu vao 6.
Point : Pang tham chiéu dén mét dia chi.
Edit  : Pang hi¢u chinh dir li¢u hay cong thirc.
Tinh trang hi¢n hanh cua h¢ théng:
CAPS : Ché d6 nhap chir hoa.
NUM : Cho phép gd phim s bén phai ban phim.

Mbi tap tin Excel (.XLS) con goi 1a Workbook chtra mQt hoac nhiéu bang tinh va dugc dat
tén mic dinh 1an luot 1a Sheetl, Sheet?, ...

Chu triic Worksheet
Gidi thiéu Worksheet

Mot Worksheet (bang tinh): 13 bang hinh chit nhat bao gdm nhiéu dong (Row) va nhiéu cot
(Column).

Dong: C6 65536 dong duoc dat tén l1an luot 1a: 1, 2, ..., 65536.

Cot: C6 256 cot duge dat tén 1an luot 1a: A, B, ..., Z, AA, AB, ..., IV.
O (Cell): La phan giao ciia mot dong va mot cot.

Ving (Range): La mot tap hop cac 6 lién tiép dang hinh chir nhat.
Cac thao tac trén Worksheet

Déi tén Worksheet hién hanh

Chon Format = Sheet - Rename

(hoac an phai chuot vao tén Sheet va chon Rename) roi nhap tén moi.
Chén thém mot WorkSheet

Chon Insert > Worksheet

(hoac an phai chudt vao tén Sheet va chon Insert).

Xoa WorkSheet hi¢n hanh:

Chon Edit = Delete Sheet

(hodc 4n phai chudt vao tén Sheet va chon Delete).

Tuy chon moi truwong lam viéc

Thuce hién Tools - Options

Trong thé General
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Calor ] International or Chedking ] Spelling ] Seaurity ]
Wigw ] Calodlation ] ______ Transition ] Custom Lists ] Chart ]
Settings

™ R1C1 reference style ™ Prompt for workbook properties
I Ignore other applications ™ Provide feedback with sound

v Function tooltips ™ Zoom on roll with IntelliMouse

V¥ Recently used file list: |4 El: entries Web Options...

Sheets in new workbook: |3 =

Standard font: [arial x| sieefio -]

|C:\D0cumen15 and SettingsiLe Hong ThaiyMy Do
At startup, open all files in: |

Default file lomtion:

User mame: [Le Hong Thai

Cancel

o]

Hinh 3.57 Giao dién General
Standard font: Chon Font mac dinh.
Size: Chon kich thudc ky tu mac dinh.

Default file location: Chon thu muc mic dinh dé Iuu tap tin Excel.

Trong thé Edit
F&

Error Chedking ] Spelling ] Seaurity ]
| customLists | crart |

Options

Calor ] Intermational I Save ]

“Wiewr ] Calaulz General ] Transition

Settings

v Edit directly in cell
[v Allow cell drag and drop

[v Alert before overwriting cells
[ Move selection after Enter

Direction: Doanm —

[ Fixed decimal
Places: 2 El

[w Cut, copy, and sort objects with cells

v Ask to update automatic links

[w Prowvide feedback with Animation

[ Enable aAutoComplete for cell values

v Extend list formats and formulas
v Enable automatic percent entry
v Showr Paste Options buttons

v Show Insert Options buttons

Sl I

o]

Cancel

Hinh 3.58 Giao dién Edit

Enable AutoComplete for cell values: Bat/tat chirc nang dién gia tri da nhap trudc d6 vao 6

hién hanh.
3.2.2 CAC KHAI NIEM CO BAN
Cac kiéu dir liéu co ban

Kiéu chudi (Text)

Dit lidu bao gdm céc ky tu tuy ¥ chit (a, b, ..., 2), cac ky s6 (0, 1, 2, ..., 9) va cac ky tu

khac.

Néu 1a chudi dang s6 trong 6 thi bat diu dau nhay don (¢) theo sau 1a cac ky sb.
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N6 ty dong canh trai trong 0.
Dit liéu kiéu chudi trong cong thirc duoc dit trong cip nhay kép ().
Vi du: Tin hoc; ‘123
Kiéu s6 (Number)
Dit liéu bao gdom cac ky s6 (0, 1, 2, ..., 9), ddu am (-), diu duong (+), chit E dang sb

khoa hoc, ky hiéu tién t&, phan cach thiap phan, phan cach nghin phy thudc tuy chon
dang trong Windows.

N6 ty dong canh phai trong 0.
Dit liéu kiéu s6 trong cong thic 14 s6 binh thudng.
Vi du: 290; 2E5 (hodc 2.00E+05) la 2*10°; 123$

Luuy: Kiéu dir liéu dang ngay 1a mot dinh dang ctia kiéu sd, khi nhdp dir liéu dang ngay
vao 0 phu thudc vao tuy chon dang nhidp ngay trong
Windows, nén dit liéu ngay cling tu dong canh phai trong 6. g
tuy chon dang nhap ngay trong Windows:

Start - Settings = Control Panel - Regional and
Language Options

Customize Regional Options ==

Mumbers | Currency || Time Drate

Calendar
wihen a two-digit pear iz entered, interpret it az a year between:

and 2029 o

-

Short dake
Short date zample: |17/01 /06

Short date format: ./ bl A1) -

Date separator: A L

Long date
d=7, January 17, 2008

Long date format: dddd. kAkdbARd dd. pm R

[ Ok, ] [ Cancel ]

Hinh 3.59 Giao dién Date

Muc Short date format: Chon dinh dang ngay c6 san (néu c6), hoic nhap dinh dang
ngay riéng theo y cua minh.

Céc phép toan

Loai Phép toan Y nghia Vi du
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+ Cong 3+5
- Trur 7-3
Phép toan sé hoc: Két
wp‘ Oim S0 H0C: Be * Nhan 3*7
qua la so
/ Chia 10/3
A Nang luy thtra 312
< Nho hon X<y
Phép toan so sanh: <= Nh¢ hon hogc bang X<=y
Két qua 1a gia tri luan > Lén hon x>y
ly >= Lén hon hodc bang X>=y
<> Khac X<>y
Phép toan chudi: Két & Néi chudi “Nguyén“ & « «
qua 1a chudi &’Tam”

Dia chi 0, dia chi viing
Dia chi 0 (Cell)

O 12 phan giao cua mot cot va mot dong, ldy gia tri trong 6 ctia bang tinh con goi 1a
tham chiéu dén dia chi 6, c6 3 dang dia chi 6.

Dia chi twong ddi 6
C6 dang <cdtdong>.
Vi du: ES.
Dia chi tuyét ddi 6
Co dang <$cotSdong>.
Vi du: $E$5.
Dja chi hon hop 6

C6 dang <$cotdong> hodc <cot$dong> (tuyét dbi cot va twong ddi dong hodc nguge
lai).

Vi du: E$5 hoac E$5.
Dia chi vung (Range)

Tap hop cac 6 lién tiép xép dang hinh chit nhat dugc goi 1a mot vung, dia chi cia ving
duogc xac dinh 6 goc trén trai va 6 dudi goc phai cua hinh chit nhat, 1y gia tri trong ving
ctia bang tinh con goi 1a tham chiéu dén dia chi ving, c¢6 3 dang dja chi vung.

Dia chi twong dbi ving
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Cé6 dang <cotdong: cotdong>.

Vidu: C2: E5.
Pja chi tuyét ddi ving
C6 dang <$cot$dong: $cot$dong >.
Vi du: $C$2: SES$S5.
Dia chi hon hop ving
C6 dang <$cotdong: $cotdong>, <cot$dong: cot$dong> ...
Vi du: $C2: $E5; C$2: ES5
bat tén cho mt vung

Microsoft Excel cho phép dit tén cho mot ving, sau d6 c6 thé dung tén ving dé thay
thé cho dia chi ciia ving (thong thuong ding tén ving dé thay thé dia chi tuyét d6i cua
vung).

Qui udce dat tén vung

Bit dau 1a ky tu chit.

Khéng chira ky tu trong va ky tu dic biét.
Khong phén biét chit hoa va chir thuong.
Khoéng trung tén vai dia chi 6, khong trung tén véi tén vung da dat.
Khong nén bo diu tiéng Viét.

Thao tac dat tén cho ving

Céch 1: thuc hién qua cac budec.

Pénh dau khéi chon ving.

Nhép tén vung vao hop Name Box.

Céch 2: thuc hién qua cac budc

Panh dau khéi chon ving.

Chon Insert 2> Name - Define
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Define Name E3[L3)]
[ames in workboak:
|Bang_|:lu:u | [0]'4 |
J Close
Add
Delete
Refers ta:
=5Sheetl 14641536517 E

Hinh 3.60 Giao dién Define name
+ Names in workbook: Nhap tén vung.
+ Refers to: Pia chi vung.
Click vao nat OK dé hoan tat thao tac dit tén cho ving.
Xba tén vung
Chon Insert > Name - Define
Chon tén vung
Click vao nut Delete - Nut Close
Cong thirc

Biéu thirc
La sy két hop c6 nghia giita cic toan tir va toan hang.
Trong d6 toan hang c6 thé 1a hang, dia chi 6, dia chi ving, ham ...
Vi du: 3+7; 3*B5 (gia sir 6 B5 chua gid tri sO) 1a cac biéu thirc.

123+ “abc”, day khong 1a biéu thuc.

Cong thirc
Bit dau 1a dau bang “=" theo sau 1a biéu thirc. Két qua tra vé gia tri cua biéu thirc.
Vi du: =3+7, 1 cong thirc co két qua tra vé 1a 10.

=3*B5, (voi gia sit 6 B5 chira gia tri 5) 1a cong thirc va c6 két qua 1a 15.
3.2.3 THAO TAC TREN TAP TIN VA BANG TiNH
Thao tac co ban trén tap tin (Workbook)
Luu tap tin

Khi luu tap tin can thiét phai chon vi tri luu (6 dia va thu muyc) va dat tén tap tin (mac
dinh tén tap tin Excel c6 phan mé rong 1a . XLS).

Thyc hién luu tap tin co6 nhiéu cach:



Dung biéu twgng & trén thanh Standard
Thuye hién 1€nh trén thwe don File > Save
Dung t6 hop phim Ctrl + S

C6 hai tinh hudng xay ra

Néu Iwu 1an dau tién xuat hi¢n hop thoai:

CHUONG 3: MOT SO CHUONG TRINH PHAN MEM UNG DUNG VAN PHONG >

Save As &)
<>Sa“e n [ W bscuments - | Q@ O B - Toos-
[ LomICDDE
é |Z) My eBooks
History ‘«j My Music
12} My Pictures
1) My Playlists
@ |2 MeroVision
My Doouments
o]
Desktop
=]
Favorites
=
oFs - . —
2y File name: Eook1 ﬂ Save
Iy Metwork —
Pam\.e as hype: |Microsoft Excel Warkbook /2/—5“{'

Hinh 3.61 Giao dién Save As

Save In: Chon 6 dia va thu muc dé luu tap tin.
File Name: Nhap tén tap tin.

Click vao nut Save dé hoan tat viéc luu tap tin.

TRANG 137

Néu tiép tuc lIuu tir 1an thtr 2 tro di n6 s& luu chdng 1én tap tin trude do (diéu dé co

nghia 1a luu vai tén tap tin cli va tai vi tri cii).

Luu ¥: Néu c6 nhu cau luu tap tin v6i tén khac hodc vi tri khac di luu trude d6 thi thuc

hién Iénh File - Save As (hop thoai Save As nhu trén)
Mé tap tin
Thuc hién mo tép tin c6 nhiéu cach:
Dung biéu twong = trén thanh Standard.
Thuyce hién 1€nh trén thye don File - Open
Ding t6 hop phim Ctrl + O.

Xuét hién hop thoai
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[ BTEw= ] e-m @& Ko E e Tooks

31 BAITAPLE
ﬁ] M rarTary
Hlckary ) BATTARLE
3] BAITAPLS

2 ] Bai7 3] Baitep 0
j M rarTap M rarTapa
My Documents |3 baitapl 28] BAarTAR22
28] BAITAPE 38 BAITAR2S

= M rarTar 36 BAITAR4
MlearTapi0 H]baiten Ba
Desktop  #]BAITAPIL

247 BAITAP 2

- 4] BarTaP1 3
_] B4 EATTARL4
Favorites ) parTapt S

=]
ars .
& File pame: - e -
3 it Open
aces S of bype: |AII Microsoft Bvoel Files é m

Hinh 3.62 Giao dién Open

Look In: Chon thw muc chira tip tin cin mé.

Chon tén tip tin cin mé.

Click vao nut Open dé hoan tat thao tac mé tap tin.
Dong tap tin

Thuc hién 1énh File - Close

(hoic biéu tugng close window x trén thanh thuc don)
Tao mdi tap tin

Thuc hién mo tap tin c6 nhiéu cach:
Dung biéu tuong [ trén thanh Standard

Thuyc hién Iénh trén thuc don File > New, chon Blank WorkBook trén Task Pane.

Dung t6 hop phim Ctrl + N

Thao tac co ban trén bang tinh (Worksheet)

Di chuyén chon 6 hi¢n hanh trong bang tinh (Worksheet): ¢6 nhiéu cich

Dung chudt (Mouse): Nhap chuot (click) vao 6 dé di chuyén dén.

Dung phim:
An Phim DPén 6 hién hanh
< Qua trai mot cot
> Qua phai mot cot
g Lén mot dong
N% Xubng mot dong
Page Up Lén 1 trang man hinh
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Page Down Xubng 1 trang man hinh
Ctrl + Home Vé 6 dau tién (A1)
Ctrl + End Pén 6 cudi cung co chira dit licu

Ctrl + phim miii| Di chuyén dén 6 bién cta khdi dir liéu hién
tén hanh theo hudéng miii tén.

(€, 2>, ™V

Alt + Page Up Qua trai 1 trang man hinh

Alt + Page Down Qua phai 1 trang man hinh

Di chuyén nhanh dén 6 bét ky:

Nhép dia chi 6 can di chuyén dén vao hop Name Box.

Ed Microsoft Excel - Bookl
File Edit View Insert Format Tools Dats  Window  Help

FE & BT - Tw - U E &

\i
El
m
m
[m]
=
m
L
()
m
M

Hinh 3.63 Giao dién Formular
Panh dau khéi chon
Chon o6: Nhép chudt tai 6 can chon.
Chon vung: R€ chudt tur 6 dau dén 6 cudi cua vung can chon.
Chon dong/cot:
Chon mgt dong/cot: Nhép chuot vao tén dong/cot can chon.
Chon nhiéu dong/cot:
Nhiéu dong/cot lién tuc: RE chudt vao tén dong/cot can chon.
Nhiéu dong/cot khong lién tuc: Gitr Ctrl + nhép chudt vao tén dong/cot can chon.

Chon toan bd bang tinh (Worksheet): Nhip chudt vao phan giao cia tiéu dé dong va
tiéu dé cot (hodc Ctrl + A)

Xoa dir liéu vung
Chon vung can x0a.

An phim Delete.
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Sao chép dir li€u

Chép toan bo dir licu

Céch 1: (Chi dung trong truong hop ving dit liéu ngudn va ving dich gin nhau) Thuc
hién lan luot.

Panh dau khéi ving dir liéu ngudn can chép.

Pua con tré chudt dén goc dudi bén phai (Fill handle) ving dit liéu ngudn cho dén khi
xuat hién chit thap (+) mau den.

F2 - A =E2"D2

A B C D E F
1 STT |Ténvatty | Bonvi | Stlwong | Don gia | Aang tien
2 | 1|Cat Khéi 50| GO000R 310000}
3 2|Gach dng _[Vién 4000 350
4 3|5at Ky 160] 3600
5 4ximing  |Bao 200( 45000

Hinh 3.64 Sao chép cong thirc
Ré chuét theo cot (hodc dong) dé chép trén cot (hoac dong).
Cach 2: Thyc hién lan luot,
Pénh dau khéi ving dir liéu ngudn can chép.
Thuec hién 1énh Click vao biéu tugng Bz trén thanh Standard
(hodc Edit = Copy hoac phim Ctrl + C).
Chon vung dich.
Thuec hién 1énh Click vao biéu trong 2 trén thanh Standard
(hoac Edit = Paste hodc phim Ctrl + V).
Cach 3: Thyc hién lan luot,
Chon ving dit liéu ngudn.

Pua con tré chudt dén canh bién cua di liéu ngudn cho xuat hién mili tén (), tién hanh
gilr Ctrl va ré chudt dén vung dich.

Céach 4: (Chi dung trong truong hop ving dit liéu ngudn va ving dich gan nhau) thuc
hién 1an luot

DPanh dau khéi dit liéu ving ngudn va ving dich can chép

Thuc hién 1énh: Edit > Fill & Down (hodc Ctr + D) chép xudng duéi
Edit = Fill > Right (hoac Ctr +R) chép qua phai

Edit - Fill > Up chép Ién trén
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Edit - Fill > Left chép qua tréi

Chép mét thanh phan cua dir liéu

Trong mdi 6, dit liéu gdm céac thanh phan: Formula (cong thirc), Value (gia tri), Format
(dinh dang). Ta c6 thé chi chép 1 thanh phan dit liéu trong cac 6 bang cach:

Danh dau khéi ving di liéu ngudn can chép.

Thuec hién 1énh Click vao biéu tuong Ez trén thanh Standard
(hodac Edit = Copy hoac phim Ctrl + C)

Chon vung dich.

Thuc hién 1énh: Edit > Paste Special, hop thoai xuat hién:

Paste Special F)x]

" validation

" Al except borders

" Column widths

™ Formulas and number formats

" Values and number formats

Cperation
* More O Multiply
 Add " Divide
" Subtract
[ Skip blanks [ Transpose

Paste Link DK | Cancel

Hinh 33.65 Giao dién Paste Special

Néu chon:

All: chép tat ca cac thanh phan cua dit liéu.

Formulas: chi chép cong thirc.

Values: chi chép gia tri.

Formats: chi chép dinh dang.

Click ntit OK dé hoan tat thao tac chép mot thanh phan cua dir lidu.
Luu y: Khi sao chép dinh dang c6 thé dung biéu twong, bang cach:
Chon ving dinh dang ngudn.

Chon biéu tuong <f trén thanh cong cu Standard.

Chon vung dinh dang dich.
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Su khac nhau cua viéc chép mot vung c6 chira cong thirc tham chiéu dén dia chi tuyét
d6i va dia chi tuong ddi.
Cong thuc dia chi tuyét doi

Khi sao chép dén vung dich, dia chi tham chiéu cua ving dich s& gidng nhu dia chi cua
ving ngudn.

Cong thie tham chiéu dia chi twong ddi

Khi sao chép dén vung dich, dia chi tham chiéu cua ving dich s& thay d6i theo huéng
va khoang cach (d6 doi) chép so véi ving ngudn.

Di chuyén dir liéu
Céach 1: thuc hién 1an luot
Panh dau khéi ving dir liéu nguodn can di chyén.
Thuec hién 1énh Click vao biéu tuong % trén thanh Standard
(hodc Edit = Cut hoac phim Ctrl + X).
Chon vung dich.
Thuec hién 1énh Click vao biéu tuong E trén thanh Standard
(hodc Edit - Paste hoac phim Ctrl + V).
Cach 2: thyc hién 1an luot
Chon vung dir liéu ngu@)n.

Dua con tro chudt dén canh bién ctia dir liéu ngudn cho xuat hién mii tén (®), ta tién
hanh ré chudt dén vung dich.

Pién s6 thir tu: c6 nhiéu cach
Céch 1: Thyc hién lan luot
Nhap s6 tht tu khoi dau.

Giir Ctrl va dung chuét ré nat Fill Hande (nut vudng nho nam goc dudi phai cua 6)
theo cOt hoac dong dién sb thu tu.

Céch 2: Thyc hién lan luot
Nhap sb thr tu khai dau, nhap s tht ty ké tiép cho 6 tiép theo.
Danh dau khéi chon hai 6 vira nhép.

Dung chudt ré nat Fill Hande (ntt vudng nhé nam goéc dudi phai ciia ving chon) cia
khéi chon theo cot hodc dong dién sb thir tu.

Cach 3: thyc hién lan luot
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Series EFx
Series in Type
* Rows * Linear (v
" Columns " Growth -
" Date -
[ Trend " AutoFill (e

Step value: Stop value;
6.4 | Cance| |

Hinh 3.66 Giao dién Series

Nhép s6 thir ty khoi dau.
Thuc hién 1énh Edit - Fill - Series
Series in: Rows (dong); Columns (cdt).
Type: Linear (tuyén); Growth (ting 1én); Date (ngay), AutoFill (dién tu dong).
Step value: Gia tri budc nhay.
Stop value: Gia tri két thuc.
Click vao niit OK hoan tit dién s6 thi tu.
Cheén dong, ¢dt, viing trong
Chen dong
Chon dong dé chén trén.
Thuce hién 1énh Insert > Rows, dit liéu trén dong di chon s& chuyén xubng dong dudi.
Cheén cot
Chon cot dé chén trén
Thuc hién 1énh Insert 2 Columns, dir li€u trén cot da chon sé chuyén sang cOt phai.

Insert (Ed]E3|

Insert

i+ Shift celis right

Shift cells down

~
" Entire row
" Entire column

L] 4 I Cancel |

Hinh 3.67 Giao dién Insert

Chen vung
Chon ving dé chén

Thuc hién 1énh Insert = Cells
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Shift cells right: chuyén dit liéu ving di chon sang phai

Shift cells down: chuyén dir liéu viing da chon xudng dudi.

Entire row: chén dong.

Entire column: chén cot.

Click nut OK dé hoan tat thao tac chén.

Huy bo dong, ct, vung

Huy bo dong

Chon dong dé huly bo.

Thuyc hién 1énh Edit - Delete

Huy bo cot

Chon cot dé huy bo.

Thyc hién 1énh Edit = Delete

Huy bo vung

Chon ving dé huy bo.

Thuec hién 1énh Edit = Delete, hop thoai xuat hién:
Delete &3]

Delete

£ 8h

up

" Entire row
" Entire column

Hinh 3.68 Giao dién Delete
Shift cells left: Chuyén dit liéu ving bén phai ctia ving dd chon sang trai.
Shift cells up: Chuyén dir liéu viing bén dudi cia ving da chon 1én trén.
Entire row: Huy bo dong chira viing chon.
Entire column: Huay bo c6t chira viing chon.
Click nat OK dé hoan tat thao tic huy bo.
Thao tac Undo va Redo

Thao tac Undo: Dung dé phuc hdi lai tinh trang cua bang tinh trude tinh trang hién
hanh mdt hodc nhiéu thao tac trude d6 da duoc thuc hién. Cé nhiéu cach

Biéu tugng: « -
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Thuc don: Edit = Undo.

Phim: Ctrl + Z

Thao tac Redo: Sau khi thuc hién Undo, Redo dung dé quay trd lai trinh trang cia
bang tinh sau tinh trang hién hanh mét hodc nhiéu thao tic. C6 nhiéu cach

Biéu tuong: cu -
Thuc don: Edit > Redo
Phim: Ctrl + Y
Thao tac dinh dang
Thay d6i dd rong cot, chiéu cao dong
Dung chudt:
Chon ¢t (hodc dong).
Ré bién phai cua tén cot (hodc ré chudt bién dudi tén dong).
C6 thé Double click vao bién phai cot (bién dudi dong) sé thay do6i kich ¢& 6 ty dong
theo kich thudc dir licu.
Dung menu
Cot:
Chon céc 6 cua nhiing cot can thay doi do rong cot.
Thuc hién 1énh Format - Column - Width
+ Nhép dd rong cot méi vao Column width.
+ Click nat OK.
Dong:
Chon cac 6 cta nhitng dong can thay d6i chiéu cao.
Thuc hién 1énh Format - Row > Height
+ Nhap chiéu cao dong méi vao Row height.
+ Click nut OK.
Pinh dang kiéu sb
Trinh bay dang thé hién ciia s6 trén man hinh.
Chon vung dir liéu dé dinh dang $0.

Thuc hién Format - Cells va chon thé Number
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Format Cells FE)
C)‘nber ] Alignment ] Font ] Barder ] Pattern= ] Frotection ]
Category: Sample

aeneral =00
Mumber
currency

Accounting General format cells have no
Crate

specific number format.
Time

Percentage
Fraction
Scientific
Text
Special

Custom J

K I Cancel

Hinh 3.69 Giao dién Number

Muc Category: Chon loai nhém, Uing véi mdi nhém s& c¢6 mdt hodc nhidu dang sb
(Type).

e Chon dang s6.
e Click OK dé hoan tit dinh dang sb.

Luu ¥: Néu khong tim dugc dang s trong cac 16p dé dinh dang, ta c6 thé dung muc Custom
va nhap vao dang (Type) sd.

Canh chinh dir liéu trong 6

Dit liéu trong 6 c6 thé canh chinh dwa vao cac thanh phan: canh chinh theo hang ngang

(Horizontal) trong 0, canh chinh theo cot dirng (Vertical) trong 6, va dir liéu dugc trinh
bay theo hudng (Orientation) nao do trong 0.

Thao tac thuc hién:
Chon vung dir liéu dé canh chinh.

Thuwe hién 1énh: Format - Cells va chon thé Alignment
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Format Cells =)
N.lmber Font ] Border ] Patterns ] Frotection ]
Text alignmer COrientation

Horizontzl: N
|Center ﬂ

wertical: i} =

|Top [

I

Text control

o] E: Degrees

™ Merge ce=lis

Right-to-left
Text direction:
Context -

Ok I Cancel

Hinh 3.70 Giao dién Aligment
Horizontal: Chon canh theo hang ngang.
Vertical: Chon canh theo cot dung.
Orientation: Chon hudng trinh bay dir lidu.
Text control: Néu chon
+ Wrap text: Dit liéu trong 6 néu dai hon d6 rong cot thi xudng dong.
+ Shrink to fit: Dir liéu s& thu nho kich thudc dé chira vira trong 6.
+ Merge cell: Tron cac 6 thanh mét 6.
Click nit OK dé hoan tt thao tac canh chinh dir liéu.
Dinh dang ky tw
Bao gom cac dinh dang Font, Font style (ltalic, Bold, ...), size
Thao tac thuc hién:
Chon vung dir liéu dé dinh dang.

Thuwe hién Iénh: Format - Cells va chon thé Font

TRANG 147
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Format Cells (223

Mumber | Ali“ | Border | Patterns | Protection |
Font: Font style: Size:

| arial |Reguiar [11

T Albertus Medium 3 -

T Antique Olive . |malic 9

Antique Olive Compact Bold 10
Eold Italic -

Underline: Color:
|N:ne ﬂ | Automatic ﬂ [ Mormal font

Effects Prewview

[ strikethrough
[ Supersoipt
[ Subseript

AaBbCcyiz

This is a TrueType font. The same font will be used on both your printer
and wour sereen.

OK I Cancel

Hinh 3.71 Giao dién Font

Font: Chon Font.

Font style: Chon kiéu chit ¢ddm (Bold), chit nghiéng (Italic), ...

Size: Chon kich thudc ky tu.

Click ntt OK dé hoan tét thao tac dinh dang ky tu.

K¢ khung

Thao tac thuc hién:

Chon vung dit lidu dé ké khung.

Thuyc hién Iénh: Format - Cells va chon thé Border

Format Cells 3]3]

Number ] Alignment l Fatterns ] Frotection ]

Fresets

MNone Cutline  Inside

Text | |
Text
_ Calor:
Automatic -

The selected border style man be applied by clicking the presets, preview
diagram or the buttons abowve,

QK | Cancel |

Hinh 3.72 Giao dién Border

Line: Style chon kiéu dudng ké; Color chon mau dudng ké.

Presets va Border: Chon hodc bo duong ké.
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Click nat OK dé hoan tat thao tac ké khung.
Pinh dang nén dir liéu
Thao tac thuc hién:
Chon ving dit liéu dé ké khung.
Thuc hién Iénh: Format = Cells va chon thé Patterns

Format Cells @[]

Cell shading
Calar:

Mo Colar

u u L
u L
Sample
L | u
H N EEENR
Pattern: -

o8 | Cancel

Hinh 3.73 Giao di¢n Patterns
Color: Chon mau nén.
Pattern: Chon miu dang nén.
Click nut OK dé hoan tat thao tac dinh dang nén.
3.2.4 HAM CUA MICROSOFT EXCEL
Dang tong quat ciia ham trong Excel
Céc ham trong Microsoft Excel c6 dang nhu sau:
TEN HAM (dbi s 1, d6is6 2, ...)

Trong do:

TRANG 149

TEN HAM do Microsoft Excel dinh nghia, tén ham khong phan biét chit thudng hay

chtr hoa.

D061 s6 co the 1a: hang, dia chi 6, dia chi vung, ham cua Excel.

Néu ddi s6 cua ham 13 hang chudi (text) thi phai dat trong cip nhay kép (“text”).

Ham Excel tra vé 1 gia tri.

Chon ham trong thu vién ciia ham Excel ta chon biéu tugng [#&] (Insert Funtion).
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Insert Function

Search for a function:

Type a brief desaiption of what ywou want to do and then [=la]
click G0 Chon

0r select a categary: [Logical /T/;

Select a function:

AND{logicall logical?,...)

Cheds whether all arguments are TRLUE, and returns TRUE if all arqguments
are TRLIE.

Help on this function | Ok | Cancel

Hinh 3.74 Giao dién Insert Function

Ciac ham thong dung
Ham S6 hoc
ABS
Cu phéap: ABS(Number)
Trong d6: Number 1a dir liéu kiéu sd.
Cong dung: Ham tra vé gia trj tuyét ddi ctia sé Number
Vi du:
Cong thuc 1a = 3+ABS(-2) thi c6 gia tris€ 1a 5
INT
Cu phap: INT(Number)
Trong d6: Number 1a dir li¢u kiéu sb.

Cong dung: Ham tra vé gia tri phan nguyén ciia s6 Number

Vi du:
Gia tri trong 60 Al c6 gia tri la -5.3
Cong thuc trong 6 B1 1a = INT(A1) thi c6 gia tri s€ 1a -6
Cong thtrc trong 6 C1 1a =INT(ABS(A1)) thi c6 gia tri s€ 1a 5
MOD

Cua phap: MOD(Number, divisor)

Trong d6: Number, divisor 1a dir liéu kiéu sé.
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Cong dung: Ham tra vé gia tri phan du cta phép chia nguyén s6 Number cho sb
divisor

Vi du:
MOD(18, 7) tra vé gia tri 1a 4
ROUND
Cu phap: ROUND(Number, Num_Digits)
Trong do:
+ Number 12 dit liéu kiéu so.
+ Num_Digits s6 nguyén.
Cong dung: Ham tra vé gia tri 1am tron s Number tai vi tri thit Num_Digits
Vi du:
ROUND(36275.527, 2) tra vé gia tri 1a 36275.53
ROUND(36275.527, 1) tra vé gia tri 1a 36275.5
ROUND(36275.527, 0) tra vé gia tri 1a 36276
ROUND(36275.527, -3) tra vé gia tri 1a 36000
Ham Thong ké
AVERAGE
Cu phap: AVERAGE(Numberl, Number2, ...)
Cong dung: Ham tra vé gia tri trung binh cong cua cac s6 Numberl, Number2, ...
Luu y: Ham nay khong tinh cac 6 khong co dit liéu (6 tréng).

Vi du: Tinh diém trung binh cta 16p trong bang dudi ddy; trong d6 c6 6 B2, B5 14 6

tréng.
A B C
1 Ho va tén Diém
2 Nhém 1:
3 Nguyén Vin An 9
4 Lé Thay Trang 4
5 Nhom 2:
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6 Nguyén Trung Hiéu 6
7 Nguyén Thanh Nhan 5
8 Trung binh 1ép =4 6

=AVERAGE(B2: B7)

MAX
Cu phap: MAX(Numberl, Number2, ...)
Cong dung: Ham tra vé gia tri s6 10n nhét cua cac s6 Numberl, Number2, ...
Vi du: Dit liéu trong cac 6 B3, B4, B6, B7 lan luotla: 9,4,6,5
Cong thirc trong 6 B10 1a =MAX(B3: B7) tra vé gia tri 13 9
MIN
Cu phap: MIN(Numberl, Number2, ...)
Cong dung: Ham tra vé gia tri s6 bé nhat ciia cac s6 Numberl, Number2, ...
Vi du: Dit li¢u trong cac 6 B3, B4, B6, B7 lan luot 14: 9, 4, 6, 5
Cong thuc trong 6 B11 1a =MIN(B3: B7) tra vé gia tri 4 4
SUM
Cua phap: SUM(Numberl, Number2, ...)
Cong dung: Ham tra vé gia trj tong sb cta cac sé Numberl, Number2, ...
Vi du: Dit liéu trong cac 6 B3, B4, B6, B7 lan luot 1a: 9, 4, 6, 5
Cong thirc trong 6 B12 1a =SUM(B3: B7) tra vé gié tri 1a 24
COUNT
Cu phap: COUNT (Valuel, Value?, ...)
Cong dung: Ham tra vé gia tri dém s6 phan tir Valuel, Value2, ... 1a kiéu sd.

Vi du: Tinh tong s6 hoc sinh cuia 16p du thi trong bang duéi day; trong d6 c6 6 B2, B5
1a 6 tréng va 6 B6 1a kiéu chudi.

A B C

1 Ho va tén Piém
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3 Nguyén Vin An 9
4 Lé Thuy Trang 4
5| To62:
6 Nguyén Trung Hiéu Ving
. =COUNT(B2:
7 Nguyén Thanh Nhan Ve B7)

5
/I
8| Téng s HS du thi /3
COUNTA

Cu phap: COUNTA(Valuel, Value2, ...)
Cong dung: Ham tra vé gia tri dém s phan tir Valuel, Value2, ... 1a khac rong.

Vi du: Tinh tong s6 hoc sinh cta 16p trong bang dudi dy; trong d6 c¢6 6 B2, B5 1 6
trong va 6 B6 1a kiéu chudi.

A B C

1 | Hovatén DPiém

2 | Tol:

3 | Nguyén Vin An 9

4 | Lé Thuy Trang 4

5| T62:

6 | Nguyén Trung Hiéu Ving

7 | Nguyén Thanh Nhan 5

8 | Tong s HS 16p 4

=COUNTA(B2: B7)
RANK
Cu phap: RANK(Number, Ref, Order)
Cong dung: Ham tra vé thir hang ctia s6 Number trong ving Ref.
Trong do:

Number: S6 can xép hang
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Ref: Ving chira cac s can xép hang

Order: C6 2 loai xép hang
+ Order = 0 (hay bo qua): Xép hang theo thir ty giam.
+ Order = 1: Xép hang theo thir tu ting.

Vi du: Dya vao diém sé ctia mdi hoc sinh, hay xép hang cua 16p trong bang dudi déy.

A B C
1| Hovatén Piém Xép
hang
2 | Nguyén Vin An 6 /3
3 | L& Thuy Trang -

4 | Nguyén Trung Hiéu / 6

P

5 | Nguyén Thanh Nhan/ 8
6 /
=RANK(B2, $B$2: ${$5, 0)

COUNTIF
Cu phap: COUNTIF(Range, Criteria)

Cong dung: Ham tra vé gia tri dém sé phan tir ciia ving Range thoa man diéu kién
Criteria.

Trong do:
Range: La ving can dém s 6 thoa diéu kién
Criteria: La diéu kién c6 thé 1a s6; Chang han: 5
Hodc chudi vin ban, cc toan tir so sanh =, >, <, >=, <= nam trong cip
nhay kép; Chang han: “>1985”, “Nam”
Vi du: Tinh téng sb hoc sinh cua 16p dat va khong dat trong bang dudi day.

1 Ho va tén biém

2 To1:

3 Nguyén Vin An 9
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4 Lé Thuay Trang 4
5 |T62:
6 Nguyén Trung Hiéu 6
7 Nguyén Thanh Nhan 5
8 Tong s6 HS dat 3
9 Tong s6 HS khong dat 1

B8=COUNTIF($B$2: $B$7, *>=5")
B9=COUNTIF(($B$2: $B$7, "<5”)

SUMIF
Cu phap: SUMIF(Range, Criteria, Sum_Range)

Cong dung: Ham tra vé gia tri tong s6 cua nhitng phan tir ctia ving Sum_Range,
nhirng phan tr nay twong tmg véi nhitng dong ctia ving Range c6 gia tri
thoa man diéu kién Criteria.

Trong do:
Range: La ving chira cic 6 can xét thoa diéu kién.
Criteria: La diéu kién c6 thé 14 s6; Chang han: 5
Hodc chudi van ban, cac toan tir so sanh =, >, <, >=, <= nam trong cip
nhay kép; Chang han: “Nam”; “>1985”
Sum_Range: Ving chtra nhitng 6 s& tinh tong.

Vi du: Tinh téng s6 tiéu thu cua ting khu vuc trong bang dudi day.

1 Khu vuc Tiéu thu Bang thong ké

2 A 30 Khu vie | Téng
tiéu thu

3 B 40 A 120

4 A 45 B

5 C 60 C
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6 B 40
7 A 45
8

E3=SUMIF($A$2: $A$7, D3, $B$2: $BS$7)
Ham vé Chudi
LEFT
Cu phap: LEFT(Text, n)

Cong dung: Ham tra vé gia tri 1a chudi con bén trai cta chudi Text duoc trich tir trai
sang phai n ky tu.

Dic biét: Khi n=1 thi LEFT(Text, 1) = LEFT(Text)
Vi du: Trich chudi con bén trai 3 ky tu ciia chudi MICROSOFT.

1 | MICROSOFT MIC

B1==LEFT(A1L, 3)
RIGHT
Cu phap: RIGHT(Text, n)

Cong dung: Ham tra vé gia tri 1a chudi con bén phai cua chudi Text dugc trich tir phai
sang trai n ky tu.

bac biét: Khi n=1 thi RIGHT(Text, 1) = RIGHT(Text).
Vi du: Trich chudi con bén phai 4 ky tu ctia chudi MICROSOFT.

1 | MICROSOFT SOFT

B2=RIGHT(AL, 4)
MID
Cu phap: MID(Text, i, n)

Cong dung: Ham tra vé gia tri 1a chudi con cua chudi Text dugc trich tir vi tri thir i ¢6
N ky tu tinh tir trdi sang phai.

LOWER
Cu phép: LOWER(Text)
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Cong dung: Ham tra vé gi tri 1a chudi Text dugc doi sang chir thuong.
UPPER
Cu phap: UPPER(Text)
Cong dung: Ham tra vé gia tri 1a chudi Text dugc ddi sang chir hoa.
PROPER
Cu phap: PROPER(Text)

Cong dung: Ham tra vé gia tri 1a chudi Text dugc doi ky tu ddu cua tir sang chit hoa va
Ky tu con lai sang chir thuong.

VALUE
Cu phap: VALUE(Num_Text)
Cong dung: Doi kiéu chudi s6 Num_Text thanh kiéu sd.
Vi du: VALUE(RIGHT(“A017, 2)) ¢6 gia tri 1a s6 1
Ham ngay gio
NOW
CUa phap: NOW()
Cong dung: Ham tra vé gia tri 1a dang ngay, gio hién hanh cia hé thong.
Vi du: NOW()
TODAY
CU phéap: TODAY/()
Cong dung: Ham tra vé gia tri 1a dang ngay hién hanh cta hé thong.
Vidy: TODAY()
DATE
Cu phap: DATE(year, month, day)
Trong do:
+ Year: Chi s6 nam c6 gi tri tir 1900-> 9999
+ Month: Chi sb thang ctia ndm
+ Day: Chi sd ngay cua thang
Cong dung: Ham tra vé gia tri kiéu ngay
Vi du: DATE(2006, 3, 10) c6 gia tri 1a 10/03/06 hoic 1a s6 38802
DAY
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Cu phap: DAY (serial_number)
Trong d6: serial_number 14 biéu thirc dang ngay.

Cong dung: Ham tra vé s ngdy cua thang trong biéu thirc dang ngay serial_number,
c6 gia tri 1->31.

Vidu: DAY (*26/03/06”) c6 gia tri 1a 26.
Day(now()) c6 gia tri ngay hién hanh cta hé thong.
MONTH
Cu phap: MONTH(serial_number).

Cong dung: Ham tra vé sb thang trong biéu thirc dang ngay serial_number, c6 gia tri
tu 1 (January) - 12 (December).

Vi du: MONTH(*26/03/06”) c6 gia tri 1a 3.
YEAR
Cua phap: YEAR(serial_number).

Cong dung: Ham tra vé s6 ndm cua biéu thirc dang ngay serial_number, co gia tri s6
nguyén tir 1900 - 9999

Vi du: YEAR(“26/03/06™) c6 gia tri 1a 2006.
HOUR
Cu phap: HOUR(serial_number).

Cong dung: Ham tra vé s6 gid ctia biéu thic sd dang thoi gian serial number, ¢6 gia tri
tu 0 = (12: 00A.M.) hoac 0 = (23: 00P.M.).

Vi du: HOUR(“10: 15: 50”) ¢6 gia tri la 10.
MINUTE
Cu phap: MINUTE((serial_number)

Cong dung: Ham tra vé sd phut ciia biéu thirc s6 dang thoi gian serial number, c6 gia
tri tr 0 = 59.

Vi du: MINUTE(“10: 15: 50”) ¢6 gia tri la 15.
SECOND
Cu phap: SECOND(“hh: nn: ss™)

Cong dung: Ham tra vé sb gidy cta biéu thirc s6 dang thoi gian serial number, c6 gia
trj tr 0 > 50.

Vi du: SECOND(*10: 15: 50”) c6 gia tri 1a 50.

Ham Luan ly
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AND

Cu phap: AND(Logicall, Logical2, ...)

Cong dung: Ham tra vé gia tri 12 chi ding (True) khi tit ca cic biéu thic ludn ly
Logicall, Logical2, ... déu dung, cac truong hop con lai 12 sai (False).

Vi du: AND(3<=3, 6<9, 5>2) c6 gia tri la TRUE
AND(3<=5, 6<9, 2>5) ¢6 gia tri 1a FALSE
OR
Cu phéap: OR(Logicall, Logical2, ...)

CU phap: Ham tra vé gia tri 1a chi sai (False) khi tit ca cac biéu thuc ludn 1y Logicall,
Logical2, ... déu sai, cac truong hop con lai 1a ding (True).

Vi du: OR(3<=5, 6<9, 2>5) ¢6 gia tri 1a TRUE
OR(3>=5, 6>9, 2>5) ¢6 gia tri 1a FALSE
NOT
Cu phap: NOT(Logical)
CU phép: Ham tra vé gia tri phit dinh cta biéu thtrc luan 1y Logical.
Vi du: NOT(2>5) ¢6 gié tri 1a TRUE
NOT(2<5) co gia tri 1a FALSE
IF
Cu phép: IF(Logical_test, Value_if_true, Value_if false)
Cong dung: Ham tra vé gia trj 1a Value_if_true néu Logical_test 12 True
Value_if fasle néu Logical_test la False

Vi du: Hiy lap cong thirc tinh cot két qua trong bang dudi day.

1 |Hovatén Piém | Két qua
2 Nguyén Vin An 7 | Bau

3 Lé Thuy Trang 9

4 Nguyén Trung Hiéu 4

5 | Nguyén Thanh Nhan 5
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C2=IF(B2>=5, ”Dau”, "Rét”)
Ham do tim
VLOOKUP
Cu phéap: VLOOKUP(Lookup_value, Table_array, Col_index_num[, Type])

Cong dung: Ham nay do tim gia tri Lookup value trong cot ddu tién cua bang
Table_array, tim duoc & dong nao s& tra vé gia tri trong 6 13 phan giao dong d6
v6i cot thir Col_index_num (cot dau tién dém 1a 1)

Trong do:
Lookup_value: Gia tri do tim
Table_array: La bang do tim, dugc xac dinh nhu sau
+ Cot chura gia tri Lookup value 13 cot du tién cta bang Table array
+ Chi gém nhitng dong chira cac gia tri can do tim.
+ Chtra c6t Col_index num
Col_index_num: Sé thir tir ciia cot can 1y gia tri cia ham
Type: Kiéu do ¢6 2 loai
+ Type = 0 (hodc False): do chinh xac, néu khéng tim thiy tri do trong
bang do sé& thong bao 15i #NA.
+ Type = 1 (hodc true, hay bo qua): do gan dung, tri do trong bang do phai
sap thir ty tdng. Neéu tri do khong tim thay trong bang do no s€ tra vé gid tri
tuong tng 16n nhat va nho hon tri do (1ay lui lai).

Vidu 1: Tir Bang 1, hdy lap cong thtc dién vao c6t TEN HANG

A B C D E F
1 Béng 1
2 TT MA TEN MA HANG TEN HANG

HANG HANG

TL

3 1 Ta lanh TV Ti vi
4 2 | MG TL Ti lanh
5 3TV MG May giit
6 4TL
7 5TV
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C3=VLOOKUP(B3, $E$3: $F$5, 2, 0)

HLOOKUP
Cu phap: HLOOKUP(Lookup_value, Table_array, Row_index_num[, Type])

Cong dung: Ham nay do tim gia tri Lookup_value trong dong dau tién cua bang
Table_array, tim duoc & ¢t ndo s& tra vé gia tri trong 6 1 phan giao cot 6 v6i dong
tha Row_index_num (dong dau tién dém 1a 1)

Trong do:
Lookup_value: Gia tri do tim
Table_array: La bang do tim, dugc xac dinh nhu sau:
+ Dong chira gia tri Lookup value 1a dong dau tién cua bang Table array
+ Chi gdbm nhitng cot chira gia trj do tim
+ Chtra dong Row_index num
Row_index_num: Sé thtr ty ctia dong can Iy gia tri cia ham
Type: Kiéu do c6 2 loai

Type = 0 (hoic False): do chinh xéac, néu khong tim thay tri do trong bang do
s& thong bao 161 #NA.

Type = 1 (hoic true, hay boé qua): do gan ding, tri do trong bang do phai sip

thr tu tang. Néu tri do khong tim thiy trong bang do né sé tra vé gia tri twong
mg 16n nhat va nhé hon tri do (1ay lui lai)

Vi du: Tir Bang 1, hdy lap cong thic dién vao cot TEN HANG

A B C D E F G H
1 Béng 1
2 TT MA TEN MA | TV TL MG
HANG | HANG HANG
3 1 TL Ta lanh TEN | Tivi Tu lanh | May giat
HANG
4 2| MG
5 3 TV
6 4 TL
7 5 TV
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8

C3=HLOOKUP(B3, $F$2: $H$3, 2, 0)
MATCH
Cu phap: MATCH(Lookup_value, Lookup_array[, Match_type])

Cong dung: Ham nay do tim gia tri Lookup_value trong ddy do Lookup_array, tim s¢ tra
vé gié tri 1a s6 th tu cua tri do Lookup_value trong ddy do Lookup_array (tht tu dau tién
dém1a 1)

Trong do:
Lookup_value: Gia tri do tim
Lookup_array: La day do tim
Match_type: Kiéu do c6 2 loai
+ Match_Type = 0: do chinh xé&c, néu khong tim thdy tri do trong bang do sé thong
bao 101 #NA.
+ Match_Type = 1 (hay bo qua): do tim gan dung, tri do trong bang do phai sip thu tu
tang. Néu tri do khong tim thay trong bang do no sé tra vé gid tri 1a sb thir tu twong tng

16n nhat va nho hon tri do.

+ Match_Type = -1: do tim gan dung, tri do trong bang do phai sip th tu giam. Néu

trji do khong tim thiy trong bang do né s& tra vé gia trj 13 s6 tht ty twong tng nho nhit va
16n hon tri do.

Vidu: Tir Bang tinh sau

A B C D E F G H I
1
2 TT MA PINH

KHACH | MUC

3 1| NDB Béng dinh muc

4 2 | CQA CQ CB ND KD

5 3 | KDB A 130 60 50 | 150
6 4 | NDA B 100 40 30| 120
7 5 | KDA C 80 30 25| 110
8 6 | CQB

Ta co:

=MATCH(RIGHT(B3), $E$5: $E$7, 1) c6 gié tri 1a 2

=MATCH(LEFT(B4, 2), $F$4: $I$4, 0) c6 gi tri 1a 1
INDEX



CHUONG 3: MOT SO CHUONG TRINH PHAN MEM UNG DUNG VAN PHONG > TRANG 163
Cu phap: INDEX(Array, Row_Num, Column_Num)
Cong dung: Ham nay tra vé gia tri 1a phan tr trong bang Array, c6 chi s dong la
Row_Num va chi sé cot Column_Num (dong va cot trong bang thir tu
dau tién dém 1a 1).
Vi du: Cho biét méi MA KHACH c6 2 ky tu bén trai 1a té€n cot va 1 ky tu bén phai la
tén dong trong Bang dinh murc, hiy 1ap cong thirc tinh ¢t DINH MUC cia timg MA

KHACH theo Bang dinh mifc.

A B C D E F G H |
1
2| TT MA PINH

KHACH | MUC

3 1| NDB 30 Bang dinh murc

4 2 | CQA CQ CB ND KD

5 3 | KDB A 130 60 50 150
6 4 | NDA B 100 40 30 120
7 5 | KDA C 80 30 25 110
8 6 | CQB

9

C3=INDEX($F$5: $1$7, MATCH(RIGHT(B3), $E$5: $E$7, 1), MATCH(LEFT(B3, 2), $F$4: $1$4, 0))
3.2.5 CO SO DU LIEU TRONG EXCEL
Khai niém vung co sé dir liéu (Database)

Vung co so dir li€u 1a tap cac dir li€u co cAu trac c6 it nhat 2 dong dugc t6 chirc nhu
sau:

Dong dau tién: chira tiéu dé cot (Field Name) va khong duoc chia 6 tréng.
Cac dong con lai: chira dit liéu goi 1a mau tin (Record)

Vi du: Trong bang tinh sau, dia chi cua viung A2: H10 la mot co sé dir li¢u

Bang tinh tién dién

TT HO LOT TEN | LOAI | PINH | TIEU PHU TONG

HO | MUC | THU THU CONG
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1 | Nguyén Hiru An CQ 300| 320| 111700 687700
2 | Pham Vil Bio | KD 250 | 400 | 199750 | 1199750
3| L& Minh Hai | ND 150 | 130 0 195000
4 | V& Phong Pha | CQ 300| 250 0| 450000
5 | Nguyén Hai Minh | ND 150 | 180 | 53850 | 323850
6 | Nguyén Quy Son |KD 250 | 270 | 134750 809750
7 | Nguyén Thanh Tung | CQ 300 | 245 0| 441000
8 | Huynh Trung Tuan | KD 250 | 320 | 159750 959750

Viung tiéu chuan (Criteria)
Khai niém vung tiéu chuin
Ving tiéu chuan dugc viét theo cti phap dé dic ta viung chira diéu kién dé tim kiém, rat
trich, ...
Gom c6 hai phan:
— Vung tiéu dé&: La tiéu dé cot cua co so dit liéu (nén copy tir tiéu dé cot cua co so dir
liu)
—  Vung diéu kién
Cic dang vang tiéu chuin
Tiéu chuéin dang s6, dang chudi
Tiéu chudn dang sé:
Trong 6 diéu kién c6 kiéu sb

Vi du: Tiéu chuan c6 PHU THU bang 0

PHU THU

0

Tiéu chuan dang chuoi:
Trong 6 diéu kién co6 kiéu chuoi

Vi du: Tiéu chuan c6 LQAI HO bang “CQ”

LOAI HO
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CQ

TRANG 165

Trong 6 diéu kién c6 thé dung cac ky tu dai dién:
?: Dai dién cho mét ky tu bat ky.
*: Pai dién cho mot nhom ky tu lién tiép bat ky.

Vi du: Tiéu chuan c6 ky tu bit ddu caa TEN 1a “T”

TEN

T*

Tiéu chuan dang so sanh
Trong 6 di€u kién co6 chira cac toan tur so sanh (=, >, <, >=, <=, <>) vdi gia tri so sanh

Vi du: Tiéu chuan c6 PHU THU khac 0

PHU THU

<>0

Tiéu chuan dang cong thirc

Khi str dung ti€éu chuan dang cong thirc can luu y hai van dé sau:

Vung tiéu dé cua vung ti€u chuan phai 1a ti€u dé khac vaéi tat ca tiéu dé cua vung co
so dir lidu.

Vung diéu kién phai chon dia chi 6 trong mau tin dau tién (dong thir hai trong co s&
dir 1iéu) dé so sanh.

Vi du: Xét bang tinh sau

A B C D E G |
TT TEN LOAI | TIEU PHU
HO | THU THU
An CQ 320 | 111700 XYZ ABC
Béo KD 400 | 199750 TRUE FALSE
Tam ND 130 0
Phu CQ 250 0
Trung ND 180 53850
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Ving tiéu chuan ¢c6 PHU THU khéc 0

XYZ
TRUE $\
= E2<>0
Ving tiéu chuédn c6 ky ti dau cua TEN 1a “T”
ABC
FALSE <

= LEFT(B2, 1)="T"
Tiéu chuan dang két hop nhiéu diéu kién
Két hop “Va”: cac diéu kién dat trén cing dong
Vi du: Tiéu chuan c¢6 LOAI HO 1a “ND” va TIEU THU <200

LOAI HO TIEU THU

ND <200

Két hop “Hodc”: cac diéu kién dit khac dong
Vi du: Tiéu chuan c¢6 LOAI HO 1a “ND” hoac TIEU THU >300

LOAI HO TIEU THU

ND

>300

Vi du: Tiéu chuan c6 (LQAI HO 1a “CQ” va TIEU THU >250) hoic (LOAI HO la
“KD” va TIEU THU >300)

LOAI HO TIEU THU
CQ >250
KD >300

Cic thao tac co ban trén co s& dir li€u
Sip xép dir liéu (Sort)

La sy thay d6i thir tu cic mAu tin trong ving co s& dir liéu theo diéu kién cho trudc,
diéu kién 1 t6 hop gdm t6i da 3 khoa. Sip xép thr tu ¢6 dd wu tién theo gid tri truong thir
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nhit, néu cung gia tri trudng thir nhat thi sip xép theo gia tri trudng thir hai, néu cing gia
trj treong thir nhat va gia tri truong thi hai thi sip xép theo trudng thir ba.

Thuec hién 1an lugt qua cac budc:
Panh diu khdi chon vung co s¢ dit ligu

Thue hién 1énh Data - Sort, Hop thoai xuét hién

. Sort EFx
Truong BN E
\TKH-" e ﬂ * Ascending
" Descending
Then by
Tru’(‘ing \K = - f* Ascending
/\\ " Descending
Then by
| ﬂ * Ascending
. " Desrending
[ Truong \K My list has
I N

SN\ Header [ " Mo header row

Cptions... Ok | Cancel |

Hinh 3.75 Giao dién Sort

Sort by: Chon c6t va tht tu sip xép (Ascending: ting; Descending: giam) cho khéa sip
xép thr nhat.

Then by: Chon c6t va thi tu sap xép cho khéa sap xép thir hai néu co.

Then by: Chon c6t va thir tir sép xép cho khéa sip xép thir ba néu co.

Trong My list has: Chon Header row khi danh dau khéi ¢6 chon tidu dé cot ctia ving
co so dit liéu; chon No header row khi danh dau khoi khong ¢ chon tiéu dé cot cua ving
co so dir lidu.

Click vao OK dé hoan tat thao tac sip xép dit liéu.

Rt trich dir liéu
Trich dir liéu 1a chon ra cidc mau tin (Record) trong ving co s& dit liéu (Database)
thoa man diéu kién (Criteria).
Thuc hi¢n qua céc budc:
Tao ving tiéu chuan dung lam diéu kién rat trich dit liéu

Panh dau khdi chon ving co so dit liéu (hodc di chuyén con tro vao 6 bat ky trong
vung co so dir 1iéu)

Thure hién 1énh Data - Filter > Advanced Filter, hop thoai xuét hién:
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Advanced Filter =[x
Action

" Filter the list, in-place

{* Copy to another lomtion

List range: | 41:4HE11 E
Criteria range: | E
3|

Copy to: |

| Unigue records only

oK | Cancel |

Hinh 3.76 Giao dién Advanded Filter

Action: Néu chon Filter the list, in-place thi loc dir liéu tai chd.

Néu chon Copy to another location thi trich dir li¢u dén vi tri khac.

List range: Dia chi vung co so dit li¢u (ré chudt chon ving co so dit li¢u).
Criteria range: Nhap dia chi viing tiéu chuan (ré chudt chon ving tiéu chuan).

Copy to: (Trong Action duoc chon Copy to another location) Nhap chudt chon dija chi 6
dau tién cho vung trich dén.

Néu M Uniquerecord only Trong nhitng mau tin trung nhau néu c6 dit liéu s& trich ra
chi mot mau tin.

Click vao OK dé hoan tt thao tac rat trich dir li¢u.
Ciac ham Database thong dung

Cac ham Database co tinh chét thong ké trén cot (field) trong ving co s¢ dir lidu
(Database) cua nhirng mau tin (record) thoa man ving tiéu chuan (criteria).

Pé sir dung ham Database ta phai tao trudc ving tiéu chuan (criteria).
Céac ham dudi day co6 cung ci phap tuong ty voi nhau.
DSUM
Cu phéap: DSUM(Database, Field, Criteria)

Cong dung: Ham nay tra vé gia tri tong céc so trén cdt Field trong ving Database ctia
nhitng mau tin théa man vung tiéu chuan Criteria.

Trong dé

Database : Vung co so dir ligu.

Field: Dia chi 6 chira tén cot (hodc thir tu cot 1dy gia tri cua vung Database).
Critreria : Viing tiéu chuan.

DAVERAGE
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Cu phap: DAVERAGE (Database, Field, Criteria)

Cong dung: Ham nay tra vé gia tri trung binh cong cdc sd trén cot Field trong ving

Database ctia nhitng mau tin théa man ving tiéu chuan Criteria.
DCOUNT
Cu phap: DCOUNT (Database, Field, Criteria)

Cong dung: Ham nay tra vé& gia tri dém sd cac phan tir kiéu sb trén cot Field trong

ving Database clia nhitng mau tin tha min ving tiéu chuan Criteria.
DCOUNTA
Cu phap: DCOUNTA(Database, Field, Criteria)

Cong dung: Ham nay tra vé gia tri dém s6 cac phan tir khic rong trén cot Field trong

viing Database ctia nhitng mau tin théa man ving tiéu chun Criteria.
DMAX
Cu phap: DMAX(Database, Field, Criteria)

Cong dung: Ham nay tra vé gia tri s6 16n nhat trén cot Field trong ving Database cla
nhitng mau tin thoa man ving tiéu chuan Criteria.

DMIN
Cu phap: DMIN(Database, Field, Criteria)

Cong dung: Ham nay tra vé gia tri s6 nho nhat trén cot Field trong ving Database ciia
nhitng mau tin thoa man ving tiéu chuan Criteria.

Luu ¥: Phai tao ving tiéu chuan & ving trong cia bang tinh, dé dung lam diéu kién
trong c&c ham tinh thong keé.

Vi du: Xét bang tinh sau, hiy 1ap cac cong thirc tinh bang thong ké cho tirng LOAI HO
Tinh trung binh TIEU THU
Tinh s6 LOAI HO
Tinh ti€u thu 16n nhat trong tung LOAI HO
Tinh tiéu thu bé nhit trong tirng LOAI HO

Tinh tong tiéu thu trong tirng LOAI HO

A B | C D E F G H | 1 |
Cong ty dién luc XYZ Vung ti€u chuan
TT HO LOT TEN LOAI | TIEU LOAI LOAI LOAI
HO THU HO HO HO
Nguyén Hitu An CQ 250 CQ ND KD
Pham Vi Bao KD 400 Bang thong ké
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3 | L& Minh Hai ND 130 CQ ND KD
200
Trung
4 | V& Phong Pha CQ 200 binh
SO loai 3
5 | Nguyén Hai Minh ND 180 hd
6 | Nguyén Quy Son KD 270 Lén nhat 250
7 | Nguyén Thanh Tung CQ 150 Bé nhat 150
Tong 600
8 | Huynh Trung Tuén KD 320 tiéu thy

H6=DAVERAGE($A$2: $E$10, $E$2, H2: H3)
H7=DCOUNT($A$2: $E$10, $E$2, H2: H3)
H8=DMAX($A$2: $E$10, $E$2, H2: H3)
H9=DMIN($A$2: $E$10, $E$2, H2: H3)
H10=DSUM($A$2: $E$10, $E$2, H2: H3)
V& biéu d6

Cic loai biéu do

Trong Excel, ¢6 thé dung hinh v& dé minh hoa truc quan cho vung dir lidu trong bang
tinh goi 1a biéu dd, c6 nhiéu loai biéu do:

Column  :cot
Bar : khoi
Line . duong ké

Pie (Scatter): hinh tron
XY - ham s6

Area : mién

MGdi loai biéu d6 c6 nhiéu dang biéu d6 khac nhau. Chang han: loai Column
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types ‘ Custom Types ]

Chart type: Chart sub-tyvpe:

bl

@r Radar
@ Surface

@ Bubble

s Stock j

@ Doughnut Uﬂ |

Clustered Column, Compares values
amoss categories,

Press and Haold to View Sample

Caneel ‘

| MNext = | Finish

Hinh 3.77 Giao dién Chart Type

Cac thanh phin co ban ciia biéu do

Value (YY) axis

Chart title

Biéu dé théng l«ze/

aTv

BTL

n
100 A
50 - —
0 -

OMG

Quyl  Quy2

Nam 2005

Quy3  Quy4

-
U

Categoy (X) axis  Legend

Hinh 3.78 Giao dién Axis

Trong do:
Chart title  : Tiéu dé ctia biéu d6
Value (Y) axis  : Tiéu d¢é truc tung

Categoy (X) axis : Tiéu dé truc hoanh

TRANG 171
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Legend : Chd thich

Thao tac vé biéu do

Gia str vung dit liéu sau can ve biéu do

A B C D E
1 Quy 1 Quy 2 Quy 3 Quy 4
2| TV 200 300 250 360
3(TL 150 130 160 200
4 [ MG 100 140 120 150

Thuec hién lan luot cac budce

Bwoece 1:

Chon vung dir liéu can vé biéu do

Thuc hién 1énh Insert = Chart (hoic click vao biéu tugng Chart Wizard trén

thanh Standard). Hop thoai Step 1 of 4 xuat hién

Chon loai (Chart type) va dang (Chart sub-type).

Click vao nut Next sang budc ké tiép.

Chart Wizard - Step 2 of 4 - Chart Source Data

Data Range ] Series ]

400

350

300

250

200

150
100
Eul
o

Data range:

Series in:

* Rows

" Columns

E&E

Cancel |

= Badk

| Next = |

Finish

Hinh 3.79 Giao dién Source data

Buwdc 2: Hop thoai Step 2 of 4 xuét hién

Trong Data range 1a ving dit liéu vé& biéu do.

Series in: chon day dir liéu trong Rows (cac dong) hodac Columns (cac cot)

Click vao nut Next sang budc ké tiép.
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Budc 3: Hop thoai Step 3 of 4 xuét hién

Chart Wizard - Step 3 of 4/ - Chart Options

es | Gridiines | Legend | Data Latels | Data Table
Chart title:
[Biu 3 théng ke Biu &6 thing ké
Category (X] axis: 400
[rsm 2005 50 [
300
Value (Y] axis: T 250 oTY
S8 Iwom LR mTL
| ’ng B 150 0 M
100 1
| 50 —
g _ _ _
Ghuif 1 Gluj 2 Gluyf 3 Glujj 4
| Mim 2005
Cancel | = Back | Mext = | Finish

Hinh 3.80 Giao dién Options
Thé Titles: Xéc dinh cac tiéu dé
Chart title: Nhap vao tiéu dé cta do thi
Category (X) axis: Nhap vao tiéu dé truc hoanh
Value (Y) axis: Nhap vao tiéu dé truc tung
Thé Legend:

Chart Wizard - Step 3 of 4 - Chart Options &3]3

Titles | Axes | Gridlines | Duta Labels | Data Table |

[+ Show legend

400

Placement .
 Bottom 350
™ Carner o0
" Top 250 aTv
{+ Right 200 mTL
O Left 150 o MG
100
50 -
|:| 4

Ghug 1 Gy 2 By Gluj 4

Cancel | = Badk | MNext = | Finish

Hinh 3.81 Giao dién Legend

Show legend: Bt hoic tat chu thich.
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Placement: Chon vi tri ctia chu thich trén dd thi.
Click vao nut Next sang budc ké tiép.

Budc 4: Hop thoai Step 3 of 4 xuét hién

Chart Wizard - Step 4 of 4 - Chart Location e[}

Place chart:

|.-_l_ ™ A< new sheet: [chart

s B

el B © ascoectin:  [EER— |
Canecel | = Bark | | IWI

Hinh 3.82 Giao dién Location
Place chart: Vi tri v& biéu do, néu chon:
As new sheet: V& biéu do trén mot Worksheet riéng.
As object in: Cho phép chon Worksheet dé chira biéu do.
Click vao nt Finish dé hoan tat thao tac v& biéu do
3.2.6 IN AN BANG TiNH
Cic thanh phin trong trang in

Header Top Margin

-

;
Be

u|uls|o

BEEEERH

M EAEEE AR

BHEEREES

o == fia e |- o] o[ =]

+|#

HARERAE

=[]
B

EEEE

n

|

o|u|u|a| o ol |l [ a] )

3E

[DFF (3

FFFFFFFEQFF::@:@;@:

| k]

Lol

u

u

o | || Ffa| Flo] afm |u|u) x| F| o] o) uf o)« |- o ) sl o) ula) ] o | ] - o] of o]

-

Left Margin  Footer  Right Margin  Bottom Margin
Hinh 3.83 Giao dién Print Preview

Header : Tiéu dé dau trang
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Footer : Tiéu dé cudi trang

Margins

Left  :Khoang cach 18 trai

Right : Khoang céach 1& phai
Top : Khoang cach 18 trén

Bottom : Khoang cach 1& duéi

Title: Tiéu dé dau cac cot hay dau cac dong cia ndi dung

Dinh dang trang in

Thuce hién 1énh File © Page Setup, hop thoai xuat hién:

Chon thé Page

Page Setup

()| s | rescermontr | st |
tion

L=,
{* Portrait " Landsm=pe
S@ling
o pdjustto;  [100 3: % normal size

" Fitto: |1 3: pagels) wide by |1 =

&3]

Frint...
Print Preview

Options. ..

tall

Paper size: |A4

Frint guality:  |500 dpi

[aue

First page number:

Hinh 3.84 Giao dién Page Setup

Orientation: Chon hudng gidy in.
Portrait: In theo chiéu doc cua giay.
Landscape: In theo chiéu ngang cia gidy.
Paper size: Chon kho gidy in.

Print quality: Chon chét luong in

Thé Margins: Pinh cac 1¢ trang in

TRANG 175
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Page Setup EE

{| Header/Footer | Sheet |

Top: Header: Frint...
0.85 El: 0.5 El:
Frint Preview

Options..,
Left: Right:
074 E|: nrs =
Bottom: Booter:

075 El: 0.5 =
Center on page

[ Horizontzlly [ wertically

OK I Cancel

Hinh 3.85 Giao dién Margins

Top, Bottom, Left, Right: 1an luot 1a cac khoang cach 18 trén, dudi, trai, phai
Header/Footer: 1a khoang cach tir bién gidy dén noi dung cua tiéu dé dau/cudi trang.
Center on page: Néu chon canh gitra bién
Horizontally: theo chiéu ngang
Vertically: theo chiéu doc

Thé Header/Footer: Nhip ti¢u dé diu/cudi trang

Fage ] Marginﬁc%sl Sheet ]
‘ | Frint...

Frint Preview
S T | Sptions..
-

Custom Header... | Custom Footer... |

Booter:

|(nunej ﬂ

QK | Cancel|

Hinh 3.86 Giao dién Header/Footer

Trong muc Header va Footer ta co thé chon tiéu dé chuan c6 sin, néu khong tao tiéu
dé trang chon (none) trong Header va Footer.

Chon Custom Header hodc Custom Footer dé tao tiéu dé trang theo y riéng cia
minh.
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To format text: select the text, then choose the font button.

To insert 2 page number, date, time, file path, filkname, or Bh name: position the
insertion point in the edit box, then choose the appropriate button,

To insert pichure: press the Insert Picture button, To format your picture, place the
aursor in the edit box and press the Format Picture button.

Left section:

Al glo| al8|o] = ¥

Center section: Right section:

QK
[(E= ]

Cance|

Hinh 3.87 Giao dién Header

Left section: Nhap tiéu dé bén trai

Center section: Nhap tiéu dé o giita

Right section: Nhap tiéu dé bén phai

Céc biéu tuong;

TRANG 177

B Chon Font

Dénh sd trang

Téng sO trang

Ngay hién hanh

2| Gio hién hanh

k=] Puong dan thu myc chua tap tin
ﬂ Tén tap tin

E Tén bang tinh

Cheén hinh

Thé Sheet
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Fage Setup E)E

Page ] Margins] Heau:ler,.f@et l

Printarea: [$A$1:31361 EY Frinit...
Print titles
Frint Preview
Rows to repeat at top: |$3:$3 E
Cptions...

Columns to repeat at left: | E
Print

[ aridlines [ Row and molumn headings

[ Blark and white
[ Draft gualiby

Comments: |(N:unej|

Cell grrors as: displayed -

|

Page order
{* Down, then ower EE IE E..-_EE
]
" Cwer, then down EE ElE ==

o |

Hinh 3.88 Giao di¢n Sheet

Canecel

Print area: Xac dinh dia chi viing in
Print titles: Céc tiéu dé dong hay cot lap lai
Rows to repeat at top: Xac dinh dong lap lai trén dau mdi trang.
Columns to repeat at left: Xac dinh cot lip lai bén trai mdi trang.
Page order: Chon thtr ty trang in
Thuc hién in bang tinh
Thuc hién 1énh File = Print, hop thoai xuét hién:

Frimter

Mame: |r_j$ hp Laserlet 1010 j Froperties..,
Status: Idle Find Printer...
Type: hp LaserJet 1010
Wwhere: DioT4 001
Comment: [ Print to file
Frint range Copies

i =

* 4l — — Mumber of copies: IE
" Page(s) Fom: | = Te: | =
Print what |j$| |j$| % Collate

" Selection " Entire workbook

% Active sheet(s)

Freview oK I Cancel

Hinh 3.89 Giao dién Print

Print range: Xac dinh pham vi in

All: In tht ca
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Page(s): Chon in tir (From) trang dén (To) trang

Preview: Xem trén man hinh truéc khi in
Copies: Xac dinh s ban in

Click OK d¢ in ra gidy
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3.3 CHUONG TRINH POWERPOINT
3.3.1 KHOI PONG CHUONG TRINH POWERPOINT

W5 E-mail
I-JJ Outlook Express

™ Games
T Powertoys For Windows P
.@ Skartup

™ WinZip

| & ireernet Explorer

we SN

=3 Outlook Express

§o REmote Assistance

@) windows Media Flaper
A windows Messenger
fH Windows Movie Maker

v = ¥ ¥ |

‘%i indiows Messenger

@ Tour Windows =P

) Microsoft OFfice Tools

all Programs [ L["! Microsoft Office Po nirk 2003

ml Log OFF [El Turn OFF Computer

Hinh 390 Giao dién Start Powerpoint

Giao dién cua Power Point nhu sau:

E2 Microsoft Powe rPoint [Presentation |

IB_]Eh Edit  Miew  Jrsert Format Tools  Shge Show  Window  Help Type & question for help = 130

_JL.FHQEIL’QI#E da oo % /I"‘"“-Iﬂ L B I E A i s - | s

-1 - B r u s [=] == LA " 'E;ila.-l..-fnesw_—memm

ﬂm - e
Eamual.‘]nline

= Cornact b Maonsafit
H *  Get bhe latest nevs
about using PowerFont
= Automatically vpdate this
kst From the vesb

Seanth Fors
|

Click to add notes

Shde 1 of 1 el auit Design

Hinh 3.91 Giao di¢n Powerpoint
3.3.2 CACH TAO NOI DUNG 1 SLIDE

Trén mét slide tréng, nhiap chudt vao dong chir: “Click to add title”
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Hinh 3.92 Giao dién Add Title

GO vao “ndi1 dung”
Luwu mdgt ban trinh bay
Trén thanh cong cu, nh:flp chudt vao biéu tuong IEI

Luu y: Mot vai biéu tuong co thé khong xuét hién trén thanh cong cu, do d6 dé c6 thé xem
tat ca cac biéu tuong thi phai nhip vao mili tén bén phai cta thanh cong cy, rdi chon “Show

buttons on two rows”.

AEE

‘- [Presentation?]

Type a question Far Relp

-
L
=
]
il
111
111
o [
= }1
i
i
|-
%
:
=

\IStgw Buttons on Two Rows

e Darmmvea B ibbrne w
Show Buttons on Two Rows

Hinh 3.93 Giao dién Show buttons on two rows

Thém slide moi

Trén thanh cong cu, nhip vao biéu tyong | | H"““5""'-"-*'
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Format  Tools  Slide Show  Window  Help Type a question For help - ®

5|7g|5 i J|ﬂ-w-|g:u_ﬂ|

Hinh 3.94 Giao dién New Slide

Trong 6 Getting Started, nhiap vao miii tén s6 xudng dé md menu con.

. - [Presentation]
kert  Format  Took  SideShow  Window  Help
YA NN WS A R AR
-|B Z U SIJ_IIEII-: = | Al
.4-«3 o e b’ B R | RLELCEL EERTELY- {5

Cllck to add trtle

Connect to

Ellck to adcl text gm:nﬂ Office

* Gat th". latest

Hinh 3.95 Giao dién Getting Start

Khi menu xuét hién, nhip chudt vao Slide Layout
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T T T O T . A, .

Click to add title

e e

= LI iGetting Startecv|x

Getting Started
Help

Search Results w

Clip &t

Research
Clipboard

ﬁaw Presentation
Termplate Help
Shared Workspace

W

e

e Lo S |

SideDesign  ?
Shide Design - Color Schemes
Slide Design - Animation Schemes

Custom Animakion
Slide Transition

[ il

Hinh 3.96 Giao dién Slide layout Popup

O Slide Layout sé& xuét hién

Click to add title |

nrasGeanjuncPencprarfoenjoadansprar]oenpreiBonsgrerFeospaaahanipens

Apply slide layout:

Texk Layouts

0 1

i
i

Hinh 3.97 Giao dién Slide Layout

Trong 6 Slide Layout, kéo thanh cudn xudng trong viing Others Layout

Nhép chudt vao biéu tuong IL= |?|

S

TRANG 183
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Tools Slide Show  Window  Help Type & question for help = | X
Gl a@d So - MO 22 Fag@z -loli
Z U S|E[== =2 A x == A - 0eson Jhewsice

add text

Cllck to add t|tle P

Fa
: Slide Layout r X

mm

Hinh 398 Giao dién Other Layout

Khi mét slide méi xut hién, nhap chudt vao chit Click to add title va gd Types of Movies

Sau d6 nhip vao dong chir

Click to add text va g6 Comedies

Nhan phim Enter trén ban phim ctia ban

Slide s& trong nhur thé nay:

Types of Movies
y/ﬂ/ﬂﬂm&fm/ﬂf/ﬁ#fﬁ'ﬁﬁ@
;;‘ Comedies g
7| 7
= b
Z Z
Z Z
: :
7 2
g 7 Double clickto add
Z % clip art
7 Z
2 Z
Z Z
Z Z
B

G0 Drama ¢ muc th 2
10.Nhan Enter
11. Gd Action ¢ muc thir 3

Hinh 3.99 Giao dién Comedies

12.Nhéan Enter va g Animation & muyc tht 4

Nhiép biéu tugng Save
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3.3.3 CHEN HINH ANH VAO BAN TRINH BAY

M ctra sO PowerPoint

Nhép dip chudt vao biéu twgng Double-click to add clip art

Types of Movies

« Comedies e —

- Dramas ' ' \
.+ Action 3

+ Animation
.'
Double click to add
clip art

Hinh 3.100 Giao di¢n Chén Hinh dnh
Cira s6 Select Picture s& xuét hién, nhip chudt vao nit Import

Select Picture

Search text: ||

3 .L H
"

712
[

(= =m]a=n

e,

Hinh 3.101 Giao dién Select Picture

TRANG 185

Khi ctra s6 Add clips to Organizer xuét hién, tim anh calendar.qgif, roi nhép vao nd

3.3.4 PINH DANG VAN BAN

Nhap chudt vao danh sach cac muc van ban.
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Kéo chudt trén cac tir trong danh sach dé t6 sang chung.

Trén thanh cong cy nhap vao biéu tuong hai lan.

Type a question for help

4 %% I :-;; ‘/4 % ! %2% - J «9) !
EE A | oo inewske

TN e R . ééiﬁmv X
~

Hinh 3.102 Giao dién dinh dang van ban

Van ban s€ 16n hon
Sau d6 dung céc icon trén thanh forrmat dé dinh dang van ban
3.3.5 CHEN BANG

Trong & Slide Layout, nhap vao Title and Content layout

— sideimt - x
Click to add title RESIES iR R

Click to add text

o
Show whien inserting neve shde

Id notes

N Dol da @@E S - A-=maa
Default Design = |

Hinh 3.103 Giao dién dinh dang vian ban
Trong hop tiéu dé, gb vao Famous Examples

=

Trong hop ndi dung, nhip vao biéu tuong

Khi ctra s6 Insert Table xuat hién, go s6 4 trong hop Number of columns va Number of rows

Insert Table
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Hinh 3.104 Giao dién Insert Table

3.3.6 CHEN BIEU PO

=
[ iii |

Trong khung Layout, nhip vao biéu tuong dudi phan Other Layouts

s
: Slide Layout X

Apply slide layout:
Dther Layouts S

Click to add title

&

il

(17

e click to add
chart

il

ME

Do daau -L-A-===a df
Default Design [=F 3

Hinh 3.105 Giao dién chén biéu do

Nhip dtip chudt vao phan chira biéu do

Favorite Movies Survey

RN EEORITE ARG,

|

j
! chart
j

S

Hinh 3.106 Giao dién chén biéu do
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3.3.7 SU DUNG MAU THIET KE

Trén thanh cong cy, nhip chudt vao biéu tugng

Tools SideShow Window Help
CESNEER - WA R AR W R

Favorite Movies Survey

Which types of
] mavies do men and

Hinh 3.107 Giao dién Design

Khi 6 Slide Design xuat hién, kéo thanh cudn xudng biéu twong Fading Grid va nhip vao
no.

&= Design Templates
A . L=t Color Scheme
Favorite Movies Survey i
Which types of fmml:b:fﬁg"
movies do men and
wiomen prefer?

A

Hinh 3.108 Giao dién Fading Grid

Trong 6 ctra s6 Slide Design, chon Color Schemes

Tools Slide Show Window Help Type aquestionforhelp = X

e W) u&_/"‘)'(‘"]ﬂ:.&é Ll "@l
ggﬂ,s;l_\iilz._,aal'i‘_ A | #Desin -
S T T, B Y T +3 5902005 | eeiFas s

Favorite Movies Survey

Hinh 3.109 Giao dién Color Schemes
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Bén dudi phan Apply a color scheme, nhip chuét vao céac tiry chon khac nhau.

N e I T e N ! clide Desi —_—
~ RIS

&l Design Templates
=z Colar Schemes

1y Primation Schemes
ply a color scheme:
Tiithe

il | |

Hinh 3.110 Giao dién Apply a color scheme
Nhiép chudt vao biéu trong c6 mau xanh
3.3.8 SU DUNG MASTER
Trong 6 ctra s6 Slides, chon slide d4u tién

Trén thanh trinh don, chon View/Master/Slide Master.

E2 microsoft PowerPoint - [Mowies]

PN ple  Edit [ wiew | Inseit  Formak  Tools  Shide Show  Window  Help .
TW=N=Pr |- L a8 | 0 o O o M [ | S e
E.ﬂrial— Slide Sarter = o= i= | oAt LT = == A .| g
Eﬁﬂ Shdle Shost Lt .""-_:T'_-_=I-'-I---D-*-I'_'_'I_T_'_'_r"ug'Z"'l"'3"'l"4"'l"'
: - | Master ‘(“;Hl Slide Master
: ColorfGrayscale b L Handout Masker —
Task Pane Cer-F1 Mokes Master
2 Toolbars *
= e—— —] Header and Fooker...
[ l [ (=111 T -
— g Go to the Movies!
EaN . - :
v 4 Lights! Camera! Action!

Hinh 3.111 Giao dién Master Slide

T6 sang dong chit Click to edit Master title style
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B3 Microsoft PowerPaint - [Movies]

i8] Fle Edit Wiew Insert Formet Tooks SideShow  Window  Help
RN BN =S RENE A =N e N z - | il (1. .3 E oA
: Arial -5 -] B 7 yls)=[E]m=| == A A== A -
1 E I.] '1"'I'--§'-'|"'1"'I-"Z EENIEEE < TERN TEEE TR R K -l 7 [ | 1
mjss =
i Dgaw ~ [ 15 | Autoshapes- N\ W (DO Al Al @l @ -+ - A-=== @
Title Master Fading Grid L
Hinh 3.112 Giao dién Master Slide Style
Soan thao ndi dung cho slide master.
3.3.9 THEM CAC GHI CHU
Trén thanh trinh don, nhip chuét vao View/Notes Page
Microsoft PowerPoint - [Movies]
(4] Fde Edt | Yiew | Insert  Format  Tools Slide Show Window Help
F0) 5 el A[E] erms ARl e
. 44 Shde Sorter ‘g - R =20 Dl S I
21 J e W = =8 iz = | A A = P .d
,;-f‘};"_cT"._ ﬁ_/’xf'TSl'deSho"—' FS ‘-\X_\..“....,..g,.,...1.......2.,.. vi3raegered
P ‘ 2]  Notes Page )
1 N
B ColorjGrayscale »
2 Task Pane Ctri+F1
Toolbars »
. i
Grid and Guides...
_] Header and Footer...
4

Hinh 3.113 Giao di¢én Insert Notes Page

Néu Notes Page khong xuét hién trén thanh trinh don thi nhap chudt vao miii tén bén dudi
dé mo rong né
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B3 Microsoft PowerPoint - [Movies]

iH] e Edt [ view | Inset Format Took  SideShow Window  Help

Normal
Slige Sorter
Slide Show

Master

Task Pane
Toolbars
Ruder

FS

Color{Grayscale

Ctrl+F1

Header and Footer. ..

A\ F] 9 ~

=1

E | iz

i

AT

<<

Hinh 3.114 Giao dién Expand

Céc ghi chu nay s€ xuat hi¢n

-._\‘ gEnder.

/Cm was popular wikth bk men and women, bt the abers dffer

Hinh 3.115 Giao dién Notes Page

3.3.10 TAO CAC BAN TIN

Trén thanh trinh don, chon File/Print

TRANG 191
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e

Ed Microsoft PowerPoint - [Movies]
Insert  Formak
Chrl#M b

Tools

Chrl+0

Ctrl4S
Save As...
a| Save as Web Page...
2 Permission
Page Setyp. .,
i _'I—_F;'i;t_l:'regieT
[ Ctrl4+P

Hinh 3.116 Giao dién Print Powerpoint

Khi ctra s6 Print xuat hién, nhip chudt vao mili tén di xubéng dudi 6 Print What.

Print @ @
Printer
Name: 5 Microsoft Office Document Image Writer & Properties
Stahss:  Ids Find Printer. ..
Type: Microsoft Office Document Image Writer Oriver
Where: Microsoft Document Imaging Wrter Port:
Comment: [ Prink to file
Print range Coples
& al (O Current slide Nmnber of cop'es
(O slides:
Enter slide numbers andjor slide ranges. For example,
1,3,5-12
[¥] Coliate
L-int what: Na".dc.uts
Shdes T‘% ) [ [0S
e ik
Color e
[[] Scale o fit paper
[CIFrame shides
=

Hinh 3.117 Giao dién Print

Khi trinh don xuat hién, chon Handouts
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Prinkt what: Handouks
| |Shdas——————— L[z
= = Els
\‘H. Mokes Pages -
Ouire thew——— [ 5cale ba Fit paper
[(IFrame sides
I Ok ] [ Cancel
Hinh 3.118 Giao dién Handouts
Dudi 6 Color/grayscale, chon Pure Black and White
Prink what: ~ Handouts
Handauks ¥ | Sides per page: |6 =] %
Colorjgrayscale: Order: (D Horizontdl O¥ertical | [5][5)
Color w
//,.- G cala L | Scale to .Eit papEr
l\_ ure Black and White ame shdes
Preview | K ] [ Cancel
Hinh 3.119 Giao dién Color
Dudi 6 Slides per page chon sb 3
Prink what: -~ Handouts
 Hndol ks ¥ Siides per page: 5\ %
Calorfgrayscale: ~ Order: (%) Horize| L [ Yetkical GG
Pure Black and White |+ | 2
[[] 5cake to fit papey4 /
&
[#] Frame shd 3 /
Preview | K ] [ Cancel ]

Hinh 3.120 Giao dién Slides Per Page

TRANG 193

Luu y: Viéc chon 3 slide trén mot trang s& tu dong tao ra ban in vdi cadc dong danh cho céac

ghi chd.
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Let's Go to the Movies!
Light! Cameral Sctoil

Famous Examples

i omaly [T Er=Ty Arinalany

Gore Wi Lo s (ST L0 Lel
[ b L L

& il

Types of Mouhe s

o
I:;

Hinh 3.121 Giao dién Preview
3.3.11 XEM LAl BAN TRINH BAY

Nhip chudt vao khung Slides phia bén trai

=

B3 microsoft PowerPoint - [Movies]
U] Ble Edk Wew Insert Format Jeols Sigeshow Window Help
dﬁuamldg TR s @B S0 oo 60O A

Ty

iiiiii

-18 | B Z U §|

z ||=="3 Let’s Go ko the Movies

* Comedies
« ramac

Types of Movies

=E|= == S| A 4 JIiEE

P

Hinh 3.122 Giao dién xem lai Slide

Nhap vao biéu tuong

Slide dau tién s€ xuat hién trén toan bd man hinh

Nhiép vao chudt, slide ké tiép s& xuét hién
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Nhip tiép chudt s& dén slide cudi cung
Nhiép chudt tiép theo, Power Point s& vé man hinh ban dau (Normal View)

Ban ciing c6 thé bam phim ESC dé tré vé.
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3.4 CHUONG TRINH ACCESS
3.4.1 GIOI THIEU MS - ACCESS 2003

Microsoft Access 2003 1a chuong trinh cua bd ing dung van phong Microsoft Office
2003 chay trén moi trudng Windows. Day 1a phdn mém gitp quan 1y, bao tri va khai
thac dir li¢u luu trit trén may tinh.

3.4.2 KHOI PONG VA THOAT KHOI ACCESS

e Khdoi dong Access: Dung Start Menu/ShortCut hay dung 1énh RUN (tap khoi1 dong
cua Access 1a MSACCESS.EXE).

e Két thuc 1am viéc vol Access Chon menu File — Exit hay click nut Close hay dung
phim tit ALT+F4.

3.4.3 KHAI NIEM VE TAP TIN CO SO DU LIEU

ACCESS lam viéc voi tap tin CSDL (Datebase) c6 phan mo rong 13 .mdb va c6 thé khai
niém nhu tap hop céac thong tin 1én quan dén mot chu thé am viée va duogc ghi luu trong mot
tap tin theo dinh dang cia ACCESS.

3.4.4 CAC POI TUQNG CUA CSDL

TABLES: (Bang Dir Liéu) Loai dbi tuong co ban va quan trong nhat cia CSDL dung dé
thiét ké cac dir liéu co s6, ghi cac bién dong can quan ly, khai théc.

e QUERIES: (Bang Truy Véan) Cong cu truy van thong tin va thyc hién cac thao tac
trén dit liéu cua TABLE. Query dugc dung 1am nén tang dé 1am cac bao biéu co
dac tinh dinh dang cao hon Table.

e FORMS: (Biéu Mau) Dung dé¢ thiét ké man hinh nhap liéu mot cach sinh dong
hoic diéu khién hoat dong ctia chuong trinh tng dung.

e REPORTS: (Bao Biéu) La két qua dau ra cia qua trinh khai thac dir liéu c6 ngudn
gdc tir cac Table hay Query.

e PAGES: (Trang) cac trang dit liéu Access thiét ké theo dang Web.

e MACROS: (Tap Lénh) Cong cu cua Access gilip tao cac hanh dong don gian khi
xay dung tng dung ma khong can dung ngdn ngit 1ap trinh.

e MODULES: (Pon Thé) Dung viét cac dong 1énh cho ung dung theo ngdn ngit
Visual Basic. Pay la cong cu lap trinh chuyén nghiép ctia Access.

3.4.5 CUA SO DATABASE

Khi mot CSDL dugc mo, cira sé6 Database ctia CSDL (con goi 1a Database Container hay
Database Window) duogc hién thi va gdm
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#% db1 : Database {Access 2000 file format)
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HE)

Objacts
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@ Create table in Design view
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a
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1 ds3
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Hinh 3.123 Giao dién chwong trinh Access

3.4.6 NHUNG GIAI POAN THIET KE UNG DUNG CSDL
3.4.6.1 XAC PINH MUC PiCH CUA CSDL

CSDL dung dé 1am gi: xac dinh nhiing chu thé dit liéu can thiét (Bang dir liéu — Table) va
dir liéu can luu trit (cac Field cia mdi Bang).

3.4.6.2 XAC PINH CAC BANG DU LIEU CAN THIET

TRANG 197

Xem xét cac théng tin mudn 1ay tir CSDL va phan chia thong tin d6 thanh nhiing chi thé co
ban. Mdi chi1 thé duoc to chirc trong Table riéng.

3.4.6.3 TAO LAP CAC TABLE

— Xac dinh vung dit liéu (Field) cia mdi Bang.

— MGJi viing phai c¢6 quan hé truc tiép voi cha thé dir kién. Néu mdi ving nao do cia
Record lai mo ta mot chi thé dir liéu ctia Table khac thi ving nay ciing duoc dinh

nghia trong Table nay dé lam co sé thiét lap mbi quan hé giira cac Table sau nay.

— Khong ghi nhitng dit liéu phai tinh toan vao Table.

— Luu trir cac dir kién theo cac thanh phan luan 1y nho nhat.

3.4.6.4 THIET LAP MOI QUAN HE GITUA CAC BANG

Xem x¢€t sy lién quan dir li€u gitra cac Bang va thiét 1ap quan hé trén co s& cac Field lam

tiéu chuan quan hé. Field 1am tiéu chuan quan h¢ giita cic Bang goi 1a muyc khoa (Key).

3.4.6.5 THIET KE CAC CONG CU KHAI THAC DU LIEU
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Thiét ké man hinh xuét nhap dit liéu dung dé nhap liéu, hién thi thong tin va két xuit ra may
in.
3.4.6.6 AN PINH CAC THAO TAC XU LY CHO NGUOI SU DUNG

Thiét ké cac cong cu diéu khién hoat dong dé tao tién nghi cho nguodi st dung khi thao tac
vo1 ing dung.

3.4.7 TAO CO SO DU LIEU

— (€06 thé tao CSDL rdng dé tu thiét ké cac ddi twong Tables, Reports, ... v.v theo nhu
cau riéng.

— Quy trinh.

— Trén TaskPane, chon muc New File hay Ctrl+N.

— Tai phan New, click lién két Blank Database.

— Nhap tén tap CSDL trong hop thoai File New Database 16i click nut Create.

— CSDL méi duge tao va hién thi Cira sd Database. Mudn thao tac véi loai d6i tuong
nao thi chon myc loai ddi tugng ay ¢ khung dai cwong (khung trai).

3.4.8 KHAI NIEM VE BANG (TABLE)
3.4.8.1 VAI TRO CUA BANG

Bang 1a ddi trong co ban va quan trong nhat cuia CSDL trong Microsoft Access, dung dé
ghi nhan va khai thac nhimng thong tin muén quan 1y (dit lidu co s6).

3.4.8.2 CAU TRUC CUA BANG
Khéi quat
— Mot Bang dugc to chitc thanh cot (Field) va dong (Record - tin).
—  MGdi cot ing voi mot kiéu dir liu can luu tri.
— MBbi dong 1a mot tin (Record), 1a tap hop cac Field va chirc thong tin lién quan dén
doi tugng cu the.
— Lookup Wizard.

Pay khong phai 1a thudc tinh dung nghia, chi dung thiét ké mot danh sach chon cho Field
chi dinh theo huéng din ctia Wizard.

3.4.8.3 CAC MUC KHOA (KEY)
Cong dung ciia Muc khoa

— Mot hay nhiéu Field duoc chi dinh lam muc khéa dé nhan dién cidc mau tin cia mot
Bang hay dung dé thiét 1ap mdi quan hé giira cac Table.

— Access phan biét hai loai myc khoa: khéa chinh va khoéa ngoai.
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Muc khéa chinh (Primary Key)

— La muc khoa thiét 1ap trén mét hay nhiéu Field dé nhan dién duy nhét cac mau tin

cua mQt Bang va c6 thé dung 1ap moi quan hé véi cac Bang khac.

— Tri cua Field muc khoa chinh duy nhat va khéng 1a tri NULL

— Nén tao Field muc khoa chinh vé&i chiéu dai nhod nhét co thé duoc vi ¢6 anh huong

téc do truy xuat.

Muc khoa ngoai (Foreign Key)

— La muc khoa thiét 1ap trén mot hay nhiéu Field cua Bang va dung tham chiéu dén

mdt hay nhiéu Field 1a khoa chinh trong Table khac.

— Mot Foreign Key chi ra m6i quan hé ctia Bang nay vdi cac Bang chira khoa chinh

tuong rng.

— Kiéu dir liéu trong Field dugc chi dinh 1a Foreign Key va Primary Key phai clng

kiéu va chiéu dai véi nhau (khéng nhat thiét cing tén).

3.4.9 THIET KE CAU TRUC BANG

T ctra sd Database - chon muc Tables trong khung dai cuong va thuc hién mot trong cac
thao tac sau.

Click muc New trén Toolbar cia cira s6 Database, hop thoai New Tables dugc hién
thi - Chon mot trong cac myc sau.

Database View: Tao Bang theo ché d6 Datasheet View (tu nhap dir liéu)
Design View: Tao Bang theo ché do tu thiét ké.

Table Wizard: Tao Bang theo huéng dan ctia Wizard.

Link Table: Noi két Bang.

New Table @

Datacheat Viaw '
Desion View
Table Wizard

Impot Table
Uk Talie

Create a naw tabls in Datashest
view.

[ ok | cancel |

Hinh 3.124 Giao dién New Table

Tao Bang bing cach nhip truc tiép dir liéu (dung Datasheet View)
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Chon muc Datasheet View tir hdp thoai New Table hay chon shortcut Create new Table by
entering data.

— Mot Bang hién ra vdi 10 cot 22 dong. Cac ¢t c6 tén la Field 1, Field 2, .... Field 10.
— Nhap truc tiép dir liéu vao Bang.
Tu thiét ké Bing bang Design View Chon muc Design View tir hop thoai
New Table hay chon shortcut Create new Table in Design View.

Man hinh Table Design View gém 2 phan:

B Tablel : Tabbe

Field Praperties

General | Lockup

Pighd Size

Farmat

Dircimal Flaoes

Enput Mask

Caption The dats type détermines the
Diefaide Vahs kind of vdﬁ: that usars can
validstion Ruls stere in the Fisld, Fress F1 far
Validation Teod help an data bypes,
Reguirsd

Indisad

Smart Tags

Hinh 3.125 Giao dién DataSheet View
Phén thiét ké cdu triic Bing
Gom cot Field Name, Data Type va Description.
— Field Name (Tén Field): téi da 64 ky ty va bat dau bang ky tu chir cai hay sb.
— Data Type (Kiéu dit liéu): chon kiéu dit liéu trong danh sach (d4 néu ¢ muc trén)
— Description (Dién giai): tiry chon. Dung ghi cac chi thich lién quan dén Field.
Phén thuéc tinh
Gom phiéu General va Lookup.
— Phiéu General quy dinh cac thudc tinh Field.
—  Phiéu Lookup tao danh sach chon cho Field.
Xdc lap Primary Key
—  Viéc x4c 1ap Primary Key tuy khong bat budc nhung nén thuc hién.

— Néu két thic thiét ké Bang ma khong xac 14p Primary Key thi Access sé& thuc hién
thong bao nhic nho.

Primary Key.

Cach xac lap:
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Chon Field mubn xéc lap.
Click biéu twong chia khoa trén Toolbar.
Hay tir menu EDIT - Primary Key.

Hay click phai va chon Primary Key trén shortcut Menu.

3.4.10 NHAP LIEU VAO BANG

Vi cac Field thuong: Nhap, hiéu chinh binh thuong. Nhap record mdi vao dong
tréng ké tiép tin cudi.

V6i Field kiéu AutoNumber; Access sé& tu nhap.

Véi Field kiéu OLE Object: Pung tai Field cta record mudn dua 1 Object vao: chon
menu Insert — Object (chon Create New hay From File), Hay Copy vao Clipboard

hinh 4nh rdi Paste vao Field OLE. Hiéu chinh mét Object: dimg trong Field co
Object mudn hiéu chinh va double click, tng dung lién quan dugc mé dé hiéu chinh.

3.4.11 KHAI BAO QUAN HE GIUA CAC BANG

Hién thi civa sé RelationShips

Pang dung tai cira s6 Database, Click nut Relationships trén Toolbar hay chon menu
Tools — Relationships dé hién thi Relationships. Ctra s6 nay trinh bay sy quan hé
gilra cac Bang.

Néu 14 1an dau tién khai bao quan hé thi cira s6 Relationship s& trong va hop thoai
SHOW TABLE dugc hién thi.

Néu trude d6 da duoc dinh nghia hay xem va diéu chinh khai bao quan hé thi Access
s& hién thi tinh trang cudi ciing ctia cira s6 Relationships.

Mubn hién thi tit ca cdc quan hé trong ctra so Relationships: Click phai vao ving
trbng cua cira s6 Relationships va chon SHOW ALL.

DPua Bing hay Query vio civa sé6 RelationShips

Mo hop thoai SHOW TABLE (néu chua md): Click phai ving trong ctra sd
Relationships va chon SHOW TABLE, hay chon menu VIEW — SHOW TABLE,
HAY Click nut SHOW TABLE trén Toolbar.

Chon phiéu lién quan dé hién thi dit lidu can khai bao quan hé: Table (hién thi cac
Bang), Queries (hién thi cac Queries) hay Both (hay ca Bang va Query)
Pua Bang / Query vao ctra s6 quan hé: Double Click timg Bang / Query tham gia

vao mdi quan hé. Hodc phdi hop voi phim Shift hay Ctrl dé chon nhiéu Bang roi
Click ADD. Click Close dé dong hop thoai SHOW TABLE. Hoic néu nhin thy cira
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s6 Database va cira s6 Relationships: drag Bang / Query tham gia quan hé tir cira sb
Database vao cira sO Relationships.

Lam 4n Bang / Query trong cira s Relationships chi c6 nghia khong hién thi bang
nay va cdc mdi quan hé cua n6 véi cac Bang khac trong cira s6 Relationships (khong
x0a mdi quan hé di duogc khai bao). Chon Table / Query mudn 1am an. Chon Hide
Table tir Shortcut Menu hay tir menu Relationships hay nhan phim Delete.

Quy dinh moi quan hé giira cdc Bang trong cira sé Relationships

Drag Field tir Bang chinh dén Field cua Bang quan hé. Hau hét truong hop 13 Drag
tir Field muc khoa chinh (Primary Key) ctia Bang chinh dén Field myc khoa ngoai
(Foreign Key) ctia Bang quan hé.

Hop thoai Relationships hién thi Fieldmuc khoa chinh thudc Bang chinh (Primary
Table), Field d6i chiéu thudc Bang quan hé (Related Table). Click Create dé tao moi
quan h¢.

Hop thoai c6 ba phan - Phan trén trai gdm 2 cot
Ghi tén Bang / Query chinh va Bang / Query quan h¢

Ghi tén céac Field dugc khai bao tham gia mdi quan hé. - Phan duéi trai 1a cac muc
chon dé xéc lap vé toan ven tham chiéu cho 2 Bang quan hé.

Enforce Referential Integrity: Néu danh diu chon - thiét 1ap tinh toan ven tham
chiéu cho 2 Bang quan hé.

Cascade Delete Related Records: Néu c6 thiét 1ap tinh toan ven tham chiéu va danh
dau chon muc nay - cho phép Access tu dong lap lai (Cascade) tac vu xba cic
Record c6 quan hé (Xo6a Record trong Bang chinh - x6a cac Record quan hé trong
Béang quan h¢).

Cascade Update Related Field: Néu c6 thiét 1ap tinh toan ven tham chiéu va dénh
diu chon muc nay - cho phép Access tu dong lap lai (Cascade) tdc vu cap nhat cac
Field c6 quan hé (thay ddi trj muc khoa chinh - muc khéa Field lién hé cling duoc
thay doi).

3.5 KET LUAN

Sau khi hoan tat chuong nay sinh vién s& thanh thao cac k¥ ning sau:

Céc k¥ nang soan thao vin ban trong Word: canh 18, dinh dang font, canh tab, mail
merge, dinh dang kiéu chi, ....

Céc k¥ thuat tinh toan trong Excel: cac ham, cong thirc, cac ky thuat thong ké, sip
xép, ...
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— Cac ky ning soan thdo cac bai trinh chiéu trong Powerpoint: cach dinh dang céc
slide, tao hiéu tng, str dung mau thiét ké, k§ thuat tao slide master, ....
— Cac k¥ ning tao va quan 1y co sd dir liéu trong Access: tao bang, tao lién két cho céac
bang, nhap li¢u cho bang, ....
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3.6 BAI TAP
3.6.1 BAI THUC HANH MICROSOFT WORD

Bai 1: Dinh dang font chit. Luu van ban thanh tap tin G:\\BT1.DOC

Trinh bay font chir

Microsoft Word 1a mét chuong trinh xir Iy vin ban kha manh, c6 thé giup nguoi soan thao mot
van ban nhanh va dep.

That thé, Word cho phép dung chir binh thuong, hodc lam cho ch @ réng ra theo ti
1€, hoac cho chir co lai theo ti I§, hoacchocht cach xa nhau, hoaclam cho d]frgm]mnhau, chir

nét chim gach..., ehir-bigachngang, chir 6 bong, chi chi cd  omg vién, Chilk noi én, chit chim

chir dugc nang cao . o
hay céac kiéu chit chop

xuéng, CHU HOA NHO, CHU HOA, hay

chit dugc ha thap’
chdp sdng dong. Ta co thé chén cac ky tu dic biét nhu: 3< @ I~ #A © & vao van ban. Cic lva
chon Superscript va Subscript gitip ta tao cac biéu thirc don gian nhu ax? + bx +c hodc Hz + 1/, Oz =
H-0.

Huéng dan:
Kiéu dinh dang Thao téac

Chtr rong theo ti 1€ Chon tab Character spacing, m¢ hop thoai Scale

Chit o lai theo ti I¢ --nt--, nhung tri chon 1a 80% (hay <100%).

Cach xa nhau Chon tab Character spacing, mo hop spacing chon
Expanded, tang gia tri & khung By 1én 3.4 pt

Gan lai nhau --nt--, m& hop spacing, chon Condensed, gia tri &
khung By la 1.2 pt

Chit nghiéng * khong can dung Format\Font, nhip vao nut | trén
Formatting Toolbar

Chir dam --nt--, nhung nhap vao nut B
Chtr gach dudi nét don --nt--, nhung nhap vao nut U
Gach dwdi nét doi chon tab Font, mé hop thoai Underline, chon

Double
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Gach dudi tung tir

Gach dwoi voi nét cham cham
Gach dudi voi nét don song
Gach dwoi voi nét day

Gach dudi v&i nét chAm gach

Chir c6 bong

Chft chicé omg vién
Chit néi l2n

Chit chim xudng

CHU HOA NHO

Chir dugc nang cao

Chir dugc ha thap

Kiéu chir ch6p chop séng dong

--nt--, nhung chon Word Only
--nt--, nhung chon Dotted
--nt--, nhung chon Wave
--nt--, nhung chon Thick
--nt--, nhung chon Dash
--nt--, nhung chon Dot Dash
trong khung Effects chon Strikethrough
chon Shadow

chon Outline

chon Emboss

chon Engrave

chon Smallcaps

TRANG 205

* chon tab Character Spacing, mé hop Position,

chon Raised, tang tri 1én 9 pt

* --nt--, nhung chon Lowered, tang tri 1én 9pt

* chon tab Text Effects, trong khung Animations,

chon céc kiéu chdp chép.

Bai 2: Chon font chit médc dinh VNI-Times. Nhap bai tho sau theo bang ma VNI Windows.
Dinh dang font chir, dinh dang doan va luu thanh tap tin G:\\BT2.DOC:

Co nha vién ngoai ho Vuong,

Kim Van Kiéu

Nguyén Du

Gia tu nghi ciing thuong thuong bac trung,

Mot trai con thir rot 10ng,

Vuong Quan 12 chit, néi dong nho gia.

Dau long hai 4 t6 nga,
Thay Kiéu la chi, em la Thay Van.
Mai cot cach, tuyéet tinh than:
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Mot ngudi mdt vé, mudi phan ven muoi.

Vén xem trang trong khac voi,
Khuon tring day dan, nét ngai né nang.
Hoa cuoi, ngoc thdt, doan trang,
May thua nudc toc, tuyét nhuong mau da.

Kiéu cang sic sao min ma,

So bé tai séc, lai 1a phan hon.

Lan thu thuy, nét xuan son,

Hoa ghen thua tham, 1iéu hon kém xanh

Mot hai nghiéng nudc nghiéng thanh,
Sic danh doi mot, tai danh hoa hai.
Thong minh vén san tinh troi,

Pha nghé thi hoa, da mui ca ngam,

H/ddn: Pinh dang theo yéu cau (néu khong c6 font chit theo yéu cau thi dinh dang font chit
mac dinh VNI-Times):
Tua dé: Font VNI-ThuPhap hodc Font VNI-Brush
Céc ky tu dau dong: Font VNI-Brush
Poan 1: Font VNI-TIMES Poan 2: Font VNI-Book
Doan 3: Font VNI-PRESENT Doan 4: Font VNI-HELVE
Poan 5: Font VNI-Centur



CHUONG 3: MOT SO CHUONG TRINH PHAN MEM UNG DUNG VAN PHONG > TRANG 207
Bai 3: Dinh dang doan, Bullets va Numbering. Luu thanh tap tin G:\\BT3.DOC:

QUI PINH TAM THOI VE SU DUNG INTERNET
O PAI HOC SAI GON

1. NHUNG QUI PINH CHUNG

Piéu 1: Pai hoc Sai Gon thong nhat quan 1y va kiém soat mang thong tin Internet & Truong;
quan ly cac ctra di dé két ndi Internet; va kiém soat cac ndi dung thong tin dugc dua
vao truyen tai trén mang.

Piéu 2: Cac dich vu do mang Internet & Pai hoc Sai Gon cung cap bao gom: thu tin dién tir,
truyén tép dir liéu, truy nhdp tir xa, truy nhap cac co s dir liéu theo cac phuong thirc
khac nhau.

Piéu 3: Moi thong tin dua vao, truyén di va nhan dén trén mang phai tuan thu cac qui dinh &
"Quy ché tam thoi vé quan 1y, thiét lap, st dung mang Internet & Viét Nam ctia Chinh
pha (Ban hanh kém theo Nghi dinh ctiia Chinh phi s6 21- Chinh phu ngay 5-3-1997 va
cac qui dinh khac ¢6 lién quan).

Piéu 4: Quy dinh nay ap dung cho tit ca cic may tinh, cac mang thong tin mdy tinh ¢ Pai hoc
Sai Gon hoac céc co quan, t6 chtrc, ca nhan co sir dung mang Internet cua Pai hoc Sai
Gon.

I1. POI VOI NGUOI SU DUNG

Piéu 1: Doi tuong duoc s dung mang Internet ciia Pai hoc Sai Gon 1a cac co quan, t6 chirc va
ca nhan thuoc Pai hoc Sai Gon. Nha truong khuyén khich viéc st dung hiéu qua cac
dich vu Internet trong cong tac dao tao, nghién ctru khoa hoc va céc cong tac khac &
truong va ¢ cac don vi.

Piéu 2: Nguoi st dung c6 trach nhiém tuan tha qui dinh ctia nha nudc vé sir dung Internet va
chiu sy kiém tra cta co quan c6 trach nhiém khi can thiét.

Piéu 3: Nguoi sit dung phai tuan theo cac huéng din cia cac can bd va co quan co trach
nhiém quan 1y, khong duoc tu ¥ stra d6i cau hinh va s6 IP dugc gan cho may ctia minh,
khong dwa nguoi khac tén truy nhap va mét khau ctia minh...; Nguoi sir dung hoan toan
chiu trach nhiém vé nodi dung thong tin do minh dua vao hay truy xudt trén mang.
Nguoi st dung c6 thé sir dung dich vu Internet vao bat ky thoi gian nao thuan tién. Tuy
nhién, vi loi ich chung, Trudng c6 nhimng yéu cau sau:

2 Néu cao y thure trach nhiém trong viéc bao quan phuong tién;

o Str dung hiéu qua va tiét kiém thoi gian truy xudt trén mang. Khi can truyen tai
thong tin 16n nhu tai cac phdn mém...nén sir dung tranh thoi gian cao diém dé giam
anh huong dén cong viéc clia nguoi khac.

Bai 4: Dinh dang tab c6 dau chdm va danh dau dau dong (bullet and numbering). Pinh dang
dudng vién trang. Luu thanh tap tin G:\BT4.DOC:

THONG BAO CHIEU SINH
DPAO TA0 TRUNG CAP TIN HOC
Khoa 2
KHAI GIANG NGAY 25/12/95
[

CHUONG TRINH PAO TAO TRUNG CAP
I.  MUC TIEU
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Theo quyét dinh sé 111/QD, ngay 09/05/94 cua Hiéu truong Pai hoc Sai Gon, vé viét thanh 1ap trung tim
tin hoc ing dung. Nay trung tim tin hoc tng dung mo khoa dao tao trung cap ky thuat Tin hoc dé dap tmg nhu
ciu hoc tip cua dong dao hoc vién va sinh vién cac khoa khong chuyén. Myc tiéu dao tao duoc xac dinh nhu
Sau:

1. Trang bi cho hoc vién nhitng kién thirc co bdn, cdc phan mém iimg dung va ngon ngir lgp trinh manh

va hiéu qua, giup cho hoc vién sur dung thanh thao tin hoc trong hoat dong nghé nghiép.

2. Hinh thanh cho hoc vién tinh déc ldp, sdang tao, tw duy logic va kha nang tw hoc tdp, nghién ciru dé tw

cdp nhdt, nang cao trinh do trong linh vuc Tin hoc
Il.  BAN GIANG VIEN

—  Tran Minh Nhat: Th.s Tin hoc
— Nguyén Huy Hung: Th.s Vién Thong
— L& Qudc Pan: Th.s Vién Thong
—  Nguén Hitu Phiic: Th.s Dién Tix
I1l. NOI DUNG PAO TAO
Lo AN VAN oottt 42tiét
2. NDAP MON FHEN LOAN ¢..vvvevveveeeeveseveeee sttt ese e st 90 tiét
3. Dién tOAN CAN DAN.......uviiiiic i 80 tiét
4. Tin hoc VAN PRONEZ A ..cooiiiiiiieee e s 90 tiét
5. Lap trinh PascalA ..o 120 tiét
6. LA trinh QUAN LY A oovovececececeeeeeceeeeeeees ettt eses s 270tiét
7. CAUIAC MAY HNN covoveoeeceeecee et 75 tiét
XY= 11101 (<] SO 90 tiét
9. LAp trinh PASCAL B ..o ssesses s st 120 tiét
10. LAp trinh qUAN LY Bu.oocvocvcecececece ettt 120 tiét

IV. THOI GIAN HOC i ,
Khoa hoc chia lam 4 hoc ky. Moi ngay tir 7"30 den11"00. Gifta hoc ky 1a thoi gian thi va nghi giita hoc
ky. Hoi chi tiét va dang ky tai:

Trung tim Tin hoc Ung dung
) DPai hoc Sai Gon
& S0 273 An Duong Vuong P3, Q5.
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Bai 5: Dinh dang doan va dat tab. Luu thanh tap tin G:\BT5.DOC:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - tu do - hanh phic
HQP PONG THUE NHA
— Can ctr phéap 1énh hop dong kinh té ngay 25/09/97 va phap 1énh trong tai kinh té ngay
10/01/1998 ctia Hoi Pong Nha Nude.
— Cin ctr nghi dinh s6 17/HDBT ngay 16/01/1998 cia Hoi Dong B Truong qui dinh
chi tiét viéc thi hanh phap 1énh hop ddng kinh té.
Hom nay ngay 01 thang 08 nam 2003
Bén A: Ong Tran Vian Thang, cha s hitu nha sé 9999 dudng Nguyén Vin Cir, P. 4, Q.5, T.P
H6 Chi Minh, CMND s 123456789 do cong an TP. Ho Chi Minh cip ngay
01/01/1980.
Bén B: Cong ty xiy duyng Bén Virng
Dia chi lién lac: s6 273 An Duong Vuong P3, QS5, T.P H6 Chi Minh.
Dién thoai: 8333999
Fax: 9333998
Do Ong Ly Hoang Chiéu, Giam déc Cong ty lam dai dién.
Hai bén di thoa thuan cho thué va thué nha s6 9999 duong Nguyén Van Cir, P. 4, Q.5,
T.P H6 Chi Minh theo cac diéu khoan dudi day:
Piéu 1: Bén A thoa thuan cho bén B thué nguyén cin nha s6 9999 dudng Nguyén Vin Cir, P.
4,Q5, TP Ho6 Chi Minh dé cong ty xdy dung BEN VUNG lam phong trung bay san

pham.
Dicéu 2: Thoi han cho thué 1la 1 (mdt) nam, ké tu ngay 010/09/2003 cho dén hét ngay
31/08/2004.

Picu 3: Gia nha cho thué 1a 3.000.000, 00 (ba triéu dong chin) cho mdi thang, hinh thirc thanh
toan thang nao thanh toén thang d6 vao ngay 01 hang thang.
Diéu 4: Trach nhiém mdi bén:
e Bén A c6 trach nhiém thanh toan moi khoan thué theo luat dinh vé viéc cho thué nha.
e Bén B chiju moi chi phi vé dién, nudc, dién thoai do bén B sir dung, c4c chi phi khac
nhu nhu ciu sira chita nhd, bao tri, phuc vu, bao vé cira hang, cac trang thiét bi vin
phong va phuong tién lam viéc. Khi c6 su stra chira phai c6 sy déng y ctia bén A.
Didu 5: Trong qua trinh thuc hién hop df)ng, mdi bén thiy can ¢ su thay d6i mot hay nhiéu
diéu khoan c6 lién quan dén cic diéu khoan da ghi trong hop dong hoic ngimg hop
ddng trude thoi han phai bao co cho bén kia trude 30 ngay va cung nhau giai quyét.
Diéu 6: Hop dong nay c6 hiéu luc ké tir ngdy ky. Hai bén cam két thuc hién ddy du cac diéu
khoan da ghi trong hgp dong.
Hop dong dugc thanh 1ap 4 ban ¢ gia tri nhu nhau. Mdi bén giir 2 ban.
Thanh phé Hé Chi Minh, 01 thing 08 ndm 2003
Dai dién bén A Pai dién bén B
Bai 6: Dinh dang doan va dat tab. Luu thanh tap tin G:\BT6.DOC:
CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap - Ty do - Hanh phuc
---OOO--;
BIEN BAN
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Poi Chiéu Cong N¢ Va Thanh Ly Hop Dong
Hom nay ngay 01 thang 08 nam 2003
Bén A: Cong ty TNHH ANH DUONG
Dia chi: 999 Tran Hung Dao, Quén 1, thanh phd H5 Chi Minh.
bién thoai: 8123456
Do 6ng: Lé Hitu Thanh, giam ddc cong ty 1am dai dién
Bén B: Cira hang bach hoa s6 5
Dia chi: 123 dai 10 Hoa Binh, thanh phd Can Tho
bién thoai: 063-654321
Do 6ng: Tran Van Ngot, cira hang truong lam dai dién
Hai bén tién hanh d6i chiéu chtng tir va thanh 1y hop dong s6 001/HP-MB ngay 01/07/2003
gdm cac diéu khoan sau:
Piéu 1: Dya vao diéu 1 cua hop dong, bén A da giao hang cho bén B gom:

Tén hang Pvt S6 luong Thanh tién

Banh choco tan 20 3, 476, 000.00
Keo déo Angon  thung 50 2, 560, 000.00
Téng cong: 6, 036, 000.00

Picu 2: Bén B d3 thanh toan tién hang di mua cho bén A:

Phiéu thu Ngay thu S tién

Phiéu thu s6 002 01/07/2003 1, 036, 000.00
Phiéu thu s 014 15/07/2003 2, 000, 000.00
Phiéu thu s6 40 01/08/2003 3, 000, 000.00
Tong cong: 6, 036, 000.00

Picu 3: Can d6i cong no gitta hai bén tinh dén 01/08/2003, bén B di thanh todn xong sb tién
trong hop dong s6 001/HD MB. Hop dong dugc thanh 1y.
Hop ddng duogc thanh 1ap 4 ban ¢ gia tri nhu nhau. Mdi bén giit 2 ban.
Thanh phé Hé Chi Minh, 01 thang 08 nam 2003
DPai dién bén A Pai dién bén B

Lé Hitu Thanh Tran Vin Ngot
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Bai 7: Tao table va dat tab. Luu thanh tap tin G:\BT7.DOC:
Cong ty Hoa Hong BANG LUONG
Phong kinh doanh ---000---
TT HO TEN LUONG PHU CAP | THUC LANH
1 Tran ngoc An 1, 200, 000.55 500
2 Viidinh  Nam 1, 000, 000.00 300
3 Vo thi Thanh 800, 000.50 300
TONG

Bai 8: Chia c0t, chen hinh.

BONG BOT -TU TIN TUOI 20

Hai mwoi tuéi: Tim dang dao dat mdu.

Hai mwoi tuéi: Hon quay trong gio bado.

m
W

Gdn dang san va tho thit cang da.

D 6 1a Ira tudi dep nhat cia doi
ngudi. Lira tudi di sinh ra va
16n 1én véi su thong nhat dat nude.
Khong nhu thé hé cha anh hai muoi
nam trudc, bay gio ho ¢ tram ngan 10i
dé budc. Nhidu nguoi trong sb ho da
chon con duong day trach nhiém. Mot
s6 ho con dang may mo tim kiém 16i di
va mot s6 it khac van tho o dimg bén 18
cudc song.

C6 mot cau hoi kha thua vi dat ra cho
modt sd ban tré: néu duoc chon thoi
diém dé sinh ra: 1955, 1965, 1975 ban
s& chon thoi diém nao? Tudi d6i muoi
trong giai doan nao?

Cu Mai Cong-Nbay-DV Dai
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Bai 9: In tron thu (Mail Merge).
a. Tao tap tin G:\BT9DS.DOC

DANHXUNG HOTEN
Ong Nguyén Thanh Tu
Ba Phan Nguyén
Bac Lé Quang hoang
Chu Ly Tuc Ha
Co Han Thanh Tuin
Duong Luu Tuan Nghia

b. Tao tap tin G\BT9TM.DOC

THIEP MOT TAN GIA

Kinh guri: <<DANHXUNG>> <<HOTEN>>

= Nhan dip tan gia nha mdi, gia dinh chiing t61 tran trong kinh
moi <<DANHXUNG>> <<HOTEN>>

DPén dy budi tiéc tra than mat tai s6 3597 duong Nguyén Vin Linh Q7.
Vao luc: 18h ngay 20/11/2005.

Su ¢6 mit ciia <<DANHXUNG>> [a niém vui 16n cho gia dinh ching t6i.

Han hanh duoc dén tiép.

Bai 10: Tao va dinh dang Autoshape. Luu thanh tap tin G:\\BT10.DOC

CHU TRINH VE NGUON NHAN LU'C

/ Tra cong
Tuyén chon [— —>| Danh gia <

\ Phat trién

3.6.2 BAlI TAP EXCEL
Bai tap 1:

Khoi dong Microsoft Excel, trong bang tinh Sheetl thuc hién 1an luot cac yéu cau sau:
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1- Doi tén bang tinh Sheetl thanh BT1

2- Di chuyén lan luot chon cac 6 hién hanh: E5, H10, 1V1, A65536, Al

3- Nhap cac dir liéu sau:

a
b
C
d

e

Tai 6 Al nhap chudi: Trung tim Tin hoc

Tai 6 D3, D4 nhép lan luot cac ngay: 20/11/2005, 08/03/2005

Tai 6 D5 nhap sb: 350

Tai 6 ES5 nhap $6: 2

Tai 6 F5 nhap cong thuc: = D5 * ES

4- Nhan xét vé viéc tu dong canh 1€ cac dit licu da nhéap ¢ trén

5- Xoa toan bg dir li¢u trong bang tinh BT1

6- Trong bang tinh BT1 1ap bang tinh sau:

CUA HANG VAT TU
STT Tén vt tu Pon vi Sb Pon | Thanh
luong gia tién
1 |Cat Khbi 50 | 60000 ?
2 | Gach 6ng Vién 4000 350
3 | Sat Kg 150 | 3600
4 | Xi mang Bao 200 | 45000
Tong cong ?

TRANG 213

a- Chén thém dong tréng trudce dong c6 STT 1a 2, sau d6 nhap Tén vat tu 1a B4, Pon vi

.

o
1

@D
]

f
9

1a Khéi, s6 lugng 1a 40, Pon gia 1a 100000

Chén thém cot Chuyén ché trude cot Thanh tién

Dién lai ¢6t STT

Tinh c6t Chuyén chd = Pon gia * S luong * 0.5%

Tinh c6t Thanh tién = S luong * Pon gia + Chuyén cho

Téng cong cot: Chuyén chd, Thanh tién

Luu tap tin trong 6 dia G (hodc 6 dia lam viéc) véi tén 13 BAITAP

Bai tap 2:

Trong tap tin BAITAP chon bang tinh Sheet2 va thuc hién 1an luot cac yéu ciu sau:

1- Doi tén bang tinh Sheet2 thanh BT2

2- Trong bang tinh BT2, 1ap bang tinh sau:

BANG THANH TOAN LUONG THANG
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MPC
MLCB = 350000 = 400000
STT Ho va tén Chticvu | LCB [ PCTN | Thudéng | Thuc
lanh
1 | Nguyén Vil Lan HT 5.47 8 ? ?
2 | Huynh Thuy Anh HP 5.22 6
3 [ Ngb Thanh Van TP 3.3 4
4 | Nguyén Thi Hong PP 4.62 3
5 | Hb Minh Tam NV 3.88 2
6 | Tran Hiéu Trung GV 4.98 1
7 | Lé Thuy Van GV 5.22 1
Téng cong ? ?
a- Tinh cdt thuong = MPC*PCTN*50%
b- Tinh c6t Thuc lanh = (MLCB*LCB)+(MPC*PCTN)+Thuong+400000
c- Tinh tong cong cot: Thudng, Thue ldnh

d- Luu lai va dong tap tin BAITAP

Bai tap 3:

Mo tap tin BAITAP da tao ¢ Bai tap 1, thuc hién 1an lugt cac yéu cAu sau;
1- Po6i tén bang tinh Sheet3 thanh BT3

2- Trong bang tinh BT3, 1ap bang tinh sau:

BANG DIEM THI CUOI KHOA

Mon thi: Lap trinh Can ban

7
A

I4
A

TT Ho tén Thuce Ly biém | Két | Xép | Xép
hanh | thuyét qua | loai | hang
1 | Nguyén Hitu An 4 8 ? ? ?
2 | Pham Vi Bao 7 7
3 | Lé Minh Chuong 7 2
4 | V6 Phong Phu 6 5
5 | Nguyén Hai Minh 5 4
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6

Nguyén Quy Son

10

7

Mai COong Tam

8

Nguyén Thanh Tung

9

Huynh Trung Tuén

10

Lé Thuy Van

O] 00| O] O] ©

| Nl ©| O

Diém trung

binh

Diém 16n nhat

Diém bé nhit

g 2

o
1

Q@ = o o
1 [ ]

Tinh ¢t Diém = (Thuc hanh + Ly thuyét * 2)/3

Tinh cot Két qua, biét ring: Néu Piém >=5 thi Pau, nguoc lai RSt

Tinh cot Xép loai, biét rang;

- Néu Piém < 5 thi Xép loai Kém

- Néu 5 <=Piém < 7 thi Xép loai Trung binh
- Néu 7 <= Piém < 8 thi Xép loai Kha

- Con lai thi Xép loai Gioi

Tinh c6t Xép hang
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Tinh Diém trung binh cta cot Piém va lam tron (Round) dén 1 chit sb thap phan

Tinh Diém 16n nhat cua cot Biém

Tinh Biém bé nhat cua cot Piém

Bai tap 4:

Trong tap tin BAITAP chén thém Worksheet, ddi tén Sheet 1a BT4 va lap bang tinh sau:
BANG THANH TOAN LUONG THANG

TONG QUY
LUONG 25000000
STT Ho va tén Chttc vu | LCB | NLV | Luong | Thudéng | Thuc
lanh
1 | L& Xuan Anh GD 170000 | 24| ? ? ?
2 | Tran Thé My PG 150000 | 22
3| Lé Vin Hoa TP 130000 | 24
4 | V4 Thé Hung PP 110000 | 25
5| Lé Ngoc Hanh NV 100000 25
6 | Tran Vin Tinh NV 80000 | 28
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7 | Pham Thuy Van NV 90000 26
TONG: ? ? ? ?
1- Tinh c6t Lwong: Néu NLV <=24 thi Luong = LCB*NLV,

Nguoc lai Lvong = LCB*24+LCB*(NLV-24)*2

N
1

Tinh Tong: c6t NLV, cot Luong
Tinh c6t Thuéng = (TONG QUY LUCNG - Tong Luong) / Téong NLV * NLV

@

Tinh Téng: cOt Thudng, cot Thyc lanh

Bai tap S:
Trong tap tin BAITAP chén thém Worksheet, doi tén Sheet 1a BT5 va 1ap bang tinh nhur
Sau:

Cong ty du lich
ABC
DANH SACH KHACH DU LICH
STT| HOLOT TEN MA TEN PIA GIA | CHI | TONG
DL PHUONG VE PHI | CONG
1 | Nguyén Hiru | An VTA ? ? ? ?
2 | Pham Vi Bao NTB
3 [ LEé Minh Chuong | PLB
4 | Vo Phong Phu bLA
5| Nguyén Hai | Minh |[VTB
6 [ Nguyén Quy | Son VTA
7 | Mai Coéng Tam NTB
Nguyén
8 | Thanh Tung VTB
Huynh
9 | Trung Tuin |DLB

10 | L& Thuy Van NTA

11 | Nguyén Hitu | Hanh | PLB

12 | Tran Trung | Hiéu VTA

Bang 1

MA | TEN DPIA GIA CHI CHI
DP | PHUONG VE PHIA | PHIB

VT | VUNG TAU | 100000 | 500000 | 450000

NHA
NT | TRANG 300000 | 700000 | 650000
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|DL |DA LAT

| 250000 | 600000 | 550000 |
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1- Duwa vao Bang 1 cho biét: hai ky bén trai MA DL 1a MA DP, ky tu bén phai MA DL 1a
CHI PHI.

a- Lap cong thirc dién cot TEN DIA PHUONG

b- Lap cong thirc dién cot GIA VE

c- Lap cong thuc dién c6t CHI PHI
2- Tinh ¢t TONG CONG = GIA VE + CHI PHI

3- Sap xép thir tw theo MA DL ting dan, néu ciing MA DL thi sap theo TEN ting dan

4- Tinh doanh thu theo tirng dia phuong

MA DP

VT

NT

DL

Doanh thu

?

?

?

5- Trich danh sach khach du lich theo tirng dia phuong ra mét vung riéng trong bang tinh

Bai tap 6:
Trong tap tin BAITAP chén thém Worksheet, doi tén Sheet 1a BT6 va 1ap bang tinh nhu
sau:
Cira hang dién may XYZ | | | |
BAO CAO DOANH THU QUI 4
STT MA TEN NGAY SO TRIGIA | THUE HUE THU
HANG | HANG BAN | LUONG HONG
1TV ? 5/10/2005 30 ? ? ? ?
2 TL 5/11/05 20
3 [ MG 28/10/05 10
4 | MG 7/11/2005 5
5[TL 14/11/05 15
6TV 20/11/05 20
71TV 2/12/2005 45
8| TL 21/12/05 20
9TV 25/12/05 50
10 | TL 27/12/05 20
? ? ? ?
Bang 1 Béng 2
THOI TV TL MG MA TV TL MG
DIEM HANG
1/10/2005 250 300 280 TEN TIVI TU MAY
HANG LANH | GIAT
1/11/2005 240 280 270 Ty 1& thué 0% 5% 10%
1/12/2005 210 250 230




TRANG 218 >TIN HOC DAI CUONG
1- Dua vao Bang 2, hiy 1ap cong thirc dién vao cot TEN HANG

2- Dua vao Bang 1, hiy 1ap cong thirc dién vao cot TRI GIA = SO LUGNG * PON GIA (Pon gia ban
hang tiy thudc vao timg thoi diém)

3- Duya vao Bang 2, hdy 1ap cong thirc dién vao cot THUE = Ty I¢ thué * TRI GIA

4- Lap cong thire dién vao cot HUE HONG tinh nhu sau: Néu hang ban trong thang 10 thi HUE
HONG = 1% * TRI GIA, thang 11 thi HUE HONG = 2% * TRI GIA, thang 12 thi HUE HONG = 3% * TRI
GIA

5- Lap cong thirc dién vao cot THU tinh nhu sau: TRI GIA - THUE - HUE HONG

6- Tinh tong cac cot: TRI GIA, THUE, HUE HONG, THU

7- Sép xép thtr ty theo MA HANG ting dan, néu cing MA HANG thi sdp theo SO LUONG giam
dan

8- Tinh thong ké doanh thu theo timg loai hang ban

TEN HANG Tivi |Tu May
lanh giat
Doanh thu ? ? ?

9- Lap cong thirc tinh bang théng ké s6 lugng ban trong ting thang

Thang 10 | Thang 11 Théng 12

TV

TL
MG

10- V& biéu do so sanh s6 lugng hang ban trong timg thang.
11- Trich danh sach cac mat hang ra mot vung riéng trong bang tinh.
Bai tap 7:
Trong tap tin BAITAP chén thém Worksheet, d6i tén Sheet 1a BT7 va 1ap bang tinh nhu
Sau:

TT MA TEN HANG NOI SO TRI TIEN | HUE THU
HANG BAN | LUONG GIA | cuGC | HONG

1]|Gs VT 10
2 [ xs HN 2
3[ss SG

4|SL VT 2
5[ Xs HN 10
6|CS CT 20
7|cL SG 10
8| sL CT 6
9 [ XL SG

10 | GS HN 20

BANG 1 BANG 2
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NOI TY LE TY LE
BAN CUGC HUE

HONG

SG 1% 0%

VT 2% | 0.50%

CT 3% | 0.75%

HN 5% 1%
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LOAI C G S X
HANG
TEN Cat Gach | Sat Xi Ming
HANG
GIA ST 100000 | 1500 | 5700 48000
GIA LE 120000 | 1700 | 6000 50000

1- Duwa vao Bang 2, Ky tu bén trai cia MA HANG cho biét TEN HANG hay 14p cong thirc dién
vao cOt TEN HANG

2- Duya vao Bang 2, Ky tu bén phai cia MA HANG néu 1a S thi ban theo GIA si, con L 1a GIA
LE. Hay 1ap cong thirc dién vao cot TRI GIA = SO LUGNG * PON GIA

3-
4-

8-

Sap xép tht ty theo TEN HANG

Tinh théng ké doanh thu theo tirng loai hang ban

Tinh tong cic cot: TRI GIA, TIEN CUGC, HUE HONG, THU

TEN HANG

Cat

Gach

Sit

Xi Mang

Doanh thu

9- V& biéu d6 so sanh Doanh thu cua cac mit hang.

10- Trich danh sach cac mat hang ra mot vung riéng trong bang tinh.

Bai tap 8:

Lap cong thic dién vao cdt THU tinh nhur sau: TRI GIA + TIEN CUGC - HUE HONG

Dua vao Bang 1, hdy 1ap cong thirc dién vao cot TIEN CUGC = TR] GIA * TY LE CUGC

Duya vao Bang 1, hay lap cong thirc dién vao cot HUE HONG = TRI GIA * TY LE HUE HONG

Trong tap tin BAITAP chén thém Worksheet, doi tén Sheet 1a BT8 va lap bang tinh nhu sau:
DICH VU INTERNET
BAO CAO DOANH THU NGAY

TT MA GIO GIO TIEN TIEN GIAM | QUATANG | TONG
GIA
PHIEU BAT KET GIO PHUT
DAU THUC
1 | A2 8: 00 14: 15
2 [ BO 8: 10 10: 00
3 [B1 9: 00 9: 45
4 | C3 9:15 15: 30
5 [ A1 9: 30 11: 45
6 [BO 16: 30 21: 00
7 [ c2 17: 00 20: 15
8 | A2 17: 15 21: 30
9 [ A3 18: 00 19: 45
10 | B3 20: 00 23:00
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BAUNG1

TIEN TIEN 1

GIO PHUT 1 2 3
A 5000 100 6% 4% 2%
B 4000 80 5% 3% 1%
C 3000 60 2% 1% 0%
Bai tap 9:

Trong tap tin BAITAP chén thém Worksheet, doi tén Sheet 1a BT9 va 1ap bang tinh nhu sau:
CONG TY BIEN LUC ABC

T MA TIEU THU PINH VUOTDP | PON THANH PHUTHU | THU
KHACH MUC MUC GIA TIEN
1| NDB 40
2 | COA 120
3 | KDB 110
4 [ NDA 60
5 | KDA 140
6 | COB 80
7 | COA 150
8 | CBC 45
9| cqQc 75
10 | KDC 130
Bang gia cudc
Béang dinh muc A B C
CQ CB ND KD CQ 500 510 520
A 130 60 50 150 CB 450 460 470
B 100 40 30 120 ND 550 560 570
C 80 30 25 110 KD 800 900 [ 1000

1- Dwa vao Bang dinh muc, hay lap cong thic dién vao cot BINH MUC
2- Dya vao Bang gia cudc, hdy lap cong thie dién vao cot bON GIA
3- Tinh VUGT B MUC, néu TIEU THU <= BINH MUC thi VUOT B MUC = 0; nguoc lai VUOT b
MUC = TIEU THU - BPINH MUC
4- Tinh cOt THANH TIEN = TIEU THU * PON GIA + PON GIA * VUQT b MUC
5- Tinh cot PHU THU, néu: 0<VUOT B MUCT <=10 thi PHU THU = VUGT B MUC*5%

10<VUOT b MUC <=20 thi PHU THU = VUGT B MUC*10%
20<VUOT b MUC thi PHU THU = VUOT b MUC*15%

6- Lap cong thire dién vao cot THU tinh nhu sau: THANH TIEN + PHU THU
7- Tinh téng Cac cOt: THANH TIEN, PHU THU, THU
8- Sap xép thir tu theo MA KHACH
9- Tinh thdng ké doanh thu theo ting loai hang ban.

LOAI
KHACH

CQ

CB

ND

KD

Doanh
thu
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10- V& biéu d6 so sanh Doanh thu cuia cac loai khach hang.
11- Trich danh sach céac loai khach hang ra mot ving riéng trong bang tinh.

3.6.3 BAl TAP POWERPOINT

Bai 1: Hay soan bai trinh bay “Gi6i thiéu mon tin hoc co s6” voi céc slide sau: Lwa chon kiéu,
st dung font chir, cd chit, cac hiéu trng cho phu hop.

Slide N§i dung

Slide 1 Tén mén hoc: Tin hoc co s&

S6 don vi hoc trinh: 4 PVHT (60 tiét)

Trinh d9: Sinh vién nim thtr nhit va ndm tht hai.
Phén b thoi gian: 60 tiét Iy thuyét va thyc hanh.

Piéu kién tién quyét: Khong

Slide 2 Muc dich ciia mon hoc
- LAy ndi dung trong file D& cuong chi tiét mon hoc trén cong thong tin dio tao,

tom tit thanh cac y chinh.

Slide 3 MB& ta tém tit ndi dung mén hoc
- Lay ndi dung trong file D& cuong chi tiét mén hoc trén cong thong tin dao tao,

tom tit thanh cac y chinh.

Slide 4 Nhiém vu ciia sinh vién

- C6 mit it nhat 1a 80% sd gid quy dinh.

- Hoan thanh bai tap kiém tra.

Tai li€u hoc tap

- Tai liéu chinh: B9 tai liéu do Bo mén THCS bién téap.

- Tai li¢u tham khao: Cac tai li¢u cia Microsoft va tai li¢u trén mang.

Slide 5 Kiém tra, danh gia sinh vién
- Bai tép kiém tra: 30% (01 bai tap 1am tai nha).
- Bai tap kiém tra hét mon: 70%

Thang diém 10.

Bai 2: Hay soan bai trinh bay “Gidi thi€éu mon tin hoc co s6” véi cac slide sau: Lua chon kiéu,
st dung font chir, cd chit, cac hi¢u ting cho phu hop.
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Slide Noi dung

Slide 1 Chuong 1. Lam quen véi Microsoft Word
1.1. Lam viéc trong moi truong Word

1.2. Thao tac véi tép

1.2.1. Tao méi

1.2.2. Mo tép

1.3. Céc céach hién thi tai ligu

1.4. Céc cach di chuyén tai liéu

1.5. Xem trudc va in tai li¢u

Slide 2 Chwong 2. Soan thio va trinh bay thong tin
2.1. Tao tai liéu dau tién

2.1.1. Thiét 1ap mdi truong soan thao

2.1.2. Lam quen v&i cira s soan thao

2.2. Chinh stra van ban va tai liéu

2.2.1. Hiéu chinh tai liéu

2.2.2. Cheén ndi dung vao van ban

Slide 3 Chuong 3. Trinh bay thong tin trong c¢t va bang
3.1. Céch trinh bay thong tin trong cot

3.2. St dung Tab dé tao danh sach dang bang

3.3. Cach trinh bay thong tin trong bang

3.4. PBinh dang bang

3.5. Tinh toan trong bang

3.6. Sip xép dir lidu trong bang

Slide 4 Chuong 4. P hoa, ky tw dic biét va cong thirc toan hoc
4.1. Chen va chinh stra anh
4.2. Tao chir ngh¢ thuat

4.3. Chen ky tu dac biét va cong thirc toan hoc

Slide 5 Chuong 5. Str dung Mail Merge

5.1. Thiét 1ap danh sach ngudi nhan trong Mail Merge
5.2. Tim hiéu cac trudng (fields) trong Mail Merge
5.3. Thuc hién Mail MergeThang diém 10.

3.6.4 BAI TAP ACCESS

Cho co s¢ dir liéu theo so do sau:

DONGHANG | | HOADON
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a. Tao cac bang theo co so dir liéu trén
b. Tao cac moi lién két gitta cac bang

c. Nhap dir liéu cho céc bang theo danh sach dir 1i€u sau
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HOADON
KHACHHANG
MaHD MaKH Ngay
HD1 KH1 01/02/2000 MaKH TenKH DiaChi
HD2 KH2 05/02/2000 KHL  Nguyn Bang Toan 12 Man Thién, Q9 TPHCM
HD3 KH3 05/02/2000 ‘ 124 Nguyén Dinh Chiéu,
} 142 Nguyéen Thai Hoc, Q5
HDS KH4 10/02/2000 KH3 Nguy&n Thi Thay TPHCM _
HD6 KH3 10/02/2000 B 42 Nguyen Thi Minh Khai,
KH4 Nguyen Thj Mai Q3 TPHCM
DONGHANG
HANG
MaHD MaHang SL DG
HD1 H1 1 | 550 MaHan
g TenHang
HD1 H2 1 400 —
H1 May Tinh
HD1 H3 2 150
H2 May Lanh
HD1 H4 1 350 -
H3 TiVi
HD1 H5 1 50 —
H4 May Giat
HD2 H1 1 600 .
H5 Ban Ui
HD2 H4 1 350 _
H6 Di Bdng
HD2 H6 1 200
H7 Loa
HD3 H6 2 150
H8 bén
HD3 H2 2 400
HD3 H3 1 150
HD3 H4 1 350
HD4 H7 4 600
HD4 H6 1 350
HD4 H8 2 75
HD5 H1 4 600
HD5 H4 1 350
HD5 H5 2 75
HD6 H7 1 200
HD6 H5 2 75
HD6 H1 1 600
HD6 H8 4 40
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CHUONG 4: MOT SO CHUONG TRINH PHAN
MEM UNG DUNG TRONG NGANH KY
THUAT PIEN, PIEN TU, TRUYEN THONG

Trong chuong 3 ching ta d3 hoan tit mot s6 chwong trinh vé vin phong (MS.Word,
MS.Excel, MS.Powerpoint, MS.Access). Chuong ndy ching ta s& tim hiéu thém mot sb
chuong trinh phuc vu cho chuyén nganh dién tir vién thong nhu sau:

Microsoft Visio: chuong trinh ho trg viéc thiét lap cac luu do.

MATLAB (Matrix Laboratory): 1a mot phan mém khoa hoc dugc thiét ké dé cung
cap viéc tinh toan s6 va hién thi d6 hoa bang ngdn ngir lap trinh cép cao.

MultiSim: chuong trinh dung dé minh hoa hoat dong cua cac mach dién ta.

4.1 CHUONG TRINH MICROSOFT VISIO
4.1.1 GIOI THIEU PHAN MEM MICROSOFT VISIO

Visio 1a mot chuong trinh v& so d6 théng minh, dugc tich hop vao bd chuong trinh
Microsoft Office tir phién ban 2003. MS Visio cho phép ban thé hién ban v& mét cach truc
quan. Hon nita, né con cung cap nhiéu dic tinh khién cho so d6 ciia ban y nghia hon, linh dong
hon va pht hop hon véi nhu cau ciia ban. Ngoai ra, ban c6 thé sao chép ban vé ciia minh qua
cac phan mém khac (nhu: MS. Word, MS. Excel, ...) dé tién st dung cho cong viéc cta ban.
C6 nhiéu phién ban cta Visio khac nhau tity theo nhu cau. Trong qué trinh thyc hanh, ta s& lam
viéc v6i Microsoft Visio 2000 Enterprise Edition. Trong phién ban nay, ban c6 thé tao cac so
d6 lién quan dén cong viéc nhu 1a: biéu do dong (flowcharts), so d6 to chirc (organization
charts), va lich trinh du an (project scheduling). Ngoai ra, phién ban nay con cho phép ban tao
cac so do mang tinh k¥ thuét, ching han tao cc ban v& xdy dung, thiét ké nha, so do mang, so
d6 phan mém, so d6 trang Web, so d6 may moc, va cac so d6 ky thuat khac. So d6 to chirc, €O
trong ca 2 phién ban, 1a mot dang so d6 thudng duge sit dung trong coéng viéc kinh doanh. Véi
so dd to chirc v& bang Visio, ban con c6 thé gin két dit 1iéu vao cac hinh trong so dd. Dir lidu
cho hinh duoc goi 1a custom properties. D6i v6i so dd t6 chirc, ban c6 thé chon mot khung
nhan vién, gan n6 véi cac thong tin quan trong nhu: dia diém, sé dién thoai, phong ban, ... va
cac dir liéu nay tré thanh 1 phan ciia biéu do. Mot 1y do khac dé tao ra cac so do to chirc trong
Visio 1 ban c6 thé tao chung tir dong bang cach sir dung thong tin tir mot ngudn dit liéu nao
d6. Chang han, ban c6 thé dat mot so d6 to chirc trong 1 CSDL, mot bang tinh Excel, hay tham
chi 1 hé thong thu dién tir ctia cong ty ban. Chi can sau vai ct nhap chudt, biéu dd da c6 san
cho ban ma khong can phai nhap gi ca.

4.1.2 LAM VIEC VOI MS. VISIO
4.1.2.1 MO VA THOAT KHOI MS.VISIO
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— Mo: Start/ Program/ Microsoft Visio

— Thoét: Goi 1énh File/ Exit, hodc nhap vao f & gbc trén bén phai
4.1.2.2 TAO MOI, LUU, PONG VA MO LAl BAN VE

Tao méi: Goi 1énh File/ New -> chon kiéu so dd Mot s kiéu so d6 hitu ich trong
Visio 2003 Enterprise Edition la:

= So dd khbi: Block Diagram/ Block Diagram

= So d6 ERD: Database/ Chen ERD

= So dd logic: FlowChart/ Basic FlowChart

= So dd nhan-qua: FlowChart/ Cause&Effect Diagram

= So dd to chirc: Organization Chart/ Organization Chart
= So d6 DFD: Software/ Data Flow Model Diagram

Luu bai: Goi 1énh File/ Save (Save As) -> dat tén -> Save - Bong bai: Goi I¢nh File/
Close

Mo lai bai cti: Goi Iénh File/ Open -> chon tén bai -> Open

4.1.2.3 THAY POI CUA SO MAN HINH VA CAC THANH CONG CU

Thay d6i ti 1¢ phong man hinh: View / Zoom => chon ti 1& % phéng - Xem véi
kich thudc that: View / Actual Size (100%)

Xem toan thé trang: View / Whole Page (29%)

Xem toan man hinh: View / FullScreen

Bat tit cAc thanh cong cu: View/ Toolbars=>chon thanh cong cu
Bat tat thanh trang thai: View / Status Bar

Bat tit cira s6 Drawing: View / Window / Drawing Explorer
Bat tit cira s6 Pan&Zoom: View / Window / Pan&Zoom

Bat tat cira s6 thudc tinh: View / Window / Custom Properties
Bat tit cira s6 kich thudce: View / Size&Position Window

Bat tat thude ké: View / Rulers - Bat it 6 ké lugi: View / Grids

Bat tit 6 chi dan: View / Guides - Bat tat diém két ndi: View / Connection Points -
Bat tat phan céach trang: View / Page Breaks

Thém tiéu dé ddu & chan: View / Header & Footer

4.1.2.4 CAC THAO TAC CO BAN:

Chon 1 hinh: Chon cong cu Pointer roi nhép vao hinh vé do
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— Chon nhiéu hinh: Chon cong cu Pointer roi v& hinh chit nhat bao quan
can chon. Hodc ¢6 thé nhap chon hinh tht 1, sau d6, giit phim Ctrl va
cac hinh con lai.

— D&i chd: Mubn doi chd 1 hinh hay 1 nhém hinh da chon, dé chuot

TRANG 227

h céc hinh
nhap chon

gitta hinh

(nhém hinh), sao cho hién ra dau ff, roi dung thao tic nim kéo dé doi hinh (nhom

hinh) sang vi tri khac.

— Sa0 chép: Thuc hién tuwong tu thao tac doi chd, nhung nhin giit phim Ctrl trong lac

nam kéo.

— Phodng to, thu nho: Chon hinh (nhém hinh), dé chudt tai canh, hoac goc cua hinh,
sao cho hién ra diu f hoac f hoic f, roi dung thao tac nam kéo dé phong to hodac thu

nhé hinh (nhém hinh).

— X6a hinh: Chon hinh can x6a, nhan phim Delete trén ban phim

— Xoay hinh ty do: chon hinh cin xoay, nhip vao chdm tron mau xanh phia trén
hinh, giit va kéo chudt dé xoay hinh. C6 thé doi tdm cua hinh dén vi tri khac, khi

dé hinh s€ quay theo vi tri tam mai.

— Xoay hinh 900: chon hinh can xoay, nhdp phai vao hinh, chon Shape
Left (xoay trai) hoac Rotate Right (xoay phai).

— Lat hinh: chon hinh can lat, nhép phai vao hinh, chon Shape -> chon FI
(1at doc) hoac Flip Horizontal (1at ngang).

4.1.3 VE SO PO LOGIC BANG VISIO

Gia str, ta can vé lai so dd logic sau bang cong cu MS.Visio

-> Rotate

ip Vertical
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Quy trinh dang ky thanh vien
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Hinh 4.1 Luu do Visio 1

Cic buéc can thue hién:

Goi 1énh File/ New/ FlowChart -> Basic FlowChart dé tao mot trang man hinh maéi
vGi cac cong cu can thiét cho so d6 logic.

Lan lugt nam kéo cac hinh oval, chitr nhat va hinh thoi vao céc vi tri tuong trng trén
man hinh.

K&t ndi cac hinh bang cach nam kéo biéu tugng két néi vao man hinh va dicéu
chinh diém dau va cudi cho phu hgp.

Thém chir vao hinh va két noi: chon hinh hoac két n61 do, roi go chir vao, néu go
sai, muon chinh stra lai, thi nhan F2.

Thém tén vao cudi so do bang cach nhap chon Text Tool (A) trén thanh cong cu,
nhap vao phia dudi so do roi go chir vao.

Luu so d6 vira tao bang cach chon File/ Save, roi chon duong dan luu trit va dat
tén cho hinh méi vé.
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— Inso ddra may in bé'mg 1énh File/ Print hodc c6 thé chon toan bd so do rdi dung

1énh Edit/ Copy dé sao chép qua Word, Excel...

4.1.3.1 SO PO DFD BANG VISIO

Gia str, ta can v& lai so dd DFD sau bang coéng cu MS.Visio Xir 1y don hang Danh sach,
Khéch hang, Tai khoan, Péng géi va gti di, Chi tiét khach hang, Kho, Pon hang duoc duyét,
Pon hang khach hang, Héa don, Phiéu xuit. So d6 DFD cho qua trinh xir Iy don hang cua
Kismet & muc cao

Chi tiét
khdch hiang

Khich hanﬁ,' — F)an hiimg durge duyét X I:' Héa dan—m= Tai khodn
) don hang
1yon hang khach hang

Bréng gdi vi
g di

Danh séch

Phiéu it

Kho

A

Quai trinh xif 1¥ don hing cia Kismet ¢ mifc cao

Hinh 4.2 Luu dé Visio 2

Cac buéc can thue hién:

— Goi 1énh File/ New/ Software -> Data Flow Model Diagram dé tao mot trang man
hinh m&i véi cac cong cu can thiét cho so do DFD.

— Lan luot nam kéo cac hinh tuong trng vdi nguon/dich, xir 1y va kho dir li¢u vao cac
vi tri tuong tng trén man hinh.

— Két ndi cic hinh bang cach nam kéo biéu tugng két ndi vao man hinh va diéu
chinh diém dau va cubi cho phu hop. Ddi v6i két ndi c6 mili tén & 2 dau, can chinh
stra lai b%lng cach chon két ndi do, goi 1énh Format/ Line, trong hop Line End, thay
d6i kicu bat dau va két thiic ciia nét & hop chon Begin va End, roi nhan OK.
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Thém chit vao hinh va két ndi: chon hinh hoic két ndi d6, rdi gb chir vao, néu gob
sai, mudn chinh stra lai, thi nhan F2. Ta ciing c6 thé gd tiéng Viét bang cach doi
font chit va bo gd thich hop.

Thém tén vao cubi so d6 bang cach nhip chon Text Tool (A) trén thanh cong cy,
nhap vio phia dudi so do rdi gd chir vao. - Luu so d6 vira tao bang cach chon File/
Save. In so dd ra mdy in bang 1énh File/ Print hoidc sao chép so d6 bang 1énh Edit/
Copy.

Luu y: Néu mudn vé& so dd & muc chi tiét hon cho 1 xir 1y, ta chi can nhap chuot
phai vao xur Iy d6, chon New Detail Page, trang chi tiét s& duogc tao c6 san cac doi
tuong c6 lién quan dén xu 1y do.

4.1.3.2 VE SO PO ERD BANG VISIO

Gia st, ta can v lai so dd ERD sau béng cong cu MS.Visio DON, KHACHHANG, HOA
PON, PHIEU XUAT gé6i dén, don hang, nhan, yéu cau, cac héa don, lién quan dén, bao gdm.

So d6 ERD cho qua trinh xir Iy don hang ¢ Kismet

Cac budc can thuc hién:

Goi 1énh File/ New/ Database -> Chen ERD dé tao mét trang man hinh méi véi
cac cong cu can thiét cho so 6 ERD.

Lan luot ndm kéo cac hinh twong mg véi cac thuc thé vao cic vi tri twong tng
trén man hinh. Dé 1am bau cic goc cua thuc thé, ta nhdp chudt phai vao thuc thé
d6, chon Format/ Line, rdi chon 1 kiéu gbc bau trong muc Round Corners.

Két ndi cac hinh bang cach nim kéo biéu tuong dudong két ndi vao man hinh va
diéu chinh diém dau va cudi cho phu hop. Dé thay doi ky hiéu ¢ 2 dau cua két ndi,
chon két ndi do, goi 1énh Format/ Line, trong muc Line End, thay ddi kiéu bat dau
va két thiic ctia nét & hop chon Begin va End, roi nhan OK.

Thém chit vao hinh va két ndi: chon hinh hoic két nbi d6, rdi gb chir vao, néu gd
sai, mudn chinh stra lai, thi nhan F2.

Thém tén vao cudi so d6 bang cach nhap chon Text Tool (A) trén thanh cong cu,
nhip vao phia dudi so d6 roi gb chir vao.

Luu so d6 vira tao bang cach chon File/ Save, roi chon duong dan luu trit va dat
tén cho hinh mo1 ve.

In so d6 ra may in bang l1énh File/ Print hodc cling co thé sao chép bang 1énh Edit/
Copy.
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So dd the the cho qud trinh xi¥ 1y don hing & Kismet

Hinh 4.3 Lwu d6 Visio 3

42 CHUONG TRINH PHAN MEM MATLAB VA UNG DUNG
TRONG NGANH DPIEN TU

4.2.1 GIOI THIEU

MATLAB (Matrix Laboratory) 13 mot phan mém khoa hoc dugc thiét ké dé cung cap viée
tinh todn s6 va hién thi 46 hoa bang ngdn ngit 1ap trinh cap cao. MATLAB cung cip cac tinh
nang tuong tac tuyét voi cho phép ngudi st dung thao tac dir liéu linh hoat dudi dang ma tran
dé tinh toan va quan sat. Cac dit liéu vao cia MATLAB c6 thé dugc nhap tir "Command line"
hodc tur "mfiles", trong d6 tap 1énh dugc cho trudc béi MATLAB.

MATLAB cung cap cho ngudi dung cic toolbox tiéu chuan tiiy chon. Nguoi dung ciing ¢o
thé tao ra cac hop cong cu riéng ctia minh gom cac "mfiles" duoc viét cho cac tng dung cu thé.

Chung ta c6 thé sir dung cac tap tin tro giup cia MATLAB cho cac chiic ning va cac 1énh
lién quan véi cac toolbox co san (dung 1énh help).

Vi du: Command Window: >> help plot

Man hinh tiéu chuan sau khi khoi dong Matlab:
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J MATLAB 7.10.0 (R2010a)
File Edit Debug Parallel Deskiop Window Help
U_J S 4 Gy Cﬂ 9 “ Eﬁ _!_" @ Current Folder: | C:\Documents and SettingsiNguyen Ngoc TuiMy Documents\MATLAS v J (5]

Shortcuts 2] How to Add 2] What's New

Current Folder U= BB @l | Command Window pell=BLEES Workspace “ 02 x

@ % () « MyDocuments » MATLAS » v o L 2| @l a QEJ R @Se{e(t... i
MATLAB desktop keyboard shortcuts, such as Ctr | Name =~ Walue I
In addition, mwany keyboard shortcuts have chan | ‘

Name -~

@ 2 slpry across the desktop.
ﬁ tr_ok_sfun.mexw32
To customize keyboard shortcuts, use Preferenc ‘JUng lam ViéC
restore previous default settings by selecting Workspace

from the active settings drop-down list. For m

Click here if you do not want to see this mess

Cira sd quan Iy file >> Corgnlﬁ:niio\!”?\r;&ow
File Explorer Window PLOT  Linear plot. ? ; Y

PLOT(X,Y) plots vector Y versus vector X. I
then the vector is plotted versus the rows |
whichever line up. If X is a scalar and ¥ |< l(

line objects are created and plotted as dis Command Hislory “pgoa x
X. i

Al

PLOT(Y) plots the columns of ¥ versus their
If ¥ is complex, PLOT(Y) is equivalent to P
In all other uses of PLOT, the imaginary pa

Various line types, plot symbols and colors
PLOT(X,Y,3) where § is a character string n
from any or all the following 3 columns:

b blue . point
=] green o circle = <
x r red 3¢ ¥-mark ™ belp plot ]
Details A < > 53 | &

4 Start

Hinh 4.4 Giao dién Matlab

Pé sir dung Simulink:

) MATLAB 7.10.0 (R2010a)
File Edit Debug Parallel Deskiop ‘Window Help

D EH ¥ EE E ) (u }h %“@%LHQ Current Folder:

: Cli utwong dé
- Shortcuts (2] How ko Add |2 Whﬁnﬁlﬁﬁm vao Simulink
Hinh 4.5 Giao dién Simulink
4.2.2 SUDUNG MATLAB
4.2.2.1 PINH NGHIA BIEN

Chuing ta can hiéu duoc cach Matlab thao tac véi cac ma tran. Vi du mot mang cac gia tri
A=1,0,9,11, 5 ciing 1a ma tran 1x5, B =9 1a ma tran 1x1. Dé luu bién A, tai cira s6

1énh, g0 vao 1énh:
»> FI=[1 @8 9 11 =7
Matlab s& hién thi két qua:
a =
1 8 9 11 o

Dé khong hién thi két qua trén man hinh, chlng ta ding dau; tai cudi cau lénh.
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Dé xac dinh kich thuéc mot ma tran hay mang, dung 1énh “size”
= SA=eLAD)
ans =

-1 =

€Ca9

Trong Matlab, cac hang ctia ma tran dugc cach bai ;” va cac cot duoc ngat boi «, . Vi du
ma trin B c6 cac thanh phan nhu sau:

Dong 1:1,0,9, 4, 3

Dong 2: 0, 8,4,2,7

Dong 3: 14, 90, 0, 43, 25

(c6 thé dung khoang trang thay cho “,” dé ngat cot)

» B=[1,0,9,4,3:0,8,4,2,7:14,90,0,43,25]

B =
1 5 9 4 3
5 4 By 2 Fi
14 od 5 h3 25

Chung ta co thé cong, trtr, nhan, chia cidc ma tran béng cac toan tir don gian +, -, *, / trong
Matlab. Ta cling c6 thé tao ra bién mai tir cac ma tran co san, vi du nhu:
(déu “» dai dién cho tat ca cac cot trong hang 2)
» LE=B{Z._,:
C =
a = L3 = Fd
Hodc ¢6 thé td hop mdt ma trdn mdi tir cac ma tran co san
> D=[BL1,23),B{1 , });B{3 .2} . B{IF .S} ]
D =

L5 ] Iy
oA 25

Hoac c6 thé x06a cac hang hay c0t cia mgt ma tran

>> B = .33=[17
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= —
-1 L5 ] Fu =

= = == ra

12 o g F =2

Mot khi cac bién duoc nhap, ching s& dugc hién thi trong vung lam viéc. Chung ta cé thé

double click vao tén bién trong ving lam viéc dé md ra cira s6 Variable Editor, & day chiing
ta c6 thé stra chita cic gia tri nhu trong Excel.

m& Variable Editor - B Workspace A T N
u 3 ey 3 5 & "
B % DD S| K |6 Pro..~ >0 ¥ x| B o E K8 |[sde... -
FH B <3x5 double = Mame - Yalue
il 2 =) 4 ‘ 5 % B <3x5 double =
1 1 0 9 4| 3 |~
2 0] 4 2 7
3 14 a0 0 43 25
4 =
5
5
2 =
)
]
10
11
12
13
14 | _
15 < ili | >
16 -
Command History 0 a x
17 | el
|| o H—— 4/29/11 9:47 LM -—1
ca =B x| ol GRORAL. SeEE PITo—%
= $-— 6/21/11 3:47 PH ——¢
Command Window S i s
gl | i $-— 6/22/11 9:27 AN —-
> clear ~ || %-— /16711 1:52 PM —-
»» B = [1, 0, 9, 4, 3;0, 8, 4, 2, 7:;14, 90, O, | 4 7/16/11 3:15 PH ——
B = E-%-- 8/30/11 3:03 PH --
help plot
1 n} =1 4 3 A= [1, O, B, &, 3:;0,
a 4 2 frolear
fx 14 on o 43 25 ~ “B = [1, 0, 9, 4, 3:0, %
< i | ¥ < i | >

Hinh 4.6 Giao dién Editor

4.2.2.2 LAM VIEC VOI MANG

Nhép vao Matlab 2 ma tran A, B

>>A=[123;456;780]

A=

123

456

780

>>B=[246;037;981]

B=

246

037
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981
Toan ti Mo ta Vi du
+ Phép cong >> C=A+B
C=
3 6 9
4 8 13
16 16 1
- Phep tri => (C=A-B
C=
-1 -2 -3
4 2 -1
20 1
= Phép nhan => (C=A*B
C=
20 34 23
62 79 65
14 52 98
* Phép nhan phan tir véi phan | >> C=A.*B
fr C=
2 8 18
0 15 42
63 64 0
Phép chia theo chiéu phai >> C=A/B
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C =
0.5000 0.0000 0.0000
3.6875 -2.2500 -0.3750
-8.3125 6.7500 2.6250
\ Phép chia theo chiéu trai >> C=A'B
C =
-4.5556 -5.3333 -4.55506
5.1111 5.6667 4.1111
-1.2222 -0.6667 0.7778
Phép chia phan tir (phai) =>> C=A./B
C =
0.5000 0.5000 0.5000
Inf 1.6667 0.8571
0.7778 1.0000 0
A Phép chia phan tir (trai) >> C=A.\B
C =
2.0000 2.0000 2.0000
0 0.6000 1.1667
1.2857 1.0000 Inf
S Element-by-element power == C=A."B
Lay sO mii phan ti - phantx | C =
1 16 729
1 125 279936
40353607 16777216 0

4.2.2.3 M-FILE

Ngoai phuong phap gd 1énh truc tiép & cira s6 1énh, chiing ta con ¢ thé tao mot script mfile
gém tap hop céac 1énh go & ctra s6 lénh. Khi chay mfile, cac I¢nh nay s€ dugc thyc hi¢n tuong
tu nhu & cira s6 1énh.

Menu File - New - Script

B Editor - Untitled™ ==1{E3]
File Edit Text Go Cell Tools Debug Desktop ‘Window Help | X
IS | & a0 ™G 2« e |- 8RB B8 | stack e (O =
BB | - [o + |+ [ ] x| o8 a6 | @

1 A= [12 3:94 5 6:7 & 0] =
2 B = [2 4 6:03 7:9 & 1]

3

a C = &*H

Scripk Ln 4 C;:;I 9

Hinh 4.7 Giao dién Script
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4.2.3 SIMULINK

Simulink 1a mot céng cu trong Matlab dung dé mé hinh, mé phong va phan tich cac hé
thng dong voi méi trudng giao dién sir dung bing d6 hoa. Viée xay dung md hinh dwgc don
gian hoa bé“mg cac hoat dong nhép chudt va kéo tha. Simulink bao gém mdt bd thu vién khdi
va1 cac hop cong cu toan dién cho ca viéc phan tich tuyén tinh va phi tuyén.

4.2.3.1 HUONG DAN SU DUNG SIMULINK:
C6 thé mé Simulink bang 2 cich:

—  Click véo biéu twong nhu hinh duéi (Simulink icon)

J MATLAB F7.10.0 (R2010a)
File Edikt C=bug Parall=l Desktop Wirndow Help

T S| & B R 2 O~ |l R | e | o
Shortcuks [#] Howe bo add [ #] What'5
Hinh 4.8 Giao di¢n mé simulink
— T cira s6 1énh, danh 1énh simulink va enter

Cura s6 thu vién Simulink sé& hién thi:

E: Simulink Library Browsenr E]@

File Edic LT T=TE) Help

| I | G | | Erter search term - I M [g
Libraries ‘ 7' = I_ibrsnry:isiimulink 7| Search Resw, 4 :E
< - T —~ T ~

SCommonly Used Blocks
R e Y 'y o | T Ve T E—

B o ches

- Driscontinuities Contimuous

corDhiscrete

(i

co-logis and Bt Operastions N ] P -«
e Lookup TEables .-‘ Ciscontinuitie=s

- hdEth O perastions
coehodde] Wweriticstion

o hAdode | Swuicle ILRilities

cePorts & Subswystems

oo Zignal Atdribouates =
coeSigrnal Routimng

Discrets

Logic and Bit
Opaeration=s

Y

o SiIink=s Lookup Table=s
e SO e
cod=er-Detined Functions | - — kAdath

| 2= e Operations

[#]-- Additiorn=asl Masth & Discrete
[=1-- Tk Communications Blockset
- Tl Tortrol Sy sterm Toollbox

- il Drata Acquisition Toollbo:=x
+1-- k| EC 2 Simulastor Link

- k| Embedded IDE Link

I-E-i-- G| Fuz=v Logic Toolkbo>
P — P e Rl Lo vk
Showwino: =imulink

rdodel
e rification

L0 = S BT T =)
tilities

dil

F orts S
BN e )

-

Hinh 4.9 Giao di¢n Library Browser

Tao mét mé hinh méi bang cdch:
— Click vao icon New model hoac go Ctrl-N
— Menu File - New - Model

Cira so xay dung mo hinh xuat hién:
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=] untitled

EIBIX

File Edit Wiew Simulation Format Tools Help
0= &S ]'I 0.0 [Mormal =
Ready 100%%: ode4s

Hinh 4.10 Giao dién lam viéc simulink

Tao cac khoi: tir thu vién Simulink chon khoi can dung, nhap chudt vao va kéo ra ra ctra

s0O moO hinh

=1 gl Simulink
Coozomimanly Lissd Block= |
~Cordinuou s —-Jn!'ll
~Discontimnaties
-CisEcrete
~Loagic sand Bit Operastion= M i
~lookup Table=s
“kA=mth O perations l._,.-"'-'-_.__h
Pl Serification
shlodel - acde LRIk = l_LI_LI_
~FPoart=s & Subhsystem=s
-Signal Atrilbhaodes
~=ignal Roosting

== " F

=ink=
CEaouUrces BCLETEE],
Cl=er-Drefinsed Function=
[+]-- Zcdcitional Math & Discrete T
'+ _I Comimunicsations Block=set s

Hinh 4.11 Giao dién tao cac khoi

Famp

Fandom
FHumber

Fep=ating
Saeguenoe

Fapaating =S=q-
usnoe Interpol. .

FRep=ating
Sequencse Stair

Sigrnal Buildar

Signal
Sreneratar

Sinse WM gure
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|| L

E3 s

Repeating
Sequence

Fil=  Edit
Repeating Seqg- i
uence Interpol...

[ &
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Wiew  Simulation  Format  Tools  Hel

(] &

Repeating
Sequence Stair

Signal Builder

Signal

Generatar IE

Sine Wave ' ;
MNha
Stap
Uniform Rando-
m Mumber —
w (WReady

100%:

Hinh 4.12 Giao dién kéo sine wave

Luu trir md hinh bang l1énh Save (File [ Save) hodc nhap vao icon Save

Dich chuyén cac khoi don gidn bang cach nhap vao khéi d6 va kéo tha

=] untitled *

File Edit Wiew Simulation Format Tools Help
O eEd&S 2 [ 4 [10.0 |Normal -
Nhap chudt vao khéi va
kéo tha dé dich chuyén
1
=
IMtegrator i ..o
ﬁu o]
Sine wWawe Soope

Hinh 4.13 Giao dién két qua sau khi kéo tha cac ddi twong

Noi tin hiéu: Pua con chudt t&1 ngd ra ctiia khoi (dau “>”), khi dé con chuét sé c6 dang “+”.
Kéo ré chudt tdi ngd vao cua mot khoi khac va tha ra dé két ndi tin hi¢u.

Mé phéng méd hinh: Dung lénh Start (Menu Simulation - Start) hoac nhap chudt vao icon

Start
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File Edit Miew Simulation Format Tools Help

O = & £ | 4 |‘||:|.|:I |N|:|rmal
1 * 2
w3 Nhap chudt dé mé
m Integrator phong md hinh
¥ C 1
Sine Wauve »
Scope

Hinh 4.14 Giao dién sau khi két ndi cac ddi twong

Xem tin hiéu tir Scope: nhap d6i vao khdi Scope

SHE |LLEAPLD AHAEE B A F

Time offset. 0O
Hinh 4.15 Giao dién Scope
Chinh thong s cia mot khéi bang cach nhap d6i vao khdi can chinh Trudc khi mé phong
mo hinh Simulink, ching ta can dit cac thong s6 md phong bang cach chon menu Simulation -
Configuration Parameters

=] untitled =
File Edit “iew BSGEEEREE Format

O|= & e

Help
Sl > [too Mormal

Tools

4

Configuration Farameters... Ckrl+E
w MNormal
accelerator
Rapid Accelerator
IE Sofbware-in-the-Loop (SIL) | |
Sine W Processor-in-the-Loop (PIL) =

External meaRe

Hinh 4.16 Giao dién Parameter
O cira s6 Configuration Parameters, ching ta c6 thé dat mot s6 thong sé nhu Start time,
Stop time (second — gidy), va phuong phap giai Solver, Solver options, .. sau d6 nhan nut
OK.
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4.3 CHUONG TRINH PHAN MEM MULTISIM VA UNG
TRONG NGANH PIEN TU

4.3.1 GIOI THIEU GIAO DIEN MULTISIM

4.3.1.1 CAC PHAN TU CO BAN

Giao dién ngudi sir dung ciia MultiSim bao gom cac phin tir co ban sau:

Z= multiSIM - [Circuit1]

TRANG 241
DUNG

B File Edit view Simulate Transfer Tools Window Help

D|D”'|H | | | =1 | & |2 ,?{E:]{[IQIE E| | |§|%||InUseList

Read Temp: 27

Hinh 4.17 Giao di¢n chinh Multisim

— Menu: gdm céc cir s6 tng dung, & d6 ban c6 thé tim thdy cac 1énh cua tit ca cac

ham

— Thanh coéng cu hé thong (System toolbar): c6 cac nut thyc hién cac

chuc nang

chung nhu tao mdt mach dién moé phong méi, mé mdt mach dién méd phong da tao

trudc do co trén dia ...

Thanh thiét ké mé phong (MultiSim Design Bar): 1 mot phan tich hop ctia MultiSim, chi

tiét dugc giai thich rd hon ¢ phan bén dudi.

“In Use” list liét ké tat ca céac linh kién duoc st dung trong mach hién tai, diéu nay

gitip chiing ta c6 thé d& dang st dung lai cac linh kién.

— Céc linh kién mau (Component toolbar) gom cac mau linh kién, ta c6 thé mé cac

nat dé léy cac linh ki¢n cung ho dugc li¢t ké trong bang.

— Cira s6 1am viéc hay cira s6 thiét ké (Circuit Windows) noi dit céac linh kién cta

mach thiét ké.

— Thanh trang thai (Status line) hién thi trang thai hoat dong cua mach va
kién ma con tro chi dén.

mo ta linh
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4.3.1.2 Thanh thiét ké (Multisim Design Bar)

— Thanh thiét ké 13 phan trung tdm cua Multisim, né cho phép ta d& dang tham nhap
vao cac ham phire tap dugc cung cip boi chuwong trinh.

wis . o A \ 2 ;9 - n
- ﬂl Nut Component Design Bar dugc chon mac nhién, dung dé chon céc linh kién
dit vao ctra s6 mach thiét ké.

- IEINl]t Component Editing Design Bar cho phép chung ta dinh nghia cac linh
kién trong Multisim hodc thém vao cac phan ti.

) - . < A \ A 5 ’ , \
— d NUt Instrument Design Bar dung dé dua vao mach mé phong cac may do va
ta c6 thé xem céac két qua mo phong trén ching.

- Iﬂl NGt Simulate Design Bar cho phép bat dau, két thic va tam ding viéc mo
phong.

- |_| Nut Analysis Design Bar chon cac cong cu phan tich mach.

— |é| N0t Postprocessor Design Bar dung thuc hién cac tinh téan xa hon dua trén
cac két qua cta qua trinh mo phong.

- H:El Nut VHDL/Verilog HDL Design Bar cho phép lam viéc véi moé hinh VHDL
(Khéng co trén tat ca cac version).

— I%l Nut Reports Design Bar ding dé in cac bao cdo vé mach dién dang moé phong
(gi4 thanh linh kién, danh sach cac phan ti, chi tiét vé cac linh kién.

— |2| Nt Transfer Design Bar ding dé giao tiép va xuat ra cac chuong trinh khac,
nhu Ultiboar, ciing nhu tir Electronics Workbench. Chung ta cling c¢6 thé xuat cac
két qua mo phong dén cac chuong trinh nhu MathCAD va Excel.

4.3.2 PIEU CHINH GIAO DIEN CUA MULTISIM

Chung ta c6 thé diéu chinh bat ctr cac tily chon cua giao dién Multisim bao gdm cac thanh
cong cy, mau trén mach mo phong, kich thude gidy, hé s phong dai, thoi gian ghi ty dong, tap
ky hi¢u (dang ANSI hoic DIN) va cai dat may in. Ta c6 thé dat tiy chon va cac tiuy chon nay
dugc ghi lai cho timg mach riéng 1¢, chang han nhu mau ciia mach nay khac véi mach kia. Ta
cling c6 thé c6 quyén dit cac phan tir mot cach riéng biét (vi du nhu thay d6i mau cua linh kién
tir do sang cam).

bé thay d61 mach hién tai, ta click chudt phai trén cia s6 mach dién va chon muc nao can
thay doi tr menu kéo xuong.

4.3.2.1 PIEU KHIEN VIEC HIEN THI MACH HIEN HANH
Ta c6 thé diéu khién cach hién thi mach va cac phﬁn ttr xuat hién trén man hinh.

bé dicu khién hién thi mach hi¢n hanh click chudt phai trén ctra s6 mach va chon tir menu
kéo xudng nhirng chi tiét sau:
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— Grid Visible (click dé tat hodc mo).
— Show Title Block and Border (click dé tit hoic m&).
— Color.

— Show hién thij céc chi tiét cua linh kién, vi du nhu hién thi nhan, tén cta nut, gia tri
cua linh kién ...

4.3.2.2 CAI PAT MAC NHIEN CHO NGUOI SU DUNG
Ta c6 thé dit ciu hinh mic nhién dé hién thi ctra s6 mach mo phong theo ¥ mudn ...

Pé dat cAu hinh mic nhién cua nguoi st dung ta chon Edit/User Preferences. Man hinh User
Preference c6 dang nhu Hinh 3-7.2:

Trong cira s6 nay, chon phim mong mudn. Chang han, dé dat nhan va mau duoc sit dung
click Circuit tab. P& dinh nghia ludi, vién gidy va tén khdi duoc hién thi click Workspace tab.
Chu y ching ta s& khong thiy két qua cta sy lua chon ndy cho dén khi ban tao mét file mach
moi.

Croul | Wolkspace l Puatewernas | Frodpagessip |

Shox

W Showoid
' Shor page bounds
I Show ks bock

- Dol sl 223

— ] |
‘Widh | S 3:

On=nision Hadi I 11 E. l
¢ Ponak ez

* Landape " Cemimexaiz

— Delead) 200m el
[ 2002 <00%
=N " B6% 33

0k | Caeed | Heb |

Hinh 4.18 Giao dién User Preference
4.3.2.3 CAC TUY CHON KHAC
Ta ciing c6 thé dat giao dién bang cach biéu dién hoic diu, di chuyén dén mét vi tri méi.
— System toolbar
— Zoom toolbar
— Design Bar
— “inuse” list

— Database selector



TRANG 244 >TIN HOC DAI CUONG

Nhiing thay d6i nay tac dong 1én tat ca cic mach ta dang 1am viéc. Su di chuyén hay stra d6i
kich thudc cac phén tir s& trd lai vi tri va kich thuée ban dau khi ta m& mot mach mai.

Cuoi cung, ta c6 thé sr dung menu View dé€ hién thi hodc dau cac phan tir khac nhau trén
giao dién.

4.3.3 THIET KE MACH MO PHONG

Trong phan nay mé ta cach dit va ndi cac phan tir trong mach mé phong. Budc dau tién 1a
chon céc linh kién ma ta st dung, dit chiing vao ctra s6 mach thiét ké ¢ nhiing vi tri va hudng
mong mubn, ndi day ching lai v&i nhau, va chudn bi nhitng thit khac cho viéc thiét ké.

Dé don gian, ta s& thiét ké mach Schmitt Trigger don gian. Sau khi thuc hién xong cac budc
ta s€ ¢6 mach dién nhu Hinh 3-7.3

4.3.3.1 TAO TAP TIN MACH MO PHONG

Pé thiét ké mot mach dién mo phong, ta chay chuong trinh Multisim (click double click
chudt vao biéu tuong Multisim trén desktop ctia man hinh window hay vao Menu c6 mau, kich
thudc va cac tuy chon hién thi dua su trén cai dit user preference cua lan truge d6. Ta c6 thé
thay d6i cac tuy chon nay cho thich hop bang cach vao menu kéo xudng nhu dugc md ta &
phén trudc Start). Multisim s€ ty dong mé mot file mach tréng dé ta thiét ké. Cira s6 mach
thiét ké s& c6 mau, kich thude va cac tuy chon hién thi dua su trén cai dat user preference cua
lan trudc d6. Ta c6 thé thay dbi cac tuy chon nay cho thich hop bing cach vao menu kéo
xudng nhu dugc mé ta & phan trude
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Hinh 4.19 Giao dién tiap tin m6 phong
4.3.3.2 PAT CAC LINH KIEN VAO MACH

Multisim cung cp cho ta 3 16p co s dif liéu ciia cac linh kién (‘Multisim master’, ‘user’, va
& mot vai version 1a ‘corporate libray’). V&i muc dich huéng dan sir dung, chung ta chi quan
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tam dén 16p ‘multisim’ 13 16p céc linh kién di cung véi Multisim. Mudn rd hon ta ¢ thé tham
khao Multisim User Guide. Start).

4.3.3.2.1 THANH CONG CU LINH KIEN

=»l* , ;

*"_BI Maic nhién ta c6 thé thay thanh cong cu (Component Design Bar) ¢ giao dién cua
Multisim. Néu khéng thay click vao nit Component tir Design Bar.

Céc linh kién ta can sir dung dé thiét ké duoc phan loai trong cac nhom logic dic trung cho
tinh chat cua loai linh kién, mdi nhém duoc ky hiéu béi mot nat trén thanh linh kién. Khi ta
click vao cac nit nay, ho cac linh kién s& xut hién dé ta chon nhu duéi.

«) @ 4 = 4 «i}rj«@é @glﬁ«;}g TEYP R gllm
LlClle

le|E 2|2 e EE|o ||
AcEEE R ERREE

Hinh 4.20 Giao di¢én Toolbar

Chu y: Néu ta click chudt vao nat linh kién, nhém céc linh kién nay s& hién thi va giir & d6
cho dén khi ta dong lai. Trong khi nhém céc linh kién dugc hién thi ta c6 thé di chuyén né dén
bat noi dau trén man hinh bang cach click va giit trén dau thanh va kéo dén vi tri mai cho tién
st dung.

4.3.3.2.2 PAT LINH KIEN PAU TIEN
Bwéc 1: dit ngudn pin (ngudn pin 12Volt)
Click vao khay linh kién chira ngudn. Mot nhom cac ngudn xuat hién nhu Hinh 4.21.

Cha y: Di chuyén con tro trén khay linh kién dé xem tén cia no.

—
%——_trE
e
17 )&
5| @@
%@

Hinh 4.21 Giao dién linh ki¢n

= Click chudt vao niit DC Voltage Source. Con tro s& thay ddi biéu twong dé chi ra phan
tir vira duoc chon da san sang dé dat vao trong cira s6 v& mach mo phong. gidng Hinh 4.22.
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A ghost image of the com-

ponent appears on the cir _____..--‘"'_Lth:l

cuit window showing you T
exactly where the compo-
nent will be placed.

Hinh 4.22 DC Voltage

Di chuyén dén goc trén bén trai cua ctra sO mach thiét ké, noi ta muon dat nguodn. Click
chudt vao noi ta can dat bd nguon s€ xuat hién nhu Hinh 4.23.

Chu y: Cac ky ty mo ta linh kién xuat hién kém theo. Ta c6 thé d4u chung bang tuy chon
Show tir menu kéo xudng khi click phim phai chudt vao man hinh thiét ké.

| C

Hinh 4.23 Giao dién b ngudn

Label ] Display Yalue IAnaIysis Setup] Fault I

Yoltage (V) [ v —]
[ Tolerance I )

ReplaceJ | oK I CanceIJ Info I Help J

Hinh 4.24 Giao dién battery
Budrc 2: Thay doi gid tri cia ngudn pin

Mac nhién, nguén Pin 1a 12V, tuy theo mach dién thiét ké can cac nguén khac nhau, ta c6
thé dé dang thay ddi gia tri nay.

Click double click vao pin. Man hinh hién thi cic tinh chat cia pin xuat hién, v&i phim
Value c6 dang Hinh 4.24.

Chu y: Dé biét thém chi tiét vé cac phim nay ta tham khao & Multisim User Guide.
4.3.3.2.3 PAT PHAN TU KE TIEP

Budre 1: dat dién tré dau tién
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Click con tro vao nut khay linh kién Basic, ta click dién tré (Resistor) khi nhom cac linh
kién xuat hién. Man hinh hién thi cac loai dién tr& xuat hién nhu Hinh 4.25.

Man hinh nay hién thi béi vi nhém céc dién trd chon c¢6 chia nhiéu cac linh kién thuc, cac
linh kién ma ta c6 thé mua duge. N6 hién thi tit ca cac dién tré 6 thé cb tir cép co s& dir liéu
“Multisim master”.

Chu y: Browser khong xuét hién nhu khi ta chon pin ¢ budc trudce, bai vi ngudn thé DC 1a
linh kién 4o (ta c6 thé dat mot gia tri bat ky), vi thé khong can phai chon tir Browser.

Component Browser @
Database Name: [}, ItiSIM Master =
Component Family: |HESISTDH LI Symbol (ANSI)
Compohent: 1.5chm Uz
M anufacturer: Generic — NN N
Model Level: LO ::l::
Footprint: RESOD.5 :

Select Component:

Component List: Manufacturer List: Model Level - ID List:
: List Report...
1 Bohm Detall Report
1.8chm
2.0ochm
tModel Data:
Help | OK I Edit... | LCancel

Hinh 4.25 Giao dién Component

Kéo chudt vao thanh cugn cia Component List dé tim dién tré 1.0 kohm.

Chu y: Bé thyc hién nhanh hon thay vi phai kéo ré chudt, ta c6 thé danh vao tén cua linh
kién.

Chon di¢n trd 1.0 kohm va click OK hodc click double click trén gia tri linh kién. Con tro sé
xut hién & cira sb thiét ké v4i bong cua dién tré.

Di chuyén dién tré dén néi can dat va click chuot.

Chu y rang mau ky hiéu dién tré khac voi nguodn pin gitp ta phan biét linh kién thye.

Budc 2: Xoay dién tré

Dé thuan tién trong viéc ndi ddy ta cin xoay dién tré voi chiéu thich hop.

Click nut phai chugt trén dién trd. Menu kéo Ién xuat hién.

Chon 90 CounterCW tir menu.
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Néu mubn ta c6 thé di chuyén nhin bang cach click giir va kéo nd dén vi tri thich hop, hoic
ta c6 thé str dung cac phim mili tén trén ban phim dé di chuyén nhan trén timg 6 ludi.

Bwée 3: Thém vao cac dién trd khac

Thém vao di¢n tr¢ 30 kohm nhu céch trén, ta chu y dién tré nay c6 ky hi€u nhan dang la
“R3” dé chi ra dién tr& thir ba duoc dit.

Tiép tuc dat dién trd va céc ty dién khac va quay no.

Bay gio ta nhin vao muc “In Use” no s€ li¢t ké tat ca céc linh kién ta da st dung. Vi vay ta
c6 thé str dung lai cac linh ki¢én nay bﬁng cach click chudt vao no.

Ta c6 mach nhu Hinh 4.26.

Z= multiSIM - [SCHMITGR]

B File Edit View Simulate Transfer Tools Window Help

-8 x
- 1.0koh
. i [ 2 [ [ 4 DC. VOLTAGE_SOURCE 5 | 7 ~
GROUND
10nF
30kohm
2.0uF
: AC_VOLTAGE_SOURCE
‘ LMBS5CH
Xsc1
R1 § 3
1.0kohm 8y
JS 4 YCcC
— RST
7 3
s oms our =
&2 >—{ THR
fl{ = TRI o=
2.0uF 5 LMSS5CH
con
R2 5 C1 GND 30kohm
_1= |
1.0kohm 10nF 1
T A
o ol ; *
7 - - =t
u}
v
>=

Temp: 27

Hinh 4.26 Giao dién multiSim

Budrc 4: Ghi lai sy thay doi

Dé ghi lai sy thay ddi cling nhu tap tin dang sir dung, ta chon File/Save As.
4.3.3.2.4 PAT CAC PHAN TU KHAC

Ta tiép tuc dit cac linh kién khac

Oscilloscope tir nhom Instrument

IC555 tr thu vién linh kién trong nhém MIXED.

Céc tu 10nF, 2pF tu thu vién linh kién trong nhém Basic.

Mass dung cho cac linh kién nhu ty, 1C, ...

Mot ngudn xoay chiéu dang hinh Sin ¢ bién d6 12 Volt/1Khz tir thu vién linh kién trong
trong nhom VCC.

Cha y: O mach chira linh kién s6 phai ¢6 nguén VCC va mot mass sb dat trong cira s6 mach
thiét ké. Multisim s& sir dung hai linh kién nay dé tao ngudn cung cip cho céc linh kién sé.



CHUONG 4: MOT SO CHUONG TRINH PHAN MEM UNG DUNG TRONG NGANH KY

THUAT DPIEN, PIEN TU, TRUYEN THONG >
Sau khi lfiy cac linh kién ta c6 mach nhu Hinh 4.27

R1

1.Okohm %
o VCC
RST

LMSS5CH

i Bl

R2 c1 GND
10nF | 1

e

A8

Hinh 4.27 Giao dién Mach minh hoa

TRANG 249

R3

30kohm

b

ChQ y: Pirng quén save lai sw thay déi bang File/Save hay ding té hop phim Ctrl+S.

4.4 KET LUAN

Sau khi hoan tat chuong nay sinh vién s& thanh thao cac k¥ nang sau:

— Ky ning vé& cac dang luu db khac nhau bang phan mém MS. Visio.

— K§¥ ning tinh toan trén ma trin thong qua phan mém Matlab.

— K§ ning md phong hoat dong ctia mach dién qua phan mém MultiSim.
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4.5 BAI TAP
Bai tap Visio
1. V& lwu db tinh giai thira sau:

BEGIN

NHAP N

A
i=n
Gt=1

:

———
SO

N

END

2. V€ luu do xét so nguyén to sau:

BEGIN

NHAP N

=2

N%I!=0 and 1<=N/2

NY
N
Y / NLASNT /

3. V& luu d6 giai phwong trinh béc 2 sau:
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BEGIN
A

NHAP

AB,C

A
TINH DELTA

* # PTNK X=-B/2A

X1=(-B+sqrt(delta)/(2a)
X2=(-B-sqrt(delta)/(2a)

END A

Bai tap Matlab
1. Lam quen Matlab

1 Tinh bang tay cac biéu thirc sau, roi thir lai bang Matlab:
a.2/2*3

b.6-2/5+7"22-1

c.10/2\5-3+2*4

d.372/4

e.37272

f.2+round(6/9+3*2)/2-3
g.2+floor(6/9+3*2)/2-3
h.2+ceill6/9+3*2)/2-3

k. fix(4/9)+fix(3*(5/6))

2 Cho a =36 b =15. Tinh bang tay c4c biéu thirc sau, roi thir lai bing Matlab

a. mod(a, b)
b. rem(a, b)
c. gcd(a, b)
d. lcm(a, b)

2. Vector

TRANG 251

1.Cho x=[315 792 6], du doan két qua cac dong 1énh sau va thir lai bang Matlab:
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a. x(3)

b. x(1:7)

c. X(1: end)

d. x(1: end-1)
e. x(6:-2:1)
f.x([16211])
g. sum(x)

2.Chox=[2516].

a. Cong thém 16 vao tat ca c4c phan tir.

b. Cong thém 3 vao cac phan tir & vi tri 1é.
c. Lay cin bac 2 tat ca CAC phan tu.

d. Binh phuong tt ca cac phan tu.

3. Cho x, y lan luot | cac vector cot. x =[326 8], y=[4 13 5]".

a. Lay tong c4c phan tir cia X cong thém vao timg phan tir cua y.

b. Luy thira mdi phan tir ctia X voi s6 mil twong tng 13 cAc phan tir cua y.

c. Chia cac phan tir cia y véi CAC phan tir twong tmg cua X.

d. Nhan céc phan tir cia X voi CAc phan tir twong tng cua Y, dit trong vector z.
e. Tinh tong c4c phan tir ciia z, gan cho w.

f. Tinh x.*y —w.

g.Tich v0 hudng cia X va y.

Luu y: X’ 1a ma tran chuyén vi cta X.
3. Ma tran

1.Chox=[148],y=[215]vaA=[316];527]. Xét xem dong l1énh nao hgp 1¢, du doan
két qua, giai thich:rdi tht lai bang Matlab:

ax+y
b.x+A
c.x’+y
d A-[x"y]
e.[x;y]
f.[x;y]
g A-3
2.Chomatran A=[241;672;3509], viét Iénh Matlab dé
a. Gén cho vector x 1a dong thir nhat cta A.
b. Géan cho ma tran y 1a hai dong con lai (cubi) cua A.
c. Tinh tong theo dong ma tran A.
d. Tinh tong theo cot ma tran A.
e. Tim gid trj 16n nhat va nho nhit ciia ma trin.
f. Tinh tong cac phan tir ciia A.
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3.Hay tao ra ma trn 4x4 c6 gia tri nguyén niam trong khoang [-10, 10], Sau do:

a. Cong mdi phan tir ciia ma tran cho 15.
b. Binh phuong mdi phan tir cia ma tran.

c. Cong thém 10 vao cé4c phan tir ¢ dong 1 va dong 2.
d. Cong thém 10 vao cac phan tir & cot 1 va cot 4.

4.Cho vecto x=[2 4 1 6], y=[5 9 1 0]. Hay tao ra ma tran

a. 4x6 toan 12 s6 0, b. 4x5 toan 13 sé 1, ma tran don vi 5x5.

TRANG 253

b. B c6 tinh chat: dong 1 va 4 c6 gia tri 12 vecto X, dong 2 va 3 cd gia tri 1a vecto' y.

c. C c6 tinh chat: cot 1 va 3 co gié tri 1 vecto X, cot 2 va 4 ¢6 gia tri 1a vecto Y.
Bai tap Multisim

Dung multisim dé thiét ké 2 mach sau
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CHUONG 5: VIRUS VA BAO DUONG MAY
TINH
5.1 VIRUS MAY TINH VA PHUONG PHAP PHONG CHONG

Trong khoa hoc may tinh, virus may tinh (thuong duoc ngudi str dung goi tat 1a virus) 1a
nhitng chuong trinh hay doan mé duoc thiét ké dé tw nhan ban va sao chép chinh né vao cac
dbi twong lay nhiém khac (file, 6 dia, may tinh, ...).

Trude day, virus thuong duoc viét boi mot s6 nguoi am hiéu vé 1ap trinh mudn ching to
khé ndng cia minh nén thuong virus c6 cac hanh dong nhu: cho mot chuong trinh khong hoat
dong ding, x6a dit liéu, 1am hong 6 cing, ... hodc gdy ra nhiing trd dua kho chiu.

Nhiing virus mdi duoc viét trong thoi gian gan day khong con thyc hién céc tro dua hay su
pha hoai d6i mdy tinh cta nan nhan bj lay nhiém nita, ma da phan hudng dén viéc ldy cip cac
thong tin c4 nhan nhay cam (cac ma sb thé tin dung) méd cira sau cho tin tic dot nhap chiém
quyén diéu khién hodc cac hanh dong khac nham c6 loi cho ngudi phat tan virus.

Chiém trén 90% sb virus da duoc phat hién la nham vao hé théng st dung hé diéu hanh ho
Windows chi don gian boi hé diéu hanh nay duoc st dung nhiéu nhét trén thén gii. Do tinh
thong dung ctiia Windows nén cac tin tic thuong tap trung hudng vio ching nhiéu hon 13 cac
hé diéu hanh khac. Ciing c¢6 quan diém cho rang Windows cé tinh bao mat khong t6t bang cac
hé diéu hanh khac (nhu Linux) nén c6 nhiéu virus hon, tuy nhién néu cac hé diéu hanh khac
cling thong dung nhu Windows hodc thi phan cic hé diéu hanh ngang bang nhau thi ciing
lugng virus xuat hién c6 18 ciing twong duwong nhau.

5.1.1.1 LUQC SU CUA VIRUS

C6 nhiéu quan diém khac nhau vé lich st cia virus dién toan. O ddy chi néu rat van tit va
khai quat nhitng diém chung nhat va, qua d6, chung ta c6 thé hiéu chi tiét hon vé cac loai
virus:

— Nim 1949: John von Neumann (1903-1957) phat trién nén tang 1y thuyét ty nhan
ban cua mot chuong trinh cho may tinh.

— Vao cudi thap nién 1960 dau thap nién 1970 da xuat hién trén céc may Univax
1108 mot chuong trinh goi 1a "Pervading Animal" ty n6 c¢6 thé ndi v6i phan sau
cua cac tap tin tu hanh. Luc dé chua co6 khai niém virus.

— Nim 1981: Cac virus dau tién xuat hién trong hé diéu hanh cia may tinh Apple II.
— Niam 1983: Tai Dai Hoc mién Nam California, tai Hoa Ky, Fred Cohen lan dau
dua ra khai niém computer virus nhu dinh nghia ngay nay.

— Nam 1986: Virus "the Brain", virus cho mdy tinh ca nhan (PC) dau tién, dugc tao
ra tai Pakistan boi Basit va Amjad. Chuong trinh nay nam trong phan khoi dong
(boot sector) cia mot dia mém 360Kb va nd s& lay nhiém tit ca cac 6 dia mém.
Day 1a loai "stealth virus" dau tién.
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— Clng trong thang 12 nam nay, virus cho DOS dugc kham pha ra la virus
"VirDem". N6 c6 kha nang tg chép ma cia minh vao cac t€p tu thi hanh
(executable file) va pha hoai cac may tinh VAX/VMS.

— Nam 1987: Virus dau tién tin cong vao command.com 13 virus "Lehigh".

— Nam 1988: Virus Jerusalem tan cong dong loat cac dai hoc va cic cong ty trong
cac qudc gia vao ngay thir Sau 13. Day 1a loai virus hoat dong theo dong hd cua
may tinh (giéng bom n6 chim cai hang loat cho ciing mét thoi diém).

— Thang 11 cing nam, Robert Morris, 22 tudi, ché ra worm chiém cir cac may tinh
cua ARPANET, lam li¢t khoang 6.000 may. Morris bi phat tu 3 nam va 10.000
dollar. Mic du vy anh ta khai rang ché ra virus vi "chan doi" (boresome).

— Niam 1990: Chuong trinh thwong mai chdng virus dau tién ra doi boi Norton.

— Nam 1991: Virus da hinh (polymorphic virus) ra doi dau tién 1a virus "Tequilla".
Loai nay biét tu thay doi hinh thic cta né, giy ra su kho khin cho cac chuong
trinh chdng virus.

— Nam 1994: Nhing nguoi thiéu kinh nghiém, vi 1ong t6t dd chuyén cho nhau mot
dién thu canh bao tit ca moi ngudi khong mo tat ca nhitng dién thu c6 cum tir
"Good Times" trong dong bi chu (subject line) cua chiing. Pay la mot loai virus
gia (hoax virus) ddu tién xut hién trén cic dién thu va loi dung vao "tinh than
trach nhiém" cta cac ngudi nhan dugce dién thu nay dé tao ra sy luan chuyén.

— Nam 1995: Virus van ban (macro virus) dau tién xuat hién trong cac ma macro
trong cac tép cua Word va lan truyén qua rat nhiéu may. Loai virus ndy c6 thé 1am
hu hé diéu hanh cha. Macro virus 1a loai virus viét ra bang ngén ngir lap trinh
Visual Basic cho cac ung dung (VBA) va tiy theo kha ning, c6 thé lan nhiém
trong cac tmg dung van phong cua Microsoft nhu Word, Excel, PowerPoint,
OutLooK, .... Loai macro ndy, ndi tiéng c6 virus Baza va virus Laroux, xuat hién
nim 1996, c6 thé nam trong ca Word hay Excel. Sau nay, virus Melissa, nim
1997, tin cong hon 1 triéu may, lan truyén boi mot tép dinh kém kiéu Word bang
cach doc va glri dén cac dia chi cua Outlook trong cac may da bi nhiém virus.
Virus Tristate, nam 1999, ¢6 thé nam trong cac tép Word, Excel va Power Point.

— Nam 2000: Virus Love Bug, con c6 tén ILOVEYOU, danh lira tinh hiéu ki cta
moi ngudi. Py 14 mot loai macro virus. Pac diém 1a né dung dudi tap tin dang
"ILOVEYOU.txt.exe". Loi dung diém yéu cta Outlook thdi biy gid: theo mic
dinh san, duoi dang .exe s tu dong bi diu di. Ngoai ra, virus nay con c6 mot dac
tinh mé&i cua spyware: nd tim cach doc tén va ma nhap cua may chi va giri vé cho
tay hac dao. Khi truy ctru ra thi d6 1a mot sinh vién nguoi Philippines. Tén nay
dugc tha bong vi Philippines chua c6 luat trimg tri nhitng nguoi tao ra virus cho
may tinh.

— Nam 2002: Tac gia cua virus Melissa, David L. Smith, bi xtr 20 thang tu.
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— Nam 2003: Virus Slammer, mot loai worm lan truyén véi van toc ki luc, truyén
cho khoang 75 ngan may trong 10 phut.

— Niam 2004: Danh dau mot thé hé mai cua virus 1a worm Sasser. Vi virus nay thi
nguoi ta khong can phai mé dinh kém cia dién thu ma chi can mé 14 thu 1a du cho
n6 xam nhap vao may. Cling may la Sasser khong hoan toan hiy hoai may ma chi
lam cho may chu tré nén cham hon va doéi khi n6 lam may ty khoi dong trd lai.
Tac gia ctia worm ndy ciing 1ap mét ki luc khac: tay hic dao (hacker) ndi tiéng tré
nhat, chi méi 18 tudi, Sven Jaschan, ngudi Ptc. Tuy vdy, vi con nho tudi, nén vao
thang 7 nam 2005 nén tda an Plc chi phat anh nay 3 nam tu treo va 30 gio lao
dong cong ich.

— Véi kha ning cua céc tay hacker, virus ngay ngay c6 thé xam nhdp bang cach bé
gy cac rdo an toan cta hé diéu hanh hay chui vao cac chd hd cta cic phan mém
nhat 1a cac chuong trinh thu dién tir, roi tir d6 lan téa khip noi theo cac ndi két
mang hay qua thu dién tr. Do do, viéc truy tim ra ngudn gbc phat tan virus s& cang
khoé hon nhiéu. Chinh Microsoft, hing ché tao cic phan mém phd bién, ciing 1a
mot nan nhan. Ho da phai nghién clru, sira chita va phat hanh rat nhiéu cac phan
mém nham sira cac khuyét tat ciia phan mém ciing nhu phat hanh cac thé hé cua
g6i dich vu (service pack) nhim giam hay v6 hiéu hoa cac tin cong cua virus.
Nhung di nhién véi cac phdn mém c6 hang triéu dong ma ngudn thi mong uwéc
chung hoan hao theo ¥ nghia clia su an toan chi co trong 1y thuyét. Pay ciing 1a co
hdi cho cac nha san xut cac loai phﬁn mém bao vé c6 dat dung vo.

— Tuong lai khong xa c6 18 virus sé& tién thém cac budc khac nhu: né bao gom moi
diém manh sin c6 (polymorphic, sasser hay tan céng bang nhiéu cach thirc, nhiéu
kiéu) va con két hop véi cac thi doan khac ciia phan mém gian diép (spyware).
DPong thoi n6 c6 thé tan cong vao nhidu hé diéu hanh khac nhau chir khong nhat
thiét nhim vao mot hé diéu hanh doc nhat nhu trong truong hop cua Windows
hién gio. Va c6 18 virus s& khong hé (tham chi 1a khong can) thay d6i phuong thic
tan cong: loi dung diém yéu ctia may tinh ciing nhu chuong trinh.

5.1.1.2 CAC KHAI NIEM CO LIEN QUAN

— S&u may tinh (worm): 1a cac chuong trinh cling c¢6 kha nang ty nhan ban ty tim
cach lan truyén qua hé théng mang (thuong 1a qua hé thong thu dién tir). Diém can
luu y & ddy, ngoai tic hai thang 1én may bi nhiém, nhiém vu chinh ctia worm Ia
pha cac mang (network) thong tin, [am giam kha ndng hoat dong hay ngay ca huy
hoai cac mang nay. Nhiéu nha phan tich cho rang worm khac véi virus, ho nhan
manh vao ddc tinh pha hoai mang nhung & day worm dugc coi 1a mot loai virus
dac biét.
Worm ndi tiéng nhit duoc tao bdi Robert Morris vao nam 1988. N6 c6 thé lam
hong bat ki hé diéu hanh UNIX nao trén Internet. Tuy vdy, c6 18 worm ton tai lau
nhat 13 virus happy99, hay cac thé hé sau d6 cia nod co6 tén 1a Trojan. Cac worm
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nay sé& thay d6i noi dung tép wsok32.dll cia Windows va tu giri ban sao cua chinh
chung di dén céc dia chi cho mdi lan giri dién thu hay message.

— Phan mém 4c tinh (malware): (chit ghép cua maliciuos va software) chi chung céc
phan mém c6 tinh ning gy hai nhu virus, worm va Trojan horse.

— Trojan Horse: day la loai chuong trinh cling ¢ tac hai twong tu nhu virus chi khac
1a n6 khéng ty nhan ban ra. Nhu thé, cach lan truyén duy nhét 13 thong qua cac thu
day chuyén. Dé trir loai ndy ngudi chu may chi viéc tim ra tip tin Trojan horse roi
x6a n6 di 1a xong. Tuy nhién, khong c6 nghia 1a khong thé ¢ hai con Trojan horse
trén cing mot hé théng. Chinh nhiing ké tao ra cac phan mém nay sé& sir dung ky
nang 14p trinh cia minh dé sao luu that nhidu con trude khi phat tan 1én mang. Day
cling 1a loai virus cuc ky nguy hiém. N6 c6 thé huy 6 cimg, hay dit liéu.

— Phan mém gian diép (spyware): Day 1a loai virus c6 kha nang thim nhap tryc tiép
vao hé diéu hanh ma khéng dé lai "di chimg". Thudng mdt s6 chuong trinh diét
virus c6 kém trinh diét spyware nhung diét kha kém dbi véi cac dot "dich".

— Phan mém quang cdo (adware): Loai phin mém quang cdo, rat hay co & trong cac
chuong trinh cai dat tai tir trén mang. Mot sé phan mém vo6 hai, nhung mot sb co
kha nang hién thi thong tin kit man hinh, cudng ché nguoi st dung.

— Botnet: La nhitng may tinh bi bat coc va diéu khién boi ngudi khac thong qua
Trojan, virus...

Diéu dic biét nguy hiém 1a cac botnet duoc phoi bay tir cac hacker khong can k§ thuat lap
trinh cao. N6 duoc rao ban véi gia tir 20USD trd 1én cho cac hacker. Hau qua ctia nd dé lai
khong nho: mét tai khoan. Néu lién két voi mot hé thong may tinh 16m, né cé thé tdng tién ca
mot doanh nghiép.

Nhom cua Sites ¢ Sunbelt cung véi doi phan ting nhanh ctia cong ty bao mat iDefense Labs
da tim ra mot botnet chay trén nén Web c6 tén 1a Metaphisher. Thay cho cach st dung dong
1énh, tin tic co thé su dung giao dién dd hoa, céac biéu tuong co thé thay ddi theo y thich, chi
viéc dich con trd, nhin chudt va tin cdng.

Theo iDefense Labs, cac bot do Metaphisher diéu khién di 1y nhiém hon 1 triéu PC trén
toan cau. Tham chi trinh diéu khién con ma hoa lién lac gitra n6 va bot "dan em" va chuyén di
moi thong tin vé cac PC bi nhiém cho nguoi chu bot nhu vi tri dia ly, cac ban va bao mat cua
Windows va nhiing trinh duyét dang chay trén mdi PC.

Nhirng cong cu tao bot va dicu khién dé dung trén gép phan lam ting vot sé PC bi nhiém
bot duogc phat hién trong thoi gian gan day. Thi du, Jeanson James Ancheta, 21 tudi, ngudi My
& bang California, bi tuyén an 57 thang tu vi d3 van hanh mot doanh nghiép "den" thu loi bat
chinh dua vao cac botnet diéu khién 400.000 "thanh vién" va 3 tay diéu khién bot bi bit & Ha
Lan chinh 13 trung tim "dau ndo" diéu khién hon 1, 5 triéu may tinh!

Mic du da c6 luat dé bat nhitng toi pham kiéu nay, nhung do dé& dang c6 duoc nhitng cong
cu pha hoai nén ludn c6 thém ngudi méi gia nhap hang ngii hacker vi tién hay vi to mo.
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Keylogger: La phan mém ghi lai chudi phim g6 ctia ngudi ding. N6 ¢6 thé hitu ich cho viée
tim ngudn gdc 131 sai trong cac hé thong mdy tinh va d6i khi duoc dung dé do ning suit 1am
viéc ctia nhan vién vin phong. Cac phan mém kiéu nay rat hitu dung cho nganh lut phap va
tinh bo - vi du, cung cip mot phuong tién dé ldy mat khau hodc cac khoa mat ma va nho d6
qua mét duoc cac thiét bi an ninh. Tuy nhién, cic phan mém keylogger duoc pho bién rong rii
trén Internet va bat cur ai cling co thé sir dung cho muc dich léy trom mat khau va chia khoa ma
hoa.

— Phishing: La mot hoat dong pham toi dung cac k¥ thuat lira ddo. Ké Iira dao ¢
ging lira 14y cac thong tin nhay cam, ching han nhu mat khau va thong tin vé thé
tin dung, bang cach gia 1a mot ngudi hodc mot doanh nghiép dang tin cdy trong
mot giao dich dién tir. Phishing thuong dugc thuc hién bé‘mg cach st dung thu dién
tir hodc tin nhan, doi khi con str dung ca dién thoai.

— Rootkit: La mdt bd cong cu phﬁn mém danh cho viéc che dau cac tién trinh dang
chay, cac file hodc dir lidu hé thong. Rootkit ¢ ngudn gdc tir cac tng dung twong
d6i hién, nhung nhitng ndm gan ddy, rootkit da bi sir dung ngay cang nhiéu boi cac
phan mém 4c tinh, gitp ké xam nhap hé théng git dugc duong truy nhap mot hé
thong trong khi tranh bi phat hién. Ngudi ta da biét dén cac rootkit danh cho nhiéu
hé diéu hanh khic nhau chiang han Linux, Solaris vd mot s6 phién ban cua
Microsoft Windows. Céc rootkit thuong sira doi mot sé phan cia hé diéu hanh
hodc tu cai dat chung thanh céac driver hay cac module trong nhan hé diéu hanh
(kernel module).

Khi hay tin CD nhac cta Sony cai dit rookit dé gidu file chng sao chép xuit hién vao thang
11 nam ngoai, gidi tin tic han hoan va nhanh chéng khai thac ing dung cua Sony. Phan mém
ctia Sony giau bat ky file hay tién trinh bat dau véi "$sys$", nhitng ké viét phan mém doc hai
da d6i tén file dé loi dung dic diém nay.

Vao thang 3, nha san xuat phadn mém chdng virus & Tdy Ban Nha 1a Panda Software cho
biét ho dang tim bién thé cua sau Bagle cuc ky doc hai co trang bi kha ning cua rootkit. Tram
trong hon, tuong ty nhu cic "nha san xuat" chwong trinh botnet, nhitng ké tao phan mém
rootkit con ban hodc phat tan mién phi cac cong cy, giup nhiing tay viét phan mém doc hai dé
dang bd sung chic ning rootkit cho cac virus cii nhu Bagle hay tao loai méi. Mot du an do
Microsoft va cac nha nghién ctru cua dai hoc Michigan thuc hién that sy mé duong cho nghién
ctru rootkit, tao ra mot phuong thirc méi gan nhu "dat" HDH chay trén phin mém c6 tén
SubVirt (tén cia du 4n nghién ciru). HDH van lam viéc binh thudng, nhung "may ao" diéu
khién moi thir HDH nhin thiy va c6 thé dé dang giau chinh no.

May mén 1a k¥ thuat nay khong dé thuc hién va nguoi dung d& nhan ra vi lam cham hé
thong va lam thay d6i nhimng file nhat dinh. Hién gio, loai siéu rootkit nay chi méi & dang y
tuong, can nhidu thoi gian trude khi tin tic c6 thé thyc hién phuong thirc tn cong nay.
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Phan mém téng tién (Ransomware): La loai phﬁn mém sir dung mot hé théng mat
mi dé ma hoa dit lidu thudc vé mot ca nhan va doi tién chudc thi méi khoi phyc
lai.

Cira hau (Backdoor): Trong mot hé théng may tinh, cira hau 1a mot phuong phap
vuot qua thil tuc chimg thuc nguoi ding théng thudng hodc dé gitr dudong truy
nhép tir xa téi mot may tinh, trong khi cb ging khong bi phat hién boi viéc gidm
sat thong thudng. Cira hau c6 thé c6 hinh thire mot chuwong trinh duoc cai dat (vi
du Back Orifice hodc ctra hau rookit Sony/BMG rootkit dugc cai dat khi mot dia
bat ky trong s6 hang triéu dia CD nhac ctia Sony dugc choi trén mot may tinh chay
Windows), hodc ¢ thé 13 mot sira d6i dbi véi mot chwong trinh hop phap - do6 1a
khi n6 di kém véi Trojan.

Danh sach cic dudi tép cé kha niing di truyén va bi ldy nhiém

Céc tap tin trén hé diéu hanh Windows mang dudi mé rong sau c6 nhiéu kha ning bi virus

tan cong.

.bat: Microsoft Batch File (Tép xtt 1i theo 16)

.chm: Compressed HTML Help File (T¢p tai li¢u duéi dang nén HTML)
.cmd: Command file for Windows NT (T¢p thuc thi cua Windows NT)
.com: Command file (program) (Tép thuc thi)

.cpl: Control Panel extension (T¢p cua Control Panel)

.doc: Microsoft Word (T¢p cua chuong trinh Microsoft Word)

.exe: Executable File (Tép thuc thi)

hlp: Help file (Tép ndi dung trg gitip nguoi dung)

.hta: HTML Application (Ung dung HTML)

Js: JavaScript File (Tép JavaScript)

Jse: JavaScript Encoded Script File (T¢p ma hoa JavaScript)

JInk: Shortcut File (Tép dudng dan)

.msi: Microsoft Installer File (Tép cai dat)

.pif: Program Information File (T¢p thong tin chuong trinh)

.reg: Registry File (T¢ép can thiép va chinh sura Registry)

.scr: Screen Saver (Portable Executable File)

.sct: Windows Script Component

.shb: Document Shortcut File

.shs: Shell Scrap Object

.vb: Visual Basic File
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— .vbe: Visual Basic Encoded Script File

— .vbs: Visual Basic File (Tép duogc 1ap trinh béi Visual Basic)
— .wsc: Windows Script Component
— .wsf: Windows Script File
— .wsh: Windows Script Host File
— {*}: Class ID (CLSID) File Extensions
5.1.1.3 CAC HINH THU'C LAY NHIEM CUA VIRUS MAY TINH

Virus lay nhiem theo cach co dién

Céch c6 dién nhat cua su 1ay nhiém, banh truéng cia céc loai virus may tinh 13 théng qua
cac thiét bi luu trir di dong: Trudc day dia mém va dia CD chira chuong trinh thuong la
phuong tién bi loi dung nhiéu nhat dé phat tan. Ngay nay khi dia mém rét it dugc sir dung thi
phuong thirc 1y nhiém nay chuyén qua cac 6 USB, céc dia cimg di dong hodc cac thiét bi giai
tri k¥ thuat so.

Virus lay nhiém qua thw dién tir

Khi ma thu dién tir (e-mail) dugc sir dung rong rai trén thé gidi thi virus chuyén huéng sang
lay nhiém théng qua thu dién tr thay cho cic cach lay nhidm truyén thdng.
Khi da lay nhiém vao may nan nhan, virus co thé tu tim ra danh sach cac dia chi thu dién tu
san ¢ trong may va no ty dong gui di hang loat (mass mail) cho nhing dia chi tim thy. Néu
cac chil nhan ciia cac may nhan duoc thu bi nhiém virus ma khong bi phét hién, tiép tuc dé lay
nhiém vao mdy, virus lai tiép tuc tim dén cac dia chi va gui tiép theo. Chinh vi vay s lugng
phat tan c6 thé ting theo cip s6 nhan khién cho trong mot thoi gian ngin hang hang triéu may
tinh bi 1ay nhiém, c6 thé 1am té liét nhiéu co quan trén toan thé gidi trong mot thoi gian rat
ngan.

Khi ma cic phan mém quan 1y thu dién tir két hop véi cac phan mém diét virus c6 thé khic
phuc hanh dong tu giri nhan ban hang loat dé phat tan dén cac dia chi khac trong danh ba cua
may nan nhén thi cha nhan phét tan virus chuyén qua hinh thtrc tu giri thu phat tan virus bang
nguén dia chi suu tap duogc trude do.

Phuong thyc 1iy nhiém qua thu dién tir bao gom:

Lay nhiém vao cac file dinh kém theo thu dién tir (attached mail). Khi d6 nguoi dung s&
khong bi nhiém virus cho t&i khi file dinh kém bi nhiém virus dwoc kich hoat (do dac diém nay
cac virus thuong duoc "trd hinh" boi cac tiéu dé hip dan nhu sex, thé thao hay quang céo ban
phan mém véi gia vo cung ré)

Lay nhiém do mé mot lién két trong thu dién tir Cac lién két trong thu dién tir c6 thé dan
dén mot trang Web duogc cai sin virus, cach nay thuong khai thac cac 16 hong cua trinh duyét
va h¢ diéu hanh. Mot cich khéc, lién két dan téi viéc thuc thi mot doan ma, va may tinh bi c6
thé bi lay nhiém virus.
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LAy nhiém ngay khi m& dé xem thw dién tir: Cach ndy vo cing nguy hiém boi chua can
kich hoat céc file hodc mé cac lién két, may tinh da c6 thé bi lay nhiém virus. Cach nay ciing
thudng khai thac cac 16i cua hé diéu hanh.

Virus ldy nhiém qua mang Internet

Theo sy phat trién rong rii cta Internet trén thé giGi ma hién nay céac hinh thirc 1ay nhiém
virus qua Internet tré thanh cac phuong thic chinh cta virus ngay nay.
C6 cac hinh thirc 14y nhidm virus va phan mém doc hai thong qua Internet nhu sau:

— LAy nhi®m thong qua céac file tai liéu, phin mém: La cach 1ay nhiém cb dién,
nhung thay thé cac hinh thirc truyén file theo cach cb dién (dia mém, dia USB...)
bang cach tai tir Internet, trao d6i, thong qua cac phan mém...

— Lay nhiém khi dang truy cap cac trang Web duoc cai dit virus (theo cach vo tinh
hoic ¢ ¥): Cac trang Web c6 thé c6 chira cac ma hiém doc gy 1ay nhiém virus va
phan mém doc hai vao may tinh cua nguoi st dung khi truy cdp vao cac trang Web
do.

— Lay nhiém virus hoic chiém quyén diéu khién may tinh thong qua céc 16i bao mat
hé diéu hanh, ing dung san c6 trén hé diéu hanh hodc phan mém cua hang thi ba:
Piéu nay c6 thé khoé tin ddi voi mot s ngudi sir dung, tuy nhién tin tic c6 thé loi
dung cac 16i bao mat ctia hé diéu hanh, phﬁn mém sin c6 trén hé diéu hanh (vidu
Windows Media Player) hoic 16i bao mat cta cdc phdn mém cta hing thtr ba (vi
du Acrobat Reader) dé lay nhiém virus hodc chiém quyén kiém soat may tinh nan
nhan khi mé cac file lién két voi cac phan mém nay.

Bién thé

Mot hinh thure trong co ché hoat dong ctia virus 1a tao ra cac bién thé cia ching. Bién thé
cua virus la sy thay d61 ma nguon nham cac muc dich tranh sy phat hi¢n ctia phan mém diét
virus hodc lam thay d6i hanh dong ctia nd.

Mot s6 loai virus co thé tu tao ra cac bién thé khac nhau giy khé khin cho qué trinh phat
hién va ti€u diét chung. Mdt s6 bién thé khac xuét hién do sau khi virus bi nhan dang cua cac
phan mém diét virus, chinh tac gia hodc cac tin tic khac (biét dugc mi cua chung) da viét lai,
nang cap hodc cai tién chiing dé tiép tuc phat tan.

Virus c¢6 kha nang vo6 hi¢u hoa phan mém diét virus

Mot s6 virus c6 kha nang v6 hi¢u hod hodc can thiép vao hé diéu hanh 1am té liét (mot sé)
phan mém diét virus. Sau hanh dong nay chiing méi tién hanh lay nhiém va tiép tuc phat tan.
Mot s6 khac 1ay nhiém chinh vao phan mém diét virus (tuy kho khan hon) hodc ngin can su
cap nhat cua cac phﬁn mém diét virus. Ké ca cai lai HDH va cai anti sau d6 nhung d3 qua tré.

Cac cach thirc nay khong qua khé néu nhu ching nim rd duge co ché hoat dong cia cac
phan mém diét virus va duogc lay nhidm hodc phat tac trude khi hé thong khoi dong cac phan
mém ndy. Chung ciing c6 thé stra doi file host ctia hé diéu hanh Windows dé ngudi sir dung
khong thé truy cap vao cac Website va phan mém diét virus khong thé lién lac véi server cua
minh dé cap nhat.
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5.1.1.4 CACH PHONG CHONG VIRUS VA NGAN CHAN TAC HAI CUA NO

C6 mdt cau ndi vui rang Dé khong bi 1ay nhiém virus thi ngit két ndi khoi mang, khong st
dung 6 mém, 6 USB hoic copy bét ky file nao vao may tinh. Nhung nghiém tuc ra thi diéu nay
c6 vé dung khi ma hién nay su ting truong sb luong virus hang nam trén thé gidi rat 16n.
Khong thé khang dinh chic chin bao vé an toan 100% cho may tinh trudc hiém hoa virus va
cac phan mém hiém ddc, nhung ching ta c6 thé han ché dén t6i da c6 thé va co cac bién phap
bao vé dir liéu cua minh.

Sir dung phan mém diét virus

Bao vé bang cach trang bi thém mot phan mém diét virus c6 kha nang nhan biét nhiéu loai
virus may tinh va lién tuc cdp nhat dit li¢u dé phan mém d6 luén nhan biét dugc cac virus moi.

Trén thi truong hién cé rat nhiéu phan mém diét virus. Trong nuéc (Viét Nam): Bkav,
CMC. Cua nudc ngoai: Avira, Kaspersky, AVG, ESET.Va phat hanh béi Microsoft: Microsoft
Security Essentials.

Str dung twong Iira

Tuong Itra (Firewall) khong phai mot cai gi do quéa xa voi hoac chi danh cho cac nha cung
cap dich vu internet (ISP) ma mdi may tinh c4 nhan ciing cin phai str dung tuong lira dé bao vé
trudc virus va cac phan mém doc hai. Khi sir dung tudng lira, cac thong tin vao va ra dbi véi
may tinh duogc kiém soat mot cach vo thirc hodc c6 chu y. Néu mot phén mém doc hai d3 duoc
cai vao may tinh c6 hanh dong két ndi ra Internet thi tudng lira ¢ thé canh bao giup ngudi st
dung loai bo hodc v6 hiéu hoa chiing. Tuong ltra giip ngin chin cac két ndi dén khong mong
mudn dé giam nguy co bi kiém so4t may tinh ngoai y mudn hodc cai dit vao cac chuong trinh
doc hai hay virus may tinh.

Str dung tudng lira bang phan cing néu ngudi sir dung két ndi v6i mang Internet théng qua
mot modem ¢ chirc nang nay. Thong thuong ¢ ché dd6 mic dinh cta nha san xuét thi chiic
nang "tudng lira" bi tit, ngudi st dung c6 thé truy cip vao modem dé cho phép hiéu luc (bat).
Str dung tudng ltra bang phan ctng khong phai tuyét dbi an toan boi chung thuong chi ngin
chin két ndi dén trai phép, do d6 két hop sir dung tuong lira bang cac phan mém.

Str dung tudng lira bang phan mém: Ngay cac hé diéu hanh ho Windows ngay nay da dugc
tich hop san tinh ning tudng ltra bang phan mém, tuy nhién thong thudng cac phan mém cua
hang thr ba c6 thé 1am viéc t6t hon va tich hop nhiéu coéng cu hon so véi tudng lira phan mém
san c6 cua Windows. Vi du bd phan mém ZoneAlarm Security Suite ciia hing ZoneLab 1a mot
bd cong cu bao vé hiru hiu trude virus, Cac phﬁn mém doc hai, chéng spam, va tudng lta.

Cép nhit cac ban sira 16i ciia hé diéu hanh

Hé diéu hanh Windows (chiém da s6) luén ludn bi phat hién cac 16i bao mat chinh boi sy
thong dung cta nd, tin tic c6 thé loi dung cac 16i bao mat dé chiém quyén diéu khién hodc phat
tan virus va cac phﬁn mém doc hai. Nguoi st dung ludn can cap nhat cac ban va 16i cua
Windows théng qua trang Web Microsoft Update (cho viéc nang cép tt ca cic phdn mém cua
hing Microsoft) hodc Windows Update (chi cap nhat riéng cho Windows). Céach tét nhét hay



TRANG 264 >TIN HOC DAI CUONG

dat ché do nang cap (stra chita) tu dong (Automatic Updates) ctia Windows. Tinh ning nay chi
hd trg d6i véi cac ban Windows ma Microsoft nhan thay rang chung hop phap.

Van dung kinh nghiém str dung may tinh

Cho du sir dung tt ca cac phin mém va phuong thirc trén nhung may tinh van c6 kha ning
bi 1ay nhiém virus va céac phén mém ddc hai bdi mau virus méi chua duoc cap nhat kip thoi
d6i v6i phan mém diét virus. Nguoi st dung may tinh can sir dung triét dé cac chirc ning, Gmg
dung san c6 trong hé diéu hanh va cac kinh nghi¢m khac dé bao vé cho hé diéu hanh va dix liéu
ctia minh. Mét sb kinh nghi¢m tham khdo nhu sau:

— Phat hién sy hoat dong khac thwong ciia may tinh: Pa phan nguoi str dung may
tinh khong c6 thoi quen cai dit, g& bo phan mém hoidc thuong xuyén 1am hé diéu
hanh thay ddi - ¢o nghia l1a mot sy sir dung 6n dinh - s& nhan biét duoc su thay ddi
khac thuong cua may tinh. Vi du don gian: Nhan théy su hoat dong cham chap cua
may tinh, nhan thiy cac két ndi ra ngoai khac thudng thong qua tuwong lira cta hé
diéu hanh hodc cua hang tht ba (thong qua cac thong bao hoi sy cho phép truy cap
ra ngoai hoac sy hoat dong khac cua tuong lira). Moi sy hoat dong khéac thuong
nay néu khong phai do phan cimg gay ra thi can nghi ngd sy xuat hién cua virus.
Ngay khi c6 nghi ngd, can kiém tra bang cach cap nhat dir liéu méi nhat cho phan
mém diét virus hodc thur sir dung mot phﬁn mém diét virus khac dé quét toan hé
thong.

— Kiém soat cac tng dung dang hoat dong: Kiém soat su hoat dong cia cac phan
mém trong hé thdng thong qua Task Manager hodc cic phan mém ciia hang thir ba
(chang han: ProcessViewer) dé biét mot phién lam viéc binh thuong hé théng
thudng nap cac ung dung nio, chung chiém luong b nhé bao nhiéu, chiém CPU
bao nhiéu, tén file hoat dong 1a gi...ngay khi c6 diéu bat thuong cua hé thong (du
chua co6 biéu hién ctia sy nhiém virus) ciing ¢ thé c6 su nghi ngd va c6 hanh dong
phong ngtra hop 1y. Tuy nhién cach nay doi hoi mot sy am hiéu nhat dinh cua
nguoi st dung.

— Loai bé mot sb tinh nang cua h¢ diéu hanh co thé tao diéu kién cho su lay nhiém
virus: Theo mac dinh Windows thuong cho phép cac tinh nang autorun giip nguoi
su dung thuan tién cho viéc tu dong cai dat phﬁn mém khi dua dia CD hoic dia
USB vao hé théng. Chinh céac tinh nang nay dugc mot sb loai virus loi dung dé lay
nhiém ngay khi vira cdm 6 USB hoic dua dia CD phan mém vao hé thdng (mot vai
loai virus lan truyén rat nhanh trong thoi gian gn day thong qua cac 6 USB bang
cach tao cac file autorun.ini trén 6 USB dé tu chay céc virus ngay khi caim 6 USB
vao may tinh). Can loai bo tinh ning nay bang cac phan mém cua hing thir ba nhu
TWEAKUI hoic stra d6i trong Registry.

—  Sir dung thém céc trang Web cho phép phat hién virus truc tuyén: Xem thém phan
"Phan mém diét virus truc tuyén" tai bai phén mém diét virus.

Bao vé dir liéu may tinh
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Néu nhu khéng chic chin 100% rang co6 thé khong bi 1y nhiém virus may tinh va cac phan
mém hiém ddc khac thi ban nén tu bao vé su toan ven cua dir liéu cia minh trude khi dir lidu
bi hu hong do virus (hodc ngay ca cac nguy co tiém tang khac nhu sy hu hong cua céc thiét bi
lwu trix dir liéu cua may tinh). Trong pham vi vé bai viét vé& virus may tinh, ban c6 thé tham
khéo cac y tuong chinh nhu sau:

Sao luu dir liéu theo chu ky 1a bién phap dung d4n nhét hién nay dé bao vé dir liéu. Ban c6
thé thudng xuyén sao luu dir liéu theo chu ky dén mot noi an toan nhu: cac thiét bi nhé mé
rong (6 USB, 6 ctng di dong, ghi ra dia quang...), hinh thirc ndy c6 thé thuc hién theo chu ky
hang tuan hodc khac hon tuy theo mirc do cap nhét, thay ddi cua dix liéu cua ban.

Tao céc dir li¢u phuc hdi cho toan hé théng khong ding lai cac tién ich san c6 cia hé diéu
hanh (vi du System Restore ciia Windows Me, XP...) ma c6 thé can dén cac phin mém cua
hang thir ba, vi du ban c6 thé tao cac ban sao luu hé théng béng cac phén mém ghost, cac phﬁn
mém tao anh 6 dia hodc phan ving khac.

Thuc chat cac hanh dong trén khong chic chan 1a cac dir liéu dugc sao luu khong bi lay
nhiém virus, nhung néu cé virus thi cac phién ban cip nhat méi hon cta phan mém diét virus
trong tuong lai c6 thé loai bo dugc ching.

5.2 SUDUNG VA BAO QUAN MAY TINH

Khong dich chuyén mdy tinh khi may dang bat, vi diéu nay s& dan dén lam mat giit licu
va hong 6 cliing. Hay tat may tinh thong qua menu start thay vi an nat ngudn.

Phai ngit céc thiét bi va ngudn dién bén ngoai ra khoi may tinh trong thoi gian troi mua bio va
c6 sam chép (Adapter, cong RJ45, RJ11...) dé tranh bi sét danh 1am hong thiét bi.

Viéc thay doi cac thiét dat, cai dat, nang cap mot s6 phan mém quan trong cia hé thong
doi hoi phai tudn theo cac trinh ti bat budc, chinh xé4c, do vdy, néu ban khong am hiéu sau vé
may tinh ban khong nén tu y thay ddi, ning cép cac phan mém hé thong nhu Firmware, BIOS
v.v...diéu d6 c6 thé din dén hong hoc nghiém trong cho may tinh ciia ban.

Khong 4n manh vao 6 dia quang, khong di chuyén may khi 6 quang dang lam viéc véi
dia. Khi 6 dia dang & trang thai hoat dong, do toc dd quay rat 1on nén co thé gay ra tiéng on 1a
chuyén binh thuong; ngoai ra do sy khac biét vé cac chuan giira dia va 6 dia nén khong phai 6
quang nao ciing ¢ thé doc duoc tit ca cac dia (thudng duoc goi 1a kén dia). Khi ghi dia phai
dong tat ca cac ung dung

Khi may tinh bi treo va/hodc xuat hién man hinh xanh, hay 4n va giita nat nguén (Power)
tir 8 ~ 10 gidy cho mdy tit hin, sau 10 gidy bat lai, néu van khong duoc thi thao adapter, pin,
sau d6 dé 30 gidy lap cac thiét bi vao va khoi dong lai may.

Hay vé sinh man hinh bang mot miéng vai mém chuyén dung dugc lam am trong nudc
hodc dung dich 50% con 70° va 50% nude sach, lau man hinh mét cach nhe nhang va ty mi tu
trén xudng dudi theo phuong thang dung cho dén khi sach. Trudc khi gip dong man hinh hiy
kiém tra xem c6 vét thé la nao trén bé mit ban phim khong dé tranh giy t6n thuong cho man
hinh.
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Tranh mé man hinh mot goc qua 135° diéu nay s& dan dén hu hong cap va truc man hinh.
Tranh dé may tinh & nhitng noi c6 nhiét d6 qua cao hodc qua thap (trén 35°C va dudi 5°C),
nhirng noi 4m thap, c6 nhiéu bui bin va chit 1ong, gan cac thoi nam cham, loa, dién thoai di
dong dang hoat dong vi c6 thé lam mat giit liéu, hong 6 ctng va cac thiét bi khac. Khoang cach
an toan 1a 13cm. Néu may tinh & trong nhitng ving c¢6 nhiét d6 qua cao hiy dé may tinh thich
nghi v&1 nhiét do trong phong khoang 1 gi¢ trude khi bat may.

Do bén cua pin phu thude vao cach sir dung pin. Dé kéo dai tudi tho cua pin hiy dung pin
dung cach, thuong xuyén ndi may tinh véi ngudn dién ngoai vi tudi tho cia pin duge xac dinh
bang sb 1an pin duoc nap va dugc dung. Thoi gian pin c6 thé dung trong 1 1an nap s& phu
thudc vao viéc st dung Pin, nhitng thiét bi tiéu tén nhiéu dén nang lugng cua pin la (6 dia
quang, tmg dung d6 hoa 3D, ghi dia, cac thiét bi khong day...), do d6 khi chay cac ung dung
nay ban nén st dung ngudn dién qua adapter. Néu khong dung pin trong 1 thoi gian trén 1 tuén
hay thao va cét pin. Trude khi thao phai nap diy pin va bao quan can than trong méi trudng c6
nhiét do khoang 28°C ~ 35°C. Khi mudn dung lai pin hiy nap day pin trude khi ding.

Khi di céng tic nudc ngoai hoic bang may bay, khong nén cho may tinh qua thiét bi may
do kim loai, nén giri may tinh qua chup Xquang, hoic dé nhan vién kiém tra bang tay.

Pé may tinh lam viéc 6n dinh va khong bi nhiém virus thi khéng nén vao nhiing trang
Web c6 noi dung khong lanh manh, thudng xuyén update Windows, thiét 1ap firewall, cai dat
cac chuong trinh Anti- virus c¢6 thé cap nhat cac phién ban méi thuong xuyén.

5.3 KET LUAN
Sau khi hoan tat chuong nay sinh vién s& hiéu duge mot s6 khai niém sau:
— Virus 1a gi, nguyén ly hoat dong cua virus va cach phong tranh cling nhu cach xu
1y khi may tinh bi nhiém virus.
— Cac nguyén tac sir dung va bao quan mdy tinh, gitip may tinh hoat dong 1au bén va
hi¢u qua.
5.4 BAl TAP
. Virus la gi?
. Virus c6 thé 1ay nhiém qua cach hinh thirc nao?
. Hay trinh bay cac bién thé cia virus?
. Hay trinh bay cac phuong phap phong chdng virus?
. Hay liét ké cac phan mém diét virus théng dung hién nay?
. Hay néu phuong phap bao vé dir li¢u trong may tinh?

. Hay néu ra céac budc d€ bao quan va st dung may tinh mét cach hiéu qua?

00 N O »n kA W N

. Hay trinh bay tuan tu cac budc cai dat mot phan meém virut nao dé vao may vi tinh.
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