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PHAN 1: HE DIEU HANH MICROSOFT WINDOWS 
1. Quin 1ST um inne va tab tin 
1.1. Too min Mir 'nye 

Mx& 1: Ma thu rave mu6n tao them thu mix con. 
&rot 2: Kich chuat phai tai vang man hinh tang ben cira s6 phai menu xuat 

hien, chon muc New  chon Folder.  Mot thu flux mai hien thi vai ten mac dinh la New 
Folder. 

Buck 3: Go ten thu mix mai (nett mu6n) va an phim Enter. 
1.2. 70 Shortcut 

Tao Shortcut (1,6i tat): Shortcut la mat tap tin dang dac biet, no dung de lien ket 
den mat Mi tugng tren may tinh hay tren mang. D6i tugng do c6 th'e la tap tin, thu 
nave, 6 dia, may in hay may tinh Hide tren mang. Shortcut la each nhanh nhat de khed 
dang mat chucmg trinh dugc sir dung thuong xuyen hoac de ma tap tin, thu mgc ma 
khong cAn phai tim den nod luu nit chfing. 

Buerc 1: Ma thu muc chira tap tin chuong trinh can tao Shortcut. 
Buerc 2: Kich phai vdo tap tin. 
Mx& 3: Chgn Send to \Desktop (create shortcut): nu mu6n tat) Shortcut tren 

nn Desktop. 
* ChUy: Cac tap tin chuong trinh (Application) thuang co phan ma rang Id 

.EXE 
Nhung chuang trinh dm Windows dugc liru lift trong thu mix Windows, 

nhang chuong trinh khac thuemg dugc cai clat tai thu nude Program Files hoac Program 
Files x86. 
1.3. Dili ten Op tin hay this moc (Rename) 

Bueic 1: Ma 6 dia hay thu mvc  chira tap tin hoac thu mix con can den ten. 
Bulk 2: Kich chuat phai vao ten tap tin hay thu mklc  mu6n dei ten. 
Mr& 3: Chgn Rename sau do GO ten mai, An phim Enter. 

1.4. Di chuyin mOt ti)p tin hay tine myc (Move) 
Buoc 1: Ma o dia, thu miic chira tap tin hay thu mix con can di chuyen. 
Buerc 2: Kich vdo ten tap tin hay thu muc mu6n di chuyen. 
&roc 3: Kich chuat phai vao ten File hoac thu muc can di chuyen, sau do nhan 

Cut (Ctrl + X). 
Buac 4: Chuyen den 6 dia ho4c thu mgc child File cAn di chuyen tOi, kich chuat 

phai vao nen tang chon Paste  (Ctrl + V). 



1.5. Sao chep mç5t tap tin hay thy myc: (Copy) 
Buck 1: Me 6 dia hay thu muc chin tap tin hay thu mix con can sao chop. 
Budc 2: Kich chuOt phai vao tap tin hay thu rnvc  can sao chep, chon Copy (Ctrl + C). 
Buoy 3: Chuyen tai thu muc hoc 6 dia chin File, kich chuat phai tai nn man 

hinh trang chon Paste (Ctrl +V). 
1.6. X6a Op tin hay Mu. myc 

Khi x6a tap tin hay thu num trong dia cling, Windows se di chuyen tap tin hay 
thu mvc  do vao Recycle Bin. Day la thu mvc  cila Windows deng chi:fa the file bi xea. 
Ngueri (fling co the ma thu moc nay de phpc hei lai hoc xóa han khOi dia cling. 

Bulk 1: Chen tap tin hay thu low can xea. 
Btrac 2: Nhan phim Delete teen ban phim. 
Buac 3: Windows Explorer se hien thi hap thoai xac nhan xoa. Kich mit Yes de 

dux hien; hoc kich No nett kitting. 
1.7. Tim kiln?* tin hay this myc (Search) 

Lua chen pham vi 6 dia hoc thu mix can tim. GO ten File hoac thu tittle can 
tim ki'em trong nuic Search. May s'e tkr  dong tim kiem trong thu low hoac 6 dia lçra 
ellen ben elm s6 trai. 

2. Thao tie veil 4 thOng Control Panel 
2.1. Truy cb Control Panel: 

Buac 1: Di chuyen con tr6 chuOt teri bieu tugng Start tren thanh tac vu 
(Taskbar). 

Buoy 2: Kich chuOt trai vao Neu tucrng Start, chon mix Control Panel tren 
thanh Start. 
2.2. Thay dOi dinh dung 

Thay dai each bieu din ngay, gia, se, tin t trong cac chtiong trinh chay tren 
Windows. Ngueri dUng can thgc hien cac buac sau: 

- Khoi Ong Control Panel. 
Kich clop vao bieu tugng Regional and Language teen ella sO Control Panel. 

- Thay dOi clang thlic s6 (Numbers); Tien te (Currency);Gia (Time); Ngdy 
(Date) tren help thoai Customize Regional Options. 

- Kich chuOt vao muc Additional Settings man hinh xuat hien dm s6. 
• Tab chyn Number thay dei dinh dang ve se hec bao gem (DAu cham 

ngan each hang tram, dAu phay ngan each phan thap phan va ngugc lai). 
• Tab ellen Currency: Thay dei dinh clang tin te. 
• Tab chon Time: thay dei kieu hien thi gia. 
• Tab ellen Date: thay dei kieu ngay hien thi. 

- Kt thilc kich chuOt vao OK. 



PHAN 2: MICROSOFT WORD 

1.Thao tac trinh bay van ban bang pilling chi? 
1.1. Chinh phông chit 

- Mgc dich: Chçn kieu phong chit, khoang each giita cac k9 Ui trong doan van ban. 
- Thao tac: 

+ Bute 1: Lua chon doan van ban can chinh phong chft. 
+ Buerc 2: Kich chuOt vao menu Home chon c6ng cu can chinh (kieu phong 

chit, kich thuerc, dam, nhat, nghieng, gach chan, ...). 
* Kich chuOt vao phan mg rOng dm Font: 

+ Tot phthu chpn Font: 
. Font 	: Men ph6ng chit. 
. Font Style : Klett chit. 
. Size 	: Kich thuerc chit. 
. Font Color: Mau chit. 
. Underline Style: Kieu chit gach chan. 
. Underline Color: Chon mau gach chan. 
. Strikethrough: Chit bi gach ngang dan. 
. Double strikethrough: Chit b gach ngang 
. Superscript : Chi s6 tren (x2). Hoc nhAn te hop phim Ctrl + Shift + "+" 
. Subscript : Chi s6 cluai (x2). floac nhan t6 hop phim Ctrl + "+" 
. Shadow : Chon being cho chit. 
. Outline 	: Chft chi cep vien ngoai. 

+ .Tgi philu chon Advanced: 
.Character Spacing: Thay doi khoang each gifta cac k9 hr. 
. Expended: 1(9 tr duce gian ra thay dei tai muc By. 
. Condensed: K9 tr throe nen vao thay doi tai muc By. 
. Position: Thay dei khoang each giCra cac dOng. 
. Raised: Nang thing van ban len. 
. Lowered: Ha dong van ban xtiong. 
Kich chuOt vao OK. 
* Chit 9: 
- Mu6n dat mac dinh kie'u phong chft vã kich thuerc chit cho cac van ban sau ta 

kich chuOt tai moc Set As Default chon Yes. 
1.2. Thao the sao chefs 

-Mvc dich: Sao chep doan van ban tir vi tri nay dan sang vi tri hoac file khac. 
- Thao tac copy: 

+ Buoy 1: Lua chon viing van ban can sao chdp. 
+ Buoy 2: Chip menu Home chon cong cu Copy.  (Hoc nh4n id hpp phim 

Ctrl + C). Da lieu da dugc kru vao be nher dm may tinh. 
- Thao tac dan: 
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+ BuOt 1: Liza ch9n vi tri cAn clan nei dung doan van ban \Lira Copy. 
+ Butt 2: Chon menu Home chon Ong et' Paste (Hodc nhim td hop phim 

Ctrl + V). 
1.3. Thao tac cat din doan van ban 

- Mpc dich: cat doan van ban tit vi tri nay dan sang vi tri khac hoac file van ban 
khac. 	• 
- Thao tac cat van ban 

+ Bulk 1: Lin chen doan van ban can cat. 
+ Bulk 2: Chcin menu Home chon ding cp Cut. (Hoek nherz ta hop phim Ctrl 

+ )9. Da lieu hiOn toi dd inn' di, may lieu Nu SO vao be) nha. 
- Thao tac dan van ban: 

+ Butt 1: Ch9n vi tri cAn dan van ban. 
+ Butt 2: Cho menu.Home chon muc Paste(ttrang iy tren). 

Sau met lAn Copy hoc Cut may tinh da luu dit lieu vao be nh6, ta cO 
the thgc hien lenh dan nhieu Ian vai ding met nei dung. 
1.4. Thao tac sao chep dinh clang 

- Mpc dich: Sao chop dinh dang cUa doan van ban nay sang doan van ban khac 
(Khi dO may se' sao chep hoan toan bao gem phong chit, Paragraph, Tab, ...). 

- Thao tac: 
+ Buat 1: Kich chuet chen (loan van ban co dinh dang. 
+ BuOt 2: Kich chuet vao menu Home clicon Gong cp Format Painter. 
+ Butt 3: Di chuyen ra doan van ban cAn Copy, boi den (loan van ban do. 

2. Thao tac trinh bay van ban bang paragraph 
2.1. Chinh doan van ban 

- Mkt dich: Dinh dang khoang cach giita cac d6ng, cac doan van ban. 
- Thao tac: 

+ Buot 1: Bei den doan van ban can dinh 
+ Butt 2: Kich chuet vao menu Home chon muc c6ng cp can dinh clang doan 

van ban (Can le: trai, phai, gitra, deu 2 ben, ...). 
* Vol cac lua chon chi tit kich chuet vao phan ma r'eng dm Paragraph: 
Man hinh Paragraph xuAt hien: 
Ch9n phieu chon Indents and Spacing: 
+ Alignment: can le cho doan van ban: Left: Can phang phia tthi cho doan van 

ban; Center: Can vao giCra clang cho doan van ban; Right: Can phAng phia phai cho 
clop van ban; Justify: Can phAng hai l cho (loan van ban. 

+ Indentation: Dat là cho (loan van ban. 
. Left: 'Dal le trai cho doan van ban. 
. Right: Dat le' phai cho !Joan van ban. 
. Special: chon 
First Line: Can dOng &au trong in& doan van ban duet lüi vao so veil cac hang 

khoang each xac dinh tai mpc By. 
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Hanging: Can dOng dAu trong m6i clop van ban duce lüi ra so ved the hang van 
ban khoang each xac dinh tai muc By. 

None: Cac dOng khong duce lui vao 
+ Spacing: Can khoang cach gala cac (loan va. cac (long: 
. Before: Khoang each phia truere cüa m6i doan van ban. 
. After: Khoang each phia sau cña m6i doan van ban. 
. Line spacing: Can khoang each gift cac hang van ban, khoang each nay duce 

thay di tai muc At. 
NhAn OK de ket thiic viec chinh sira, nhAn Set As Defaut Own Yes d'e dat mac 

dinh cho the (loan van ban sau. 
2.2. Thao tic 01 kj7 tn. PI ding hoic danh so thfr tty tkr Ong cho don yin bin 
2.2.1. Thao tac da't k Pr clac biet clan doan van ban:  

- Thao tac: Kich chuOt vao menu Home chon cong cv danh ky tr tu dOng. 
* Voi the hra chon chi ti& ta kich chuOt vao müi ten chi xu6ng xuat hien bang 

ch9n cac ky tu can dung kich chuOt cluin ky m can sir dung. 
- Thao tac bo danh dAu 'Joan, kich chuOt NM den doan can be danh dAu doan 

van ban, kich chuOt van nut müi ten chi xu6ng, ch9n muc  None. 
2.2.2. Thao tac danh sO thir tu hoac danh so ky tu a, b, c:  

- Thao tac: Kich chuOt vao menu Home chon ding cu danh sO tr dOng. 
* Vied cac ligra clum chi het ta kich chuOt vao miii ten chi xuong xu'At hien bang 

chon cac ky tu va s thir ty can ding. Kich chuOt chicon kieu s6 hoc 147 hr can sir dung. 
- Thao tac bO daub dAu doan, kich chuOt beri den clop can be, danh dAu doan 

van ban, kich chuOt vao net min ten chi xtiong, chon muc None. 
2.2.3. Thao tac ha chon danh sO hoac kV tu theo kieu phan cap:  

- Thao Mc: Kich chuOt vao menu Home chon cong cu danh sO thir tic hr dOng 
theo kieu phan cap. 

* Vei cac hra chon chi tiet ta kich chuOt vao min ten chi xu'Ong xuat hien bang 
chon cac k tu va so thir hr cAn ding. Kich chuOt ch9n kieu s6 hoac k by can sir dung. 

- Thao tac bo danh dAu doan, kich chuOt boi den (loan can 136 danh dAu doan 
van ban, kich chuOt van mit mai ten chi xu'Ong, chon muc None. 

3. Thao tic chinh tab —1174 trq son that, 
3.1. Thao ttic chinh tab 

- Muc dich: Sir dung cac hi Tab a can d6ng cho timg cap trong cac van ban 
cO sir dung can le cho nhieu thanh .phAn trong clop. 

- Co 3 loai Tab chinh dugc the hien tren gOc trái cUa thanh thu6c, kich chuOt 
vao vi tn cila diem dirng Tab de hp chon kieu Tab can sir dung: 

[fTh + Tab trai 	c6 tac dung can cac doan van ban piling le ben trai. 

+ Tab giita La c6 tac dung can cac doan van ban tap trung le glita. 

+ Tab phai 1i44I c6 tac dung can cac (loan van ban phang le phai. 
3.2. Can td Tab bang thank thwo'c 
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- Mvc dich: Sir citing thanh thy& d ch9n vi tri can l cho nhieu doan van ban. 
- Thao the: 

+ Bulk 1: 13oi den doan van ban can can le bang Tab. 
+ Buerc 2: Ch9n kieu Tab can sir dvng teen thanh thuac: 

IfiCONS•WORD.EXCEL 2013 [Compatibility Mode] - Microsoft Word 

Review 	View 

ity_i:  • 141 	.20; 	1:11• • 12 • 1:6ThIt.: 	I • IS: 1;iS•A•Ly. .n• 

+ Buoy 3: Kich chuOt chon diem dirng cho tirng cap Tab tr.& thanh thuorc. (Vi 
do: hinh tren c6 2 diem dUng Tab can glib van ban. 

+ Bu6c 4: Ket thfic: BO boi den vá nh'An phim Tab cho tfrrig cap Tab. 
3.3. Thao tzic saw viz xozi 	&Ting Tab tren thank duet 

- Moe dich: thay dOi diem dirng Tab tai vi tri khac hoc xod diem ding cOa cap Tab. 
- Thao Mc sira diem thing Tab tren thanh thuot: 

+ Buoy I: Boi den doan van ban cAn sin diem dirng Tab. 
+ Buerc 2: Lva chon di'em thing Tab can thay dOi, nhan gift vã kdo re chuOt. 

- Thao tac xod diem dirng Tab: 
+13u6c 1: Lva ch9n (loan van ban can xod diem dung Tab. 
+ Bu6c 2: Ch9n diem dirng Tab Von thanh thuerc can xod, nhan gift va kdo r8 

chuOt vao man hinh soan thao van ban. 
3.4. Thao Mc With Tab bring menu 

- Thao tac: Nhay clop chuOt vao diem climg Tab tr8n thanh thu6c: 
+ Tab stop Position: nhap diem dirng cho tirng cap Tab. 
+ Alignment: Chon kieu can lE cho timg cap Tab: 

. Left: Can phang doan Tab theo lé trai. 

. Center: Can gifta don Tab. 

. Right: Can phAng doan Tab theo le phai. 

. Decimal: Can thang Tab theo dau ngan each phan thap phan. 

. Bar: Can Tab ngan each nhau bed dyeing thang. 
+ Leader: Chon kieu Tab duang dan can sir dvng. (Loai Tab nay cac cap Tab 

duce ngan each nhau besi cac cluing chain). 
. Nth Set: Sau m6i Ian dat diem ding Tab chon Set. 
. NOt Clear: X6a diem dung Tab dugc hp chow 
. Nut Clear All: X6a tat cá cac diem dirng Tab. 
Kich chuOt vao OK. 
- Nhan phim Tab cho tiling cap Tab. 

3.5. Thao Mc dim, ch" de hien thi man kink 
- Mvc dich: Chon che dO hien thi cho man hinh van ban. 
- Thao tac: Lva ch9n menu View va ch9n cong cv ZOOM. 
+ Zoom to: Che do hien thi theo %. 
+ Percent: % hien thi trang van ban. 
Thao tow: La claw? menu View via chon cong cy 100% hiZn th kich threat Mix 
ti ctia V yr. 
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Thao tcic: Lwa chan menu View chon coc cong cy: 
+ One Page: Chi xem mO't trang Iran man hinh. 
+ Two Pages: Xetn 2 trang tr'en man hinh. 
+ Page Width: Ma rOng hit man hinh kich thuorc cUa trang gay. 

3.6.Thao ilk Um Idim pA thay 
- Mac dich: Tim kiem tir hoac doan van ban sau do thay the bang tir hoc doan 

van ban khac. 
- Thao tac: Kich chuOt chcon menu Home chon cong Cu Replace(Ctrl + H) man 

hinh xu'at hi'en: 
+ Find What : Map lir can tim krAm. 
+ Replace With: Nhap Ut can thay the. 
Replace: may tv dOng thay the tang tir tim duet. 
Replace All: may tv deng thay the tAt ca cac tir tim kiem duce. 
Find Next : Tim kiem tit tiep theo. 

4. Thao tac vOl bing 
4.1. Thao tile too bang 

- Thao tac: Lva chen menu Insert chon mpc Table... man hinh xuat hien: 
+ Number of Columns 	: Nha'p s6 CO. can tao. 
+ Number of Rows 	: Nh'ap s'e hang can tao. 
+ Fixed Column Width 	: Nhap dra reng cho cet (Thuerng dat the do Auto). 
Chen nat. OK. 

4.2. Thao tac bôi den ang, 	hooc hang tinh 
- Thao tac Nil den dOng caa bang: 

+ Buec 1: Di chuyen chuOt vao le trai dm bang. 
+ Bu6c 2: 'Kich chuOt ban den d6ng d6 (Neu mu& ellen nhiau d6ng thi nhAn 

gift va kdo re chuOt chen cac clang). 
- Thao tac bei den cet dm bang: 

+ Btrec I: Di chuyen chuOt tEri phia tren cOt caa bang. , 
+ 'Buck 2: Khi mai ten chuyen thanh mai ten chi xueing, kich chuOt chon. 

(Neu muen chon nhieu &et thi nhAn girt va kat) rC chuOt de Iva chen). 
- Thao tac Iva ellen bang: 

+ Ms& 1: Di chuyen chuOt tei gOc trái phia trail dm bang. 
+ Bulk 2: Kich chuOt vao mai ten 2 chieu, kich chuOt vao bieu tugng së bei 

den toan bang. 
4.3. Thao tac thay d'ji &ding kitting ctia bang 

- Mpc dich: Ch9n dyeing vien bao quanh bang va phia trong caa bang. Ngoai ra 
ta cO the chon cac dueng vien hien thi cho &rang phia trong bang. 

- Thao tac: Bei den bang can tao duang vin. Sau d6 chen menu Home chon 

mpc 	chon Borders and Shading man hinh xuAt hien: 
+ Tai phiu chon Border: . 
Setting: 
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. None: Kheing chgn duang luài cho bang. 

. Box: Chen &rang vin ngoai. 

. All: Chen dtring vin trong vã ngodi. 

.Style: Ch9n inau &rang vien. 

.Color: Ch9n mau duang vin. 
+ Tat phl'Au chip?? Shading: 
. No Color: !Chong cep bang nn. 
Chgn nut OK. 
- Cha CO thi Ice chthng trio dux 6 bong tinh. 

4.4. Thao the :rod (tang, 41 holic cô bring link 
- Thao tac: 

+ Buoy I: Bei den hang hoc cet cAn xod. 
+ Bute 2: Chen menu Layout chon ding cu Delete.  
+ Delete Cells...: X6a yang bong tinh 

* Shift Cell Left: Sau khi xoA \fling bang tinh, phia phai bang se &we keo ve 
ben trai. 

* Shift Cell Up: Sau khi xod \Tung bang tinh. Yung bang clued duce keo len phia 

trait 
* Delete Entire Rows: Xoa tat ca cac clang yung bell den. 
* Delete Entire Columns: Xod tat the cet yang Nei den. 

+ Delete Columns: X6a cOt boi den. 
+ Delete Rows: X6a clang b6i den. 
+ Delete Table: X6a ca bang dtrgc b8i den. 

4.5. Thao the chen them 01. hooc &mg 
- Bute 1: Ltra ehen cOt  hoc clang can them. 
- Bulk 2: Chen menu Layout clum mac: 
+ Insert Above: Chen them clang phia tren dm hang Wei den. 
+ Insert Below: Chen them d6ng phia dueri coa hang boi den. 
+ Insert Left: Chen them cOt phia trai cüa cOt  be' den. 
+ Insert Right: Chen them cOt phia phai cüa cOt be' den. 
* Cht:i 1: Neu them don phia cuOi dm bang ta de dAu nhay a 6 cuei cling dm 

bang tinh va nhAn phlin Tab. 
4.6. Thao tac it& ô bang link 

- Buoy 1: B6i den ede 8 can Wei lai lam I. 
- Bute 2: Kich chuOt vao menu Layout chon ding cu Merge cells.  

4.7. Thao tdc tacit hang hoc eel 
- Bute I: Bei den dona hoe cOt can tach. 
- Buerc 2: Chen menu Layout chon c6ng cu Split Cells.., inan hinh xuat hien: 
+ Tai mac Number of Columns: NhAp s6 cot can tach. 
+ Tai mac Number of Rows: NhAp se hang can tach. 
- Bute 3: Lga ellen nut OK. 

.4.8. Thao Ide tack bang that 



Thao tac -Each bang: 
+ Bute I: Kich chuOt b6i den vi tri dong din tach bang. 
+ &Jac 2: Kich chuOt vao menu Layout chon Gong cu Split Table.  

4.9. Thao lac thay dill da rang ciia cat boric ding 
- Thao tac: 

+ Butt 1: Kich chuOt b6i den OA hoac dOng cAn thay 461 dO rOng. 
+ Btrec 2: Kich chuOt vao menu Layout chon: 

Mire Height: de thay d6i chieu cao cUa clang. 
Mvic Width: Thay 461 dr) rOng cfra cet. 
CO the time hien thay d6i dO rOng va chieu cao cüa cOt bang each: Bei den cet 

di chuyen chuOt den .phan thanh thuec cüa OA can thay d6i (con tr6 bien thanh mai ten 
2 chieu) ta nhan gi& va keo re tell vi tri can thiet va nha tay ra. 
4.10. Thao Mc can iA cho bang link 

- Buec 1: Kich chuOt boi den bang. 
- Buec 2: Vao menu Layout chon ding cy Properties man hinh xuAt hien. 
- Bulk 3: Tai Tab Table: 
+ Preferred: Chon de reng cüa ca bang. 
+ Measure in: Chon don vi do dO dai. 
+ Alignment: Chon each can l cho bang. 
. Left: Can bang ve phia trai. 
. Center: Can bang vao girra. 
. Right: Can bang ye phia phai. 
+ Tex Wrapping: 
. None: Bang ding 1 minh teen 1 clang. 
. Around: Bang dung ding k9 
- Btrec 4: Chon Mit OK. 

4.11. Thao Mc can la dil• Iifu trong 
- Buec 1: Kich chuOt Nil den 6 chi lieu. 
- Bulk 2: Kich chuOt phai tai yang boi den chon muc Center Alignment chon 

each can le cho dit lieu. 

5. Thao tac chin k5,  tty, anh, die d6i tulyng 
• 5.1. Chen ty: qi biet 

- Muc dich ellen cac 	tu khong ce tren ban phim nhu: a, 13, A. cp... 
- Thao Mc: Kich chuOt vao menu Insert. chon c6ng cu Symbol man hinh xuAt 

hien ta chon ky tu can chen. 
* .MtiOn chen cac k tu khong cO trong 'nye Ikra chcm ta chon More Symbols... 

man hinh xuAt hien bang ch(ra nhieu k tv. 
5.2. Chen (Ong that torin bac 

- Thao Mc: Kich chuOt vao menu Insert chon ding cu Equation man hinh xuat 
hien ta chon kieu cong Mire toan hoc cAn chen. 
5.3. Chen kink link 
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- Muc dich: Chen File anh trong may tinh vac) van ban. 
- Thao tac: 

+ Bu6c I: Chen menu Insert.  
+ Bulk 2: Chen ding cu Picture..., man hinh xuAt hien chen 6 dia hoac thu 

muc chfra File anh can chen. 
+ Btrac 3: Chen Mit Insert.  

.5.4. Thao tác chen ành có salt trong Word 
- Mgc dich: Chen anh ye c6 san trong cai dat Microsoft Word vao File van ban. 
- Thao 	Chen menu Insert chon Clip Art man hinh xuAt hien: 
Neu da cO san anh kich chuOt vao hinh anh can chen. Neu chua cO anh kich 

chuet vao nut Go man hinh hien thi danh sach the anh. 
Kich chuOt then anh can chen. 
- Thao tac sica anh: Chen anh can sira, man hinh xuAt hien 8 nut quanh anh, ta 

kich chuOt thu hcp hoc nei reng anh. 
5.5. Thao lac chen chit nghe thrift 

- Muc dich: Chen kieu chit nghe thuat clang anh. 
- Thao tac: Chen menu Insert chon ding cu Word Art man hinh xuAt hien: 
Chen kieu chit nghe thuat, ge chit vao bang hien thi va ellen phong chg., kich 

thuac, 
Ket tithe nhAn OK. 

5.6. Thao tdc chen hinh 
- Thao the: 
- Buerc 1: Kich chuet vao menu Insert.  
- Buoy 2: chen &mg cu Shapes, man hinh xuAt hien chen kieu hinh can ve. 
- Buoy 3: Kich chuOt vao van ban va ve hinh. 

+ Trong thao the ye hinh, sir dung nhan va gift phim Shift, kich chuOt 
cac hinh ye, sau do kich chuOt phai then nave Grouping 4chen Group de nh6m cac 
dei tucrng lai thanh 1. 

+ Kich chi* van dei tutyng da nhOm kich chuet phai chen Grouping -> ellen 
Ungroup d'e be nhom. 

+ CO met s6 dei -Lacing co the them tg vao bang each kich chuOt  phai vao dei 
Wong do \fa chen Add Text. 
5.7. Thao tdc vijt chit to Su Joan it bon 

- Mgc dich: Viet kY tg dau cUa don van ban to bang nhi'eu dOng. 
- Thao tac: 

+ Buoy 1: Kich chi* b6i den ky tg dati can a chit in boa. 
+ Btrec 2: Vao menu Insert chon ceng cu Drop Cap chon kieu can sa dung 

- Thao tac be chit hoa: 
+ Buoy 1: Kich chuOt ellen 14 tg can be. 
+ Btrec 2: Kich chuOt chen Drop Cap chon None.  

5.8. Thao tdc cc5i btio 
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- Mtic dich: Chia clop van ban ra lam nhieu cet (Tucrng tkr nhtr t6 bao). 
- Thao lac: 

+ Bugc I: Kich chu'et boi den clop van ban can tao Get bao. 
+ Buerc 2: Vao menu Page Layout chen Columns man hinh xuAt hien. 

. One: Chon met cet bao. 

. Two: Chen 2 cet bac,. 

. Three: Chen 3 cet bao. 

. Left: Chen kieu cet ben trai nhe hot ben .phai. 

. Right: Chen kieu cet ben phai nh6 hcm c'et ben trai. 

. More Columns: Chen khac nhiMg Itra chon c6 sa▪ n. 
19. Thao tac nglit trang van ban 

Bulk 1: Kich chuOt  chicon vj tri can ngat sang trang in& 
Bugc 2: Kich chuOt vao menu Insert chon cong cy Page Break (hoc nhAn t6 

hgp phim Ctrl + Enter). 
110. Thao the dot kj,  ga tat 

- Mtic dich: Sir dung 14 tv dal din cho doan van ban. Khi can pi lai doan van 
ban ta goi k9 tr dai din, (loan van ban se' xuAt .hien. 

- Thao tac at k9 tr gO tat: 
+ Bu6c 1: bra chon (loan van ban can at k9 tkr go tat. 
+ Buck 2: Chen menu Insert chon cong cu Quick Part.  
+ Buck 3: Chon Save Selection to Quick Part Gallery man hinh xuAt hien: 

Name: GO 14 tv dai dien cho (loan van ban. 
+ Buck 4: Chen OK. 

- Thao tac goi doan van ban c6 sir dung k9 tkr gO tat: GO k9 tv dai din cho (loan 
v'a'n ban sau de nhAn phim F3. 
111.130 lieu d cho trang giay 

- Mtic dich: Dat tieu de dati va tieu de cuei cho cac trang van ban. Khi nay tat 
ca cac trang se' c6 chung met kieu tieu de. 

- DAt tieu de dAu trang giay: 
+ Buck 1: Kich chuOt vao menu Insert chon Ong cu Header.  
+ flu& 2: Chon kieu InAu Yeti de c6 sari cAn sta. dung. Neu kh6ng ellen theo 

mu ta kich chuOt chon Edit, go nei dung vao lieu de dAu chinh sira phong 	dinh 
clang cho tieu d'e cila van ban ban each sir dung cac l'enh tren thanh Gong cy. 

+ Buot 3: KM thiic kich chuOt  vao nut Close Header and Footer teen thanh 
cong cy (hoac nhAn phim ESC). 

- DAt tieu de' cu6i trang giay: 
+ Bu6c I: Kich chuOt vao menu Insert chon cong cu Footer. 
+ Buoy 2: Chen kieu mau lieu de c6 san cAn sir citing. Neu kh6ng chon theo 

mu ta kich chuOt chon Edit, go !lei dung vao tieu de dAu chinh situ phong chit, dinh 
dang cho tieu de dm van ban bang each sir dung cac lenh tren thanh Gong ckt. 

+ Buck 3: KM thik kich chuOt vao nut Close Header and Footer teen thanh 
cong cu (hoAc nhAn phim ESC). 

11 



- Thao the sira tieu de dau vã cu6i: vao menu Edit chop cOng cu Header (hoc 
Footer) chon Edit. 

- Thao the be at tieu de dau va tieu de cuOi: Kich chuet vao menu Insert chon 
cong cv Header (hoc Footer) chon Inge Remove Header (Footer). 
5.12. Dtinh sJ !rang ty• &Ong 

- Muc dich: Dat sO trang tkr &Ong cho tAt ca cac trang van ban teen cling file. 
- Thao the: 
Bu6c I: Lra ch9n menu insert chon c6ng cu Page Numbers... 
Buoy 2: 1_,ga ch9n kieu s6 trang dugc danh tg Ong. 
Bu6c 3: Chon Nat OK. 
- Cac tuy chon: 
. Top Of Page: Dat so trang tren dau càa trang giay. 
. Bottom Of Page: DAt s6 trang dued day càa trang giAy. 
- Format Page Number... chon kieu só d dánh s6 trang ttr dOng. 
- Remove Page number: X6a dat trang tg dOng. 
+ Neu danh se trang khong bat du tir 1 ta.chon nut Format... 
. Number Format: Ch9n dinh dang s6. 
. Start At: Dat se trang bat dau danh. 
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PlIAN 3: MICROSOFT EXCEL 

1. Dinh dwig bang tin h co ban ve SO' 	trong Excel 
.1.1 Dinh dyng, can chinh dfr 1iu dill bang 

Coch I  
Bute 1: B6i den Ailing da lieu can dinh dang. 
Bulk 2: Kich chuOt vao menu Home chgn mOt trong cac c6ng cp sau: 

+ COng ep Number (Number Format). 
+ Gang cy Alignment (Alignment Settings). 
+ Cong cy Font (Font Settings). 

Buept 3: XuAt hien bang Format Cells chon the Number de dinh clang da lieu caa bang, 
the Alignment a can chinh da lieu elm bang, the Font a Clinh dang font chit. 

Cach 2  
Bu6c 1: Kich chuOt phai vao vüng chi lieu can dinh dang,  chgn Format Cells. 
Buorc 2: XuAt hien bang Format Cells, chon the earl dinh clang. 

Ccich 3  
Btrac 1: NhAn tO hgp phim Ctrl+Shift+F. 
&roc 2: XuAt hien bang Format Cells, chgn the can dinh dang. 
MO/ sa clinh dgng ca ban trong the Number: 
- General: Kieu may tp nhan. 
- Number: Dit lieu kieu s6. 

+ Decimal places: 56 cac s6 phan th5p phan. 
+ Use 1000 Separator (,): Them dAu phan each hang nghin. 

- Currency: Kieu tin te. 
- Accouting: Kieu s6 trong k toan. 
- Date: Kieu ngay thang. 
- Time: Kieu gia. 
- Text: Kieu chu6i ki tp. 
- Custom: Kieu tp dinh dang. 
The Alignment: 
- Horizontal: Can chinh du' lieu theo cot. 

+ General: Ki'eu may ta nhon. 
+ Left (Indent): Can dir lieu thing le ben trai ctia cot. 
+ Center: Can dir lieu vao gicra cOt. 
+ Right: Can dir lieu thing le ben phai. 

- Vertical: Can chinh dir lieu theo d6ng. 
+ Top : Can dit lieu sat le Pen cila dong. 
+ Center: Can at lieu vao Oa hang. 
+ Bottom: Can 	lieu sat le ben dugi dm hang. 
+ Justify: Can dir lieu theo hai ben cOt. 

•- Text control: Dieu khi'en chit. 
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+ Wrap text: Chit nam tren trong ô (khi do de reng cet khong thay di ma chi 
thay dei do cao cüa hang). 

+ Shrink to fit: Dii 1iu ty deng co lai cho vita vei O. 

+ Merge cell: Lien ket O (tuarig throng Arai 	 
The Font: 
- Chon font chit, cO chit, kieu chit. 
- Tai Effects: 

+ Strikethrought: Tao dueng ke gach ngang qua chit 
+ Superscript: Chi s6 tren. 
+ Subscript: Chi s6 duel. 

- Orientation: Chen twang a chit (nghieng bao nhieu do). 
- Indent: Thut dau dOng. 
1.2 Dinh d9ng king tinh trong Excel 
1.2.1 Cach chen, x6a, hieu chinh s6 6, cot, clang 
Coch chen, xoa sá ó, cot, thing 

Cach 1  
Buec 1: Dat con tro hoc boi den se 0, 0-1, dOng can chen hoc x6a. 
Bu6c 2: Kich chuOt vao menu Home ellen cling cu Insert (chen) hoc Delete (x6a). 

Cach 2  
Kich chuOt phai vao o, cot, dOng can chen hoac )(Oa roi chon Insert. 
Ccich hieu chinh Cot, clang 

Cach 1  
Buoy 1: Kich chuOt boi den Ot hoc dOng can thay dei de rOng. 
Bu6c 2: Di chuyen chuOt tài duang vien ctia cOt hoc dOng, trO chuOt Nen thanh mUi 
ten 2 chieu, nhan gift va keo re chuOt tad vi tri can thiet. 

Cach 2  
Buee 1: Kich chuOt boi den cet hoc dong can thay dei de rOng. 
Bu6c 2: Vao menu Home chon cong en Format. 
1.2.2 Duenig ké trang tri bang, mau nen  

.Boi den viing can dinh dng, kich chuOt phai ellen Format Cells, sau dO chon 
theBorder (throng ke trang tri bang) hoc chon the Fill (mau nen). 

2. 111(it s6 ham trong Excel 
2.1 Ccic ham co' ban trong Excel 
2.1.1 Ham SUM  
- Muc dich: Tinh t6ng vimg dit lieu. 
- Ca phap: 

=SUM(vitng dcr 
Vimg clic lieu co the xle dinh bang 2 each: 

+ Dang liet ke: Liet kê ra tAt ca danh sdch cdc 0 da lieu can tinh tOng. 
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VI dv: 

=SUM(D3,D5,D7,D14) 

+ Dang danh sack Xac dinh chi s6 dau, chi s6 cuoi de chon toanb6 \rang dir 

Vi du: 

=SUM(D5:D20) 
2.1.2 Ham Average  
- Mvc  dich: Tinh trung binh Ong vUng du 1iu. 
- phap: 

=Average(vAng der lieu) 
- Vi 	Tinh trung binh cOng cOt luting tn.  6 C5 den C20 

=Average(C5:C20) 
2.1.3 Ham Min  
- Mix dich: Tim gia tri nhO nhat trong vimg du lieu. 
- Cit phap: 

=Min(vAng dik lieu) 
- Vi dv: Tim gia tri nh6 nhat trong viing C5 den C20 

= Min(C5:C20) 
2.1.4 Ham Max  
- Myc dich: Tim gia tri Ian nhat trong yang da lieu. 
- phap: 

=Max(vang der lieu) 
- Vi du: Tim gia tri Ian nhat trong yang C5 den C20 

=Max(C5:C20) 
2.1.5 Ham Counta 
- Mvc dich: Dern cac ô c6 chira dir lieu trong viing bang. 
- Co phap: 

=Counta(Danh such ô die lieu) 
Vi dv: Dm cac o c6 der lieu tir C5 den C20 

=Counta(C5:C20) 
2.1.6 Ham CountBlank 
- Mvc dich: Dem cac ô khong c6 chi lieu trong \Ting bang. 
- Co phap: 

=CountBlank(vAng der lieu) 
Vi du: Dm cac ô khong c6 di( lieu tit C5 den C20 

=CountBlank(C5:C20) 
2.1.7 Ham Count  
- Muc dich: Dem cac o ce, chi lieu clang s6 trong vitng bang. 
- Co phap: 

=Count(vang &I' lieu) 
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- Vi cly: Dm cac 6 cO da lieu clang s6 tü C5 den C20 

=Count(C5:C20) 
2.1.8 Ham DAY  
- Moe dich: Trich ra s6 ngay cüa bieu thirc dang ngdy thang. 
- Cu phap: 

=DA Y(<.8/1 klau ugly >) 
Vi do: 

= DAY(A3) hoc DAY ("10/20/2000") cho gia tri la 20 
2.1.9 Ham MONTH  
-Mvc dich: Trich ra s6 thang elm bieu thfic clang ngay thang. 
- Cu phap: 

=MONTH(<B/I kilt, ngdy>) 
Vi du: 

=MONTHC10/20/2014") cho gia tri la 10 
2.1.10 Ham YEAR 
- Mge dich: Trich ra s6 ngay elm bieu that dang ngay thang. 
- CO phap: 

=YEAR(<B/I kilu ngay>) 
Vi dy: 

=YEAR("24/11/2014") cho gia tri la 2014 
2.2 .Nhom ham clMu kten - ham than: chilit 
2.2.1 Ham dieu kiert  

= if(logical test, value if true, value !Hulse) 
- C6ng dyng: Cho ra gia tri value_if true nu logical_test la TRUE va cho ra gia tri 
value if false nth logical_test la FALSE. 
- Giai thich: 

+ logical_test: Bieu that logic. 
+ value_if true: Gia tri 
+ value_if false: Gia tri sai. 
Chia Trong twang hop c6 nhieu dieu kith ta phai sir dung the ham IF 16ne 

nhau (khong qua 8 yang). 
IF (logical_test, value_if true, IF (logical_test, value_if true, ... (n) 
Trong do (n) la s6 Ian dOng ngthc Wang irng vol só ham IF dugc sü dung. 

Mt s6 ham di&I ki0 khic 
IMm CO UNTIE: 

Dem cac a men \tong Range them man tieu chuAn Criteria. 
= COUNTIF(range,criteria) 

Ham SUMIF: 
COng gia tri trong vang (Sum_range) coo cac 6 tong ling (cimg mOt deng) trona 

\fang (Range) thoa mOn tieu chart (Criteria). 
= SUMHYrange,criteria,sunt range) 

- Giai thich: 
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+ Range: Wing chira cac 6 can uerc hung. 
4-  Criteria: Tieu chuAn Clat ra. 
+ Sum_ranee: Wing chira cac ô doge °Ong. Cac 6 trong vgng sum_range chi dugc 

cong nOu cac ô tuong Ling trong viling range phi' hop v6i fiat chuan criteria. Neu b6 qua 
. sum_range thi chinh.cac a trong \king range dugc cOng. 
2.2.2 Ham lien ket cac dieu kien  

Ham AND 
= AND(logical),logical2,...) 

- C6ng dung: Cho ra gia tri dung khi tat ca cac die'u kien logicall, logical2,... d'eu la 
clang va cho gia tri sal khi met trong cac dieu kin la sal. 

Ham OR 
= OR (logicall,logical2,...) 

- C6ng dyng: Cho ra gia tri dung khi inOt trong the dieu kien logicali, logical2,... dung 
vâ cho gia tri sal khi tAt ca cac dieu kin IA sal. 

Ham NOT 
= NOT(logical) 

- Clang dyng: Cho ra gia tri dung khi clieu kien logical sal va ngtrgc lai. 
2.2.3 Ham tham chieu  

Ham VLOOKUP 

- Mue  dich: Ham nay thuc hien tim gia tri dirge chi dinh trong d6i Lookup_value, va. 
•tim a cOt dAu tien trong bang cho twit Ket qua la giao cüa hang vita tim 46 voi cOt 
chi dinh trong 461 Col_index_num. 
- Ca phap: 

=VLOOKUP(Lookup value, Table_array, Col index num, Range lookup) 
- Giai thich: 

+ Lookup_value: Gia tri can tim trong cOt thter nhAt cua bang gi6i han. 
+ Table_array: Bang gieti han del do tim. 
+ Col_index_num: 56 tit& tkr  cOt trong bang giai han de tra v'e lc& qua. 
+ Range_lookup: La gia tri Logic (TRUE=1, FALS.E=0) quyet dinh so chinh 

xac hay so tuong Clei veri bang giai han. 
Neu Range_lookup = 1 (TRUE): So wan cloi. 
Neu Range_lookup = 0 (FALSE): So chinh xac. 
Neu bo qua 461 nay thi Excel hieu là Range_lookup = I. 

Ham HLOOKUP 
- Muc dich: Ham nay c6 ding dyng la tim trong hang tren cang cga bang \id tra v'es met 

, gia tri trong hang tren ding, veri su kiem tra cOt Wang frng ccia gia tri &rot tra v'e thoa 
man didu kin. 
- CU phap: 

= HLOOKUP(lookup value,Table array,Row hulex num , Range_lookup) 
- Giai thich: 

+ Lookup_value: Gia tri can tim ki6m. 
+ Table_array: La mang;  ten, day hay \fling de tim kiem thong tin. 
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+ Row index num: Tha tit cilia hang can tim. 
+ Range lookup: La gia tri Logic (TRUE=1, FALSE=0) quyet dinh ham se so 

chinh xac hay timing d6i veri d6i s6 Lookup_value. 
Neu Range_lookup=1 (TRUE): So tuong doi. 
Nu Range lookup=0 (FALSE): So chinh xac. 
Neu 1)6 qua di nay thi Excel hien la Range lookup =1. 

3. Sip xep va t6ng hyp de WO 
3.1 Sip zip der lieu 
- Mgc dich: Sap xep ii cla lieu theo inOt fret tcr that dinh p1w  thuOc vao twang can sap xep. 
- Thao tac: Kich chuOt ch9n tieu d cna trtrOng cAn sap 'cep dit lieu, sau do vao menu 
Data chon c6ng 

A-÷Z de sap xep theo chieu tang dAn. 
ZA de sap x6p theo chieu giam dan. 

- Thao tac sap xep co Itm chum: Kich chuOt boi den toan 1)0 bang tinh can sap xep (Bed 
den ea phan tien de) sau do kich chuOt vao menu Data ch9n cling cu Sort man hinh 
xuAt hien bang ch9n Sort. Trong do: 

+ Sort By: chon ra truang can sap xep thir nhat. 
+ Sort On: Cho kieu gia tri can sap xep (thuorng la Values). 
+ Order:Ch9n each sap xep (Largest to Smallest: sap xep tilt 1611 den be. Small 

to largest: Sap xep tit be den lon). 
K.& thac kich chon OK. 
3.2 Lpc dn lieu ty- deng 
- Muc dich: LAN ra nhang da lieu thod man dieu kin Iva chon. 
- Thao the: Kich chuOt boi den yang bang cAn I9c du lieu, vao menu Data chcon ding 
op Filter bang tinh xuAt hien cac mai ten tren tieu de cf.* kich chuOt vao hinh pheu de 
chon cac dieu kien loc cho tiling ô da lieu. 

Kich chuOt chon muc Number Filter de chip cac dieu ki'en 19c nhu sau: 
Ccic tocin tfr so scinh 

Equals Bang 
Does not equal Khac 
Is greater than Lam han 

Is greater than or equal to Lan hon hoc bang 
Is less than Nh6 han 

Is less than or equal to MO han hoc bang 
Be gins with Bat dau bai tit 

Ends with Ket tit& bai tit 
Does not ends with Khong ket thtle bang tilt 

Sau thao tac nay mu6n huS,  1)6 lenh tv dOng 19c ta kich chuOt vao menu Data 
clum lai c8ng cu Filter. 
Cho Y: Truemg hop khong xuat hi'en tieu d cOt cita bang ta phai clum Header row. 
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PHAN 4: MICROSOFT POWERPOINT 

I. Ap dyng theme co sin cho bai thuytt trinh 
Khi tao bai thuyet trinh mei theo clang Blank thi PowerPoint se áp dung Office 

theme mac dinh cho bai thuyet trinh mot Tuy nhien, ban c6 the a dang áp dung thay 
dei sang theme kit cho bai thuyet trinh bat kY Ric nao ban mu6n. 

Cac buerc they hanh nhu sau: 
Buerc 1: Ma bai thuyet trinh san c6. 
Buerc 2: Vao ngan Design, nhOm Themes, nhAp chuOt ch9n kieu Theme ma ban mu6n. 
2. Meot s6 thao Mc AIM Slide 

CO nhieu kieu b6 tri cac placeholder tren slide ma PowerPoint xay dung san 
dirge gei la the layout. Tay theo nei dung can xay dune cho slide ma ta ch9n kieu 
layout phii hew. 
2.1 Chen slide nufri 
Buerc 1: Chen ngan Slides trong che de Normal View va nhAp chuOt vao clued slide 
Mu tien do PowerPoint tkr tao ra khi ban tao bai thuyet trinh mai. Khi do, ban se thay 
met dueng nam ngang nhAp nhay cho biet do la vi tri ma slide mei se dirge chen vao. 
Butt 2: Vao ngAn Home chen nhOm Slides. 
.Buerc 3: NI:Ian nut New Slide, hp chUa the kieu layout xuAt hien. 
Bulk 4: Nhap chuOt chen met kieu layout, slide mad se dirge chen vao bai thuyet trinh 
theo kieu layout vira ch9n. 
2.2 Sao chop slide 
Buerc 1: Trong che de Normal View, chen cac slide trong ngan Slides union sao chap. 
Buerc 2: NhAp phai chuOt len met trong se the slide dang chop a ma thkrc don ngit 
canh. 
Bu6c 3: Chen Duplicate Slide tic danh sach lenh. 
Own nhidu slide: 
- N'eu the slide chen la pen tvc: nhAp chuOt chen slide Mu tion roi gift phim Shift va 
nhAp chuOt vao slide cu6i 
- Neu cac slide chen là kh6ng lien tkic: nhAp chi* chen slide Au tien va gni phim Ctrl 
trong khi nhAp chuOt  chen cac slide khac. 
2.3 Thay tioi layout cho slide 
But 1: Trong the dO Normal View, chicon cac slide trong ngan Slides mu6n sao chop. 
Bulk 2: Chen slide can thay dei layout. 
•Buere 3: Vao ngan Home chip nhom Slides, nhan not Layout. 
Buck 4: Chen kieu layout mei cho slide. 
2.4 Thay 	Mc slide 
But 1: Trong ehe de Normal View, ellen slide trong ngan Slides mu6n sap xep. 
Bu6c 2: Deng chuOt  Ice° slide den vi tri meri trong ngan Slides va tha chuOt. Slide se 
xuAt hien a vi tri mei. 
2.5 X6a slide 
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Budge 1: Trong che dO Normal View, chon slide trong ngan Slides mu6n x6a. 
Bu6c 2: NhAn phim Delete tren ban phim a x6a slide hoc nhap phai chuOt len slide 
va chon Delete Slide. 
Mt s6 thao tic khac: 
Thao tdc chen anh có sin trong Word: 
- Myc dich: Chen anh ye c6 sain trong cai dat Microsoft PowerPoint vao slide. 
- Thao the: 

+ Buoy 1: Kich chuOt vao menu Insert ch9n cong cy Clip Art. 
+ Bade 2: Neu da c6 san anh kich chuOt vao hinh anh can chen. Neu chua c6 

anh kich chuOt vao nut Go man hinh hien thi danh sach cac anh. 
+ Buck 3: Kich chuOt ch9n anh can chen. 

• - Thao tac sira anh: Ch9n anh can slim, man hinh xuat hien 8 nut quanh anh, ta kich 
chuOt thu hcp hoc nai rOng anh. 
Chen chit nghe timed (WordArt) 
- Myc dich: Chen kieu chit nghe thuat clang anh. 
- Thao tac: 

+ 'Buck 1: Kich chuOt vao menu Insert chon Gong cy Word Art. 
+ &rev 2: Chon kieu chit nghe thuat, gO chit vao bang hien thi va chon pitting 

chit, kich thuac. 
+ Btrac 3: Kt tithe nhan OK. 

Chen lieu de' cho slide 
- Myc dich: Dat fiat d cho cac slide. 
- Thao tac: 

+ Buac 1: Kich chuOt vao menu Insert ch9n cong cy Header&Footer. 
+ Buoy 2: Kich chcon cac myc Date and time, myc Slide number, nuic Footer. 
+ Btrac 3: NhAn chuOt ch9n Apply hoac Apply to All. 

3. Lam vi0 vicri hiu a.ng - hot canh 
PowerPoint cung cap rat nhieu hieu (mg va dugc chia lam 4 nham: 
- Hieu Ung Entrance:Cac dei Mang áp dung hieu (mg së xuat hien tren slide hoc c6 xu 
hueng di chuyen tit ben ngodi slide vao trong slide. 
- Hieu (mg Exit: Cac dai Wong áp dung hieu 1mg se bin mat khoi slide hoc c6 xu 
huang di chuyen tit trong slide ra khoi slide. 
- Hieu ung Emphasis: NhAn mph nOi dung áp dung hieu (mg. 
- Hieu Ung di chuyen: Hieu ling lam cac (16i Wang di chuyen theo mOt &rang di qui 
dinh truac (Motion Paths). 
3.1 Hieu ting cho d4i tirgng 
&Jac 1: Ch9n dai tugng (van ban hoac hinh anh...) cAn to hieu (mg. 
Buoy 2: Vao menu ANIMATIONS, nhOm Animation, nhap chuOt chon ki'eu hieu 
can dat. 
Chit 
- Khi chyn hieu 1mg xong, di Mang tren slide xudt hien them so thir fir la 1 6 dAu. 
Dieu nay cO nghia day la hieu tirng sê duce aux thi dau tien tren slide. 
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- Nat Effect Options trong nhOm Animation: clang thay dei, thiet lap lai each trinh din 
cüahiu1rngdO. 
Lip ch9n them cic hieu (mg ko cep san: 
Bute 1: Kich chuOt vao mill ten (More) trong nhOm Animation. 
Btrlic 2: Chen More Entrance Effects, help thoqi Change Entrance Effect xuat hien. 
Btrlic 3: Dia ch9n hieu img. 
Buoy 4: Nhan OK. 
X6a be hi'eu Ong cho dOi ttrimg 
Buerc 1: Chen doi tugng can x6a hieu 
Bulic 2: Vao menu ANIMATIONS chen kieu None. 
Sao cher) hieu &rig 
Bute 1: Lusa chgn hieu 1mg cho del tugng. 
Butt 2: TAt tinh nang AutoPreview. 
Bulie 3: Chen Animation Painter trong nhom Advanced Animation. 
Bulic 4: Kich ch9n hie'u irng can sao chop. 
3.2 Hip ring eltuyin slide 
Muc dich: Tao hieu Ong khi chuyen tir m'et slide nay sang slide khac. 
Bulic 1: Chen slide can tao hieu img. 

.Bulic 2: Vao menu TRANSITIONS. Trong nhOm Transition to This Slide, ellen kieu 
hieu irng trong danh rime cO 
Cho ST: 

- Toy chgn them ki'eu hieu (mg vita ch9n ta chgn Effect Options. 
- Thiet lop thlii gian, am thanh cho trang hieu Ung, ta Ira chgn treng nhOm Timing. 
- Nhan Apply to All ap dung kieu hieu img chuyen trang cho tAt cã cac slide trong bai 
thuyet trinh. Khi do, tAt ca cac slide se c6 hieu 'Mg gieng nhau. 
Via be hieu irng chuyen slide 
Bute 1: Chen slide can xea hieu Ung. 
Bulic 2: Vao nhom Transition to this Slide, ch9n kieu None. 
Nu muen x6a hieu 1mg chuyen trang cüa tAt ca slide ta chgn Apply to All trong nhOm 
Timing. 

21 



PHAN 5: INTERNET CO BAN 

1.M6t s6 thch vu tren Internet 
1.I. Dich vy mon thong tin loan cau WWW (World Wide Web) 

World Wide Web dugc tao ra nam 1989 beri Sir Tim Berners-Lee, lam vi'ec tai 
CERN, Thuy Sy. Tir World Wide Web thuang dirge g9i tAt la Web, la mast he theng 
cat trang van ban dirge lien kEt vai nhau th6ng qua Internet. 

Veri mOt trinh duyet Web, nguai thing c6 th'e xem trang Web chira van ban, hinh 
anh, video va cat loai hinh da phuang tien khac. Ngutri clang co the di chuyen qua lai 
glib cat trang web thong qua the sieu lien ket (hyperlink). 
1.2. Melt vy tine diet; tit - Electronic Mail 

Thu dien tir, hay thuang g9i e-mail, la,  inOt trong nhang tinh Wang quan trong 
nhat dm Internet. Mac da ban d'Au dirge thiet ké nhu mat phuang that truyen the 
thong dip rieng aiaa nhang nguai clang Internet, Internet e-mail la phucmg .phap 
truyen van ban re tien nhAt cei 6 moi ncri. Chi ton khoang vai cent de giri e-mail di bat 

dau tit the gieri, re hon nhieu so vai mac buu then loai thap nhAt. MOt trong 
nheing lgi ich chinh eüa e-mail la the dO luu chuyen. Tuy kh6ng tire thai nhu fax, thai 
gian truyen e-mail thuemg dirge tinh bang .phat, ngay ca,khi nguai giri va riguai nh'An 
tan hai (tau ctia trai 	thang dia chi e-mail: MOt van de vo cang quan trong trong 
qua trinh giri hay nhan thu la each xac dinh chinh xac dia chi oh this can giri den. De 
that hien dieu nay nguai ta sir dung dich vu danh ten yang (Domain Name Service - 
DNS). Dkra tren dich vu danh ten yang, viec danh dia chi e-mail cho nguai sir dung se 
rat don gian nhu sau: Ten_ngtrai_sir_dung@Ten_dAy_da_cita_domain. 
• 1.3. Dick vy ten 	- Domain Name System (DNS) 

Dia chi IP da dirge bieu din duth dang mat s6 nguyen 32 bits hay dang cham 
thap phan deu rAt kh6 nher di veri nguai sir dung, do do tren mpg Internet nguai ta d5 
xay dung mat dich vg clang d'e d'6i ten dm inOt host sang dia chi IP. Dich vu dO la dich 
vu danh ten vang (Domain Name Service DNS). DNS cho pile]) ngtrai sir dung 
Internet c6 th'e truy nho.p teri mOt may tinh bang ten dm no thay vi bang dia chi IP. 
Viec danh ten yang dirge t6 chirc clang cay. Ten caa inOt host se dirge dat bang each di 
tir nut bieu din host len tan got. 

Viec danh ten yang khong chi c6 lgi la khong bat nguai sir dung nher dia chin)  
caa the host ma no c6n lam de dang hon trong viec tri chic mang. 

2. Tim kiem va khai that th6ng tin tren Internet 
2.1 Xtic clinh thong tin vã phom vi can tint ,kiim 

De tim kiem th6ng tin, truerc tien can .phai xac dinh tlr khOa (Key Words) caa 
thong tin mon tim kiem, day la phan rat quan trong, tir khoa la tir dai dien cho thong 
tin can tim. Neu tir khoa khong rO rang va chinh xac thi se cho ra ket qua tim kiem rAt 
nhi'eu, rAt kho phan biet va chgn duce thong tin nhu mong muon, con neu tir khoa qua 
dai ket qua tim kiem co the khong co. 

Vi du: Mu& tim thOng tin ve each sir dung  may vi tinh: 
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• Neu nhap tilt khoa vi tinh thi ket qua se co rat nhieu bao gm ca th8ng tin mua 
ban, lap rap, sira chita,... may vi tinh. 

• Neu nhap tilt khoa each sir dung  may vi tinh thi sê c6 rat it hoc khong c6 ket 
qua th8ng tin ve tilt khoa nay. 

• Trong truang hap nay clang tilt khoa sir dung vi tinh c6 the se cho ket qua toi 
uu hon. 

, 	Thong thuang chi can nhap tilt khoa muen tim,vd nhan Tim kiem (Search) hoac 
nhan phim Enter thi se cho ra nhieu ket qua tim kiem bao gem dia chi lien ket den 
trang Web ce tilt kh6a va vai dOng me ta ben duoi, chi can nhan trai chuOt vao dia chi 
lien ket se ma dugc trang Web c6 thong tin muen tim. 
2.2 Si? dyng ale Woo vet 04) todn ha try' tim kiim 

De ma rOng cac chirc nang tim kiem, cling nhu tap them nhieu tien dung cho 
nguai clang, cac Search Engine cling da h6 trg them nhieu phep toan vã tilt kh6a. Di 
nhien m6i Search Engine có the se 118 trg nhilng phOp toan va tilt kh6a khac nhau. 
day chi neu ra met s8 phep toan \id tilt khea co ban dugc h trg bed hau het cac Search 
Engine. 

• Dung phep + : De tim cat trang c6 mat tat cã cac chit dm tit kh6a ma khong 
theo thir ttr nao het thi viet nai cac chit nay vOi nhau bang &Au +. Thi dp: Tim trangnOi 
ye each thirc viet Linux scripts c6 the clang b6 tilt khoa: +Linux +script +tutor 

• Dang phep - : Trong sO cac trang Web tim dugc do quy dinh cUa tilt khoa thi 
Search Engine se' loai b6 cac trang ma nOi dung caa chang c6 chira chit (hay cum tit) 
dirng ngay sau dau tra. Thi dp: Khi tim tin tat ye cac loai xe clang ky thulat laimói 
chua có ban tren thj twang nhtrng khong muen cac trang ban xe hay cac trang nOi ve 
hai kieu xe Prius (an Toyota) vã kieu xe Insight (cilia Honda) it vao danh each truy 

.tim thi co the thit tilt kh6a: +car +hibrid -sale -Prius —Insight 
• Dang dau ngoac kap " " : Khi muon chi thi Search Engine nguyen van oh 

cum tit, co the dang dau ngoac kep. Thi cht: De tim lai nguyen tac va nOi dung bai tha 
cO eau nuac non Ong met lai the thi c6 the tint dang tilt khod yin ngoac kep: "Nu& 
non nang mat lai the". 
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