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Bai1 HE PIEU HANH WINDOW XP VA CHUONG TRINH INTERNET
EXPLORER

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Trinh bay dugc chirc nang cua Hé diéu hanh Window
e St dung dugc Window dé thao tac véi may tinh
e Trinh bay dugc cach lam vi¢c véi file, thu muc va cac thanh phén khac cua
Window Explorer
e Trinh bay dugc khai niém vé mang Internet
e St dung dugc trinh duyét Internet
e St dung duoc Internet Explorer dé tim kiém thong tin

1  Gioi thiéu

1.1  Destop, Icons va TaskBar

Man hinh Window dugc xem nhu 1a Desktop (Ban lam viéc). Trén Desktop c6 céac
Icons (Cac biéu tuong), cac Icons 1a su thé hién d6 hoa cac dbi tuong trén Windows: b dia,
file, thy muc va mang

Phia du6i man hinh c6 thanh ngang goi la Taskbar. Bén trai thanh Taskbar 1a nut
Start, bén phai Task bar c6 mot cura s6 nho goi la Tray. |g
Trén Tray la mot sb6 Icons cia mot sb chuong trinh dugc
thuc hién sau khi khéi dong Window.

Mew OFfice Document

@ Open Cffice Docurnent

@ Set Program Access and Defaulks

1.2 Start Menu E Jietcey 2000
Nhép chuot trai vao nut Start, thuc don hién ra nhu

L
B0 windows Cataleg

sau:
Programs: Chtra cac Shortcut téi cac ing dung va cac % windows Update
cong cu tién ich

Documents: Chira danh sach cac van ban ma ban da [ Froarems '
mo tu trude 4 Documents 3
Settings: Shortcut dé tuy bién Window @ setnss .
Search: Dung dé tim céc File va thu myc , N o s X
Help and Support: Dung trg giup truc tuyén vé |

Window &) Help and Support

Run: Dung dé chay péc ung dung va mé cac tai ligu 7 Fun..

Log Off...: Dung dé thoat khoi Window vdi tai khoan

dang dung dé dang nhap voi tai khoan nguoi dung | teaoff student..

khac. a Turn Off Computer...

Turn Off Computer: Dung dé tit may
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1.3 MGd, dong cdc civa so

Menu bar Maximize/ Close
Title bar Maximize Restore

4 My Computer

File 'Edit Wiew Favorites Tools  Help ':;'

\_/:' \_/J lm: /-._\J Search = Folders v

fddress | i) My Computer

w | 0] Morkan Antivirus Q -

#| Files Stored on This Computer =

System Tasks
. Wigw systam i~ shared Docurments

information |
Yy Add or remove

programs ——— Scroll
[ Change a setting /J Student’s Documents 4—— bar

|

Other Places Hard Disk Drives

\-':J My Mebwork Places

ﬂ My Documents B l::;& Local Disk {2}
|y Shared Documents

[3- Control Panel

Devices with Removable Storage

1.4  Lam viéc vdi cdc cira so

e Chon va chuyén cac dbi twong trong Window

Chon tirng ddi twong: Gitr phim Ctrl dong thoi nhan chudt trai 1an luot vao cac thu
muc can chon

Chon nhiéu d6i twong lién ké: Giir phim Shift dong thoi nhan chudt trai lan lugt
vao cac thu myc can chon

Chuyén cac d6i tuong: Nhén chudt trai vao ving di chon cac dbi tuong, kéo (nhap
chudt trai va giit) dén noi can chuyén (chang han 1a Destop), sau d6 tha chudt ra, cac doi
tuong sé& duoc chuyén dén vi tri mai (Desktop)

e Di chuyén va thay d6i kich thuéc ciia cira s6
Di chuyén
Di chuot vao Title bar, nhdn chudt trai va di chuyén chudt, ctra sb cling bi di
chuyén theo
Cuc dai
Nhép chudt trai vao niit Maximize
Cuec tiéu hod cira s6
Nhiép chudt trai vao nit Minimize
Thay déi kich thuéc cira sé
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- Di chuyén chudt vao vién dudi cua cira sd, con tré chudt chuyén thanh hinh ¢
Nhan chudt trai va di chuyén chuét theo chiéu doc dé thay doi.
- Di chuyén chudt vao vién dudi cua ctra sO, con trd chudt chuyén thanh hinh
<> Nhén chudt trai va di chuyén chudt theo chiéu ngang dé thay doi.
- Di chuyén chudt vao goc dudi bén phai ctra so, con tro chudt chuyén thanh hinh
¥4 Nhan chudt trai dong thoi di chuyén dé thay doi kich thudc cir s6.

e Di chuyén qua lai giira cac cira so

Khi dang chay cung lac nhiéu tmg dung, c6 thé dé dang chuyén qua lai giira chiing
béng viéc nhdy chudt vao tén ung dung duoc liét ké trén thanh Task bar. Khi mdt ung
dung dugc chon thi n6 tré thanh ctra s6 lam viéc.

Ngodi ra, cling ¢ thé st dung ban phim dé chuyén ddi qua lai. Sir dung to hop
phim Alt+Tab dé di chuyén qua lai.

15  Tdit mdy
Ban nén chon Turn Off Computer dé hé théng ghi lai cac thay doi va dong tat ca

cac file hé thong ciing nhu cac file dang chay khac
trude khi tit may Turn off computer
Cac buoc thuc hién nhu sau: '

- Bam vao nat Start trén thanh

Task bar
- Chon Turn Off Computer
StandBy: Tat may va ghi lai c4u hinh
gitip 1an khoi dong tiép theo nhanh
hon.

Turn Off- Ghi lai cac thay d6i va tat may
Restart: Ghi lai cac thay d6i va k hoi dong lai.

2  Cac kién thirc co’ ban

2.1 Lam viéc voi My Computer
My Computer quan Iy moi thong tin trén may tinh. Pé md My Computer, nhan dup
chudt lén bi€u tuong My Computer trén Desktop

e Thay ddi kiéu hién thi
Nhén vao bén canh biéu tugng View trén cira s My Computer
Thumbnails: Xem céac thu muc dudi dang hién thi tom tat

no1 dung [iid]-

Titles: Hién thi cac thu muc va tén cua ching E——
Icons: Hién thi thu myc duéi dang cac biéu tugng o Ties |
List: Hién thi cac thu myc theo dang danh sach Lc:t”s
Details: Cac do1 tugng dugc mo td mot cach chi tiet 0 Detais
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e Sip xép cac biéu tuwgng
Nhip chudt phai vao vi tri bat ky, chon

View [ 3

Arrange Icons By

Arrange Icons By Refresh
Name: sap x€p theo van tén Ui
. < A P 7 Modified
Size: sap x€p theo kich thudc file
a4 J4 - R X Undo Rename  Ctrl+Z Show in Groups
Type: Sap x€p theo kiéu do1 tuong 5 v auto Arange
Modified: Sap xép theo ngay thang = Align to Grid
Properties

2.2 Swdung Window Explorer

e Khéi dong chuwong trinh Window Explorer
Céch 1: Nhap chudt phai vao Start chon Explorer

Search...

Scan with Morkon Ankivirus
Properties

Cach 2: Nhan t6 hop s phim+e
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Chuyén Ién
doi twong

Quay lai  ¢hg

@ | ocal Disk (C:)

Tuy chon hién
thi cay thv muc
bén trai
Ti[n
kiem Tay chon hién thi

Dia chi cua di
twong

I-_IIEI )

Fild, Edit Wiew FavoNpgs Tools elp

Back ~ | % O search l " Folders ,
e ;) [ /— L__ \/
Address |z’ i}
Folders X [)DATA
Deskiop A [CDDELL
() My Documents — [C)Documents and Settings
';J My Computer EDR‘.IVERS
35 Floppy (A1) E'Epys F
[=) % Local Disk {2} Epi_Info
[ DaTA ) =1
D DeELL [Cnetss
= [C3) Documents and Settings [Cursc-co
(g [CPop

15 Administrator
I3 All Users
I3) child abuse - QT Back
= T Student
IC5) Cookies
IC5) Deskkop
i.? Favorites
[C3) My Documents
= () Stark Menu
Programs
I3 TPHCM
|5 DRIVERS
(£ Epiés
(53 Epi_Info
) 1386

£

[)Program Files
2G5 Projects
ESetup
() 5tatas
[Sunikey

— [CWINDOWS

N

- i3l Bai 1-Hedieuhanh. .

Wi adowes Expl. ..

" B3 Acrobat Reader -...

L ou, M 00z am

Cac dbi twong
dg’qc hién thi theo
cau truc cay

e Tao thu muc
Céch 1:

Noi dung ctia déi twong
dwoc chon & bang bén
trai

- O cay thu muc bén trai, chon thu muc me¢ ma thu myc con tao méi sé
nam trong nd. Chang han chon thu muc me la thu myc C:\Data

- Nhén chudt phai vao ving tréng & cira sd bén phai, chon New, chon
Folder. Sau d6 New Folder mé1 dugc dat tén mac dinh 1la NewFolder,
ban hay nhap vao té€n thu muc ma ban can, chéng han la YTCC.
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=X

File Edit Wiew Favorites Tools  Help .!l

e Back ~ () lﬁ /_\J Search [Ei‘ Folders '

Address |3 CpaTa v Be
Folders =

Desktop ~

My Documents
:} My Computer

b 31 Fl A
e

[=) “e Local Disk (C:)

=9 DaTa =  Shortout
Dol View * © Bricfcase
= [C3) Documents and Settings e
3 Arrange Icons By 3 ﬂ Bitmap Image
[ Admiristrator Refresh @ Microsoft Word Document:
) &ll Users e PEN Microsoft Access Application
I25) child abuse - T Back Microsoft PowerPoint Presentation
= 23 student [Z] Text Document
[ Conkies L & Wave Sound
) Desktop QRS Sl 3] Microsaft Excel Warksheet
;:f Favarites (2] compressed (zipped) Folder
I25) My Documents
= () Start Menu Properties [
Programs
[ TPHCM
IC5) DRIVERS
I23) Epies
I Epi_Info
I 1388 3

P T - ) M= ne ; Mo o
iy Start = M 3 Windows Expl... - | &l Bai 1-Hedieuhanh. . & Acrobat Reader -...

- Chon thu myuc me¢ ma thu muc con tao méi s€ dugce chira trong nod
- Kich chudt vao File trén thanh thuc don, chon New, chon Folder
- Dat tén mdi cho NewFolder

e Sao chép thu muc va tép
- Chon mdt hodc mot sd dbi tuong can sao chép
- Nhan chudt phai vao vung doi tuong da chon, chon Copy
- Di chuyén dén thu muc can sao chép, kich chudt phai, chon Paste

e Di chuyén thwr muc va t&p tin
- Chon mdt hodc mét sb ddi tuong can sao chép
- Nhan chudt phai vao vung do6i twong da chon, chon Cut
- Di chuyén dén thu muc can dén, kich chudt phai, chon Paste

e Xoa thw muc, tép tin
- Chon mot hodc mét sb thu muc hoic tap tin can x6a. Nhan chudt phai,
chon Delete
- Hop thoai xuat hién
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Confirm Folder Delete x]

Are wou sure you wank to remove the Folder 'Mew Folder' and move
“w/ allits contents to the Recvcle Bin?

Yes l [ Mo

- Chon “Yes”

e Lam viéc véi Recycle Bin

Khi x6a céc thu muc hay cac tép tin, khong phai chiing bi x6a ngay ma ching duoc
chuyén vao ddi twong goi 1a Recycle Bin (thung rac).

Recycle Bin s€ luu lai cac thuy muc va tép tin ban da xoa. Pé khoi phuc lai, kich
chudt phai 1én ddi twong trong Recycle Bin, chon Restore. Ddi tuong duoc Restore s&
duoc khoéi phuc tré vé vj tri cii trude khi nd bi x0a.

Tuy nhién, c6 thé chon x6a thang cac thu muc hay tép tin ma khong luu lai & thung
rac bang cach nhan t6 hop phim Shift+Delete. Nhitng d6i twong bi x6a bang cach nay
khong thé khoi phuc lai duogc.

2.3  Swdung cong cu tim kiém
Céch 1: Nhan nut cira s6 Window—+F
Cach 2:
- Nhén nut Start
- Chon Search
- Chon “For Files or Folders...”
- Cira sb tim kiém xudt hién

B Search Results

File Edit View Favorites Tools  Help a

J J l.@ pSearch W= Folders v

Address |d Search Results v| Go | Morton Antivirus Q -
Search Companion X Marne In Folder Size  Type Dz
To start your search, Follow the instructions in the left pane.

Search by any or all of the
Dél criteria below.

all or part of the file name:
| data |

twong

tim
klém %r word or phrase in the file: |

Look in:

|=='o Local Hard Drives (C:) % |

Pham
vi tim >when was it modified? ¥

kiém What size is it? ¥

More advanced options ¥

[ Back. ] [ Search

CTEG i 5 i orer | || Bai 1-Hedieuhanhiwin E& Acrobat Reader - [TH... ’(’J 11:20 AM
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B Search Resulis

File Edt Wiew Favorites Tools

(€ ©

Help

i Folders v

Address |J Search Results

9GE

Morton Antivirus E -

Search Companion Mame In Folder Size  Tvpe ta
[CD)Database. vl C:hDocuments and Settingsichil. .. File Folder
[CD)External Datafites C\Documents and SetkingsiyChil. .. File Folder
There were 148 files found. Data Sources (ODEC) CiDocuments and Settingsial ... 2KB  Shortcut
z':n{ggfnd what you BB Data Compare Ci\Documents and Setkingsiall U... 2KB  Shartcut =
) ) [IDaTA < File Folder
es, finished searching ERDatacomp CHAEpi_Info 77GKB  Application
Mo, refine this search and... L‘!ﬂ EITbIDiffData.dll CiEpi_Info 144 KB  Application Extension
Change File name or @VISDF\TA C!iEpi_Info 824 KB  Application
keyvwords [CICOMPDATA CAL3E6 File Folder
Change whether hidden and @connected_data CiI3E6 KB HTML Document
system files are included Ltj connected_data CAIEE6 7KE JPEG Image
You may also want to... Ltj connected_data_big 11386 15KE JPEG Image
Ltj connected_data_ghost 1386 SKE JPEG Image
g:::;s:;ﬂts by ¥ [SlpaTACLEN.DLL CiIage S1KB Application Extensian
] _ DAYEDETA £AT366 21 KB EX_Fils
ety & METADATA L6 G4KE OL_File
IJ T e e mpeg2data.ax CALEE6 S5TKE  AX File
OBIECTS.DATA 1386 5,830KE DATA File
PWSDATA CiI3g6 4KE DL_Filz
SIMPOATA CI386 16KE TLEFie
DATALOGS, TH_ C:hPop 1KE T¥_File
) Danweare Data C:\Program Files File Folder
DalserData.class CHI3E6EIDATAVA.CAB 3KBE CLASSFile
IDAUserData.class CI386EI0ATAVA.CAB 3KB CLASSFile
ﬂxl'"l: T B FATA0ENTTCL S AD D TR Mimm ameme (3 !

Lam viéc v&i Control Panel

| il Bai 1-Hedieuhanhiin. ..

P& Acrobat Reader - [TH. ..

%) 11:35aM

Control Panel 13 noi ngudi dung chi ra cac tiy chon ctia minh d6i v6i hé thong
Window. Dé kich hoat Control Panel, nhan nat Start, chon Settings, chon Control Panel.
Ban héy hon mot bicu tuong dé diéu chinh c4u hinh. Sau khi diéu chinh xong, an OK dé
thay d6i, nhan Cancel dé bo qua, nhan Apply dé cap nhat thay d6i ngay. Tat ca cac phan
cau hinh ctia Control Panel ciing tuan tha nguyén tic nay.
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£ Control Panel

File Edit ‘Wiew Favorites Tools  Help

O Back Q @3 p Search [Ef Folders v

Address E}Control Panel L Ga Morkon AntiYirus E -

ﬂ:’f Control Panel A Pick a category
r
= C
'f& Appearance and Themes Printers and Other Hardware

see Also % - =

‘ Windows Update - ‘
@) Help and Support . MNetwork and Internet Connections v ¥

?@ Add or Remove Programs ! Date, Time, Language, and Regional
' Options

User Accounts

o Other Contral Panel
Options

\( s Sounds, Speech, and Audio Devices Accessibility Options
. J \

' Performance and Maintenance

— Appearance and Themes: Thay d6i mot sd thong s6 vé giao dién Window
nhu nén man hinh, d6 phan giai, ché d6 hién thi, bao vé man hinh

— Network and Internet Connections: Thiét 1ap cau hinh két n6i mang

— Add or Remove Programs: cai dit, g& bé chuong trinh, phan mém

- Printers or other Hardware: thiét 1ap c4u hinh cho ban phim, chudt, may in,
may scan,.

- User Accounts Thiét 1ap cac ché do phan quyén ngudi dung

- Date, Time, Language, and Regional Optlons Thay d6i ngay gio hé thong,
thay d6i kiéu hién thi ngay, gio, don vi tién té,.

4  Khai niém vé Internet

Internet 12 mang thong tin toan ciu 16n nhat hién nay. Internet 1a “mang cua cac
mang”. Piéu d6 c6 nghia la Internet dugc tao nén bang cach ket ndi may tinh va cdc mang
méy tinh v6i nhau dé tao thanh mot mang c¢6 quy mo toan cau. Cac mang may tinh riéng
1& ¢6 thé 1a ctia mot truong hoc, mot vién nghién ctru, mgt thu vién, mét hang kinh doanh,
c6 thé 1a mot co quan nha nude hay mét to chire phi chinh phu.

Vé mit vat Iy, cic mang may tinh nay dugc két ndi thong qua cac mang vién thong
khac nhau nhu mang dién thoai cong cdng, qua v¢ tinh (Satellite), qua cac kénh viba, qua
cac duong thué riéng (lease line), hodc qua cap quang (fiber - optic).

12
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5 S dung Internet — Thao tac vé&i trinh duyét
- Kich hoat trinh duyét
(kich chudt vao biéu
tuong Internet Explorer)

- Gd dia chi Website ban mudn truy nhép vao thanh dia chi

Nhap dia chi Website
vao day

Address |S§| about:bla* V| G0

Néu trong truong hop nao dé, thanh dia chi ndy bién mat, ban hiy vao View/
ToolBar roi check vao StatusBar.
- Khi trang Web da hién 1én man hinh, mudn di tiép vao ndi dung nao, hiy bam
chudt vao céc lién két (noi con trd trd thanh hinh ban tay).

- Hanoi School of Public Health - Microsoft Internet Explorer,

File Edit View Favorites Tools Help :,'
Qrack = & - [¥] [&] @h | O search 7% Favorites @ Media ) B ¥
Address |@ hkp: f esene hsph edu,wvn V| Go Martan Ankivirus E, -
el
v'ﬂ"lr"!.ﬁ p P N - K ‘0 b f'f " .ru
: uﬁ‘;l}lfA W T CONG C NG T
: 2 : oday links
e’ HANOI SCHOOL OF PUBLIC HEALTH
Gidvi thiéu Théng tin vé Héi nghi_khoa hoc cing nghé tdi wé cac L ORATRE
- - trwdéng Bai hoc y dwoc lan thi 12 i‘?&‘ 20
Chuongtrinh Taotae  Haj nghi khoa hoc céng nghé tudi tré céc trudng dai hoe ¥ Degc Vigt X
re— Marr 1&n thir 12 duoee th chiee tai tredng Bai hoo ¥ T Cong Cong tir f
KhoaBg mon nody 18/5/2004 dén 20052004 8 ’
Nghién ciru khoa hoc % ‘_*
Théng tin YTCC Héi thao | lL'}llzmmlj.' thing tin nham ho tror hiéu qua cac *
chwong trinh y te ’-5‘_ x
Cac thie dia Béhhﬁ tro vige tidp can, s dung va tuyén tzuyén cac thang tin v té 3 * v
< >
I@ 0 Internet

e (Cac thao tac co ban véi tinh duyét
—  Back: tré vé trang ké trudc
—  Forward: t6i trang ké sau (da ting duoc duyét qua)
- Stop: ngung duyét trang hién thoi
— Home: tré vé trang chu
— History: Hién thi nhiing dia chi d timg duyét qua trong qua khir
- Print: in trang Web hién thoi

13
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e (Cach luu lai dia chi cac Website vao Favorites

Tai trang Web ma ban dang xem va mudn luu lai dia chi, chon Favorites trén menu.
Sau do6 chon Add to Favorites.

Favarites

add ko Favorites. ..

Organize Favarites, ..

I Links 3
I Yahoo! r
@ Kien thuc Tin Hocl

@ Kien thuc Tin Hoc2

@ FSH, camm

&7 My Yahoo!

&] Radio Station Guide

57 ahoo!

P Yahoo! Mail

Add Favorite

i\f Internet Explorer will add thiz page to your Fawvartes list.
[ ]Make available offline

M arne: | Hanai School of Public Health | [ Create in »3» ]

6  Tim kiém théng tin trén Website
Tinh ning quan trong nhat trong viéc sir dung Internet 13 tim kiém thong tin. Mot s6
SITE noi tiéng dé tim kiém thong tin 1a:
- http://www.google.com
- http://www.yahoo.com
- http://www.altavista.com

Dé tim kiém thong tin theo cac chu dé, ban can cung cap tir khoa cho céc trang tim
kiém. Sau d6 cac Site tim ki€m nay s€ liét ké cac website c6 ndi dung lién quan dén tir
khoa tim kiém. Ban c6 thé m¢ cac Website nay dé 1an lugt tim kiém thong tin.

7  Thw dién to (E mail)

E mail 14 viét tit ciia Electronic mail. E mail 1a mot dich vu dugc trién khai trén cac
mang may tinh cho phép nguoi dung trén mang co thé gui thu cho nhau. Dia chi thu dién
tor bao gém tén nguoi dung va tén mién. Ky hiéu @ dé ghép ndi tén nguoi dung va tén
mién. Vi du : nvan@hsph.edu.vn
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Bai 2

LAM QUEN VOl MICROSOFT WORD

Muc tiéu

Sau khi hoc xong bai nay, sinh vién sé co kha nang
Thyc hién dugc céc thao tac khdi dong, tat chuong trinh Microsoft Word

[ )

e Thuc hién céac thao tac voi dbi tuong trén man hinh Microsoft Word (thuc
don, thanh cong cy, thanh dinh dang, thanh trang thai).

e Su dung dugc Word dé mo mot tép van ban (ma1 hodc da co).

e Soan thao duoc tiéng Viét trong Microsoft Word.

1

Khé&i dong va thoat khéi chwong trinh Microsoft Word

[ﬁ Accessaries

v |IE) ToolBook
Epi Info » wiehDrive
Games

Micrasoft OFfice Tools

I Mero v ED Textpad
Morton Antivirus 4 % ‘WebDrive

Startup

@ Titan FTF Server
Unikey

Vistkey 2000
WinRAR.

& Internet Explorer

[T
o

Unikey

v v v

Microsoft Access

2| Microsoft Excel

E Microsoft FrontPage
Microsoft Qutlook

| Mew Office Document
@ Open Office Document

Microsoft PowerPoint
@’ Set Program access and Defaults

v |[2} Acrobat Reader 5.1
3 Microscft Wisio

¥ | ¥3 ¥ahoo! Messenger

Wietkey 2000

‘1 1 Erl
@ o

Create and edit text and graphics in letters, reports, Web
pages, or e-mail messages by using Microsoft Ward,
T

w ‘Windows Catalog

‘“ Windows Update
Yahoo! Messenger
'n-a Programs

:’g Documents 3

Settings »

.. Remote Assistance

& windows Media Player

*;% Windows Messenger

@ ¥ahoo! Mail

ARCO's Preparation Far TOEFL
[@ Download Acceleratar

Java 2 Runkime Environment

LAC VIET mtd2002
IF) Lacviet mtdEvA 300
[@ Princetan Review
QuickTime

RioPort Audio Manager
[ﬁ SPSS For Windows
55H Secure shell

7 Stata

Macromedia
My SIE
PowerQuest PartitionMagic 7.0

I'J Search 2
Help and Support

Run...

Windows XP Professional

I
Iy,
Windows

Professional

Microsoft

3 Intern...

~ | i3l Lamguen,..

1.1

Khoi dong chwong trinh Microsoft Word

C6 2 cach dé khoi dong chuong trinh Microsoft Word XP
Cach 1: Nha'}p Start, chon Programs,ﬁ chon Microsoft Word ’
Céch 2: Nhap dap chudt trai trén bi€u twong Microsoft Word trén Desktop (néu co)

15
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Néu 1am theo ca hai cach trén ma ban khéng thdy c6 chuong trinh Word thi ¢6
nghia rang chuong trinh chua dugc cai vao may ban.

1.2 Thoadt khoi chwong trinh Microsoft Word
C6 nhiéu cach dé thoat khoi chuong trinh Microsoft Word XP. C6 3 cach thong
dung la:
— Céch 1: Kich chuét trai vao dau Xl & goc trén bén phai cia cira s6 chuong
trinh Microsoft Word XP.
— Cach 2: An t6 hop phim Alt+F4
— Cach 3: Chon menu File, chon Close

2 Man hinh Microsoft Word

Microsoft®

Word

Microsoft Office xP B8]

This product is licensed to:

Truong Thu Hien
HSPH
54185-640-0000025-17332

Copyright© Microsoft Corparation 1983-2001,
&ll vights reserved, This program is protected by 1S and
international copyright laws as described in Help About,

16
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Title bar

Menu bar
Tool bar

il Cua so chuong trinh Micresfst Word XP - Microsoft Wrd

File Edit ‘“iew Insert Format Tools  Table  Window ¥ p & - X

D=E=Ram Sy B’ QEBACOE =B 00w - @ 2 Tmeshewroran - 20 - [B]7 U | E[E] =iz ==

Final Showing Markup — + Show > &3 #F U3 - A3+ {3~ 3 FH |

o g ------- B T R R T F S B oo o Z
CHAO MUNG BAN 5

: LAM QUEN VOI CHUONG TRINH SOAN THAO

N MICROSOFT WORD XP

: .

=m(E= 4 |

Draw~ [p  AutoShapes~ ™ w [ 4[ ER - z - é == B .

Page L Jec ]A\ 1i1 Ak 27" Ln 7 Col 1 Enu\i-sh (.5 m’

Drawing bar
g Status bar

Cira s6 chuong trinh ctia Microsoft Word gdm cac thanh phan:

e Title bar
Thanh tiéu dé thé hién tén ctia chuong trinh 1a Microsoft Word va tén ciia tai lidu.

e Menu bar
Cac 1énh trén Menu duoc liét ké theo tmg nhém. Mdi nhoém lam cac viéc khac
nhau va goi nhé cho nguoi sir dung.
- File: Gom céc lénh thao tac véi file nhu: mo file, dong file, tao file méi, luu
file, dat dinh dang trang in, in 4n, dong cira s6 chuwong trinh Word 2000 ...
— Edit: Gom céc 1énh soan thao vé&i van ban nhu: Sao chép (Copy), cit dan
(Cut), tim kiém (Search), thay thé (Replace), dan (Paste) ...
—  View: GOom cac 1énh cho phép hién thi vin ban hién tai theo nhiing cach
khac nhau nhu: dang théng thuong (Normal layout), dang in 4n (Print

17



Tin hoc co so

layout), phong to vin ban theo cac ti 16 khac nhau, hién thi cac thanh cong
cu....

— Insert: GOm cac 1énh cho phép chén cac ddi twong, cic biéu twong, cac hinh
anh, danh s6 trang vin ban... vao van ban.

- Format: Gom céc 1énh cho phép dinh dang van ban nhu: dat font chit, dinh
dang van ban kiéu liét ké, dinh dang doan van ban, dinh dang mau sdc hién
thi ciia van ban. ..

— Tool: Gém cac 1énh cho phép thiét 1ap cac tuy chon mé rong thém cho vin
ban nhu: kiém tra chinh ta, dit tuy chon (Options), tron thu, viét cac
macro. ..

— Table: Gom cac 1énh cho phép thao tic véi bang biéu nhu: tao bang, xo04
bang, thay d6i dinh dang cua bang, chuyén vin ban thanh bang va nguoc
lai....

- Window: Gom cac lénh cho phép thao tac voi cac cura s6 soan thao cia Word
nhu: tao ctra s6 méi, sip xép cira so, chia ctra sd thanh nhiéu phan...

— Help: Gém cac 1énh cho phép hién thi ndi dung vé chuong trinh Word va
toan b phan trg gitip ciia chuong trinh Word.

e Toolbar

Thanh cong cu la cac 1énh dugc thé hién dudi dang biéu tuong giip nguoi su dung
c6 thé thi hanh mot s 1énh nhanh hon. Khi di chuyén chudt t6i gan mot biéu twong thi tén
cua lénh tuong rng s€ hi¢n ra & dudi cua con tré chudt, day dugc goi 1a tool tip.

Céc thanh thuong dugc dung 1a Standard va Formatting.

Céc biéu tuong ciia thanh coéng cu Standard

L] New — Tao mdt van ban maoi

= Open - M& mét tap tin van ban

= Save - Luu tap tin van ban hién hanh

= Print - In tap tin van ban hién hanh

[& Print Preview - Xem trudc trang in

v Spelling - Kiém tra 1i chinh ta

h Cut - Chuyén mot doan van ban dang chon vao Clipboard
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Copy - Chép m{t doan van ban dang chon vao bd nhd dém

ER

Clipboard

@ Paste - Cheén ndi dung dugce luu trir trong Clipboard vao vi tri
con tro text

< Format Painter - Chép kiéu dinh dang

o Undo — B6 qua mot 1énh vura thi hanh

Cul Redo - Bo qua mot 1énh vira undo

@ Insert Hyperlink — Chén siéu lién két (Hyperlink) khi muon lién
két t&1 mot trang Web khac

& Web Toolbar - Thé hién thanh cong cu Web

Tables and Borders - Thé hién thanh cong cu tables and borders

E Insert Table - Chén bang biéu

= Insert Microsoft.Excel Worksheet - Chén bang biéu cta chuong
trinh Microsoft Excel

== Columns — Pinh dang cit chir

4% Drawing - Hién hodc an thanh cong cu Draw

] Document Map - Thé hién cira sd van ban dudi dang cau trac
theo cach trinh bay cua van ban

1 Show/Hide - Hién hoic an cac ky tu khong in

100%:

L4

Zoom control - Thé hién ctra s6 vin theo ty 1€
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(2) Help - Huéng dan

Céc biéu tuong cta thanh céng cu Formatting

Mormal * | Style - Kiéu trinh bay ctia Paragraph

Times Mew Roman = | Font - Chon font chi.

12 = Font Size - Chon kich thudc font chir
B Bold — Chir dam
I Italic - Chit nghiéng

Underline - Chir gach dudi

Aligh left - Can dong thang hang bén trai

Center - Can dong thang hang ¢ tim cua hang chi

Aligh Right - Can dong thang hang bén phai

Justify - Can dong thang hang ca bén trai 1in bén phai

R

Numbering - Kiéu dinh dang liét ké so thtr tu

Bullets - Kiéu dinh dang liét ké ky tu dic biét

Tk
i

Decrease Indent - Giam 1& trai cuia paragraph
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T
i

Increase Indent - Tang 18 trai clia paragraph

H - Borders - Hién hodc an céc biéu tuong 1énh border
& - Highlight - Péanh dau doan vin ban bang mau
A~ Font Color — Chon mau cho chir

Ngoai ra, trong qua trinh lam viéc, ching ta con ¢ thé nhip biéu twong (Drawing

%)) trén thanh Standard dé hién ra (hodc tit) thanh Drawing. Thanh nay thuong ndm &
phia dudi ctia cura s6 soan thao.

Microsoft Word ¢6 rat nhiéu thanh cong cu. Ta co thé cho hién céc thanh cong cu
khac b?mg cach nhép menu View, tré chudt vao 1énh Toolbar va nhép chon tén thanh cong
cu can thiét, thanh cong cu nao dang hién ra s€ co déu kidm tra [v ding trudce. Ta cod thé
diéu khién va sép dat vi tri cua cac thanh cong cu sau khi chung da hién thi. Chéng han,
dung chudt kéo mot canh cua thanh coéng cu Drawing cé thé 1am thay ddi kich thuéc cua
thanh cong cu nay, dung chudt keo tiéu dé cua thanh cong cu ¢ thé di chuyen nd sang vi
tri khac. Pic biét, néu di chuyén thanh cong cu di 1én phia trén cta ctra s6 va dua vao vi
tri ké tlep cua cac thanh cong cu da co6 san, no tu dudi ra thanh mot hang, lGc nay nha
chu6t thi thanh cong cu s& dugce xép ngay ngan va tiéu dé ca thanh cong cu ty dong mat
di.

Chu y

Vung lam viéc trong cua 5(5 Word sé bi thu hep khi cé nhiéu thanh céng cu hién ra ciing
lic. Vivady, tuy theo yéu cau ciia cong viéc, chi nén cho hién ra nhitng thanh céng cu
can thiét ma thoi,

e Status bar
La thanh cong cu cho phép nguoi dung theo doi dugc vi tri hién tai cua con trd soan thao.
3 Thé hién ctra s6 vin ban

Mot van ban c6 thé duge xem dudi nhiing goc do khac nhau thong qua cac 1énh
trong menu View hodc dung cac biéu twong 1énh nim & goc dudi ElBIEI=14 ben trai cua

ctra so.
Nhap menu View chon 1€nh:
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Normal: E cira s6 cho mot thude do ngang, ché do nay s€ hién thi dugc vin
ban véi cac kiéu dinh dang ky tu, dinh dang paragraph, hinh vé (khong
chinh xac). N6 khong hién thi cac cot chit, frame, cac headers — footers. No
thuong dugc dung trong lic nhap van ban, hiéu chinh va dinh dang van ban,
¢ dang nay Word s¢€ lam viéc nhanh hon.

Web layout: Bl

Print layout: Bl ctra s6 ¢6 du hai thudc do, vin ban duoc thé hién nhu trang
gidy in voi ddy du cach trinh bay, Word s& chay cham hon.

Outline: = cira sb khong c6 thudce do, ché do nay s¢ hién thi van ban trong
dang outline, chi thich hop cho viéc trinh bay mot van ban dai cé trat tu theo

cac dé myc (muc so la ma, muc s6, myc chi...).
4 Mé& tép van ban méi hoac da co

4.1 Mo mot van ban moi

Pé md mot van ban méi, ban co thé lam theo cac cach
sau:

—  Céch 1: Nhan t6 hop phim Ctrl+N

—  Cach 2: Chon File, chon New
Vi ca 2 cach trén, s& xuat hién mot cira s6 nho & gbc bén phai
cua van ban ban dang soan thao. Tai cua s0 nay, hdy chon Blank
Document.

- Cach 3: Trén thanh Formatting, kich chon biéu tuong

D (& phia trai nhat). Khi d6 motvan ban méi s&
duoc mo ra.

Vi ca 3 cach nay, van ban méi mé s€ mac dinh 1a DocumentN (N 1a
mot sb thay d6i, néu trén may tinh — trong thu muc C:\My Documents
- ¢6 van ban Document] rdi thi van ban méi mé s& 1a Docunet2,
N=2).

4.2 Mo mot tép van ban da co

Céch 1: Nhan t6 hop phim Ctrl+O
Céch 2: Chon File, chon Open

Céch 3: Trén thanh Formating kich chon biéu tuong =
Vi ca 3 céach trén, ban s€ thay xuat hién cua s6 nhu sau:
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New Document * X

Open a document
Lamquenvoilicrosoft Word
EBai 1-Hedieuhanhiwindow
lessonl
ketquanhomz
= More documents., ..
\Deskopiketquanhonmziketquanhomz, doc

™ EBlank Document
@ EBlank Web Page
b4 EBlank E-mail Message
MNew from existing document
I!?E_j Choose document...
MNew from template
i J General Templates, ..
g Templates on my Web Sites. .,

-] J Templates an Microsoft,com

5 Add Metwark Place...
@ Microsoft Word Help
w| Show at skartup
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Open Ex
Loskin: |5 DOCUMENTATION_VN ~| & - & ¥ OB - Tooks -

'-.-'CT Dacumentation

4| ®]vcT DataFlow

Fawvarites

=
o= Fil= narne: | j
Py Mebwork,
Places Files of bype: |.C'.II Waord Documents ﬂ Zancel

Mic dinh, may tinh s& mo cac tai liéu c6 phan mé rong 14 doc trong thu muc C:\My
Documents. Dé ma file van ban nao trong thu muc nay , kich chon biéu tuong cua file do
(hoic gd tén file d6 vao 6 File name), sau d6 chon Open dé mo file.

Khi muén mé mdt file van ban & mot thu muc khac, khong phai ¢ thu muc mac
dinh (C:\My Documents), hiy kich chudt trii vao biéu tuong [* trong phin Look in, mot
ctra sO hién ra nhu hinh ¢ trang sau.

Tai ctra sO ndy, ta c6 thé tim dén thu muc chira file can mé (trong tur viée su dung
Windows Explorer), sau do6 s€ kich chudt vao biéu twong cua file can mé hoic gd tén file
can m& vao 6 File name va chon Open.

5 Lwu van ban

5.1 Lwu néi dung ciia vin ban

Luu ndi dung da soan thdo ctia van ban 1a mot viéc lam thuong xuyén ctia nguoi
thuc hién viéc soan thdo trén may tinh. Pé luu nodi dung cta van ban hié¢n tai (van ban cd
ctra s6 soan thao dang dugc kich hoat). Ban c6 thé thuc hién mot trong cac cach sau:

—  Céch 1: Nhan ddng thoi t6 hop phim Ctrl+S.

—  Cach 2: Chon Menu File/ Save.

—  Céch 3: Kich chuo6t tréi 1én biéu twong & ctia thanh Formatting.

Khi thuc hién 1 trong 3 cach trén, néu van ban di duoc luu tir trude (thc la da co
tén do nguoi dung dat) thi van ban s€ dugc luu lai, moi thay ddi do qua trinh soan thao cta
nguoi dung tac dong vao véan ban s€ duoc luu gitr, khi tat may tinh, noi  dung cua van ban
& thoi diém luu gitr s& dugc bao toan. Néu khong luu vin ban lai, khi tit may (c6 thé do
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mat dién dot ngodt), toan bd ndi dung ciia vin ban s& bi mat va ngudi dung s& phai go lai tir
dau.

Khi thyc hién 1 trong 3 cach trén, néu van ban 1a mot van ban méi, tirc 1a chua duoc
luu gitr 1 14n ndo trude do, ta sé gip clra sO sau:

Savein: || DOCUMENTATION_VN ~| & - @ X oL E - Tooks -
'-.-'CT Documentation

4| ®]vcT DataFlow

History

ﬂ

My Documents

Fawvarites

=
gé File mame: |'-.-'CT Docurnentation j Save |

Py Mebwork,

Places Jave as bype: |'-.-'u'|:|r|:| Document ﬂ Cancel

Khi d6, mic dinh may tinh s& luu vin ban trong thu muc C:\My Documents, néu
mudn luu van ban véi tén nao d6 (khac tén DocumentN), hiy g6 tén méi vao 6 File Name
va chon Save. Néu mudn gilr tén mac dinh ctia may tinh dat thi dé nguyén va chon Save,
trong truong hop ndy, 1an sau file méi mé ra s& c6 tén mac dinh 1a Document(N+1).

Trong truong hop mudn luu file & mot thu muc khac, kich chudt trai vao biéu
tuong [~ 4é chon thu muc can luu file. Néu muén dit tén khac tén mic dinh ctia mdy tinh,
g0 tén vao 0 File Name va chon Save. Néu mudn léy tén la tén mac dinh ctia may tinh dat,
chon Save.

Chu y
Nén dat cho vin ban mét tén goi nhé dén ndi dung cia né. Viéc nay cho phép qudn 1y va
tim kiéem van ban nhanh hon.

5.2  Lwu van ban dwoi dang mot vin ban khac
Trong nhiéu truong hop, ban mudn luu vin ban ciia minh thanh mot ban copy khac,
voi mot tén moi. Khi do, hay thuc hién 1 trong cac cach sau:
— Céach 1: Nhan phim F12 trén ban phim
— Cach 2: Chon Menu File/Save As.
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Viéc dat tén file va luu file hoan toan twong tu nhu phan lwu van ban di trinh bay ¢
muc bén trén. Piém khéc biét duy nhét 1a & day, ching ta s€é c6 m{t van ban mai voi ndi
dung hoan toan tuong ty van ban cii nhung s€ c6 tén mdi do ban vira dat xong. Mat khéc
van ban madi nay cling tr¢ thanh van ban hién hanh cua trinh soan thao Word XP

6  Mo6i trwong soan thao tiéng Viét

6.1  Gidi thigu mpt s6 by go

Mot trong nhimg van dé ban gdp phai ngay trong lan soan thao mot van ban dau
tién trong Word 1a 1am thé nao dé c6 thé gd duoc tiéng Viét, trong khi ban phim chi toan
1a cac chir cai khong dau. Hién nay trén thi truong c6 rat nhiéu phan mém giip ban go
duoc tleng Viét trong cac ung dung khac nhu: VietKey, Abc, UniKey... cac phan mém
nay goi tat 1a bo gb Tiéng Viét

VietKey 2000 va Unikey la phan mém ho tro gd tiéng Viét phd bién nhat hién nay
Dé khoi dong chuong trinh gb tiéng Viét, ban thuc hién nhu sau:

e Chuong trinh VietKey 2000

—  Céach 1: Nhap chudt vao Start, chon VietKey2000
- Céch 2: ttr man hinh Desktop, ban nhap dup biéu

Mew OFfice Docurment

tuong ﬂ dé khoi dong chuong trinh nay.

Vknt.exe ) ,
Vi ca 2 cach trén ctra sO sau xuat hién:

Open Office Docurment
Set Program Access and Defaulks

Yietkey 2000

BOg ¢

L]

Ve Qe

‘windows Catalog

windows Update

Vietk i ¢
Everywhere Simplg\Powerful
@ Béng N Tu# bt pef b vietk ey .com tel: 24 4 2423272

Ihput Methads  Char Sets Options” Utilities  Regisler Aboutl

Frograms b

Documents 4

“ietkeyp 2000 -Build 10727 .
Settings 3

=]

.

Copyright [c] by WYIETKEY Group.

Any comment please send to;

Dang Minh Tuan, CAPIT Co. 838 Ly Mam De. Ha noi
Telephone: 04-8433872, 030413521

Email. dangtuan@vietkey. com

“wiehsite:  hitp: A vietkey, com

VIETKEY2000 El

Search 3

%

Help and Support

Run...

Log Ff Student. ..

Windows XP Professional

BE Qe

Turn OFF Computer. ..

o Em

% TazkBar

Y On top

I@ Help

Trén ctra s6 VietKey, ban nén chon TaskBar dé thu gon ctra s6 xuong goc phai man hinh.
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e Chuong trinh UniKey
Tir Desktop ban nhap dup vao biéu tuong . Ctra s6 chuong trinh xuét hién nhu
ﬂ |

sau: -
Unikey.Ink

Ban nén chon Close dé thu gon chuong trinh xudng goc phai dudi ciia man hinh

W UniKey 3.55

Settings

Character set: | (S

Input method: | TELE: j m

& AT +Z {L Expand

@ﬂelp ‘ @Abnut ‘ ks Default |

6.2  Cidch gé tiéng Viét

e Kiéu go Telex
— Cac chir cai, chir s6 dugc gd nhu binh thudng (g6 vao cac phim co tén

tuong Ung trén ban phim).
—  Céc tir c6 ddu dugc gb theo qui tic sau day

Ddu Phim Vi du
Dau sic S as=4a
Déu huyén f af=a
Dau hoéi r ar=a
Dau ngi X ax =2
Dau ning j aj =3
Dau mii aa, 00, e¢ aa=4a, 00=0, ec=¢
Dau dau chir u uw, w, u
Dau dau chit o oW, o
Dau tring aw a
Dau gach ngang dd d
Khir dau z

Vi du
Pé gb dong chit: “Nudc chay da mon”
Ta g0 nhu sau:
“Nwowcs chayr ddas monf”
hoac
“N][cs chayr ddas mofn”

o Kiéu g6 Vni

— Céac chit cai, chir sb dugc gd nhu binh thudng (g8 vao cac phim co tén
tuong Ung trén ban phim).
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—  Céc tir c6 ddu dugc gd theo qui tic sau day

Dau Phim Vidu
DAu sic 1 al =4
Déu huyén 2 a2=a
Dau hoi 3 a3=a
Dau ngi 4 ad =3
Dau nang 5 aS=a
Dau mil 6 a6=4, 06=0, e6=¢
Dau diu 7 u7=u, 07=0
Diu tring 8 a8 =a
Dau gach ngang | 9 d9=d
Khir dau 0

Vi du
Pé g dong chir: “Nude chay da mon”
Ta gd nhu sau:
“Nu7071c cha3y d9al mo2n”

6.3  Cdc chudn gé tiéng Viét

e Chuin gé ABC
Chuan gd ABC str dung bang ma TCVN3(ABC). Pé soan thao vin ban dya trén chuin
nay, thyc hién cac thao tac sau:

- Khéi dong chuong trinh gd tiéng Viét (VietKey 2000 hodc UniKey)

- Khi xuét hién biéu twgng nho & goc phai phia dudi man hinh, kich chudt phai
vao biéu tugng v hoic biéu twong 2, chon TCVN3(ABC) (hodc TCVN code
table).

Cac Font trong tng v6i chuan gd ABC 1a cac Font bit dau bang .vn nhu .vnTime,
.viTimeH .vnArial, .vnArialH, .vnAristos,...

e Chuin gé Unicode
- Khoi dong chuong trinh g6 tiéng Viét (VietKey 2000 hoic UniKey)
- Khi xuat hién biéu twong nho ¢ goc phai phia duéi man hinh, kich chudt phai
vao biéu tuong . hodc biéu tuong 21, chon Unicode
Céc Font tuong tng véi chuan go Unicode 1a cac Font Times New Roman, Arial, ...

Chu y
Cdc buéc dé gé dwoc tiéng Viét trong Word:
- Mo chuong trinh Microsofr Word
—  Khdi déng chieong trinh gé tiéng Viét
—  Lua chon kiéu gé (Telex hodc Vni)
—  Lua chon chudn gé (ABC hodc Unicode)
- Khi dé lya chon chudn g0 nao thi phai chon cdc Font chir sogn thao twong
g véi chudan do
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BAI TAP
Bail

Y té cong cong (YTCC), néu so véi qua trinh tién trién cua y hoc, thi thuc sy 1a mot
nganh hoc méi, tré hon rat nhiéu. Tuy vdy, qua trinh phat trién cia YTCC ciing du dé
ngudi ta dua ra kha nhidu dinh nghia khac nhau. Nhimng dinh nghia sau day duoc coi 1a co
ban cua YTCC da dugc phan dong cac nha khoa hoc trong linh vic nay cong nhan va trich
dan cho tdi nay bao gdbm:

- “YTCC la khoa hoc va ngh¢ thuat cua viéc phong bénh, kéo dai tudi tho, tang cuong suc
khoé va hiéu qua thong qua nhitng ¢d ging duogc to chirc cua cong dong, v.v..” (Wilsow),
1920)

- “Hoan thién nhiing quan tdm xa hoi trong viéc dam bao nhitng quyén lam cho con ngudi
c6 thé khoe manh” (bao cdo cia IOM, 1998)

C6 thé thay duoc tir nhimg dinh nghia nay 1a YTCC c6 nhiém vu ting cudng va
bao vé strc khoe cho mot cong dong nhét dinh va né chi ¢ thé 1am duogc diéu d6 thong
qua viéc ap dung nhimng bién phap t6 chirc xd hoi. Viéc hiéu va ap dung ding nhimg
nguyén tic co ban ciia YTCC nham bao vé va nang cao sirc khoe cong dong 1a vo cung
quan trong. vy thi chiing ta nén hiéu YTCC nhu thé ndo trong bdi canh cta chung ta hién
nay, va trén nhiing co s¢ do chung ta s€ xay dung nganh YTCC nhu thé nao dé no co thé
phat huy tac dung mot cach c6 hiéu qua nhat trong viéc bao vé va nang cao sirc khoe cac
cong dong dan cu cua ching ta. Cling c6 thé bang cach dé cap da rat quen thudc voi chiing
ta d6 1a ding nghia vé stc khoe ciia To chirc Y té thé giéi (TCYTTG) xem né c6 gi mau
thuan véi dinh nghia YTCC da néu trén khong. TCYTTG da dinh nghia strc khoe ctia mot
c4 thé “la tinh trang thoai mai ca vé thé chat va tinh than ciia ca thé d6 chir khong phai chi
1a tinh trang khéng c6 bénh tat”. Vay thi ching ta c6 thé suy ra rang sttc khoe ctia mot
cong dong 13 tinh trang thoai mai ca vé& vat chat va tinh than cta ca mot cong dong. Céc
hoat dong hudng téi viéc bao vé, ting cuong suc khoe ciia mot cong dé)ng chinh la cac
hoat dong YTCC. Phuong phap hién dugc cho 1 t6i wu nhat va hau nhu duy nhét dé thyc
hién viéc nay chinh 1a thong qua nhiing bién phap phat hién van dé st khoe, nguy co de
doa surc khoe cong ddng va ap dung nhitng bién phap can thiép nhu truyén théng, gido
duc, t6 chirc x3 hoi thuan loi cho viée tang cuong suc khoe.

Yéu cau:

- Nhdp van ban trén va dat tén la “khainiemYTCC.doc™.
- Mo file “khainiemYTCC.doc” va dat tén lai la “lichsuYTCC.doc”
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Bai 2

Khoa hoc, cong ngh¢ da dong gop vai tro quan trong giai quyét nhitng van dé thiét
thuce, cap bach vé y té va y hoc, gop phan nang cao chat lugng va hiéu qua trong sy nghiép
chiam soc va bao vé sitc khoe nhan dan. N6 da thuc sy 1a dong luc phat trién y hoc Viét
Nam, dugc thé hién cu thé 1a:

1. Ba gop phan tich cuc dé khong ché, ddy Iui va timg budc thanh todn mot sd bénh lay
truyén ¢ Viét Nam, giam ty 1é mac va ty 1¢ tir vong ctia sét rét, tiéu chay, nhiém khuan cap
tinh dudng ho hap & tré em, khdng ché khong dé xay ra dich bénh 16n, vi du: V& bénh sbt
rét nam 1995 so v6i ndm 1991 gidgm chét 92,64% va giam méc 39,77%. Két qua nay c6 sy
dong gop tich cuc ciia khoa hoc, cong nghé chiét xuat Artemisinin tu cay thanh cao hoa
vang, Artemisinin va cac ché pham cia n6 di thé hién rat rd tac dung trong diéu tri sot rét
ac tinh. Cac san pham cua khoa hoc cong nghé vé vic-xin dd cung cap cho chuong trinh
tiém ching m¢ rong nhidu vic-xin trong nude ¢ chat lugng GMP qudc té nhu: Vic-xin
bai liét, uén van, viém gan B, viém n3o Nhat Ban,... da lam gidm ro rét nhiéu bénh dich
ma trudc kia de doa strc khoe tré em. Nghién ctru san xuét duge cac bd sinh phém chan
doan viém ndo Nhat Ban sét xuat huyét, viém gan B... co chét lugng tot va dap ung yéu
cau cho chan doan, mét sd vac-xin c6 kha nang xudt khau.

2. i nghién ctiru tng dung nhiéu ky thuat méi hién dai, thiét thuc ning cao chat luong
chan doan va diéu tri. Cac k¥ thuat chan doan bang hinh anh di dugc ap dung tai hai
Trung tam chuyén sau Ha Noi va thanh ph6 HO Chi Minh, da gop phan phat hién chinh
xac mot sd cin bénh ma trudce kia khéng chan doan duoc. Cac ky thuat diéu tri hién dai
nhu phau thuat noi soi tan soi, ghép than, ghep tay, hdi strc cap ctru... dd ctru chira duoc
nhiéu ngudi bénh ma trude kia diéu tri két qua rat thap hoic khong chira duoc.

3. Vé linh vyc duogc, da tip trung vao ndi dung tao ngudn nguyén liéu lam thude nhu 1a: da
nghién ciru nang cao hiéu qua trong ciy thanh cao hoa vang va chiét xuat Artemisinin,
phuc hdi ciy canh-ki-na, chiét xuit cac Ancaloit khac tur cdy dua can ngoai Vinblastin.
Nghién ctru tai sinh Sa nhéan, Hoang Ding tao thém ngudn nguyén liéu ch1et xuét Berberin
o Viét Nam. Thuc hién chon giong va trdng du du tap trung tao nguon nguyén li¢u dé
chiét xuat Papain sir dung trong cong nghiép duoc, thuc pham va xuat khau.

Yéu cdu:
- Nhdp van ban trén va dat tén la: “khoahoccongnghe.doc”

- Hién thi van ban ¢ dang Normal, WebPage, Print Layout
- Luu van ban voi tén moi la “KHCN _Yte.doc”
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Bai3 SOAN THAO, CHON, TiM KIEM, THAY THE VAN BAN

Muc tiéu

Sau khi hoc xong bai nay, sinh vién sé co kha nang

Thuc hién duoc thao tac soan thao van ban

Thuc hién duge thao tac chon khéi vin ban

Thuc hién dugc céc thao tac sao chép, Cét, déan khoi van ban
Thuc hién dugc cac thao tac tim kiém, thay thé

1 Cac qui tac trong soan thao van ban
- Nhap ndi dung van ban trudc khi thyc hién cdc thao tdc can chinh van ban dé
nang cao tdc dd soan thao va 1am cho vin ban théng nhét hon.
- Sau khi nh@p xong ndi dung van ban thi thuc hién cdn chinh van ban.
— Mubn cin chinh véi phan nao caa vin ban, phai chon phan d6 trudc roi moéi sir
dung céc cong cu dé can chinh van ban

2 Mot sé khai niém co’ ban vé soan thao vin ban

Character (ky ta): Mot phim ky tu duoc go tir ban phim (trir cac phim chirc nang).

Word (tir): Mot nhém ky tu duoc phan cach bang khoang tring. Mot tir ¢6 thé duoc
giéi han boi 2 khoang trang ¢ 2 dau hodc 1a mot khoang trang & cudi - day 1a trudng hop
céc tir & dau doan van.

Paragraph (doan van ban): Mot doan van ban 1a mgt nhém céc tir va cac diu cau
duoc két thiic bang phim Enter. Mot tai liéu c6 thé c6 nhiéu doan van ban.

Word Wrap: Day la kha nang van ban ty dong xubng dong khi gap 1& phai cua cira s6
soan thao vin ban. Trong nhiéu truong hop van ban khong ty xuéng dong trir khi ngudi
dung go phim Enter. Khi d6 ta phai str dung tuy chon nay.

Trong qua trinh nhap vin ban c6 thé dung:

- Shift+Enter xuéng dong khong tao paragraph méi (Line Break).

- Enter xubng dong tao paragraph méi (End of Paragraph).

- Ctrl+Enter ngit sang trang méi (Page Break).

3 Soan thao van ban

3.1 Chon vin bdn

e Chon mgt tir

- Cach 1: Kich dap chudt trai trén tu do

— Céch 2: Di chuyén con tré soan thao vé dau cua tir, an giit phim Shift, tiép d6 (van
giit phim Shift) ding phim di chuyén sang phai — dé chon ting ki tw cho dén khi
hét tir can chon.

e Chon m¢t hang (dong) van ban
— Céch 1: Di chuyén con tré chudt vé phia cuc trai ctia dong can chon cho dén khi
con tré chudt co6 dang é] , 4n phim chuot trai, khi d6 ca dong s€ dugc chon.
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3.2

Cach 2: Di chuyén con tro soan thao vé phia cuc trai cia dong can chon sau d6 bAm
giltt phim Shift va dung cac phim di chuyén nhu phim End hodc phim di chuyén
sang phai — dé chon van ban dén cudi dong.

e Chon nhiéu dong trong vin ban

Cach 1: Di chuyén chudt vé phia cyc trai ciia dong dau tién can chon trong van ban,
khi chudt c¢6 dang A 4n phim chuét trai, khi d6 ca dong dau tién s& dugc chon,
tiép tuc an gilt phim chudt trai va kéo chudt xudng, khi dé ta c6 thé chon dugc
nhic¢u dong.

Cach 2: Di chuyén con tré soan thao vé phia cuc trai cia dong can chon sau d6 bam
gilt phim Shift va dung cdc phim di chuyén nhu phim End hodc phim di chuyén
sang phai, sang trai, phim di chuyén 1én, phim di chuyén xudng, phim Page Up,
Page Down dé chon van ban.

e Chon m¢gt doan van ban (paragraph)

Cach 1: Di chuyén chudt vé phia cuc trai cia mot dong trong doan can chon trong
van ban, khi chuot c6 dang ﬂ , nhip dup phim chudt trai. Khi d6 ca doan van ban
s€ duoc chon.

Céach 2: Di chuyén chudt vao doan van ban can chon, nhan gitt phim Ctrl va nhan
phim chut trai, khi d6 ca vung s€ dugc chon.

e Chon toan b file van ban
Cach 1: Nhan giit phim Ctrl+A
Cach 2: Chon menu Edit/Select All.

Cac lénh soan thdo

Lénh Biéu tugng | Phim tuwong ting Y nghia

Chuyén doan vin ban di
Cut & Curl + X chon vao bd nh¢ Clipboard

Chép doan van ban da

E: - :
Copy Curl +C chon vao bd nhd Clipboard
Dén doan van ban ¢ trong
Paste iz Cul+V Clipboard vao vi tri con trd

text

e Copy mjt viing vin ban tir ché nay sang ché khac trong vin bin
- Budc 1: Panh déu chon mét ving vin ban.
- Budc 2: Chon Menu Edit/Copy hodc nhan t6 hop phim Ctrl+C.
- Budc 3: Bit con tré text & mot vi tri can _copy doan van ban trén dén.
- Budc 4: Chon Menu Edit/Paste hodc nhan t6 hop Ctrl+V.
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e Di chuyén mot vung van ban tir chd nay sang chd khac trong van ban
- Buéc 1: Banh diu chon mot vung van ban.
- Budc 2: Chon menu Edit/Cut hoac nhan t6 hop phim Crri+X.
- Budc 3: Bit con tro text & mot vi tri can chuyén doan van ban trén dén.
- Budc 4: Chon menu Edit/Paste hoac nhan t6 hop Ctrl+V.

¢ Xoa m¢t vung van ban
- Chon vung van ban.
- Nhan phim Delete dé xoa vung van ban da chon.

4  Tim kiém va thay thé van ban

4.1 Tim kiém van badan

Pé tim kiém mot ki tw, mot nhom céc ki tu trong van ban, thuc hién mot trong cac
cach sau:
— Céach 1: Nhan to hop phim Ctri+F
— Cach 2: Chon menu Edit/Find...
Vi ca 2 cach trén mot man hinh nhu sau:

Find and Replace @

Find lReglace] G0 To ]

Find what: |5|:|e_|n thao wan ban| ﬂ
Options:  Search Down

[ Highlight all items Found in:

J Less & | Eind Mext | Cancel
Search Options
Search; Dovar -

[ Match case

=

[ Use wildcards

[ Sounds like (English)

[ Find all word Farms (English)
Fird

Format - Special | |

—  Find what: Nhap n6i dung cin tim vao 6 nay.

- More: Néu mudn hién thi muc Search Options thi chon nut 1énh nay. Sau
khi da chon nut 1énh nay thi nut nay s& chuyén thanh Less. Dé tit muc
Search Options (nhu trén hinh) hdy chon lai ntt Less.

- Search: Cho phép tim kiém ca vin ban (41), tim kiém tir vi tri con tré dén
cudi van ban (Down), tim kiém tir vi tri con tro dén dau van ban (Up).

- Match case: Néu tuy chon nay khong dugc chon thi chirc nang tim kiém nay
s€ tim céac ki ty ma khong phan biét chir hoa va chir thuong, tic 1a chic
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nang tim kiém coi chir ‘a’ va chir ‘A’ 1a giong nhau. Néu tuy chon nay dugc
chon, chuc néng tim kiém s€ tim ki€m c6 phan bi¢t chit hoa va chir thuong,

tirc 1a coi chir ‘a’ va chir ‘A’ 1a khac nhau.

Sau khi da chuan bi xong, nhap nat 1énh Fine Next, Word sé& bat ddu qua trinh tim
kiém, néu tim ra tir thoa diéu kién, tir d6 s€ dugc danh dau chon trong vin ban va cho
chung ta quyét dinh. Néu mudn tim tiép thi nhip vao nit Fine Next & Word tiép tuc

tim. Nhan nat 1énh Cancel dé khong thi hanh Iénh.

4.2 Thay thé vin ban

Pé thay thé mot ki tu, mot nhom céc ki ty thanh mot ki tw, mot nhom céc ki tw méi

trong van ban, thuc hién mot trong cac cach sau:
— Céach 1: Nhan t6 hop phim Ctri+H
- Céch 2: Chon menu Edit/Replace...
V61 ca 2 cach trén mt man hinh nhu sau hién ra:

Find and Replace

Find Replace l @o To ]

Find whak: |Min:rn:ns::nFt Ward

Replace with: |M5'-.-'-.-'|:|r|:||

Less % | Replace Replace All | Eind Mext | Cancel

Search Options

Searchy all -

[ Match case

-

[ Use wildcards

[ Sounds like (English)

[ Find all word Farms {English)
Replace

Format - Special - |

- Find What: Nhap noi dung can thay thé — vi du: Microsoft Word
- Replace With: Nhap ndi dung can thay thé - vi du: MSWord

—-  Céc tuy chon con lai hoan toan twong ty v6i phan tim kiém da trinh bay &

trén.
- Search chon pham vi tim (All — Down — Up).

—  Match case — phéan biét cach viét chit in v6i chit thudng. Néu c¢6 dung  thi

lénh Replace xem céach viét chir in s& khac cach viét chir thuong.
Vidu word # Word # WORD

Néu khong dung thi 1énh Replace xem céach viét chit in va cach viét chir

thuong la nhu nhau.
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Vi du: word = Word = WORD
—  Find Whole Words Only — phan biét cu trac tir. Néu c6 dung M thi 1énh
replace c6 phan biét cu triic tir.
Vi du: word # wordxp # xpword
Néu khong dung thi 1énh Replace khong phan biét ciu tric tir.
Vi du: word = wordxp = xpword
- Use wildcards - st dung céc ky tu dai dién.
Céc ky tu dai dién (d6 1a ddu cham hoi va dau sao) ding dé thay thé cho nhimg ky
tu can tim nhung khong nhé chinh xac
Mot ddu chidm hoi (?) thay cho bat ky mot va chi mot ky tu ndo.
Mot dau sao (*) thay cho mot lwong ky tur bat ky.
Néu c6 dung ¥ thi 1énh Replace méi hiéu dau chidm hoi va dau sao 13 ky tur
thé chan.
Vi du: w??d c6 thé 1a word, wild (trong wildcards) hoic wind (trong
window).
Néu khong dung ¥ thi 1énh Replace s& xem dau chdm hoi va dau sao 1a ky
tu binh thuong.
Vi dy: w??d # word # wind
Sau khi da chuan bi xong, nhap nat 1énh Find Next, Word sé& bat diu qua trinh tim
kiém, néu tim ra tu thoa diéu kién, trr 6 s€ duoc danh dau chon trong vin ban va cho
chung ta quyét dinh. Néu muén thay thé tir ndy thi nhip vao nat Replace, sau khi thay
xong Word s& tim tiép. Néu mudn thay thé tit ca cic tir cAn tim thi nhap vao nit Replace
All va Word sé& thong bao két qua (sd tir 3 duoc thay). Nhan nat 1énh Cancel dé khong thi
hanh Iénh.

Chu y
Lénh Replace gitip ban soan thdo vin ban nhanh hon bang cach viét tat nhing tir thuong
xuat hién trong van ban, sau do tim va thay the tw duoc viet tat bang tir hoan chinh.
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BAI TAP
Bai 1

NGHIEN CUU VE CAU TRUC VA SU PHAN BO CAC CHUC NANG YTCC O
VIET NAM

Phuong phap

Str dung phuong phap nghién ctru dinh tinh ket hop vé6i cac nguodn s lidu thir cap.
K§ thuat thu thap sb liéu chu yéu bao gdm: phong van siu va thao luan nhém. Thong tin
duoc phan tich theo kiéu chuyén gia, c6 st dung thang do Likert trong viéc danh gia mirc
dd hoat dong céac chuc nang. Ngoai ra c6 sir dung k¥ thuat phan tich diém manh, yéu, co
hoi, nhitng de doa (phan tich S.W.0.T) cho viéc phan bd cac chirc ning YTCC co ban lién
quan to1 tinh hinh hién tai & Viét nam.

Muc tiéu

Nghién ciru nay duoc thyc hién dya trén cac hoat dong thuc té cta hé thong y té va
cac hé thong khac lién quan cua nuoc ta, nham muyc dich tim hiéu 16 hon vé cau trac va
cac chuc nang YTCC va cong tac trién khal cua cac chu:c nang nay trén toan quoc ¢ moi
tuyen cung cap nhimg danh gia co ban vé ning luc trién khai cac hoat dong YTCC lam
nén tang cho phat trién k¥ ning va qui trinh gidm sat trong hé thong. Pay 1a mot trong ba
nghién ctru truong hop dugce thue hién ¢ 3 nude la Viét nam, Malaysia va Fiji do To chuc
Y té Thé gi6i - Khu vuc Tay Thai Binh Duong to chirc va tai trg, 14 co s de phat trién cac
nghién ctru khac trong tuong lai thong qua cac bd cong cu da dugc phat trién.

Yéu cau

- Soan thdo van ban trén, dat tén la “nghiencuu.doc”
- Di chuyén va sao chép khoi: ndi dung trinh bay o trén con chu’a dung thir tw: Hay
dung thao tic di chuyén khoi dé dwa phan néi dung cia “muc tiéu” 1én truce
‘phuong phap ™.
- Ghi lgi file voi tén la “nghiencuul.doc’
- Trong file “nghiencuul.doc” thic hién tim kiém va thay thé nhiw sau: tim kiém tat
ca cdc tir “YTCC” va thay thé thanh “Y té cong cong”
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Bai 2 .
Cho m¢t hop dong thué nha nhu sau:

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc 1ap - Ty do - Hanh phuc

HOP PONG THUE NHA

Can ctr Phap 1énh Hop dong Kinh té ngay 25/09/1997 va Phap 1énh Trong tai Kinh té ngay
10/01/1998 ctia Hoi ddng Nha Nude
Can cir Nghi dinh s6 17/HDBT ngay 16/01/1998 ctia Hoi dong Bo trudng qui dinh chi tiét
viéc thi hanh Phap 1énh Hop Pdng Kinh Té.
Hom nay ngay .... (tu dién ngay thang)
Bén A: Ba Lé thi V, cha sé hiru nha sb 999 Huynh Van Banh, Phuong 6, Quan Phtt Nhuan,
TP H6 Chi Minh — Chung minh nhan déan s6 020345678 do Cong an TP. Ho Chi
Minh cip ngay 27/06/1992. (goi tit 1a bén A)
Bén B: Cong ty TNHH Robotic (goi tit 1 bén B)
- Dja chi lién lac : S6 123 Nguyén Trai, Quan 1, TP. H6 Chi Minh
- Dién thoai : 8222345
- Do tién si Cao A, Giam dbc Cong ty lam dai di¢n
Hai bén thoa thuan cho thué va thué nha s6 999 Huynh Vian Banh, Phuong 6, Quan
Pht Nhuan, Tp. H6 Chi Minh theo cac diéu khoan duéi day.

Diéu 5: Trong qua trinh thyc hién hop déng, mdi bén néu thiy can c6 su thay doi mot hay
nhiéu diéu khoan c6 lién quan dén cac diéu khoan da ghi trong hop déng hoic ngumg hop
dong trude thoi han phai bao trude cho bén kia 30 ngay va cung nhau giai quyét.
Piéu 3: Gia nha cho thué va thanh toan dugc tinh 5.000.000 dong mdi thang. Gia nay dugc
giit 6n dinh trong sudt thoi gian Hop dong c6 hiéu luc. Bén B thanh toan cho Bén A mdi thang
bang tién mit.
Piéu 2: Thoi han thué nha 13 2 ndm ké tir ngay 01/05/1999 dén hét ngay 30/04/2001.
Pidu 1: Bén A thoa thuancho Bén B thué phan phia mat tién duong cua nha s6 999 Huynh
Vin Banh, Phuong 6, Quan Phu Nhuan, TP. Hb Ch Minh véi dién tich 60m* gém
e Dién tich chinh . 45m?
e Dién tich phu : 15m>
dé cong ty TNHH Robotic sir dung 1am Cira hang giudi thiéu san pham
Piéu 6: Hop dong nay co hiéu luc ké tir ngay ki. Hai bén cam két thyc hién day du cac diéu
khoan da ghi trong hop dong.
Hop ddng duoc 1ap thanh 4 ban c6 gia tri nhu nhau. Mi bén giita hai ban.
PAI DIEN BEN A PAI DIEN BEN B

Piéu 4: Trach nhiém mdi bén
e Bén A c6 trach nhiém thanh toan moi khoan thué theo luét dinh (néu co)
e Bén B chiu moi chi phi vé dién, nudc, dién thoai do Bén Bsu dung, cac chi phi khac nhu

nhu cau sira chira nho, bao tri, phuc vu, bao vé clra hang, cic trang bi vin phong va

phuong tién lam viéc.
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Yéu cau

a) Go hop déng trén vao mot file co tén la thuenha.doc

b) Sao chép, cat dan cac doan trén cho ding thir tu
Tao mot ban hop dong trén mot file khac co noi dung twong ty nhu trong file thuenha.dgc.
Dat tén file do la thuenhal.doc. Trong file thuenhal.doc thay tén Bén A va bén B bang

cdc tén khac
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Tin hoc co so

Bai4 DINH DANG VAN BAN

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Dinh dang dugc Font chit str dung trong van ban
e St dung dugc cac biéu tuong va menu dé trinh bay doan van ban
e Thuyc hi¢n dugc céc thao tac trang tri doan van ban (tao mau nén, tao mau
chit, tao duong bao quanh doan van ban)

1 Trinh bay Font chir

1.1 Chén ky tw dic bit

Trong van ban, co thé chén vao mot sb ky tu do céac font chir dac bi¢t tao ra béng
cach dat con tré text ¢ vi tri thich hop, nhap menu /nsert chon 1énh Symbol

Symbol EIX)

Symbals l Special Characters ]

ANEE
-¢-t§=ﬂlm

a2

o
P
5

B &5 |O

%Y
H
©)
G

e o[
& |||
o %R

<l
@
£

Y

Recently used symbols;

@D €L ¥|O|®TML £ |<|=|+]|x|wo|ll
Wingdings: 32 Character code: |32 From;: |Syml:u:u| (decimal) ﬂ
AutoCorrect, .., | Shortcut Key... | Shorkcut ke

Insert | Zancel |

Font: ding dé thay d6i font chix, vi du chon font Windings s& c6 mot so dd font twong tng
hién ra.

Giir chudt kéo qua ting 6, ky tu trong 6 s& duoc phong 16n 1én. Nhap chon mot ky
tir can thiét, nhip nat 1énh Insert hodc nhip dip & ky tu can chén dé ky tu duoc chén vao
tai vi tri ctia con trd text. Lap lai cac budc trén dé chén thém cac ky tu khac vao van ban.
Nhiép nit 1énh Close dé dong hop thoai.
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Dinh dang van ban

1.2 Trinh bay Font chiv dung biéu twong trén Toolbar

Déanh dau chon mot doan van ban can trinh bay, nhap bi€u tugng 1€nh:
~ Times Mew Foman -

Font ding dé thay d6i font chir
font chtr, nhap chon mot tén font chit thich hop.

, nhap nut tam gidc d€ co6 ban li¢t ké cac

Font Size dung dé thay doi kich thudc font chir Z 8 , nhap nut tam giac dé c6 bang liét ké
cac font chit (dung don vi la point), nhép chon mét s6 thich hop, ngoai ra ban con co thé
g6 s tiry chon vao.

Font Style dung dé thay dbi kiéu chit, gdm cac biéu twong 1énh:

B Bold chir dam
I Italic chit nghiéng
u Underline chir gach dudi
A - Font color chon mau chit, thuong dung Automatic
Nhap nut tam giac cua biéu tu:0‘ng " Highlight, chon ldy mot mau. Con tré chudt

s€ dugc gan kém mot cay viét, kéo chudt qua doan vin ban can chiéu sang.

Nhiép chudt vao biéu twong Highlight mot 1an nita dé tit chirc nang chiéu sang.

Dé tit doan vin ban d3 duoc chiéu sang, danh d4u chon doan van ban, nhép nut tam
giac ctia biéu twong Highlight, chon None.

Chu y
Neu in van ban bang may in trang den, mau chiéu sang sé chuyén sang thang xam.

1.3 Trinh bay Font chir dung lénh trong menu

Panh dau chon mét doan vin ban, vao menu Format chon 1énh Font...
Céc Iénh Font, Font Style, Size, Color c6 cach dung tuong tu nhu da dung cac biéu tuong.

39



Tin hoc co so

Font &3]
Fook l Character Spacing l Texk Effecks l
Eont: Font skyle: Size:
|Times Mews Roman |Regular 13
Times Mew Raman g -
9
10

Fant colar: ndetling skvle:

| Automatic ﬂ |{nu:une]l ﬂ | J
Effects

[ Strikethrough [ Shadow [ Small caps

[ Double strikethrough [ outline [ &l caps

[ Superscript [ Emboss [ Hidden

[ Subscript | Engrave
Preview

Titries Mew Eotran

This is a TruaType Font, This Font will be used on both printer and screen,

Default, .. Ik | Cancel

e Underling style: dung dé gach duéi ky tu, gdm cac 1énh:
- None: khong gach dudi
- Single: gach dudi moét nét
- Words only: chi gach dudi tung tur
- Double gach du’éi nét d()'

- Dot dash. gach dudi bang dudng chdm gach
- Dot dot dash:gach dudi bang duong cham chdm gach
—  Wave: gach dudi bang duong dang song
e FEffects: tao hi¢u ung cho chir
- Strikethrough: gaeh—g&-&a—eha—b&ng—é&emg—éeﬁ
- Double strikethrough: geeh-gita-echi-bingdusneds: '
- Superscript: dua chir lentrén 5 giam kich thuoc
- Subscript: dua chit yyéng qusi Va glam kich thude
- Shadow: chir c6 bong
—  Outline: chft ¢6 dgng nay d6 cb biet khong
Emboss:
- Engrave:
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Dinh dang van ban

- Small Caps: D61 CHit THUSNG THANH CHir IN VoI KICH THUGC NH6 HON
- All Caps: POI CHU THUONG THANH CHU IN CO CUNG KiCH
THUOC
- Hidden: 4n doan vin ban
e Font Color: t6 mau cho chir

Chu y

Néu sur dung may in mau, mau cua chit sé dwoc in dung voi mau da chon. Néu ding mdy
in trang den, mau chi s chuyén thanh thang xam, trong trwong hop ndy sé c6 mot s6 mau
khi in ra sé la trdang

Red  in thanh mau den
Pink in thinh mau tring
Blue in thanh mau den
Bright green in thanh mau tréng

Chon mau 1a Auto, mau chir c6 thé ty dong thay doi tuong phan v6i mau nén. Néu
nén mau trang chir s& c6 mau den, nen mau den chit s& c6 mau trang.

Sau dd chon xong cac 1énh can thiét trong hop thoai Font, nhip 1énh Default... dé
luu gitr cac 1€nh da chon lam default.

Microsoft Word

9P Do you wank ko change the defaulk fonk to (Defaulk) Times MNew Roran, 13 pee

-
o This change will affect all new documents based on the MORMAL terplate.,

Yes Mo

Nhiép nit 1énh Yes, 1énh trinh bay font chit Default c6 tac dung ngay, dong thoi né
con du:qc luu trir lai trong file NORMAL.DOT cua Word dé 1énh con cé hiéu luc trong
nhiing lan lam viéc sau do.

Chu y

Cac Ignh trinh bay fon chir rdt da dang giup nguoi sur dung co nhiéu kha nang chon lya.
Nhung trong thuec té, néu khéng cé yéu cau déc biét thi diéu quan trong ciia mét van ban
la phdi ré rang va dé doc.

2 Trinh bay Paragrap — BDoan van ban

2.1  Sirdung cdc biéu twong lénh
» Alignment — Trinh bay tuyén tinh theo chiéu ngang
- Danh dau chon Paragraph
- hap chon mot bi€u tugng 1énh
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Left Chinh cac dong chir thang 1& bén trai

Center Chinh cac dong chit can dbi theo truc

Right Chinh cac dong chir thang 1& bén phai

Chinh cac dong chir thang ca 1é bén trai 1an 1& bén
phéi

* Indentation — Trinh ba‘tyqllé cua Paragraph ‘ o

L& trai cuia Paragraph co6 thé dugc diéu chinh nhanh bang cach nhap biéu tugng

Justify

Lé trai ctua Paragraph di chuyén sang bén phai
mot budc Tab
Lé trai cta Paragraph di chuyén sang bén trai
mot budc Tab

e Ding Ruler dé trinh bay Ié ciia Paragraph

Lé cla Paragraph dang dugc danh d4u chon 1a vi tri tuong ddi cua cac biéu tuong
Iénh trén Ruler.

e Dung chuét kéo cac biéu twong lénh

Kéo nut tam gidc trén = First Line Indent, chi c6 mot nut nay di chuyén (cac nut
phia dudi van dtng yén), thay doi 18 trai ctia dong dau tién trong Paragraph theo kiéu thut
dau dong.

Kéo nut tam giac phia du6i B Hanging Indent, ntit nay s& di chuyén cung véi nuat
hinh chir nhat (nat tam giac phia trén dung yén), thay ddi 18 trai ciia cac dong dudi trong
Paragraph theo kiéu treo dau dong.

Kéo nat chir nhit o Left Indent, ca 3 nut s& di chuyén ciing mét luc, thay di 1& trai
cua Paragraph.

Kéo niit tam gidc bén phai right & Indent, thay d6i 1 phai cta Paragraph.

Cac mau trinh bay cta Paragraph:

Tl
i

Decrease Indent

Tk
m

Increase Indent

None First Line Hanging
| S TP | N A T R F"Q!"'?"'!'ﬂ
Chui y

Pé thé hién ding tinh chat thut vao (indent), chi nén kéo cac biéu twong sao cho vi tri cia
chiing van con nam trong pham vi mau trang ciia thuéc do (thong thuong tir 0 t&i 6 inch)
la thich hop.
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Dinh dang van ban

2.2  Swdung Menu
Péanh ddu chon Paragraph, vao menu Format chon 1énh Paragraph.

Faragraph

Indents and Spacing l Line and Page Breaks

General

Alignmment: Justified = Cutline lewel: |B|:u:|';.-' kext -

Indentation

Left: 0cm 3: Special: By
Right: |III cm jl |I{n|:|ne]| j | il

Spacing
Before: 0 pt = Line spacing: Ak
After: |EI pt il |E><a|:l:|y j |22 pt il
=

Presview

Tabs... | Ik | Cancel |

— Alignment - Lénh can 1& ngang cta Paragraph gdm: Left — Centered — Right —
Justify.
— Indentation - Lénh dat 1& cho Paragraph (don vi = inch).
+ Left - s6 do khoang cach 1¢ trai.
+ Right - s6 do khoang cach 18 phai.
+ Special - gdbm céc 1énh:
None - First line va left thing hang nhau.
First line - First line & bén phai cia left, dong dau tién thut vao bén trong.
Hanging - First line & bén trai cua left, dong dau tién treo ra ngoai.
By - S6 do khoang cach giira first line va left.
- Spacing - Khoang cach trong Paragraph.
+ Before - Khoang cach so vdi Paragraph trén (don vi = point).
+ After - Khoang céach so v&i Paragraph dudi (don vi = point).
+ Line spacing - Khoang cach giira cac dong trong mot Paragraph.
- Single - 1 line
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-1.5 line- 1.5 line

- Double - 2 line

- At least - Tao khoang cach 16n hon mét dong (1 line).

- Exactly - Khoang cach chinh x4c theo s point da cho.

- Multiple - Khoang cach tinh theo line, ti thiéu = 0. 5 line.

2.3 Trinh bay van bdn dang liét ké

Vin ban dang liét ké 1a mot kiéu trinh bay dic biét, co thé nhan biét nho cac ky
hiéu ding dau mdi Paragraph (thong thuong 1a dau gach dau dong, ddu * hodc cin than
hon 1a cac sb thir ty 1, 2, 3 hay a, b, c...). C6 hai dang liét ké: bang sb thir ty hodc bang
cac ky tu dac biét.

e Dung biéu twgng 1énh

— Danh diu chon cac Paragraph lién tiép.

— Trén Toolbar nhap biéu tugng 1énh Numbering = Piu mdi Paragraph s€ duogc
chen thém mot so ky tu.

— Trén Toolbar nhip biéu tuong 1énh Bullets = Diu mdi Paragraph sé duoc
cheén mdt ky tu dac biét.

e Dung Menu

Panh diu chon cac Paragraph can trinh bay, vao menu Format chon 1énh Bullets
And Numbering.

Bullets and Numbering

Bulleted IMLII'I'Il:IEI"Ed Cutline Murnbered | List Skvles

. u] Ll

MNone . o -

. u] Ll
+ < > v
+ < = v
+ o 3 ¥

(0] 4 | Cancel |
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Dinh dang van ban

- Lop Bulleted

Chon mét mau liét ké bang ky tu dic biét. Nhip nat 1énh Customize... dé hiéu chinh
thém céach dinh dang cho Bulleted.

Customize Bulleted List

Bullet character

Fork...

o‘#‘i‘{}

| Character. .. | Picture. ..

Bullet position

Text position
Tab space after;

Presview

3.81 cm El:

Indent at: |3.17 cm El:

Indent at: |3.81 cm El:

Cancel

Bullet character: Liét ké cac ky tu dugc chon trude, co thé chon ky tu khac béng cach

nhap nit 1énh Font...
chon ky tu méi.

hoac Bullet...

mot hdp thoai maéi hién ra cho phép chon font chir va

Chii

Word XP cé thé tw déng trinh bay van bdn theo kiéu liét ké néu ching ta gé diing quy

woc:

+ Néu dau dong gé dau (*) hoac ddu gach (-) kém theo mét khoang trang réi méi gé
noi dung thi khi Enter xuong dong tao Paragraph mdi sé trinh bay z‘heo kiéu Bullet.
+ Néu dau dong g6 s6 (1-) hodc chii(a-) kém theo mot khoang trang réi méi go nji
dung thi khi enter xuéng dong tao Paragraph mdi sé dwoc trinh bay theo kiéu

Numbering.

C6 thé tit chirc nang tu dong trinh bay van ban theo kiéu liét ké bang cach nhip
menu Tool — Autocorrect, chon 16p AutoFormat as you type, nhap tat 1énh:

Automatic bulleted lists
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- Automatic numbered lists
- Lop Numbered
Trong hop thoai hién ra 8 mau, nhép chon mot mau — OK.
Néu mudn hiéu chinh chi tiét hon cho mau da chon, c6 thé nhap nat 1énh Customize... dé
hiéu chinh thém cho Numbered.
Hop thoai Customize Numbered List hién ra

[ Customize Numbered List &3

Mumber Format

|1. Font...

mumber skyle:

1,23 .. - Skart at: |1 3:

Mumber position

|LEFI: j aligned at: [3.17 cm El:

Text position
Tab space after;

3.81 cm E|: Indent at: |3.81 cm E|:

Presview

b=

Ik | Cancel |

- Number Format: cach dinh dang s6 thtr tu nhu 1, hodc 1- hodc (1)-

— Font... thay dbi font chit cho s6 thir tir

- Number style: chon kiéu danh sb thi tu 1, 2, 3 hodc a, b, ¢ hoac L, 1T, IIL...

- Start at: s6 bt dau.

-  Number position: vi tri clia s6 thtr tu dugc thé hién thong qua céac I¢nh nhu: Lef?,
Center, Right va nut Aligned at.

— Text psition: vi tri chit ctia Paragraph dugc thut vao so véi sd thi ty thé hién trong
muc Indent at.

3 Trang tri doan van ban

3.1 Tao Border
Dung Border dé trang tri cho Paragraph nhu tao dudng vién bao quanh Paragraph
hodc tao mau nén cho Paragraph.
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e Sur dung toolbars

Nhip biéu twong 1énh Tables and Borders trén Toolbar s€ c6 thém thanh cong
cu Tables and Borders (nén di chuyén thanh cong cu ndy nén trén sip dung vao vi tri cac
thanh cong cu dé né khong che khuat ving lam viéc ctia van ban).

Thanh cong cu nay dugc dung cho 2 phéan 1a Tables and Border.

Tables and Borders v X
J 2 - v |EH- -
A - . @ 8l i
Trong muyc nay chung ta chi xét dén nhiing 1énh ctia Borders.
* | Line Style Chon dang nét ké.
R Line Weight Chon do¢ day nét ké.
7 Draw Table V¢ bang tinh

Gom cac 1énh tao duong ké bao quanh Paragraph
nhu outside, top, bottom...

Sl Shading Color Tao mau nén cho Paragraph.

Cach thuc hién Border

— Budc 1: Danh diu chon cac Paragraph can trang tri (néu chon mot Paragraph thi chi
can dit con tro text trong mot dong chir ctia Paragraph 1a duoc).

— Budc 2: Nhip biéu tuong line style dé chon mot dang nét ké. Nhap biéu tuong Line
Weight & chon do day nét ké. Nhip biéu twong Border Color dé chon mau cho nét
ké.

- Buwde 3: Nhip vao nit tam gidc cia biéu tugng Border dé chon dudng vién thich
hop.

- Border

Outside Border Tao dudng vién bao xung quanh Paragraph.
Top Border Tao dudng vién phia trén cua Paragraph.
Bottom Border Tao duong vién phia dudi cuia Paragraph.
Left Border Tao dudng vién bén trai ctia Paragraph.
| | Right Border Tao duong vién bén phai ctia Paragraph.
Tao tat ca cac duong vién gom dudng bao xung quanh va cic
B | All Borders duong ngang doc bén trong (thuong dung trong bang biéu —
Table).

4 | Jnside Border Tao duong vién ngang doc bén trong (Iénh nay thuong dung

trong bang biéu — Table).

« | Inside Horizontal | Tao cac dudng vién ngang gitta cic Paragraph (Iénh nay

"""" Border thudng dung trong bang biéu — Table).

" Inside  Vertical | Tao dudng vién doc ( 1énh niy thudong ding trong bang biéu —
" | Border Table).

| No Border Bo cac dudng vién di tao.
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Chu y
Khi tao Border thi chiéu rong cua dwong vién duoc xac dinh bang lé cua Paragraph
(indentation) va chiéu cao cua no sé bang chiéu cao cua Paragraph.

Néu chi chon mot doan vin ban trong Paragraph (chon bang cach kéo chudt dé to
den mdt doan van ban) ma dung I¢nh Border and shading thi 1€nh nay chi c6 tac dung trén
doan chir da chon. Ngoai ra, con co thé tao Border riéng cho ting canh.

Vidu:

Dang Box: Line Style = Nét d61 (hodc nét déi day méng...), Outside Border

Dang Shadow: Line Style = Nét don, Line Weight = % pt nhap Top Border va Left
Border, Line Weight = 3pt nhip Bottom Border va Right Border, Shading = Gray 20%

e Sir dung Menu
Panh dau chon Paragraph, vao Menu Format chon 1énh Border and Shading...
Chon 16p Borders dé tao duong vién

Borders and Shading

Borders l Page Border ] Shading l

Setting: Skyle: Preswiewm
— - Click on diagram below ar use
Hone buttons to apply borders
g =
I: Shadow T hd

Coler: | =1 .
Aukarmatic -

B = -
Widkh:

g— | vept ——— j Apply to:

Cuskom
nd - |F'aragraph j
Opkions. ..

Show Toolbar | Horizontal Line. .. | Ik | Cancel |

- Setting Chon dang dudng vién.

— None Khong tao duong vién.

- Box Tao dudng vién bao xung quanh c6 bong.

- Shadow Tao duong vién bao xung quanh c6 bong.

- 3D  Tao dudng vién bao xung quanh c6 dang ndi (3 chiéu.
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- Custom Tao duong vién cho ting canh (chon Width, sau d6 nhip chon nat thé
hién cho tirng canh & muc Preview)

- Style Chon dang cua nét.

— Color Chon mau cho dudng vién.

- Width D day cua nét.

- Apply to Chon pham vi anh hudng cta 1énh (Paragraph hodc Text).

Chon 16p Page Border - Tao dudong Vlen cho trang in.

Lénh nay c6 tac dung tao duong vién cho trang in bang cach ké khung bao quanh
trong trang gidy.

Cach dung tuong tu 16p Border, c6 thém 1énh art dé tao duong vién trang tri cho
trang gidy bang hinh v&.

3.2  Tao mau nén
Chon 16p Shading dé tao mau nén cho Paragraph
- Fill Chon mau nén.
— Patterns Tao lu6i trén nén fill bang cach chon mau (Color) va chon kiéu

Borders and Shading

Borders l Page Border  Shading l
Fill Prewiew

| Mo Fill

T rrrrre

FEEEERENN : :
EREEEEEE | A

ENEEEEN

N RN

R N
T T T T moecolors.. |

Patterns
Skwle:

Apply ta
cl
":' = j |F‘aragraph j
| K

Shows Toolbar | Horizonkal Line. .. | (04 | Cancel |
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Chu y
Word XP con cé kha nang tw dong Border cho Paragraph néu ching ta g6 ding quy wéc:
+ DPau dong, g6 3 ddu bang (=) va gé Enter, Word sé tir tao dwong gach duéi
bang nét déi mong.
+ BPau dong, gé 3 dau gach (-) va g6 Enter, Word sé tw tao dwong gach dwdi bang
nét don mong.
+ DPau dong, g6 3 ddu gach dai () va go Enter, Word sé tw tao dwong vach duéi
bang nét don day.
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BAI TAP
Bail
YTu haty
Ching dai gi em ude né bang vang
Tedi tim em anh di ting biét day
Anh la nguoi eoi thuong caa edi
Em ciling khdng mong né giéng mat trdi
Vi sé tét khi bong chiéu d6 xuéng
Lai minh anh véi dém dai cam lang
Ma long anh xa cach véi long em
Bist nit gan %@7{4@ cdeh ciia you lin
Em tré vé ding nghia trai tim em
Biét khao khat nhitng diéu anh mo uéc
Biét xic déng qua nhiéu nhan thic
Biét yéu anh va biét dudc anh yéu
Yéu cau :

1. Soan thao bai tho trén, ghi lai voi tén file la “Tu hat.doc”
2. Pinh dang bai tho theo ding mau
Hinh § duwoc chén vao nho 1énh Insert/ Symbol. Sau do chon Font la Webdings,
ban sé tim thdy hinh nay.
Kho 1 dung font chir la .VnAristote, co chir la 14, canh 1é trdi 2.54cm
Khé 2 dung font chir .VnArial, co chit 12, canh 1é trdi 3.81cm
Khé 3 ding font chit .VnKoala, ¢& chit 17, canh 1é trdi 3.81cm
Khé 4 ding font chit .VnBlack, c& chi 12, canh [é trdi 5.08cm
Chu ¥, dé soan thdao dwoc cdc font cé tén bat dau bang .vn (vi du .vndrial) thi phdi
chon chudn goé la TCVN3
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Bai 2

Truong Pai hoc Y té Cong Cong Ha ndi 13 mot trong sd it cac co s& ¢ Viét nam
két hop gitta dao tao va nghién ctru. Trudng khong chi ¢ nhirng bd mén truyén thong vé
Y té cong cong nhu Théng ké Y té, Dich t& hoc, Strc khoe mdi truong ma con cé nhitng bo
mon méi nhu Cac khoa hoc x4 hoi, Quan Iy Y té, Kinh té Y té, Chinh sach Y té. M6 hinh
nay ap dung cho dao tao Y té Cong Cong la duy nhit & Viét nam.

Ngay nay, su phat trién cua khoa hoc x@ hoi da c6 anh huong quan trong den linh
vue Y té Cong Cong. Nhing ly thuyét vé hanh vi strc khoe da gitip cac can bd Y té nhan
thirc va thiét ké cac chu’(mg trinh can thi€p hi¢u qua véi cac hanh vi stic khoe khac nhau
nhu chwong trinh cai nghién thudc 13, chuong trinh dinh dudng, chwong trinh phong
chéng HIV/AIDS, v.v.. .Tuy nhién, nhirng van dé nay chua nhan duoc su quan tim thich
dang cua chuyén gia Y té Cong Cong ¢ Viet Nam. Gan day, chua mot chuong trinh dao
tao Y té Cong Cong nao dé cap dén cac van dé trén. Vi vay, Pai hoc Y té Cong Cong Ha
ndi ra doi véi muc dich cai thién va ting cuong cac nghién ctru vé khoa hoc x4 hoi bang
cach phat trién cac chuong trinh dao tao vé khoa hoc x3 hoi nhu nhan hoc Y té, x3 hoi hoc
va xem x¢t lai cac chuong trinh c6 lién quan nhu kinh &Y té, suc khoe sinh san véi su tro
giip cua cac chuyén gia nudc ngoai.

Yéu cau

1. Soan thao doan van ban trén

2. Dinh dang theo diing mau:

- Hinh L dwoc chén nho lénh Insert/ Symbol. Sau dé chon Font la Wingdings. Tim
hinh nay trong do.
Font chir soan thao la Time New Roman, co chit 13, chit co mau xanh blue, dan
dong la Multiple 1.3pt, dong ddu tién lii vao 1.27cm (chon First line la 1.27¢m)
Poan vin dwoc canh 1é thang ca 1é trdi va Ié phai
Tao Border bao quanh doan van (chon Border)
Mau nén chon la mau xdm nhat (chon Shading )
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Bai5 BANG BIEU

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thuyc hién dugc thao tac tao bang biéu trong Microsoft Word XP
e Thuc hién dugc cac thao tac trén bang biéu (tao bang, chén bang, nhap dix
liéu cho bang)
e Thuyc hién dugc cac thao tac hi¢u chinh bang biéu
e Thuc hién duoc céc thao tac trinh bay va trang tri bang biéu

1 Tao bang

Béang biéu (Table) 1a mot cach trinh bay van ban gdm cac 6 (Cell) c6 dang hang
(Row) va cot (Column). Cac cach tao bang biéu:
Cach 1

- Dit con tré text ¢ vi tri thich hop, trén thanh cong cu Tables and Borders nhap
chon biéu tuong Insert Table ™1, mdt bang mau hién ra.

- bat con tr6 chudt 6 6 dau tién, kéo chudt xudéng dudi dé chon sd hang, kéo chudt
sang phai dé chon s6 cot. Khi nha chudt, mot bang biéu dugc chén vao van ban co
du s6 hang va cot da chon, cac cot co do rong bang nhau va d6 rong cia mdi cot
bang 1¢ trang in chia cho s cot da chon.

ik
llll

CdChZ 3 x4 Table

bit con trd text ¢ vi tri thich hop trong van ban, nhép menu Table chon 1énh Insert
Table/Table, mot ctra sO hién ra nhu sau:

Insert Table Ex

Tatble size

Mumber of columns:

)

Murnber af rows:

AutoFit behavior

* Fixed column width: Auka El:

™ autoFit ko contents
™ AutoFit ko windaow

Table style: Table Grid AutoFormat...

[ Remember dimensions For new tables

ok | Cancel
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Trong ctra s6 nay:
—  Number of columns: S6 cot
- Number of rows : S6 hang
Chon OK, s& c6 mdt bang biéu duoc chén vao tai vi tri ban dau cta con tro text.
Vi dy: Chén bang biéu = 5x2 (5 hang va 4 cot), 6 rong cta cot (Column width)=1.
Khi d6 bang c6 dang sau:

2 Nhap ndi dung cho bang biéu

MJi 6 trong bang biéu c6 thé chira chit, chit sé hodc hinh v&. Nhip chudt vao mot
o, con trod text hién ra cho 6 dé cho phép nhép ndi dung cho 6 do.

Chiéu rong ctia mot 6 quyét dinh 18 cua Paragraph co trong 0, chir s& tu xuong dong
khi gip canh bén phai cua 6. Trong mot 6 co thé co nhiéu Paragraph (Nhin Enter dé
xubng dong va tao ra doan — Paragraph - moi).

Khi nhép xong néi dung cho mot 6, g6 phim Tab dé di chuyen con tro text sang 0
ké tiép bén tay phai, gd Shift+Tab dé di chuyén con tro text sang 6 ké tiép bén tay trai. Go
cac phim mili tén dé di chuyén con tro text di theo huéng mili tén.

Mot bang vi du nhu sau:

STT Ho va ten Diém Thi Xé}) loai

1 Tran Vin An 6 Trung binh kha
2 L& Hiru Loc 8 G161

Chu y:

Khi con tro text nam trong 6 cuodi cung cua bang biéu thi phim Tab sé co tac dung thém
mot hang moi vao cuoi bang biéu va tiép tuc nhdp noi dung trong hang maoi.

3 Hiéu chinh bang biéu
3.1  Chon hang, chon cét, chon o, chon bing

e Chon hang (Select Row)

- Cach 1: bit con tré text trong mot 6, vao menu Table, chon I¢nh Select Row, hang
chtra con tro text s€ duoc chon.
— Cach 2: it con tro chudt ¢ dau hang, con tré c6 dang M
+ Nhép chuot: chon mot hang.
+ Kéo chuét theo chiéu doc: chon nhiéu hang.
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e Chon c0t (Select Column)

- Céch 1: Bat con trd text trong mot 6, vao menu 7Table, chon 1¢énh Select Colunm,
cOt chura con tro text s€ duoc chon.
- Céch 2: Dit con tr6 chudt trén dinh cot, con tré c6 dang ¥
+ Nhép chuot: chon mot cot.
+  Kéo chudt theo chiéu ngang: Chon nhiéu cot

e Chon 6 (Select Cell)
bat chudt trong canh trai cia mot 6, con tro ¢6 dang M

e Chon toan bg bang biéu (Select Table)
Co thé ap dung céc cach nhu chon tAt ca cac hang, chon tat ca cac cot hay chon tat
ca cac 0.
Céach chon an toan nhit d6 1a dit con tro text & mot 6 trong bang biéu, vao menu Table
chon 1énh Select Table.

3.2  Caclénh chén, xoa

e Chen — Insert

Chén hang: Panh dau chon mot hang lam mdc, vao menu Table chon 1énh Insert
Rows (hodc nhip biéu twong Insert Rows), hang méi dugce chén vao & phia trén hang da
chon.

Dé chén mot hang mdi nam & cudi bang biéu, dat con tro text trong 6 cudi cling cua
bang biéu, gd phim Tab.

Chén c¢dt: Panh dau chon mét cot 1am mdc, vao menu Table chon 1énh Insert
Columns (hoac nhép biéu tuong Insert Columns), ct méi dugc chén vao bén trai cdt lam
moc.

Dé chén cot moi ¢ cudi bang biéu, danh dau chon cot ky hiéu (end of Cell) & bén
phai cua bang biéu, vao menu Table chon 1énh Insert Columns.

Chén 6: Panh dau chon mot 6 vao menu Table chon 1énh Insert Cells. .., hop thoai
Insert Cell hién ra. O méi duoc chén vao bang cach day cac 6 cii phu thudc vao 1énh chon
trong hop thoai Insert Cell:

Shift Cell right: Céac 6 cii trong ciing mot hang bi day sang bén phai.
Shift Cell Down: Cac 6 cil trén cing mot ¢t bj day xubng dudi.
Insert Entire Row: Chén mot hang mai.

Insert Entire Column: Chén mdt cdt moi.

Insert Cells B®

" shift cells right

(" 3hift cells up
" Insert entire row " Delete entire row

" Insert entire colurnn " Delete entire column

(0] 4 | Cancel | (8] 4 | Cancel
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e Xoa — Delete

Xoa hang: danh d4u chon hang can x04, menu Table chon 1énh Delete Rows.
Xod cét: danh dau chon cot cin xo04, menu Table chon Delete Columns.

Xod 6: danh diu chon 6 can xo04, munu Table chon Delete Cells.

Hop thoai Delete Cell c6 céac 1énh ngugc voi hop thoai Insert Cells.

Chii y

Lénh Insert Columns c6 tic dung lam bang biéu tré nén 16i 16m rat khé coi.

Vi du: Tt vi du trude, tién hanh chén thém cac hang va cot thich hop.

Panh diu chon hang 2 lam mdc, insert Rows, hang md&i1 duge chen vao s€ 1a hang
thir hai con hang cii s& bi ddy xubng dudi.

Panh dau chon c¢dt 4 1am moc, insert Columns, c6t méi duoc chén vao sé 1a cot thi
tu, con cot ¢l x€ bi déy sang phai.

Nhép tiép ndi dung trong 6 tuwong tmg, con tré text & 6 cudi (trung binh), g phim
Tab dé thém hang méi.

Stt Ho Va Tén Piém Tong Xép Loai
Word Excel

1 Nguyén An 8 7 Kha

2 Lé Na 9 9 Gioi

3 Théai Van 7 8 Trung Binh

3.3 Diéu chinh hang, cjt

e Chiéu cao ciia hang

Chiéu cao ctia hang thudong dugc dé ¢ dang tw dong diéu chinh (Auto) bang chiéu
cao clia 6 cao nhat ¢ trong hang. Tuy nhién, chung ta ciing c¢6 thé chinh chiéu cao cua
hang bang cach:

- Cdch I: Dt chudt ¢ duong ludi ngang cia bang biéu, kéo chudt theo chiéu
doc dé diéu chinh do cao thap ctia hang hodc nhip dap dé hang c6 chiéu cao
tu dong.

~ Cdch 2: Panh dau chon hang can hi¢u chinh, vio menu Table chon 1énh Cell
Height and Width chon 16p Row.

+ Height of Row... Chiéu cao ctia hang thu. ..

Auto: Chiéu cao tu dong.
At Least: Chiéu cao theo sd do (tdi thiéu 1a 1 line), at=...

Exactly: Chiéu cao theo s6 do chinh xac, at=...

+ + + +

Indent From left: L& trai ctia hang so véi 1& van ban.
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+ Alignment: Vi tri ctia hang so véi chiéu ngang cua trang gidy (left,
center, right).

e Chiéu rong cia cit
- Cdch I: dat chudt & duong ludi doc cia mot cot, con tré chudt c6 dang I,
kéo chudt theo chiéu ngang dé chinh do rong tuong ddi cho ¢t hodc nhip
dap dé chinh do rong tu dong cho cot (4utofit 1€ thudc chiéu rong cua 6 co
nhiéu chir nhat trong mot cot, nd lam cho chit trong 6 khong bi xudng dong).
- Cdch 2: danh diu chon mot ¢t can hiéu chinh, vao menu Table chon 1énh

+ Cell height and width - chon 16p Column.

+ Width of Column... 0 rdng cua cOt thir...

+ Space Between Columns: khoang céach gilta cac cdt (thuong dung
0.15”)cé tac dung lam cho chir trong 6 khong cham vao duong ludi
doc.

+ Previous Column: chon trd vé cot trude do.

Next Column: chon sang cot ké tiép.
Autofit: chon d0 rong tu dong cho mot cot.

+ +

Chu y
Chi nén diéu chinh dé rong cua moi cét theo thir tw tir trdi sang phai va bao dam chiéu
rong cua toan by bang biéu phai nho hon hodc bang lé trang in (< 6”).

e Chiéu rong ciia 6
-  Péanh diu chon 6 can hiéu chinh (hoac chon cac 6 lién tiép trén cung mot
cot).
- Dung chudt kéo duong ludi doc bén phai cua 6 da chon.
—  Khi thay doi chiéu rong ctia mot 6 thi 6 ké phai ctia n6 thay d6 theo hudng
nguoc lai.

Chu y
Han ché diéu chinh chiéu rong cua 6 vi lénh nay lam cho chiéu rong cac o thay doi, anh
hwong dén chiéu rong cua cot (16i hodc lom)

3.4  Tron o, tach o

e Tron 0 — Merge Cells

C6 thé hop cac 6 nam lién tiép nhau dé duoc mot 6 duy nhat.

Pé 1énh duogc thuc hién nhanh hon, nén nhép biéu tuong Tables and Borders,
thanh nay thuong dugc dung khi trinh bay va trang tri bang bicu.
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Tables and Borders X
7 @ - w-Z- (@ -
panh  dhu D -EIE Bl 3 A AL 21 &l = | chon cac 6 lien tidp
Cdc 0 nay Sé dwoc tron lai
Day 1a mot vi du don gian Cua bang biéu
Nhap biéu tuong B3 Merge Cells hoac nhap menu Table chon 1énh Merge Cells.
Cdc o0 nay
Sé dwoc tron lai
Day 1a mét vi du don gian \ Cua bang biéu

O méi tao ra goi la 6 tron, c6 chiéu rong bang tong chiéu rong ctia cac 6 ban dau, c6 chiéu
cao bang tong cac Paragraph trong cac 6 ban dau. Néu cac 6 ban dau khong c6 noi dung,
chiéu cao cua 6 tron chi bang mot Paragraph.

C6 thé x04 bo cac Paragraph thira trong 6 tron dé giam chiéu cao ciia hang.

e Tach 0 — Split Cells

Split Cells )X
Mumber of columns: g El:
Mumber of rows: 1 =

[v Merge cells befare splic

(o] 4 | Cancel |

Mot o c6 thé duoc tach ra thanh nhiéu 6 bang cach
danh diu chon mot 6 (hodc nhiéu 6) can thiét, nhip biéu tuong B8 Split Cells hoic nhip
menu 7able chon 1énh Split Cells.

- Number of column: chon s6 cOt can tach ra

—  Number of rows: chon sb hang can tach ra

— Merge Cells before split: tron cac 6 trudc khi tich. Néu khong dung 1énh
nay thi ndi dung trong cic 6 sau khi tach ra vin nam dung vi tri (nhap tat
du kiém tra dung trude 1énh)

4  Trinh bay va trang tri bang biéu

4.1  Trinh bay bing biéu

Noi dung trong cac 6 c6 thé dugc trinh bay bang cac biéu tuong 1énh cua Font,
Paragraph, Bullets and Numbering... Ngoai ra, trong bang biéu con c6 nhirng 1énh riéng
dé trinh bay cho cac 6 bang cach dung cac biéu twong 1énh trén thanh Table and Borders.
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Align Top Left

Chir trong 6 dugc canh
nam ¢ trong ¢ phia bén
trai trén dinh.

ViDU

Align Center Left

Chtr trong 6 dugc canh
nam ¢ gitra phia bén trai
theo chiéu doc.

ViDU

Align Bottom Left

Chir trong 6 dugc canh
nam ¢ phia dudi day bén
trai.

Vi DU

Align Top Center

Chtr trong 6 dugc canh &
gifra phia trén dinh.

Vi DU

Align Center

Chir trong 6 dugc canh
nam & gitra.

Vi DU

Align Bottom Center

Chir trong 6 dugc canh
nam ¢ gitra phia dudi
day.

Vi DU

Align Top Right

Chtr trong 6 dugc canh
nam & bén phai phia trén
dinh.

Vi DU

Align Center Right

Chir trong 6 dugc canh
nam & bén phai ¢ gitra.

Vi DU

I T T A 7Y R T U A LT L

Align Bottom Right

Chtr trong 6 dugc canh
nam & bén phdi phia
dudi day.

Vi DU

—
—
v

Change Text Direction

Thay d6i hudng trong 6.

na

IA

4.2 Trang tri bing biéu

Mot bang biéu khi méi chén vao da duoc tu dong trang tri boi 1énh Border véi nét
vapt. Pé cho bang biéu dugc dep hon, chung ta can phai trang tri thém bang cach ding cac
biéu tuong 1énh trén thanh Tables and Borders.

Panh diu chon toan by bang biéu hoac chi chon cac 6 can thiét, st dung I¢énh trén

thanh Tables and Borders nhu:

- Line Style: chon dang nét ké

- Line weight: chon dd day cua nét ké

- Border Color: chon mau cho nét ké

- Chon céc 1énh border tuong ung: Outsier Border, Top Border, Bottom Border,
Left Border, Right Border, All Borders, Inside Border, Inside Horizontal
Border, Inside Vertical Border, No Border dé tao ra cac duong vién thich hop.
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- Dé 4n mot nét ke, phai xét dén vi tri trong ddi ctia nét ké gitra cac 6. Vi du: dé
an dudng keé ngang gilra 2 9, chon 6 trén an nét ké dudi (Bottom Border), hoic
chon 6 dudi an nét ke trén (Top Border)

- Shading Color: d& tao mau nén cho mét sb 6.

Chu y
Nén tao border cho toan bg bang biéu trude, cdc chi tiét riéng trang tri sau.

Vidu : Tt vi du trén, thuc hi¢n viéc trang tri dé hoan tat bang biéu.
Chon toan bd bang biéu (select Table).

Line style = nét d6i day mong, outside border.

Line style = nét don, line weight =3/4 pt, inside border.

Chon h3 (tng véi ngudi sb 1).

Line style = nét don, line weight = 1 %2 pt, dung top border.

Chon hai hang dau ciia bang biéu, shading color = gray 20%.

Ho Va Tén ié 0 Xép Loai

L& Na Kha
Nguyén An Gioi

Théi Van Trung Binh
Hoa Mai ) Xudt xdc

Chu y:
Muébn tao mot bang biéu nhanh va dung, can thyc hién tuan tw qua cdc buoc:
- Budec 1: Chén bdng biéu cé dii s6 hang, sé ¢t dé do ton cong phai chén
thém hodc xoa bot.
- Budc 2: Nhdp noi dung vao cho tung 6 (s€ co nhitng 6 khong co noi
dung).
- Bude 3: Trinh bay font chit cho phan ndi dung trong cdc 6.
- Budc 4: Piéu chinh d réng, chiéu cao cia hang va cét sao cho phit hop.
—  Bubc 5: C6 thé dimg thém lénh Merge Cells hodc Split Cells néu can.
- Bubc 6: Trinh bay va trang tri bang biéu.
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BAI TAP
Bai 1l
QUY THOI GIAN CHUONG TRINH CU NHAN

* S6 nam hoc - 04 nam

* Tong s tuan hoc : Tbi da 160 tuin

* Tong so tuan thi va 6n tap : Theo qui ché cia B6 GD&DT
* Tong s0 khoi lugng kién thirc - 210 don vi hoc trinh

(Tinh theo don vi hoc trinh) -

Don vi hoc trinh
STT Khoi lwgng hoc tap TS LT TH T(); 1€
(1]
Gifo duc dai cwong( Gom cac mén
1 hoc chung va cac mon khoa hoc co 61 50.5 | 105 29
ban)
2 Gifo duc chuyén nghiép ( Gom cac
mon hoc co sd va cac mon chuyén
nganh):
+ Bit bude 129 | 743 | 49.7 | 614
+Tuw chon ( dac thu) 10 ok ok 4.8
+ Thi tot nghi¢p 10 4,8
Cong 210 100

* 01 don vi hgc trinh twong duong 15 tiét Iy thuyét, 30 tiét thuctap tai cac phong thi
nghiém, 45 tiét thuc té tai cong dong, quan sy va thé duc.

** Phan tu chon (dic thu) Iy thuyét, thuc hanh do timg khoa dé xuét, xay dung trong
chuong trinh chi tiét

Yéu cau
1. Mo mét file van ban tén la “Chuong trinh cu nhan.doc” va soan thdao ban tinh trén
2. Dinh dang bdng theo diing mdu:
- Phdn phia trén la mét bang déc ldp gom 1 hang 2 cét
- Phia duéi la mét bang khdc. Dé soan thdo bang ndy can cdc thao tdc tron 6 trong
bang.
- Canh 1é theo ding mdu
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Bai 2
THANH PHAN CUA CAC LOAI PROTEIN
. Kich Thanh phan (%) N
L
lipop(;za)}cein thudce Protein Cholesterol | Cholesterol Triclvecerid Phospho- Ngg;)n
(nm) tr do este gy lipid
Hylomicron 75-100 2 2 3 90 3 Rudt
VLDL 30-80 8 4 16 55 17 Gan va
Ruot
IDL 25-40 10 5 25 40 20 VLDL
LDL 20 20 7 46 6 21 VLDL
HDL 7.5-10 50 4 16 5 25 Gan va
ruot
Yéu cau

1. Mo mot file van ban moi voi tén la “protein.doc”™
2. Soan thdo bang trén theo diing mau

- Tao bang ban dau c6 dang 8 cét, 7 hang

- Trén chc 6 dé bang co dinh dang nhu mau

- Nhdp dir liéu vao cac 6 cua bang, Font chit cua dir liéu la Time New Roman, co

chir 11.
- Canh Ié giita cdc 6 trong bang va chon dan dong 1 1.5 lines
- Tao dwong vién quanh bang la dwong ké kép
- Cdc duong ké 6 trong bang co dang chdam nhu trén
- Dong tiéu dé ciia bang t6 mau nén la mau xém nhat.
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Bai6 HINH VE VA MOT SO TIEN iCH KHAC CUA WORD

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thuc hién duge cac thao tac v6i hinh vé va cac dbi tugng trong Word dung
dé trang tri van ban (tao ddi tuong hinh v&, hi¢u chinh ddi tuong hinh ve)
e Sir dung dugc mot sd tién ich khic cau Word (gb cong thirc toan hoc trong
Word)

1 Vé hinh, tao déi twong

Nhip biéu tuong ¥ Drawing trén thanh Standard, s€ hién ra (hodc tat) thanh
Drawing. Theo mac dinh Thanh Drawing s€ xuat hién ¢ phia dudi man hinh soan thao nhu
sau:

N Line: vé doan thang.
Kéo chudt dé vé doan thang. 7
Gitlr phim shift — kéo chuot: vé doan thang c6 gdc 1a bdi s6 cua 15 do.
Gitt phim Ctrl — kéo chudt: vé doan thang lay diém dit cia chudt lam tam.
% Arrow: v mili tén.
Céch v¢ tuong tu nhu vé doan thang.

- Rectangle: vé& hinh chit nhat.
Kéo chuot dé v€ hinh chir nhat.
Gitr Shift — kéo chuot: v€ hinh vuong.
Gitr Ctrl — kéo chuot: v€ hinh chir nhat lay diém dat [am tam.

S Oval: v& hinh ellipse.
Kéo chudt dé ve hinh ellipse.
Gitlr Shift — kéo chuot: vé hinh tron.
Gitlr Ctrl — kéo chudt: v& hinh ellipse lay diém dat lam tam.
Gitr Ctrl Shift — kéo chudt: v€ hinh tron lay diém dat [am tam.

Text box: v& hdp chix

Microsoft Word

Kéo chudt dé vé khung hinh chit nhat, gb ndi dung vao trong khung.

Autashapes = 4y 0shapes: vé hinh theo mau

Nhap Autoshapes, chon nhom thich hgp, chon mot mau va kéo chudt dé vé hinh
theo mau chon trude. Nhap chudt vao van ban dé chén mau dinh dang da chon theo kich
thudc mac nhién. Kéo chudt s€ vé mau da chon theo kich thudce tuy y.
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2.1

Hiéu chinh déi twong

Chon doi twong

Di chuyén chuot toi gﬁn mot ddi tuong, con tré chudt c6 dang miii tén 4 dau - nhép

chudt — xung quanh dbi tugng dugc chon s€ hién ra cac handle (6 vudng nho). Gitr Shift,
nhap chudt dé chon dugc doi tuong.

2.2

2.3

Go chir trong doi twong

Cac dbi tuong nhu Text Box hodc Callouts trong Autoshapes déu c con trd text
cho phép g0 chir trong do.

Céc loai ddi twong khéc ciing c6 thé gd chit bén trong bang cach nhip chon mot ddi
tuong béng nut phai cia chudt, mgt menu hién ra, nhép chon 1énh Add text, con trd
text s& hién ra bén trong dbi twong (néu gd nhiu, mot phan chir s& bi che khuat).
Kéo mot handle dé chinh lai kich thudc ctia ddi trong cho thé hién day du noi dung
da go.

Phan chit trong mot doi tuong van c6 thé duoc trinh bay nhu mot van ban thong
thuong (trinh bay font chit, trinh bay Paragraph...)

& cut
Copy

E Easte

Add Text

Erouping k

Crrder 4
< ':: Word II:' —~
Set AutoShape Defaults

¥ Format Autgshape. ..

% Hypetlink...

Hiéu chinh kich thwoc va vi tri

Nhép chon ddi tuong can hiéu chinh, c4c handle hién ra quanh dbi tuong.

Kéo mot handle (con troé chudt ¢6 dang mili tén hai dau) dé chinh kich thuéec.

bit con tré chudt bén trong ddi tuong — con tro chudt c6 dang miii tén 4 dau — kéo
chudt dé di chuyén d6i tuong sang vi tri khac.

G Free Rotate: Nhép chon mot d6i tuong, nhép biéu tuong 1énh Free Rotate, bao
quanh ddi trong 13 nhitng chidm tron mau xanh, dit chudt & chdm tron mau xanh
con tro s& ¢ dang mili tén cong, kéo chudt dé xoay ddi twong. Sau khi da xoay ddi
tuong, can nhép lai biéu tuong I¢nh Free Rotate dé tat 1énh nay.
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2.4 Higu chinh thuéc tinh cho doi twong

&~ | Fill Color T6 mau bén trong ddi tuong khép kin.
2Z - | Line Color T6 mau cho duong vién cua ddi tuong.
A - | Font Color Chon mau cho chir.
= | Line Style Chon dang nét ké.
== | Dash Style Chon dang dudng durt nét.
— Chon dang dau miii tén (danh cho doéi tuong hé nhu line
& | Arrow Style hoef{c dau riﬁi tén cho calf(')ut) i
B | Shadow Tao bong cho dbi twong
@ |3D Tao dang hinh khdi 3 chiéu
Vi du Tu doan théngodé véraco thé hié}l chinh thanh duong mii tén dut nét mau do.
~ Chon doan thang da v€, nhdp biéu tuong Line Color chon mau do, Line Style

N

. chon d¢ day 1 pt, Dash Style chon dang dut nét, Arrow Style chon dau mii tén.

N
N

Vi du Tao bong cho hinh chir nhat. V& hinh chir nhat nhép biéu tuong Fill Color chon

- mau vang, Line Color chon mau dd, Line Style chon 3 pt, Shadow chon mau
(1,2)

Vi du Tao hinh nhu mau trang sau:
— Chon biéu tuong Oval, giit phim Shift — kéo chudt dé v& vong tron.
— Nhip biéu tuong Fill Color, chon Fill Effects & mé ra hop thoai Fill
Effects. Hop thoai nay dung dé tao cac hiéu qua t6 mau dic biét.

Fill Effects (£33
{Gra t] Texture | Pateern | pictore |
Colars-
elan cancel
€ one color |
+ T |
Two colars color 2
™ Prasst ]"—‘—‘—_]
-
Transparency
From: 4 4’] 0% 3:
Tol 1 | o =
Shading styles “ariants
™ Harizontal
T wertical
* Diagonal up Sample:
™ Diagonal down
© From corner
" From center
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Trong 16p Grandient, tién hanh chon cac 1énh nhu:

Colors = One Color; Color 1 = mau tréng, chinh thanh trugt vé Dark dé tao mau
xanh - den (chinh vé Linght dé tao mau xanh - trang).

Shading Style = From corner; Variants chon miu thir nhat.

Nhiép biéu twong Shadow, nhip chon mau bong (1, 4).

Vidu Dung AutoShapes

Nhép AutoShapes, trd chudt vao Starts and Banners, chon mau dau tién, kéo chuot
dé v& hinh.

Nhép nat phai ¢ hinh v€, chon Add Text, gd ndi dung, chon phﬁn ndi dung dung
font .VnTime, alignment 1a center, chinh kich thudc hinh vé& cho phu hop véi ndi dung
trong hinh. Nhép biéu tuong Fill Color chon mau vang, Line Color chon mau do, Line
Style chon 1 pt, Shadow chon mau nim & hang thir hai, cot thir hai.

2.5  Xod déi twong
Nhiép chon hinh cin x04 (8 handle hién ra), gé phim Delete.

3 Chén hinh vé cé san vao vin ban
Ngoai cac cong cu dé v& hinh, Microsoft Word c¢6 sin mét thu vién hinh v& kha
phong phu. Nguoi st dung c6 thé chén thém hinh vé vao dé trang tri cho van ban dep hon.

3.1 Chén hinh vé tir Microsoft Clip Gallery 3. 0

bit con tro text trong van ban, nhép menu Insert trd chudt vao Iénh Picture, nhép
chon ClipArt...Sau khi ctra s6 Insert Clip Art xuat hién, chon Clip Organizer.

Insert Clip Art v X
Search For

Search texk:

Buildings - Micros oft Clip Organizer FEmE
Fle Edt “iew Toolz Help i : [ -

Search I Bt Search... | Callection List..
b4

Collection List

Other Search Options

ﬁ Backgrounds A
Search in: &y Buildings

: [+ ﬁ Business

All callections £l : & Character Callections

) 2§ Cammunication

Results should be; & Concepts

,|:l.|| media File t':."l:IES - + ﬁ Decorative Elements

| | ﬁ Emoations

@ Fantasy
) Food

#- Government

¥ @ Healthcare
& Hausehald

+-& Industry
& Leisure

B Maps

+ ﬁ Mature

-y Qerupations
See also 2 & Peopl

(| cli i 2y plapk v
& Clip Organizer...

Clips Orline
@ Tips for Finding Clips
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Lép ClipArt 13 mot thu vién gdm céac hinh v& thé hién & dang thirc vector (loai file
¢6 phan mo rong WMF).

Thu vién hinh v& dugc chia thanh nhiéu nhom thé hién theo tén goi nhu Animals
(cac hinh dong vat), Building (cac mau nha), F Flags (co cac nuac)...

Chon mot tén nhém, nhap chon mot mAu hinh, nhip nat 1énh Insert dé chén hinh vé
vao van ban.

3.2  Cheén hinh vé tir File

Thuc chat mdi hinh v& 1a mot file, mdi file co tén riéng va dua vao phin mém md
rong cia tén file dé nhan biét file thudc loai nao (* WMF, * WAV, * AVL..)). Céc file
dugc luu trir tap trung thanh ting nhom trong cac thu muc con. Vi vay, néu biét rd dia chi
cua file (duong dan — path) ching ta c6 thé chén hinh vé tir file.

Nhap menu Insert, trdé chudt vao 1énh Picture, chon 1énh From File d¢ m& hop
thoai Insert Picture.

Look in — tim chon duong dan qua 6 dia, thu muc cha, thu muc con... Chon tén file
can chén vao.

Nhiép nit 1énh Insert & chén hinh v& vao van ban.

Inzrrt Cictasr

tohin:  [E semple Petunes x| o= R B - Tods
) |
& |
My Do vt Ebm il Sunzat !
1
i) I
| [
#] i
Farvarkes p '
ﬁ .Fla il ] - >

P bk ok l _I g

Placar  Floftips [alpictures Gl

4  Hiéu chinh hinh vé

4.1  Dung chu@t @é higu chinh hinh vé

Nhép chudt ¢ hinh v& dé danh dau chon hinh, bao quanh hinh v& ndi 1én 8 handle.

Kéo chudt & mot handle dé thay doi kich thude hinh vé& (con tro chudt co dang miii
tén hai dau).

bit con tro chudt bén trong hinh v¢, con tré c6 dang miii tén 4 dau, kéo chudt dé di
chuyén hinh v&.

4.2  Hiéu chinh mau cho hinh vé
Nhiép dp vao hinh v& dé mé ctra s6 Picture chi con lai hinh v& trong ctra s6, nhép
chon ting chi ti€t trong hinh v€ va dung cac biéu tugng 1énh trén thanh cong cu Drawing

nhu Fill Color 7 (t6 mau bén trong mot di tugng khép kin), &~ Line Color (t6 miu
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cho duong vién cta dbi tuong) dé thay doi mau cho ting chi tiét ctia hinh v&. Sau khi hiéu
chinh xong, nhap nit Close Picture (hodc nhip menu file chon 1énh Close and Return...)
dé déng cira s6 Picture quay trd vé cira s6 vin ban.

Trong ctra s6 van ban, nhép chon hinh v€, trén man hinh tu dong hién thanh cong
cu Picture. Néu thanh cong cu Picture khong hién ra, c6 thé nhip menu View — Toolbars —
Picture.

; Picture v X

Dot Fesd@Y ¢

D¢ hi€u chinh mau sac trong hinh v& cé thé dung cac biéu tuong 1énh.

Image Control | Chon céch thé hién mau trong hinh v& gdm cac 1énh.
Automatic Hinh vé& c6 mau nhu lic méi chén.

i Grayscale Do6i mau trong hinh vé& thanh thang xam.
Black & White | P6i mau trong hinh vé thanh dang den trang.
Watemark Po6i mau trong hinh vé vé dang mau nude (mo).

) More Contrast | Tang d6 tuong phan.

@l Less Contrast Gidm d¢ tuong phan.

ot More Brightness | Tang d0 sang.

il Less Brightness | Gidm d( sang.

4.3 Thé hién hinh vé trong Word

Khi méi chén hinh v& vao vin ban, hinh v& s& c¢6 mdt kich thudc nhat dinh va
chiém mot vi tri tuong dbi trong van ban.

Nhiap chon hinh v&, xung quanh hinh v& s& c6 8 handle va thanh cong cu Picture.

Lénh Text Wrapping 2 cho phép thay doi cach thé hién hinh v& trong vin ban

- Square Hinh v€ dugc van ban chay bao quanh theo dang hinh E:
chir nhat.

- Tight Hinh v€ dugc van ban chay bao quanh nhu dang cua
hinh vé

- Through Van ban chay bao quanh theo dang cua hinh v€ va
con co kha nang chen vao cac vung ho trong ctua hinh
\(

- None  Van ban di ngang qua hinh v€ (vin ban va hinh v€ s¢€
khong day ‘nhau). V6i 1énh nay, hinh v& c6 thé & 16p
trén che mat mot phan van ban, c6 thé 1am cho hinh vé&
chim du6i vin ban bang cach nhip nat 1énh Draw (trén thanh cong cu
Drawing) tr6 vao Order va chon Send behind text.

- Top and Bottom Van ban chi hién ra ¢ phia trén va phia dudi ciia
hinh vé.

IEI Edit ‘Wrap Poirks
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5 Mot sé tién ich khac caa Word

5.1 Go cong thurc toan hoc

Kich chudt Insert, chon Object, hop thoai sau xuat hién:

Create Mew l Create from File l
Dhject tvpe:
F
Bitrap Image
Calendar Control 10,0
ChilkatF TP Class

Media Clip
Microsaft Equation 3.0

Microsoft Excel Chart
Microsoft Excel Worksheet LJ

Result

E

Inserts a new Microsoft Equation 3.0 object inko
wour document,

[ Display as ican

[ o< ]

Cancel ‘

Ban chon Microsoft Equation 3.0, khi d6, cua s6 soan théo cong thuc xuét hién nhu

sau:

oot  Awfl A0®

Ban c6 thé chon céc loai cong thirc toan hoc hodc cac ky tu dic biét co sin soan thdo

cac cong thtc.

5.2  Drop cap bﬁng chii
Dung Drop cap dé hién thi ky tr dau tién cua
Paragraph 16n hon va c6 chiéu cao chiém vai dong chir
trong Paragraph.

Panh ddu chon Paragraph nhip menu Format
chon 1énh Drop Cap.

- Position: Chon kiéu dinh dang theo mau.

- None — Dropped — In Margin.

- Font: chon font chit cho Drop Cap.

— Line to Drop: s6 dong chir rot — tuong mg

kich thudc ctua font chit cia van ban.

Néu mubn g& bo Drop cap, chon mau Norne.
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BAI TAP
Bail
BON MUA HQC TRO
Miia ha tan trén 16i c6 Mua thu réu phong tuong cii
Con dé buén ngan buon ngo Ld me la ta cudi thém
Vong xe trong chiéu mwa do C6 dan sé vé ddy ngi
Hang sao nghiéng dang doi cho Nghe loi co giang diu ém
Mua dong ngat ngao hwong su Miia xudn sdn trwong ndng am
Pén triecong sém lanh co ro Téc ai tha gié chiéu xa
Trang vo tim tung nét chir Buwém bén dwong chimg ngdn ngo
Thom tay trdng ciia hoc tro Xon xao ao lua hai ta
Yéu cau
1. Soan thao bai tho trén va luu vao file co tén la “Bon mua hoc tro.doc”
2. Chén vao mét bang 2 hang 2 cét chira 4 khé tho trén, sau do che dwong ké ciia
bang di
3. Font chit sogn thao la Time New Roman, co chit 12, chit nghiéng.
4. Chén vao hinh mdt nguoi (trong Autoshape), diéu chinh kich thudc cho phit hop.
5. Chén vao hinh hoa hong (Insert/ Picture/ ClipArt/ OfficeColections/Nature), dinh

dang Layout cua hinh la Tight.
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Bai 2

TRUNG BINH SO HQC

hoc. Ching ta sir dung tir trung binh s6 hoc dé phan biét voi mot dang trung binh

khéc d6 1a trung binh hinh hgc. Trong pham vi nghién ctru ctuia chiing ta, chung ta
khong dé cap dén gia tri trung binh hinh hoc, do d6 chung ta s& goi gia tri _trung binh sO
hoc mot cach don gian la gia tri frung binh (mean). Gia tri nay dugc tinh bang cach cong
tat ca cac gia tri quan sat lai roi dem chia cho s6 lwong cac quan sat do.

Vi€c tinh toan gia tri trung binh khong phuc tap, chi doi hoi mot cong thirc chung.
Néu chiing ta goi bién sb chung ta quan tam la X, cac gia tri quan sat dugc cua bién nay
dugc ky hiu 1a x;, x5, ..., xy voi N la téng sd «cac quan sat cua mot quan thé hiru han. Ky
hiéu p dugc dung dé ch1 gia tri trung binh quan thé. Chiing ta s& c6 cong thirc chung cho
gia tri trung binh cta quan thé 1a:

F I Yham s6 quen thudc nhét trong viéc do ludng vit ri trung tim 13 gid tri trung binh s6

Yéu cau

1. Mo file van ban “trung binh so hoc.doc”

2. Soan thao van ban trén
- Diing Drop Cap & chit cdi dau doan vin
- Ding Equation 3.0 dé soan théo cong thirc
- Canh lé doan van 2 bén trdi va phdi
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Bai7 TRINH BAY TRANG VA IN AN

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thuyc hién dugc cac thao tac trinh bay trang van ban
e Thuc hién thao tac hiéu chinh van ban trudc khi in va in van ban tir Word

1 Trinh bay trang

1.1  Dinh dang trang in

MBbi khi tao file mdi, trong cua sO vin ban dé co san mot trang glay trang dé bat dau
soan van ban (thuong la gidy letter hodc gidy A4). Chi khi nao can dén chi tiét chinh xac
hon chiing ta mé&i chon lai khd gidy khac.

Menu File chon 1énh Page Setup... Xuat hién man hinh nhu hinh vé& dudi day.

e Chon loai gidy - Lép Paper

Page Setup Fx

Margins l Layout l
Paper size:
Letter j
width: [21.50m 2]
Height: Z7.94 cm El:
Paper source
First page: Qther pages:

Presiew
apply to:
|'u'-.-'hu:|le document ﬂ

Print Options. ..
Default, .. Ik | Cancel
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—  Paper size: Chon loai gidy, kich thuéc twong tmg s& hién ra trong Width va
Height, néu chon Custom phai cho sé do kich thuéc gidy trong Width va
Height.

— Appy to: Chon pham vi ap dung trang gidy trong vin ban.

e Ditlé cho trang in - Lop Margins

Page Setup EE

Margins l Paper ] Layout l

Margins

Top: #5410 = Bottom: |2.54 cm 3
Left: 3.17 cm 3: Right: [3.17 cm E|
Gukker: 0 cm E|: Gutker position: |Left

Qrientation

4] |®

Portrait Landscape

J L

L)

Fages
Multiple pages: |Nu:urma| ﬂ

Presview
Apply to:
Whole document ﬂ

% il

Defaulk, ..

Cancel

- Margins
Top: Lé dinh cua trang in.
Bottom: Lé day cua trang in.
Left: Lé trai cia trang in.
Right: L& phai cia trang in.
Gutter: Khoang cach danh dé dong gay sach.
— Orientation Chon hudng in.
Portrait: Gidy doc.
Landsape: Gidy ngang.
- Pages: Chon céch in cac trang
Normal: In binh thuong
Mirror margins: Dt 1& ddi xing nhau. Néu 1énh nay c6 dung, gidy sé& duoc
phan biét 13 c¢6 trang 1& va trang chin (Odd and Even), thuong ap dung dé in
sach.
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1.2 Header/ Footer

Trinh bay phan dau va phan cudi cta trang in.

Menu View chon 1énh Header/Footer dé vao cua sd Header/Footer c6 dang tuong
tw nhu hinh v&, luc ndy vin ban s& chuyén sang mau xam.

Header and Footer -

Tnsert AutoText = 5 & H By 1|T &,  Close

- Biéu tuong lénh Date dé chén ngay hién hanh vao vi tri con tré text.

- Biéu tuong Time (2 & chen gi0 hién hanh vao vi tri con tré text.
—  Nhip nat 1énh Format Page Number dé chon cach dinh dang cho s trang.

Page Number, Format &3]
1,23, .. |

| El
| El

Murmber format:

[ Inchude chapter oumber

1-1, 1-4

Page numbering

{* {Continue From previous seckion

{" Start at: | 3:
| (64 | Cancel |

Number format: Chon dang s6 thir tu.

Include Chapter Number: S trang s& duoc kém véi s6 chuong.
Continue From Previous Section: Sb trang ndi tiép voi section trudc do.
Start at: S6 trang dugc bit dau tir s6 ...

+ + + +

1.3 Ddnh sé trang
Vao menu Insert, chon Page Numbers

Page Numbers =%

Posikion: Preview

‘Bokkom af page (Footer)

alignrment; =
|Ril;|ht ﬂ —

v Show number on firsk page

Eormat. ., (0] 4 | Cancel
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+  Position: vi tri hién thi sd trang
+  Alignment: canh I€ khi hién thi sO trang
+  Format: dinh dang cach hién thi trang in

1.4 Xem van ban truwoc khi in

Cach 1 : Chon File/ [—’rint Preview
Céch 2: Kich vao biéu tuong [ trén thanh cong cu

~ File  Edt Wiew Insert Format Tools Table ‘Window Help /@& Type a question for help =

=) Em 0% - Close | N2 |
[x] -.2. 4 6 o8 w2 14 ME0E 2

]

H O WA

Page 4 Sec 1 4/4 &t 10.8cm Lo 18 Col 2 REC TRK ExT OVE EnglishiUs 183 A

2  Invan ban ttr Word
May in phai duoc chudn bi sin sang nhu mé cong tic ngudn, nap gidy... Vi cac

may cai Windows, néu chua cai dat may in, phai vao chirc ning Settings | Printers tir
Menu Start trén man hinh Desktop dé thiét 1ap may in. Trong truong hop khong c6 may in
that, ngudi dung van c6 thé thiét Jap mot may in gia dé sir dung dugc chirc ning Print cua
Word.

— Cach 1: Nhip biéu twong lénh Print = in tht ca cac trang trong cira s6 vin

ban hién hanh.
- Cach2: Nhép menu File chon Iénh Print...
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Print a3

Prinker

Pdarme: | 5 HP LaserJet 2200 Series PCL ﬂ Properties
Status: tdle . Find Printer...
Type: HP Laserlet 2200 Series PCL

Where: IP_172,20.458.210 [ Print ko File

Comment: [ Manual duplex

Page range Copies

4l Mumber of copies: =

" Currenk page f_“

" Pages: | v Collate

Enter page numbers and/or page ranges

separated by commas, For example, 1,3,5-12

Prink what; |D-:u:ument ﬂ e

) Pages per sheet: 1 page ~

Print: |.ﬁ.II pages in range ﬂ 9es pEr s | et J

Scale to paper size: |N|:| Scaling ﬂ

Cptions. ., Ik | Cancel |

- Printer — Name: Chon tén may in.

- Page range: Chon pham vi in céc trang van ban.

— Al In tit ca céc trang trong van ban.

- Current page: Chi in mot trang hién hanh.

— Selection: Chi in doan vin ban da dugc danh dau chon trude do

— Pages: In theo sb trang chon lya bang cach gd cac s trang vao, dung dau
phay (,) dé phan cach céc trang r0i rac, dung dau gach nbi (,) dé in céac trang
lién tiép.

—  Number of copies: Chon sb ban in.

— Print to file: Tinh ning doi van ban can in thanh file & dang mi nhi phan va
c6 thé dung 1énh in cta hé diéu hanh Dos dé in file nay.
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BAI TAP
Bai 1

TRUONG PAIHQC Y TE CONG CONG
BO MONTIN HOC Bai tap thyc hanh

GIOI THIEU VE THONG KE Y HOC

THONG KE LA Gi ?

Thong ké 14 nhiing gi lién quan dén viéc thu thap, phan tich va phién giai cac s lidu
thu thap dugc tir cac nhom ca thé. Cac ca thé nay c6 thé 1 nguoi, ho gia dinh, sé 1an kham
bénh, cac vung, cic tiéu ban mau, mudi, v..v.. phu thudc vao muc dich cua viéc diéu tra.
S6 lidu ciing c6 thé bao gdm tir cac phép do luong, phan tich phirc tap trong phong thi
nghiém nhu céc chuan d6 huyét thanh hoc, dém tring v.v.. cho t&1 nhitng dac diém dan sb
hoc don gian nhu : tudi, gi61 tinh, noi 0, ....

TRINH BAY SO LIEU

Céc s liéu dang s6 thuong duoc trinh bay dudi dang mot bang s lidu. Nguyén tic
co ban trong viéc trinh bay s6 li€u 1a phai tim cach thé hién dugc cac thong tin dac biét va
lam n6i1 bat dugc nhitng diém cot yéu cia bd so licu do.

Yéu cau
1. Mo file van ban “thong ke y te.doc”
2. Soan thao van ban trén
- Phdn tiéu dé ding mot bang sau dé che mo' 3 dwong vién ciia bang, dé dwong
vién phia dudi bang va co kleu duong ké kép
- Canh 1é van ban ding theo madu
3. Dinh dang van ban trudc khi in

- Chon khé gidy la A4

- Canhlé : Top: 3cm
Bottom: 3cm
Left: 3.5cm
Right: 2cm

- Hudng in: Portrait
4. Xem van ban truoc khi in
- Hiéu chinh ty lé¢ % hién thi trang in: 33%, 75%, 100%
- Hiéu chinh khi dang xem trudc khi in néu phdt hién van con sai sét
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Bai 2

THONG KE LA Gi ?

Théng ké 14 nhiing gi lién quan dén viéc thu thap, phan tich va phién giai cac s lidu
thu thap dugc tir cac nhom ca thé. Céc ca thé nay co thé 1a nguoi, ho gia dinh, s6 1an kham
bénh, cac vung, cac ti€u ban mau, mudi, v..v.. phu thudc vao muc dich cua viéc diéu tra.
S6 liéu cling c6 thé bao gdém tir cac phép do ludng, phan tich phirc tap trong phong thi
nghiém nhu céac chuén d6 huyét thanh hoc, dém tring v.v.. cho té1 nhiing dac diém dan sb
hoc don gian nhu : tudi, gi61 tinh, noi 0, ....

TRINH BAY SO LIEU

Céc s liéu dang s6 thuong duoc trinh bay dudi dang mot bang so lidu. Nguyén tic
co ban trong viéc trinh bay s6 liéu 1a phai tim cach thé hién dugc cac thong tin dac biét va
lam nd61 bat dugc nhitng di€m c6t yéu cia bo so liéu do.

TRUNG BINH SO HOC

Tham sb quen thudc nhét trong viéc do luong vit ri trung tim 1a gid tri trung binh
s6 hoc. Ching ta st dung tir trung binh sé hoc dé phan biét véi mot dang trung binh khac
d6 1a trung binh hinh hoc. Trong pham vi nghién ctru cia chung ta, chung ta khong dé cap
dén gia tri trung binh hinh hoc, do d6 ching ta s& goi gia tri trung binh sd hoc mot cach
don gian 1a gia tri trung binh (mean). Gia tri nay duoc tinh bang cach cong tat ca cac gia
tri quan sat lai roi dem chia cho sb lugng cac quan sat do.

Vi€c tinh toan gia tri trung binh khong phuc tap, chi doi hoi mot cong thirc chung.
Néu chung ta goi bién sb ching ta quan tam la X, cac gia tri quan sat dugc cua bién nay
dugc ky hiéu 1a x;, x5, ..., xy Vo1 N la tong so cac quan sat cua mot quan thé hiru han. Ky
hiéu p duoc dung dé ch1 gia tri trung binh quan thé. Ching ta s& c6 cong thirc chung cho
gia tri trung binh cta quan thé 1a:

Yéu cau

1. Tao moi mét file van ban co tén la “dinh dang trang in.doc”
Copy néi dung ciia 2 file “thong ke y te” va file “trung binh so hoc” dé tao thanh ndi
dung cho file moi “dinh dang trang in”

2. Dinh dang van ban trudc khi in

- Chon khé gidy la A4

- Canhlé : Top: 3cm
Bottom: 3cm
Left: 3.5¢cm
Right: 2cm

- Hudng in: Portrait
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3. Thém Header va Footer cho van ban
- Header co noi dung “Bai tap thuc hanh Tin hoc co so”
- Footer co tén la “Trinh bay van ban va dinh dang trang in”
- Pdnh sé trang tw dong cho van ban theo dinh dang s6 trang xuat hién & phia dwoi
(Footer) va canh Ié giita
5. Xem van ban truoc khi in
- Hiéu chinh ty 1é % hién thi trang in: 50%, 100%
- Hiéu chinh khi dang xem trude khi in néu phdt hién van con sai sét
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Bai8 CHUONG TRINH MICROSOFT EXCEL

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thuc hién dugc cac thao tac khaoi dong, tat chuong trinh Microsoft Excel XP
e Thuc hién cac thao tac voi dbi tugng trén man hinh Microsoft Exel (thuc don,
thanh cong cy, thanh dinh dang, thanh trang thai).
e Str dung dugc Excel dé mo mot bang tinh (mai hodc da co).
e Thyc hién dugc cac thao tac véi bang tinh (mo, ghi, nhap li€u cho bang tinh).

1 Khéi dong va thoat khéi Excel

1.1  Khoi dong Excel

Céch 1: Chon Start\Programs\Microsoft Excel
) Accessories 3

llf] Games +

Ed Microsaft Excel

W] Microsoft Woaord

) Adobe Acrobat 4.0
: [T ARCO's Preparation For TOEFL
'ragranms
3 llf] Download Accelerakor
;q Daocumentks [ l@ HTML HElI:I "."'."l:lrkshl:ll:l
5%
[T LAC YIET mtdz002
ﬁ‘ Settings 3 @ My SIE
j"‘l search . llf] PowerQuest PartitionMagic 7.0

llf] Princeton Review

T v v v v ¥ ¥ ¥ ¥ ¥ ¥ v v

tj/ Help and Support uf] RioPart Audio Manager
) [T PSS For Windows
5 Run...

[T S5H Secure Shell

) Stata
iﬂl Shut Do,

) ToolBaok

llf] WebDrive

|ﬁ Acrobak Reader 5.1
Microsoft Yisio

E TexkPad

E WebDrive
¥ Yahoo! Messenget

»
W

Cach 2: Nhip dup chudt trai trén biéu twong Microsoft Excel trén Destop (néu co)
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Tinh todn trén bang tinh

1.2 Thoadt khoi Excel
Truée khi thoat can phai luu lai dir liéu, sau do thoat béng mot trong nhiing cach sau:
— Cach 1: Chon File, chon tiép Exit
— Cach 2: Kich niit Xl & goc bén phai thanh tiéu dé.
— Céch 3: Double click biéu trugng [ phia trén trai thanh tiéu dé.
— Céach 4: Nhan t6 hop phim Alt+F4.
— Céch 5: Click biéu truong 124 phia trén trai thanh tiéu dé khi d6 xuat hién mot
trinh don chon Close.

- Céch 6: Right Click biéu truong |2 Microso. . ||ﬂ-l-<ﬂ§i§ #24FM 7 (rén thanh
Taskbar khi @6 xuat hién mét trinh don chon Close.
Trong truong hop chua luu lai nhitng thay doi trén bang tinh vao dia, s€ xuat hi¢n thong
bado nhu sau:
Microsoft Excel %)

! E Do wou wank ko save the changes wou made ko 'Bookl'?

Mo | Cancel |

Chon Yes néu mudn luu nhitng thay d6i vao dia, néu khong mudn, hiy kich nit No, quay
tr¢ lai chon Cancel dé€ 1am tiép.

2 Man hinh lam viéc cua Excel

' E3 Microsoft Excel - Book] EE=1]3]

@ File Edit Wiew Insert Format  Tools  Daka  Window  Help - 0 X
DEEdsn &Y L Ba- W = -2 @l -7
Arial -0 - BT US=E=EH $%, & ~-&d-A- ?
- f

B G ] E F (B H =
1 1=
2
3
4
5
B
7
a
5 ]
10
11
12
13 -
M 4 » »\Sheetl /Sheet? / Sheet3 / | <] | Him
Ready LM
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) Tin hoc co s¢

e Thanh tié¢u dé (Title bar)
Chtra tén phan mém tng dung (Microsoft Excel) va tén tép. Tén ngam dinh do Excel dat 13
Book 1, Book 2, ...

e Thanh thwc don (Menu bar)
Chtra b 1énh cua Excel. Day la noi cho phep thyc hién nhimg 1énh co ban nhat cua
Excel. Thuc don chinh ctua Excel bao gom: File, Exit, View, Insert, Format, Tools, Data,
Windows, Help. Cach st dung thuc don va céc Iénh trén thyc don s€ dugc lan lugt gioi
thiéu trong cac phan sau.

e Thanh cong cu chuén (Standard Toolbar)

Chtra cac nut gitip thyc hién nhanh céc thao tac co ban nhat nhu: mé file moi 0 (New),
goi file cii & (Open), ghi file vao dia & (Save), ....

e Thanh cong cu dinh dang (Formatting toolbar)

Chira cac nut giup dinh dang nhanh dit liéu nhu: chon font cho di liéu [-'nTme v

(font), chon ¢& font cho dir liéu 12~ |(Font size), ....
- Hop dia chi 6 (Name box): cho biét dia chi cua 6 hién thoi.

e Thanh cong thirc (Formula bar)
Chtra dir liéu hoac cong thurc cta 6 hién thoi trong bang tinh.

¢ Bang tinh (Work sheet)
Phén bang tinh, 14 noi 1am viéc chu yéu trong Excel.

e Danh sach cac sheet (Sheet tabs)
Chira danh sach cac bang tinh trong file hién thoi. Ngam dinh, cac bang tinh c6 tén 1a
Sheet 1, Sheet 2, Sheet 3, ... Cac tén nay co6 theé déi dugc (xem phan sau).

e Thanh trang thai (Status bar)
Hién céac thong bao vé trang thai 1am viéc hién thoi cua bang tinh.

3  Giéi thiéu bang tinh Excel

3.1 Workbook

Mbi Workbook twong tmg v6i mét file luu trén dia bao gdm cac Work sheet (bang
tinh), cac biéu do (Chart), .... Trong mdt Workbook c6 thé c6 toi da 255 sheet. Dir li¢u trén
cac bang tinh khac nhau c6 thé lién hé v&1 nhau nhu trén mot bang tinh.

3.2  Worksheet

Mot tép tin Excel (Book) s¢ co nhiéu bang tinh (Worksheet), trén mdi bang tinh
bao gom cac hang (rows), cac c¢dt (columns) va vung giao nhau gitta cot va dong goi la cac
0 (cells).
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Tinh todn trén bang tinh

e Cac hang (rows)
Tiéu dé hang (row heading) nam & dau ctia mdi hang va duoc danh sé tir 1 dén 65536.

e Cac cot (columns)

Tgong mot bang tinh cia Excel c6 256 cot. Tiéu dé cua cot (column heading) dugc danh
so theo A, B, C, ..., IU, IV.

e Cic 0 (cells)
Madi 6 déu c6 dia chi riéng, dia chi nay dugc xac dinh béng tén cua cOt va tén cua dong
tao ra 6 do (Tén cot luén dung trude tén dong).
Vi du: Al (6 giao gitra ¢t A va hang 1), E200 (6 giao gitta ¢t E va hang 200). Dia chi 6
hién thoi hién 1€n trong 6 Cell reference.

e Vung 0 (range)
La tap hop nhiéu 6 dtng lién nhau (hinh chit nhat chira tir hai 6 tré 1én), dia chi cta ving
duoc xac dinh bang dia chi ciia 6 bén trai va 6 ¢ goc dudi phai ctia ving. Pia chi ving
duoc ky hiéu theo quy tic: dia chi cua hai 6 ddi dién cach nhau béi ddu hai chdm (2. Vi du
B4:D7 1a dia chi vung gém cac 6 B4, BS5, B6, B7, C4, C5, C6, C7, D4, D5, D6, D7.

4 Nhap dir liéu vao bang tinh

4.1  Cdc kiéu di ligu trong Excel

Trong mdt 6 chi thé hién duge duy nhéat mot kiéu dit lidu. Trong Excel c6 cac loai dir
liéu co ban sau: kiéu dit liéu sb, chir va kiéu cong thirc. Dit liéu ctia mdi 6 duge can cir vao
ki tu dau tién go vao.

e Kiéu dir liéu b, chir
I§hi ta nhap ’Vé.O mot O tpén chir s6 thi Excel s€ ghi nhan do }é m@t $0, Excely cling c6
cac ki€u s6 nhu s0 nguyén, so thyc. Ta c6 thé dinh dang lai cac ki€u s6 theo y muon.
Khi ta gd vao mdt chudi gom ca chit s0 va chit cai thi Excel s& hicu d6 1a kiu ki tu.
Dudéi day la cac kicu dir licu cua Excel:

Kiéu dir ligu Dang thé hién
Number 0,0.00...
Accounting ($#.##0)...
Date m/d/yy,....
Time h:mm AM/PM
Percentage 0%,0.00%
Fraction #2/?

Scientific 0.00E+00
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Text abc..
Currency S#.##

4.2  Nhdp va chinh sva dii liéu

e Quy tic chung
Viéc nhap dir liéu vao bang tinh dugc thuc hién theo cac budc sau:
1. Kich hoat 6 can nhap dir li¢u va nhdp binh thudng hoac Click tai thanh cong thirc dé
nhép dir li¢u cho 6 dang chon.
2. Khi bat dau gd bat ki ki tu nao tir ban phim, ki ty d6 sé déu duoc thé hién trén dong
nhép dir liéu (formula bar) va con tro text (co dang | ) nhap nhay trong 6 hién thoi.
Néu gd nham, hiy nhan phim Backspace dé xoa 15i d6 va tiép tuc go dit liéu vao. Trong
khi gd dir liéu, co thé dung cic phim sau:
—  End: Dé chuyén nhanh con tro text téi cudi phan dir liéu trén dong nhap dir liéu.
- Home: Dé chuyén nhanh con tré text toi dau phan dir lidu.
— Backspace: Dé x04 cac ki ty bén trai cua tro Text.
— Delete: Dé x04 ki ty bén phai cia tro Text.
3. Nhan phim Enter dé chuyén sang 6 tiép theo.

Chu y

Dé thay viéc an Enter cé thé ding cdc phim chi huéng < (Left Arrow), — (Right Arrow),
) (Up Arrow), { (Down Arrow).

Néu thay doi y dinh nhdp dir liéu truée khi an Enter, hdy nhdn phim ESC hodc kich vao
hop X trén dong nhap dir lieu. Khi do dir liéu vira go sé khong dwoc nhdp vao o6 hién thoi.

e Mot s6 thi thuat nhap dir liéu nhanh
Excel cho phép nhap dir li¢u nhanh nhu sau:
Néu dit licu can nhap 1a mot day s6 hodc chit tuan theo mot quy luat nao do, vi du nhu cac
day:

-

1,2 3 4, ...
2,4,6,8, ..

Jan, Feb, Mar, ...
Mon, Tue, Wed, ...
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Thao tac Két qua
| H l [ T H |
1 | 1 [ [k

2 2| -
EN 3 |
4 I 1 |
5 5 |
6 | ] | 6 kg 1
7 ival
g | & |
Chon & H1, H2 H4, HE 58 chit "kg" GifCtrl g Enter

Ta c6 thé nhap nhanh nhu sau:

1. G& dir liéu vao hai 6 dau cua day (hodc chi can gd vao mot 6 dau cua ddy trong truong
hop can nhap diy thang hodc ngdy trong tuan).

2. Chon hai (hodc mét) 6 dau.

3. Pat tré chudt tai Fillhandle cho bién thanh déu +. Sau d6 ré chudt sang phai hodc xudng
dudi dé tang day sb.

Vi du:
Thao tac Két qua
A B Fillhetidla A B
1 1 1 1
2 2 2 2
3 3 3
4 4 4
5 5 5
i) 4] i)

Néu can nhap dit li¢u giéng hét nhau trong mdt hoac vai vung, hay lam nhu sau:

1. Chon vung dinh vao dir liéu (lién nhau hodc cach nhau).

2. GO dir liéu vao 6 hién thoi.

3. Gitr Ctrl va nhén Enter.

Vi du: 6 HI, H3, H4, H6 déu c6 dit liéu 1 kg. Dé nhap nhanh dit liéu vao cac 6 ndy can
thuc hién nhu sau: Phai chon cac 6 H1, H3, H4, H6 (gitt phim Ctrl khi can chon cac 0
khong nam canh nhau). G& chir "kg" vao 6 H6. Tiép tuc giit Ctrl va nhan phim Enter, két
qua ca bon 6 H1, H3, H4, H6 déu c6 cung chit "kg".

Thao tac Két qua
o H [ | H | H I
] 1 [
2 | 2
3 I 3 |
4 | 4 |
5 = |
6 | — 6 ko 1
7 7|
B | 8 | =2
Chon & H1, H3, H4, HS =6 chir kg Giit Ctrl g& Enter
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Néu dinh g6 dir liéu vao mdt vung xac dinh, hdy lam nhu sau:
1. Chon san vung can vao dir liéu.
2. GO dir liéu vao 6 dau, sau d6 nhan Tab dé chuyén con tré sang phai, sau d6 xudng dudi

A b C D E F

Nhén Shift + Tab dé chuyén con tré theo chiéu nguoc lai.
Nhéan phim Enter d€ chuyén con tré xudng dudi, sau dé sang phai.

Pt B Z D E F

4.3 G6 dit ligu kiéu so, text, ngay thing

e G dir liéu kiéu text
Dé gd text vao mot 9, gd text can nhap va an Enter. Excel s& ty dong dong hang text vé
mép trai cia 0

A ] B | = =)
1 |Dranh sach hoc sinh ldp 104
=2
3
4 |5t Ho va 2 [INgay sinh
5 1| Tran 2519780
Tharnh
3 Z|Heoang 20080
Tudn
7
5
9

Chu y

- Khi text dai hon do rong cua mot 6, Excel cho phép kéo dai ki tw sang cac 6 ldn
cdn & bén phdi, néu chiing rong (xem dit liéu trong 6 Al trén hinh 2.8).

- Trong truong hop cdc 6 bén phai da chira dit liu thi ta sé khong nhin thdy mot
phan text vira g6 vao (xem dit liéu trong cdc BS, B6 - dir liéu g6 vao la "Tran
Thanh Binh" va "Hoang Tudn Hiing"). Ping lo ldng vé diéu do, text do ta di g6
vdo van con nguyén ven trong 6 hién thoi chi bi gidu di mét phan théi. Chiing ta
sé dwgc hoc cach diéu chinh do rong 6 hoac dinh dang text trong bai sau.
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e G dir ligu kiéu s6
G6 56 thong thuong
Dé gd mot s6 thong thudng vio bang tinh, hay lam nhu sau:
— Chon 6 mudn gb sb.
~ G& sb can nhap.
— Nhén Enter.
Sb duoc nhap vao s& duoc don sang bén phai 6.
Vi du: mubn gé s6 5567 vao 6 C8, hiy kich 6 C8, gd s6 5567 va nhan Enter.

Chu y:
- Mot cach ngd"m dinh, trong Excel, phan thdp phan dwoc ngan cach voi phan
nguyen boi dau cham (). Do do6 chung ta phai g6 s6 345.6 chir khong dwoc g6
345,6. Neu g6 345,6 Excel sé hiéu do la dir liéu kiéu text.
- Khi g6 mot s6 am, hay go déu triv (-), sau do go tié}) nhitng con s6. Vi du, -123,
-564, -45.7635, ...
- Khi s6 dwoc g6 vao dai hon 6 réng ciia mét 6, Excel sé thé hién s6 d6 dudi

dang nhw 3E+04 (dang khoa hoc, nghia la 3 nhdn voi 1 0°) hodc #iH#H#H Dé
xem todn bé so, hay néi rong do réng cét (xem phan sau,).

e G6 dir liéu kiéu ngay thang
Khi g6 dur liéu kiéu ngdy thang va gi0 trong bang tinh, ta chi viéc g6 chung theo
nhitng mau ma Excel co thé ty dong nhan biét.

Bang sau day li¢t ké cac khuon dang ngay thang (Date) va thoi gian (Time) cia Excel.

Go Kiéu Ghi chii
4 — Apr d —mmm Ngay, thang
9/23/89 m/d/y Thang, ngay, nam
23 - Sep - 89 d-mmm-yy Ngay, thang, ndm
Sep - 89 mmm — yy Thang va nam
12:01 Am h:mm AM/PM Gi0, phut sang hoic chiéu
12:01:00 Am h:mm:ss AM/PM Gi0, phut, gidy sang hoac chiéu
12:01 h:mm Gi0, phut
12:01:00 h:mm:ss Gi0, phut, gidy
9/23/89 12:00 m/d/yy h:mm Théang, ngay, nam, gio, phit
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—  C6 thé g6 dau "/ " hodc dau "-" dé ngan cdch giira cdc ki tw chi ngay thang.
Vidu: 1/23/94 hoac 23 - Jan -94.

— C6 thé g6 ngay va gio trong cing mot é nhung bat budc ngdy va gio phai phan
cach nhau béi mét déau tro”hg. Vidu 1/23/94 1:30 AM.

4.4  Siwra, xoa dir li¢u
e Sira dir liéu
Sau khi g& dir liéu, doi khi ta can sira lai dit liéu cho chinh xac. Co thé sira dir liéu trong

cac truong hop sau:

e Thay toan bd dir liéu cii bing dir liéu hoan toan méi

Chon 6 chira dit liéu mudn thay thé.
G6 dir liéu méi.
— Nhén phim Enter.
Vi dy Néu mudn thay sb "564" trong 6 B8 boi sb 200000, hiy kich chudt vao 6 BS, gb
200000 va nhan Enter.

e Sira mdt phan ndi dung trong 6
— Chon 6 can sira noi dung.
- GO phim F2 hoac kich chudt vao dong nhéap dit li€u sao cho xuat hién tro text &
cudi phan dit liéu trong 6 hién thdi hodc trong dong nhép di liéu.
— Néu cén thiét, dung cac phim miii tén dé chuyén dén cac vi tri can stra.
— Xo4 phan dit liéu sai bang cac phim Delete hodc Backspace hoic gd thém phan
dir liéu can bo sung.
— Nhian phim Enter sau khi stra xong dit liéu.
Vi dy Néu mudn stta "MS Excel" thanh "Microsoft Excel" tai 6 C5, hay kich chudt vao 6
C5. Sau khi nhan phim F2, con tré text xuat hién & cudi phan dir liéu, dung phim Left
Arrow dé chuyén tro text toi sau chit T, gd thém "hanh" va 4n phim Enter.

e Xoa dir li¢u
- Chon 6 chua dit liéu can xo04.
— Nhan phim Delete.

4.5  Di chuyén con tré trong béng tinh

e Di chuyén con trd 6 bang chudt
Kich chuét tai 6 muén chon.
Trong truong hop 6 can chon khong xuat hién trén man hinh, kich chudt vao cac mui tén

cua thanh cuon doc (Vertical scroll bar) hodc thanh cuon ngang (horizontal bar) dé cudn
toi mién bang tinh can thiét va kich vao 6 can chon.
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e Di chuyén con tré d bang ban phim

Phim Cong dung

<« Shift + Tab Dé chuyén con tro qua trai mot 6.

—, Tab Dé chuyén con tré qua phai mot 0.

7 Dé chuyén con tré xudng dudi mot 0.

4 Dé chuyén con tré xuong dudi mot 0.

Ctrl + « — Pé chuyén con tro 6 dén bén trai nhat hodc bén phai nhat ctia ving
di ligu.

Cirl+ T 4 Dé chuyén con tré 6 dén dinh hodc day cua ving dir liéu (tirc ving
trén bang tinh c6 chua dit lidu).

PgUp Dé chuyén con tro 6 1én mot man hinh.

PgDn Dé chuyén con tré 6 xuong dudi mot man hinh.

Home Dé chuyén con tro tdi 6 bén tréi nhat trong mot hang.

Ctrl + Home Dé chuyén con tro tdi gbc trén bén trai ciia bang tinh.

Ctrl + End Pé chuyén con tro t6i goc dudi bén trai ciia bang tinh.

End+<« End—s, | Co tac dung nhu sau: néu 6 hién thoi 12 6 trong, s& di chuyén dén 6

End+ 7, tréng ké tiép theo huéng miii tén. Néu 6 hién thoi dang chtra ndi

End+J dung, s& di chuyén theo hudéng miii tén dén 6 ké tiép co chira noi
dung.

End + Enter Chuyén con trd 6 téi ¢t cudi ciing trong hang.

5 Cac thao tac véi tép bang tinh

5.1 Ghi file hi¢n thoi vao dia

Sau khi nhap dir liéu vao may, dir liéu madi chi luu trit trong bd nhé cia may tinh.
Néu thoat khdi Excel, dir li¢u d6 s€ mat, do do can phai luu trit cac dir li¢u do6 vao dia dé

sau do st dung sau.

Cac budc thue hién ghi file

M¢ thyc don File, kich chudt vao 1énh Save (hodc kich chudt vao nut
Save & trén Standard Toolbar).

Néu day la lan dau tién luu file vao dia, Excel s& xuat hién hop hoi
thoai Save As
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Save As &3]
Save in: |lD My Documents j @ 75 + Toals =
@Chuung trinh bang kinh Excel [ eBiling
-4 [C3ITOEFL
Hiskary uﬁthesis
| Testonline

IChsPss
@ IC)PaymentGateway

My Documents [=)0ftgoc
My Document

[ hﬂM';.-' Pictures
)y Music
Desktop ICimaster

IChhsph
= l |CIHoa SaPa
[hglossary

Favoarites ui'le-l:u:u:uk

B
[0 ]

File name:

o o -l Save |
My Metwork,
Flaces Save as bype: |Micru:usu:uFt Excel Workbook j Cancel

- Trong hop Save in kich chudt vao nat Combo, xuét hién ciu trac
folder (thu muc), kich dip chudt vao tén cac thu muc dé chon thu
muc s€ luu trir file.

- Kich chudt vao hop File name, xoa chit Bookl, go tén file md&i, vi du
ChuongtrinhbangtinhExcel. Tén file trong moi truong Windows 9x
cho phép t6i da 255 ki ty, trong khi & méi truong DOS va Windows
3.1, tén file chi dugc phép tdi da 8 ki ty.

—  Nhan phim Enter hoic kich nut Save.

—  Excel ty dong gan phan mo rong .XLS vao tén file. Do d6 tén file dy
du lac nay 1a ChuongtrinhbangtinhExcel.xls. Tén file vira dat s& xuat
hién trén thanh tiéu dé cta bang tinh.

Chu y
- Trong truong hop tén file vira gd vao trung véi tén file ¢ san tai
chinh thu muc vira chon, s€ xuat hién thong bao tuong ty nhu sau

Microsoft Excel

' The file Chuang trink bang tinh Excel, xls already exists, Do you want bo replace the
. existing File?

Yes Mo

- May thong béo rang da ton tai file ChuongtrinhbangtinhExcel.xs,
ban c6 muon thay thé file cli hay khong? Néu kich but Yes, may sé
x04 file cii va ghi ndi dung cua file madi vao dia voi tén cli. Néu chon
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No, thi file cii s€ dugc gilr nguyén va ndi dung cua file méi s€ khong
dugc ghi vao dia.

- Khi ghi file tr lﬁr} thtr hai tr¢ di, 1énh Save s€ ghi dir liéu dugc bod
sung hodc thay doéi cua file d6 vao dia ma khong xuat hién hop hoi
thoai.

5.2 Ghi file hi¢n thoi vao dia voi tén khdac
C6 thé sao chép file hién thoi trén may tinh thanh file khac véi ndi dung hién tai bang cach
sau:
- Mo thuc don File va chon 1énh Save As
—  Néu sao chép thanh file mai tai thu muyc cii thi chi viéc xo4 tén file cii trong hop
File name va gd tén mai.
—  Néu mudn giit nguyén tén file cii nhung sao t6i 6 dia hodc thu muc khac thi chi
viéc chon lai 6 dia hodc thu muc trong hop Save in.
- Néu muén d6i ca tén file va noi luu trit file thi phai lam ca hai viéc trén.
- Nhén Enter hodckich nut Save.
- Sau budc thtr 3, Excel s€ ghi ndi dung hién thoi trén may tinh vao dia vao mot
file m&i1 véi tén file khac hodc vai tén file cli nhung dat ¢ vi tri khac.

5.3  Goi mgt file co sdn tir dia ra man hinh
Khi mudn goi mot file 3 duoc luu trit tir dia ra man hinh dé lam viéc tiép, hay thuc hién
cac budc sau:
- Mo thyc don File, chon 1énh Open (hodc kich nut Open #Ftrén Standard
Toolbar). Xuat hién hop hoi thoai Open.
- Trong hop Save in, chon 6 dia va thu muc luu trit file can mo.
- Kich dup vao tén file can mé. Hodc kich chon tén file cAn mé va kich vao nit
Open.
Vi du Cac budc mo file ChuongtrinhbangtinhExcel.xls dugc tién hanh theo cac bude nhu
hinh sau:
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Laok in: |@ My Documents j o W - Tools =

@Chuang trinh bang tinh Excel  15) eEilling
-4 IS TOEFL
Ihthesis

I Testanline

History
ICasPss
@ ICiPaymentzateway

My Docurnents | |IL2)Offgoc
I MyDocument

1 () ry Pictures
iy Music
Desktop IC)masker

Iahsph
% I BHDa SaPa
Ihglossary

Favorikes @e-l:u:u:uk

=
=] £

Py Nebwark

3 File name: | ﬂ Qpen | v

Places Files af type: |F'.II Microsaft Excel Files j Cancel

Chu )} Open a workbook
\ huong trinh bang tinh Excel
e Mot cach ngam dinh, Excel luu trit 4 file dugc mé TKE
gén nhét & cubi thue don file. Do d6, dé mé mot TKE
trong 4 file do chi viéc kich vao thyc don File va toefclass
kich vao tén file cAn mo. (& Mare workbooks. .

MNew
[ Blank workbook;

Mew from existing workbook
=] Choase warkbaok, .

Mew from template

5.4 Tao métﬁle méi IE] General Templates. ..
° ‘ {_I Templates on my Web Sikes, .,

« Tai mot thoi diém co6 thé md nhiéu file ciia Excel.
C6 thé xem danh sach cac file dang mé & duéi
thuc don Window. Khi can kich hoat file nao, hiy
kich vao tén file do.

- Mo thue don File, chon 1énh New, xuit hién
hop hdi thoai
- Chon Workbook va kich OK.

ﬁ——] Templates on Microsoft, com

Chu y
C6 thé ding nit New D trén Standard toolbar
[ Add Metwark Flace. ..

5.5 Dong file hién thoi @ Microsoft Excel Help
- Mo thuc don File. ¥ Show at startup
- Kich chon 1énh Close.

Néu ndi dung file c6 thay doi, s& xuat hién thong bao yéu cau ghi lai. Cha ¥ lya chon
cach tra 101 thich hop (Yes - néu muon luu nhiing thay doi, No - néu khong mudn luu

lai nhitng thay doi).
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N —
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11
12
13
14
15

Now

BAI TAP

Phan biét su khac nhau sau khi go mot chudi ki tu va sau khi g0 mdt day $0.

thi dir liéu lai nam bén trai 6.

. Tai sao khi go s6 100000 dudi dang 100 000 vao mét 6 ctia bang tinh va nhan phim Enter

Tai sao khi gd ngay 26 thang 3 ndm 1999 dudi dang 26/3/99 va nhan phim Enter thi dit

liéu lai nam bén trai 6.

Nhap cac dir liéu vao bang tinh theo mau sau. Khi nhap, chil ¥ str dung cac ki thuat nhap
nhanh. Sau khi nhap dit liéu xong, kiém tra va diéu chinh dit liéu cho that chinh x4c. Thoat
khoi Excel, xuét hién hop hdi thoai hoi ta c6 luu trir file hién thoi vao dia khong, hay kich
nut Yes va ghi vao dia véi tén BD10A xls.

A B
Béng diém hoc ki I
Mon: Toan
Lép: 10 A
STT Ho va tén
1 |Lé Van Thanh
2 Hoang Qudc Tuin
3 Nguyén Manh Ha
4 L& Thu Nga
5 Pham Hong Van
6 |Nguyén Thu Thuy
7 Hoang Van Trang
8 | Vii Tuan Hung
9  |Vii Thanh Hang

10 |Lé Hing Nga

C

Ngay sinh
6/17/83
5/4/83
9/12/83

4/24/83

1/12/83

6/4/83
9/12/83
6/20/83
9/25/83
3/15/83

D

Hé so 1

M

O O O |

6

E

O | 0 3| »n| O

7

F

G

HK

7 8
9 9
7 6
8 9

8
4 5
10 8
7 8
8 10
7 5

Néu chire nang cua cac Iénh New, Save, Save As, Open, Close va Exit trén thuc don File.
Néu su giong va khac nhau gitt hai 1énh Save va Save As.
Mo file vira ghi, stra dit li¢u cua bai tdp sO 4 trong bai ¢ trén va ghi vao dia véi tén

BDI10A xls.

Dung 1énh Save As dé sao chép thanh file BD10B.xls trong clng thu muc. Sau d6 sira lai

theo mau sau va ghi lai vao dia.
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O | 0 I N W B~ WD~

e el e e e e
N | B~ W NN~ O

A B
Bang diém hoc ki I
Mon: Toan

Lép: 10 B

STT Ho va tén
Nguyén Van Anh
Vi Hoa Binh
Hoang Manh Théng
Nguyén Hoang Hai
Pham Hong Van
Hoang Thu Trang
Pham Anh Tuin
Tran Thanh Hai

O | 0 9 O N B~ WD =

Nguyén Hoang Ha

[S—
(e

Nguyén Thanh Tung

Ngay sinh
6/7/83
6/7/83
7/6/83
8/1/83
7/3/83
6/5/83

5/18/83
5/8/83
6/7/83

6/15/83
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Tinh todn trén bang tinh

Bai9 TINH TOAN TREN BANG TiNH

Muc tiéu

Sau khi hoc xong bai nay, sinh vién sé co kha nang
e St dung dugc cac cong thire tinh toan trong Excel
e St dung dugc cac ham trong Excel

6 St dung cong thirc trong Excel

6.1 Cac toan tir dung trong cong thirc dwoc liét ké trong bdang sau ddy

Todn tir Tén Vi du Két qua
+ Cong =2+2 4

- Tru =4-2 2

* Nhan =4*4 16

/ Chia =12/3 4

A Mi =42 16
<>=<=,... Céc phép so sanh  =4>2 TRUE
& Noi ="Ha" & "Noi” HaNoi
: Tham chiéu =Sum(A4:A10)

, Ngan cach =Sum(A4:A10,B3:B9)

% Phan trim =7%2% 0.14

6.2  Nhdp cong thirc vao bdang tinh

e Quy tic chung
Kich hoat mot 6 trong s& chira gia trj ctia cong thic.
G6 dau =
Gd bicu thirc.
Nhin Enter. Sau khi nhan Enter, trén 6 hién thoi sé hién gia tri cong thuc,
con ban than cong thire hién trén dong nhap dir liéu.
Khi gd cong thirc phai luon ludn bat dau boi dau bang "=". Dbi khi, do théi quen, néu ta
g6 cong thirc nhu kiéu viét tay, vi du nhu 20+40 =. Khi d6, Excel s& khong hién két qua
tinh toan va gia tri duoc hién thi trong 6 hién thoi dudi dang"20+40=", vi Excel hiéu d6 1a
xau ki tu.

- Trong cdng thirc cho phép gd dau cach.

- Néu gd cong thirc chua ddy du hodc sai (vi du: = 1+), va nhan Enter, Excel s& xuat

hién thong bdo twong tu nhu sau:
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Microsoft Excel 3

Microsoft Excel found an error in the Formula you entered, Do vou want ko accept the
correction proposed belawy?

jr)=1

+ To accept the correction, click Yes.,
+ To close this message and carrect the Formula wourself, click Mo,

Néu chap nhan két qua do Excel goi ¥, hay kich vao nut Yes. Néu mudn tu sira cong thic,
kich vao nat No, Excel hién ti€p hop hoi thoai hudng dan céch sura 161 tuong ty nhu sau:

Microsoft Excel (%]

‘tour Formula is incomplete, ou must include an operand Following each operator, For
example, =A1+82+ is missing an operand following the second plus sign. Trw ane of

"j the Following:

= + Add the missing operand to the Formula, or delete the extra operator.
+ If wou are nok trying to enter a Formula, avoid using an equal sign (=) ar minus sian
(-3, or precede it with a single guaotation mark (",

Sau khi doc xong hudng dén, kich vao nat OK, xuét hién con trd text trong 6 chira cong
thirc. Hay tu stra 161 va nhan phim Enter.

6.3  Dia chi twong déi va tuyét doi
Tén ciia moi 6 hay ving duoc goi 1a dia chi cua 6 hay ving d6. C6 2 loai dia chi: dia chi
tuong doi va dia chi tuyét doi.

e Dia chi twong ddi

Dia chi binh thuong ctia 6 hodc vung khi nhép vao trong cong thirc goi la dia chi
tuong dbi.
Vi du : = B5+F4-D6

Khi sao chép cong thire (click & drag) cac dia chi tuong dbi trong cong thirc s& tu
bién d6i theo vi tri twong tmg & noi dugc chép dén.
Vi du : khi sao chép cong thirc ¢ vi du trén sang 6 bén phai phia duéi s& d6i thanh
=C6+C5+E7
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e Dia chi tuyét doi
D=zR|Ek Y| 4

cz =] =| =A2"B§2
A B C

1 |Uusp| T§eid [ VN
2 | 1000 10,0000 1,000,000 |
3 80
4 50
6 |Cong thifc & C2 1a =A2*BE2
B |Khizao chép xufhg & 3 va
7 | O sE trér thanh
8 |C3:=A3*B§2 [=800,000}
8 | C4:=A4*BE2 {=500,000}
10

11| Nen CT a C2 13 =A2+%B2
12|16 C3 va Ol eE 13
13|C3:=A3*B3 =0}

14| Ch: =Ad4*B4 [=0}

15 (gai)

Cac dia chi trong cong thirc ding sau dau $ s€ tro
thanh dia chi tuyét doi. Co thé chi dat gia tri tuyét doi theo
dong va cot.

Vidy: =$B$5+$F4-D$6

$BS$S5 : Dit gid trj tuyét doi ca cot 1an dong
(c6 thé nhan F4).

- $F4 :Dit gia tri tuyét d6i theo cot.

- D$6 : Pit gia trj tuyét ddi theo dong.

Khi sao chép cong thuce (click & drag), cac dia chi
tuyét ddi trong cong thirc s& khong thay doi.

Vi du : khi sao chép cong thuc ¢ vi du 3 sang 6 bén
phai phia dudi s& doi thanh =$B$5+$F5+E$6

- Pia chi trong dbi va dia chi tuyét ddi

7 St dung ham trong Excel

7.1  Khdi niém ham trong Excel

Gia st trong cac 6 A3, B3, C3, D3, E3, F3 chua cac s6. Dé tinh téng cac sb nay
chung ta c6 thé dung cong thirc sau: =A3+B3+C3+D3+E3+F3, nhung cach ding nhanh
hon c4 1a st dung ham =SUM(A3:F3).

e Cu phap chung ciia ham <tén ham> ([Déi s6])

trong do

<tén ham> dugc su dung theo tén quy udc cua Excel.
[Poi so] c6 thé co hodc khong. Déi s co thé 13 hiang, chudi ki tu, dia chi 6, dia chi
ving, biéu thirc hodc cac ham 16ng nhau.

7.2 Cach s dung ham

- Cach I Pé sir dung duoc cac ham ndy ta co thé gd truc tiép tén ham va day du cac
dbi s6 tai noi gb cong thirc.

- Cach 2:

+  Di chuyén con tro vé 6 can chira két qua.

+ Chon thuc don Insert/Function (hodc kich nat Strén Standard
Toolbar), xuat hién hop hoi thoai

+  Trong hop Function Category chon tén nhdm ham
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Insert Function

Search For a funckion:

Or select a category: |Most Recenthy Used ﬂ

Select a function:

SUM{number1,numberz,...}
Adds all the numbers in a range of cells,

Help on this Funckion I Cancel

—  Most Recently Used: cac ham hay dung nhat

—  All: tht ca cac ham

- Financial: cdc ham tai chinh

- Date & Time: cac ham kiéu ngay thang

- Math & Trig: cac ham toén hoc

—  Statistical: cic ham théng ké

—  Database: cac ham co so dir liéu

- Lookup & Reference: cac ham tim kiém

- Text: cac ham ki tu

- Logical: cac ham logic

- Information: cac ham thong tin
Kich chuét trong hop Function Name dé chon tén ham can thiét. Sau khi kich vao OK, tén
ham xuét hién tai vi tri can dan ham va xuét hién hop ho1 thoai hudng dan vao cac ddi sd
ctia ham. Vi du nhu néu ching ta chon ham SUM, s& xudt hién hop hoi thoai sau:
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Function Arguments @)X

aumM

Number1 | ST = = (1447}
Number 2 | y =

= 1&
#dds all the numbers in a range of cells,

Number1: number1, numberz, ... are 1 to 30 numbers ko sum, Logical values and bexk
are ignored in cells, included if byped as arguments.,

Farmula resulk = 16

Help on khis Funckion QK | Cancel

Sau khi vao céac ddi so, kich ntit OK.

7.3 Mt s6 ham thong dung

e Ham tinh toan
- Ham 7 Sum\(dsl,lds2,.., qsn) : Cho gia tri tér}g cua dsl, ds2,..., dsn. Céc dd s6 ¢ day
c6 thé 1a hang s0, c6 thé 1a cong thirc, ¢o the 1a dia chi 6, dia chi khoi.
Vidu: Sum(3,6,1) =>Kétquatravélalo
- Ham Average(dsl, ds2,.., dsn) : Tra vé gia trj trung binh cta cac d6i sb
Vidu: Average(3,6,1) =>Két qua tra vé 14 3.33
- Ham Max(dsl, ds2,.., dsn) : Tra vé gia trji 16n nhit trong cac ddi sb
Vidy: Max(3,6,1) =>Kétquatravéla6
- Ham Min(ds1, ds2,.., dsn) : Tra vé& gia tri nho nhat trong cac di sb
Vidu: Min(3,6,1) =>Kétquatravélal
- Ham Round(number,n) : Lam tron s6 (number) theo con sé dugc chi dinh n
Néu n>0 : lam tron vé bén phai cot thap phan
Néu n<0 : 1am tron vé bén trai cot thap phan
Vidu:
ROUND(2.15, 1) bang 2.2
ROUND(2.149, 1) bang 2.1
ROUND(-1.475, 2) bang -1.48
ROUND(21.5, -1) bang 20
- Ham COUNT(danh sach céc tri) : cho s cac 6 chtra tri s trong danh sach.
Vidu:
COUNT(A1:A7) bang 3
COUNT(A4:A7) bang 2
- Ham COUNTA(danh sach cac tri) : cho s6 cac 6 chtra dir liéu trong danh sach.
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Vidu:
COUNTA(A1:A7) equals 6
- Ham RANK(x, danh sach) : xdc dinh thr hang cua tri x so v&i cac gia tri trong
danh sach.
Trong do :
.Tri x va danh sach phai 1a cac tri s6, néu khong sé gay ra 16i #VALUE
.Tri1 x phai ro1 vao mot trong cac tri cua danh sach, néu khong s& gay ra 16i #N/A
Vidu:
Néu A1:A5 chtra ddy s6 7, 3.5, 3.5, 1, 2, vay:
RANK(A2,A1:A5,1) bang 3
RANK(A1,A1:A5,1) bang 5

e Cac ham toan hoc
Ham ABS(N) : cho gi4 tri tuyét ddi ctia biéu thirc s6 N
Vidy: ABS(2) bang 2
ABS(-2) bang 2
- Ham SQRT(N) : cho tri 1a cin béc hai cua biéu thic s6 N
Vidy: SQRT(16) bang 4
SQRT(-16) bang #NUM!
SQRT(ABS(-16)) bang 4
- Ham INT(N) : cho tri 1a phan nguyén cua biéu thirc s6 N
Viduy: INT(8.9) bang 8
INT(-8.9) bang -9
- Ham PI() : cho tri 1 s6 Pi
Viduy: PI()/2 bang 1.57079...

e Ham Logic
- Ham IF(diéu kién, gia tri diing, gia tri sai)
Trong d6 diéu kién 1a mdt bicu thirc diéu kién, ham nay tré vé gid tri dong néu bicu
thirc dieu ki¢n dung va tra vé gia tri sai trong trudong hop nguoc lai.
Bén than gia tri ding, gid tri sai c6 thé 1a nhing hang tri, bicu thirc (chudi, sd,
l6gic) va cting c6 thé 1a mot ham If.
Vidu: Vitri 6 A2 chtra gia tri 1a 5, 6 B2 chira gia tri la 3
If(A2>B3,”Ptng”, “Sai”) => Két qua tra vé 1a Pung
[f(A2<B3,"Pung”, “Sai”) => Két qua tra vé 1a Sai
- Ham AND(diéu kién 1, diéu kién 2, ...) : tra vé gia tri dting khi moi diéu kién néu
trong danh sach cho tri dung.
Vidu: And(3>2, 5<9) cho gia tri True
And(3<2, 5<9) cho gia tr1 False
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- Ham OR(diéu kién 1, diéu kién 2, ...) : tra vé gia tri dung khi bat ki mot diéu kién
néu trong danh sach cho tri diing.
Vidu: OR(3>2, 5>9) cho gia tri True
OR(3<2, 5>9) cho gié tri False
- Ham NOT(diéu kién) : tra vé gia tri dung néu diéu kién sai va cho tri sai néu diéu
kién diing
Vidu: NOT(1+2=3) cho gia tri False
NOT(1+2=4) cho gia tri True

e Mot s6 ham thong ké
- Ham MEDIAN (numberl,number2, ...): Cho ra trung vi ciia mot day sb. Trung vi
1a s dung giira ctia tap hop céc so.
Trong do6:
Numberl, number2,... 1 1 dén 30 cac s6 mudn tim trung vi ctia no.

Chu y
- Cac doz SO phal la cdc $6 hodc cdc tén, ddy sé hay cdc tham chiéu ma ching
bao gom cdc so.
- Ne,u mdng va cdc 6 tham chiéu bao gom cdc ky ty cdc gid tri logic va cdc 6
trong thi cac gia tri nay bi bo qua. Tuy vay cdc 6 co gia tri khong thi duoc
tinh

Vidu
MEDIAN(1, 2, 3, 4, 5) bang 3
MEDIAN(1, 2, 3, 4, 5, 6) bang3.5, trung binh cua 3 va 4
- AVERAGEA(valuel,value2,...):Phép tinh trung binh (trung binh s& hoc cac) cac
gia tri cua mot danh sach cac dbi s6. Hon thé nira phép tinh nay c6 thé thuc hién
v6i cac d6i s6 1a s6 , ky tu va cac gia tri logic.
Trong do:
Valuel, value2,... 1atr 1 dén 30 6, khoang 6, hodc cac gia tri mudn tinh trung binh
cua no.

Chu y

- Clc doi sé phdai la cac so, tén day $6 va cdc 6 tham chiéu.

- Cdc déi s6 la cdc day s6 hay cdc 6 tham ch{éu c6 thé cdc gid tri la ky tu
nhw 0 hay ky tw trong. Phép toan nay sé giong phép toan trén neu khong
co gia tri tinh trung binh nao la ky tu.

- 2. Cdc déi s6 gom cdc gid tri True la 1 gid tri False la 0.
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Vidu
Néu AI:A5 tén diém ctia mon Tin hoc co sd va c6 gia tri 1a 10, 7, 9, 2 va "Not
available", thi :
AVERAGEA(A1:A5)1a 5.6
AVERAGEA(Scores) 1a 5.6
AVERAGEA(A1:A5)1a SUM(A1:AS5)/COUNTA(AL:AS5)1a 5.6
Néu Al1:A4 gdbm céc gia tri 10,7, 9, va 2, va A5 la tréng thi
AVERAGEA(A1:A5) bang 7.
- NORMSINV(probability): Cho ra gié tri ngugc cua phan phoi chuan. Phan phoi
nay c6 trung binh l1a 0 va d¢ 1éch chuan bang 1.
Trong do6:
Probability 14 mot xac suit twong tmg cta phan phdi chuan.
Vidu:
NORMSINV(0.908789) = 1.3333

e Ngoai ra con mot sé cac ham khac nhw

BINOMDIST  x4c dinh mét thanh phan cé phai 1a phan phdi nhi thirc hay
khong

CHIDIST Tinh x4c suat mot phia ctia phan phdi Khi_ binh phuong

CHITEST Tinh gia tri kiém dinh su doc 1ap cia cac bién

CORREL Tinh 13 hé s twong quan giira hai tap hop

DEVSQ Tinh tong binh phuong cia cac do léch
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BAI TAP
Bai 1

Tao mot Workbook moi tén la “Bai tap 17, ddi tén Sheetl thanh “Bang luong nam 2002,

nhap dit liéu va trinh bay bang luong theo mau sau:

Yéu cau

1. Cot Stt phai dwoc danh $6 tw dong.

Al E ¢ | b | B | F| & | B |
1 BANG LUDNG NHAN VIEN
2 (Thernp O8/2002)
|5 |5t Ho vi tén Chirceva LCEB | Ngiy Lwong Tam img Coén lai
4 |1 BiiThs Tam Gb 1200 23
.5 | 2 Nguyén Vian Nam PG 1600 24
(6 | 3 |Nguyén Thé Diing TF 1500 25
7 | 4 BiiAnhTuin TF 1300 24
(8 |5 L& VanTai BV 1800 20
19 Téng cing

2. Lwong=Lwong co ban (LCB) nhan voi ngay cong (Ngay)
, 2

3. Tam u’ngzg Luong

4. Con lgi = Luong - Tam ung

5. Tinh “Tong cong” theo cac cot: Ngay, Luong, Tam ung, Con lai

Bai 2
Al B | ¢ | b | B |F|] 6 |H]
1 BANG KE HANG NHAP
2| (Thdng 08/2002)
|3 |Miso Ténhing 56 hrong Pon gid (USD) Gid tién | Thué | Cwde phi| Céng
4| A0l Miytuh 56 500
5| AR Cixay &0 10
6 | AD3 My bom 20 100
(7| AD4 cChdi 200 1
L& | AD5 Miy hitbuoi 56 50
9 Téng cong
Yéu cau

1. Mo Workbook “Bai tap 17, d6i tén Sheet 2 thanh “Bang ke hang nhap” , nhdp
dit liéu va tinh toan dir liéu cho bang tinh nhw sau:

Gid tién = So lwong nhén véi don gid
Thué = Gid tién nhdn véi 4.25%
Cude phi = S6 heong * 1.15

Céng = Tri gid + Thué + Cuwéc phi

NN
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Bai 3
A B ¢ b | B | F| ¢
1 DANH SACH CAN EQ pUGC ¢l 81 HOC LGP TIN HOC HANG CAO
2 (B5 y1é - thing 05-2001)
3 |Stt Ho vi tén Nim sinh Pon vi Liwong Trogcap Téng lrong
4 Mai Nzoc Digu 1960 VitnE 600000 100
5 Nzuyén Van Nam 1955 ¥Vign 192 700000 B0000
& L& Chi Higu 1950 Vign Nhi 20000 B0000
7 Nzuyén Thuy Van 1979 VisnNki | 550000 120000
3 Vi Minh Yén 1970 |Wién 108 930000 50000
9 B Hai Tigp 1955  |Wién 104 250000 80000
10 L& My Tam 1959 |Vién 198 1000000 30000
11 Nzuyén Ban Tritng 1974 S53Y 00000 80000
12 Neuyén Tuyet Nhong | 1973 B Y 750000 60000
13 Vi T Quyén 1970 Vignda héu | 680000 60000
14 Tdns céng
15 Trung binh
16 Cao nhat
17 Thap nhat
Yéu cdu

1. Mo Workbook tén la “Lop tin hoc nang cao.xls” va soan thao bang tinh trén

2. Ddnh s6 thir tw cho cét Stt

3. Tinh Tong heong = Lwong + Tro cdp

4. Dién dit liéu cho cdc cot Tong cong, Trung binh, Cao nhat, Thdp nhdt bang cdch
s dung cac ham SUM, AVERAGE, MAX, MIN

5. Déi tén Sheetl thanh “Danh sach”. Copy toan bé dit liéu sang Sheet2 va doi tén
Sheet2 thanh "Danh sach moi"

6. Chen thém cot Qué quan vao bén trai cot Lwong va nhap dir lieu cho cot vira
chen

7. Chén thém mot nguoi méi c¢é tén “Lé Khdc Thanh” 1én dong dau tién cia bing
va danh lai sé thir tw cho bang

8. Xoa cot Pon vi cua bang
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Bai 4
Bl Bookl
A _ B € D E | F
1 BANG THANH TOAN TIEN KHACH SAN CHO CAN BO Bl CONG TAC i
2 51T Ho v tén Ngay dén Ngay di 58 ngay & Thanh tién
3 1 Hoa Mai 12-02-2004 16-02-2004 4 G0000o0
4 2 Lan Anh 15-03-2004 15-03-2004 3 G00000
5 3 Tudn Wi 16-08-2004 20-08-2004 4 200000
a] 4 Chigu xudn 01-10-2004 03-10-2004 i 1130000
i 5 Minh Qudn 12-04-2004 22-04-2004 10 1700000
8 Téng 54 tién cdin thanh toén 5090000
9 Trung binh chi cho mAi can b 1018000
Yéu cau
1. Mo mot Workbook moi co tén la “Thanh toan tien khach san.xls”, dat tén Sheet
1 la “Thanh toan nam 2004”
2. Soan thao bang tinh trén
3. STT dvoc danh ty dong
4. Tinh so ngay o = ngay di — ngay den
(Dbé tinh dwoc so ngay o, vi du nhw tinh cho E3, tinh E3=D3-C3 ban phai
dinh dang dung dir liéu trong 6 C3 va D3 la kiéu ngay thang)
5. Thanh tién=so ngay o* 200000, néu so6 ngay o > 5 ngay thi giam gid tién thanh

toan 15% (Dung ham diéu kién IF)
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Bai 10 TRINH BAY BANG TiNH - VE BIEU PO - DINH DANG TRANG IN

Muc tiéu

Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thyc hién dugc cac thao tac trinh bay dir li€u trong bang tinh
e Thuc hién duoc thao tac vé& biéu db va hiéu chinh biéu do trong Excel
e Thuc hién dugc cac thao tac dinh dang trang in

1 Trinh bay bang tinh

Trinh bay bang tinh 13 mot cong viée rat can thiét trong qua trinh lam viée véi
EXCEL. EXCEL luu trir cac dir liéu trong cic 6 ciia bang tinh cliing v&i cac thong sb dinh
dang cua cac 6 do. Viéc dinh dang cho cac dir li¢u trong bang tinh c6 thé tién hanh béng
cac 1énh Cells trong thuc don Format.

1.1  Dinh dang dii ligu kiéu sé
- Chon khéi mudn dinh dang.
—  Chon Format\Cell (Ctrl+1), sau @ 6 chon muc Number trong hop héi thoai Format
Cells va chon tiép cac thong s6 dinh dang sau.

Format Cells &3]
Mumber l.ﬁ.lignment l Fonk l Border l Patterns l F‘r-:ul:e-:l:il:un]
Cateqgary: Sample
General 1.00
Currency Decimal places: |z =
Accounting
Dake
Time [ Use 1000 Separator ()

Percentage . ;
Fraction MNegative numbers;

Scientific

Text 1234.10

Special (1234100

Cuskom J (1234, 100 J

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monekary value,

a4 | Cancel |

Trong hop Category chon céc kiéu dir lidu can trinh bay va chon tiép cac thong s6 khac
tuy thudc vao loai dir liéu da dugc chon trong hdp nay. Hay viura chon vira quan sat hop
Sample dé xem mau dinh dang.
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e General
Pinh dang chung. Véi kiéu dinh dang nay, text gd vao s& dugc dong hang bén trai
va dir liéu ki€u s6 sau khi go vao bang tinh sé dugc dong hang bén phai 6.

e Number

Dung dé dinh dang cac sb thong thuong. Chon tiép cac thong sd sau: Decimal
places - s6 chir s6 sau ddu chdm thap phan, Use 1000 Separators(,) - dung dau phay dé
phan cach hang nghin, Negative numbers - chon cach dinh dang sb am. Trong hop
Sample hién mau dinh dang.

e Currency

Dung dé dinh dang cho céc gia tri tién t&. Chon tiép cac thong sb sau: Decimal
places - sb chit sb sau ddu chim thap phan, Symbol - chon ki hiéu tién té ctia cac nudc
khac nhau (Mi, Anh, Dtc,...) Negative numbers - chon cach dinh dang s6 am. Trong
hop Sample hién mau dinh dang.

e Accounting

Ki tu tién té va diu cham thip phéan cua cic s6 dugce dinh dang theo kiéu nay s&
duoc dong thing hang. Chon cac thong sb sau: Decimal places - sd chir s6 sau dau
chdm thap phan, Symbol - chon ki hiéu tién té cia cic nudc khac nhau (Mi, Anh,
Pic,... ). Sample hién mau dinh dang.

e Date
Dinh dang ngay theo mau dugc chon trong hop Type

e Time
Dinh dang gio theo mau duoc trong hop Type

e Percentage

DPinh dang theo kiéu phﬁn tram. S6 chit sé sau ddu chidm thap phan dugc chon trong
hop Decimal Places.

e Text
Dinh dang s6 theo kiéu Text.

e Special
Pinh dang theo ma vung va s6 dién thoai

¢ Custom

Tuy bién theo khuon dang dugc gd trong hop Type. Nut Delete dugc dung dé xo4
khuén dang khong can dung dén.
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1.2 Dinh dang ngay thang

Format Cells &3]
Murnber l.ﬁ.lignment l Font l Border l Patterns l F‘r-:utectiu:un]
Cateqory: Sample
General J 20/12/1981
Mumber
Currency Tvpe:

Accounting

fbo |ddfrmjyyyy

Time 0% .

Percentage 0, 00% "J

Fraction 0.00E+00

Scientific #30,0E+0 |

Texk #37

Special # 77T

Cuctom R[N M ~
Delete

Type the number Format code, using one of the existing codes as a starting
poink.

[ ox ]

Cancel |

Khi nhap ngdy thang can nhap thang trudc ngay sau, c6 thé chi can nhap ngay,
thang va nam Excel s& lay theo thang nam hién hanh cua hé thong. Ciing mét ngay nhung
c6 thé chon cach hién thi khac nhau.

Trong hdp thoai Format Cell, & khung Category & bang Number chon muc Date,
va chon céach hién thi bén khung Type.

Ngay thang hién thi theo dang tong quat m/d/yy (thang/ngay/nim), néu khong vira
y v&i cac dang co san, co thé tao ra mot dang hién thi riéng b?mg cach chon muc Custom
trong khung Category, va gd dang can thiét vao khung Type, vi du: dd/mm/yyyy (2 sb
ngay/2 sb thang/4 s6 nam) nhu 25/11/1998.

Nhém I3 Binh Dang | Nhip ngay 2571171998
(Category)y | (Format code) s thd hign
dinfyy 251198
d-rmm-yy 25-Nov-58
Drate d-rmrnrm 25-Mov
- Yy Nov-98
ddfmmfryyy 25-11-1998
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1.3 Dinh dang vi tri

Chon muc Alignment trong hop Format Cells d¢ dong hang cho dit liéu.
Dit liéu nhdp vao bang tinh c6 vi tri mic dinh tuy theo timg kiéu dir liéu. Tuy nhién c6 thé
dinh dang lai theo cac budc sau:

Format Cells Ex
Mumber  Alignment l Font l Border l Patterns l F‘r-:utectiu:un]
Text alignment Orientakion

Horizonkal: — [+ .
|General ﬂ *
! = T 4
Vertical: 0 )
" : e &
|B|:|I:I:|:um j x 5
k .
[ L *
Texk conkral *

v ‘Wrap text
r I@ Deqgrees
[ Merge cells

Right-ko-left

Text direction:

Context j

(a4 | Cancel |

— Chon khoi di ligu. —
- Click chon céac biéu tugng dinh dang vi tri trén thanh cong cu |
hodc chon Format\ Cell (Ctrl+1), trong hop thoai Format\Cells chon bang Alignment

e Horizontal
Lua chon cach hién thi hang ngang.
- General: Tong quat
- Left (Indent): Trai
- Right: Phai
- Center: Gilra
—  Justify: Péu hai bén
- Fill: Vira bang 6, ving
- Center Across seletion: Gitra vung

e Vertical
Lua chon cach hién thi hang doc.
- Top: Phia trén
- Center: Gitra
- Botton: Phia dudi
- Justify: Déu hai bén
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e Orientation
Kiéu chir dimg hodc nghiéng (Chinh d6 nghiéng trong khung Degrees).

Bimh thuding Canh phai| Canh giffta
[+]

b ab%b

E o Center

1 \}%"i’fb

z o

. . |Top
Shrink to fit
Botton
Canh gifra nhién &

e Text Control
Céc diéu khién khac.

Wrap Text : Text xudng dong trong cac 6 khi dai hon d6 rong hién thoi cia 6.
Shrink to fit: Text vura khit trong cac 6 khi cac 6 do bi co hep.

Merge cells: Trdn cac 6 trén cung hang va cung cot. Sau khi tron, chi co dir
liéu ndm & 6 trai trén trong vung da dugc chon hién trong 6 dugc tron. Do do,
mudn 6 tron chira tat ca dit lidu trong ving da chon thi truéce khi tron phai sao
chép toan b dir li¢u vao 6 trai trén.

1.4  Dinh dang kiéu chi cho di ligu

Pé dinh dang kiéu chit gho der lidu co thé thuc hién theo cic budc sau:
- Chon kh6i muon dinh dang.
—  Chon Format\Cell (Ctrl+1)
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Format Cells 3
Murnber l Alignment |
Font: Font skyle: Size:
|.ﬂ.rial |Regular | 10
T vMnvogue g8 -
T vWnvogueH i 9
Agency FEB Bold
Bold Italic J 11 ﬂ
nderline: Color:
|N|:une j | Aukornakic j W Mormal fonk
Effects Preview

| Strikethrough
[ Superscript
[ Subscript

and your screen.

This is a TrueType font, The same Font will be used on bokh waur prinker

AaBbCeYyiz

Chon cac dinh dang trong béng Font trong hop hdi thoai Format Cells.

Font, Font style : Kiéu chir.
Size : Kich co.

Underline: Cac kiéu chit gach chan dugc mo ta tai vi tri Underline (None — binh
thuong, Single - gach dudi don, Double - gach dudi dup, Single Accounting -
gach don ki€u tai chinh dén cu6i mép phai cua 6, Double Accounting - gach dap

kiéu tai chinh).
Color: Mau.
Preview: Xem trudec.

Trong khung Effects c6 3 muc lya chon:

Strikethrought : Gach ngang.

Superscript : S6 mil x5).
Subscript : Chi s6 (H20).

Trén cing mot 6 dé dinh dang kiéu chit khac nhau cho cac thanh phan di ligu, chon khoi
thanh phan (click & drag) r61 dinh dang binh thuong. ‘
Lua chon Normal Font dugc ding néu muon lay lai ki€u trinh bay ngam dinh.
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15 Tao dwong vién é
Muc Border trong hop hoi thoai Format Cells cho phép tao khung (duong vién) cho khdi
6 hién thoi.

Format Cells A
Murnber l aligriment l Farit Barder l Patterns ] Frotection l
Presets T

....... Style:
....... Nomg  ===—--
Mone outline  Inside | | e [
Border L
Texk Text s
Texk Texk
b Colar:

The selected border style can be applied by clicking the presets, preview
diagram or the buttons abowve.

a4 | Cancel |

Céc duong ké dong va cot trong Excel s& khong thay khi in ra gidy, néu can c6 khung ké
phai thyc hién ké khung nhu sau:

- Chon 6, vung mudn ké khung.

- Chon Format\ Cell va chon bang Border.
Chon cac dang ké khung trong hdp thoai:

- None : khong ké khung.

- Outline : ké vong chung quanh khéi hoc 6.

- Inside : ké cac dudng bén trong khéi chon.

- Style : chon dang dudng ké.

- Color : Chon mau.
C6 thé chon timg dudng ké trong khung Border, néu khéi chon di c6 ké khung, dang
khung sé& hién thi & khung Text, Click vao cac duong ké dé chon hodc xo4.

1.6 T6 mau

Muc Parttern trong hop hoi thoai Format Cells dé t6 mau cho cac 6 dugc chon.Trong do:
- Pattern: mau nén.
- Color: mau 6. Trong d6 No Color: hty t6 mau nén.
- Sample: hién miu t6 theo cac théng sb vira duoc chon.
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Format Cells (B33

Murnber l Aligrirment l Font l Border ..E'.‘?.'?.'?.‘?f.':'.?...l Pratection l
Cell shading
Color:

Mo Color
EEEEEEREER
EEEEEEREEN
| | HE
| ||

Sample
|| | |
H N EEEN
Pattern: -

(04 | Cancel

2  Vébiéudd
2.1  Cdc phin tir co bén ciia biéu do

e Chuoi dir liéu (data series)
La cac hang hodc cac cdt chira cac dir liéu can so sanh véi1 nhau.

e Kiéu do thi (chart type)
Céc hinh thtrc biéu dién dd thi khac nhau theo dang cot (Column), duong (Line) hoac di¢n
tich (area), ...

e Nhin ciia biéu dd (Chart Labels)
La tén chung cta ca biéu do.

e Nhan truc (axis labels)
Céac nhan trén truc biéu do.

e Chu gidi (Legend)
Dung dé phan biét gitra cac chudi dir liéu khac nhau.
Ngoai ra con mot s6 phan tir khéc nira s& dugc trinh bay tiép trong cac phan sau.

2.2 Tao biéu do ngam dinh theo mjt buéc
Kiéu biéu d6 ngam dinh cta Microsoft Microsoft Excel 1a biéu db cot. C6 hai cach
tao bi€u do ngam dinh.
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Céch 1

~  Chon dit liéu muén biéu dién thanh d6 thi.

- Nhén F11. Dit liéu s& duoc biéu dién dudi dang biéu d6 cot va nim trong mot sheet
riéng biét c6 tén ngam dinh 1 Chart n (n=1, 2, 3, ...).

Vi du: Cho bang phan phdi tré em trong gia dinh c6 8 con

S tré nam S6 gia dinh
0 161
1 1152
2 3951
3 7603
4 10236
5 8948
6 4948
7 1655
8 264

Hay vé& biéu d6 dé biéu dién bang dir liéu trén.
Chon vung dit liéu trén va nhan phim F11. Két qua c6 dang nhu sau:

REL

QUL

000

EQQg
O Z tré nam
B 5 giadinh
oG
FLd ] I
1 z 3 L] 5 B T * 9

Cach 2

- Chon dir liéu mudn biéu dién thanh db thi.

- Kich nat Default Chart figi. D) thi tao ra dugc nhiing vao bang tinh chira dir licu.
Trong trudng hop khong nhin thay nat nay, hdy lam nhu sau:

- Thuec hién Tools/Customize. Xuat hién hop hoi thoai, kich chudt vao muc Commands.

=
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Customize &3]

Toolbars — Commands l options l

To add a command to a toolbar: select a category and drag the
command out of this dialog box ko a toolbar,

Categoties: Commands:

E"'i”d'.:"""" and Help ﬂ [ﬁ;ﬁ_ Yolurne High-Low-Close Chart ﬂ
rawing

.ﬁ.utDShaies o Open-High-Low-Close Chart
Web ¥ Doughnut Chart
Forms ] —
Conkral Toolbo |E D |
Macros Chart Wizard -
Built-in Menus J
Mewy Menu -

Selected command:

Descripkion | |

a

- Trong hop Categories kich chon Charting.

- Dung chuét kéo 1énh Default Chart tha vao mot vi tri bét ki trén thanh cong cu chuéan
Vi du: sau khi da cai dugc nat Default Chart trén thanh cong cu chuan, chon vung dir liéu
néi trén va kich vao nat nay, két qua c6 dang:

A E C D E F £ H
S8 tré nam |55 gia dinh
1
2|0 161 12000
3|1 1152 10000
8000 .
4 |2 SE0) O 54 tré nam
5 |3 7603 6000 - ol
g gia dinh
B 4 10236 LI
2000 ~
7|5 2948
oA Chart.ﬁ.ﬂ
g |6 4948
12 3 4 5 B 7 8 9
g |7 1655
10 |& 264
1

2.3 Tao biéu do nho Chart Wizard
Chart Wizard 12:1 cong cu hLy(')'ng dan chung ta tao dd thi tirng budc qua cac hdp hoi thoai.
Cac budc tao do thi duogc tién hanh nhu sau:
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- Chon céc 6 chita cac dit liéu mudn xuit hién trén biéu dd. Cac dit lidu nay co thé nam
canh nhau hodc ndm cach nhau. Néu muén cac nhan cot va nhin hang xuét hién trong
biéu d6 hiy chon ca chung.

- Kich nat Chart Wizard ll. XuAt hién hop hoéi thoat Chart Wizard - Step 1 of 4 - Chart
Types. Hop hoi thoai nay cho phép chung ta chon kiéu d6 thi (Chart type) va mot kiéu
d6 thi con (Chart sub -type) ctia n6. Mudn xem trudc mau do thi s& duoc tao, hdy kich
vao nut Press and hold to view sample.

Trong vi du ndy, chung ta s& chon kiéu Column va mét kiéu biéu d6 con cta nd nhu hinh

V€ sau:

Chart Wizard - Step 1 of 4 - Chart Type

il
i

Standard Types | Custom Types ]

Chart bype: Chart sub-tvpe:

& Doughnut

@f Fadar
@ Surface a

@ EBubble

Lﬁiﬁ Skack, j

. BY (Scatter)
9 A

Clustered Caolumn, Compares values across
cabeqories.,

Press and Haold ko Wiew Sample |

@ Cancel | | Mextk = | Einish |

—  Kich vao nat Next, xuat hién tiép hop hoi thoai Chart Wizard - Step 2 of 4 - Chart
Source Data sau:
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Chart Wizard - Step £ of 4 - Chart Source Data

[aka Range l Series l

12000

10000

=lalely]

O & tré nam

G000 -
B 5 giadinh

4000 4

2000 4

n 4

[Daka range:

Series in: " Rows

* Columns

@ Cancel | < Back | Mext = | Einish |

Trong hop hoi thoai nay cho phép chon lai ving dit liéu trong hop Data range (néu can
thiét). Néu chon Rows, chudi dit liéu s& duge so sanh theo hang. Néu chon Columns, chudi
dir li€u s€ duogc so sanh theo cot.

Trong vi du cua ching ta, hiy giit nguyén cac thong sé nhu hop hoi thoai.

- Kich vao nut Next, xuat hién tiép hop hoi thoai Chart Wizard - Step 3 of 4 — Chart
Options. Hop hoi thoai nay cho phép chon céac tuy chon khac nhau cho biéu d6. O
day, chung ta chi quan tam t6i cac thong s6 trong muc Titles.

- Chart title: cho phép gd nhin chung cua biéu d6.

- Categery (X) axis: cho phép gd nhan cua truc x.

- Value (Y) axis: cho phép gd nhan cua trucy.
Xem két qua & hinh mAu bén phai cta d6 thi.
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F Ties l fxes ] aridlines l Legend ] DataLabels | Data Table

Chart kitle:

|T§-‘ |& tr& nam trong gia dinh & T¥ K tré nam trong gia dinh 8 con
Category () axis: 12000

|sE kr& nam 10000

- | 000

Walue (%) axis: .-I_E P r—

|sﬁ gia dinh G B % giaTinh

W

& 4000
| 2000 I
PRI
2

3 4 5 B T & 3

| = e mam

@ Cancel | < Back | Mexk = | Einish |

Kich vao nut Next, xuit hién tiép hop hoi thoai Chart Wizard - Step 4 of 4 - Chart
Location. Trong hop hdi thoai nay cho phép chon vi tri dat biéu do.
- As new sheet: dit biéu d6 ¢ sheet riéng v6i tén ngam dinh do Excel dat (Chartl,
Chart2, ...) hodc tén do ban gd vao.
- As object in: dat biéu dd trong sheet hién thoi, hodc mét sheet khiac do ban chon
bang cach kich chudt vao mili tén bén phai hop nay va chon tén sheet dich.
Trong vi du trén, giit nguyén cac thong s trong hop hoi thoai.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

" As new sheet: |chartz

|
e
% @+ As gbject in: U - |

@ Cancel | < Back | | | Finish |

- Kich nut Finish.
Két qua c6 dang nhu sau:
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A B c D E F o H
S8 wé nam |98 gia dinh
1 Ty | tré nam trong gia dinh 8 con
20 161
3 |1 1152 12000
4 |2 3851 10000
5 5 Ta03 E an0n ,
B |4 10236 = 5000 56 118 nam
75 B8 _; 4000 - B 54 gia dinh
g & 4948 2000
9 |7 1655 .
g G 1 2 3 456 68 7 8 9
1; s tré nam
13
14

3  Dinh dang trang in

Cong viéc chuan bi in 4n bang tinh bao gém cac phén viéc duoc thuc hién tur 1€nh
File/Page Setup.

Trong hop hoi thoai Page Setup ta co thé thue hién cac cong viée sau:

Vio céc thong s in bao gém 4 loai thong so:

1. Page: Cac théng sd trang gidy in.

2. Margins: Cac thong s 1¢ trang in.

3. Header/Footer: Tiéu dé trang in (néu can thiét).

4. Sheet: Cac thong s6 vé dir liéu can in trén bang tinh.
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Page Setup &3]

Crientation E—— |
§ Print...

* Porirait * Landscape Prink Preview |

Scaling Cptions. .. |

& adjust bo: (100 =3 % normal size

O Fitko: |1 E|: pagels) wide by |1 E|: Eall

Paper size: |Letter ﬂ

Print quality:  [&00 dpi -

First page number; |F'.ut|:|

(0] 4 | Zancel

Nt Print Preview dung dé kiém tra trude khi in chinh thuc ra gidy in.
Nut Print dung dé ra 1énh in.
Nt Option dung dé dit lai cac thong sé may in.
Nt OK d6ng cira s6 Page Setup.
Céc thong $6 in s& dugc mo ta cu thé dudi day.
Page
- Orientation: hudng in.
- Scaling: ty I¢ in. C6 hai lya chon sau:
+  Adjust to: ty 18 in so véi dang chuan.
+ Fit to: ddn/nén ving in trong sb trang duoc chi ra boi cac thong sb vé
chiéu rong (wide) va chiéu dai (tall).
- Paper Size: kich thudc gidy in.
- Print Quality: chat luong in.
- First Page Number: sb trang bit ddu can danh sb.
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Margins

Page Setup &3

........................

Page i Margins lHeader,l'Fu:u:uter] Sheet l

Top: Header:

T os =

Primk... |

Prink Presview |

Qpkions. .. |

Left: Right:

|n.?5 E|: 0,75 E|:

Baottom: Footer:
1 El: 0.5 El:
Center on page

I Horizonkally [ Wertically

Ok | Zancel |

- Céc thong sb 18 Top, Bottom, Left, Right: 18 trén, dudi, trai, phai.
- From Edge/Header, Footer: khoang cach tir mép trang gidy dén tiéu dé trang.

- Center on Page: in vao giita trang theo chiéu: Horizontally (ngang), Vertically
(doc).

3.1  Header/Footer
Céc thong sb vé tiéu dé dugc dua vao tu dong hodc bang tay khi nhan cac nit Customize
Header hoac Customize Footer.

- Left section, Center section, Right section: Vi tri trinh bay tiéu de trong trang.

- Céc niit phia trén ding dé: trinh bay font chit, chén sb trang, tong sb trang, ngay gio
hé thong.

Header, Ex

To format text: select the text, then choose the Font button, o
Tao insert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriate button.
To insert picture: press the Insert Picture button, To Format wour pickure, place the

cursor in the edit box and press the Format Pickure button,

A Blo| alalo]| =2

Left section: Center section: Right section:

Cancel
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Page Setup eB]E3]

Page l Margins ] HeaderFooker

Prink area: | E Prink, .. |
Print titles ) )
Prink Prewview |
Rows to repeat at top: | E
Options... |
Columns ko repeat at left: | E
Prink
[ Gridlines I Row and column headings
[ Black and white  Comments: ||{N-:une]| j
[ Draft gualicy Zell errors as; displaved p—
Page order
{* Down, then over EE EIF EE
]
" Cwer, then down E‘E:é E'u E‘E

(0] 4 | Cancel

- Print Area: chon ving dit liéu can in.
- Print Titles: tiéu dé hang, cOt cua dir li€u, trong do:
+ Row to repeat at top: tiéu dé hang. Cac hang duoc in ra & moi trang.
+  Column to repeat at left: tiéu dé cot. Cac cot duoc in ra & moi trang.
- Print: lya chon kiéu in
+ Row and Column Heading: in tiéu dé hang, cot ctia bang tinh.
Gridlines: in ra ludi cua cac 6 bang tinh.
Comment: in chu thich.
Draft Quality: in nhanh (bo qua format).
Black and white: in den tring.
- Page Order: thu tu in.
+ Down, then over: in tir trén xudng dudi trudc, sau d6 méi sang ngang.
+ Over, then down: in sang ngang trudc, sau d6 méi xudng dudi.

+ + 4+ 4+
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BAI TAP
Bai 1
So truwong hop tir vong do 4 nguyén nhan cu thé tai thanh pho Baltimore - My trong

khoang thoi gian tur 1950 - 1980

. ) Cac bénh Cac bénh
Nam. || TONG SO tim mach ac tinh An mang Lao
1950 6.600 4.400 1.600 100 540
1960 7.000 4.800 1.900 100 160
1970 6.800 4.500 2.000 230 94
1980 6.000 3.700 2.100 220 12
Yéu cau

1. Mo mot Workbook tén la “Ty le tu vong.xls”, dat tén Sheetl la “nguyen nhan tu
vong”. 7

2. Soan thao bang tinh trén, ap dung cong thirc dé tinh gia tri cho cot
“TONG SO”

3. Pinh dang dit liéu cho bdng tinh theo diing mau trén, dwong bao quanh bdng la

duwong ké kép, dwong ké cdc cot la duwong ke don, dwong ké ngan cdc dong la

dwong nét dut mo.

Mau nén ciia tiéu dé ngang va dimg la mau xdm nhat A

5. Vé biéu do hinh cét so sanh ty 1é mdc cdc bénh theo timg nam (biéu dé nay ghi
riéng ra mot Sheet khdc, ddt tén Sheet nay la “bieu do ty le tu vong”). Ghi ddy dii
cdc théng tin 1én biéu do (tén biéu do, tén cét ngang, tén cét dirng)

6. Sau khi lam xong ghi lai workbook.

A
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Bai 2
Ty suét chét tré em (p1000) theo 7 vung sinh thai.
(thoi ky 1984-1993)
Lira tuéi
STT Vung - -
dwoi 1 tuoi dwdi 5 tuoi
1 Mién nai Bic bd 62,2 82,1
2 | bong bang BB 35,3 43,7
3 | Bac Trung bd 37,7 50,8
3 | Mién Trung 37,2 46,0
4 Tay nguyén 71,6 108,1
5 Dong Nam bd 31,2 47,7
6 | Bong bang NB 48,2 68.9
‘ Nguon: Tom tdt s6 liéu thong ké Yté . Bo Yté 1/1997.
Yéu cau

1. Soan thao bang tinh trén

2. Tinh ty suat chét tré trung binh cho cdc ving .

3. Vé biéu do so sanh ty lé chét tré giita cac vung (biéu do nam trong cung

Sheet voi dit li¢u)
4. Danh so trang cho van ban

5. Dinh dang trang van ban

Top: Icm, Bottom: Im, Left: 2cm, Right: Icm

Xem bang tinh truoc khi in

Ghi lai Workbook voi tén “Ty le chet tre theo cac vung.xls”

NS
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Chuwong trinh Microsoft PowerPoint

Bai 11 CHUWONG TRINH MICROSOFT POWERPOINT

Muc tiéu
Sau khi hoc xong bai nay, sinh vién sé co kha nang
e Thyc hi¢n dugc cac thao tac khoi dong, thoatt khéi chuong trinh Microsoft
PowerPoint
e Thuc hién céc thao tac v6i dbi tuong trén man hinh Microsoft PowerPoint
(thuc don, thanh cong cu, thanh dinh dang, thanh trang thai).
e St dung chuong trinh PowerPoint dé tao cac trang trinh dién.

1 Gi¢i thiéu chwong trinh Microsoft PowerPoint

La mot chuong trinh tng dung cua by chuong trinh Microsoft Officce, Microsoft
PowerPoint c6 tinh ning dé nguoi st dung c6 thé bién tip cac trinh dién bang cac vin ban,
cac biéu d0 sd liéu, cac trinh dién bang hinh anh, am thanh. Microsoft Powerpoint co6 cac
chire néng cho phép ngudi str dung chon cac kiéu mau trinh dlen da duoc thiét ké san hozc
tr thiét ké cho minh mét kiéu trinh dién riéng tuy theo yéu cau cong viéc .

Ban c6 thé dung Microsoft PowerPoint dé thuyét trinh, c6 thé in 4n céc trinh dién
ctia ban dé sir dung. Ngoai ra ban con c6 thé str dung Microsoft Powerpoint dé thiét ké
WEB, dat lich lam viéc... vv...

1.1  Khoi dong chwong trinh Microsoft PowerPoint
Chon Start/ Programs/ Microsoft PowerPoint
) WinRAR: >
é Internet Explorer
Microsoft Access
Microsaoft Excel

Microsoft FrontPage
Prograns =
Microsoft Cutlook,
;; Documents Microsoft PowerPoink
[ —
W Microsoft Whord
7 Settings ' Y M3M Explaorer
. b=
j"‘l Search p |Ggl Outlook Express
i Remote Assistance
t‘, Help and Support () wWindows Media Player
) 3 Windows Messenger
E? Fun. ..
*5 vahoo! Mail
I Adobe Acrobat 4.0
Eﬂl Shut Dawn, .

I} ARCO's Preparation For TOEFL
I Download Accelerator

I FinePrink

I HTML Help Workshop

T ¥ ¥ v
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1.2 Thoadt khoi PowerPoint

Truéc khi thoat can phai luu lai dir li€u, sau do6 thoat béng mot trong nhitng cach
sau:

Cach 1: Chon File, chon tiép Exit ‘
Cach 2: Kich ntt %l & goc bén phai thanh tiéu deé.

2 Man hinh lam viéc cua Microsoft PowerPoint

Title bar
Menu bar
@ File Edt Wiew Insert Format  Tools  Slide Show  Window  Help - X
O =] (=) [ Wl A - T anl - 18 - A [ Design =] Mew Slids >
=EV[E X New Presentation ¥ X

-

Open a presentation

schoenmakers Tao mé’t
— wsZ00Z-ra Slide trang

T .

Wioking_Lecture
/ nam+-+030531
E”' More presentations. ..

Hinh anh H H New
cac Slide ;

C“Ck to add tltle [ Blank Presentation

From Design Template

@Y From AutoConkent Wizard

New from existing presentation

Click to add subtitle ) Choose presentatin. .

0] Templates on Microsoft,com

[ Add Metwark Place. .

@ Microsoft PowerPoint Help
Click to add notes L= v| Show at startup
EER=]
D[awv Autoshapes = . w [ O E] 4| ¢ [T . FS-A-==28@.
Slide 1 of 1 Default Design English {L1.5.3

3 Thiét ké trang Presentation

3.1 Tao moi mot Presentation
Cach 1: Chon File/ New
Cach 2: Chon Blank Presentation & Menu doc bén phai (nhu hinh v¢)

3.2  Swdung cac Template co sdan
Néu khong tu tao cac mau thiét ké theo y minh, ban cé thé sir dung céc mau
(template) c6 san ctia PowerPoint dé thiét ké cac trang trinh dién.
Dé mo cac Slide Template, tir menu doc bén phai chon “From Design Template”. Khi
d6, cac Slide miu s& duoc hién thi dé ban c6 thé lyac chon. Di chuyén chudt qua lai dé lya

chon mot mau ban théy phu hop nhat. Khi chon xong, Slide d6 s€ dugc hién thi trong phén
noi dung:
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Chuwong trinh Microsoft PowerPoint
File Edit Miew Insert Formabt  Tools  Slide Show  Window  Help * X
DE & ] O =5 - | T 2 Al -1 - A [ Design =1 Mew Slide 2
SEY [ER 4 + slide Design v X
1 Design Templates
[z=2 Color Schemes
&} Animation Schemes
Apply a design template:
| ~
Click to add title
| Click to add subtitle ™~ Cac Siide
mau co
san
v
|Click to add notes
EER=N|
D[aw' Autoshapes = . e [ O Aﬂ ol ]
Slide 1 of 1

Default Design English {10.5.}

Microsoft PowerPoint - [Presentationd]

I3
File Edit Miew Insert Format  Tools  Slide Show  Window  Help - X
0O =) =) - [Jl O 4% - T 7 sl - 18 - A [ Desian =] hew Slide il
=0 % 4 slide Design X
1 Design Templates
[zs} Color Schemes
&% Animation Schermes
Apply a design template:
:, Click to add title
Slide da /ﬂ
chon duwoc
« R .
hién thi
= w
Click to add notes — [, srowse. .
Es= |
D[aw'ngtoshapes'\ W O E 4l -F-A-SEESB@.
Slide 1 af 1 Capsules English {U.5.} 7
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3.3  Luu Presentation lén dia

Khi dang soan thao ciing nhu khi két thuc cong viéc ban nén ghi lai trang trinh dién
bing cac cach nhu sau:

Céch 1: An t6 hop phim Ctrl+S

Cach 2: Chon File/ Save

Néu day 1a 1an dau tién ban ghi File dang soan thao 1én dia, chuong trinh s& hoi ban tén
File nhu sau:

Chon thw muc sé
Iwu lai Slide dang
soan thdo

Savein: |lD My Documents L j & B ~ Tools +
[ TOEFL [ eBilling
ﬁl [Chthesis
Hiskary |2 Testonline
IZI5PsS
I PaymenkGateway
(L OfNgo:
My Dacuments | (L2 MyDocument
gﬂMv Pickures
T de Music
hﬂ [imaster
Desktop [Chsph
[C)Hoa 5aPa
i] [Chglossary
[ChFinePrint Files

Favarites Che-baok

=
gé File name: |Chu0ng trinh Microsoft PowerPoint ﬂ Save |

Tl Nebwork

Places Save as type: |F‘resentatiu:un ﬂ cancel
\\
Nhap tén Slide
vao day

Dé luu lai trang presentation 1én dia voi trang khac thi chon File/ Save As va hop
thoai nhu trén xuat hién. Ban ciling 1am céc thao tac chon tén file mdi va chon thu muc dé
luu.

3.4 Mo mot Presentation
Céch 1: An t6 hop phim Ctl+O
Cach 2: Chon File/ Open, 10i chi ra duong dan t6i File can nhap
C4 2 cach trén, hop thoai xuat hién nhu sau:
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Chon File .ppt la File c6
dinh dang ciia PowerPoint
dé mé

jq:" @‘X'.Ii.val_sv

Prewiew naot available.

Sau khi
da tim
duwoc File
can ma,

/ 4n Open

=l ope |-

Laok in: ||3i'| master I
Mame J/ .
X E]UML_BAT1
Histary 4§ SIE_heta
& nam-+-+030831
T kaIiski-rsa-signatures-nissc-EDDD
EBo_PHIEU
My Documents | ([C3)WLAN_vn
[ wiet ECC
m ) TextPad
[ PrintMe
Desktop CIMDSKeyGen_v10
[imds
i] [Lir - gt
: [ LinhTink
Favorites ui'ljava 2
=) £ s
g#—} File nare: |
My Metwork,
Places Files of type: |.ﬁ.II PowerPaint Presentations

j Cancel

4  Pinh dang va trinh dién trang Presentation

4.1  Dinh dang Font chit, mau sic, kich cé

Chon dbi tuong can thay ddi céac thudc tinh vé Font, mau séc, kich ¢&. Sau do:

Vao Format/ Font

Farrnak

|ﬁ. Fonk... |

Alignment 3

Replace Fonts, .,

Slide Design. ..

[0 &L

Slide Layout. ..
Background. ..
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Hoadc: kich chu6t phai chon Font

Cut

Copy

BB e

Paste
Save as Picture. ..

Edit Texk
|A Font...

*— Bullets and Mumbering...

Grauping r
Crder »

Set AutoShape Defaulks

Cuskom Anirmation...

s

Action Setkings. ..
53; Faormat Placeholder...

& Hyperlink...
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Lwa chon Font chiy

Lwa chon kiéu chi

. Nhén OK
Fank: Fant st“IF. Sizes o4 sau khi 44
|.ﬁ.rial |Regular |2|:| thwe hién
v Cancel xong céac lwa

T Avial Black Eold 24 chon

T Arial Marrow Italic 28

T Arial Rounded MT Bold Biold Italic 32 3

T Blackadder ITC b 36

Effects Colar:

[ Underline | Superscripk I -

[ Shadow OFfset: |0 3: %,

I Emboss I Subscript [ Defaulk For mew objects N~

This is a TrueType Fonk, .
This same fonk will be used on both your prinker and wour screen, gr:l(;_)r;hrgjau

4.2 Cac ché dp hién thi Slide
Ché dd hién thj chi tiét
Ché dd hién thj hinh anh
cac Slide

Mic osoft PovserPoint - [Presentation3]

Ef= Edit ew Insert  Format  Tools  Slide Show  Wwindow  Help - X
ODE & &® - il O e -~ T 7 Aal - 15 - A [ Design =] Mew Slide »
Outline * Slides *

1 [EZ] cHUONG TRINH

MICROSOFT POWERPOINT

B& mdn Tin hoc
Trudhg Dai hoc v 8 Cang
cdng

CHU'ONG TRINH MICROSOFT
POWERPOINT

Bé mén Tin hoo
Trwéng Bai hocrté Céng eéng

4 slide Design X

Design Templates
[z= Calor Schemes
(&% Animation Schemes

Apply a design template:

Click to add notes
A=Y

Slide 1 of 1 Cae_s’ulei‘

1YVU Uuil IIUULL LAV UL VUV A aaw

Slide Sorter
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Chuwong trinh Microsoft PowerPoint

4.3

Khi do, cac Slide s& duoc hién thi & dang toan canh nhu sau :

€ Microsaft PawerPoint - [UML_BAI1]

= [[=]()]

= . [ ttes...

File Edit ‘iew Insett Format  Tools  Slide Show  Window  Help
DEEen SV & BB [Fali @ %
mﬁr‘::éﬁ:—:;:.‘:x:‘:mmm ‘ WO DUNE -‘ Ter freer Lriant Rhuir LF5rry
susir wow By aed
nhn&wymnm
1 2
- g -
: S
Sl b Wien Link .
b rien plahn evim vl UL
4 5

[*| 4
Design Templates

[z} Color Schemes
[E} Animation Schemes

slide Design

Apply a design template:

- X

ko
-

w X

Used in This Presentation

Recently Used

"y

Slide Sorker

Néu mubn quay vé trang thai ban dau, chon View/ Normal

Trinh dién trang Presentation

Cach 1 : chon View/ Slide Show
Céch 2: An phim F5

Cach 3: An biéu tuong T & phia dudi bén phai.

Khi ¢ ché dd trinh dién, Cac Slide s€é dugc chiéu st dung toan by man hinh, mudn
thoat khoi ché do trinh dién dé tré vé man hinh soan thao, an ESC.
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http://kinhhoa.violet.vn

BAI TAP

1. Stk dung céng cu tim kiém thong tin trén Internet, tim kiém thong tin vé Y té Cong
Cong (YTCC), bao gom:

Khai niem YTCC

Lich sik phat trién YTCC trén thé gici
Lich sit phat trién YTCC ¢ Viét Nam
Mbét s6 co sé dao tao YTCC

Xu huéng phat trién ciia YTCC

Luu cac thong tin ban tim dwoc vao mot file van ban dé cé thong tin cho viéc thiét
ké cdc trang trinh dié~n A

2. Thiét ké 15 slide dé trinh bay lai cac thong tin trén (ban co thésir dung cdc
template c6 san hodc thiét ké cdc slide theo cdch riéng ciia ban)

3. Ghi lqi file trinh dién trén véi tén la “Gioi thieu ve YTCC.ppt”
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