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&KMKkQJ AB %A7 A&D1* 1*€7+D1* 7,1 &) %

M éC TIEU

+UF [RQJ FRXjii@UfieL KUF Fy NK+ Q QJ

- 7UuQK Ej\ ym¢F PYW VO NLAQ WKIiF Fk E§Q YA P|
théng tin trong may tinh;

- 1K+Q ELAW ymc¢F FiF WKLAW ET SK«Q FiQJ SK«Q
GéQJ
1.1.KiAthiF FKaEAnay tinh
1.1.1. Théngtin va x fily théng tin
1.1.1.1. Théngtin

7TKX+W QJ6 3WK{QJ WLQ  ymc¢cF Vi GéQJ UYQJ UmL V
&K~QJ WD WLAS QK+Q WK{QJ WLQ NKL [HP WUX\AQ Ku
NKiF 9%\ WK{QJ WLQ Oj Ju"

7K{QJ WLQ Oj WBFEDCHKRELAJIJmaL YA PYW V& YW V
Wm¢QJ WK{QJ TXD TXi WUuQK QJKLrQ FiX WUDR yUL
QK£Q

7K{QJ WLQ JL~S SKiW WULCQ V& KLCX ELAW FéD FR
Yj Fk VA yC FRQ QJIAWLV®AB FIORTXYW YO©Q VA Fé WKC
YyIiQK QJIJXxQ JOF VyiQK JLi Yj VA GéQJ WK{QJ WLQ QJj\
FED WK{QJ WLQ 7URQJ JLDL yR¥Q KLEQ QD\ FK~QJ W
OjP FKR YLEF QJKLrQNKXQWKk® QL NNKKL QKO6QJ WK{QJ
WKmaQJ Oj WKLAX FKNQ ONF KR»F NK{QJ yiQJ WLQ F=+
TXDQ WUNQJ WURQJ KNF W+S F{QJ YLEF Yj FXYF vOQ

1.1.1.2. D6li E

'6 OLEX Oj) WK{QJ WLQ GmRL G¥®I QK KQEX k IFKM%KDLY
G¥QJ WmkQJ ni® 7 HKHIRLUS Giao dF K @ lty ban hanh ngay
29/11/2005.

.KiL QLEP G6 OLEX UD yaL F*QJ YRL YLEF [A O& WK{
WKC FKR UpQJ G6 OLEX Oj KuQK WKIF WK &K QWD Y\
QKOW yIiQK

'6 OLEX FKIi Fy WKC WU4a WKjQK WK{QJ WLQ NKL ym
Yj ymcF [A Oé YA P»W QJ6 QJK-D QKO6QJ QKzQ WKIiF W
WURQJ PYW O-QK YG&F Yj Fy PéF yKFRR Fé WKC PRL wUua

1



1.1.1.3. Xiily thong tin

A 08 WK{QJ WLQ WKjQK WK{QJ WLQ NKL ymc¢F §y»W
ymcF [ Oé YA P»W QJ6 QJK-D QKO6QJ QK+Q WKiF WKX
PYW O-QK Y&F Yj Fy PéF ytFK Fé& WKC PRL WU& WKjQK V

4Xi WUUQK [ Oé WK{QJ WLQ WUrQ Pi\ WtQK JxP EO(

- *LDL YR)Q WLGS QKS5IXIWKUQODKVMQAAS QK+Q WKI{C
ErQ QJRjL YjR Pi\ WtQK k\ Oj TXi WUuQK FKX\CQC
WKG6F VDQJ G¥QJ EWCR® WURPWR{QWtQK WK{QJ
QK=+S

- *LDL YR)Q [u QeaWK{QUUWQ® FKX\CQ yUL QK6QJ V
YC Fy ym¢cF QKOQJ WK{QJ WLQ SKe K¢S YRBL PéF Yy

- *LDL YyR)Q [X-WaAWK{QUUAMD® ymD FiF NAW &X§ UD
QJRjL c¢k\ Oj TXi WUuUQK QJmc¢F O¥L YRL TXi WUu
VA FK¥UWQFiF WK{QJ WLQ WURQJ Pi\ WtQK VDQJ
WK6F WK{QWRXDWFEH [XOW

- *LDL YR)Q OfAX W& WXWKN{QUQW LIXL QKR yor¥lynk¢gF W
JKL QK+Q yC Fy WKC YyHP UD VA GéQJ WURQJ QK¢

Hinh11 67 y[ TXi WUuUQK [u O& WK{QJ WLQ
1.1.2. Phen cing
1. k Qx My trung tam

lj y«X QmR WUXQJ WKP FéD Pi\ WtQK G§ BKEX QTQREQ
KR»F JyLAX NKLCQ FiF KR¥W yYQJ FéD Pi\ @énaKk WK
Processingunity +DL QKj V8Q [XOW &38 ORQ QKOW KLEQ QD
SK«Q FéD &38 JxP Fy

KYL yLIX NKC&@ol Bty LA WKjQK SK«Q FORL&EIS Yy ELr
GIFK FiF OEQK F&D FKmkQJ WUuUQK Yj yLAX NKLCQ FiF

Céc thanh ghi (Registersl uPQJD\ WURQJ &38 Fy QKLEP Yé JK
NKL [A Oé& Yj JKL NAW TX§ VDX NKL [A Oé

KYL WtQK WRIiQ $/8 SULWKEFKHWLRJIJRVKBFS®LWQ Fi
F&D ykQ YT yLAX NKLCQ Yj [ O& WtQ KLEX



Hinh 12. V $ri c @ CPU trong bo n)ch cho

Hinh 13. CPU Intel Core i7, tHth Gt
1.1.2.2. ThiAb Inh

7TKLAW EI QK+S QgmEF WHKGA®/J BIC QK+S G6 OLEX Y
EjQ SKtP FKXYW EL O Q WUDFNEDOO E8QJ FK¥P W
FE§P iQJ F«Q YyLAX NKLCQ MR\VWWLFN Pi\ JKL KuQK
NO WKX+W VO PLFURGKRWAHD PQHUXpWURQJ yvy

- BanphimLj F{QJ Fé FKtQK yC QK+S G6 OLEX KR»F Q
WiF Yé WURQJ PYW FKmkQJ WUuUQK iQJ GéQJ 1JF
Fy PYW VO WKLAW NA WLEQ Oc¢L FKiD FiF Q~W
SKmkQIWWREQP NKL VA GéQJ Pi\ WtQK %jQ SKtP N
TXD FUQJ 36 86% KR»F NAW QOL NK{QJ Gk\



Hinh 14. Ban phim may tinh
- &KXaW Pi\ WtQBsQIRKXVYHLAX NKLCQ Yj OjP YLEF °
VA GéQJ FKXYWORM\ WKIQMWQEKEL Vi GéQJ PjQ KuC
Viw WND §¥Y Yj WKDR WiF GL FKX\CQ FéD FKXYW
ER P¥FK FKé TXD FUQJ &20 36 86% KR»F NAW

Hinh15 &KXaW Pi\ WtQK ORXVH

- %+QJ FK)ehPatlRY EjQ GL FKX\CQ FKXYW G+QJ VyC
FKXYW WUrQ Pi\ WtQK [iFK WD\ YRL KDL SKtP WU
WtQK yC EjQ Yj QUP GmRL EjQ SKtP

Hinh1l6 %+QJ FK)P 7RXFKSDG



- % ~W FK)P:LGWRODWVW RQIKAS BiU{QJ JLOQJ QKm PY!
GéQJ yC FKNQ KR»F NtFK KR¥W PYW PéF WUrQ |
iQJ

Hinh17 %~W FK)P 6W\OXV
- 0jQ KuQK F+pP ROW WKLAW ET ym®rF\ Wit GK QKIRWRJ R
WKLEW EY QQIWKH{QK 7KLAWEWER|R XUPQK KLCQ W
WKmaQJ QKm /&' KR»F /(' Y] PYW ORS F§P iQJ S|
W K A FFKORYAWI tinh.

Hinh18 0jQ KuQK F+P gqQJ

- &/Q YLIX NKLKQ | NPRW WULKINAW yEicF «XAYGRQJ yC

NKLCQ WUz FKKL YLGHR Yj F{QJ QJKE KU WU¢ W

JxP P¥WKkQ VA PYW WD\ yzQ VWLFN YRBL PYW K
ymcF GL FKX\CQ EOW N4 KmRQJ QjR



Hinh19 &/Q yLIXjoystickK Q
- May ghi hinh tne ti @ (webcant)La lo¥ thi AbTghi hinh kdthu sOy
kKAn®vRL Pi\ YL Qru@A&tri tiAd hinh 8QK Qy J& l&njnmY
ZHEVLWH QjRmyW WD\ WtQK NKiF QjR¥igynmefQJ TX
V AF k & webcam gdQJ Q Km&R Kathu sOQKm QJ a¢tkUdac
chiF Q QJ F&nhQdo pha mAP FjbwWw WUrQ P & kWQQXxiy L
ly. Ngay nay, nhii webcam con co6 t8G « Q Xguyay phim, chd &h rx
OmX YjR PILAWEQR KR URQJ F{QJtvyiktHhGhQK QK
Qy JKEF yAmtrung tam kiGh soat i [D KD\ G+QJADQIHEén WKL
hinh &h gioD F R Qa QiJmhau.

Hinh 110 0i\ JKL KuQK WUyF WLGS ZHEFDP

- MicrophoneLj PYW OR¥L F§P ELAQ WKOKLEXEKP PKKDG
VDQJ WtQ KLEX YyLEQ OLFURSKRQH ymcF Vi Géf
WKR¥L WHER/K®®I NDUDRNH WU¢ WKtQK WKX E (
SKiwW WKDQK Yj WUX\AQ KuQK WKLAW Ei WKX kP



Hinh 111. Micro
- 0i\ TXpW +QK 6FPP@HWKLAW EI TXpW TXDQJ KNI
WUrQ JLO\ FK6 YLAW WD\ KD\ YW WKGC FKX\CQ
TXpW WKmaQJ yL NgP PYW WKLAW EI y«X UD Oj P

Hinh112 0i\ TXpW +QK 6FDQQHUV
1.1.2.3. ThiAb ixu ®

7KLAW EI [XOW Oj QK6QJ WKLAW ET ymc¢F VA GéQJ Yy
WtQK OoYW VO WKLAW ET [XOW WK{QJ GéQJ QKm PjQ
tainghe. 7URQJ Vyy

- Man hinh may tinh (MonitorLj WKLAW ET yLEQ W#A J3Q OLAQ
PéF ytFK KLCQ WKI Yj JLDR WLAS JL6D QJmaL Vi
Pi\ WtQK Fi QKkQ 3& PjQ KuQK Pi\ WtQK Oj PYW
may tinh xach tay (8 WRS PjQ KuQK Oj PYW EY SK+Q J3
WiFK UaL PYW VO Pi\ WtQK [iFK WD\ Vi GéQJ PjC
UaL PjQ KuQK »F ELEW PjQ KuQK Fy WKGC G+QJ |
Pi\ FKé&

Hinh 113. Manhinh may tinh (Monitor)



0i\ FKLGX S3URMHPWRUKLAW EIl Fy EY SK+Q SKiWw
F{QJ VXOW ORQ yL TXD PYW VO KE WKOQJ [fi O¢
KLEX y«X YjR yC W¥R UD KuQK §QK WUrQ PjQ Ft
EpQJ P3WFRLAX SKéEF Yé FiF PéF ytFK QKm W¥R
WURQJ Pi\ WtQK yWWRKKIAOW MIBUFRIKNkQJ WUUQK |
QKLAX QJmaL Fe«QJ [HP Pi\ FKLAX WKD\ WKA E§(
WD\ YRL EEQJ WmkQJ WiF [HP SKLP Wi Pi\ YLGHF

Hinh 114 0i\ FKLGX 3URMHFWRU
May in (Printery Lj WKLAW ET ymc¢F VA GéQJ yC WKC KLE
QKDX FiF QYL GXQJ ym¢cF VR¥Q WKE&R KR»F WKLA
FiF FKA EE§Q Pi\ LQ F«QPyMWEQKAWR®BD ITXBLP¥QJ
KR»F WK{QJ TXD FiF NLCX WUX\AQ G6 OLEX NKiF
WtQK TXD FUQJ /37 WUX\AQ WKOQJ KR»F FiF FUC(
QD\ yAX Fy NK&8 Q QJ NAW QOL YRL FUQJ 86% Fél
c6tKC ym¢cF NAW QOL YRL P¥QJ Pi\ WtQK WK{QJ T
FKXQJ WURQJ PYW P¥QJ /$1 KR»F Fy WKC Oj P ¥{
VO Pi\ LQ KLEQ QD\ ym KU WU¢ WUX\AQ G6 OLEX
YLAX Qj\ W¥R WKX+Q O¢LWAKRAWLEIFAIQy¥Q W IiPRIFE
UOW SKU ELAQ KLEQ QD\

Hinh 115. May in (Printer)
Loa may tinhLj WKLAW EIl G«QJ yC SKiW UD kP WKDQ
YLEF Yj JLSL WUt FéD FRQ QJmaL YRL Pi\ WtQK
nOL YRL Pi\ WtQK WK{QJ TXD FUQJ [XOW DXGLR
tinh.



Hinh 116. Loa may tinh
- TaingheLj WKLAW ET JxP PYW FiF ORD SKiW kP WKL
PDQJ WtQK GL yYQJ WKmMaQJ WiktRQ»>WDE i W KK
WDL QJKH QKm OR¥L Fy Gk\ KR»F NK{QJ Gk\ KD\
KR»F WDL QJKH JxP F§8 ORD Yj PLFUR

Hinh 117. Tai nghe
1.1.2.4. BYnh Rva thiAbTOm>» WU
%Y QKR Oj WKLAW EIl OmX WU6 WK{QJ WLQ WURQJ -
%Y QKR EBRQKPWURQJ Yj Ea QKc QJRjL
%Y QKR WURQJ EDR JxP EY QKR FKIi yNF 520 5HDG
[XOW QJ X QKLrQ 5$0 5DQGRP $FFHVV OHPRU\

- ROM mMcH VGéQJ yC OmX WUG FiF FKmkQJ WUuQK
JLAX NKLCQ YLEF QK+S [XOW 7K{QJ WLQ ymcF J
yUL NK{QJ Ei POW QJD\ F§ NKL NK{QJ Fy yLEQ



Hinh118 Bi nha ch=Z LXZc ( ROM)
- RAMn€c s LW negu tr. c8c s. ki n v~
thao t8c v°™ t2nh to8n. RAM c¢c- LHKHc L
S€ mblt Li khi mblt Li " n hoHc tdt m8§y
t2nh hi ' n nay thtng th€ hgcv bhWhoda
n.,a trong t<€hng | ai

-

Hinh119. Bi nha truy xumt ng,u nhi®°n

B, nh, ngo”"i | " thiJjt b |1 €©u tr_ thtn
mblt khi khtng c¢- Li " n, d. |li " u | €u tr°n
d. ng x-a hoHc ghi L I °n. B, nh, ngo" i
tnh.Hi "' n nay c¢- c¢c8c |l o4i b, nh, ngo’ i ph’

- ngoga cong (PHardWi Diklk) c. ng c- duaBg | €
v ¢+ thW cao hhn n_a trong t<€hng |

Hinh120. noa cong (Hard di sk)
10



- ngoga quang (:Catmpia/gtt ki sking LW | €u t
nh, ©m thanh v° th€ ng L€ ¢ s d_n
ti n (multimedia).: ChloahaCD | @dlaing hl «
700MB) v DVD (dungGB).€ ng kholng 4.7

DVD-R

| 1200 4.7

Hinhl1l21noa quang

- C8c | oui bi :Nhoth@egahiD kh8&§c ( Memory
Flash Card), USB FlashDrive- dung | € ngGBph'r “bil/Jm.

SanDisk

Ultra

) 80 mB/s )S(g 1

1288

SanJisk

Hinh122 Thi nha Hinh 123. USB Flash Drive

1.2. PHn mQn

Phfn mQm | " ch€ehng tr3nh m8y t2nh L€
ng'n ng. LW LiQu khiwn thi/Jt b s~ th =c
tr3nh by m t sbifmYii phfmaynmQmg pm’ c - :

1.2.1. PHFn mQn h th" ng

o

L™ m t tdp h° p c&8c phfn mQm chuy°n d,
Mi crosoft Wor d, Mi crosoft Excel , Mi cr os
thw d, d"ng t€hng t8c v m&y Qu2 ki Wa- ct8ic\
mQm h’ th " ng nh€e m t tfng trung gian gi
phfn ¢c. ng m8y t2nh). Phfn mQm h' th ng |

H

- H Li Qu h"nh (Operating System): L~
tr€ ng bao duanphhofF nc &c ntghic/hto ph®p ¢ §
hoHce ng€ i s d,ng c¢c- thw d, d'ng t
c.ng n"y. Nh€e vdy, hfu nh€e m i thao

11



phfn ¢ . ng LQu tmhng Hawa nH'i i@t tkh §
vai tr, nh€e m t Atfngo trung gian (¢
(Quln |I'T t"i nguy°n, cung cblp giao
- Phfn mQm ti n 2ch (Utilities):chd ¢
vi ¢ pho©nht2¢thj e€&bBuhb¥e bl[o tr3 cho
ch€hng tr3nh qu®tdpvithhanck um®a_. Llgia, u ,n

ho8 v~ gi [i m« d. i u, t heo d»i mY |
- Phfn mQm Li Qu LKhicvgnc (pOhrfinvemG@mhi €t ¢
chy th+€ ng tr% c%ng v.,i h LiQu h-

khi Wn gi_a c8c thil/]Jt b’ phfn ¢ ng ¢
Li Qu h”"nh gi¥%p cho c¢c8c thiJt b i phf
phfn c¢c,n | 49ji teh.a h th  ng m8y
- C8c b, chuywn L ng!'n ng. (Languaog
c§c c©u | nh L€ ¢ viJJt b=yxng m t ng?t
sang ng!'!n ng. m°™ m8y t2nh c¢c- .t hW hi'
1.2.2. PAn mQn_ngd ng

L” c8c ch€ehng tr3nh m8y t2nh L€ ¢ thi
(end wuser) nh3um thol m«n nh_ ng nhu c¢cfu
mQm _ng d_.ng c¢c- thW chia th” nh ba | oUi

Phfn mQm _ng d, ngathoss) :(BhasiaohApgl p

d. ng L€ ¢ s d,ng trong hfu hJJt c8c ng" I
phfn mQm x| T vin bln, phfn mMQmt hhoygy/y
T ch s° d. 1i ué

Phfn mQm _ ng d, ng dahuAppnl ikciatti opSpecil

mQm chuy®°n d_ ng Le ¢ s d., ng cho m t ho!

x I'T LY hoU, CKATLABCEN, ORCAD,

Phfn mQm . ng d.,ng tr°n thifjt b di L,
hoUt L, ng tS3nfanphooe§c t hi Jt b’

1.2.3.M ts phfnmQn_ngd ngthong d ng
M t s° phfdn nmQm himg d_ nhgF nhimQm nxay Inlh <€

bfng t2nh, h quln tr° c¢ch s° d_ i u, ti
phfn mQm kh8§c. Trong L-:
- Phtn xniZzm T :btnmbtd nl o4i phfn mQm L€ ¢
c8§c vin blfn Li n t . C- rblt nhiQu c¢
VQ c8c phfn mQm th€ehng mUyi, ph’ b i
Mi crosoft. C8c ch€ehng to89inhpkPiinma@im

m th€ ng gHp bao g m: Writer (tron

12



tr€ ng KDE) v~ AbiWord (trong mti |
ch€hng tr3nh soUn thl[o vin bl[n tr ¢

- Phtn mZm :ht ng, tt 2mmf n nngQnd Yanngg Ldw t°~ |
t2ch v° |1 <€u tr_ d. |i u th'ng qua c
nh€ |I'° m* ph, ng bng m8y t2nh c¢c8c b
d, ng blng t2nh ph” bi/Jn hi n nay |~
phfn nngmn m nh€e LibreOffice Cal c,
s blfng t2nh d a tr°n nQn Web nhe€:
EditGrid.

- HM qud n t r N (Databass Manahement SystenDBMS): La
phfn mQm hay h' th™ ng  Len ct tchh Jst° kd

o

ch€ehng tr3nh n"y h, tr khl[ nktng | €

tin trong m t ¢ch s° d. 1i u (CSDL).
nhi Qu ng<€ i biJt LJn nh€: MySQL, Or
- Phtn mzm cahe&a s d, ng LW tYYo c8§c b
re ¢ g i |~ slideshow, ¢+ thw L€ c
chiJJu hoHc hiWn th  tr°n Web. Phfn
t90 ra c8c t i |i u ph@m gh®t ngko ik
tr3nh v° c¢c8c t"i Ii" u kh8c c¢c- thw I

Microsoft PowerPoint, Lotus Freelance Graphics va Corel Presentations la
nh_ ng v2 d, c.a c¢c8c chehng tr3nh ph
tr3nh chT fumm«nheg: LibreOffice | mpr

- Phtn mZm tlh_ I BiYMn phén mQm nh31m h, t
chuyWn v° nhdn c¢c8c mXu th'ng tin (1t
t° h, tr° soUn t xofway gl €u hhelngBhf nc

the Li n LtHt Ita®in oig8iy t2nh ng€ i db?
Mi crosoft Outlook, phfn mQm the Li’
Mail (Gmail).

- Tr3nh ddoyMm Wephfn mQm _ ng d, ng cho
v t<€ehngs8t8wetwm, b[n, h3nh [nh, LoUn
thing tinmkh8trandgrweb e€ebatmn mUmag
cfu hoHc mUng n, i b . M t s’ tr3nh
Google ChromeMozillaFi r ef o0 x , Mi crosoft Edge,

1.2.4. PHFn mQn ngd’ n m

Phfn mQm ngu - n m | phfn mQm v, i m«
gi bly nghu®m m° . Gibly ph®p n"y cho ph®p bb
L v'® cli tiJn phfn mQm cing nh€® phon |
thay L i

13



Khing gi ng

nh€ phpmfmQmQmgu "hrehm'g mY

thu, c bln guVQhotlcacg8ch«ng phfn mQm, n.
C - quyQn b8n | Yj H' Li Qu h”"nh Microsof
s d. li u Oracle | " c¢c8c v2 d, LiWn h3nt
1.3. BMJ di. n théng tin trong may tinh
Tr €k oi t¥m hiWu vQ th'ng tin trong m
ch¥%ng ta cfn biJJjt vQ c&c h' L Jm.
H LJm | " m t tdp c8c kI hi u v" quy
v x8c L nh c¢c8c gi 8§ tr  c,a c8c s’
C- b"n h LJm L€ic mslanad, ng ph” bi Jn h
- HM nhQ hmly©m LJm ch s° hai) |7 h" L
amo mMmd. Ng€ i ta g i mt ch. s~ nt
Binary digi T (ch, s nh ph®n). To-~
l inh ki n Llai nrtYngch N §ih€hcritgngv 't dm'
theoquyl. " nh t €hng ng v.,i hai m ¢ Li n
logic 1a O va 1.
- HM b8t hmply©re ., n g i |~ h' LJm ch s 8
5, 6, 7) LW biwWu LUt gis§ tr s’
- HM tphampphay ¢, n g i | h° LJm ch s’
5, 6, 7, 8, 9) LW bi Wu LUt gi 8§ tr’
c8§ch thHdWwW gh@m v phfn thdp ph©n sa
L€ ¢ d¥%ng v, io dibW IRY4W diofct ri° fd<ehng
- HM thop (lhay mgh@ng i |~ h LJm ch s’
4 5, 6, 7, 8, 9, A, B, C, D, E, F
ph©n hi ' n d%ng, L€ c¢c cing ty |IBM gi,.
H  pHan H  bsg&t | H thdp | H thdp
0000 0 0 0
0001 1 1 1
0100 4 4 4

14



0110 6 6 6
0111 . . .
1000 10 g g
1001 11 9 9
1010 12 10 A
1011 13 11 B
1100 14 12 C
1101 15 13 D
1110 16 14 E
111 17 15 F
Bdng 1.2. Bdng |IiMt k° gi 8 trl t_ _n

1.3.1. B\ di_ n théng tin trong may tinh
Bi Ou di KnSsXgnugdyn°m: m s~ nguy°n khtng
_ BY QJIX\rQ NK{QJ G-X

Gi[ s ta d¥%ng 8 bit LWlbiWui d$s nnghy
dblu 97 ta ¢c- thW chuyWn vQ h nh° phon I

97 | 2
e
0 12 }_ 2

—~—

_____h_hﬂ
—
—

6 2
"'"-.,__9_‘_‘\‘- }_3‘ 2
~ e

Khi DOtdhhprcacsd€ t hot on gt€rt a cac phép chia liénp trén
s€chokiqul " : 1100001. Tuy Wiwidfnchodsmguyéatréd Y%n g
(S tréench co7bit) nénEn b sungthémmt bi t V@ w§F & UTgila
s nguyén 8 bit 01100001 chinhfash p h ©n thgdasg® 7 v~ L- <cling
biW di n trong may tinh_ca $ 97 (khong ¢hh). Ta c6 tNWiJ}: 01100001 = Ox2+
1X2 + 1x2° + Ox2* + Ox2Z + Ox2 + Ox2 + 1xX =64 + 32 +1 = 97 (hc h' 18).

DiibiWidingas 8bhitlat 0 /JL255 = 2-1 (255 = 11111111). Ddang
nhdhra, du t tngcai 855 rl °n 1 ‘tnhph®hi tnNBlang i 8§
100000000. Tuy nhién, tronmay tinh khis d ng 8 WiW di n ¢ho gia frs
nguy©°n, t h3trérkshbi §lia-ngosicagiatrs kifqgulachcé8s 0

15



&g IU(vagiatrcas 256 t r oghg ndy fa6). Hin " ngéhay trong
may tinh gi la tran S vam t nha khoa'hc may tinh phi hii Qi may trong khidp
t r 3Wranh tilkh nh ng|ikhongmongmun. Ch2 nh M8bitthicottMo L -
biwi di n  °Lc€Ac gia trnguyén khéngHi t 0 JJ'255 ma thoi (2568b tran § va
kJT qul sai).
- BY QJIXRYQG -X

Gi['s ta dung 8 bit nhp h ©WbiWdi n cho S nguyén +97 va's-9 7. .cTr €
tién ta xem i biWi di n ¢ a 8 bit nh phan yi s nguyén c6 8 cé bW din  ‘lc€
hai $ trén hay khéng. Vi 8 bit nh phan co6 ti\biw di n  “lc€ho cac'st -2 8/hL
+281tclat -128h L+ 12 #&,v il hit@h phan cé tbiwi dj n  “Lc€ho
S -97 va+97.5+97 wah bMidinging n heg hip tré@tc gia tr nh phan
t €hmg<la: 01100001 vis 0 FW t i thyldn®ditdl (t rroqlgp t r €
naylas d €hng) .-97 &1L & brdinbagbi2¢ca + 9WO S ba hai, ta
IBf [ bi't ¢ & Withathp)cosd€hng hg&€henngvil:-97 =
10011110 + 1 =10011111 (LaWidj n nh phan ¢ca-97).

Bi Ou di Kodha&ch hlycWu di. n s~ th ¢ tron
c- dblu chblm-Roi nit nhu nfbFei rxse)d Lv, "n gs ~ ( Aebird adt Hlun

Numbers)C8c h t h n htbit o n.g€” rh _driZan g b procassor) ka |
nh. ng b, vi IlcioQu rloHilWmr )( milcr o« C8&ch th_  ha

ch2nh x8c cao. n i v,_i c8ch biWu di, n s
theo gi § tr’ c.a s th c.

Bi Ou di Kt WkicutgihWh bi8 kT t. . nh€e ch.
s, ci8cukfirhn m&y t2nh v" c¢c8c phehm@i ti’

|l dp ra c8c b€ m«kh8§¢c nBaugdya v’ o0 Vi c
LW di, n t[ kT t, t+<€hng . ng.

B, m« thing d,ng nhblt hi n nawXh  cha

M: ASCII (American Standard Code for | nf
nh-m 7 bit hoHc 8 bit LW biWu di,n t i
t li°n t_c theo ch s 16.
- B, m« ASCII 7 bit, m« h-a 128 kI t,
0 Kyt r.ng (NULL)
171 31 31lkyt | Li Qu khi Wn
. Hi Wn th  c¢c8c dblu Kk
327 47 6 ( 31+ +
487 57 Kys~ t_. 0 L/Jn 9
587 64 C8c kbl ?@
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6571 90 C8c <c¢ch i n hoa t_

-

917 96 Csc HBIU |
977 122 C§c ch., th€ ng t.
123§ 127 cs8c dblu { | } ~ DE
- B, m« ASCII 8 bit (ASCII m r,ng) ¢
t n°u tr°n g m c8c ch_, c¢8i <c¢- dblu,

khung L*i v™ m t s° kT hi " u LHc bi 1

Ngo " i ra, c.,n c- b m« Uni code, Loy |

5

tiJjng Vi kfhi Bu mx,ldTléong L.
- 8bi:tUTR8 (t €hng t m« ASCPRB+266kgt- .kh[ nt
. 16bitUTF16 c- kh[ HEe6bs36kint« .ho§ 2
. 32bitUTF32 c- kh[ Retepnoq«lL&hEg24 t°
1. 3. 2. "thAmgvtinnydbnhdung | €
nhn v’ Lo | € ng th'ng tin nh, Bidaslt ph

DigiT, |~ Lhn v nh, nhblt L€ ¢ d¥%BgLEeWcbi V
bi Wu di_n d€ i dlng s° nh" pho©n 0 v~ 1,

Ngo"i ra, thudt ng, Byte L€ ¢ d%ng LW
bit L€ ¢ biWu th 256 kT t, kh8c nhau.
(TB) , V. V. L€ eh dAgpglhmowng | onh v c m§y
khtng gian | €u tr_ d. i "u v" c¢c8c b, nt

thling tin nh€e sau:

- BIT:L" Lhn v’ nh, nhblt ¢, a b, nh, m§y
trdng th8hokKdhllhmg:thg. c -

- Byte 1 byte t€hng L€ehng v, i 8 bit, 1
thing tin v n- c¢ch”™ ¢- thW biWu di,
v, i m t t_., 100 byte c¢c:- thwW t<€ehng L-

- Kilobyte 1 kiloby t e t €hng L€hng 1024 byt e, t
ng dn, 100 kil obyte t€ehng L€hng v, i '

- Megabyte 1 megabyte b3ng 1024 kil obyt ¢

megabyte L€ ¢ xem I m t | € ng d. |
c. ng ngtyhwwhdy Taralbyte(i TB/)" ithoHc t hdm ch?
hhn rblt nhiQu | fn so v,i th i m8y t°:

- Gigabyte 1 gigabyte xblp x° 1024 megabyt
ph” bi/Jn L€ ¢ s d,ng hi n nay khi
tr.. M t gigabyte |~ m t | € ng d. |Ii
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m°™ m t -ROMx cCD thwW I €u tr_, 100 gigab
| € ng s8§ch c¢c,a ¢l mt tfng the vi’

- Terabyte 1 terabyte t€ehng L€ehng 10214
hi " n n"y vXn ch<€a phli |7 m t thudt
kholng 3,6 tri u b ¢ [nh c¢c- k2ch
| € ng khol[ng 300 gi° <chblt | € ng

- Petabyte 1 petabyte b3ung 1024 terabyte
t. L. ng hY sh | &@Hi bfFnc el ch frang KV
vein bln in k2ch the ¢ chuXn. V., i
500 tri u Loa mQm LW | €u tr.

- Exabyte 1 exabyte tp&Hnag ylt'®hn gNglSadiwe t a
cha L€ c¢c mt | € ng t. t€ehng L€hng

- Zettabyte 1 zettabyte b3ung 1024 extabyte

- Yottabyte 1 yottabyte b=ng 1024 1.000

- Brontobyte 1 brontobyte b3usng 1024 yottab

- Geopbyte 1 geopbyte b3lng 1024 brontobyt

KY ThuNCGC ,
na N VHI"UnthG ThuNG nhuyNG V_ 1 S
Byte b 8 bits 1 byte
Kilobyte KB 1024 bytes 1 024 bytes
Megabyte MB 1024 KB | 1 048 576 bytes
Gigabyte GB 1024 MB | 1 073 741 824 bytes
Terabyte TB 1024 GB | 1 099 511 627 776 bytes
Petabyte PB 1024 TB | 1125 899 906 842 624 bytes
Exabyte EB 1024 PB | 1 152 921 504 606 846 976 bytes
Zetabyte ZB 1024 EB | 1180591 620 717 411 303 424 bytes
Yottabyte YB 1024 ZB | 1208 925 819 614 629 174 706 176 bytes
Brontobyte BB 1024 YB | 1 237 940 039 285 380 274 899 1224 bytes
Geopbyte GB 1024 BB | 1 267 650 600 228 229 401 496 703 205 37€
bytes
Bng 1. 2L o ydgn lwtrén maytinh

18



Thing th€ ng, byte L€ ¢ d¥%ng LW bi Wu
i " u. nhn v’ c¢c_.,a btngb®hgnhynk,. dhblngck
d¥%ng LW mt t[ t ¢ L, truyQn t[i d_ i u
mdng vi_. n thlng.
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AP ccc aMiCHINH

- Ki/Jn th_ c¢c ch blIn vQ m8y t2nh:

tinh.

3

- H thhfig mQm v~™ c¢c8ch bi Wu

@m CAUH, I ONTxP

di

n

t

Céaul: Cac ho) Way ca may tinh gjm nhwng vi © gi?
A. Ngdy gili ma [ nh, vaol/ra
B.X lys liunguthchin ch<€hngtr3nh
C.Thchin ch€ehngiwwe/ranh, ng
D. Tinhtoan K} qul, | _@luli’ u, vao/ra
Cau 2: Cac thanh ph/ Q F mE @ may tinh gim nhwng gi?
A. RAM, CPU, L ¢ ang, Bus lién &
B.H th ng nh, Bus lién K}, ROM, ban phim
C.H th' ngnh, b X ly, man hinh, chut
D.H th ngnh,b x ly, h th ngvao/ra, Bus lién &
Cau 3: H @h Yhg nh cc a may tinh gilm nhwng gi?
A. Cache, b nh ngoai
B. B nh ngoai, ROM
C.B nh trong, b nh ngoai
D. noanhCtong b
Cau 4:Thanh ph/Q QjRclGiik\ N K{@KhWxul trung tam?
A.CU
B. ALU
C. Registers
D. RAM
Cau5: Thanh ph/Q QjRclG ki k\ &WKkK Xx uly trung tam?
A. RAM
B. ROM
C.CU
D. npgga c
Cau6:Banhcy@® ErQ WURQ K @liB8giph
A. ROM
B. DRAM
C. Cache
D. Buffer

20

hlng

t htn



iS iQ

Caul: C Cau4: D
Cau2: D Caus: C
Cau3: C Cau6: C
@= BAITxP

Bail: D«y bit 01100010 01111001 01110100 O
d«y kT t n"o0?

Baizn i c8c & wau 9pa®y v h ch B 16: 7
Bai3:n i c§c &’ € du sS a MAV161651R1M B22; 6AD122

Bai4n'i t. h hexa sang @ nh phon: 7E; ¢
Bai5n  iht.nh" pho©n sang h' hexa: 1101110;
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Ch€hng DNG BCY TENN Cu B

© ™ cTieu

HXc xong omhy__yrng hmicy ¢- khd nktng:

- Tr3nh by sh 1€ ¢ L€ c¢c mt s Kkil/ln
phfn mQm ti n 2ch, tiJlng Vi t trong
- Kh"i L, ng, tdt L€ ¢ m8y t2nh, m8y i
th€ m,c, tdp titn;s s phdF.nngnQmetd m 2c

2.1Windows la gi?

H L @ hanh (Operating Systejdah th ngpfnm@nttbramt mA i yngr _
bao quand ¢ FJcb phfihd ng cho phép cdBhfn mQn_ng d nghotb  nhig€
dngcotWwd d”" ng t €HmlkhWtc&dh}ib plfncng n~" yd, huh € v
nh<€ithaotacca nig @l ngtrén cacthif b phfn c n g Qi théng quad L Q
hanh. Hay noi cach khadd L @ hanhc - v ai _t & fgd nthrewngigcani a
n g ¥ icacthif b phfn ¢ ng Qu n ly tai nguyén, cung@ giao dMh  ryigdung
va cH y cacong d\ng).

H L @ hanh n/u theo géc nhin @thWod phfn ¢ ng $ d ng €L ‘& chia
thanh: H L@ hanh cho may tinh h (Mainfram@, h L @ hanhcho may ch
(Serve}, h L' @ hanh cho may tinh ca nhan, lh@ hanh cho SmartPhone, H Q
hanh cho cac may chuyén bié

H LiQu/jb"mnheo g-¢c nh3n c¢c_a ng€ i s’
H Li Qu h"nh Lhn nhi " m m t ng€ i d%¥%ng (
h™ LiQu h"nh La nhi m mt ng€ i d¥%ng (1
L ng th® i), h mULnhQuQuh mg<€ Lia chthig (c- t hW
d¥%ng tr°n c%ng m t m8y).

H  LiQu h”"nh Windows |~ m t b, ch€ehng
version 3.0, Mi crosoft L« kh'ng ng. ng ¢

c"ng L€ ¢ pohn pt kicn,chtedhng tr3nh Li Qu |
ch. ¢ nkng ch2nh nhe:

ni Qu khi Wn phfn ¢c. ng c¢c,a m8y t2nh. V 2
vag tihlng tin xublt ra m'n h3nh hoHc m8y i

L m nQn cho c¢c8c ch€ehng d,r 3mhe_ ongc d¢ mgl
X I'T vin bln, h3nh [ nh, ©m t hanhé
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Qulfn IT vi ¢ | €€u tr_. thtng tin tr°n c

Cung cblp kh[ ntng kJt n" i v~° trao L i
Windows c6 giaod™ n LY  h GraphidalG4#t Interface). N6 dung cac
phfn t° LY h  a nh€ biWu t€ ng (lcon), t

c8§c | " nh ¢cfn th, ¢ hi n.

2.11. Kh' i , nj vathoat kh i Windows
2.11.1.Kh i  nig Windows

Wi ndows L€ ¢ t I ng kh° i L, ng sau kI
nhdp v ™o t i kholn (Username) v~ mdt Kkh:
g i |'" Ltng nhdp (l ogging on).

Sign-in options

Hinh 224. M“n h3nh Litng nhop Wi ndows

C- thW thiJt I dp nhiQu t i kholn tr®°n
m t tdp h p thtng tin vQ c¢c8c | a ch n t
c8c ch€ehng tr3nh t., L, ng chiy khi kh' i 1
s  dyvn),

2.11.2. Thoat kh i Windows
Khi mu”  n tho§8thangtay hi [ iWiln-dnogvst,blt c¢c[ c8§c

Nhblp n¥u, bi Wu t€ ng Windows g-c d<€ i
Alt + F4, honkblp Ceihl ntPomesseShut down.

23



Shut Down Windows

7 Apple Software Update
- e

am Windows10

‘ What do you want the computer to do?

RS | B&O Play Audio Control

Shut down

Switch user
Sign out

“

Slegy
Restart
| oK Cancel Help

Hinh 2.2. Man hinh Shut down
Chuy: Tr €, ¢ k hi t ho8t

Kh, i Wi ndows LW td
ng tamg ch4dy sau L-

tho8t kh, i Wi

ndows
. hg d,ng m" tdt m8y t2nh ngay th3 c¢c- th
b mblt v h° LiQu h"nh Windows phli c¢ch’
m8y t2nh til]lp

t heo.
2.12. Desktop

H O Type here to search

H3nh 2. 3.
Wi ndows t Yo
chuywn, tUYo,
Desktop.

giao di n | " m
X-a v~ th ¢ hi ' n

2.13. Thanh tacy Taskbar

Taskbar ¢, n g i | " thanh t8&8c v, <c¢ch_a
chy, hoHc c¢c8&c biWu t€ ng L€ ¢ c” i LHt
ch€©ehng tr3nh. Taskbar c¢- v’ tr2z n3um ° p
thanhngang. fu ti °n lu®n | " n%t Start h3nh | o
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E O Type here to search

Hinh 2.4. Thanh Taskbar

n€ c¢c chia | " m 2 phfn r» r t. B°n tr§
th€ ng s d,ng LW tdt m8&y hay |7 kh'i L.
phpystemTr ay | ° nhi nh. ng . ng d_Wigdows.hdy son
Ng€ i d¥%ngc8e bhWul®e®€ ng m i ghim v’

t hdW chuyWn skaghcEas kph2tar 2t rmf, ni, nbh°@ t r §i
2.14. Menu Start

MenuStarli © m, t tghi"anoh dpih FnrtrongVli€rosoft Wiirdowgk W
t Windows95v © tr onhg nmlitkbc.M-" ndhung cblp m t Li
trung t©O©m cho c¢c8c¢c ch€ehng tr3nh m8y t2nh

Microsoft Azi

New

e Microsoft Edge

. Microsoft Office 2016 Tools

A,
Microsoft R Server N ! '8  Microsoft Edge
New

Microsoft SQL Server 2017

New

l Microsoft SQL Server Tools 17

New
g{ Microsoft SQL Server Management...

r_’i SQL Server Profiler 17

il New

ﬂ Microsoft Store
9 Mixed Reality Portal

(o}

b OneDrive

0% Outlook 2016

P

£ [type here to search

H3nh 2.5. Giao di Mn Menu Start
2.15.Kh' i  ngvathoatkhim t ngd ng

2.151.Khi ~ngmt_ngd ng
C8ch 1: Kh' i L, ng th'ng qua Menu Star !
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A

AE Access 2016

.% Apple Software Update
-
New

B

B& | B&O Play Audio Control

C
E Calculator
l CCleaner

5] Connect
o Cortana

pe) rfype here to search

H®nh 2.6. C8c ong dAng trong Men
Cach2Nh blp L YAp” oc hbui Wu t € ng ch€hng tr3nh

H3nh 2. 7. Bi ©u t_1ng Word 2019
2.15.2. Thoatkh im t_ ngd ng
C&ch 1: S d,ng n%Wt L-ng tr°n c¢c a s’

— X

H3nh 2.8. C8c Ilh¥tg, htatbou trBkY L - ng,

Cg&ch 2: S d,.ng menu | nh (t%y theo v

File / Close hoHc t° h p ph2zm tdt Alt +
2.16. Chuywt " ilgi acaccas ngd ng

Wi ndows cho ph®p ng¥€ i d¥%ng chdy nhi
m, c c¥%ng | Y%c. nW chuyhlingtde fin gua dl Wig d¢i .
<Alt>-< Ta b > nhhedpric¢ Am, £ §c n%t t<€©hng . ng tr°n

Tuy nhi°n, thao t8&8c n"y c¢ch” thudn ti’
v.i tr€ ng h p ¢- qus8 nhiQu ¢ a s ¢, a
hhn. Windows t. L ng gomchbhb®&ognttitr fhge€t
phfoihisihu, t, L ¢ m t-utpr ¥rihshhnlLdUredp mop a
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H®nh 2.9. Thao t&8c chuy®n LYi giva

HoHc n/JJju ¢ nhiQu t i 1i u L€ ¢c m tr
phEFhuyWn sang . ng d, ng L- (thtng qua <c¢h
i u cfn x |1

2.17.Thunh mtc as, L - agm¢ ngd ng

S d,. ng c8c n¥%Wt thay L i k2ch the€e ¢ c
(thing th<€ ng nrh¥ym tcr,°an cc*angs g - cLW t hay |1
c a s c¢c,a _.ng d_ng.

H3¥nh 2.10. C8c¢c n%¥%t thao t8c: L-ng, tht
2.18.S d. ngchut

Chu, t d¥%¥%ng Li Qu khiWn con tr, chu, t t
hsnh. Chu,t th<€ ng c¢c- 3 nbYt:

- N%t tr 8i (Left Button): Num phza b°
r€e ¢ s d,ng khi th_ ¢ hi " n mt thao
L -

- N¥%t phTli (Right Button): N_m ph2a b
d,ng LW m" m t tr3nh Lhn (Menu) | n
v tr2z con tr, hoHc ch€ehng tr3nh.

- N%t cu, n (Scroll Button): Th<€ ng n?
d, ng cu, n m"n h3nh | °n/xu" " ng, trong
c- t8c d,ng ph-ng to/thu nh, (Zoom’
th°m m t c¢ch_ ¢ nktng n_a v" c¢ch_.  quynktng
L nh.

C&c h"nh L., ng m' chu,t th ¢ hi n:

- Tr LJn L°i t<€ ng: r" chu, t tr°n mHit

tr, LJn L°i t€ ng cfn x |1
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- Nh blp (SimgleClick):D¥%2ng LW ch  n m t L i t€
L i t€ ng, nhbln nhanh v’ th[ n¥%t tr:

- R° hoHpPragk@®sng LW d&i iclh®yrWmyg qu®t ch' n
t € .ng, b3_ng c&ch tr, LJn L i t€ ng
chu,t LW d i con tr, chu, t Ofgm v  t |

- Nh blp cphhu[Right-Click): D¥ang LW hi Wn th' iém t m
quan LJn m,c L€ ¢ ch n, b3ung c8ch t
nY%t phirli chu, t.

- Nh blp clh¥%poubleClick): D¥ang LW k2ch hoUt c¢he€eh
th d€e i dlng m t bi Wu t€ ng tr°n n
nhblp nhanth tvr'§it hcThun%4 2 | fn.

22.Qun | T _tvadptm

2.2.1.Khdinim t h_ € vartdp tin

Totn(File):Lam, t tdp h p c8&c d. i u c¢c- 1i
theo m t cblu tt®ccnl ultr.  th€tnglLoh<€tng
phf¥fn:

- PhfnbDdngn€ i tdPbitima bao g m c8&c kT t.
s t. 0 LJn %&hofifhlg gHebngd€khlng n°n
kT hi u LHc bi t v3 th<€ ng gHp |, i |

- Phfn mThe€ dngng 3 kT t , phidmptmanc, n
thw o9 n"o; Th'ng th€ ng do ch€ehn:
l dp tdp tin.

- Gia t°n v’" phfn m ng ngtn c8ch nl
WD e e i

;;Q:::::css F'Pr:ue:‘r;:::rf. (8) e o
o - $
Yy = d ™ B
E "‘i,é':‘._ 3 Vind Vind 132 bit
Mo, || 2 s
‘; f\:\u:::‘; BBl Nguti dep gbc Vidt 86ng vai chinh trong "Ngudi vén chuyéa..,
;‘ Music a SmartGesture WIN10_64 VERAO3.zip
; P::t:;: 0ALDB.iso on |,
H3nh 2.11. Coa sY Windows Expl ol
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Th€e m, ¢ (The d¢ed) nhit dipethegi m ¢ 8c h, L Q
s d,ng tYo I dp. T°n th€e tndpnh8ng khHtn gt
pPhfn m r ng.

Windows 10c ho ph®p ng€ i nd¥hg k§a ¢thunchi
Folder nh€e Date modified, Type, Size, D ¢

“ Home Share View Manage
<« “ I am » ThisPC » Documents (E:)
MName Size Column o Bt Type Size Date created Authors
7 Quick access . .
B tkdh Size All Columns to Fit 5PM  Microsoft Excel W... 14KB  12/10/2018 &15PM Admin
= ThisPC | B
ETh\e‘ckedohoa MName PM WinRAR archive L143KE 12/
DecuengTengeuc 8= i trinh Tin hoc v | P 13PM  WinRAR archive 13542KB 12/
= Documents (E) i Gidotinh TinC210. _, Type 126 Microsoft Word D... 2701KE 12/ HaBee
; Downloads B DCCT - NGUYEN LY v Size AM Microsoft Word 9., 226 KB 12/4/20 Admin
Thietkedohea Bz DCCT - MH 09 - LAF 9AM  Microsoft Word 9... 227KB 12 ThanhTu
~  Date created
& OneDii [ CTK CB QUAN TRI T . WPM  Microsoft Word 9., 188KB  11/2 TCDN
uthors
nesme Thietkedohoa : 7AM  File folder 12/4/2
[ This PC Gido trinh b M2 File folder 12/13/2018 12:12 AM
X  Title . e e
I Desktop Bai tap ' PM File folder 11/23/2018 5:41 PM
o More...
=| Docurnents

Hinh 2.12. C8c thuic t2nh cva top t

- n€ nghn(Rath))Lam, t d«y c8c th€e m,c bdt LFf
th€ m,c con n  i\tthi€p, rchadu nlgusg ud Hiu
th€ m ¢ L ng tr€ c. n€tdptt®mmechb” t o
c8c thithgt .b" | €u

V2 d. : E: >\Bditape h kedahba. doc ch”’ L€
thuchanhl.doc L€ ¢c | €u tr. trong th€ m,
" Loa E.

2.2.2. Xem thoéng tin, di chuyd, tdo  “In@tdb /)L nhi . t €€ c @

tdp tin

2.2.2.1. Xem thong tin
Nhbin[p chu, t v o th€e m,¢c hoHc tdp tin
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sau.

Ch’

Bai tap Properties =

General Sharng Security Previous Versions Customize

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

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

Contains: 2 Files, 0 Folders
Created: Friday, November 23, 2018, 5:41:28 PM

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

Cancel

H3nh 2.13. Th'ng tin cva th_ m
2.2.2.2. Dichupd t h €tdortin

n th€ m, c hoHc tdp tin drbngcadcachc huy

CachlkKéol " i t€ ng L« ch n LJn nhi c¢¥fn

Cg&§ch 2: Nhbin t° h p ph2mEp rghM Xc hu
ch n Cut) LW ch®p v~ o Clipboard, se
nhblin t° h” p ph?2 m aGttrel nhhitopHsep K ¥ i6 Hia i oh
Paste).

2223.To “In§tb /)L n hi _ tl H2@ c wortin
Nhblp phlffncmunth3nh nQn, c¢ch n New/

.

Tr o n gfiType the location of theiteth nhdp L€ ng dXn
cfn tYo Inhblp tdtwm, thetuic Browse LW ch' n

t€ ng (c- thW I~ m t cheNhBglptiEetaht 1
LW qua be ¢ kJ til]lp.
Nhdp t°n cho | i tdat cfn tUo.

Nhblp Ehomi $h LW ho"n th”nh.

223. T , iténtd t i n yc¢, tthh@aYm tHai va hiwi th thdng
tin vQtdp tin

TYUo the m NhbER@Ii derh)u; t v~ " 0o Wew tr?2

Folder.

n" i t°n: ch ndpdhfh m 'ci htoHRh o dhHbip p h

c huphtlf i ReneBmen Nhdp t°n m, i, nthiblnn ;p h 2 m
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- Thay L i tr4Yng th8i v~° hiWwWn th  th°

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

= small icons TE List == Details

1T Tiles := Content =
Layout

H¥nh 2.14. C8c trung th8i hio©n thrl
2.2.4.Chn,saochép,dichumitdp t i n yc¢ t h€ m
224 . 1. Sao _cho®pptnh€ m

Ch n th€e m,c hoHc udfi-titm cfFmisaomch:q
sau:

- C8ch 1: NhbIn KgoL ipht2en nCgt rll« véh™ n L J]n

- C8ch 2: Nhbn t° h ' p ph2mNEBpl ph[iC ¢
v ¢ch n Copy), sau L- ch n nhi L/n
Edit/ Phshlp mhofWic chuntPaste).

224.2. DichuyM t h ©va i tin

Ch  n th€ m,¢c hoHc tdp tin cfn di chuy
sau:

- Cach1lKéol 'ti€" ng L« ch  n LJn nhi c¢cfn di

- C8ch 2: Nhbin t° h' p ph2mhEx@ rdghM Xc hu
ch n Cut) LW ch®p v"o Clipboard, S &
nhbin t° h° p ph2m CtrilnhblpVplk Fi6 HlaHhiE i
Paste).

2.2.5. X06a, khéiphctdo t i n y¢ th€ m

2.2.5.1X6at h € c v tdp tin
- Ch n ¢c8c th€e m,c v™ tdp tin cfn x-a.
- Ch  n Filel Delete
hotb: Nhah phim Delete
hoto: Nhgb pHi chu t va ch n m ¢ Delete
- X8c¢c nhdn c - xéaHay kbong(Yes/ma)  n

2.252.PhchRi t hcevatdp tin
n"i t€ ng b x-a s& L€ ¢ L€a v' o Rec

t € ng dhangtd-ha,c hi n c8&c thao t&c sau LOy
- NhHpauphu, °tn bi Wu t€ ng Recycle Bin.
- Ch  n t°n Lph, ¢ €A”nig. cfn
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- Th, ¢ hi n | nhNIFblp ep h\Riescturet moducRe s

Ghicht:NJJu mu° n x-a h3n c¢c&8c L i t+€ ng, t.
L i v.,i c¢c8c L i t€ ng “x6ahriamng blRe cyc lce§ cE
trong Recycle By, Nnblp phT[li° chm,d Recycle Bin v~ <ch
Bin.

226.Timkintdd tin y& the m

G» t°n tdp tin hoHc Type®eremg searctarEmthanh® m Kk
Taskbar

Recent

@5 Giao trinh Tin C2 10-12-2018
@5 Noi dung gop y hoi thao (1)
m: CTDT CD THIETKEDOHOAfinal
Apps

= WordPad

Search suggestions

£ Wo - See web results

Settings (2+)

H®nh 2.15. Thanh t3®m ki Am th'ng
23.M ts phfnmQnti' nich
2.3.1. PHn mQn nén, gii nén tdp tin

Wi nRAR | © ch€ehng gr fnhnetkinmg;8 Eriyt ca @n2 ovh
néncad dipc- dung | € ngdipc-n Kzhémht k®cc nh,
ti n trong vi ¢ kneu tr_. v° trao L i thtr

23.1.1. Néenmt t hcehaHntdo tin

Ch"'n m t thayhoha Quh@hbhp cphvli kb&hu xtublt
Menu v, i c8c ch. ¢ nktng sau:

Add to archive...M' ch€hng tr3nh didinnrBRMAR . li W nth4 oC
ch n khsgc.

Addto'térnt o pt : il or atthdtipm ®n , LHt t°n theo c¢h)
ch2nh L ich*©nhng L€ ¢

g Add to archive...
g Add to "Hoc Corar”
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H3nh 2.22. N®n top tin holc th
23.1.2. Gii ne®n_citdpdh m
C&ch 1: Gidi n®n c¢c- | xa chzZn

Nh blp eabtudpi n n®n, khi xublt hi n ¢ a s’
tdtpin v°™ th€e m,c cfn gili n®n, nhbin v~ o
nay,nh bilp ¢ hoitOK LW d¢hh = o .

2 Exdraction path and options ? X B Thictkedohoa.rar - 0 X
General File Commends Tools Favorites Options Help
Advanced P - - n .
3 By ) B 4 0¥
Destination path {will be created if does not exist) Display BV &) s i 5 o4
\Thictkedohoa New fold Add Extract Te Test View Delete Find ‘Wizard Info VirusScan Comment  Protect SFX
- . hd ew er
Update mode 3] @ Thistkedohoa.rar Thietkedohoa - RAR archive, unpacked size 2,571,984 bytes v
[ Desktop = =
@ Extract and replace fles -t OneDrive Neme Size Packed Type Modified CRC22
OExract and update files w-§ Admin tif'u . e ——
O)Frech exieting fies orly &I This PC 7- CAUTRUC M... 175,104 18,658 Microsoft Word 97.. 12/4/2018303  CA16833F
& ) Desktop [ 8-MANG MAY T.. 314,880 35468 Microso ft Word 97... 12/4/2018 7:33 44065030
Overwrite mode ! B Documents @59 - LAP TRINH C. 7,044 25524 Microsoft Word D...  12/4/2012306  ECOTF36C
z Py
- Downloads 2 10- Cau truc du.. 25,627 22671 Microsoft Word D, 12/4/2018317  9CDB6670
@ Askbefore averurite Music @511-caSG DI L. 23577 20,776 MicrosoftWord D...  12/4/20182:57  DFIETFAE
O Overurite without prompt Pictures 91112- LAP RAP VA ... 181,760 18,192 MicroseftWord 07.. 12/4/20183:03  OFE79A21
(O skip existing files Videos M1Z]13-Kynanglamvi. 25,588 22662 Microsoft Word D...  12/4/2018 351  AFDB14DE
T Py
(O Rename automatically Windows (C:) @E)14-TiengAnh2.d 24270 21391 Microsoft Word 12/4/2018849  DSC2F49D
Software (D:) MLWS-M;tHuétm‘ 30,484 26,880 Microsoft Word D...  12/5/2018 :31 336E23FT
Miscellaneous - s Documents (Es) GE/16-NGUYEN LY .. 54270 50448 Microsoft Word D...  12/4/20128:40  OTF76E0S
Extract archives to subfolders 4 gy Libraries @5)17- VEKY THUA... 20917 37,960 Microsoft Word D...  12/4/2018238  ATFF8981
- Network @518-TAQ CACBA... 39,143 36069 Microsoft Word D...  12/4/2018842  9C82C3B1
[JKeep broken fles .- | DecuongTongauc 8519 - XU LY ANH ... 367.246 365930 Microsoft Word D 124472018306 165D2D8F
Clpisplay fles in Explorer B8:20- CHE BAN DI 238,502 34987 Microsoft Word §7... 12/4/20137:33  DA290CSF
@E)21-ThietkeWeb.... 50,423 47084 Microsoft Word D, 12/5/20187:27  CBFOOAC
3 E R @522 - TAQ HINH .. 28,924 27121 Microsoft Word D...  12/4/20183:06  257700F1 v
S=a Total 2,571,884 bytes in 28 files
Cancel Help

H3nh 2.23. Gidi n®n top tin
Cg8&ch 2: Gid]| n®n nhanh
Nhiph i chuiph®w "9 ch n:
- ExtractFiles..L€uhlng tin gi [I n®n v~ o L a
m, c cfn | €u;
- Extracthere:Gi Ai®n t 4i L tadipnh®n L(acrgn gl €U a ¢
- Extract toChemtngdmphtin L, ng tUYo t h€

" nh tthdipon &n° nv*~ gitldipLne®rc; b Hu v , c§
mdt khXu LW th ¢ hi n vi ¢ gili n®n.

2.3.2. PFn mQn di t virus
Phfn mQm ladphfin emQmuéd nh nktng phifusmagi  n,
tinhh, khdc pH.nc hpomyct hplin to"n) hdu qul c,
L€ ¢ n©ng cblp LW nhdn bi/Jt c8c | oUi vir.t

4

nw LUt L€ ¢ c8&c m,c ti°u t i thiWu ti

virus th€ ng hoUt L ng tr°n c8&8c nguy°n |

- Ki Wm tratdguWipmphg®8chi n c8c virus L
nhdn d4dng vQ virus ¢, a ch¥%ng.

- Ph&8t hi n c¢c8c h"nh L, ng c,a c8c phf¥

”

viirus hoHc c8c phfn mQm L, ¢ hyi
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n nay c¢- rblt nhiQu phfn mQm di t v

virus thing d,_ng v° L€ clLémhihQyi 8g€
hi' & u:

Kaspersky AntVirus:. Phfn mQOm m, i L€ ¢ ph8§t t
khing ¢c- | c¢ch s nh€ c¢c8c LUYi gia kh
danh sa&chcap hfn mQm di t vi r Kaspeisky YiPhtf 'nt
mQm khing mi_.n ph2, tuy nhi®°n cing
tuyl/Jln.

¥. Kaspersky Internet Security KASPERSKYS ? = X

Your computer is protected

L S =
R/
Scan Database Update Safe Money
@ & Ld
Privacy Protection Parental Control Protection for all
devices
G Q Cther products My Kaspersky  License: 351 days remaining

Henh 2.24. Gi ao Kagpdvsky pht n mZm vi r

McAfee: Phfn mQm di t virus v~ c¢c8c phf¥
phg8t triWn khg8 | ©u v™ g- m8y.t2n. no)

Norton AntiVirus Phfn mQm di t virus v’ C &
hdngSymantec L€ ¢ ph&t tri Wn t. khg | ©u
phfn mQm t h€hng myi

BKAV: Phfn mQm di t virus v"~ c¢c8c phi
BKAV, L€ ¢ ph8t triWn ho"n tog&da b i
khing thua k®&m c¢c8c s[n phXm c%ng | o

Windows Defendern € tc2 ch h° p sJ/un tr°n Windo
trong nQn, qu®t c8c tdp tingi¥hi dbkm
m ch¥%ng. Ngay Khi mPm8t, bi hAi ¢c8wWi ptd
ch” bdt I °n thtng b8g€iMab®Rage Sdeat ¢
I ng kiWm tra v° f@dti°u di to c8&c phj
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24.S d, ngti/hg Vi t

24.1.Cach mati/hgvi t

M, i m, t bl ngv.mk m®mEt Lf okt mch, t €ehng 71
tiJng Vi t, phli c¢ch  n font ch, ph%¥% h’ p
c8§c t. nhdp v ' o s€ khtng L€ ¢ hiWn th’
nay la:

- Unicode: Unicode_lng me°hontochingtad Js g

g i nh_ng kT t. m« Uni cocdce €yiaXmhainl
nhdn L€ ¢ L¥%ng h3nh d&ng c,a kT t.
k hi c i LHt Wi ndows.

- VNI Windows:Bnng« n"y c¢c- b, fomtcilp, r kit §r
font c¢ch_, t°n font <c¢h, bdt Lfu b3ng

- TCVN3 (ABC):n©V = b, font chuXn c¢c_.a qu c
bung kT t.  "." (dblu chblm).

- Vietware:B, f ont ¢ h c.a blfng m« Vietware
bdt Lfu b3l_ng dlhhntSY¥M_ | 1 tbyte, c8c
bng ch, VN I ° h font 2 byte.

B, Fontch Blhg ma Font ch théng d ng

VNI VNI Windows VNI-Times

Vietware_X (2 byte) Vietware VNtimes new roman

Vietware_F (1 byte) Vietware SVNtimes new roman

TCVN3 TCVN3 VnTime

Unicode Unicode Times New Roman,

Arial

24.2. Cach th ¢ nhdp ti/hg vi t
Hai ki Wu g» thtng d,.,ng nhblt hi "  n nay |
Quyt dbc g» c8&c t° h' ' p ph2m cho ki Wu g»

Kyt al el 6| hn e |t |t

Kiwi Telex| aa | ee | oo |[Ow;[| uw;w;]| aw | dd

KiwW VNI a6 e6 06 o7 u’7 a8 d9
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Dhl sda | huyQv| hi nga | nHag
KiW Telex S f r X |
KiW VNI 1 2 3 4 5
Dblu c¢- thWi Qe sauhhmuy°n ©m hoHc sau
b, dblu sai th3 ch" c¢cfn b, dblu I 4i ch_  kt
vz d, muf th hg» ch,. ¢
Ki Wu Telex: caanf thow hoHc caafn tho
Ki Wu VNI ca6n2 tho7 hoHc ca62n tho?
2.4.3. Ch n phfn mQn tiJhg vi t
nW s d_ng ti/Jjng Vi t trong Wi ndows ¢
mQm g» tiJjng Vi t. C8c phfn mQm thtng d,
Khi g» tiflng Vi t phli c¢ch n bldgnox HhY
nay b, Font Unicode th€ ng L€ ¢c t2ch troc
Hi " n nay th<€ ng ph” biJJjn s d_ng ph¥fn
Le ¢ ¢ i c hJ] LlconUnikeyl €’Lc ' nigtuti a n H's halk k W
t 'dkhi Unikey Lang cEMk hti, “bdeth Jt il]n gt ot

Ngoai ra,Unikeyc I ng c -

L ¥4p h uvad shortcut Unikey e < man hinh desktoh 0o Huc

Programs/Unikey.

1 UniKey 4.0 RC2

Digu khién P ]
Bang mé: [U“i°°de v| ]J =
SR
Kiu gb: (felex ] @ Kétthic
Phim chuyén: CTRL + SHIFT @ ALT+Z =
4p Thu nho

Tuy chon khac
[¥] cho phép gé tw do
[] Pt dau oa, uy (thay vi oa, Gy)

[7] Luén si¥ dung clipboard cho unicode

Tly chon g tat
[] cho phép ob tat
[ cho phép ob tit ca khitét tiéng Viét

[¥] B4t kiém tra chinh ta

[] Tw d6ng khéi phuc phim voi tiy sai

Hé théng
| Bat hdi thoai nay khi kh&i dong
[¥] Kh&i dong cling Windows

[@ [¥] Vietnamese interface
{Q Hwéng dan { Théng tin l ‘ Méc dinh ’
H3nh 2. 25. Gi ao

di Mn

t.

pht

n

t hW nlh€& cc &ech® ingl dhgnbblg h §
me n u

St

mZm Un
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25.S d, ng may in
25.1.L ach nmayin

NJju m8y t2nh L€ ¢ ¢” i nhiQu m8y in, t
I " nh b3ung c8ch ch n nSBeyt ians LDe frahiblpc Wiy i
c h uc, ht Set as Default Printer.

- -
= See what's printing

Micro! /  Set as default printer
Docurmi
Printing preferences

Printer properties

crosoft XP Create shortcut efault
soft XPS Decum
Troubleshoot L
—— Remove device
[F—
Properties
H3¥nh 2.27. Hip thovui | xa chXZn chA L

25.2.1In

B_ acvadFiec h'Print (hoHc bblm tCtrl+hP)p ph2 m t ot
B acT¥: ch nh c¢c8c thil/t | dp:

- CopiesS’I € ng blfn in (t%y ch n).

- Printer Propertess T%y c¢ch n m8y in cho vi ¢ i

- Print Al Pages Trong m,2c n~ vy Print Al Ragesinh n
t blt cl c8c tr anRyint Current Rage( ¢ b’ [ m )vai h o kub
trang t¥%y ch’ ®jgesv d®hii 4285 d¥%mg L8nh
n h «5,..3

- Print OneSide( i n 1 mHt) hoHc Print on Both
t %2y m8y in c¢- t2nh nktng in 2 mHt ha

- Collated( i n theo tdp): Chngc sntnlgulnn yl dtY
khi mu n in v,i s 1€ ng |.n hoHc i
- Portrait/ LandscapeQrientation:L. a c¢ch n b[n in d ¢ h:

- Ad/letter: Ch  n Il o4i k2ch th€e ¢ ph%¥% h'p
- Marginss L. a ch n ctmhiQuchHonh[didhng ah

v, i cktkn I'Q 4 b°n 1" hoHc Narrow cktn

- Pagepersheet L. a c¢ch n in g, p c¢c8c trang in

thw | a ch n in 2/4/6 hoHc 8 trang g,
B oBcL a chPrimt | nh

37



AP ccc aMiCHINH

3

- H L'i Qu h”"nh Windows 10: c8c kh#§gi

ch. ¢ nktkng ch bln.

- C8&c thifJt | dp h antehl ,n gc §cr opnhgF nG bnfi@m ot

n®n, di t virus.

- KiWu g» Telex v™ blng m« Unicode.

ti

- TYo, thay L i te°vn, kchht'in,phsao ch®p,
- C"i LHtgvihsnhdfhYo &8c phfn mQm
- C"i LHt m8&y in v~ in bln.

@2 CAUH, I ONTxP

Cau1:Kyty QjR VDX yk\ udKQQ N R et tin?

A. @
B. &
C. %
D. >
Cau2:Kyty QjR VDX yk\UdKQQ NBW W r @ mvK i

A. <

- %

~

B.
C.
D.
Cau 3: Kchuyk chGyavi Gchén thanh viGN yq Y jc Qidtfong ch Gyaso)n
th+R Y @, &ud mg phim nao?
. Shift
. Insert
. Ctrl
. Caps Lock
Cau4: KoiGN G X &g ntiait ptin, thye hi@ Q K ihau’K
. Nhih chy t phli vao o tin, ch n Send TéDesktop
. Nhih chuy t phli vao i tin, ch n Properties
. Nhah chu t phli vao i tin, ch n Create Shortcut
D. Nhbh chuy t phli vao g tin, ch n Sharing and Security
Cau 5:PhatbikKX QjR VDX yk\ O] y~QJ"

~

A.H L@ hanhchquin | T , o Knd&g qiin ly tdp tin

> O 0O o »

O @
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B. T/ c&thith a t hc€onmadtin
C.H L@ hanhchquln | T _agdghce) b
D.H L@hanhkhéngdin | T c_&congaC® m

Cau 6: Trong maw W KoicoRrhgD KDL WHKARRQ $ Yj b WKQ RVKA P
thanh B thi may tinh thyc hi@Q Q K fhauX

AHn ra thinognthg§o t°n L« t
BT Lng xo8ctBe€eL«m c-
C.TLng ghi & Atlho mBh£«mc -
D.Thchinvic il t°n mh@ b3 nh

Cau 7:Thanh ph/Q QjRclGfik\ NK{@&tuwu\sKW K fmP
A. Thanh Tkhg thai
B. Thanh Ti °u L
C.ThanhThec L hn
D. Thanh Cong thc
D.Cfba ph€ehn@@ 8in¥ntgr °n L

Cau 8:Phat bikKX QjRcIlG i k\ Oj ykQydu¥ianh may tinh?
A.LapHn m@nphli  dAMnay kinh cé tiho4 | ni
B. La pHfn mQn cai gb trong mi may tinh
C.Lapfnm@n k h t°rcg t Lhi@rgng may tinh
D.Lapfnm@n do c¢c!ng togquy@ixday dogsaophdt thid

Cau 9: C4ch t] chgF WKiia vBt % tin theo hOy lu hanh Windows khéng cho
SKp Su g

A.Trongmt t hc€dmdpt i n v ccanh€ m

B. Tl mttdptincocha t hc€onm

C.Mt" L ¢ ang @5 tM ‘& phan chiathanhn@i” L oa | ogi ¢
D. Thc€ cnha wc'contcotéd trimg nhau

Cau 10:Cac tp tin VD X N Kelchyfiva xoa bdg t] h kp phim Shift+Delete &
Q K i Glas?

A. C6 th\L & khdi ph ¢ khi m Recycle Bin
B. C6 thAL ‘& khéi ph ¢ khim Computer
C. Khong tWkhéi ph ¢ 1Y
D.Chcotp v EnnDOR la co thkhdi ph ¢
Cau 11:H aS yukhi KQ G« Qghdgng to, thu nhW yy Qua gF y flc glWla gi?
A. Dialog box
B. List box
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C. Control box
D. Text box

Cau 12: kch)y ma ogng dmg trong Windows, thec hi@Q Q K fhat'’X
A.Kichpiichut v~ o ¢ h®ddngT ithrnOpdn
B. Kichph[ichut v = o ¢ h €ddngT i thr n3Properties
C.KichpHfichut v~ o c¢ h &ddngT ithrnErplore
D.Cfba t haoQt &cdantgr °n L

Cau 13: .KL yDQJ OYPLYLQGRZ¥emt]ichq cactbtS WLQ YmWKA P
WUrQ ‘geiasfhao?

A. Computer heb Windows Explorer
B. Computer hbb Recycle Bin
C. Windows Explorer he Recycle Bin
D. Network haeb Recycle Bin
Cau 14:Phatbikx QjR VDX yk\ &? y~QJ QK
A.H L @ hanhla pfin mQn_ng d ng
B.H L @ hanh la pfin m@n h th ng
C.H L @ hanh la pfin mQn ti n ich
D.ClbaphatbM t Q° nL Y%n g

Cau 15: 7TURQJ :L QG RKX/A Xa @ing man hinh vao kanh c Clipboard, su
d mg phim nao?

A. Ctrl + C
B. Ctrl + Insert
C. Print Screen

D. ESC
IS iQ
Caul:D Caub6: C Cau l11: C
Cau2: A Cau7:D Caul2: A
Cau 3:B Cau 8: A Cau B: A
Cau 4: C Cau9: B Cau 4. B
Caub:B Cau 10: C Céauls: C
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@= BAITxP

Bai 1: Windows Explorer
Céau 1: KhglL aig Windows Explorer va thyc hi @:

X

X

X

X

ShPxPp c8c.ctheRimght Widshg ows
Large Icons

List

Details

Tiles

Content

S x/p ¢ as ¢ a Right Windows theo tht :

By Name

By Date nodified

By Type
By Size
Cau2: T)R Fk\ WhKtii Py-D ' QKA VDX
] HOC TAP
4 | NGANH CNTT
KY THUAT LAP TRINH
4 | LAP TRINH DI DONG
ANDROID

105

MAMG MAY TINH

4 TIN HOC
EXCEL
POWER POINT
WINDOWS
WORD
4 MGOAI NGU
TOEC

Cau3:Thychi@Q L WrQ FiFoWKA P

ni t°ncNGOANGU thanh ENGLISH

n i t ° ncBXGERthamhXU LY BANG TINH

n i t ° ncWARBthanhXU LY BAN BAN

n i t ° ncWINDeWSsithanhHDH MICROSOFT

de
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& k X 6DR FKmS WKni P
- Ch®p ,tcW&RDm "~ o {cHERGLIBH
- Ch®p _tchCEICm~™ o fciKHGC
- Ch®p _cHIH@®™MC v~ qcMAN&MAY TINH
- Ch®p . tclO&v mo {chKETHUIAT LAP TRINH
Cau 5: Di chuykQ WKnd P
- Dichuywdt t hc®ORDvV ©~ 0o tchAP TRINH DI DONG
- Dichud t hcGINMROCVQt h€cgrtga L oga
Cau 6: X6avaphoh[L WK P
- X- a tdT HAC
- PhchAi t Jc®INKMOC YV axoa
&kX 2thuaF WtQK FKRR WKih P

- Ganthyctinhchl ¢ ( Read Onl yco)MANGWMAY ZINH V@€ m
TIN HOC

- Gan thuc tinhXq KY THUAT LAP TINH
- G_ b cacthuctinhchl ¢ ¢ h o, cTINKOCmM

& k X 7 KliDdy §h W (Option) ca Windows Explorer

- n Q@ chnh Windows Explorersao cho khéng iMhbf cactp t i n v~
m. ¢ X
- Co6 nhh xétgi Wt h ©c K THUAT LAP TRINH

- H« y Qi €hinhWindows ExploretWeé thikem cacdp t i n ,eX t h€

- T€ehng M «QychrnhWindows Explorersao cho khong #y phFn m
rngcacactpt i n. S@chnhldtinhtdhig nh<§€u.ban L

Bai 2: Windows Explorer
Caul: T)R Fk\ Whk AiQK A VD Xy-WUrQ
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4 BAITAP TIN HOC
LUU TRU
4 TIN HOC
4 CHUYEM DE
DO HOA
LAP TRINH
4 CNTT CO BANM
INTERMET CO BAM
MAY TINH CO BAM
XU LY VAN BAN CO BAN
4 CNTT MANG CAQ
EXCEL MANG CAD
POWER POIMT MAMG CAQ
WORD NANG CAQ

Céau 2: Chuyk vI W K fin B C:\Windows, thyc hi @ cac yéu du:

- Sao chép caap tinco pffnm rngla.nit CWi ndows s a&ng t
LUU TRU

- Saochépcaatincopfnm rngla.bmptCWi ndows sang t
DO HOA

Cau 3: Chuyk vI ] D:\ th yc hi @ cac yéu du sau:
- Tr on g, ctBAIMEAPWIN HOCtlb  t h ° mc GHW@NGHTRINH

- ChépHic[cactptincopfnm rngla .exetC\Wi ndows sang
m, c CHUONG TRINH v a tb

- Chobif(xem)tng dumggal €h€hng tr3nh
Cau 4: Nén va gi nén

- Dungchcn t n g: WinRarlWh ® n  { chCEIUOGNG TRINH. XemlY

d u n gng bag€khi nén

- X- a t-CHUGNG TRINH

- Gilinén tp tin CHUONG TRINHrarv "Hi L t r o ngTINNHO®& m
&kX ]JL W rthuy tinh, xéa thua tinh, x6ava phro h[i WK filnP

- n i t ° ncthahh& tém¢ a sihh vién

- nHthyctinhchlc (read ontHNHOEho t h€ m

- nHthy ctinhXy (Hi ddencLUWHRU t h€ m

- G (x6a)cacthuctinhva HL cho ¢8c t h€e m

- X- a t{&OCGBTMCOBANvaphchild t hc® awda trong thing
rac

43



Ch€ehng., Lhl VB CWiNB

© ™ cTieu

HXc xong ch_ _ng n"y, ng_yi hZc c¢- khd

- Tr3nh by sh I € ¢ L€ c¢c mt s Kkil/n
bln, s’ d. ng phfn mQm Microsoft Wor

- S d,_.ng L€ ¢ phvincrmGm fsto Wo rtdh [2001 9 L

vin bln Lhn gi[n theo mXu, in L€ ¢

31.Khdinim vimvak | T Vhn b

3.1.1.Khdinim v in b

VeEn blfn |7 c¢c8&c t~ i 1li wu, gibly t° L€ c
c8c Lo"n thWh, t8cVtn bhRncnxk chung |~ 1
truyQn LYYt thlng tin b3xng m t ngtn ng.
v, c ¢, thwWw c_,a L"i s " ng x« h,i v’™ qufn |
n, i dung kh8c nhau.

31.2.Khdinimx | T vkn b

X I'T vein blfn | s d,.ng c8c phfn mQ
Writer, Mi crosoft Word LW bi°n tdp n, i
mQm x| T vin blfn mi,n ph2 kh8&8c nh€e Abi

3.2.S d. ng Microsoft Word
3.2.1. Gj i thi" u Microsoft Word
321.1.M, L-ng Microsoft Word
- M Microsoft Word

X Cach :Nh blp chun t.t\"(a rAl | avicpsoft Word
(trén Windows 10)

X Cach2Nh blp khuo, bi E tréen@amhgnh (desktop)

=g
THER RN VP
0 [F
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Hinh 3.1.K h € i

man hinhMicrosoft Word

L i

ng

- n-ng Microsoft Wordm‘crg‘-ru: M TS nbicVWan g
h o Hic ’

Hinh3.2n - ng

ch_

n h bln

ng

3.2.1.2. Gj i thi’ u giao di n Microsoft Word

Sau

k Hli, rMdnosoift Word

m~ n

h3nh

MibrosoftnAgprd20193 n h

t" h p

tr3nh

| " m v

ph2zm A

H

c nhee

Quick Access Toolbar
(Thanh truy ep nhanh)

Title Bar
(ThanhQ t

Ribbon
(ThTRibbon)

g v

-

r-

[

Past:
aste

Calibri (Body) -1

B I U ~abe X, X°

. A-Aa-
Font

“E 1 2

2

.

A - A

[F}

Clipboard

L 3 z 1

Dacument] v Word Preview

€= 3=

a— -

* -
It

A

2l

Paragraph
4 5

T Marmal

[

[ 8 9

Text Area

(Ving lam vic)

Ruler
( Thanhb

Page 1 of 1 0 words

English {United States)

Home Insert Design Layout References Mailings Review View VHE|FI

AaBbCcDc AaBbCcDe AaBbCh
T Mo Spac...

Styles
10

Sign in

Heading 1 |+

Eal O

Q Tell me

yel
Editing

Q_ Share

Scroll Bar
(Thanh cun)

Ch/]L hiwi th

Hinh 3.3.Man hinh lanv i

Mc

>
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3.2.2. Thao tac vi tdp tin Microsoft Word
3.2.2.1.M m ttdptincod g
- Ch'tabFleoch n Open

(Ctrl +0O hoHc

& COneDrive
El:l This PC

i

Add a Place

Y? L/

Browse

Hinh 3.4Mg f i

- Cacttych  n m

| e

vin bd

n

Xx Recent: Mtdphianm cfc€e ¢ LOy
X OneDrive M'dmlL€ ¢ | €u tr°n One
khol[n OneDrive m i s d,ng

Open
@ Recent OneDrive - Personal
== OneDrive - Personal Name T
tE% nguyendangthevinh@outlook.com
Attachments

E;I This PC Hinh anh
L!'é} Add a Place Tai lieu

Browse

Hinh35Me top tin | _u truv tryxc
X This RGpLMia | €u tr°n L o a

tuy An

ms8y
46
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X Browse: Ch ntdU€t mgmgXnh® m, c

- H p tholdyi Op€n’ x uBI€ nhg ~ dXn

(D\WORD) , ch  n tdp tin vin

v

(W] Open X
4N <« SUNS (D) » WORD v O Search WORD 2
N a
Organize New folder \ Ch n L’n@ N] o
3D Obj " -
[ ects M H Ty
#3006 ch atd tin ype
I Desktop SUNNGUYEN. docx S— Microsoft
[/ Documents Tye: Microsoft Word Document
3 Downlosds Aufhors: NGUYEN DANG THE VINH
Sizg: 123 KB
J’ Music Dafe modified: 12/09/2018 10:48 PM
= Pictures N .
m Videos Ch n th tln
r <
s WINTO (C) mu nm
- SUNS (D) v £ z
File name: | SUNNGUYEM.docx ~ | All Word Documents (*.docg™.c ~

Tools - Cancel
Hinh36Hi p t hovu i Open
32.22. T mttd tinm, i

- Tdp vitinn b €httab&irgp:ch n New,
(hoHc Ctrl +N)

New

Search for online templates

Hinh3.7.Tu o fil e mai

Document] - Ward

ch,
bl n
Open LW @ancé&hbbwWw h_,y b t hao

Suggested searches: Business Cards Flyers Education Resumes and Cover Letters Letters Holiday
Aa
Take a tour
Blank document Welcome to Word Single spaced (blank)
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Tdpmtintheo mXu L« thilJjt | dp:

x Ch tabFleoch n NewmXuchbMW &8 d_ ng hoH
s d, ng h,p t3m ki/Jm, t3m m t mXu
kJt n" i internet).

New

| Search for online templates pel ‘

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

Caover letter (blue) Polished resume, desig... == Polished cover letter, de...

Title

la—

I

FHiLb )

i

Hinh38Th_ vi Mn file m,u c¢c- s’En
x Saukhic h'm#u, xublt hi n giao di n, ch

k3

Polished resume, designed =

oo
by MOO
Provided by: Microsoft Corporation

Created in partnership with digital print and design
company, MOQ, this resume or CV is a modern
temnplate that will showcase professionalism - with

8
%Eg
g
H

I
I

g !
E

. flair, Rermember, this accessible template is

H

customizable to your needs! You can change the
color scheme in the Design tab of the ribbon.

IF

Download size: 174 KB

[]

i
o —— o— vt Create

Hinh3.9TY o mai vin bdn L« chXZn tp On
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x VEb[n
ch’™ vi

i L« L€ ¢ tUo v i

s N

c midiwn g hc farh tl Kii ]t

OBIECTIVE

Ta gwt aiarted, click
plocebholdes text and sinrt
typing. Ea boel: oo ox bwe
sanbeniom.

Double-click the table cells in
thae [ccsar io edd your conzast
ndz (o delets e colomoa

oo dem 't wasd).

SKILLS

|
Explein wrhat youo'sw
sape=ially good ab. Whet asta
oo apact? Tas your cwo

language—seol jecgem.

EXPERIENCE

I3E TITLE ~ COMIPANY - DATES FROM - TO

Eu=nmarize vour key ssapomai=ilsien, lesdership, eng ok xiallas
accomplishmesita. Demn't lixt evecything; keep il ralewass and
mciode doto thot shows the tnpact oo mwds.

I3E TITLE + COMIPANY - DATES FROM - TO
Think obaout e 3ixe of the wamm yoo led, the embar of projects
you kalazowd, or the numbes of axclay you wrobe.

EDUCATION
|
DEGAREE - WATE EARMED ~ SCHOIL

¥eax sighi wans fo include yous CFA ond o sommary of relewank
coeramwark awerdy, and bomara

DEGAREE - WATE EARMED ~ SCHOIL
Oz the Hoos ek of the ribkon, check cut Siyles bo apply the
farmuolng yors need with joat a click.

VOLUNTEER EXPERIENCE OR LEADERSHIP

Diid yoo menoge a beam for your cluk, lead & peoject Jar yous
faworiie chaority, or w45 your acheoal newapapes? Oo ahesd aod

describs sxpass Ehat Il your L thip ahilstiea.
-] w L in
EMAIL TWITTER HAMDILE TELEFHONE LINHEDMH LIRL
Hinh3.10M, u L« chXZn tp th_ vi

3.2. 2. 3tnL€u t
Ch tabFile o Save NhdaHec chuntbi Wu Httr@thardh Sav

Qui ck

Access

Tool bar ( hoHc

Mn

Ctrl + S

m*Xu ¢ hY

Online

y
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p thoUi Savhe mPAsl & arbbt achXrdp, ftiong mu’
File Name nhdp v~ ™o t° nfilecchfZm gl, €l In
ch  n Save Camc¢e&u. L Whiblny b, thao t8c.

H.
1

(W] save As X
“ v P <« SUNS (D) » WORD v O Search WORD P
Organize = New folder =z v e
&= Pictures ) Name Ch n L’nwh Type
B videos LW ed) tirt
m WINTO ()
- SUMS (D:)
=¥ Network Nth tén tp tln
v £ >
v: o LO®
File name: | SUNNGUYEN.docx ~
Save as type:  Word Document (*.docx) ~
Authors: SUN Tags: Add atag
[ 5ave Thumbnail
A Hide Folders Tools = Cancel
Hinh3.11Hi p t hovui Save As
Sau khi | €©u tdp tin, nJu mu tabFile €u v
oSave As, ch n L€ ng dXn ch_ a tdp t

Leu 1T nNW tr8&nh mblt d. |i u khi gHy
n°n th ¢ hi " n nhi)QuohfnkhhasodliBc t b
thigp ch_ ¢ ntng Ch tibFlrg Opb€uondp Kub

h p t hoYi Wohr dn  (patvieo,n s t i cck ch n q!
. . N . Q .
i nformation everyo thil]t Il dp t h i C
trong kh o [ n g10 phat). 5
Word Options ? ®
- A
General .
H Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: ‘Word Document (*.dood) e
Language I Save AutoRecover information every |10 = minutesl
Keep the last autosaved version if | close without saving
Advanced .
AUtD.BE cover file Chldsers\SUNAppDatatRoamingiM Browse...
. . location:
Customize Ribbon
™ Default file location: Chldsers\SUN\Documents', Browse.., W
Cancel

Ch

H®nh 3.212. L_u tx Ling vin bdn
3.2. 2. 4dptinn - ng t
"tabFileoCl ose (hoHc Ctrl +W)

o]V



Ch’

Hinh3.13n - ng f i |
3. 2.8hddng vion
3. 2. 3nhdth gn v (Texh

n (t?

b

Len)

Times Mew Bo ~ |12

B I U ~abkex, x> A~ 3

Times New Rom « |

12 - N
: Ch n

A Ttng

Ch’

e vin

bd n

v £ o cthtabHoma 0 mhémtFomt h  d Un
- A A Aa- Fe Bi\{\d “nge
m r.ng
v chc nt
Font E/
Hinh3.14Nh- m choc ntng Font

n ki Wu c¢h_
k2ch the ¢ (c.) ch,
v gi[m k2ch th€e ¢ c¢ch,
Case): ChuyWn L i hoa t

Aa"( Change
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T2nh nt Céng d ng Vid,

Sentence case Ch h o &u ding nguynvitn a|Nguyn v&in

lowercase Ch t hg NGUYWN VI N nguynvin a

UPPERCASE Ch hoa nguynvitn a|NGUYWN VI N

Capitalize EaciWord | Ch hoa ky t Lfu nguynvitn a|NguynVin A

tOGGLE cASE Chuyd h oa nrga vidl4@| NguynVin A{nGUYWNvV I N
X%(Clear Formatting): x-a L nh dudn
x B(Bold): In Ldm (hoHc Ctrl +B)
x<f{(ltalic): I n nghi°ng (hoHc Ctrl +
x T(Underline): GYYch d<€ i (hoHc Ctr

X ®# (Strikethrough): N®t glch Lhn gi

X *(Subscript): ClF¥ s d€ i (hoHc C

X X(Superscript): |Sift+) s~ tr°n ( hoHc

X “"(Text Effects): Hi u/fjJtngrohg W
Art)

x Y(Text Highlight Color): M u nQn
x&'(Font Color): M"u ch,

- C8c ch,_ ¢ ntng kh8c: Ch n biWu t€ ng
h, p thodi

Font ? X
Font Advanced
Font: Font style: Size:
Times New Roman Regular 12
Tekton Pro s 3 A
Tekton Pro Cond Ttalic 9
Tekton Pro Ext Bolg ; 10
Tempus Sans ITC Bold Italic 11
v ks
Font color: Underline style: Underline color:
Automatic ~ | |(none) ~ Automatic
Effects
[ strikethrough [ 5mall caps
[ Double strikethrough [ all caps
[ superscript [ Hidden
[ subscript
Preview
Nguyén Ding Thé Vinh
This is & TrueType font. This font will be used on both printer and screen.
Set As Default Text Effects... Cancel

Hinh3.15Hi p t hovu i Font
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- TabFont:X8c¢c L nh dUng ch_., ki Wu c¢ch,
X FontCh" n fons cH, ngfn
X FontstyleKi Wu ¢ h ( Regul ar : t h€ ng, |t
Xx SizeK2ch the, ¢ (c_.) c¢h,
X FontcolorM™ u ¢ h_
x UnderlinestyleC&8 ¢ ki Wu glch ch®©n ¢, a ch,
X UnderlinecolorM”" u ¢, a L€ ng glch chon
x EffectsM t s° hi u _ ng khégc

Hi'u_ ng Céng q ng Vid
Strikethrough nétgt h L keh gi |H3ag
Double strikethrough nétgt h Lach gi |Hag
Superscript ch's trén X?2
Subscript ch's d@ H.O
Small caps Ch hoa nh h=ag | HANG
All caps Ch hoa]n hag | HANG
Hidden X nidung

X PreviewXem tr<€, ¢ L nh dUng
X AdvancednW x8c L nh khol[ng c¢c8ch v’ v’
3. 2. 3nh@th gnUti ov £ n

3.2.3.2.1 Bhd)QJ jnRParagraph)

- noYYn vin (Paragraph) bao g° m m t ho
nhbln ph2m enter.

- Ch "  n LoUn vitn omth tabHdme a hhénd Raragraph

e S e = =
=oEoE EE T
o — ae A e BiW " nge
=== = & - m 1 ng
chc nt
Paragraph D/

Hinh3.16Nh- m choc ntng Paragraph

X (Al'ign Text Left): Canh tr 8i ( h

X (Center): Canh gi_.a (hoHc Ctr | +E

X (Al'ign Text Right+tR): Canh phTli (F
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X

(Justify): Canh LQu (hoHc Ctrl +1J

b=
*(Line and Paragraph Spacing): G
dong)

- C8c c¢ch._ ¢ ntng m r.ng: ch n bi Wu t
xublt hi " n h,p tho(j

Paragraph 7 >

Indents and Spacing ;  Line and Page Breaks

General
Alignment: Left A
Outling level: |Body Text o
Indentation
Left: 0am = Spedial: By:
Right: 0cm = First line ~| |1am |5
] Mirror indents
Spacing
Before: Opt = Line spacing: Al
After: 0pt = Single ~ =

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

Preview

Tabs... Set As Default Cancel

Hinh3.17Hi p t hovui Paragraph

- TablIndents and Spacing:

~ S — X

General

Alignment:Canh | Q vitn bl n, Left (tr8i)
Centered (gi. a)

Outline level:Thi Jt | dp LQ m,c cblp L, (tr
t h W)

Indentaton Kholng c¢c8ch | Q vitn bfl[n
Left: Kholng c8ch t. l Q tr §i
Right: cRe&w[nhg | Q phTl[i

Special:

9 None: Khong
9First line: Th_t Lfu d,ng (ch

5

gi 8§ tr° (gi 8§ tr° L€ ¢ x8§c L nt
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9 Hanging: Th_,t Lfu d,ng (tr. d

5

gi 8§ tr° (gi & tr° L€ ¢ x8§c L nt
X Spacing: Kho[ng c8ch c¢c8c d, ng

5

fBefore: Kholng c¢c8ch tr°n m, i L oUYn
fAfter: Khol[ng c8ch d€ i m i LoUn
f LneSpaci ng: Kholng c¢c8ch gi_a c¢c8c ¢
gian dong)

3.2.3.2.2 Bh d)ng Bullets, Numbering
- n nh dlng Bull ets

X Ch  n LoUYn tviia BUJ Intakkigine o Qdm Paragraph

och  n bil =" BuleBorch” n ki Wu Bullet mt

Bullet Library

\/
Mone ® O) | + i:’#
> v

Document Bullets

e V. O wm o 4
O -

Define Mew Bullet...

Hinh 3.18 Bullet Library

X NJu mu' n ch  n kiWu Bull et =T3¢, ¢
Buletsoch n Define New Bullet, X U blt
Bullet, ch n Symbolé sau L- <c¢ch n
Font.
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Define Mew Bullet 7 hod

Bullet character

Symbol. .. Picture... Font...
Alignment:
Left ~
Preview

Cancel

H3nh 3.19. nMflnh nghoa mit Bull e
- n° nh dYnigg Number

XxCh  n LoY9Yn vin bl[n cfn L8&nh s’

-

Ii"__| o
x Ch’ tab Home o nhom Paragrapho ch™ n bi W=1 t € n
Numberingo Ch™ n ki Wu Numbering mu’” n th
Document Number Formats

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

4.1.
42
4.3

Define New Mumber Format...

Hinh3.20C8c¢c t %y chXn choc nktng Number
XNJu mu" " n ch n kiWu Number khgc,
=

—_—

Numberingo Ch™ n Defi ne New Number Fc
t hoUi Define New Number For mat , t
cfn thifgt I dp (1, 2, 3¢, I, I I
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Define Mew Mumber Format 7 ot
Murmber format
Mumber style:
1,2, 3, ... e Font...
Mumber format:
1.
Alignment:
Left w
Preview
1.
2.
3
Cancel
Hinh3.21Hi p t hovu i Define New Number F«
3.2.3.2.3Thi &l 5S ¥hdsg (Tab)
- nW LHt L€ ¢ tab tr°n vin bln, ch¥%ng
thanh the€e ¢ tr°n vhhdm8hpwo,Nhcebnh'nn t @b o
Ruler.
- ni Qu ch ' cHnl &4t t abv’  tNRblpl Fodth waohta n h
thanh th€e ¢ ngang LW LHt tab.
n Q chnh n Hutab vao trén
cac I tab thanh t
@ I'I'Z'I'I'I'E'I'I'I'E' ETNEE TR A TN E -?-II-E--I-IE-I-1:-|-|-11-Il-12-||-12-|-1|4-|-1EI-I-H\,-I-1?-I-
Hinh3.22Thanh th_ac ngang
- Mt s° 1lo4i tab
X [t LeftTab (tabtrai):V tr2 bdt Lfu t_. tr8i s
X *Cert er Tab Ntmalmigia,L a) : tr2 LHt tab
X 2 Right TabV (ttak pohditi J)L:fu t_. ph[i =
x = Decimal Tab ftmb wh trp2h©hBlu phOr
phan.
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.......

X WBarTab:® n thanh th3ng L. ng t4i v’
chotext).

- Sau khi thift | dp c8c NhBlp“phuwma t han
bblt k8 tab n"o L« thiJt | dp

Tab gi a (Center) || Tab trai (Left) Tab pHi (Right)

e — v

i 3 oS & 8 E e
STT Ho tén bia chi

1 Ngu}'én Vin A 123 Hung Viong, P3, Q3

2 Nguyén Van B 345 Lac Hong, P3, Q6

Hinh3.23V2 dA minh hXZa Tabs
- Xublt hi " n h,p thoUi Tabs.

Tabs ? >

Tab stop position: Default tab stops:
1cm 1.27 cm =

1cm
2 om Tab stops to be deared:

10,5 cm

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

Leader

{®) 1 None (2. (O)3—
O4___

Set Clear Clear All

QK Cancel

Hinh 3.24Hi p tTabsy i
x Tab stop position: Gi 8 tr  c¢c8c Vv’
x Default tab stops: Kholng c8ch d¥
X Al i gnment : Canh | Q tab
x LeaderKi Wu hi Wn t h’ gi.a c8c Vv’ tr?2
Xx N“at Set LW thil/JJt | dp c"i LHt m t
X Nt Clear LW x-a tab L€ ¢ ch n, C
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3.2.3.2.4 8h d)ng khung va nin (Borders and Shading)

- Ch n n,i dung cfn

L " nh dUng

- Ch ' tabDesign o nhom Page Background c h™ n b J.l Page€’ n g

Borders, xublt hi "  n h, p thodUi
xBorders: ThiJJt | dp khung vi Qn
Borders and Shading 7 >
{Borders | PageBorder  Shading
Setting Style: Preview
A Click on diagram below or use
Mone buttons to apply borders
[ R N R — _ ="
S| ET | —— A =
E . coor: |
- Automatic L
é_ Width: 55 H
Custom i
me - =pt Apply to:
Paragraph w
Options...
Haorizontal Line... Cancel
Hinh3.25Hi p t hov i Bor dEabBordasnd Shading
fSetting: X8c L ' nh dlng L€ ng Vi G
fStyle: Ch  n kiWu L€ ng viQn
fColor: M u L€ ng viQn
fWidth: n, d"y c¢c,a viQn
f Preview:Xemt €, ¢ t hi JJt | dpb, L¢8&wcg ctthn h

L€ ng vi Qn
f Applyto:Ap d_ ng

t rh° n LRedrGaydrma b [ n)
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x Shading: Thi/Jt | dp nQn
Borders and Shading ? *
Borders  Page Border  Shading
Fill Preview
Patterns
Style: |:|Clear ~
Color: Automatic
Apply to:
Paragraph -
Horizontal Line. .. QK Cancel
Hinh3.26Hi p t hou i Bor dBabShadmghd Shadi ng
f Fill Ch’ m”>u nQn
fPatterns: Ch n kiWu nQn L€ ¢ ¢ i
fPreview: Xem tr€e ¢ thil/Jt I dp
fApply to: Cp d,ng tre°tex)Paragraph
x Page Border n"nh dldng khung cho
Borders and Shading ? >
Borders Page Border  Shading
Setting: Style: Preview
Click on diagram below ar
j Hone use buttans to apply borders
D Box || - ==
[l Shadow ———————————
colon |
D 3D Automatic
Width: i
E—.u Custom % pt
e Apply to:
At Whaole document W
[none)
Options...
Hinh3.27Hi p t hovu i Bor dEabPage®ordbr Shadi ng

ov



f Setting, Style v Preview c- t§
LoUYn
fApply to: PhU4m vi 8p d,ng L-ng Kk
3.2.3.3. KM4 dang (Style)
Ki Wu (styenlac 8§c L nh dUng L€ ¢ thi/Jt 1dp

7

m-u ch_é
- Cp d_.ng style cho vin bfl[n

XCh n n,i dung vin bl[n cfn 8p d_ng
g 1 2
Nguyén Vin A
Hinh3.28ChXn nii dung ct n 8p dAng
X Ch tabHome o nhdm Styles ch n style c¢cfn s (
Title)

AaBbCcDe| AaBbCeDe AaBh(Ct AsBbCcel /—\aB AaBbCcC AaBbCcDi AaBbCcDi
TMormal | TMo Spac.. Headingl  Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcd AaBbCcD: AaBbCcD: ALBECCDC AABBCCDL AaBbCcld AaBbCcDe

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

A4 Create a Style
P9  Clear Formatting

4, Apply Styles...

Hinh3.29Danh s8ch c¢c8c ki ©Ou d8ng c-
x KJt qul style Title L€ ¢c §p d_ng
% . ;
Nguyén Van A
Hinh3.30Ki @Gu d8ng Title L_1c 8p dAng
- H,y b, style L« 8p d_, ng
XCh n vein bln L« 8p d,ng style cfn
R R
Nguyéen Van A
Hinh3.31.@Xn niindbwng bY style
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X Ch tabHomeo nhdmStyleoch  n Cl ear For mat t i

maBbCcDe AaBbCede AaBbCe AaBbCcl A QB azebcer aasbeene aaBbeeD:
TMormal  TMNo Spac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis

AgBbCcDt AaBbCcDc AgBbCcDt AaBbCcD: AMBBCCDC AABBCCDL AaBbCcDe AaBbCcDe
Intense E... Strong Cuote Intense Q... Subtle Ref... IntenseR... BookTitle T List Para..

A4 Create a Style
A Clear Formatting

24, Apply Styles...

Hinh3.32T %y c¢hxn Clear Formatting
x KJt qul sau khi h.,y b, style L« 8
g 1 2
Nguyén Vin A

Hinh3.33vEtn bdn L« hvy 8p dAng styl e
- Hi"u ch" nh style

X RightNhblp e¢ha, $tyle c¢c¥fn hi u ch

Emphasis Update Heading 1 to Match Selection itle T Mo Spaci... =
[ Modity..

O R R I Select All 2 Instance(s) T 7]
Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh3.34ChxXn style ctn hiMu ch=Znh
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X Xublt hi n h,p tho4i Modify Styl e,
L " nh dddng nh€e: font c¢ch_, k2ch th
gi . a, L Qu, kholndjtc &iddm, c &8 Yuch gn g .a

LW L " nh d4ddng Font, Paragraph, Tab
ch"nh, ¢ch n OK LW thay L i style.
Modify Style 7 X
Properties
Mame: Heading 1
Style type: Linked {paragraph and character)
Style based on: T Mormal ~
Style for following paragraph: | T Normal w
Formatting

Franklin GothicMed|~ | |16 |~|| B 7 U | NN -

= — = H= W= i= =
= =S = W= A= = =

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

MNumbering...
Shortcut key... Automatically update

Text Effects... Mew documents based on this template

Hinh3.35Hi p t hovui Modify Style
- S d,ng c¢ctng ¢, sao ch®p L nh dUng

XxCh  n vin bl[n c¢cfn sao ch®p L nh dy

> 1 2 2

ok 5

oL = - o5
< Nguyen Van A ¢
mmamnssssnrsnnannmedh

Hinh3.36VLtmd n ct n sao ch®p LMNnh dv ng

Ch’ tab Home o nhom Clipboardo ¢ h™ Mh Hp )c ha! n¥ (Farpat
Painter). nW sao ch®p L nh dU4ngnhslihlep nhi
chu to bi VWV (Fer mgygt Painter). Sau L-ngch n
sao ch®p L nh dlng L-

e

s

= (T
Nguyén Vin B == ¢ Nguyén Vin B ¢

(L

Hinh3.37KAt qud sao ch®p LMNnh dv ng
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3.2.3.4. Ch™ni ‘(nlénsverofn)vten§cb L
3.2.3.41. B ng (Table)

- T4o m i m t blng (tabl e)
X Chblu tr¥%c blfng g m nhiQu c¢c,t (Colu
c,.a ¢, t v,i d,ng g i |7 t (Cell).

X Ch™ tabInsert o nhéom Table® ch™ n bi “J Table’'on g
ch > n Insert Table, xublt hi n h,p

Insert Table ? -
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

1 F

(®) Fixed column width: | Auto
() AutoFit to contents
() AutoFit to window

[ ] rRemember dimensions for new tables

K, Cancel
Hinh3.38Hi p t houi Tabl e
f Table size
9 Numberofcol umns: S° ¢, t c¢cfn tUYo

9 Number of rows: S’ d. ng cfn tUYo
f AutoFit behavior

9Fi xed column widt h: C’ L " nh <chi
L  nh

9 AutoFit to contents: ChiQu r,  ng
9 AutoFit to window: Chi Qu r ng c,

- Dichuywn v~ thao t 8ablenhdp | i u trong T
x Di chuyWn con tPhinCh®&Hg¢ xu ng d,ng
X Di chuyWn con tr, sangPhpm[iTabhawno
Shift + Tab.
XnNnW nhdp ph2m Tab (tYo nh_ ng L€ n
phim Ctrl + Tép.
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XxCh n blng,
t € wi(gSel ect

f SelectcellCh™ n 1

Table), c-

f Selectcolumn: @ n ¢ t

f Selectrow:@  n d, ng

f SelectTable:&8 n to"n b, blng
R =
Select  View Properties
= (Gridlines
Table
Hinh 3.41.Nhém Table
Ch n th°m d,ng, c¢c,t v~'o

x NJu Lang ° ' cu'i c¢c¥%¥ng, ph2m Tab
vdy, ¢- thW ch¥%¥»ng ta kh®ng cfn x8
t 4o Tabl e.
Xx Thay L i c¢chiQu r ng v"™ c¢chiQu cao
f Nhbln gi . v oodi chuyWn chu, t trg°n nl
blfng LW thay L i c¢chiQu r,  ng ¢, t/ <ct
STT Hg tén Dia chi
1 | Nguyén Vian 3
A (4]
2 | Nguyén Vian
B
Hinh3.39Mi nh hXa thay LYi Li ring ci
fTr°n thanh Ruler c¢clng xublt hi ' n c8
c8ch ¢, t/ d,ng. C- thw di chuyWn ¢
L i chn@Quc,t/ chiQu cao d,ng.
# = 2 3 E s &3
e
STT Ho tén Pia chi
1 NguyénVa‘m
A —
2 | Nguyén Van
B
Hinh3.40Mi nh hXa thay LYi Li ring cit (
Tr3nh by v° L TadlayouYng trong blng (

c tablL aydountg:Y Chhnm Tabl e

c8c t¥%y ch’

Tabl e
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XnHt con tr t49i v tr2 mu  nong h n

c,t, ' phl[i c¢ch n tr € c takl8ay odu,tn gy,
nhém Rows & Columns

XCh  n v o nh_ng biWu t€ ng t<€hng

Insert  Insert Insert Insert
Above Below Left Right

Fows & Columns s

Hinh 3.42. Cac tuy &n chen dong, id
flnsert Above: Ch n tr°n d,ng Lang
flnsert Bel dwngChamgd<€hi n.
flnsert Left: Ch n ¢, t b°n tr§i

flnsert Right: Ch n b°n phT[i

X-a c¢c8c ', d,ng, <c, 6 t
XxCh n c¢c8c 1, d, ngtabLa ytout Frw¥ »»xn-ha.m R
Columns Y ch'ﬂ(Dbléteﬂable) € ng
EF“ Delete Cells...
% Delete Columns
=% Delete Rows
% Delete Table
Hinh343C&8c t %y c¢chXn c¢ch n d,ng, cit
f Delete Cells: X6a 6
f Del ete Columns: X-a c¢,6 t
f Delete Rows: X6a dong
f Del ete Table: X-a blng
Tr. . n cell (1): ChtabLagoutl Yfmhtm, K e
ch n bi T2 (M€rgg CenhbiphEHuystc c¥%ng ch
ch n Merge Cell s)
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I I
I I
Merge Split  Split
Cells  Cell:  Table

Merge
Hinh344.Trin cel |l (1)
- T&8ch Cell (1): CtHbLmyoue¢fr’y tnhecm Meh

bi Wu Eizsglit CehlBlph ) h@uhadlc c 2ng ch’ n
Merge Cells)

Split Cells ? >

LI

Mumber of columns: |2

1k

Mumber of rows: 1

Merge cells before split

oK Cancel
Hinh3.45Hi p thouvui Split Cells
x Number of columnsS | € ng c, t.
X NumberofrowsS | € ng d, ng.

- Chia m t Table thDhnhchayWiabbe tT]
t8§ch sang TathhLeaytoht X. n@h mn Mer geY
Split Table.

- Thay L i h€, ng ch, trong bfng: Ch n
ch'tabLayout Y nh-m Alignment Y ch n
h€ ng ch_)

(@]

EIEE A3 SUN 7

HEE Text Cell %

= = = Direction Margins %
Alignment s

Hinh3.46Nh - m Al i gnment v~ v2 dA
- Canh ch" nh d. Chicoeltlr o(ntg @eflnl w@n)h: c

Bas
===
Layout Y nh-m Alignment '=E=E=trhngo
ng
67



SUN

NS

:

Hinh 3.47Can h

L Zu

cel |

()

v

[ c 8c

L " TadDesiy®) n g

trong

blng

ki Wu

L

n h

dUng

bl ng

ml i

t tn8i

g.

a

(

bfhg, bt W ch’

Ho tén
Nguyén Van A
Nguyén Van B

Dia chi

Hinh 3.48C h I n

XxCh n blfng cfn tabbBPaygi dn iy
Options, ch n kiWu blng
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t hay
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[_| Total Row [ Last Column

Banded Rows [_| Banded Columns
Table Style Options

Shading

-

Table 5tyles

Hinh 3.49.Table Styles
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i)
Shading

x Ch’ tabDesign nhém Table Style Options h™ n bi ... ,t € n¢
ch n m"u nQn

X Ch  n bi %% tehingn L€ ng viQn cfn kT

v 1Y pt ——
X Ch bni Wu . _ .., LW thay IL1.pt.....u Vi (
. L# Pen Color ~ N . a
LW dh o, ng™.. .. WWh n m"u cho L+¥€
Border
XCh n kiWu vi®=" ¢. sJun trong
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P
Border

X S’ d, ng Pae-I'nWy veE, tr, ¢ tiJlp | °n blng

bt +""

1% pt e i

Border 7 Borders Border
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Styles - sam Fen Color - Painter

Borders Ma

Hinh351C8c t %y c¢chXn choc nkng tab De
Ngo“"i ra, ch¥%ng tauagngi®n,tm@nt chy |
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(Borders and Shading))
- n " nh ddng Font, Pa&rtehcaroa pthg ct r3.8@Hn gCetl,
n"nh dUng vi3a23BOnnpaTddny vLoUn (Par a.
3.2.3.42. Chén hinh +h (Picture)

- Ch n h3®nh t_ ttdp m8yg bh2nh: [ nht con

hinh.
e

X Ch’ tab Insert o nhéom lllustrationso ¢ h™ n b i \Pictures { @°

(From File), xublt hi n h,p thodyi,
WORD 20191 mages ), c¢ch’ n inmges3nhj pngu)’ ,n nchhblr
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EE] Insert Picture X
™ « WORD 2019 > Images v O Search Images pel

Organize v New folder
| Documents 2
& Downloads
,b Music
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B Videos
a WINTO (C)

- SUNS (D)

images 1 images 2 images 3 images 4

¥ Network
v

File name: ‘images3 vl All Pictures v

Tools ~ Insert lv Cancel

Hinh352ChxXn L_yng d, n choa h3nh dnh,

- Ch™n h3nh T[nhRttcon toy/ndi v tabr 2 n

Insert o nhom lllustrationso c h™ n b i l;‘“ {O8fine Rjctures),
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L Search Bing

Powered by [» Bing

L pe pe
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v

& OneDrive

Hinh353Th_ vi Mn d nh Online Pictur e:c
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Ch  n ch, LQ cfn s d. ng [nht{gp nhha
ch n nh ¢cfn ch n, c¢ch n Insert
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Online Pictures ©
&~ /O Search Bing ‘

Powered by [» Bing

N [ Creative Commons only

You are responsible for respecting others' rights, including Insert (1) Cancel
copyright. Learn more here e
Hinh354Th_ vi Mn d9dnh Online Pictures Y

- Ch n Inh tr ¢ tuyl/]n t._ Bing.com: Tr
fnh c¢cfn t3m (cfn t3m h3nh m o (nhdrg
c8§c nhth8By¢ thmn [nh ¢cfn ch n, ch’

X
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&| P ocat X
Powered by |» Bing
Y M Creative Commons only
A
=2 A { ; & ARTAT

You are responsible for respecting others' rights, including ‘ Insert (1) ‘ Cancel
copyright. Learn more here

Hinh355H3 nh 3. 55. xc tuyAn tp Bing. cc
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71



L)
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o
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jo]
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G) ‘You are responsible for respe|
—_— You are responsible for respecting others' rights, including Insert (1)

Cancel

copyright. Learn more here
copyright. Learn more here

Hinh356Ch n d nh trxc tuyAn tp OneDr
- n " nh ddng h3nh [nh:
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ch' n bi ZuWrapdext).g
ElF‘u:usitin:un*
EWrap Text - EL‘;; Selection Pane "k~
o Align -
Arrange

Hinh 3.57Nhém Arrange
C- c¢c8c :t2y ch n

xIn 'ine with text: 4d4nh n=m Lfu d,
x Square: ViEn b[n bao khung xung qu
x Tight: Vin b[n u" " n quanh theo h3n
X ThroughVvbk n bl n n3m quanh [ nh

x Topand Bottom: Vtn bln n3um tr°n v~
x Behind text: 4nh num d€, i vin b[n
xIn front of text: 4d4nh n33m tr°n vt
x EditWrap PointsThay L" i h3nh d&ng, Vv  tr?
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I

More Layout Options...

Set as Default Layout

Hinh358C8c¢c t %y chZn choc ntng Wrap I
Sao ch®p h3nh [nh: ChnhblphFhnhnhcRuaht c
Copy (Ctrl +C), ch n v’ trz2l+<¢h, aHQg kd
ch > n v nhbn gi. chu,t tr8i v~ 0o h3n
di chuougWwv sdar2 mcih®ph. ah[nltkhsab tr:
gi . Ctr |

Hinh359Sao ch®p h3nh dnh (NguQn: ¢ nh

Di chuyWn h3nh [nh tr°n vin bln: Ch
chu, t tr8i, sau L- di chuyWn chu, t

cfn di Noblpy wWh,[ichkhu, CGopy (Ctrl +X),

ch n Pa¥)te (Ctr

Thay L i k2ch th€e ¢ [nh: Ch n [nh ci
xublt hi° " n 8 LiWm, ch n v o 1 trong
nW t° | TInHnlghsmag Khibithmyd L i, ch
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Hinh3.60Thay LYi k2ch th_ac d9nh
- X-a h3nh [nh: nW x-a [nh, ch n [nh
- TYo c&c hi u _.ng cho h3nh [nh
X Ch n [nh

Hinh3.61¢ nh mi nh hZXa

X Ch’ tab Format Picture Tools)o ch n nh - m AAisti¢ ust
Effects, xublt hi " n h,p tho4Yi, ch’

c:’l Artistic Effects Options...
Hinh3.62Hi p t houi Artistic Effects
x Thay L i ki Wu [nh:
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n ki Wu
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H Crop
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al Fit

Hinh3.66T%y c¢chXn choc nktng Crop
X Cait [nh t  do: Ch  n Crop
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O
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Hinh 3.71. Insert Icons
KJJt :qul
®_0O0

Hinh3.72] cons L _ 1 ¢ c¢ch n

XCh™n h3nh [nbTamdih hAtmg 3MDVigrosot h °~ ¢
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ﬂ% From Online Sources...
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XCh n [nh 3D t. m8y t2nh:
fCh™ n From a File Y xublt hi
cfn ch n.

@ Insert 3D Model X

«~ v A « WORD 2019 » 3D Models v O Search 3D Models el

Organize + MNew folder =~ [ o
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Hinh 3.80Xoay, bt X L 1 nhg
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: ¢
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.| 22 ShapeFill-
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-
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Hinh3.87Hi p tthxyv ichXn choc ntng Shape E
- n i kiWu ch,
X Ch  n <c¢h cfn thay L i

-

83



e
:MOLISA.

6 0 o
Hinh3.88Ki ©@u chuvu tr_ac khi thay LYi
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bi Wu £ @exnEffects)
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Hinh3.99Hi p t hovui choc ntng
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L2 More Symbols...
Hinh 3.100.Symbols
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Symbaol ? *
Symbols  Special Characters
Font: |Symbal
Webdings M ~
Wide Latin ) ( ) # |+ .= /
Wingdi 2
Owiﬂﬁdiﬂﬁia 71819 :]:|<|=]>|7
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X Ch n kT t., c¢cfn ch ™ nNhBigvph bvitiky n Yt
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Chen Shapes
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SNSNTLLTL/NG%
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x KJt qul L i t€ ng L€ ¢ ch n
Hinh3.103Shape L_1c¢c chZXn
Thay L i c¢c8c L nh dUdng Shapes
X Ch  n L i t€ ng tfFormat (Deawing[Tooils)p ¢ h’
nhomShape Styleo ch™ n bi Wu t% ng m  r. ng
+ 23 ShapeFill -
Abc ﬁ “ - L# Shape Outline -
T o Shape Effects -
Shape Styles 3
Hinh 3.104Nhom Shape Styles
x Xublt hi° " n danh s8ch c8c m%u c- sJu
(c8c ki©®u n"y L« tr3nh by c¢cA thec
thuot (OWoTaALk€)c kJt qul.
I:‘.‘- {} )
<
O ®
Hinh3.105Cp dAng Shape Styles
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Shape).
n€a n, i dung vih Il nS hwa dod b RE¢peuH p
phli )¢cheht n Add Text. Nhdp n, i dung
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THIS WAY

Hinh3.106n_ a text v~" 0 shape

- Thay L i shape: Ch’  n L tabForma&Dmavng mu’  n
Tools) o nhém Insert Shapes ch™ n v- o bi Wu acéh'ng E
ChangeShapech  n h3nh mu' ' n thay L i
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C

THIS WAY o/ e

WAY
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&
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Hinh3.109Ch zn L t_ 1ng ctn xoay
X Di chuyWn chu, t theo h€ ng cfn xo

@

("
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*
\-<>-—/
Hinh 3.110n Xi t _ au khi xoay

X Ch¥%wng ta c¢c- thW ch xuwmgogdahhoshga
L i t<€ ng.

X HoHic ¢- thW xoay v~ ° | dt L i t€ ng
t € ng,tab Edimat{Drawing Tools) o ¢ h™ n b vk e
(Rotate), c¢c- c8c t»y ch' n

“A Rotate Right 90°
A" Rotate Left 90°
= Flip Vertical

dl.  Flip Horizontal

H More Rotation Options...

Hinh3.111C8c t %y c¢chXZn choc nktng Rot at

X Rotate Right9® Quayt® ng g-c¢c 900 b°n phl
X Rotate Left9& Quay L i t€ ng g-c¢c 900 b°
xFlip Vertical: Ldt L i t€ ng theo
x FIlip Horizontal: Ldt L i t<€ ng th
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t€ ng L i x.ng
—{ —[
\ n.
Hinh 3.112.Flip Horizontal
Thay L i v tr2 hiWn th gi_a c8c L
x Ch  n L i taeFommgt,(Drawing Trools)o nhém Arrange

och” n bi J¢Bring€orwag) vi O (Send Backward)

1 Bring Forward  ~ 1 Send Backward -
)1 Bring Forward O Send Backward

FJ Bring to Front ':'D Send to Back

L_'... Bring in Front of Text E..l.!' Send Behind Text

Hinh3.113.C8c t %y chXZn choc ndBaskgar®r i ng For v

X Bring Forwardn€a L i t<€ ng ph2a sau ra p
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x SendBackwarh€a L i t<€ ng ph2a tr€ c rs
x SendtoBackn€a ra sau c8c L i t€ ng kheé

x Send Behind Texp*€a n3um ph2a sau

Hinh3.114T2 nh ntng Send Backward
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och n Gronlpblpl hmHgt n ch&@ct L i t€ ng L
Group o Group).
B, nh-m c8c L i t€ ng L« gtabfomath - m:

(Drawing Tools) o nhém Arrangeo ¢ h™ n  Un g r ohugpp (chhouHuct

chu, t ph[li oUngiloupn Group
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3.2.35.Hp v £m(Tekt Box)

- TYo Toexx tm, Bi

X Ch tablnserto nhdm Texto ch™ n b i |(Te!xt*(13°oxb1cg
ch n Draw Text Box

Built-in -
' e || .
Simple Text Box Austin Quote Austin Sidebar
|
Banded Cuote Banded Sidebar Facet Cluote -
@ More Text Boxes from Office.com »
Draw Text Box

Hinh 3.115T %2y c hBom T e X

X Di chuyWn chu,6 ffextiBékn i . tcBuctfnt L #
Box, sau L- nhettBoxn, 6 i dung v~ o

| -p%NGUYEfWANA%

o

Hinh 3.116VBva niop ni i dungText Box
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- S dTexiBoxt . t h€e vi'

n ¢ - s Jun
X Ch tablnsert o nhém Texto ¢ h~

n bi A (Text@oxnag
xublt hi’

n TextBe®, vé h'nn

c @ ¥ Austin Quote)d Y2n g
Built-in

FY

iy ——
| -8
— ==l ST —

Simple Text Box Austin Quote Austin Sidebar
g
Banded Cluote Banded Sidebar Facet CQuote -
@ Maore Text Boxes from Office.com »
Draw Text Box

Hinh 3.117Ch Z n

ml
Xx Sau khi

u AdsenxQtioteB o x

ch  n mXu cfn s TedtBoxgh<®€r on
m¥Xu L« ch™ n.
O O Q
[Grab your reader’s attention with a great quote
from the document or use this space to emphasize a
key point. To place this text box anywhere on the
page, just drag it.]
o O o)

Hinh3.1B.M_ TdextBxt r ong t h_ vi Mn
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X Nhdp v " oTemtBax dung

NGUYEN VAN A

Hinh 3.119.Ni i  dextibyg

- n nh TéBog Ch n text box hddvRormatonh d
nhom Shape Styles

x TUo TexDBox: c@(nShape Fill), xublt hi’

Theme Colors

Standard Colors

o N EEEERN
Mo Fill

vy More Fill Colors...

Picture...

[l Gradient o

Texture »

Hinh 3.120Shape Fill

XCh n mu nQn: Ch n m"u nQn trong
More Outline Colors

MOLISA | = | MOLISA
xKhing ch n m'u nQn: Ch n No Fill
MOLISA | = | MOLISA
XxCh n nQn | " h3nh [nh: Ch n Pictur

MOLISA
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x NQn | © thi "m” u nghuyWn sdc: Ch n Gr

MOLISA | = | MOLISA

Xx NQn | © Texture: Ch n Texture, ch’

MOLISA | = | MOLISA -

TUo TektBom: CE(nShape Outline), xublt hi

Theme Colors

Standard Colors

HE EEEEN
Mo Qutline

vy More Outline Colors...
— Weight 3

= [Dashes 3

Hinh 3.121Shape Outline

XCh n mu viQn: Ch n m"u viQn tron
More Outline Colors

MOLISA | =  MOLISA

XxKhing ch n viQn: Ch n No Outline
MOLISA | = MOLISA
x Thay L i L, r_ng viQn: Ch n Weigh

MOLISA | = | MOLISA
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x Thay L i ki Wu vi

- L €Tlext Box

________

MOLISA | = @ MOLISA

X Th ¢ hTextBoxt YoText Boxv _ a ot clho tabInserto
nhomTextoc h™ n b QJ(Tet(tBéx)n g

’ MOLISA

Hinh 3.122Text Boxc t

n | u

X Ch n Save Selection to Text Box G

: Drraw Text Box
g S

ave Selection to Text Box Gallery

Hinh3 1 2 3 TextlBoxu
Xublt hi " n h,p thoUi @ACreaten NeWabBei

(MOLISA) , ©OK. n

Create Mew Building Block

Mame: MOLISA
Gallery: Text Boxes

Category: General

SUM NGUYEN
Description:
Save im: Building Blocks
Options: Insert content only

? x

Ok

Cancel

Hinh3.124Hi p t hov i

Create New Building
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K/Jt qul tr ontextBokeeh Wrng nt & «v.ca t Yo

General
MOLISA -
IE:,. More Text Boxes from Office.com b

Draw Text Box

Hinh3.125Text Box vpa tvo L« hi®n thh t
3.236.T% t iQttang (Header & Footer)

- TYo ti°u LQ Lfu trang
X Ch’ tabInsert o nhom Header & Footeo c h™ n b ‘§| t
(Header), ch n mXu trong danh s§&c

Built-in -
Blank

[ Type herw|

Blank (Three Columns)

[Type ham| [ Typm bhanrm] [Type heen|

@ More Headers from Office.com k

[ Edit Header

E;; Rernowe Header

Hinh3.26.TY 0 mai Header

X Nhdp v 0o n, i dung Header c¢cfn t Yo,
bi tn giiung vin bln v° Header .
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1-|-2-|-1-|-g-l-l-l-z-l-3-|-4-|-5-|-6-|-.-_'-l-E_Ll-S-l-IC--l-11-|-12-|-13-|-14-|-15-|-Q-_|‘-1?-|-

Microsoft Word 2019
[Heager [ P
Hinh3.27.Ni i dung header
- TYo ti°u LQ cu' i trang
x Ch’ tabInsert o nhdm Header & Footeo ch™ n b \EJ t
(Footer), c¢ch n mXu trong danh s8c
. Built-in -
Blank
IType heee]
Blank (Three Columns)
[Type ham] Ty b ] ITyen heen]
IE:). More Footers from Office.com (2
ID Edit Footer I
|_:5'.; Remowve Footer
Hinh3.28.Tu o mai Footer
X Nhdp v o n,i dung FoovtieQn clfw d YopF
gi . a n, i dung viEn bln v"™ Footer
Roter Secion 1= |

Nguyén Van A

Hinh3.29Ni i dung Footer
- Th°m s° trang v~ 0o Footer (ch n v’ o
XxXnHt con tr, tYi v  trtabDEsmw(Header ¢ f n

& Footer Tools) o nhom Header & Footeo ¢ hn b i Wuﬁt €’ n
(Page Nuntbiern ,c &a bitsy ch’ n

B Topof Page »
: [ Bottom of Page »
] Page Margins 3
El Current Position 3

EE Eormat Page Nurmbers...
|_;;'< Eemove Page Numbers
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Hinh3.B30.T%y chXZn Page Number
x Top of Page: Ch n ph2a tr°n c_, a t
xBottom of Page: Ch n ph2a de€e, i c¢,
Xx Page Margins: Ch n v o |1 Q tr §i C.
x Current Position: Chénvamon tr, hi n t Ui

X Ch QurrentPosi ti on
Number

., xublt hi n danh s§

Simple =
Plain Number

Page X
Accent Bar 1
| Papge

Accent Bar 2
FPage |1

Hinh3.B1LT%y c¢chXZn Current Position
x KJt qul, s~ trang L€ ¢ ch™ n v o g

Nguyén Vin A Traug

Hinh3.B2Ch n sX trang
- Thayl ™ i n. i dung Header & Footer

X Ch’ tabInsert o nhém Header & Footeo ch™ n b i ‘,j,l t €
HeaderQFand-ucer, ch n Edit Header h
n i dung c¢cFn hi" u ch" nh, nhdp n, i

- XoOa Header & Footer

x Ch’ tabInsert o nhom Headr & Footero ch” n  bi ' t €

HeaderQFh(Dd-Uicer, ch n Remove Header
- TYo Header & Footer kh8c nhau
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Xx Ch“ung ta mu'& Ftobd eeademg 2 khs§c
nh€ sau.

xXnHt con tr, t Ui cu i trang 1.
X Ch tabLayouto nh- m Page Setup. Ch n B
Page
Page Breaks
Page |
b Mark the point at which one page ends
ﬁ and the next page begins.
] Column
= Indicate that the text following the column '
== break will begin in the next column.
Text Wrapping
r— Separate text around objects on web |
pages, such as caption text from body text.
Section Breaks
MNext Page
B Insert a section break and start the new
— section on the next page.
Continuous
E Insert a section break and start the new
— section on the same page.
2 Even Page
Insert a section break and start the new
*:ﬁ section on the next even-numbered page.
i Odd Page
Insert a section break and start the new
r:ﬂ:ﬁ section on the next odd-numbered page.
Hinh 3.133. Page Breaks
. Q ,
Xx BOy gi con tr, L« n=2um sang trang
1)

X Ch’ tablnsert o nhdm Header & Footep ¢ h™ n deHhayaFoote
och n Edit Header hoHc Edit Foote

X TréntabHeader & Footer, nh- m Nawigat

LW b, l'i°n kJt LJ/Jn trang 1.
Header & Footer Tools
Wailings Review View Help Design Q Tell me what you want to do
[E1q Previous DDiﬁerentFirstPage .+ Header from Top: [1.27cm 2
6ot [y Mext [] Different Odd & Even Pages " Footer from Bottom: |1.27 cm :
oto .
Footer :"_' Link to Previous Show Docurment Text Insert Alignment Tab
Mavigation Options Position
g 1 2 3 4 5 [ 7 8 9 10 11 12 13 14 15 & 1
Nguyén Vin B
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3.

Hinh3.B3BY c¢chXn Link to Previous
xSau L nhdp n, i dung Header khS§gc.
Header & Footer Tools
Mailings Review View Help Design Q Tell me what you want to do
[Z14 Previous DDif‘ferentFirstPage o+ Header from Top: |1.27 cm z
5 [Eip Mext DDif‘ferentOdd&E\renPages "'t Footer from Bottom: |1.27 cm :
FDDD:;. :n Link to Previous Show Document Text Insert Alignment Tab
Mavigation Cptions Position
% 1 2 3 4 5 3 7 g E 1011 2. 13 4.1 15 A
Nguyéan‘mC
Hinh3.B4Thay LYi Header khS§c
nW E&8loter kh8c nhau, thao t8&c t€hng
x Thay L i L nh ddng s° trang: Ch n
cfn thay tabDdsign (Hehdern& Footer Toolsp nhom
Header & Footero Page Numbeom For mat Page Number
h p thod4i
Page Mumber Format ? .
Mumber format:
[ indude chapty 1- -
Chapter startdy
Use 5E|:|arc‘|tnl.r - - Iy pnery
Examples: 1-1, 1-A
Page numbering
@ Continue from previous section
() Start at: =
conce
Hinh3.B5Hi p t hov i Page Number For mat
X NumberformatCh® n d4dng s~ hoHc kT t  cfn
Xl nclude chapter number: S trang
x Continue from previous sectiol® trang L€ ¢ til]p
tre, ¢ L-
x Start atKh a i b8o ts L ftur atng goidg t r° L€ ¢
2.4. Thn vin b
ThiJjt | dp kh" gi bly
X Ch tabLayoutonh-m Page Setup, ch n bi W
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O 3

Margins Ori

-

X Xublt h

entation

-

i n

IE 'ﬁ Breaks -

Size

-

ED Line Mumbers -
Columns
= bt Hyphenation -

Page Setup ﬂ

Hinh 3.136.Ch X n

bi ©Gu t_1ng

gi bly A5A3 A4t by t hu, c
Y% h°

cho ph
A4,

me

v

p, thing th€

Page Setup

Margins

Paper size:

Layout

A4

<

width: |21cm

Paper source

First page:

(EE
Main Paper Tray

Height: |29.7 cm

4F 4K

Other pages:

Main Paper Tray

Preview

Set As Default

Apply to: | This section

Print Options...

cance

X Thi JJt

Hinh 3.137. TabPaper
| Q g i HiagbMargins

| dp

h €

o

h talpP atpheor4i ,t rcohn gn m_ ¢

ring Page
Pap
m8y i n,
ng c8c m§)
ng gi bly:
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Page Setup ? >
{Margins | Paper  Layout
Margins
Top: 2cm = Bottom: 2cm =
Left: 3cm = Right: 2cm =
Gutter: 0cm = Gutter position: Left e
Crientation
Portrait Landscape
Pages
Multiple pages: Mormal w
Preview
Apply to: | This section w
Set Az Default Cancel
Hinh 3.138. TabMargins
X Margins

Top: LQ tr °n

Bottom:L Q d €, i

Left: LQ tr 8i

Ri ght: LQ phrli

Gutter: BQtr ind iphifn g8y

Gutter Position: V' tr2 LHt g8y t i
x Orientation: X8c L nh h€e ng gi bly
Portrait: D ¢

Landscape: Ngang

- InBIn t “dh fabFilewo Print( Ct r1 + P), xublt hi

3
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Print -
@ Copies: 1 -
Print
Printer i
é‘_,:-g HP Laserlet Professional P1... .
Ready
Printer Properties
Settings
% Print All Pages . e e e e et e 2 i
1 Print the entire document e
Pages: i H-:,",H,jﬁ -
Print One Sided . h'._: .:.,_:;;;'; Gt st o
Cnly print on one side of th.., 5;?:5‘?&':‘&*“‘-’;"“
AN D
DD Collated . Tmﬁ“m -
123 123 123 =
j Portrait Orientation - e
A4 .
210 mm x 296.98 mm
| Custom Margins -
j 1 Page Per Sheet -
w
Page Setup
SIS 3 ofs6 28% (=)—-0—— =
Hinh3.B839.C8c t %y chXZn choc nktng Prinj
x Copies: ch n s blfn c¢cfn in
X Printer ch  n t°n m8y in (nJu c-
X Settings:
Print Al Pages: Il n to"n b, vein biln
Print Selection: In vin bln L€ ¢ ch’
Print CurrentP a g e : Il n trang hi n Lang ch n
Print Custom Range: I n m t wv¥ng tron
Only Print Odd Pages: Il n trang | T
Only Print Even Pages: |l n trang ¢ hlJun
Page: Nhdp s° trang cfn in
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Collated: In sdp xJp theo b, (ch”™ §p
Uncollated: Ik ht ng sdp xJJp theo b, (ch”™ §p

Portrait Orientation: Ch n h€ ng git
Orientation (ngang)

Ch " n trang gibly in: A3, A4, A5¢
Ch  n IQ trang in: Ch n c8c kiWu I Q L

Il n nhigQu rmarM trang gibly: 1 Page Pe
Sheet (in 2 trang vao 1 trang), 4 Pages Per Sheet (in 4 trang vao 1 trang), 6
Pages Per Sheet (in 6 trang vao 1 trang), 8 Pages Per Sheet (in 8 trang vao 1
trang), 16 Pages Per Sheet (in Ehg vao 1 trang).

-
‘E'"J(Print): th ¢ hi' ' n in

’ CCEC gMICHINH

- n " nh ddng vin b[n: Text
Shading, Style.

: Paragraph,

- Ch™n c8c L°i t€ ng v o vin bln: Tabl

- TYo HeaderexttoxFoot er , T

@2 CAUH, I ONTxP

Cau 1: Trong Microsoft Word 2019, s d.ngf hp ph2 mWn-"nogt tdpn
tin L'&ng m

A. Ctrl+F4

B. Shift + F4

C. Alt+F4

D. Citrl + Shift+ F4

Cau 2: Trong Microsoft Word 2019, s d. ngf h p p h2 mWthoatokh il
¢ h € Hring?

E. Ctrl+F4

F. Shift+F4

G. Alt+F4

H. Ctrl + Shift + F4
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Cau3:Td t i n _ in" bO gtraa Microsoft Word 20197

l.  Quyetdinh.doc

J.  Quyetdinh.docx

K. Quyetdinh.XLS

L. CTA Vv QBLYng

Cau 4: Trong Microsoft Word 2019, s d. ngf h p p h 2 mN nEdotin?

M. Ctrl+0O
N. Ctrl+A
O. Shift+S
P. Ctrl+S

Cau 5: Trong Microsoft Word 2019, s d ng ph?2 nW €idotihk, i tén
khac?

Q. F2
R. F5

S. F10
T. F12

Cau 6: Trong Microsoft Word 2019, d. ngft hp ph2 mdMmido i n L «
trong may?

U. Ctrl+0O
V. Cul+A
W. Shift+S
X. Ctl+S

Cau 7: Trong Microsoft Word 2019, s d ngf h'p p h 2 mwb% mat tdi tin
m, i?

Y. Ctrl+0O

Z. Ctrl+A

AA. Ctrl + N

BB. Ctrl+ S

Cau8:Trong Micr osofW €Wo ttdi n2 0viaOn b a’'n 1thadho ¢ x L
tdp tin vanban2.docx, th chin  n h/jRao? h

CC. VaoFile\Save
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DD. ao File\Save As

EE. Nhbp chutvao bW "h§® Save (Loa) tr°n thanh Qu
truy agp nhanh)

FF. Bein{ h p phim Ctrl + S

Cau9:Trong Micr os ofWs aWo rcah®@#0gl’ 9y, fnnth dhi n

n h €J/]nad?

GG. Bhi vao biM ° ng8Copytrén thanh cdng cHome

HH. Bbh vao biM ~ ngd ormat Painter trén thanh congHome

Il. Vao EditCopy

JJ. BEnt h pphimCtrl+C

Cau 10: Trong Microsoft Word 2019,$ d, ngf h p ph2 mwrandthll vt n
bl'n vao gi a dong?

KK. Ctrl + Shift + L

LL. Ctrl+R

MM. Ctrl + Alt + J

NN. Ctrl + E

Cau 11: Trong Microsoft Word 2019, s d. ngf h'p p h2 mWwra'ndthll vt n
bl'n th3pg IQtrai?

OO. Ctrl + L

PP. Ctrl+ R

QQ. Ctrl +Alt + J

RR. Ctrl + E

Cau 12: Trong Microsoft Word 2019,$ d, ngf h p ph2 mwrandthll vt n
bl'n th3n g Qulbai bén I

SS. Ctrl + Shift + L

TT. Ctrl +R

UU. Ctrl +J

VV. Ctrl + E

Cau 13: Khi soth th['o bRag Microsoft Word 2019, s d ngf hp ph2 mwWn " o
c an Hn L v {mth3bg IQph[i?

WW.Ctrl + Shift + L

XX. Ctrl + R
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YY. Ctrl +Alt +J

ZZ. Ctrl+E

Cau 14: Trong Microsoft Word 2019, $ d.ngf h p p h2 mWaménmgay
thanghintd v " o[n¥ tn b

AAA. Ctrl + Shift + T

BBB. Alt + Shift + D

CCC. Ctrl + Shift + D

DDD. Ctrl + Alt + N

Cau 15: Trong Microsoft Word 2019,s d . ngf h p p h 2 m\Wheh @ i gian
hintd v~ on¥tn b

EEE.Ctrl + Shift + T
FFF.Alt + Shift + T
GGG. Ctrl + Shift + D
HHH. Ctrl + Alt + G

Caule:Trong MicrosoWhWor@i"2f@m21®rablgmtven b
hin n h/3aoP h

lll. Homa&Header

JJJ. InsertHeader

KKK. Hom@aFooter

LLL. InsertFooter

Cau 17:Trong Micr osofWwec hWor dviaZ @uli 9',t rlanmn, v it n
th chin nth/fao?

MMM. HomaHeader

NNN. InseriHeader

O0OO0. HomaFooter

PPP.InsertFooter

Cau18:Tr ong Mi cr os o fWwhérimotr dc R¥2 1t19h2 dCh v ™ o c h
bln,th chin n h/ARaoP h

QQQ. Homalnsert Footnote

RRR. Insertinsert Footnote

SSS.Reviewlnsert Footnote
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TTT.Referencesnsert Footnote

Cau 19:Tr ong

v o

¥ri.th cbin  n h/jRaoP h

UUU. Hom@&Pictures
VVV. InsertPictures

WWW.

ReviewPictures

XXX. View\Pictures

Cau 20:Tr ong

th/Jnao?

YYY. HomaText Box
ZZ7.InserkText Box

AAAA.
BBBB.
IS iQ
Caul: A
Cau2:C
Cau 3:D
Cau4:D
Caus:D

ReviewText Box

View\Text Box

Céau 6: A
Cau7:C
Céau 8: B
Cau9: B
Céau 10: D

Cau ll: A
Cau l1l2: C
Cau 13: B
Cau 14: B
Cau 15: B

Mi cr os ofWchéWwuo rhdp 2\0HImOth kc Hil n

Céu 16: B
Céaul7: D
Céu 18: D
Cau 19:B
Céu 20: B

Mi cr os o fWicheMp rbdc 2tOrl&®n h LI €u tr

nhe
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@= BAITxP

Bail: Nhdpliuvath chin ‘nhddhg vinn b
NNHDYNG VI NN B

Microsoft Word 1a mét chwong trinh nam trong bd phan mém van phong MS Office cua
Microsoft xir Iy van ban, ngoai cic chirc nang gitip ngudi sir dung gd nhanh va ding mdt van ban,
n6 con cho phép chiing ta dé dang chén cic ky ti dac biét vao van ban nhu “ © ® [0 B DI B
sxn o Q% & #A lam cho vin ban phong phi hon.

Nguoi soan thao c6 thé nhap van ban & dang chir thudng hoac CHU IN dé r6i sau dé c6 thé
d6i sang mot kiéu chir thich hop. Céc 1énh thuong dung trong vin ban c¢6 thé trinh bay nhanh
nho biéu twugng B (Bold) dé tao chir dam, I (Italic) dé tao chir nghiéng, U (Underline) dé taora
chir gach dudi, hay két hop cd ba.

Ngoai ra con ¢6 cdc tily chon khéic cau ky hon phai vao Home/Font dé trinh bay. Vi du, &
muc Underline style c6 nhiéu lra chon: Words Only chi gach dudi cho timg chit mét. Gach
dudi hai nét. _(_}ggh__c_l_u__(jfi__bégg_ déu cham, Double Strikethrough tao ra ehé-saeh-handasta, cic
18nh 3PP A ¢ eripe gitip chiing ta tao duge mot biéu thire don gian c6 dang nhu a;X” + by Y =
0, tir cich go chir thudng c6 thé déi sang dang CHU IN hoic CHU CO KICH THUGC NHO
HON nho vao 1énh ALL CAPS hoic SMALL CAPS. Khoang céch giira cdc ky tir c6 thé thay
do6i dé dang nho ding céc Iénh trong Spacing:

Normal Trung tam tin hoc
Expanded Trung tam tin hoc
Condensed Trung tim tin hoc

Cic font chir tiéng Viét thuong dugc ding trong vin béan:
Times New Roman, Normal, Italic, Bold, Bold Italic
Arial, Normal, ltalic, Bold, Bold Italic
Verdana, Normal, Italic, Bold, Bold Italic
Tahoma, Normal, Italic, Bold, Bold Italic
Courier New,Normal,Italic, Bold, Bold Italic

(Nguh Sm laterne}
Bai 2: S d, ng Tab, Bullets th ¢ hi nyéu du

- My Love Westlife

- My Heart Will Go on CelineDion

- Beautiful in White Shane Filan
- Because You Love Me Celine Dion

- AsLong As You Love Me Backstreet Boy

- Tonight | Celebrate My Love For You Peabo Bryson & Roberta Flack
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Bai 3: S d ng Font, Tab, Symbol th ¢ hi n yéu du

Cty TNHH ABC C. NGHOAXA H, ICH, NGHOQA" T\WWAM
777 Nguy n Trfn Nguyén- Q.1 n cldp-T do-Hth phic
] o
.................. , ng"-
THh M
KINN G 12 ONG (BA): .ttt ettt e e te et e s sems e
n“ungolicé égi éé phrigdyée t hg&§ng € ntm 206é
0 TR PSR
N PP
RE mongOng (ba)lUh L Yantsbug iveeeeevevieeiceeceee LG kKEqultt Goll.
Gl CM @
Ghichl: ...,

Bai 4. S d ng Borders and Shading, Column thc hi n yéu du

MAY BAYH { CANHVI...CHU_ T

n©y khFEimgh phmtconchut “nlg | °n m8§y Wkangicon h €n g
phim "Snakes on a vd gHn nhain nay.

Pl ane"  tdhifen gChmyhbayt Pal ma de Mall or d¢ha, T (
may bay ca Australian  thanh ph Graz, mhn  nam rC@® , g il & &h b\ilo

Ai r | i nlgllcalih« pah nhan vién hang khong truy ling con d¢hu Vfin L
ngoai d ki/n hém th blo riag n6 khéng en _ tibHI k8L &h  d ©rynad: i

sau vi mt con chut H" nh kh 8§ cyeu dl«a ki ®ay bay va mt s

" ng trén khoang. nge Li xiGrabult t

Phi h” nh JiL oi/h bugahi@ cing ngay, cac nhan vién hang khong

Lnh chuyd  mé&va v khong fn ra di W} ¢ a con chut. Austrian

hl_|.xu’ ng ‘InnSb“ka Sal  Ajrlines cho bi} chit may bay & khdong thWWcHi canh

khi m t hanh khach cho cholUh khih timraconchut  Lily dban toan.

bi/J anh ta mang theo
(Nguh: VnExpress)
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Bai5:S d ng Tab, Borders and Shading, Column, Drop Cap thc hi n yéu du

€ ¢ chi} xuld ch
n V. i nh ng thanh
phfn t nhién,md ong
rel giau cacd enhg chHl
LHobi tt tchodac T n ¢

n hsckh e

vitamin B va C, khoangchtl va amino acid.
Nh ngnguyénli’ unayl ‘& bij} LUhdol iich
trong vi ¢ nuéi d ehg lan dakh e mthh. ChHl ch ng
oxi hoatim thb} trong md ongthi cé thw t chodava
lam suygifm [nhh @glaohoalénda.
(Nguh: dep.com.vn)

Né bao g m nh ng vitamin kh e mthh n h €

Bai 6: S d. ng Borders and Shading, Table, Symbol thc hi n yéu du

PHleU mlITyP CHC NIM 201

#H VAN oo
#nachnhd t Chit..ocoiiciicicc e

n CNMVAD THANG MU~ N T

3]4|5|6|7]8]9]10]11)12

l_

>

()

T =

gz Hé Y

O 1| 2
o %o| %o

%0| %o| %o| %o| %o| %o| %o| %o| %o| %o
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Bai 7:S d. ng tham chifu (Reference) th ¢ hi nyéu du
TACHVIC, A Bl A URhIS CKH, E

Thoc uXng choa c¢cQn rmt Lic huij cho «c_
tuM, khd nkng | ao Ling.

Hi " n nay cing ¢- mt s~ T kiJn cho r=x
hhn so v.,i u' ng r€ u. n®©y |~ quan ni m
c’tht rong LY u' ' ng goO©y ra. V3 vdy t8§c hyj
u" nd" bia hay r€ u) m" ph, thu, c v o | €

c8ch th ¢ u ng (tfn sublt s d_ng).
7KLGX:Pi¥ " ng nhiQu r€ u c¢c- thw | & gil

trong m8u gi ¥%p vdn chuyWn oxy Hd§€niutihi

m&§u th€ ng b c¢c8c tri u ch.ng nh€e m t m,

8QJ WKB nh ung th€e ° ng€ i s d,ng r¥€
thanh quflfn, th ¢ qufn, gan, v¥% v"™ v¥ng t
ng€ i u' ' ng r€ u k™ m h¥%t thu ¢ | §.

%OQK WLP BJFiKg nhi Qu r€ u, nhblt | "B nghi
trong m8u c- khuynh h€ ng tYdo th" nh c¢_c
hoHc L.t qu . R€ u clng c¢c- thwW gy ra b’
l "m |l o4Yn nh p ti m.

i JDQ R€ u | ° chblt L, ¢ c,a c8&c tdtm~ o
d. b xh gan do m! gan biJn th"nh sGo v~

0-W WUt QKcng€ i gi ", b, n«o teo | 4j,

nhi°n, khi u " ng r€ u, t ¢ L,  teo | Y ¢,
hhn, dXn LJn mbtt or 2t mih,uvch ng kh8c nh¢
ph8n x®t v Kkh[ ntng gi i quyJ/Jt vbln LQ.

Ngo " i ra, biacghn gOy € muh h€ ng rblt |, n L
ninh trdt t  x« h, i nh€e bYo h" mgiaotigphga L 3
tbtng v t v:® th®hngua®mred. nhi Qu L/Jn r € 1

Nh€ vdy, ch¥%ng ta L« biJjt t&8c hYi c¢_ a
kh, e (¢l vQ thW chblt | ¥Xn tinh thfn) m"
chung, %Wrhg vidy a«ofhn ki Wm so§t | € ng r€ u ¢t
L8ng tiJjc cho gia L3nh v"™ x« h, i

(NguQn: tuoi

'Hay c¢c,n g i | et hanol

2H" ng cfu | lodi tJ] b" o m8utchupglf ni cthfln he§mw gmhlo.bi n,
5STi Wu cfu | Il oUi tJ] b0 m8u c¢- c¢ch_ ¢ nktng cfm m8u b?
“Th " ng k° c¢c.a T ng c,c Quln IT n€ ng b, ntm 2018: hhr
ph€hng ti " n s d_ng r€ u bia.
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Bai 8: S d ng Shapes, WordArt, Column, Picture th ¢ hi n yéu du

TINH YEU CHA ME DANH CHO CON

Th hitrénthlgi an n"y ai t h<ehaghdkhh cuc sng ngp

bdh v @ kilh? trannhngsb m” u Gt €hi |
Ainubinth g, c ht dansbhma (DXubiflacéocon8vHIVih hn, |
kh®ng, ittfhin hfaxdng?t r nhiu hhn ndnieramg t haltro
Ny c- aithtn tih@hng, m3nh Id t ¢ tinh yéu
Laut mt h3 ai Lau — | b mGdanh cho
m&i? CH c6 thw | i’a con hbt  ful
la b mGyéu quy | hinh thanh va
c.a chung ta ma il L'dn L~

thoi.

B i vi con cai la i} . M i o6ng b
tinh tinh yéu ca b | | ba nGsEyéu
mG |a mén qua ca | | con  minhf
t hreg Jjoiipba NG | B R B | theo nhng
: oo sy cha me thu nang aM NS0 L0 o . X
c - fy niQn vui va | Tuh b0 644 24 e . cach khac
hthh phuc vo bién. /M; va mt vai cach|
La b i v3 ‘hdin £rcdg tBém trong s L - |. hg cdwuhchuyn dm

nh ng “rigdenh 'Wehia Stinhyéu L ng nHdl é
(Nguhvad n h : t$ tpuntetnet)

Bai 9:S d, ng Styles th ¢ hi nyéu du

169
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Bai 10 Th, ¢ hi n t% trang bia theo m4u sau

BQ LAO DPONG THUONG BINH VA XA HOI
TRUGNG PAI HOC LAO PONG - XA HOI

NGANH CONG NGHE THONG TIN

XAY DUNG HE THONG
CAMERA GIAM SAT TU XA

GVHD: Nguyén Van A
SVTH: Ho tén SV
Lép: LépSV
MSSV: Miso SV

TP. Ho Chi Minh - 10/2018
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Bai 10 (ttY Th. c hi n t% trang m, ¢ |, ¢ theo m¥u sau

Muwc Ioc

MUC LUC

MUC LUC

CHITONG 1: TONG QUAN HE THONG CAMERA GIAMSAT 1

11

1.1.1.
1.12
1.15.
1.1.4.
1.15.

1.1
13

2.1
2.2
2.3,
24,
2.5,

3l

LS [ WS R W B U B 1
r-.'l r-.'l ] :—l
Ly ka

ki

P

i k3 b ba

Ly gy g g g

LI W
bad b Lad
Ly by =

J
i
b

T T 1
Hé thang CCTV dwoc phin logi theo cAc AMD CA S0 woeoeeeeeeeas
Cac woimz hop s dung Bé theng COTV e
Cac thigt bi o dung rong hé thong COTV e
T L T -
(CEAC TOEE FF BB+ seee e ce e eseee e see s e et eeeeeeemeesees s emeeneeneeee
U 11Tl 1o
00 BERE e ce e cemees e ce e ce e s e
CHUONG 2 OO SO LY THUYET oo
Camners ANElOE 12 Bl et e
Phin boal Calilara. oo e emae s e s
AT KA FOEE TR oo ce oo eees e
CROC QIR EHE oot e e e e
130 R S
CHUONG 3: GIAIPHAP THUCHIEN oo ]
MG hink hé thing Camera quan s88. ..o
. Hinh dnh d3u ghi hinh v camera cia analog oo
At 35 cau hinh hé thing Camera S S8t oo
Cach can Bimh 8 RErm B Ea oo
L L T
o B S T - USSR
o b L I ot e OSSO
C:an hinh camera TP KBBIE A8V oo
Cng nghé Jidn todn M MEY oo
o 1TSS
S0 0 BORE L e ee e eee e e s e et et ee e esaes e e eeeee e

Cac broc kSt ndi voiIE oo

........................ 1

[ T R N}

Ly L) Ly L

ad

il

LR S

LFE]

HU'CNG 4: KET LUAN VA HUGNG PHAT TRIEN oo 4

4.1.
4.2,

BLBt BT oo e e e e e e
Hwomg phat trBm oo e

........................ -4
........................ -4

171



Bai 10 (tt): Th. ¢ hi n tY% Header & Footer theo mX4u sau

Chiromz 1 Tane quan hé thins camera #ism sit
CHI'ONG 1: TONG QUAN HE THONG CAMERA GIAM SAT

1.1. Khai niém

1.1.1. Ha thong CCTV dwgc phin loai theo cac nbm c2u zau
1.1.2. Cic tredme hop siv dung bé thing CCTV

1.1.3. Cac thiét bi =it dung trong ké théng CCTV

1.1.4. Cac dong Camera

1.1.5. Cic loai d3u ghi

1.2. Muc dich

1.3. Lri ich

SVTH: Ho va tén 5V - MSSV 1
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Bai 10 (ttx Th. c hi n tY Header & Footer theo m4u sau
Chiroms 2: Cor sé I thuyét
CHUONG 1: COSOLY THUYET
2.1. Camera Ansalog la m1
2.2 Phan loai Camera
2.3_Ditu kién hoat ding
2.4.Goc quan zat
2.5 DVE la gi?

SVTH: Ho va tén 5V - MSSV

k-2
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Bai 10 (ttx Th. c hi n tY Header & Footer theo m4u sau
Choromz 3: (idi phap finrc hisn
CHUONG 3: GIAI PHAP THU'C HIEN
3.1.7\I6 hinh hé thong Camera quan sat
3.1.1. Hinh anh Jau ghi hinh v2 camera cda analog
3.1.2. MiAt 30 cin hinh hé thing Camera zidm sit
3.13. Cack can hinh dé xem tr xa
3.} Camera IF
3.2.1. Gidi thifu
A5 hinh Camers ID
Hinh anh camera [P
a1 hink camera IP khéng diy
ong nghe dién toan dam may
M5 hink
. Sor d6 ket noi
. Cac budc két ndi voi [E

[P T | [ I N |
Ih.'- [ T ]
R P

[
N

LI I, N | [N ]
Iad bad Lad
Ly ka

L5
%]
1

e

SWVTH: Ho va tén 5V - MSSV

L
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Bai 10 (ttY Th. c hi n tY% Header & Footer theo mX4u sau
Churomg 4: K6t huin v huemg phit ién
CHUONG 4: KET LUAN VA HU'ONG PHAT TRIEN
4.1.Két ludn
4.2 Heong phat trien

VTH: Ho va tén 5V - MSSV 4
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CHhuNG I INM.NGSUBIG T COMHUB

©@ ™ cTieu

HXc xong chngnygi ni¥c c¢c- khd nktng

- Tr3nh by L€ ¢ mt s kifJjn th_c¢c ch
p h{f n Mrc@soft Excel2019

- S d,ng L€ ¢ phf nMiondoft Excel2019T WbT Hg b F
t2nh, trang t2nh; nhdp v° L nh ding
c8c h"m ch bln LW t2nh to8n c8c b7i

41. Ki/nhth ¢ clhvQblng tinh (Workbook)
4.1.1. Khai ni m b[ng tinh
BIlng (tWonrhk b oo k) | Mi ctrbps of it n Ex.c & | C - p

* . XLSX. M, i Workbook ¢Work¥hedo)nhmQu ¢t

pho©n bi t.
Blng t2nh c¢c- t(sheeflla 255 trang t2nh
Trang tinhi Workshee{sheet)

- Sheet Lecgctdlond (row) v~ c8c c, t (c

- Phfn giao nhau c¢c,a c¢c8c d,ng v~ ©c, 6 t

- Mt sheet ©c¢-:
+ 16384c .t L€ ¢ L§nh A,XFB, C, ..., AA,
+ 1048576d ., ng L€ ¢ L 80#8676s 1, 2, . ..,

- n a ch” t€ehng L i: C8c Ld.,inghv" ™ cd ¥%ng
ch®p hoHc di d° i ctrv#@2@,mD4ic LJJn v  t |
- na ch” tuy t L i: C8c d,ng v"~ ¢, 6 t

Hay sao ch®p c2#Gp7, ¢ c. V2 d, $AS
4. 2 . 2. . dx8yd ndpbkng tinh thongt h &y

B€ ¢ 1: Nhdp v° L nih ddng d. | i u v~ o
B€ ¢ 2: T2nh to&n tr°n d. i u b=3xng c
B€, ¢ 3: I n bIng t2nh.
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4.2. S d, ng Microsoft Excel
4.2.1.L'mvi ¢V i phfn mQ@n Microsoft Excel

42.1.1.M , -ng phFn mQn
- Khi  ng

X C&h1:Nh blp ¢ &hW t ing
X C8&ch 2: Chn Start AMicrsoft Office ££Excel 2019
- Tho&khi chethng tr

Gkl trén desktop

Xx Nhblp < rmﬂ g- c trén é&nag bén phi  Whost kh i Excel.
4.2.1.2. Giao din Microsoft Excel

= Bookl1 - Excel Preview Sign in = = O

Insert Page Layout Formulas Data Review View Help Foxit Reader PDF TEAM 5 Tellme ,!::';— Share

-&D X Calibri T == = Genera - %Conditional Formatting = %“Insert - > "Z‘Yv
s By ~ i === - % - oo GFormat as Table ~ &= Delete - E' peid
avse 4 B I u-/ii-&-A- E 3= £~ ‘68 38 [Z7 Cell Styles - [E1 Format ~ -
Clipboard = Forn ] Alignment ] Mumber ] Styles Cells Editing e
Al & Fe =
A B c D \ E F g H J K L -
! ! /
2
3 TabBar (Thanhtab) Title Bar (Thanh Ribbon (Thanh
4 | S
. Formlfla bar‘(Thanh 1102 chEa ¢ ¢ Group
. cbng thke) cong cA
7
8 —~ 7z
o Sheet Tab (CBa cac Vihg | m viie
1 sheet trong workbook)
11
12

s%@} 1 v

Ready EH o - | + 100%

H3nh 4.1. Giao dih MicrosoftExcel 2019
4.2.2. Thao 8c trén tdp tin bl’ng t2nh
4.2.2.1. M tdp tin b['ng t2nh

T tab File £Open (h¢b Ctrl + 0). H6ON h blp ¢ dhiw t hgﬂ trén
thanh Customize Quick Access Toolbaktiki n h p thod
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Open >
= w A « CDIO_CNTT » THDC_CDIO_UPDATE w 0 Search THDC_CDIO_UPDATE el
Organize « Mew folder = [ @
BAIONTAP_HDT 2 Mame hE
CHUAD BT - THEC Ch n folder 03
BAITAP_ACCESS M3+MT - Copy 09
BAITAP_LTMANG(GIACDIE SLIDE 28
COIO_CNTT B bieu mau 2_tong hop diem THDC.xlsx 10,
BAITAP EX MAMG CAD ﬂ-" bieu mau E_tl:lng hDFl diemn THDC_E[ﬂ ?_CD1?—|_|—4.K|5K 16
BIENSOAN_CSDL ﬂ- bieu mau 2_TOMNG HOP DIEM THDC_CDETT1.xlsx 10
0% LichGD_THDC_HK1_2017_CDIO xlsx 25
DAY _CDIO 1
- B3 Rubric (1)_2017.xlsx G» tén th tln o7
GLADANTIMNHOC+CSDL 85 Rubric.xlsx 75
HOT{2017)
SOAMNGIAOAN_THDC Ch n Open
THDC_CDIO_UPDATE
IR IR, SRITT e { }
File name: | & v| All Excel Filgs ("™ xlsx " xlsm;
Tools - Cancel

H3nh 4.2. Hp thd i me top tin

4, 2. 2. Angtthh€u b

T tab File £Save (héb Ctrl + S). H6bN h blp ¢ &b t th trén
thanh Customize Quick Access Toolbatkii n h p thdd

Save As X
1 |"::'| » This PC » Documents w | O Search Documents 0
Organize « MNew folder == - o
e Systern (C:) -~ Mame ~ [Dtate modified g -~
CHINHSUA_GIAD TRINH C-Free 27/ i
Microsoft Excel Custom Office Templates 1 f
FIFA OMNLINE 4 Ch g/ f
_ n fold
‘@ OneDrive GitHub B 1 :
I This PC Graphics 1 f
Hist 1 f
8 3D Objects steny
Deckt IISExpress o f
_ B Integration Services Script Component 22712/ f
= Docurmnents - P — R L
WL >
File name: | Book1 xlsx -
Sawve as type: | Excel Workbook (*.xlsx ~
Authors:  Khoi_Hoang Tags: Add atag
[ Save Thumbnail Getént p tin
~ Hide Folders Tools  ~ Cancel

H3nh 4.3. Hp thy i

|d nguenhb
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4.2.2. 3 :nglong nh
T tabFile AClose ( Ctrl + F4)
4.3.Thao®Bcv i 0
4.3.1. Cec kiwi d_ Ii u
43.1.1. KM d li us (Number)

Bao g m c8<9,kTdbsu" (t)., 0, %, ... Khi L€
nhi°n canh phli trong !. NJ/Jwu hitQuw orn, g
S€ hiWn th s Vehdga.RBOE+OBga htoHe (hi Wn
tr€ ng h p n"y ta phl[i m r,ng c¢c.t cho

m t d. i u kiWu s ta khimg cfmhemhgiphmil

dblu ph©n c¢c8ch thdp ph®©n. V2 d,: ta ch’
L ng L i th"nh 37,923.87.
4.3.1.2D li ukiwng'y, g (Date/Time)

Th ¢ chblt |I'" kiWu s~ c¢ch” s° th_ yva t

gi’ theo L¥%Wng dldng L« ch n trong Control
4.3.1.3D_ li ukiW Logic
G'm c8c gi 8§ tr'  : TRUE, FALSE.
D. li u ki chy i (Text)

Bao g m c8cZkliza-9, tkhoRng trdng v~ m,
NJu d. licu shdp " véb, | Xn | _ n th3 Excel
v. o, d. i u Ki Wu chu, i s€ mHc nhi®°n L¢
L€ ¢ d¥%ng trong ctng th ¢ th3 ph[i L Ht
11B80o.

4.3.2. G&chnhdo d_ Ii' u

- B€cl:Chnddnnhpli u.

- B €c 2: N n idung.

- B ‘€c 3: NHh Enter héb c&c pHm di chuyi trong 6.
4.3.3.Chnhs ad li u

4.3.3.1. X&d, liu

- B€c1:Chn 6, Whg dn xo8n i dung.

- B ‘€c 2: NHah phPm Delete.
Ngo'ira, ¢ n ¢ c8& [ nh xoskh&c:

- Tab Home/ZClear /£All: xo8§tHl c[

- Tab Home ZAClear /Formats: chxo§ L” nh d-hg
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- Tab Home ZClear /£Contents: chxo§ n, i dung
- Tab Home Z&Clear AAComments: chxo§ ghi ch/a
4.3.3.2.Khdiphcd liu
- H.y I'"nh (Undo), ph_.c h"i |1 " nh (Red

Hullmh  Ph/A& hs

- nW h,y m t | nhhtlp alénhnt']t hoHb dUngphiin a
<Ctrl+Z>.

- nW ph_c h”i 1 n hﬂ/hpl—adl]ﬂg_pmm 4CtilfY>.n h bIn  n !

- nW th, ¢ hi n 1'4i | nh sau c¢c¥ng nhbln

4.4.L'mvi cv itrang t2nh (Worksheet)
44.1.DngvVv ct
44.1.1. ThmdngVv ct
4.4.1.11. Thémd, ng
- B€ ¢ 1: Ch n m t hoHc nhiQu d,ng t 4j

- B€ ¢ 2: Ch Aac ht anb nHhoAnserZEns$eit Sheet Rows
hotoN h blp  phfi,eh ntinsert.

E‘“Insert ~ E - ’é"l"'
E'I' Inzert Cells...

#=  |nsert Sheet Rows

U Insert Sheet Columns

|;|_ Inzert Sheet

4.4.1.12. Thém ¢ t

- B€ ¢ 1: Ch n mt hoHc nhiQu ¢ t |
ch™ n s ¢, t t€hng _ng ph2a b°n tr §i

1 e
|

- B€ ¢ 2: Ch  n/& ctha bn Hwohm dimserZEnseit Sheet
Columns hebN h blp  phfE=nset + 2> - 57~
Eﬂﬂ Inzert Cells...

EE Insert Sheet Rows

UPL |nsert Sheet Columns
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44.1.2.X&d,ngVv' ¢t
- B€ ¢ 1: Ch n c¢c8c d,ng hoHc c8c ¢, t

5

- B€ ¢ 2: Ch Amhm Gells/Midletesle h™ n ki Wu x - a
HotoN h blp  phfi ¢h, ntDelete

E?‘Delete o m' Fol
E’r" Delete Cells..,

X Delete Sheet Bows

Delete Sheet Columns

~
I:';.; Delete Sheet

44.1.3.Hiuchnhkx h _tcd &y, ct
- C.thwt hay , Enggcacthobchicaogcadnglbngdgc h L €a

chut JhLbién gia tén ct/d, ng ke s a u drdg chut WL h a' y kxh
t he

x V"o tab HomeZ&nh- m Cells A£Format.

EI Format - -
Cell Size
'L Row Height..
AutoFit Row Height
D, Column Width...

AutoFit Column Width

Default Width...

X Chn Row Hei g bthiQcaotch d g ( Hdb ch n Column
Wi d tWhayLi | llngg¢acHt)

X Ch n AutoFit Row Height/AutoFit Column Width: t, n g Qlchinh
kch _tweyid li u
4.4.1.45 n/hi n, ¢ L'nh (freeze)théic U'nh (unfr eQdomng ) t i
ct

- C Inh tQdng, ¢k Vo tabView -> Freeze Panegrong nhm
Window
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(U Help  Foxit Reader PDF TEAM Q Tell

F= New Window DE |
—_ = LI
H ArrangeAll T )
Switch Macros
EFreeze F'anfs"l Windows = -

Freeze Panes o nhnhiz d
Keep rows and celumnns visible while the rest of C® nhnhiardng
the worksheet scrolls (based on current selection}

Freeze Top Row

Keep the top row visible while scrolling through co
the rest of the worksheet,

Freeze First Column

nh d+ng

Keep the first column visible while scrolling

C° nhc¥
through the rest of the worksheet,

4.4.2. Trang &nh
4.4.2.1. T9o, xc8, di chuyW, sao cl® c8c trang t2nh
4.4.2.1.1 T% WorkSheet
- B€cl:Nhblp phfit4 Sheet il k3
- B€c2:Chnlinsertt tab ng c[nh.

Bookl - Excel Preview Sign in 2l

'“‘D % Calibri o L == = 39 9 %Conditional Formatting = iil o
Epy - B I U~ o == = - vl -
Paste B - s - E MNumber ’:FormatasTabIe Cells | Editing
.o B e A =3 H- . [ Cell Styles - - .
Clipboard = Font P Alignment F] Styles A
Insert...
Al w2 hd
B% Delete
A B cl . Rename F G H ] K -
1
. ! L] Move or Copy...
3 G View Code
4 E. Protect Sheet...
5 | Tab Color 3
6 Hide
? -
8 -
Select All Sheets - T
Danh sach sv s T e HK2 | ':'!':' 4 3
Ready A - | + 100%

- B€c3:ChnbWw " ng&Vorksheet
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Insert

General  Spreadsheet Sclutions

@ o & B

Warksheet Chart M3 Excel 4.0 MS Excel 5.0
Macro Dialog
Formula Formula Formula Formula

tutorial (). xbe tutorial(3) .t tutorial(4). b tutorial(5) . xdte

Formula Formula Getmore out  PivotTable
tutorial(8). xitx  tutorial wdtx  of PivotTabl... tutorial(Z). xltx

[ E & i il

~ | EEE

Preview

Preview not available.

Templates on Office.com

Cance

4.4.2.1.2 X08 Worksheet
- B€c1:Nh blp phfichy tt4 worksheet mun xo8
- B €c 2: Chn Delete t tab ng c[nh

D& = - Bookl - Excel Preview Sign in Eal = O
Insert | Page Layout | Formulas | Data | Review | View | Help | Foxit Reader PDF | TEAM Q Tell me '!'__'-;_.Share
'“‘D b 4 Calibri |1 - == — EE 9% E[%Conditional Formatting = EI o
(- | B I U- A | ===H- {7 Format as Table -
Paste B - o - MNumber «# Format as Table Cells Editing
. W e D A E=3= H- . (7 Cell Styles - - .
Clipboard = Font P Alignment [F] Styles
Insert...
Al e
L Delete
A B *  Rename E | F | G | H | | 1 | kK |
1 ._.l Move or Copy...
2
. Q] View Code
4| E7  Protect Sheet...
5 Tab Celer 3
6 | Hide
?_
8
H Select All Sheets
Danhsach sv | Diem HKT | Diém HK2 | ()] 1 ’
Ready H 0 - 1 + 100%
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4.4.2.1.3Di chuyW v" sao cl®& worksheet
- D¥mgl nh

x B€c1:Nh blp phfi t4 warksheet mun di chuy hd-b sao chp.

X B €c 2: Chn Move or Copy.t menu iy clnh

Bookl - Excel Preview

Sign in

&= O

5 Share
&D X Calibri oL =E=a e % FTZ) Conditional Formatting - = p
Paste B - T I B~ | Nomber | 1 Format = Table~ Cells | Editing
- ¥ He | O A E=3= - . [ Cell Styles - . .
Clipboard Faont P} Alignment I Styles ~
Insert...
Al - -
L_';( Delete
A B [ € « Rename | F, G | H J | K | [«
1 | l Move or Copy...
;' (TJ View Code
4 i 7 Protect Sheet...
5 Tab Color »
6 | Hide
?_
8
| Select All Sheets -
Danh sich sv | ilem Ak | erem HK2 | ® 1 »
Ready @ 1 + 100%
Move or Copy ! ht
Move selected sheets
To book:
Booki v
Eefore sheet: Di ChunI
Danh sach sv
Worksheet Danh
T4 Worksheet Danh Biém HK2 ,
) [move to end) s&hsvl/h ta €
s&ch sv (2)I" bln sao o .
¢ a Worksheet Danh
S&c h SVc tr €
Wor ks hwret —mT—PL]Createacopy
HK1 8] 4 Cancel
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- D¥hg chut:
X Di chuywi Worksheet: @ thfwor ks he/pyv trZimaib L

X Sao cl® Worksheet: NBh gi phem Ctrl V' k& th[ Worksheet trén
Sheet/nVva2mnmil

4. 4 . 2 . 2'.iténmtrang ¥nh L
- B€cl1l:Nh blp phfi tY4 Worksheet mun " iltén
- B €c 2: Chn Rename tmenu ng clnh

Bookl - Excel Preview

gIntl Insert | Page Layout | Formulas | Data | Review | View | Help | Foxit Reader PDF | TEAM

&D % Calibri 11 || E = = @E o ConditionaIFormattingv @ Jo)
B-|BIU- AN | E==E- 7 Format as Table ~
Paste = | ST Aa == =7 | Number | B Fomatas Table Cells | Editing

. ¥ | H-[D-A- $=3x= - . [ Cell Styles - . .

Clipboard Font I Alignment [ Styles -

Inzert...
Al - .
3 Delete
A E ©  Rename E | F | G | H | | J | K [ =

L L Maove or Copy...

2

3 ] (').1 View Code
4 | l:' Protect Sheet...

5 Tab Color [
6 | Hide
?_
8

1 Select All Sheets : : -

Danh sdcn sy eremrarr | -Biém HK2 | + 14 v

Ready it mo- 1 + 100%

4.4.2.3. M nhiQu trang t2nh
- B€c 1: M nhiQ trang inh ¢/ag e
- B €c 2: Tab View £View Side by Sidé m, c Window

View Help Foxit Reader PDF TEAM (} Tell me what you want to 4

—E,' — = . . . .
> Q DE Split (19 View Side by Side
(£ T Hide
W% Zoom to Mew Arrange Freeze
Selection | Window  All  Panes~
oom Window
View Side by Side
Instead of switching back
H ] K L hem'een workbooks, vie \
T T T T T by side. It makes compari
easier,
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NW thay L Nhbp§cchhax €mMrrange Al 1l 0 trong

tab

H.

AnVi ewo.

View Help Foxit Reader PDF TEAM ) Tellme

E}n I:Q_‘:l D’E - gﬂpnt [ View

... Hide
W% Zoom to Mew Arrange Freeze
Selection | Window  All Panes~
oom Window
Arrange All

Stack your open windows so you
H can see all of them at once,

p thoUi #AArrange Windowso xublt hi n.

Arrange Windows 7 x

Arrange

() Horizontal
() Vertical
O Cascade

|:| Windows of active workbook

Verticatkc&c ¢ a s s€ L€ ¢ LHt cUYnh nhau,
ph2a b°n tr8i v° b°n ph[i m"n h3nh.

Horizontatc& " a blng t2nh L€ ¢ LHt theo
tr°n, mt c¢c a s n3um de€ i).

Tiled: Trongt r € ng h°  p ta Tied L€ bfoagt tBnh
Vertical, LHt 2 blng t2nh vQ 2 b°n tr §i

Cascade C8c c¢ a s bheg Wémly bAcc xJp
4.4.2.4. Tinh toan trén nhQu trang tinh

Chhfg ta ¢+ thW mu' n s d,_ng gi 8§ tr t

c ¥Y2n g
v

1

wor kbook tcronwg m_ al d@lirg ttomgcwor ksh
A2 trong wor khele€ ct hs 2d_, ag 1

diMigheet name! cel |l addr es s o0.i=CAIn+gS htele hd2 ! AIL

gi 8

tr’ c.a ' Al trong worksheea HhiAf

worksheetcotn N Sheet 20.
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45.BiWith cv h'm
45.1.BWMWith ¢S hc
45.1.1. Kh8ini mbiwith ¢s h ¢

Bi Wu th ¢ Idp n°n t. c¢c&8c to&n hing v~
Bi Wu th_ ¢ d¥%ng LW di, n LUt m t clng th_c
cac phéptoanvacactoarding LW di n LYt m t clng th.

451.2. Tobiwith cs hc LHm gi

Bi Wu th ¢ phl[i bdt LCLfu b i Hdbwhu =t .v Kd
L hoHc g» L a ch™ * - v o c¢cl'ng th c.

v2d :T2n h | €h h theowdngh c:
L€ehngngy St ng *yL€hng ng

Tl = L€ehmgcng TL€hng
A B C D E F G

1 [STT Ho vi tén S$6 ngay cﬁnéle'ng ngayLwong |(Ty1é
2 Neguyén Vin A 25 50,000
3 Tran Thi C 24 45,000
4 Nguyén Thi H 26 50,000
5 Vii Van T 25 45000
6 Pham Thi X 24 35,000
7 LEThi Y 26 40,000
B Tﬁng Cong
g

Hinh 44. T o biQ thoc

C&hth chin nh€ sau:
Tnh | €hng c Fwtémaili@nnikL°aal:

- n€a cuQDEZ r

- Grdah 6 =0

- NhbBlp € dac2hetdg C2)

- Grdah 6 * 0

- NhbBlp ¢ ®aD2(hdédbg D2)

- Nhkh Enter

- oW h | €hn g nhdnwiénorhld ;| L €avQo6 BEX sad aip
congthcchotid E7.

- T€ehntgnht [ :c&hi'm t €hmlgettr °n.
451.3.Céacli tng&p

BiWu th ¢ bot Lfu b i dBu b3ng (=). S
ch™ thwW hi n tr°n thanh c¢ctng th_ ¢ c¢c,n Kk
18/



OawWw VY WK{QJ EiR O_L WKAeQJ J?S NKL Vu GmQJ F{QJ
- ###EC,t qgus8 hGp
Ermr:50 3 Chia cho 0, sai vQ ki Wu c¢_, a t

- #NAME? Th. ¢ hi ' n ph®p t2nh v, i m t
vV, o m t ' hay v¥%ng n"o cl)

- #N/ A Tham chi Ju LJn * r, ng hoHc kh?

45.2. Ham

4.5.2.1. Khai ni m ham, ct phap, cach nldp ham
KiL QLOP KjP
Hm d%¥ng LW t2nh to8n v~™ tr[ vQ m t g

tr°, m t chu,i kT t., hoHc m t thing b§g

phong ph¥s v~ L€ ¢ phon | oUd tt2hreho tto Sng tn

ki Wu d. | i u v"™ nhiQu m,c L2ch kh8c nhat
Cu phap:

= TaN HéM ([ Danh s8ch L i s’

na s’ c¢c8c h"m c,a Excel LQu c¢c- L"i s’

s". NJu h"m c¢c- nhiQu L"i s th3kbiha ot

phon c¢c8&8ch, c¢c8c kT hi " u phon c8&8ch L€ ¢ q

| © dblu phXy.
&IFK QK5S KjP
- C8ch 1: Nhdp tr c¢c tillp t. b"n ph2m

xXnkKt tr, chu,t t4i * mu" n nhdp h™m
X Nhdp dblu = (hoHc dblu @ hoHc dblu
X Nhdp t°n h"m c%ng c8c L i s° theo

X Nhbin Enter LW kJ/Jt t h¥%c.
- C8ch 2: Th'ng qua h,p thodi Insert |
xnHkKt tr, t4i * mu n nhdp h” m.

Xx Nhblp chuntlnse  hst#ocShoht +F3
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Insert Function ? ool

Search for a function:

Type a brief description of what you want to do and then Go
click Go

Or select a categony: | All
Select a function:

T —
ACCRINT

ACCRINTM

ACOS

ACOSH

ACOT

ACOTH v

ABS{number)
Returns the absolute value of a number, a number without its sign.

Help on this fundion oK Cancel

Hinh 45. Hi p ngerhFunction |
XCh n Group h"m trong danh s8&8ch Fu

XCh n h"m cfn s d,. ng trong danh s

X Nhblp ch n OK LW ch n h"™m,.
X Ty theo h"m L€ ¢c ch n, Excel s¢
c8c L i s (crhhdip .hdhdlngth®th nhdp
danh s8ch c¢c8c L i: s c¢cfn nhdp c, a
Function Arguments ? =
IF
Logical_test || * =
Value if true * =
Walue_if_false o =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function Cancel
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45.2.2. Toant sosanh =, <, >

niuki n| Tognt céngth ¢ M6 t[
B3ng = =A1=B1 Tr[ vQTrue M gi§tr 6 A1l bRag v i gi§
tr 1 B 1° clntrv@false
Khéng <> =Al<>B1l | Tr[vQTrue n gi§tr 6 Al khgc v i gigtr
b2ag 1 B1° cldurgv®false. T&t n'y
ng€lv itognt fi =0
Ln ht > =A1>B1 | Tr[vQTrue mugi§tr 6 A1l n h BN
6B 1, °~ al@tdvQfalse
Nh hhn <= =Al1<=B1 | Tr[vQTrue n gi§tr 6 Alnh h hnkoH
hotb bRag bg gEtr ¢ B 1°, ¢ I%tr§ v@false.
Tognt ny ngve tognt i >0
Nh h hn < =A1<B1 | Tr[vQTrue nu gi§tr 6 ALl nh h h n8trg
1 B1° clrg v®false
Ln hi >= =A1>=B1 | Tr[vQTrue nugi§tr 6 A1l n h hHb
hotb bRag bag gigtr ¢ B 1°, ¢ Itnir§ vBfalse.

Tosnt n'y ngve toSnt A <o

v2d d @ Im@lyhdlcsc “tnglp so nhtheotngdp Qi ki n

A B c D E F G I
1
> DAL 8L -A1-B1 [ =A1<>B1| =A15B1 | A1<=B1] =A1<B1 | -A1>=B1
3] 9 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
4| 1 7 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
5 2 5 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
6 [ 10 10 | TRUE | FALSE | FALSE | TRUE | FALSE | TRUE
A 5 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
s | 10 3 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE
9| 3 4 FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
10 g FALSE | TRUE | FALSE | TRUE | TRUE | FALSE
11 10 7 FALSE | TRUE | TRUE | FALSE | FALSE | TRUE

452.3.C88ch'm cf b
45.2.3.1 Hjm SUM

- Cyphgp: =SUM(number 1, number 2, ¢é)

- Congdng: Pnhing & gi8tr chUnh. (number 1-thWiumbe
c& hfags,biWithc ,Jacht ,Jachvh g, &)
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Vad. :

A B C D E
1 Hotén |Van Toin  |Neoai neit | Téng diém
2 |.%?f ] 5| 7 =§UM(B2D2)
3 |BINH 6|Ving thi
4 |HANH 7 Ving thi 15
5 |PHUC 8 25
&

45.2.3.2 Hjm AVERAGE

CY4phgp :

=AVERAGE(number 1,

SUM(number1, [number?], ...)

number 2, é)

Cong dng: Iby gi§ tr trung Bnh ¢ng ¢a & S ch L'nh. (numberl,
numb e r-2hWécSchgs,biWthc ,Jach? ,Jachvim g, é)

Vad :

B C D E F
1 Vin Toin _ |Ngoai ngit| Téng diém |S6 mon thi
2 5 7 6 18 3
3 6|Ving thi 7 13 2
4 7 §|Ving thi 15 2
5 8 8 9 25 3
6 h trung binh ctia Iop : |[=AVERAGE(E2:ES)

7

45.2.33. Hjm MIN

CY4phgp :

=MI N(number 1,
Cong dng: by gigtr nh nhHig ad s ch 'n h .

number 2, é)

(number 1,

c- thW” c& h?ag $,biwWith c ,’achit ,achv¥a g, é€)
Vad, :

A B C D E F
1 Hotén |Van Toin  [Ngoai ngit|Téng diém |S6 mon thi

2 |AN 5 6 18 3
3 BINH 6|Ving thi 7 13 2
4 |HANH 7 Ving thi 15 2
5 P}_r[’:c _ 8 9 25 3
& | Tong diém trung binh cia lop 17.75

7 | Téng diém thip nhit cia l6p - [-MIN(E2ES)

8

45.2.34.H jm MAX

CYph8p :

=MAX(number 1,

Cong gng: by gi§tr | nnhdlig ades ch 'n h .
c- thW” c& hfag $, biwith c ,Jacit ,"achv¥a g, €)

number 2, é)

(number 1,
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(valuel,

e)

G

value2, é)

e)

(val uel:,

e)

A B C D E F
1 Hotén |Van Toin  |Ngoaingit|Téng diém |S6 mon thi
2 AN 5 7 6 18 3
3 BINH 6|Ving thi 7 13 2
4 |HANH 7 §|Vang thi 15 2
5 |PHUC § 8 9l 25 3
6 | Téng diém trung binh cia lép - 17.75
7 | Téng diém cao nhit cia lop - |:}-L{iE2:_E5}
8
45.2.3.5 Hjm COUNT
- Cyphgp: =COUNT(valuel,
- Cong dn g :Jn cic gi§tr s trong whg ch U'n h .
thW" c& hfag s, biwith ¢ ,’ach? ,"achvva g,
Vad :
A B C D E F
1 Hotén |Van Toin _ |Ngoai ngit|Téng diém |S6 mén thi
2 [AN | 5 7 6l 18|=COUNT([52-D2)
3 |BINH 6|Ving thi 7 13 2
4 |HANH 7 §|Ving thi 15 2
5 |PHUC § 9 25 3
6
45.2.3.6 Hjm COUNTA
- CYphgp: =COUNTA val uel, value?2,
- Conggdng Jmacdc d li utrongwagchl'n h
thWw" c& hfag s, biwith c ,’ach? ,"achvva g,
Vaq :
A B C D E F
1 Hotén |Van Todn Ngoai ngit |Tong diém |S6 mén thi
2 (AN 5 7 6 18 3
3 |BINH 6| Vang thi 7 13 2
4 |HANH 7 8| Ving thi 15 2
5 |PHUC | 8 8 9 25 3
& I Téng s6 hoc sinh cia lap - I:CDLE_T;—:L(_—"L:Z_—"&E)
Ti
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45.2.3.7 Hjm ROUND
- CY¥4ph8p: =ROUND(numbernum_digits)
- Cong dng:
X L'mtr,ns number# v tr2numdigits.

x VtI'mtrn num_di sgtidss t €hng t

- ) -2

L B
TR

Hang tram Hang chuc Hangdonvi 1s

+d

2
[ |
1

& 2 5018

X Nguyén &b ['m tr, n:

N/u K s bénplfiv trelI'mtrn num_di geilgy s tdov B
num_digits £c ng thém 1.
Ng@I4 nu<5€b cabh ( v i phfn thdo phan) heb I'm tr, n vQO
( ‘i v. i phfn nguyén)
Vad :
=ROUND(15271.382;2) A15300
=ROUND(15271.382, 0yE15271
=ROUND(15271.385, 2yE15271.39

45. 2 . 4. QHki miF L i
- CYph8p: =IF(logical_test, value if true, value if false)
- Co6ng dng: Kiwh tra bwi th ¢ Q@i Ki n logical_test:
X N/uI" TRUE: tf vQgi§tr value if true.
X NJuI" FALSE: tf vQgi8tr value if false.
vad :
Hm I F Lhn
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e o — — — —
e — _—

2 - fe |C ZIF(B2>=5, "at","Khong dat")_ >

A B C D E F G
1 Hotén |DTB Két qua Khoi_Hoang:
2 |an 5|Dat 1 |- nEUDTB==5 thipat
1 |BINH 4.2|Khéng dat| |- MEuDTB <5 Thikhdng dat
4 HANH 7.9|Dat
5 |[PHUC 8.2 |Dat
6
H m IF [" ng
D2 v 2 (iFth:bza,“Giéi",|=¢Bz:==?,“<hé“,|=c52:==5,"Trung binh","‘r’élﬂ]]]}
A B C D E F G H |
1 H:;r_tén BTB : Kétqua |[Xép ]na{ L [Khoi_Hoang:
2 |AN 5|Pat Trung binh | |- N&u DTB28 Thi "Gidi"
3 |BINH 42|Khéne dat|Yéu -Méu 7 = BTB < 8 thi "kha"
_ — X -Néu 5 < BTB < 7 thi "Trung binh"
4 [HANH 7.9|Dat Kha - N&u DTB <5 thi "Yau"
5 |[PHUC 8.2|Dat (G101
4.5.25. Cac ham ngay (DAY, MONTH, YEAR, NOW)
45.25.1. Hjm DAY
- CYph8p: =DAY (serial_number)
- Cong dng: T vQgi§tr ng'y ¢ a ngy serial_number
Vad :
A
1 13/12/2018 =DAY (A1) A£13

194



45252. Hijm MONTH
- CYph8p: =MONTH(serial_number)
- Cong dng: T vQgi§tr th8ng ¢ a ngy serial_number
vad, :

A
1 13/12/2018

=MONTHA1L) &£12

45.25.3. Him YEAR:

-  CYph8p: =YEAR(serial_number)
- Cong dng: T vQgigtr n £ ma g’y serial_number

Vad .
A “YEARAL) /2018
1 13/12/2018
4.5.26. Cac ham tim kijm (VLOOKUP, HLOOKUP)
45.26.1. Him VLOOKUP
- CY4phgp:

=VLOOKUP(lookup_value, table array, column_index_num, range_lookup)

- Co6ng dng: D, t3m gi§ tr lookup_value trong’sc8& gi§tr * ¢t Fultién
trongblng d table_array.

N/ tm thb}, trT vQgi§ tr ¢ t column_index_num'vcYag d ng v i v tr2 t8m
thiy
NJ/u khong ¥m thby, tr vQgistr #N/A
- Trong L
x lookup_valuegi§tr d, t3m.

x table_array blngd I" vvag ¢ U'ach'tuy t “ilC t Fultién bén @
ch a danh §&h c&c gi§tr d, ttm. C&c ctcnldch agtr t €hn g
_n gWtHam chil.

x column_index_nunch s ¢ a ctmu n Iby gi§tr tr[ vQtrong g
d (ct fulliénl 1,c tk/ti/pl"2 , é€nht bén t8 qua).

X column_ind& num>1.

x range_lookupgi§tr kiwi s ch 'nh c&h th cd tm:
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0 (FALSE): d tm gi§ tr Lfu

=V_LDDKL"P(BE=SASIU:SBS]llD){

khoéng ¢n sdb x/p.

1 (TRUE): ¢m gi§tr | nnhdl O

ph[i "Espbth t t £ nfg. d

Vad. :
A B C

1 | BANG TIEN THUGNG NHAN VIEN
2 Hotén NV |Xéploai |Tién thuomg |
2 [ctc IB
4 HONG C 50,000
5 |MAI A 100,000
& DAO D 35,000
T
2 | BANG TIEN THUONG
5 Loai Thwong |
10|A 100,000
1B 75,000
12 |C 50,000
13D 35.000|

17| DANH SACH XEP LOAI SINH VIEN

Xép loai |

12 Hotén SV_|DTB

=VLOOKUP(B19,5A526:5B530,2.1)

19{cUC ] 5.5

20 HONG 7.9|Kha
21 |MAI 43|Yéu
22 | PAO 8.2|Gioi
23

24| BANG XEP LOAI

25 Diém méc Xép loai l

26 | 0|Yéu

27 5| Trung Binh

28 7|Kha

29 8| Giot

30 | 9|Xuat sac

45.26.2. Hjm HLOOKUP

CY4ph8p:

t i¥4fg iiagllookup_value. Table_array

| o o k utpfuliréa ¢ autable ar@ay

=HLOOKUP(lookup_value, table array, row_index_num,range_lookup)

Cong dng: D, tm gi§tr lookup_value trong’sc& gi§tr = d n g fu kién
trong dng d table_array

N/ tm thb}, trT vQgigtr d, ng row_index_num'vclag ¢ tv, i v tr2t3m thby.
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4.6.

N/ khong Im thby, tr vQgi§tr #N/A
- Trong L
x lookup_valuegi§tr d, t3m

X table_array bfngd I" vvag ¢ Uachtuy t “ilD, n gfu kién trén
c¥/ag ch a danh §ch c&c gi§tr d, tm. C& d ng ¢ n 14 ch a & gi§
tr t ©h m g WHam chip.

X row_index_numch s ¢ a d ng mun Ibf gi§tr tr[ vQtrong Hng d
(dngfutienl' 1,dngKk]ti/pl"2, éiht trénxin g , i) €

X row_index_num > 1.

x range_lookupgi§tr kiwi s ch L'nh &chth cd tm.
0 (FALSE): d tm gi§tr Lfut i °¥ng bg lookup_value. Table_array
khong ¢n s x/p.
1 (TRUE):émgi§tr L nnidl O | o o k unpgfuwiién ca table_ddray
ph[i “ks&pth t t £ nfg. d

Vad :
A B C D E F
17| DANH SACH XEP LOAI SINH VIEN
12 Hotén SV _|DTB Xép loai |
19{cUc ] 5.5|=HLOOKUP(B19,5B524:5F525 2.1)|
20 HONG 7.9|Kha
21 | MAI 43|Yéu
22  DPAO 8.2|Gioi
23 BANG XEP LOAI
24 Piém méc 0 5 7 8 9
25 Xéploai |Yéu Trung Binh  |Kha Gioi Xuét sdc
"nh dbng 6, cky 6

4.6. 1 nhd¥hgkiWs ,ng'y, tiQnt
- Becl:Chnwhgd | udn "nhdhg

- B c 2: Chn tab HomeZ&nh-m Cells ££Format A£Format Cells, Chn
thTNumber.
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Format Cells

? x
Number  Alignment Font Border Fill Protection
LCategory:
General sample
Currency
’éc;t‘;””t'ng Decimal places: |2 $
Time [] Use 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific _1234.10
Text 123410
Special [1234.10)
Custom [1234.10)

Mumber is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value.

H3nh 46. Hi p thd i Format Cells
46. 2 nhdéh g vian b

Ch n tab Home Z£nh- m Cells A£Format £ Format Cells £Font: Chn
kiwi "nh dhg

C- thW’ nh dthg bRag cong ¢© Group Font.

Format Cells

? *
MNumber  Alignment Border Fill Protection
Font: Font style: Size:
Calibri Regular 11
Calibri Light (Headings Ml Reguiar | 3 ~
d Italic 9
MnArabia Bold 10
UnArial Bold Italic
Mndrial Narrow 12
Vnéristote & 14 v
Underline: LCaolor
Mone ~ | | I Normal font
Effects

Preview
[] strikethrough

[ superseript Calibri [
I:l Subscript

This is a TrueType font. The same font will be used on both your printer and your screen.

H3nh 47. Hipthai Mmiid ng
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46. 3. Cnh,mi uc hg vih
46. 3. 1 Qd 4 mitrdng 6
Ch n tab HomeZnh- m Cells A£Format Z£Format Cells&£Alignment

Format Cells ? pod

Mumber ?Alignmentj Font Border Fill Protection

Text alignment Orientation

Horizontal: > .
General | Indent +

Vertical: o -

Bottom e

+ = m -

Justify distributed

Text control .
[ wrap text
[ shrink to fit
DMErgE cells
Right-tao-left
Text direction:
Context e

=]

| Degrees

H3nh 48. Hi p thd i Format Cells
- Text Alignment: CanhQcho d |i' u trong 6

- Horizontal: CanhQtheo ch@u ngang (Left/ Right/ Center/ Justified/ Center
Across SelectionDistributed/ Fill).

- Vertical: Canh Q theo ch@u g (Top/ Center/ Bottom/ Justify/
Distributed)

- Orientation: Chn  m&cho d liu (nhdp S L o -c ogay trong 6
Degrees).

- Text CoQ@thntod liu ni

- Wraptext: D li ut L ngxu ng d ng khi g IQph[i ¢ a 6.
- Shrinktofit: D lifut L, ngthunh kX h . td¢he€vavyio.
- Merge cells: K} h p c& 6 thinh 1 6.
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4.6.3.2 KTkhung cho d'ng t2nh

Ch n tab Home/Z&nh- m Cells A£Fomat ££Format Cells/£Ch n thUBorder.

Format Cells ? s
Mumber  Alignment Font ..... B nrder Fill Protection
Line Presets
Style:
Mone  r==s===—--

Mone  Qutline  Inside

___________ —_ EBorder

Text
LColon

Automatic L

The selected border style can be applied by cicking the presets, preview diagram ar the buttons
above.

H3nh 49. Hi p the i ki khung
Presets: Cm kiw KUkhung

x None: B kTkhung
x Inside: Kicgc ° Ingrong.
x Outside: KOl “éhg viQh xung quanh
Border: Cho piip ch n * Lhg&KTtr ¢ quan theo yéufa.

- Line:
X Style: ChnkiWig a ° IhgKU
X ColorrMuga  LhgKD
- To n(r cho hng Bnh
Ch n Home Z&Znh- m Cells £AFomat £Format Cells£Ch n thTFill.
X Pattern Color: Chn m'u nQn
x Pattern Style: Cim c8c m»u nQn
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C- thwd nhanh Bag & N h blp  ev/Fill Cdlor 2 - Group Font.

L €l: C- thwm h p thdd Format Cells Bag cg&ch chn vwag d i u, N h blp
¢ h uph[tch n Format Cells trong Shortcut menu.

4.7. KJI xuHl va phan ph i trang tinh, b['ng tinh
4.7.1. Tr3nh b"y trang t2n h Qi
V"o tabPage Layout ££nh- m Page Setup

7 >
Header/Footer  Sheet
Ch n mﬁg“:y in p  Orientation
d c/ ngang (®) Portrait i) Landscape
T r in » Scaling
(® Adjust to: | 100 |5 %8 normal size
() Eit to: 1 * page(s) wide by |1 = tall
Ch nkh giBf ——» Papersize: | Letter v
ChHl ° hg@ ———»  Print guality: | 600 dpi -
First page number. |Auto
Print... Print Preview Options...
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Page Setup ? X

Page '\:__ | 'Header/Footer  Sheet
. Top: . H"d": Khoang cach tir mép
Létrén — »078= 03 S trén giy dén Header
Left: Right: )
Lé trag —#07 = 07 t—— | Léphi
Lé dudi » Bottom: Eooter: Khoang cachtir mép
075 [+ 03 =« — dwdi giay dénFooter
Canh giita trang theo — | center on pace
-z . [] Harigontally
chiéu ngang/ doc
gang’ ¢o [ vertically
Print... Print Preview Options...
Page Setup ? >
Page
Ch,n Headeres
Header:
[none)
Ch n
> h nF
HeaNder » Custom Header... Custom Footer.. « :3187” ooter
gl
Footen
[nonej e

Ch,nFooterces

|:| Different odd and even pages
|:| Different first page

Scale with document

Align with page margins

Print... Print Preview Dptions...
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Header

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the

Thong tin & goc phat

header
cursor in the edit box and press the Format Picture button,
A BE T BEE E
Left section: Center section: Eight section:
Cao Béng Cdng Nghé Thi Birc Trang &[Page]/&[Pages] Khoa Cong Nghé& Théng Ti
Théng tin & goc trai header Théng tin & giita header oK Cancel
Page Setup ? >

emeereeeenasnnerneanns

Page Margins  Header/Foater’, \ShEE’E’ N

Print area:

Print titles

2

Rows to repeat at top:

+->

Columns to repeat at left:

>

Print
[] Gridlines
[ ] Black and white
[] Draft guality
|:| Row and column headings

Comments: [Mone) w

Cell errors as: | displayed b

Page order

(® Down, then over
l:::l Over, then down

i
LPg) [rrall
PTIONTIY

e i

Frint... Print Preview Dptions..

4.7.2. Kivh tra v’ in

Nh blp ©hiw, °ng Print Preview and Print trén

Customize Quick Access Toolbar

— n'achv¥ag in

n‘achd nglpId”
Lfu tHi cf c&c trang

nachctlply’
bén t8i tHic[ c&
trang
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Hotén |Vin | Toin Ngoai ngit |Téng diém |S6 ménthi  |Xép hang

J
BINH 6[Ving thi
Micrasoft Print to PDF HANH 7 8| Ving thi
S@  Ready M PHUC [ g
Téng s6 hoc sinh cia ldp

13

4| ~|e
s [t [ |
| w|w ]

25

Printer Praperties
Settings
lj—_l Print Active Sheets -
Only print the active sheets
Pages: Il te

= Collated
||=|:”D 123 1,23 1,23

D Paortrait Orientation

Letter
8.5"x 11"

@ Normal Margins
Left 07" Right 0.7"

(31 Mo Scaling
Do

X Print sheets at their actual size

Page Setup

e Eﬂ]

- Print: nhblp v 0o s€&€ in ra m8y in

- Copies: S bln in

- Printer: c¢ch n Ilo4i m8y in t_. danh s

- Settings: g m c- c¢c8c ch n | a sau

- Print Active Sheet s: in blng t2nh hi
X Print Selection: In v%ng L€ ¢ ch’
X Print Entire workbook: I n to"n b,
X PrintAcveieet: I n Sheet hi n h”nh

- Page LW in mt s trang From < s > |

- Coll ateéed: xomgnc8c trang c_.,a m t bfl[n
ch> n in t_._ng trang cho ¢c8c bln in r”

- Portrait Orientation: ch n in L ng |
- Nor mal Margins: ch n canh 1 Q cho tr;
- NoScaling: ch n in nh€© blng t2znh th,
x Fit Sheet on One Page: ch " nh in b
x Fit All Columns on One Page: c¢ch'n
x Fit All Rows on One Page: ch nh i
4.7.3. Phan phitrangin
47. 3. 1. L<€u [hgan g nchckiiyp tintkkhac nhau

47311.& FK O@¥%+®J WtQ@HK)@ i% tin PDF
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- B€, cNhilblp vabtabFiel W

- B€, tNh2blp cabHxpott |,

t r u Backstagp view"

S a u Créate PRFHKPS

baitap 1 - Excel Sign in 7 = m} X
Export
Q Create PDF/XPS Document Create a PDF/
= XPS Document
Preserves layout,
B- Change File Type Z‘m:ﬂ;i fonts,
Content can't be
easily changed
Free viewers are
available on the
web
@
Create
PDF/XPS
Publish
Clase
TR .- . ~
- B€, cH 3p tShve Ass € x u blt h i n Ch n
nhdp t °n tNdhpblpt icabRubkdla u L -
Publish as PDF or XPS Pe
« v <« TIN HOC DAl CUO.., » BAITAP EXCELL v Search BAI TAP EXCELL pel
COrganize « Mew folder EEE 4 9
8 Thic PC ~ MNarme Date modified Type
[ Desktop @ _Whaitapword_UDCNTTCE 311072017 1:25 PM Foxit Reader PDF ...
Irﬂ Documents @ bai_tap_thne_ 23/04/2018 10:29 ...  Fouxit Reader PDF ...
‘ Downloads @ Slide Excel 2010 (1) 25/04/2017 1:32 PM  Foxit Reader PDF ...
J‘) Music
=/ Pictures
H Videos
s system (C:)
- Liata (D)
- CD Drive (G:)
>
File name: | bai tap 1 w
Save as type: | PDF ~
Open file after Optimize for: Standard (publishin
i 0p P p g
publishing online and printing)
() Minimum size
{publishing cnline)
Options...
« ) Hide Folders Tools = Publish Cancel
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Theo mHmxclelnhs,€ ch” xublt. bN/hw dkR¥rhg Ltaa
blfng t2nh v° mu’' n |gum, ttbitt dcp[ N&i kiynRyBbFAU 1 dhn
Options.Tych n trong h, p thoUdi Save As. H, p
Entire workbook(t o " n bi ) bd s@uOK nh nhbln

Options ? X

Page range

® an

() Pagels) From: [q 2l Tor [ B
Publish what

O selection ®:Entire warkbook:

() Active sheet(s) Table

[ 1gnare print areas
Include non-printing information

Document properties

Document structure tags for accessibility
POF options

[ PoFiA compliant

473.12. & FK O@¥+DJ WtQK)@ P tin khac

- B€cLNhblp ¢ htabFike I'Wruy od v o Backstage view
- B€c2Nhblp ¢ ®Hxpott, s-ahlinGhange File Type

Export

D; Create PDF/XPS Document

B- Change File Type

Print

Share

Export

Publish

Close

- B€ec3Chnmtlodtdtinph bi/h, skHhublfi ¢ dSayetAs.
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Change File Type

Workbook File Types

a1 Waorkbook
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet

=| Uses the OpenDocument Spreadsheet
format

== Macro-Enabled Workbook
[ Macro enabled spreadsheet

Other File Types

Text (Tab delimited)
Text format separated by tabs

Formatted Text (Space delimited)
Text format separated by spaces

B.

o

Save As

Excel 97-2003 Workbook

Uses the Excel 97-2003 Spreadshest
format

Template
Starting point for new spreadsheets

Binary Workbook
Optimized for fast loading and saving

C5V (Comma delimited)
Text format separated by commas

P‘ Save as Another File Type
]

- B€c 4 H p thd] Save AssSxuli hi n. Chn v tr2mu n
t i n Nhslpu ¢ hSayet

nhd tén tp

Save As

Organize = Mew folder

E This PC Mame

[ Desktop
@
; Downloads
J‘) Music

B Bai tap 2

Documents

Pictures
Videos

=
]
s Systern (C)

Data (D} v

T <« TIN HOC DAI CUQ..

» BAI TAP EXCELL

v O

Date modified

0/08/2016 1:04 PM

Search BAI TAP EXCELL pel

Type

Microsoft Excel 97...

File name: | LEIRET

| &g entp

Save as type: | Excel 97-2003 Workbook

Authors:  User

Tags: Add atag

[J5ave Thumbnail

= Hide Folders

Tools - Save

Chvag ta ¢ng ¢ thWws d ng ten h  Ithfxu ng Save As Typetrong hp
thol Save AsL!W € §c blog nh trong nhi loY tdp tin.

Cancel
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Save As

™ < TIM HOC DAICUO... » BAI TAP EXCELL

Organize - Mew folder

-~ Mame

[ Desktop Ed:| Baitap 2
25| Documents

4 Downleads

JS Music

=] Pictures

B Vvideos

&= system (C:)

- LCrata (D:) ~ <

Search BAI TAP EXCELL =l

Date modified

1070972016 1:04 PM

Micrasoft Excel 97...

File name:
Excel Workbook

Excel Macro-Enabled Workbook
Authers: [Excel Binary Workbook

Excel 97-2003 Workbook

CSW UTF-8 (Comma delimited)
HML Data

Single File Web Page
= Hide Folders Web Page

Sawve as type:

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

#ML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (MS5-DOS)

CSV (Macintosh)

C5W (M5-DOS)

DIF (Data Interchange Format)
SYLK (Symbeolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

#P5 Document

Strict Open XML Spreadsheet
OpenDocument Spreadsheet

4.7.3.2. Ho md tdp tin, Huind khXu b[o Vv tdp tin

- B€cl futiénm t d p cfrtbjormd
- B¥c 2 ChntabFile A£Info A Protect Workbook

Password
Protect Workbook
Control what types of changes people can make to this workbook.
Protect
Workbook ~

* Ahways Open Read-Only
,f@ Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password
d’ Require a password to open this workboolk.

Protect Current Sheet
Control what types of changes people can

make to the current sheet

that it contains:
«ath, author's name and absolute path
dlities find difficult to read

- B€c3TY | @ymdhkiy Wi[ov chot dp t

A Encrypt with
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Encrypt Document ? >

Encrypt the contents of this file
Password:
BREERE

Caution: If you lose or forget the password, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel
Ti/p Jyinhd thémfnn a WKSc nhch md khXu

Confirm Password ? >

Encrypt the contents of this file
Reenter password:
------l

Caution: If you lose or forget the password, it
cannot be recovered, It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.)

Cancel

- B¥c 4 Sau & lz&en chifg ta hon tH vi ¢ bfo md chot d p. Khii n
m t d p, chhg ta €phli nhdp md kX m i c- thWiruy xudl " & €

Excel

allntN (nsert | Page Lar | Formula | Data | Review | View | Add-ins | Help | Foxit Rei | Team Q Tell me

= % - = p
B I U . .
Alignment | Number Cells | Editing
Clipboard = Font Styles Y
-
Password ? *
‘bai tap 1.xlsx" is protected.
Password:
Ready HH 120 +
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4.7. 3 . 2Bh.k mtrang tzn h

t heontt h€ L

- -B€c 1L Nh blp ¢ btabFite 'Wruy o V' 0 Backstage view s-a u
Nh blp ¢ ®Shard
- B€c2C a$ Sharexudlhin. Nuchifm g t a "o thhaindeah,

chvag ta £ ‘& nho

| "i@uu ¢ta nenh v o OneDrive

x L €elr3g clfg tac thwefn pHi QL i megetr 149 ¢ a § Share

sau khi | €u
bai tap 1 Share with People
D: » CHUA D » O DIA D = chua o D » GIANGDAY_CDTHU... Step 1: Save your document to a OneDrive location
Share Step 2: Share your document. We'll do this after you've finished saving.
i.i\.' Share with People E
Save to

- Cloud

U— ;

[ Email

- B€c3Tréncas Shar e, nju t i |OneDrive, ldly a

Nh blp cab nitShare with People(C h i a

sT v.)i m i

Share

home loan comparison

Javier Flores's OneDrive » Documents

Share

.’.& Share with People

4 )
Y3 Email

Share with People
Send invitations and get sharing links.
e
as®
Share with
People %
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- B€c 4 Excel €tr 1Y ch]l, xembBn h * hdwan ¢ as Share' phea
bénplfic as. T4 L @Rg,taccthm im i ‘nigh@ sitiliucga
ménh, xem danh&hnhn g “rig W truyepvotili uv LHxem
h c- thweh'nh s a hay chxem tili’ u.

v
J K -~
| | Share T
Invite people
rell n mail. [=
Canedit ~
| Hey, got any advice on the loans we're (onsxdering?‘
|
%Share
I

47. 3. 4. L @wtrénmbagn g t

- B€clcdp theo L€ ng link b°n d€ i L
thing qua t " (httpsk/iwengoogl€&amro/drilved .

\

Tat ca tép cula ban, kha dung &
MOI NOI

[

- B€c2nt n gd tii kholn Googlecantnh.Nh blp ®hongdnh
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Google
Trinh Hoang Céng

#§Y trinhhc@tde.eduvn v

‘~ MNhap mat khau ctia ban

°|

Quén mat khau?

Tiép theo

- B €c 3 Giao din Google Drive xuli hi n .
Nh blp ¢ &pkn Prive ¢ a toi. T4

x Th€ cmi:th t hc@ itmong Drive.
x Tlilént p:tfit d pt m8y #nh

Wt
L8@-ynhi@ | ach n:

| ° n,ctlh €t _me tromg nBy t2nh

t hc@en, mbhg ta

— T

Qrive cla toi D
e R

Thu muc mai

Drive cla t&i
Téitép Ién
- e e
Buge chia sé vai toi 5. .
- ' Tai thu muc 1én

(O canday

YW  Duoc gin ddu sao

Ung dung khéac

TAT

[ ] Thiing rac

Q, Tim ki&m trong Drive

OK

is PH

Bugce cl

- B €c 4 Ngay khi ciiag ta chn oY file, Google €ti/h h'nh fi file. Khi

xull hi n dal ech® m i file, ngh@ I' qu§ trenh i
ho'n th'nh xong

Dang tai 1 muc lén

Dang bat d3u tai lén...

canh bao-cao dang.xls

fi

HUY

e

l °n« Goog
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AP ccc amicHine

- n" nh ddng bl[ng t2nh.
- Nh-m h"m ch b[n

- Nhdmbhm v Qy.ng

- H'mMIF(.

- Nh-mh'md tm.

@@ CAUH. 10ONTxP

Céau 1 :Trong bg tinh Excel, t)i 6 A2 c6 sn gia tr hu i "Tin hoc"; 6 B2 c6 gia
tr $Y2008. T)i 6 C2 gb vao cong the =A2+B2 thi nh5Q Wé k Gqu +

A. #VALUE!

B. Tin hoc

C. 2008

D. Tin hoc2008

&k X . KL yD @¥dExeelYtLh kp phim nao cho phép ngayp tqF y i D

contrwl { yutién (6 Al) caa b+g tinh ?
A. Shift+Home

B. Alt+Home
C. Ctrl+Home

D. Shift+Ctrl+Home

Cau 3 : Trong khi lam vio vcL ([ F H®Bh Jyvao cbng thoe tinh toan cho nd 6,
W & i Gta ph+go:

A. DEl ch b i (?)
B. Dtill bRag (=)

C. DHl hai chain (2)

D.DEI L: Il a ($)

Cau 4: PhatbikX QjR VDX §k\ y~QJ"

A.BiW ~ B triithich h p Wko sanh dli’ u c6 trong nhu ¢ t

B. BiW ~ Hinh tron Eithichhp Whé Tt ¢ agiatrd i usoyit ngthw
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C.BW ~ L “ang gib khicdingsosanhdi uvad Lo §n Jjkun g Himayg g i
d li'u
D.C[3ca QU L %¥ng

Cau 5: Trong khi lam vi©O vd Excel, muYQ O g tthhhi@theL YjR y-Bc WD W
hi @?

A. tab Homé& Save
B. tab Viewi Save

C. tab Review Save
D. tab Filei Save

Caub &kX QjR VDX yk\ 5vdnli'D vEd b¥Kinh Excel thi:
A.D liukiwvs sSmo nhi °nglQ@réin t h

B.D liukiWikit sSSmHbs nhi °nglQréin t h
C.D liukiWthigian€mto nhi °gIQpklin t h
D.D i ukiwi ngay thang&mko n hi °gIQpkfin  t h

Cau7: Trong b g tinh Excel, t)i 6 A2 ¢6 sn gia tr $ Ykhong (0); T)i 6 B2 gb vao
cbng thae =5/A2 thi nh5Q Wéi k Gqu +

A.0
B.5

C. #VALUE!
D. #DIV/O!

Cau8: Trongcacd)QJ SchQVD X yle\ch@ jR Gjch/Quy ONVYY

A. B$1:D$10

B. $B1:$D10

C. B$1$:D$10%

D. $B$1:3D$10

Cau9: Trongb+QJ WtQK (DKkHID WURQJ KidPphdt bikK Gifd )ng
m d phép so sanh. Khi fn so sanh khac nhau thi sd mg ki hi @ nao?

A #
B. <>

C.><
D. &

Cau 10: Trong b g tinh Excel, t)i 6 A2 g6 vao cong tlc
=IF(3>5,100,IF(5<6,200,300)) thikqu nhdh Llc& 6 A2 la:
A. 200

B. 100
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C. 300
D. False
Caull kKchul b$nh madbngtinh Excel ra givy ?

A. Excel bbby cpii L § tnahg € tri bén pifi fulm i trang
B.COthAk h ai b § wang.i§hdthkhomg

C.Ch L' § n"Hrang in o bing tinh g m nhiQ trang
D.V trig as trang luén luén g - c, i WBrEpHi
Cau 12: Trong b g tinh Excel, giao aa md hang va md cawW kcfglWla?

A.D li'u
B.6

C. "Tg €
D. Congthc

Cau 13: Trong b g tinh Excel, t)i 6 D2 c6 cbng thog =B2*C2/100. N@ sao chép
cong thqF @ 6 G6 thi skc6 cong thee la:

A. E7*F7/100
B. B6*C6/100
C. E6*F6/100
D. E2*C2/100

Cau 14: Céac kiki dwli @ thong dmg ca Excel la:

A.KiW chuy i, kiW v Enpkiwingay thang

B. KiWi chuy i, kiW s , kiw 16gic, kM ngay thang, Md cong thc
C. KiW s , ki ldgic, kW ngay thang

D. KiWi cong thc, kiwi ham, KiM s , ki ngay thang

Cau 15 Trong Excel, khiviGN VDL WrQ KjP WURQJ Wt@QatgWhaR i Q
| i?

A. #NAME!
B. #VALUE!
C. #N/A!
D. #DIV/O!
iS iQ
Caul: A Caus: D Cau9: B Cau B: C
Cau2:C Caué: A Cau D: A Cau 4. B
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Cau 3:B Cau7:D Cau 1: B Cau 15: A
Cau4:D Céau8: D Caul2:B
@= BAITxP
Bai 1: Nhdp v’ L' nh dbng b[ng t2nh
A Ei}l_C |ND|E F\|G| H
1 TINH BANG PIEM TRUNG BINH
5 I
i Z
z = @
STT HOQ VA TEN T 0% 3 g v
=4 I Z S
. F =
3 1 [Trén Thanh Tuidn g 5] 3
4 2 |Trén Trung Truc s} 5] g
5 3 |Pham Hing Cudng 3 3 5
B 4 |L& Ngec Xudn 5} 7 5
7 5 |Pham Thanh Li¢m 9 5] 7

* Yéudu:

1. Tinhtn g W= TOAN + LY + HOA (C0 tins

2. n Wh trung binh = (TOAN + LY + HOA)/3

3.L"m t gMTRUNGBINHIBI2$ 1T

Bai 2: Nhdo v’ L' nh dUng b[ng t2nh

+ Yéu du:

1. Thanhtth=S LANG* nuN GI C
2. T ng ¢ ng = THANH TIjN- PHIi CHUYEN CH
3.nnhdhgctT nggng c¢ - VINmnN

d, ng ham SUM)
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