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Chuwong I. HE PIEU HANH

1. Téng quan vé hé diéu hanh

a) Binh nghia

Hé diéu hanh 1a mot phan mém may tinh, ¢d nhiém vu diéu khién phan cang va té chuc

thuc hién cac chuwong trinh may tinh, cung cap giao dién cho ngudi sir dung. Giao dién 12 moi

truong giao tiép cho phép con ngudi trao d6i thdng tin véi may tinh trong qua trinh 1am viéc.

Ngoai ra hé diéu hanh con c6 nhiém vu tb chic va quan ly thdng tin trong may tinh.

b) Chirc nang

- biéu khién phan ctirng may tinh

Day 1a nhiém vu quan trong nhat cua hé diéu hanh, tai nguyén may tinh (CPU, bo nhé,

...) chi 6 giéi han, nhung cac phan mém thi lubn mudn hoat dong téi da. Néu khong duoc diéu

khién, hién tuong tranh chap tai nguyén ciia may tinh s& xay ra, hé théng s& hoat dong hdn

loan. Nho ¢6 hé diéu hanh, hoat dong caa toan bo hé théng s& tré nén nhip nhang.

- To chixc thuc hién cac chuong trinh may tinh
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- T6 chtic va quan ly thong tin trong may tinh Nome

- Favorites

. AmpPalDrivers

Céc thong tin trong may tinh duoc t6 chuc

4 Libraries J KmmdIPlugins
. , n . ] BETHSAmpPalService
thanh cac tap tll’l, thu 1’1’11_1C 1% Computer [5° BTHSSecurityMgr

£, Local Disk (C:)
—a DATA (E5)
a RELAX (F:)

(%) BTHSSupplicant.dll

%] libeay32.dlI
%] UsR3IoPort.dll

, GAME
J MUSIC
. PICTURE
. Hinh nen
. My photos
. Thoi trang
. SOFTWARE
J VIDEOQ
. Thieu nhi

2. Cac khai niém co ban
a) Tap tin (File)
Tap tin 12 don vi co ban dé luu trir thdng tin trén thiét b luu trir. C4c tap tin c6 thé Ia:

- Céc tap tin hinh anh: hinh vé, tranh anh, video..

- Cac tap tin van ban: sach, tai liéu, thu tur. ..

- C&c tap tin @&m thanh: ban nhac, bai hat, ...

- C4c tap tin chwong trinh: phan mém hoc tap, phan mém tro choi, phan mém tng dung,.
Tén tap tin: gom phan tén va phan ma rong (goi 1a phan dudi) dat cach nhau boi dau cham.
Phan mo rong dugc dung dé nhan biét kiéu cua tap tin (vin ban, am thanh, hinh anh hay
chuong trinh). C&c tap tin phai duoc dat tén khac nhau trong cung mét thu muc.
Vi du: Tap tin Office 2010 c6 tén nhu Baitap.docx, Danhsachlop.xlsx, Trinhdien.pptx, ...

Tap tin khac nhu: firefox.exe, font.zip, hinhanh.bmp, bainhac.mp3, ...
Nhitng Windows méi sau nay cac tap tin khdng thé hién trong thu muc chira né6 ma dugc thé

hién trong phan Kiéu tap tin
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Tén tap tin Thoi gian cap nhat  Kiéu tap tin -~ Kich thuge

Name | Datr:!mcclifiecl Type | Size |

E AutoRun Eater 2.5 6/17/2011 7:14 PM WinRAR ZIP archiv 1333 KB
E C-Free+Pro+5 8/10,/2013 8:17 PM WinRAR ZIP archiv 14,272 KB
E Crackoffice2010 8/13/2013 7:10 PM WinRAR ZIP archiv 4859 KB
|®l] dep.16071 10/16/201210:23 ...  PPTXFile 506 KB
D dopdf-7 7/5/201311:45 PM Application 4143 KB
1) Firefox Setup Stub 23.0 8/13/2013 4:12 PM Application 356 KB
E font 7/23/20139:33 AM  WinRAR ZIP archive 14,458 KB
E FoxitReader531.0606_enu_Setup B/4/2012 10:02 PM WinRAR archive 3,923 KB
E idm 6.12-build-23-final 12/24/2012 3:44 PM WinRAR archive 4 987 KB
E install_flash_player_ 11.1.102.55_plugin_32... 11/26/201111:30.. WinRAR archive 3,622 KB
# iTunesB45etup 6/2/2013 5:54 PM Application 88,779 KB
B KMPlayer_3-5-0-77_00_20130123015648 1/30/2013 5:15 PM Application 25,430 KB

b) Thu muc (Folder)

Hé diéu hanh t6 chirc céc tap tin trén dia thanh cac thu muc. Mdi thu myc cd thé chira cac tap
tin hoic cac thu muc con. Thu muc dugc to chic phan cap duéi dang hinh cay.

Thu muc ngoai goi 13 thu muc cha, thu muc bén trong goi 14 thu muc con, cac 6 dia goi 1a thu

muc goc. Cac thu muc con phai duoc dit tén khac nhau trong cting mét thu muc cha.

M Computer
&L, Local Disk (C2)

; Documentation

J Tai lieu Tin heoc
|| Bai tap Word 1
|| Bai tap Word 2
|| Bang tinh Excel
|#| Trinh chieu PP

. Hoc tap

m

. Mon Mgoai ngu
. Mon Tin hoc
. Tailieu Tin hoc
. Mon Tean
. Mon Van

Trong hinh v& thu muc gdc 1a C:\, thu muc con caa thu muc gbc C:\ 1a: Documentation, Hoc

tap, thu muc con cuaa Hoc tap la: Mon Ngoai ngu, Mon Tin hoc, Mon Toan, Mon Van, thu muc

con cua Mon Tin hoc la: Tai lieu Tin hoc, cac tap tin cta thu muc Mon Tin hoc la Bai tap Word

1, Bai tap Word 2, Bang tinh Excel, Trinh chieu PP va dugc thé hién & viing bén phai.

¢) Puong dan

La ddy tén cac thu myc Iong nhau dat cach nhau bai dau \, bat dau tir 1 thu muc xuat phat nao

d6 va két thic bang thu muc hozc tap tin dé chi ra dudng téi thu muc hoic tap tin tuong tng

Vi du: Puong dan dén tap tin Bai tap Word 2 1a: C:\Hoc tap \ Mon Tin hoc \ Bai tap Word 2
Puong dan dén thu muc Mon Van 1a: C:\Hoc tap \ Mon Van
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3. Hé diéu hanh Windows
- Khoi dong va thoat

+ Nhédn nat Power dé khai dong

+ Thoét:

Tt hét cac chuong trinh dang mo
Start = Shut down

- Desktop va cac thanh phan

+ Goc trai man hinh 1a c&c biéu tuong chuong trinh (shortcut), dé thuc hién chuwong trinh
click d6i vao biéu twong cua chuong trinh do.

+ Thanh Taskbar: gdm nit Start, cac biéu tuwong dé mé nhanh chwong trinh thuong
ding, thoi gian caa hé thong. ..
- St dung Windows Explorer

+ M& Windows Explorer: click phai vao nat Start > Chon Open Windows Explorer

+ Man hinh Windows Explorer: Bén trai 1a phan hién thj cay thu muc, click vao dau +
dé ma rong thu muc con, click dau — dé thu gon thu muc con, click vao thu muc dé xuat hién
cac thu muc con va tap tin bén trong thu muc dé6 & man hinh chinh & gitra.

+ Céc thao tac dbi vai thu muc trong Windows Explorer:
* Thém mot thu muc mai: Click phai vao ving tréng > New = Folder > Viét tén thu muc >
Nhan nat Enter.
* P6i tén thu muyc:

C1: Click phai vao thu muc can doi tén > Rename = Viét lai tén thu muc > Enter

C2: Chon thu muc can doi tén > Nhan F2 © Viét lai tén thu muc > Enter
* Xoa thu muc:

C1: Click phai vao thu muc can xéa = Delete > OK

C2: Chon thu muc can doi tén > nhan phim Delete > OK
* Tap tin khong duoc tao trong Windows Explorer ma dugc tao khi sir dung phan mém, rdi luu

lai (Save)
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Chwong II. MICROSOFT WORD
1. Giéi thiéu Microsoft Word

La phan mém soan thao vian ban cua hang Microsoft, trong bo Microsoft Office. Biéu tuong
Word

- * DOC la phan m¢ rong cua céc tap tin Word, doc duoc trén nhitng chiéc may vi tinh hoat
dong trén hé diéu hanh Windows, cac mé rong tir nam 2003 trg Vé trude véi chiéu dai tir 2 dén
4 ky tu.Déi véi Microsoft 2010, cac tap tin dugc luu dudi dinh dang *.DOCX.

a. Man hinh Microsoft Word 2010:

(Wl I= Document 12 - Microsaft Word = x|

Home | Insert Page Layout References Mailings Review  View  Addns o @

- . e oo . E= A - 34 Find -
Caliori(Body) =11 - AT A7 Aam [ == 81T | nasbcene| assbeene AaBbCr AaBbce AQB aapbee. assbeen %

] 5 Replace
Paste B 3 cW . A t=. - i Change
St Format painter B 7 U -abe X, X - A = & TNormal |7 Mo Spaci.. Headingl Heading 2 Title Subtitle  Subtle Em.. - S sgv s select -
Clipboard Font Paragraph Styles Editing

B2 0 & veX i 213 1 4516 1 7 1 B 1 9 W0 1 -1 D 3 18 15 1 16 Aol ia i

v [

“Windows va Word"; 8,457 characters (an approximate value). |[E@me =z = 100% (=) .,

@\_/T“ y G’J = =] il

Gom:

- Thanh tiéu dé (Title bar): tén tap tin — tén chuong trinh, goc phai co cac nut nhu
Minimum: dé xudng duéi thanh Taskbar
Maximum / Restore: phdng to thu nhé cira s6 Microsoft Word
Close: dong chuong trinh

- Vai thanh menu theo giao dién Ribbon, cac chic nang sé duogc chia ra theo ting tab
riéng biét trén menu chir khéng hién thi ra toan bo nhu kiéu menu cil.

wid9-0.710 ai lieu hoc tap lop cao dang - Microsoft Wort [E=tas |ﬂ'

Home | Inset  Pagelayout  References  Mailings  Review  View

By 7' Times New Rom ~ 13~ A" A7 | Aa~ | & = - i= - 4Z- | EE £

= 44 Find ~
AaBbC AaBbCc AaBbCcl AaBbCcl AaBch] AABBCCl A1BEE . “%j b fepiace

Paste . . by, A 3 By | K ~ Change
Ste  Format painter B 7 U ~abe X, X A Headingl Heading2 Heading3 T List Para.. Normal Subtitle Title el

Clipboard % Font M Paragraph : Styles |  Editing
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- Vung soan thao van ban.

Hicje\Show ky tw
xubna dona. khoana
Tang c& Giam c& chir -

Kiéu chix Co chir ]

Home Insert R‘o(erences /Mailings Review View

4

N .
@ d Cut ‘Times New Rom v)1\3l 'ﬁ‘ AJZI An= | | S=ie f=mtize [ 4E

53 Copy

Past . 2 /‘ a = = ’=v
°>% 3 Format Painter 78 £ ;I% e X, X' | A--A~- EE .|
cleb - 7\ Eai /Y & \Ra{agraph
\

Dam Nghiéng

can 1€ van bang

Gach chéan

M6 hop
b. Cac thao tac co ban thoai Font

* Mo modi1 1 van ban
C1. Nhan t6 hop phim Ctrl + N

C2. File > New, click do6i chudt vao Blank document.
Home Insert Page Layout References Mailings Review View

I save
" Available Templates
Save As
5 Open © + f} Home
[ Close ﬁ I; =
v d & J
- m L
Recent Blank Recent Sample  Mytemplates  Newfrom

document templates templates a\stmg

Office.com Templates | Search Office.com for templates

Print Q \%
) ==
™ = 5
Share p E = L i
. Agendas Award Brochures  Business  Calendars  Contracts |
P certificates cards
Add-Ins ﬁ 'ﬁ 'H
[ Optians L [l - ]
L= LD i = : \__‘_IJJ
Envelopes Faxes Flyers Forms Gift Greeting
certificates cards
=R = 2
= )
L‘ﬁ' ™) = | y
Invitations Invoices Labels Letters Lists Memos

* Mo van ban da co

’ ”
C1. Nhan t6 hop phim Ctrl + O 5 opr e
(:X:)vl 1.« Local Disk(C) » Hoctap » MonTinhoc » ~ [ 43 || Search Man Tin hoe £
C2. File 9 Open | Orgorize = Newfolder = - 0O @
. Desktop ~| Mame . Date modified Type
1. ChOIl du‘O’ng 2:1:‘::\2;; ). Tai lieu Tin hoc 9/28/2013 1254 M File folder

Bai tap Word 1 3/26/20136:08 AM  DOC File

X /. ~
dan Chua ﬁle da - [ Bai tap Word 2 3/21/20136:22 AM  DOC File
ibraries

\ D \ )
@ Feurs 2. Chon file can

& [BE Videos

Q0>

1% Computer A
- . ~ 2
& toaon 3. Click @& mo
a RELAX (F)

- e r

File name: .ﬁwﬂm Documents -
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* Luu van ban
C1. File > Save

AN té 1. Click vao day dé chon duodn
C2. Nhan t6 hop phim Ctrl + S Ick vao day de chon duong

dan chtafile can luu

I o A . Save As
Xuat hién hop thoai Save
Save in: , Tin co ban{45tiet) E @ -4 Q E j ~Tools -
MName Date modified Type Size
My IID\ecent [ BAI TAP THUC HANH PP.doc
Documents
Desktop
i |I— I’
My Documents
4 A
2. Viéttén . 3
1A 3. Click @é luu
My Computer
@ N
& Fesane  [pocidoc B
My Network
Places | Saveas fype: |Word Document (*doc) [~]

Mac dinh, tai liéu cua Worci 2010 duoc luu véi dinh dang 1a *.DOCX
* Luu van ban da c6 véi tén khac
C1l: File > Save As
C2: Phim tat F12
Xuat hién hop thoai Save As tuwong tu nhu Save, chon dudng dan luu trir file mai, viét lai tén
file va luu.
* Poéng van ban
C1. File - Exit
C2. Click vao nut e g6c phai trén cao cua cira so.
C3. Nhan t6 hop phim Alt + F4
Néu tai liéu chua duoc ghi luu thi MS-Word s& hién thi hop thoai nhac nhé ghi luu tai lidu.

Microsoft Word -

l % Do you want to save changes you made to "Tai lieu hoc
tap™?
[ Save l [ Don't Save ] [ Cancel ]

e

Nhan nat Save 1a déng y luu, hoic Don’t Save |a khong ddng y Iuu bai, nhin nat Cancel dé
quay lai soan thao van ban.

* Nhap — stra — x6a dir li¢u

- Nhip

Cac phim thuong dung khi soan thao:
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+ Céc phim sé tir 0 dén 9
+ Céc phim dau :>,<>?{}[]...
+ Céc phim chira,b,c...
+ Phim Shift dé g6 chit in hoa va mot sb dau.
+ Phim Tab: Dé dich diém Tab.
+ Phim Caps Lock: dé thay d6i kiéu g& chit in hoa va chit thuong.
+ Phim Enter: Tao doan vin ban méi va dua con tré nhap xuéng dau dong dudi.
+ Phim Space Bar: Dé chén ki ty tréng ngay vi tri con tré nhap.
Cac phim miii tén:
y - g dich chuyén con tré trén van ban
+ Phim Insert: Chuyén d6i ché do chén/ghi dé.
+ Phim Page Up va Page Down: Dé dich con tro vé dau hoac cudi tirng trang man hinh.
+ Phim Home, End: Dé dua con tré vé dau hodc cudi dong van ban hién tai.
+ Phim Delete: Dé x04 ky tu bén phai con tré nhap.
+ Phim Back Space: Dé x0a ky tu bén trai con tro nhap.
+ T hop phim Ctrl+Home: Pua con tré nhap vé vi tri dau tién cua tai liéu (dau dong
dau tién).
+ T6 hop phim Ctrl+End: Pua con tré nhap vé cudi tai liéu.
- Stra
v' Sao chép van ban:
Budc 1: Chon ving vin ban can sao chép
Budc 2: Nhan t6 hop phim Ctrl + C (hoic ribbon Home = Copy)
Budc 3: Di chuyén con tré soan thao dén viing can sao chép
Budc 4: Nhan t6 hop phim Ctrl + V (hoac ribbon Home > Paste)
v Di chuyén vin ban:
Budc 1: Chon vung vin ban can di chuyén
Budc 2: Nhan t6 hop phim Ctrl + X (hoic ribbon Home = Cut)
Budc 3: Di chuyén con tro soan thao dén ving can di chuyén dén
Budc 4: Nhan t6 hop phim Ctrl + V (hoic ribbon Home > Paste)
v' Xo0a vin ban:
Chon vin ban can x6a > nhan phim Delete
v' Tra lai trang thai ct
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Lui lai bude trude: Nhan t hop phim Ctrl + Z (hoic click )

Tién t6i budc sau: Nhan té hop phim Ctrl + Y (hodc click @ [= )

2. Pinh dang van ban

a. binh dang trén Ribbon Home

Font chir: Time New Roman, Size (c& chir): 13, dam (B), nghiéng (1), gach chan (U), canh trai

, canh phai

, canh gitra

, canh déu hai bén

)

PSP W i A R ~ A~ A \ \ < 1.
cac so dau dong *— , thém mau cho chir == , thém mau cho ving van ban

b. M6 hop thoai Font

Chon nit " 1a ddu miii tén & goc

phai caa nhém Font

Font color:

Effects
[ strikethrough
|| Double strikethrough
|:| Superscript
[ subseript

Preview

Automatic |z| (none) |z| Automatic

.
Font T -
Font Advanced

Eont: Font style: Size:

Times New Roman Regular 13

Sylfaen | ETEE - | |8 "

Symbal Italic 9

Tahoma Bold 10

Tempus Sans ITC Bold Italic ) i1 il

imes New Roman ¥ 12

Underline style: Underline color:

[ Small caps
[ All caps
[ Hidden

Times New Roman

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

Set As Qefaultl [Textgf-feﬂs‘.. ] [ 0K ] [ Cancel

c. Thay d6i khoang cach gitta cac dong:

Ribbon Home - chon m& nhom 1énh Paragraph

Line spacing:

1.5 lines E

Nén st dung khoang cach gitra cac dong la 1.5 lines
* Thém s6 hoic céc ki tu dau doan:

EMi=-m EmE g

Bullet Library
—

||| Wone Y (@) | +
>V

i Document Bullets

e O | = -0

Define New Bullet...

AaBbCcl | ¢

, thém céc ki ty ddu dong *= 7, thém
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d. K¢ khung cho vung (Border)
+ Chon viing vin ban can ké khung

+ Chon Page Border trong Ribbon Page Layout

. 1. Chon thé Border [—r—)
Borders andW ;
Borders | Page Border | Shading |
Setting: Style: Preview
2. ChOH dlnh D Mo |£ C"F"’» Q!‘I:i:ggaargpl:l:iilzu;rsregse
dang khung B ‘{\ 3. Chon
kieu |
\* Box khung
—] Shadow T ~ .
— Colar 4. mau
Astomalic (@ khung 6. Text/
E D width: / Paragraph
%i 5. Do Vapt ———— B Apply to:
LIL réng Paragraph IEI
7. Click dong ¥ N
[ Show Toolbar ] [ Horizontal Line. .. ] [ K ] [ Cancel ]
O buéc 6.  Text: tao khung trong viing céc ki ty to den
Paragraph: tao khung cho dong
* K¢ khung cho trang van ban:
Borders and Shading 1. Chon thé Pa.ge Border ﬁj
Setting: Style: prev 3. Chon
| |= kiéu orders
Mone El
2. Chon dinh — e khung
dang khung |:| B ||
s—lr . B 4. mau
P
= () Colar: khung 6. Chon Vung
N Automatic )
E rong P = van ban
[— Vapt Apply to:
) Art: Whole document |E|
3’. Chon khung L one B
ngh¢ thuat
U [ TS W Horizontal Line... 0K ] [ Cancel ]

7. Click d@éng y
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Trong budc 3: C6 thé chon kiéu khung trong Style hoic Art

Trong budc 6: ¢6 nhiéu ving dé chon:

* Thém mau sic cho ving ké khung

Whole document: toan b6 van ban

This section: chi trang hién hanh

Borders and Shading

2

| Borders | Page Border | §hadirﬁ

PA=>=)

1. Chon thé Shading

Fill
B/\

Patterns

Color:

4. mau
kiéu

[ Horizontal Line. .. ]

2. Chon mau
cho khung

Style: E\
[+] 3. Chon

7. Click d@6ng y

BView

kiéu khung

Apply to:
Paragraph

[=]

|

N ] [

e

e. Chia ¢t cho van ban khi da chon vung van ban

B

Chon ““"“™ trong Ribbon Page Layout.

— 1. Chon so cdt can chia

Columny

Presets

3. Click dong y

[=]
=1
i

Number of columns:

Width and spacing
Col #: Width:
| 2,75

- 2,73

IER

Equal column width

Apply to:

Whole document

Left  Right
2 2 [ Line between 2. Kh@ng / cO du’(‘)'ng
Freview ké doc
Spacing: = .
= o5 5

Start new column

B
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A = |[& signature Line ~ Drop Cap &Iﬁ

f. Tao ky tu 16n (DropCap) Drop 51 Date &Time Position

A ’ N Cap - | "8 Object ~ .
+ T6 den ki tu dau dong W W
. —_— N
+ Chon Ribbon Insert = "
, .2 , I Mone Dropped In margin
+ Chon Drop Cap: chon cac kicucosan | A= 4
f— Options
hoac mo Drop Cap Options A= Font:
E In margin Times Mew Roman |E|
AZ  Drop Cap Options... Lines to drop: *

AfE | (A

Distance from text: |0cm

[ 0K ][ Cancel ]

Chon kiéu DropCap - Thay d6i font chit cho ki tu > thay d6i sé dong thut vao > OK
g. Tao cac khoang cach trén dong (Tab)

9 M |

Budc 1: Chon kiéu tab ‘|I£|r trai / gifra / rphéi, & goc tréi cta van ban
Budc 2: Click 1én thanh thudc & vi tri thich hop

Budc 3: Click @61 vao tab da dat trén thanh thudc

Tabs ﬁ
Tab stop position: Default tab stops:
1,13 0,5 =
1,137 o ao n ,
2137 € 1. Chon tab da dat trén thanh thuéc
3,757
Alignment
i Left (7) Center (@ Right
(") Dedmal (") Bar
Leader < 2. Chon kléu gaCh tu
Oilene @2, O3—= | Vi tri con tro dén tab
)4_
/ Set ] [ Clear ] [ Clear all ]
3. Nhfin Set [ 0K Fl Cancel ] 4. Click déng y
| =

h. Thém mau vao van ban: Chon Page Color trong Ribbon Page Layout
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3. Trang tri van ban

a. Chen ki ty dac bi¢t (Symbol)
Chon trén Ribbon Insert, lya chon trong ving xuat hién hoic More Symbols.
Chon 'Fsgrrqttj EIllél: Symbol hoac Wingdings hoac Webdings

b. Chén hinh trong b6 suu tap cua Microsoft Word

Chon jﬁj trong Ribbon Insert & Nhian Go dé m¢ thu vién hinh.
Clip
Art
c. Chén hinh anh trong may tinh [CE ad
\;./\‘J |El » Libraries » Pictures » - “yll Search Pictures |
- Organize » New folder = ~ i E@}
I_I @] Microsortword  — Pictures library P
Pll:tl_lrE i Includes: 2 locations b
- Favorites
Chon trong Ribbon Insert e
& Downleads = iE )h
& Recent Places
N N , < , o Libraries Sample Pictures VAIO 3DASamp\E
Chon hinh anh co san trong may 3 b
@! Music
C:\ Programfiles = Microsoft Office B Vs
- ClipArt > PUB60COR S T —— .
Ch()n h\lnh 9 Insert L Tools = Insert ‘v Cancel

d. Chén hinh v€ (Autoshape)

Chon ribbon Insert > Shapes = Chon 1 hinh = Con chuét xuét hién dau +, giir nat trai va ré
chudt theo duong chéo.

* Pé thay d6i dinh dang cua Autoshape / hinh anh vira chén dé d& dang di chuyén: click doi
vao hinh = Wrap Text

In line with text: dudng nam ngang hinh khéng viét duoc chir, di | Text -

chuyén hinh khé (khong nén dung dinh dang nay) In Line with Text
5

Square / Tight / Through: chit bao quanh hinh (nén dung dinh ;q:re
Tig

dang nay) Through

Top and bottom: chir trén va dudi hinh nhung dé dang di chuyén
Behind Text: hinh dudi chir

Top and Bottom

Behind Text

In Front of Text
In Front of Text: hinh dé trén chir arrenterie

= &6 EEE R

More Layout Cptions...

e. Cheén chitr nghé thuat:
Buac 1. Chon (‘;1 trong Ribbon Insert

WordArt

- Trang 13



Budc 2. Viét chir vao khung

? )

Mudn thay dbi kiéu dang, mau sic: click doi vao khung chit Word Art da thuc hién > Thay d6i

trong ribbon Format

Hame Insert Page Layout References Mailings Review View Format
SN - £ Edit Shape -  shape Fill - A TextFill - |l Text Direction - [EE j [ Bring Forward = |2 Align ~
AL L & - | B Draw Text Box . -~ [Z shape Outline ~ A /E\ || & Text outiine - | [ Align Text + 4 send Backward ~ 18] Group
\ Position 'Wra
EIRTAR dhd 2 shape Effects - il 7| A Text Effects = | = Create Link O ey B, selection Pane S Rotate -

Insert Shapes Shape Styles Fl WordArt Styles Fl Text Arrange

f. Chén cong thirc toan hoc (Equation)
Chon Tc trong Ribbon Insert = Insert new Equation
Equation
Viét cong thirc
4. Bang biéu
i

Chon fanie trong Ribbon Insert = Chon s6 ¢cot, s6 dong ¢6 sin hozc Insert Table

Insert Table ﬁ

Table size
MNumber of columns: 5 = Nhép Sé cot
Mumber of rows: 2 =

AutoFit behavior Nhap s6 dong
@) Fixed column width: Buto =
(7 AutoFit to contents
(7 AutoFit to window

Table style: Table Grid AutoFormat. ..

s

Click dong y

[] Remember dimensions for new/ﬁnles

[ Ok, K] [ Cancel ]

b

- Tron nhiéu 6 thanh 1 6:
Chon nhiéu 6

Trang 14




Click phai - Merge Cells
- Chia 1 6 thanh nhiéu 6

Chon 6 can chia

Click phai - Split Cells

Split Cells l—J
Mumber of columns: 2] = = Nhép Sé cot Cé'n chia
Mumber of rows: L :
g . "~ Nhip s6 dong can chia
derg=cslsbeg Click dong y
[ ok ] | Cancel |

- Nhan phim TAB dé di chuyén qua 6 tiép theo hozc thém 1 dong
- Thém 1 cét:

"

T6 den cot d6 = Click phai = Insert Columns

- Thém 1 dong

S —

T6 den dong d6 > Click phai = Insert Rows

- X06a 1 cot / dong:
T6 den cot / dong d6 = Click phai - Delete Columns / Delete Rows

- P6i hudng cho vin ban

Click phai chon Text Direction
Chon kiéu > OK ©

5. Pinh dang trang va in 4n
a. Binh dang trang in
Chon Tab Page Layout - M¢ Page Setup
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r ~
Page Setup l P |

Margins Paper Layout
Margins

Top: lcm 2 Bottom: 1lcm

Left: 2am 2 Right: 2em

Gutter: Ocm 2 Gutter position: Left |Z|
Orientation

Portrait Landgcape

Pages

Multiple pages: MNormal |Z|
Preview
Apply to: | Whole document |Z|

Thay d6i 1& cho trang in: I& trén (Top), & dugi (Bootom), Ié trai (Left), I phai (Right), huéng
cho trang theo dang thang diing (Portrait) hoac dang nam ngang (Landscape) > OK
b. Tiéu d¢é trang (Header and Footer)

Header Footer Page
~ w7 Mumber =

Ch(_)n tab Insert 9 Header & Footer

Tiéu dé dau trang (Header) = lua chon 1 trong cac kiéu header c6 sin hoic vao Edit header

Treémg Cao ding Céng déng Binh Thuin —— Lép AVKL3 —o Nim 2013
Header Section 6- | Bai tip thwc hanh Microsoft Word 3 Same as Previous

Tiéu dé cudi trang (Footer) = lya chon 1 trong céc kiéu Footer ¢6 sin hoic vao Edit footer
Thém sé trang vao van ban (Page Number) = lra chon vi tri dit sb trang hoic vao Format

Page number dé diéu chinh.

Footer -5Section 2-
Microsoft Word 2010 Trang 19

c. Xem trude khi in—in tai liéu
File = Print
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= I
Home Insert

Windows va Word va Power Point - Microsoft Word

Page Layout References Mailings Review  View  AddIns
| save
Print
Save As @
E Copies: |1 =
Open
& op Print
£ Close
Info Printer
,/ Canon LBP2900 -
Recent ) Offline
Printer Properties
New
Settings
_ % Print All Pages -
| Print the entire document
Save & Send
Pages:
B ]Prmt One Sided .
@ fefrrss Only print on one side of the page
Cellated
£ Options DDI.Z_B 123 123
B Exit
j Portrait Orientation -
A4 -
21 cmx29.7 cm
Custom Margins -
1 Page Per Sheet -
Page Setup
47 ofl5 b

dudong T thémmincho ché A thim miu cho ving

b b hip thosi Font

Chonnir -

12 ddn i tén § ghe phi ciazhém Font

o ®® N T |aancal,

et Uy

(= O |

54% ©—0

Chon in trang bat
Ky, cach nhau boi )

Print

Print

Copies: 1

Printer

.7 Canon LEP2900

) Offline

Settings

4 Print All Pages
. Print the entire document

Pages:

ik

€

Printer Properties

dau phay

In trang hién hanh: chon trong Setting = Print All Page = Print Current Page

Settings

{ L Print All Pages

& Print the entire document

Document
L Print All Pages
j Print the entire document
s
Print Current Page
Only print the current page

Print Custom Range
a2

Enter specific pages or sections to print

Chon may in
dé in tai liéu

In tht ca cac
trang
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6. Cac phim tit thwdng xuyén sir dung trong Word
6.1. Thay doi hodc chinh lai kich c& font chit (Font Size)

Pé thyc hién diéu nay

Nhan

M¢ hop thoai Font dé thay déi font.

CTRL+SHIFT+F

Téang c& chit 1én 2 don vi.

CTRL+SHIFT+>

Giam c& 2 don vi.

CTRL+SHIFT+<

Tang c& chit 1én 1 diém. CTRL+]
Giam ¢ chit xudng 1 diém. CTRL+|
6.2. Tim, thay thé, va di dén muc cu thé trong tai liéu

Pé thyc hién diéu nay Nhan
Mg hop tim kiém trong ngin dan huéng nhiém vu. CTRL+F
Thay thé van ban, dinh dang cu thé va cac muc dic biét. CTRL+H
Di t6i mot trang, thé danh déu, cude cha, bang, cha thich, dd hoa hoic vi tri khac. | CTRL+G

6.3. Tao, xem va leu tai liéu

Tao tai liéu méi. CTRL+N
Mo tai liéu. CTRL+O
bong tai liéu. CTRL+W
Tach cira s6 tai liu. ALT+CTRL+S

Loai bo tach cira so tai liéu.

ALT+SHIFT+C hoac ALT+CTRL+S

Luu tai ligu.

CTRL+S

6.4. Thay déi can chinh vin bdn

Pé thuc hién diéu nay Nhan

Chuyén dbi doan vin ban giita ché d6 cin giita va can trai. CTRL+E
Chuyén d6i doan vin ban gitta ché do can déu va can trai. CTRL+]
Chuyén d6i doan vin ban gitta ché do can phai va can trai. CTRL+R
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Pé thyc hién diéu nay Nhan
Can trai mét doan van. CTRL+L
Thut I1& doan tir bén trai. CTRL+M
Loai bo thut 1é doan tir bén tréi. CTRL+SHIFT+M
Tao nhd Ié. CTRL+T
Giam nho Ié. CTRL+SHIFT+T
Loai bo dinh dang doan van ban. CTRL+Q
Di dén “Cho t6i biét nhitng gi ban muén lam” ALT+Q
Mo CTRL+O
Luu CTRL+S
Dong CTRL+W
Cat CTRL+X
Sao chép CTRL+C
Dan CTRL+V
Chon tét ca CTRL+A
bam CTRL+B
Nghiéng CTRL+I
Gach chan CTRL+U
Giam ¢4 font xudng 1 diém. CTRL+[
Tang c& font 1én 1 diém. CTRL+]
Vian ban can gitra. CTRL+E
Vin ban can tral. CTRL+L
Van ban cén phai. CTRL+R
Huay bo Phim Esc
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Pé thyc hién diéu nay Nhan

Hoan tac CTRL+Z

Lam lai CTRL+Y

Thu phéng ALT + W, Q, sau do tab trong hop thoal Zoom gié tri ban

muon.

6.5. Sao chép dinh dang

Pé thyc hién diéu nay

Nhan

Sao chép dinh dang tir van ban.

CTRL+SHIFT+C

Ap dung dinh dang da sao chép vao van ban. CTRL+SHIFT+V

6.6. Di chuyén xung quanh trong mét tai liéu bang céach siz dung ban phim

Pé di chuyén Nhén

DBén cudi tai lieu CTRL+END

Pén dau tai liéu CTRL+HOME

Pén lan chinh sira trude d6 SHIFT+F5

Sang phai mat tir CTRL+MUI TEN PHAI

Lén trén mot doan van ban

CTRL+MUI TEN LEN

Xudng dudi mot doan van ban

CTRL+MUI TEN XUONG

Sang trai mot 6 (trong bang) SHIFT+TAB
Sang phai mot 6 (trong bang) TAB
Lén trén mot dong MUI TEN LEN

Xudng dudi mot dong

MUI TEN XUONG

Pén cubi dong

END

Pén dau dong

HOME

Pén trén cling cua ctra so.

ALT+CTRL+PAGE UP

Dén cudi cing cua ctra so.

ALT+CTRL+PAGE DOWN
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Pé di chuyén

Nhan

Lén trén mot man hinh (cudn)

PAGE UP

Xudng dudi mot mam hinh (cuon)

PAGE DOWN

Dén dau trang ké tiép

CTRL+PAGE DOWN

Dén déau trang trudc do

CTRL+PAGE UP
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Chuwong VI. MICROSOFT EXCEL

1. Tong quan vé Excel

a) Gioi thiéu vé Excel

Microsoft Excel 1a phan mém ang dung, thudc bo Microsoft Office gilp tao ra cac bang tinh
dé thuc hién nhirng cong viéc nhu: Tinh toan dai s6, phan tich di liéu, 1ap bang biéu bao
cdo, t6 chirc danh sach, vé biéu do, ...Biéu tuong Excel IE

- XLS 14 phan mé rong cua céc tap tin Excel, doc duqé trén nhitng chiéc may vi tinh
hoat dong trén hé diéu hanh Windows, cac phién ban Excel tir nim 2003 tr& Vé trudc Voi
chiéu dai tir 2 dén 4 ky tu.Dbi voi Microsoft 2010, cac tap tin duoc luu dudi dinh dang
XLSX.

- Trong bang tinh Excel, diu phan cach gitra cac di sé tuyén vao trong ham la dau phay
(,) hoic dau chim phay ().

b) Man hinh giao tiép

hanh tiéu dé
. q
Céc Ribbon Thanh ticu dé
A9 - [E=REal "]
Ome | Insert  Pagelayout  Formulas  Dat: Review  View  Add-Ini===p a@ o=@ R
— i v .
= Y Avial S v AT AT = g%] B SiWrap Text General - iﬁ.‘ ﬂ 9 = é‘ | = Autosum ? ﬁ
~—' B3 copy - = ] Fn-
Paste B 7 U~ - d-A- E=E = EE Merge & Center ~ B8~ 9, 3 | %8 :09 Conditional Format Cell Insert Delete Format Sort & Find &
- < Format Painter = L= = B Merg 2 %% | Formatting - asTable - Styles = | - - - | @Cearr  Fitter~ Select-
Clipboard = Font g Alignment & Number & Styles Cells Editing
v
F G H i J K L ] N o P a R =

Thanh cong thuc ] ]
Ti€u de cot

Tiéu d& dong

Vung lam

Thanh cuon

vice doc/ngang

Tén cua trang tinh

27 -
"4+ ¥ Sheetl. Sheet? .~ Shests . ©J 4] [

I} N
Ready | ‘@ BT ) ey — ]
b
A "
Gom:

- Thanh tiéu dé (Title bar): tén tap tin — tén chwong trinh, goc phai c6 cac nit nhu
Minimum: dé xudng duéi thanh Taskbar
Maximum / Restore: phong to thu nhoé cira sé6 Microsoft Word
Close: dong chuong trinh

- Vi thanh menu theo giao dién Ribbon, cac chirc nang sé duoc chia ra theo tirng tab

riéng biét.
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Home Insert Page Layout Formulas Data Review View Add-Ins

0D ) S ‘: ¢ = )
= = ) ] =
] a g 1V 4= @ iLﬂ W@ = e 8
PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column Line Pie Bar Area Scatter Other

- Art - - - - - - - Charts =
Tables Hustrations Charts

- Ving bang tinh: goi 1a sé bang tinh (Workbook) 1a mét tap tin, 1 workbook c6
nhiéu Worksheet goi tit 1a Sheet tiy thudc vao bd nhd cia may tinh.
+ Céc cot: A, B, C,...Z, AA, AB ...XFD gom 16.384 cot (IV — phién ban 2003)
+ Cac dong: 1, 2, 3, ...1048576= 22° (65536 — phién ban 2003)
+ Céc 6: Al, BI,... XFD1048576 (IV65536 — 2003)
+ Trang hién hanh (sheet): la bang tinh hién tai dang duoc thao tac thuong la Sheet 1.
Pé di chuyén qua lai gitra cac sheet: click vao sheet & goc dudi bang tinh.
4 4 » ¥ | Sheetl ~Sheetz  Sheets %4 £ Ihém Sheet moi
c¢) Céc thao tac co ban
* Mo moi 1 bang tinh
* M6 van ban da co
* Luu van ban
* Luu van ban da co voi tén khac
* Pong van ban
Gidng véi Microsoft Word
* Nhan dang con tro
- Con tro 6: xac dinh 6 nao la 6 hién hanh, c6 duong bao dam xung quanh —1
- Con tro soan thao: hinh thanh ding mau den, nhip nhay xac dinh vi tri nhap dir liéu
cho 6.
- Con tro chuét: thay d6i hinh dang tly thudc vao vi tri cia n6 trén trang. E?

* Thao tac vaéi 6 va vung

A25 - J<| D

A B C O
22 BANG PON GIA
23 Maihang | Tén hang Loail Loai 2
24 B Bot ngot 1300D 1100D
25 D =I=£?ru=|:':-'r1g 00D 700D

- bia chi 6: la tén cot va tén hang, vi du hinh trén: con tro ¢ tai 6 A25
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A B . D
22 BANG DON GIA
23| Mihang | Tén hiang Loail Loai2
24 B Bot ngot 1300D 11000
25 D Pwong 800D 700 B
26 G Gao 600D 450D
EE M Mudi 200D I 100D

- bia chi vuing: dia chi 6 dau tién va dia chi & cudi ciing cach nhau boi dau :
Vi du: Hinh trén dang chon vung C23:C27
- Di chuyén gitra c4c 6: click chudt vao 6 hoic nhan cac phim mii tén « TN —
- Di chuyén giira c4c vung:
Cach 1. Click chudt vao 6 dau tién, giir chudt trai, kéo dén 6 cudi clng
Céch 2. Giit phim Shift va nhan cac phim miii tén « TN —
2. Nhap va dinh dang dir liéu

a) Cac kiéu dir liéu

-
Format Cells

Mumber |A|ignment | Font | Border | Fill |Probecﬁon

Category:
General
MNumber
Currency
Accounting
Date

Time
Percentage
Fraction
Sdentific
Text
Spedal
Custom

Sample
Loai 1

General format cells have no specific number format,

l OK ] | Cancel |

- General: kiéu thong thuong: cac ki tu chir cai, két hop vai sb (vi du: Loai 1)

- Number: kiéu sé (vi du: 1980) mac dinh duoc cach 18 phai cua 6.

- Currency: kiéu tién té (vi du: $1.4)

- Accounting: thé hién sé cac s6 thap phan (vi du: 2.00)

- Date: Kiéu ngay thang nam (Céach thic nhap duge quy dinh trong muc Regional Settings
trong ctra s6 Control Panel. Vi du: quy dinh 1a dd/mm/yyyy: 28/10/2013)

- Percentage: thé hién s ¢ dang phan tram (vi du: 0.12 twong tng 12%)

- Text: kiéu chudi (vi du: “Ldp hoc”, “Nhan vién vin phong”) Mic dinh dugc canh & tréi
cua 0, Sir dung dau nhay don  dé ép kiéu (vi du: ‘12345 > xau ky tu 12 s6 123456).

- Custom: ty dinh nghia kiéu (vi dy: thém “ddng” sau s6 trong 0 ta gd: 0" dong™ )
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b) Nhap — xba — sua dir liéu
- Cac phim thuong dung
+ Tab: di chuyén con tré 6 sang phai mot cot
+ Enter: di chuyén con tré & xuéng dong duéi hoic két thic nhap di liéu.
+ <=1 §: chuyén sang 6 phia tréi, phai, trén, dudi 6 hién tai.
+ Delete, Backspace dé x6a ky tu
- Nhap dir ligu:
+ Click vao 6 can nhap dit liéu, 6 s& duoc vién ndi bat
+ Nhap dit liéu vao 6 theo dung dinh dang va kiéu dix liu
+ Nhén Enter / Tab dé két thic viéc nhap liéu.
- Sua
v’ Sira ndi dung da cé trong o6:
Budc 1. Click d6i vao 6 can chinh stra (hoic chon & + phim F2)
Budc 2. Di chuyén con trd soan thao vao vi tri can chinh sta
Buac 3. Stra noi dung (phim Delete: x0a ki tu bén phai con tro, phim Backspace: x0a
Ki tu bén trai con tro)
Budc 4. Nhan Enter/ Tab dé két thic
v Thay thé toan bo néi dung di cé trong 6:
Budc 1. Click vao 6 can thay thé noi dung
Budc 2. GO ndi dung maéi
Budc 3. Nhan Enter dé két thic
v' Sao chép van ban:
Budc 1: Chon 8/ viing bang tinh can sao chép
Budc 2: Nhan t6 hop phim Ctrl + C (hoic ribbon Home = Copy)
Budc 3: Di chuyén con tré dén 6/ viing can sao chép
Budc 4: Nhan t6 hop phim Ctrl + V (hoic ribbon Home > Paste)
v Di chuyén vin ban:
Budc 1: Chon &/ viing bang tinh can di chuyén
Budc 2: Nhan t6 hop phim Ctrl + X (hoic ribbon Home = Cut)
Budc 3: Di chuyén con tré soan thao dén 6/ viing can di chuyén dén
Budc 4: Nhan t6 hop phim Ctrl + V (hoic ribbon Home > Paste)
- Xoa van ban:
Chon 8/ viing bang tinh can x6a > nhan phim Delete
- Tra lai trang thai cii
’ -
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Lui lai buée truge: Nhan té hop phim Ctrl + Z (hoic click )

Tién t6i budc sau: Nhan t6 hop phim Ctrl + Y (hodc click @ |+ )

- Thay d6i chiéu rong cot/ chiéu cao dong

Buéc 1. Pua con tré chudt vao canh phai cua tiéu dé cot/ canh dudi cua tiéu dé dong.

Biéu twong con chudt c6 dang — +*

Budc 2. Click giit va kéo chuot sang phai dé mé rong cot, sang trai dé thu hep cot,

xudng dudi dé mé rong dong, 1én trén dé thu hep dong (hoic click dup chudt).

c) Chen x6a 6 / dong / cot

- Cach 1. Chon 6/ dong / cot, dung Ribbon Home, nhom Iénh Cells

Home

= & [

Insert Delete Format

- - -

Cells

- Cach 2.

* Cheén 6: Click phai vao 6 - Insert

* Xo6a 6: Click phai vao 6 - Delete

* Chen dong / cot

F
Insert

Insert

() Shift cells right

() Entire row
(7 Entire column

I

ok || cancel |

r

-
Delete M
Delete /
() shift cells left

() Entrerow <— |

(7) Entire column

==

[ ook

~

Thém 06 moi tai 6

Thém 0 méi tai 6

Thém hang ma6i

Thém co6t mdi bén

Xoba 6 da chon va

Xo0a 0 da chon va

Xo0a hang c6 0 da

Xoa cotco 0 da

- Chon dong / cot mudn chén dong / cot méi 1én trén / truéc né

- Click phai vao ving chon (hoic trén tiéu dé cot) = Insert



D E FE G H J 2
&

. L4 el - 11 - A a BBy s 5
aal oL A AT ER % 0 9 g r = A -
B 7 =&-A-0-%0 i, —

I ! & cut
ut
Cut _8 N
By copy g 53 Copy
= | 10/ @ Paste Options:
[ Paste Options: 1? "E Al
= e
. e Paste Special
Paste Special... 13 aste special...
Insert 14 Insert|
Delete 15 Delete
Clear Coptents 1? Clear Coptents
B Format Cells... 18 @F Format Cells...
Column Width... 19 Row Height...
Hide 20 Hide
Unhide 21 Unhide
22
23

* X6a dong/ cot: chon dong/cot mudn xéa > click phai vao ving chon > Delete
* Pt tén cho trang bang tinh: click d6i vao tén Sheet = gd t&n > nhan Enter
* Xo0a trang bang tinh: click phai vao tén Sheet - Delete

d) Pinh dang dir li¢u

Céch 1. Str dung ribbon Home

Home Insert Page Layout Formulas Data Review View Add-Ins [ e =]
= — (] 1 ] S - - :
J % Times New Roman ~ 10~ A A7 = =|= &~ = General - *},‘ ﬁjﬁ ’_;‘d g Insert z ‘rtF L—?a
E = £+ ~ 4 5% Delete - E' Z
Paste B J U~ - "W-A- =E== & B~ % - 9% o+ | %00 Conditional Format  Cell e Sort & Find &
= =4 - - = T ° oo Formatting = as Table = Styles ~ L;jFormat' 27 Filter~ Select~
Clipboard Font 1 Alignment 1 Mumber 1 Styles Cells Editing
s R ~ ~ ~ o <9 ~ ~
Kiéu chir Co chir Tang Gidm c& chir

.| Home \ \ \l / Mau chir
. e

I_-‘J ';E' cut Arial /

oot &3 copy - A
atE # Format Painter e s S - -
Clipboard / 7\ N Font \ D M6 hop
thoai Font
Pam Nghiéng Gach Ké Mau 6,
chan vung

Cén chinh Huong Xudng dong khi Dang biéu

vi tri dit liéu di liéu khong du d6 rong dien dir
M 5 Wrap Text Percentage v

IS Fad Merge & Center - "-'_Q' % v %050

Alignment T ' I‘-llﬁnl:ler /X i
| | \

Tron va canh gitra Dang Tang/ giam sb
phan thap phan
tram
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Céach 2. Mo hop thoai Format Cells

Chon nat | 12 ddu miii tén & goc phai cia nhém Font hoac Alignment hoic Number

Format Cells B =
[fiomber || Aignment | Font | Border [ Fil [ Protection
Category:

[Cenral —— PREREN

Number

Currency

SCEZUW"Q General format cells have no specific number format.
a

Time

Percentage

Fraction

Scientific

Text

Spedal

Custom

e) Pinh dang vi tri dir liéu (Thé Alignment)

Céch 1. Str dung ribbon Home

* Canh chinh vi tri dix liéu

U}
TIRAT
il

1

il

T

* Tron va canh gitra dir liéu trong ving

; Wrap Text

[E Merge & Cv.'.*ntver| -|

ent %

a

H |

I K

hang nhap khau

* Huong di liéu:

P

I%ngle Counterclockwise
Angle Clockwise
Wertical Text

Rotate Text Up

Rotate Text Down

Format Cell Alignment

* Piéu chinh khi khong du do rong cot

H

[hang nhip khau

F c | F | &6

3500 66ng 3500 dﬁng

2700 gbng 2700 dong

1200 déng 1 200 déng

2000 ddng 2000 déng

9200 dong 9200 dong

Piém o)
| ,2,0. — | [_‘c | :E T =
1
2
3
B
5
6
T
8
9
10
= =
= Wrap Text

I
513 Merge & Center =

ent

hang
nhap
khau
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-
Format Cells

B )

Céch 2. M& hop thoai Format Cells

Number ngnmant\ Font.

[ Border | Fil | Protection

Text alignment
Horizontal:
Center
Vertical:
T - |

Justify dstributed

Text control
[ wirap text
[ Shrink to fit
[] Merge cells

Right-to-left
Text direction:
Context

B

[7] mdent:
0

Orientation
+ .
+*
T .
e —
|[Te
t .
*
.-
0 %+ Degrees

f) Ké khung — t6 nén (Thé Border — Patterns)

Céach 1. Sur dung ribbon Home

Eh

Borders |
Bottom Border .
Top Border

Left Border

Right Border

Mo Border
All Borders

Cutside Borders

0BEH

Thick Box Border

EBottom Double Border

Thick Bottom Baorder HCI Fill

Top and Bottom Border o
g
Top and Thick Bottom Border

Top and Double Bottom Border

Draw Borders

of

Draw Border

g Draw Border Grid

(2 Erase Border

ﬁ Line Caolar 4
Line Style ]

H More Borders...

Céch 2. M6 hop thoai Format Cells

Theme Colors

Standard Colors
EEEREN

More Colors...

A\

. Automatic

i Theme Colors

.'E_]

Standard Colors

Maore Colors...

r B 4 B
Format Cells m Format Cells M
|Numher | Alignment | Font |Eorder| Fill | Protection | |Nurr|ber | Alignment | Fant | Border | Fil % | Protection
Line Presets Background Color: Pattern Color:
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3. Cac ham co ban trong Excel
* Cong thuec:
Budc 1. Click vao 6 can lap cong thirc
Buéc 2. GG dau =
Budéc 3. GO cong thuc
Budc 4. Nhan Enter dé két thc
Cong thic co thé la:
- Giatrisb
- Chudi ki tu: dwoc dat trong dau «
-Pbiachi6: + Dia chi tuyét dbi: 1a dia chi khdng thé thay d6i khi di chuyén hay sao
chép dén vi tri khac trén bang tinh. Vi du: $A$1, $D$29, $A$1: $CH4
+ Pia chi trong ddi: 1a dja chi c6 thé thay doi khi di chuyén hay sao
chép dén vi tri khac trén bang tinh. Vi du: A1, D29, A1:C4
+ Pia chi hon hop: 1a dia chi thay doi hodc khong thay doi dong cot khi
di chuyén hay sao chép dén vj tri khac trén bang tinh. Vi du: $A1 (giit nguyén cot A, thay
d6i dong), D$29 (thay doi cot, gitr nguyén dong 29), $A1:C$4
- Cé4c phép toéan sb hoc: +, -, *, /
- Cac ham trong Excel
* Cac ham co ban trong Excel
a) Cac ham sé:
- Ham tinh gi4 tri tuyét dbi
ABS (s0)
Vidu =ABS(-2) 2
- Ham lay phan nguyén
INT (s6)
Vidu: =INT(6.5) -6
- Ham tinh sé du cua phép chia giita 2 s6
MOD (s bi chia, sé chia)
Vi du: =MOD(7,2) > 1
- Ham lam tron
ROUND (sb lam tron, s 18)
Vi du: =JROUND(123.456,2) > 123.46  (lamtron 2 s6 1@)
=ROUND(152647.729,1) -> 152647.7 (lamtron 1 s6 lé)
- Ham tinh can bac hali
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SQRT (s6)
Vidu: =SQRT(25) > 5
b) Cac ham thong ké
- Ham tinh tong cac sé
SUM (sb thi 1, sé thi 2, ...)
Vi dy: =SUM(5,10,3,3,4) > 25
A 4] & |
‘

A
SUM(ALA3)

PRI S
=

1
7
3
a 14

- Ham tinh tich cac sb
PRODUCT (s6 thir 1, s6 thi 2, ...)

Vi du: =PRODUCT (5,10,2) > 100

A A
1 4 1 4
2 & 2 6
3 4 3 4
4 |=PrODUCT(ALA3) | S 4 E!

- Ham tinh trung binh cong céc sé (hay con goi 13 ham tinh binh quéan)
AVERAGE (s6 thir 1, sé thir 2, ...)
Vi du; =ZAVERAGE(5,10,3,3,4) > 5

A A
1 8.0 1 8.0
2 6.0 2 6.0
3 | 4.5 3 4.5
4 |=AVERAGE[AL:A3) 5 4 6.2

- Ham tim gia tri 16n nhat trong c4c s6
MAX (sb thir 1, s6 thir 2, ...)
Vi du: =MAX(5,10,3,13,9) >13

A A
1 1 3.0
2 2 6.0
3 3 4.5
4 4 6.2
5 |=MAX(AL:A4) N 5 8

- Ham tim gié tri nho nhat trong céc sé
MIN (s6 thir 1, sé thir 2, ...)
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Vi du: =MIN(5,10,3,13,9) > 3

A A
1 8.0 1 8.0
2 6.0 2 6.0
3 45 3 4.5
a 6.2 4 6.2
5 | 8.0 5 8.0
6 [=MIN{A1:A5)] N 6 5

- Ham dém céac 6 kiéu s
COUNT (gia tri L, gia tri 2, ...)
Vi du: =COUNT(5,“Love”,3,“ROSE”,9,29) > 4

| A A
1 8.0 1 8.0
2 6.0 2 6.0
3 4.5 3 4.5
4 hoctap i 4 hoctap
5 |=COUNT(A1:A4)| N 5 3

- Ham dém cac 6 kiéu chudi va s
COUNTA (giatril, giatri2,...)
Vi du: =COUNTA(5,“Love”,3,“ROSE”,9,29) > 6

| A A
1 8.0 1 8.0
2 6.0 2 6.0
3 4.5 3 4.5
4 hoctdp 4 hoctdp
5 3.0) 5 3.0
6 |=COUNTA(AL:AS)| N 6 5
¢) Céc ham chudi
- Ham lay céc ki ty bén trai
LEFT (chudi, sb ki tw Idy)
Vi du: =LEFT(“Con chudn chudn 6t”,3) - Con
A | A
1 Masd 1 Masd
> ap123 | 2 |AD123
3 |=LEFT(A2,3)] N 3 |AD1

- Ham lay céc ki ty bén phai
RIGHT (chudi, sb ki tw ly)
Vi du: =RIGHT(“Con chudn chudn 6t”,8) - chuén 6t
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A (4] A

1 M3sd 1 M3sd
2 AD123 2 [AD123

3 |=RIGHT(A2,4)

| N 3 D123

- Ham cit céc ki tu bén trong
MID (chudi, vi tri bat dau lay, sé ki tw lay)
Vi du: =MID(“Con chudn chudn 6t”,5,11) - chudn chudn
A A
1 M3sd 1 M3 so
2 AD123 2 AD123

3 |=MID(A2,2,3) | 3 D12
=miD(A223) |

- Ham l4y cac ki tu trang ¢ dau va cudi chudi
TRIM (chudi)
Vi dy: =TRIM(“ Chuon chuon ét ) = Chudn chudn 6t

A | A |
1 _ Léphoc] 1 Léphoc

2 =TRIr‘-.-'I|{.ﬂ.1l AN 2 Lophoc
- Ham doi chudi sang chit hoa
UPPER (chubdi)
Vi du: =UPPER(“Chudn chuén 6t”) - CHUON CHUON OT

A A |
1 _ Ldphoc 1 | Lophoc

2 |=UpPER(AL)] 2 LGP HOC

- Ham doi chudi sang chir thuong
LOWER (chudi)
Vi du: =LOWER(“CHUON chuén Gt”) = chudn chudn 6t
A A

1 | LGpHOC | 1 | L&pHOC
2 |=LOWER(A1)| N 2 | 16phoc

- Ham doi ki tu dau caa c4c tir trong chudi sang chit hoa
PROPER (chubi)
Vi du: =PROPER(“CHUON chuén Gt”) = Chudn Chudn Gt

A A
1 | L&pHOC | 1 | Lé&pHOC
2 |=PROPER(A1)| N 2 | L&pHoc

- Ham tinh d6 dai chudi
LEN (chubi)
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Vi du: =LEN(“Chudn chudn 6t”) = 14

A A

1, LopHOC | 1 LépHOC
2 |=LEN{A1) N 2 14
d) Cac ham ngay gio

- Ham lay gi4 tri ngay cua ngay thang nam
DAY (“ngay/thang/nam”)
Vi du: =DAY(“12/03/2014”) -> 12

A | B A B
1 [12/04/2014] =DAY(A1)| 1 | 12/04/2014 12
2 | 10/01/2013 2 10/01/2013 10
3 | 23/05/2014 EN 3 | 23/05/2014 23

- Ham lay gié tri thang cua ngay thang nam
MONTH (“ngay/thang/nam”)
Vi du: =MONTH(“12/03/2014”) -> 3

A | B | A B
1 [12/04/2014|=MONTH(A1) 1 12/04/2014 4
2 | 10/01/2014 2 10/01/2014
3 23/05/2014 BN 3 | 23/05/2014

- Ham lay gi4 tri nam cta ngay thang nim
YEAR (“ngay/thang/nam”)
Vi du: =YEAR(“12/03/2014”) - 2014

A B A B
| 1 [12/04/2014) =VEAR{AL)| 1 12/04/2014 2014
2 | 10/01/2013 2 | 10/01/2013 2013
3 23/05/2012 N 3 23/05/2012 2012

- Ham ngay thang nam

DATE (nim, thiang, ngay)

Vi du: =DATE(1994,10,16) -> 16/10/1994
A B
1 |=DATE(2014, 2,13) A
2 | | DATE(year, month, day] | N 1 13/02/2014

- Ham cho biét ngay gio hién tai trén may
NOW()

Vi du: A A
1 |=Now()| 1 | 30/09/2013

e) Cac ham chuyén d6i kiéu dir liéu
- Ham d6i chudi s sang s6
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VALUE (chudi s6)
Vidu: =VALUE(“025”) > 25

A A
. A 1 AD123 1 AD123
1 AD123 1 AD123 2 123 ] 2 123
2 |=RIGHT(AL,3 3 |=vaLue(a2)l
—'{_}|9 2 123 N (2] 5|3 123
Tuong duong véi
A A
1 AD123 1 1 AD123
2 |=VALUE(RIGHT({A1,3))| N 9 173

- Ham d6i s sang chudi
TEXT (s6, dang sd)
Vi du: =TEXT(89876576,“#,###”) - 89,876,576

A A
1 [ 1123456] 1 1123456
2 |=TEXT(AL,"# ##4") | S | 2 112356

f) Cac ham logic (luan ly)
- Ham AND (va): gia tri TRUE khi tat ca diéu kién déu ding, FALSE khi 1 diéu kién

sal.
AND (biéu thikc 1, biéu thire 2, ...)
Vi du; =AND(0>5,4>2,3<9) > FALSE
=AND(1<5,2>1,1>0) > TRUE
- Ham OR (hoic): gi4 tri TRUE khi c6 1 diéu kién dung, FALSE khi tat ca diéu kién
déu sai.

OR (biéu thirc 1, biéu thire 2, ...)

Vi du: =OR(8>3,3<9,9>2) > TRUE
=OR(2>1,2>9,7<1) > TRUE
= OR(5>9,0>7,3<1) > FALSE

- Ham c6 gié tri phu dinh
NOT (gié tri)
Vi du: =NOT(3>2) - FALSE
=NOT(2<1) > TRUE
g) Cac ham c6 diéu kién
- Ham IF: Néu ... thi ... nguoc lai
IF (diéu kién, théa diéu kién, khong théa diéu kién)
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A B
L Biemthi [Xéploal | N&y Pidm thi > 8: Gidi
2 5
3 7 8 > Dbiém thi > 7: Kha
i 8 7> Diém thi > 5: TB
5 3
& 10 5> Piém thi: Yéu
A B C D A B
1 |Di&m thi |X&p loai | 1 |Di&m thi |X&p loai
2 5  |=IF(A2>=8,"Gidi" IF(A2>=7, 2 5 |18
3 7 |"Kha",IF{A2>=5,"TB","Y&U"))) 3 7 |Khd
a 8 4 3 |Gidi
5 3 5 3 |v&u
6 10 N 6 10 |Gidi
Vi du 2: Cho bang sau:
A B C D

1 Ho va tén 58 con Chi¥cvu PCCV

2 | Tran Thu Ha 2 PGD

3 Ly Thu Thao 3 NV

4 L& Quang Linh 1 MV

5 |Hodng Manh 0 TP

+ Néu chic vu 1a PGP thi phu cap chic v 1a 50000, nguoc lai khong co phu cap
=IF(C2="“PGD”,50000,0)
+ Néu chirc vu 1a PGB thi phu cép chac vu 1a 50000, 13 TP thi 45000, nguoc lai 1a 30000
=[F(C2=“PGD”,50000,IF(C2=“TP”,45000,30000)
+ Néu chtc vu 1a NV va ¢6 s6 con trén 2 thi phu cap 1a 30000, nguoc lai thi khong c6
—[F(AND(C2=“NV",B2>2),30000,0)
+ Néu chuc vu 1a PGP hoic TP thi phu cap chirc vu 1a 50000, nguoc lai thi khdng co
=IF(OR(C2=“PGDb”,C2=“TP”"),50000,0)
- Ham tinh tong c6 diéu kién
SUMIF (viing tim, diéu kién, viing tinh tong)
Vi du: Hay tinh bang thng ké sau:

A B C D E F €] H
1 Howvatén 58 con |Chirc vy |PCCV [Tdng lvong
2 | Trén Thu Ha 2 PGD 6000000
3 Ly Thu Thao 3 MY JE00000
4 L& Quang Linh 1 MY 3000000 Chirc vu |Tong luong
5 Hoang Manh 0 TP 4300000 MY ?

Tinh tong luong cua cac nhan vién trong bang: =SUMIF(C2:C5,“NV”,E2:E5)
hodc =SUMIF(C2:C5,C3,E2:E5) & Két qua: 6800000
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- Ham dém c6 diéu kién

COUNTIF (vung tim, diéu kién)

3 H
1 Chircvu |58 lwong
2 PGB
3 TP
4 NV

Tinh s6 luong ngudi theo chac vu trong bang, & 6 H2 go
=COUNTIF($C$2:$C$5,G2) rdi copy cac 6 con lai

hoic gd lan lwgt & H2 =COUNTIF(C2:C5,“PGD”) > Két qua: 1
6 H3 =COUNTIF(C2:C5,“TP”) ->1
6 H4 =COUNTIF(C2:C5,“NV”) >2
h) Cac ham do tim
- Ham lay cot tir bang khac
VLOOKUP (trj do, bang do, cot s6, 0)
Vi du: cho bang sau:
A B C D E F G H [ J
1 M3 hang |Tén hang [BVT [Bon gid Bang phu
2 PED91 Ma hang |Tén hang [BVT Don gia 1 |Don gia 2
3 7U182 PE091 | Pepsi Lon 3500 4000
4 PE091 7U182 7Up Thing | 240000 | 235000
5 Colll CO111 |Cocacola| Chai 7000 8300

Tén hang: Lay M4 hang tra vao bang phu tai cot thir 2: =VLOOKUP(A2,$F$2:$J$5,2,0)
DVT: Liy M4 hang tra vao bang phu tai cot thr 3: =VLOOKUP(A2,$F$2:$J$5,3,0)
Pon gia: Lay M4 hang tra vao bang phu tuy nhién thy thuoc vao ki ty cudi cia ma hang 1a
don gia 1 thi 14y tai cot thir 4, nguoc lai 1a don gia 2 thi 14y tai cot thir 5
= VLOOKUP(A2,$F$2:$J$5,IF(RIGHT(A2,1)="1",4,5),0)
- Ham lay dong tir bang khac
HLOOKUP (tri do, bang do, dong s, 0)
Vi du: Cho bang sau:

A B C D E F G H |
1 M3 hang |Tén hang |[BVT [Bon gid Bang phu
2 PEO91 M3 hang PEOS1 Juls2 Co111
3 Fuisz Tén hang | Pepsi TUp Cocacola
4 |PE091 VT Lon Thing Chai
5 CO111 Bongial| 3500 240000 J000
] Dongia2| 4000 235000 8300

Tuong tu ham VLOOKUP nhung bang phu theo chiéu ngang.
i) Ham thong ké co6 diéu kién
- Ham tinh tong c6 diéu kién
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DSUM (Bang chinh, cét tinh tong, viing diéu ki¢n)

Vi du: Tinh tong tién nhirng loai hang c6 sé luong tir 34 tro 1én

L R N

A B C D E F G H
M3 hang |Tén hang [BVT |56 lwgng [Tong tign
PE031 Pepsi | Lon 34 113000 58 lwgng |Tong tién
Juls2 TUp Thung 12 42000 ==34
PEO91 Pepsi Lon 98 343000
CO111 |Cocacola| Chai 34 115000

O 6 H3 g6 cong thac: =DSUM(AL:E5,E1,G2:G3) > Két qua: 581000

- Ham tinh trung binh cong c6 diéu kién

DAVERAGE (Bang chinh, cét tinh trung binh céng, viing diéu kién)
Vi du: Tinh trung binh tng tién cua céc loai pepsi lon

€] H
2 BVT|Tongtién
2 |Lon =DAVERAGE(AL:E5,E1,G2:G3) > Két qua: 231000

- Ham tim gi4 tri 16n nhat c6 diéu kién

DMAX (Bang chinh, cét tim, ving diéu kién)

Vi du: Tinh sé lugng 16n nhat caa cac loai pepsi lon

| 4| & H
2 BVT |S6lwong
2] ton =DMAX(A1:E5D1,G2:G3) - 98
- Ham tim gi4 tri nho nhét c6 diéu kién
DMIN (Bang chinh, cét tim, viing diéu kién)
Vi du: Tinh s6 lugng nho nhét cua cac loai pepsi lon
| 4] &G H
2 BvT |S6lwong
37 ton =DMIN(A1:E5,D1,G2:G3) > 34

- Ham dém s6 c6 diéu kién

DCOUNT (Bang chinh, cét dém, vang diéu kién)

Vi du: Tinh bao nhiéu loai trong bang c6 don vi tinh la lon hoac thung

i w k=

A B C D E
Ma hang  |Ténhang |BVT sdlwgng  |Tongtién
PEO91 Pepsi Lon 34 119000
TU182 7Up Thing 12 42000
PEO91 Pepsi Lon 98 343000
C0O111 Cocacola Chai 34 115000

=DCOUNT(A1:E5,D1,G2:H4)

- Ham dém chudi va s co diéu kién

-3

F

G H |
BT BvT Téng loai
Lon

Thung
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DCOUNTA (Bang chinh, cét dém, viing diéu kién)
Vi du: Tinh bao nhiéu loai pepsi c6 sé lugng tir 50 trd 1én

4. Chén biéu do

A B C D E F
1 M3 hang |Tén hang |BVT |58 lvong [Tong tién
2 PEO91 Pepsi Lon 34 115000
3 7U1B2 JUp Thing 12 42000
4 |PEO91 Pepsi Lon 98 343000
5 CO111 |Cocacola| Chai 34 115000
6 PEO91 Pepsi Lon 50 175000
=DCOUNTA(AL:E6,C1,G2:H3) > 2
Budc 1. Chon dit ligu dé vé biéu d6
Vi du:
Pepsi Cocacola [7Up
Thang 1 350000 450000) 900000
Thang 2 Je0000( 500000 730000
Thang 3 980000( 500000) S60000

Budac 2. Dung ribbon Insert > nhom Chart
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Budc 3. Xuat biéu @b

5. In bang tinh
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