Phu luc 3
VRS, TAI LIEU ON TAP THI TRAC NGHIEM MON TIN HQC VAN PHONG
(R$HANG HANG GIAO VIEN THPT TU HANG IIT LEN HANG 11

ih kem theo Quyét dinh s6 5546 /QD-HDTTH ngay 12 /8 /2020
ciia Chii tich Héi dong thi thang hang)

PHAN 1: HE PIEU HANH MICROSOFT WINDOWS \

1. Quan ly the muc va tip tin
1.1. Tao mjt thur muc

Budc 1: Mé thu muc muén tao thém thu myc con. ‘

Budc 2: Kich chudt phai tai ving man hinh tring bén cira sé phai menu xuét
hién, chon muc New chon Folder. Mot thu muc méi hién thj véi tén mic dinh 13 New
Folder.

Budc 3: G& tén thu myc méi (néu mudn) va 4n phim Enter.
1.2. Tao Shortcut

Tao Shortcut (Lf)i tz"it): Shortcut 1a mot tép tin dang dic biét, no dung dé lién két
dén mot d6i trong trén may tinh hay trén mang. D6i twgng d6 c6 thé 14 tip tin, thu
muc, 4 dia, may in hay mdy tinh khac trén mang. Shortcut la cdch nhanh nhét dé khéi
dong mot chuong trinh duge stir dung thuomg xuyén hodc dé mo tép tin, thur myuc ma
khong cAn phai tim ¢én noi hru trit chiing. '

Budc 1: Mé thu muyc chira tip tin chuong trinh cin tao Shortcut.

Bude 2: Kich phai vio tip tin.

Budc 3: Chon Send to\Desktop (create shortcut): néu mubn tao Shortcut trén
nén Desktop.

* Cha y: Cac tip tin chuong trinh (Application) thudng co phin mé rong 1a
EXE

Nhitng chuong trinh cia Windows duge luu trir trong thw muc Windows,
nhitng chuong trinh khac thudng duge cai dit tai thu muc Program Files hodc Program
Files x86.
1.3. Déi tén tdp tin hay thw muc (Rename)

Bude 1: M& 6 dia hay thu muc chira tip tin hodc thu myc con cén ddi tén.

Buéc 2: Kich chudt phai vao tén tip tin hay thu muc mudn d6i tén.

Budc 3: Chon Rename sau d6 G6 tén mai, 4an phim Enter.
1.4. Di chuyén mit tip tin hay thie muc (Move)

Budc 1: M 6 dia, thu muyc chira tép tin hay thr muc con can di chuyén.

. Budc 2: Kich vao tén tap tin hay the muc muén di chuyén.

Budc 3: Kich chudt phai vao tén File hodc thu muc can di chuyén, sau d6 nhén
Cut (Ctrl + X). '

Budc 4: Chuyén dén b dia hodc thu muc chira File cn di chuyén t6i, kich chudt
phai vao nén tring chon Paste (Ctrl + V).
1.5. Sao chép mét tap tin hay thu muc: (Copy)




Bude 1: M& 6 dia hay thr muc chira tap tin hay thu myc con cin sao chép.

Budr 2: Kich chudt phai vao tip tin hay thu muyc cin sao chép, chon Copy (Ctrl + C).

Budc 3: Chuyén t6i thu muc hodc § dia chira File, kich chudt phai tai nén man
hinh trang chon Paste (Ctrl +V).
1.6. Xoa tdp tin hay thie muc

Khi xda tip tin hay thu muc trong dia cing, Windows s& di chuyén tap tin hay
thu muc d6 vao Recycle Bin. Déy 13 thu myc cia Windows dung chira céc file bi xda.
Ngudi dung ¢6 thé mé thu muc nay dé phuc héi lai hodc x6a han khéi dia cimg.

Budc 1: Chon tp tin hay thu myc cin x6a.

Budc 2: Nhin phim Delete trén ban phim.

Budc 3: Windows Explorer s€ hién thi hop thoai xac nhan x6a. Kich nit Yes dé
thire hién; hodc kich No néu khong.
1.7. Tim kié¢m tdp tin hay thir muc (Search)

Lira chon pham wi & dia hodc thu muc cin tim. G5 tén File hodc thu muc cin
tim kiém trong muc Search. May s& ty dong tim kiém trong thu muc hodc  dia lua
chon bén cira s0 tréi.

2. Thao tic véi hé thong Control Panel
2.1. Truy cip Control Panel:
Buéc 1: Di chuyén con trd chudt toi biéu tugng Start trén thanh tic vy
(Taskbar). ‘ ‘

Budc 2: Kich chudt trai vao biéu tugng Start, chon muc Control Panel trén
thanh Start.
2.2. Thay dbi dinh dang h¢ thong

Thay ddi cach biéu dién ngay, gid, sb, tién té trong cac chuong trinh chay trén
Windows. Nguoi dung can thue hién cc budc sau:

Khéi déng Control Panel.
Kich dup vao biéu tugng Regional and Language trén cira sb Control Panel.
Thay dbi dang thic s6 (Numbers); Tién t& (Currency);Git (Time); Ngay
(Date) trén hp thoai Customize Regional Options.
Kich chut vao muc Additional Settings man hinh xudt hién cira sd.
e Tab chon Number thay dbi dinh dang vé sb hoc bao gbm (Ddu chim

ngan cach hang trim, diu phay ngin cich phén thap phén va ngugc lai).

e Tab chon Currency: Thay di dinh dang tién t&.

e Tab chon Time: thay dbi kiéu hién thi gio.

e Tab chon Date: thay déi kiéu ngay hién thi.

- Két thiic kich chudt vao OK.




PHAN 2: MICROSOFT WORD

1.Thao tic trinh bay viin béin biing phong chir
1.1. Chinh phéng chir
- Muc dich: Chon kiéu phong chi, khoang cach gitra cic ky tw trong doan van ban.
- Thao tac:
+ Bude 1: Lira chon doan van ban can chinh phong chit.
+ Budc 2: Kich chudt vao menu Home chon cong cu cin chinh (kiéu phong
chit, kich thuéc, ddm, nhat, nghiéng, gach chén, .
* Kich chudt vao phé‘m mo ryng cia Font:
+ Tai phiéu chon Font:

. Font - Kiéu phéng chi.
. Font Style ; Kiéu chit.
. Size : Kich thuéc chir.

. Font Color: Mau chir.
. Underline Style: Kiéu chir gach chan.
. Underline Color: Chon mau gach chén.
. Strikethrough: Chit bi gach ngang don.
. Double strikethrough: Chir bi gach ngang déi.
. Superscript : Chi sé trén (x*). Hodc nhén t5 hop phim Ctrl + Shift + “+”
_Subscript : Chi s duéi (x). Hodc nhén t6 hop phim Ctrl +“+”
.Shadow : Chon bdng cho chi.
_Outline : Chit chi ¢ vién ngoai.
+ Tai phiéu chon Advanced:
.Character Spacing: Thay d6i khoang cach gitra cac ky tyr.
. Expended: Ky ty duoc gidn ra thay d6i tai muc By.
. Condensed: Ky tu dugce nén vao thay dbi tai muc By.
. Position: Thay ddi khoang c4ch gifta cdc dong.
. Raised: Nang dong vén ban 1én.
. Lowered: Ha dong vin ban xudng.
Kich chudt vao OK.
*Chtuy:
- Mubdn dit mic dinh kiéu phong chit va kich thuée chir cho céc van bén sau ta
kich chudt tai muc Set As Default chon Yes.
1.2. Thao tac sao chép
- Muc dich: Sao chép doan van ban tir vi tri nay dan sang vi tri hodc file khac.
- Thao tac copy:
+ Budc 1: Lua chon viing vin ban cin sao chép.
+ Buéc 2: Chon menu Home chon cdng cu Copy. (Hodc nhan 16 hop phim
Ctl + C). Dit ligu d3 dugce Iru vao bo nh¢ cia may tinh.
- Thao téc dan:
+ Budce 1: Lua chon vi tri cin dan ndi dung doan van ban vira Copy.
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+ Buoc 2: Chon menu Home chon cong cu Paste. (Hodc nhdn 16 hop phim
-~ Cal+ V).
1.3. Thao tic cit d4n dean vin ban
- Muc dich: Cét doan vin béan tir vi tri nay dan sang vi tri kkac hodc file vin ban
khac.
- Thao tac cit vin ban
+ Budce 1: Liura chon doan vin ban cin cét.
+ Budc 2: Chon menu Home chon cong cu Cut. (Hodc nhan t6 hop phim Ctrl
+ X). Di¥ liéu hién tai da mét di, may heu dit liéu do vao bg nho.
- Thao tdc dan vén ban:
+ Budc 1: Chon vi tri can dan van ban.
+ Bud6ce 2: Chon menu Home chon muc Paste(twrong tu trén).
Cht y: Sau mét 14n Copy hodc Cut mdy tinh da Iuu dit 1li€u vao bd nhd, ta cé
thé thye hién 1énh dan nhiéu 13n v6i cing mdt ndi dung,
1.4. Thao tidc sao chép dinh dang
- Muc dich: Sao chép dinh dang cia doan van ban nay sang doan van ban khac
(Khi d6 may s& sao chép hoan toan bao gdm phéng chit, Paragraph, Tab, ...).
- Thao tac:
+ Budc 1: Kich chudt chon doan vin ban co dinh dang.
+ Buéc 2: Kich chudt vao menu Home chon céng cu Format Painter.
+ Budc 3: Di chuyén ra doan vin ban cn Copy, bdi den doan vin ban do.

2. Thao téc trinh bay viin ban bing paragraph
2.1. Chinh doan véin bén
-~ Muc dich: Dinh dang khoang cach gifra cac dong, cadc doan vén ban.
- Thao tac: '
+ Budc 1: Boi den doan vin ban cén dinh dang.
+ Budc 2: Kich chudt vao menu Home chon muc ¢éng cu can dinh dang doan
viin ban (Can 1&: tr4i, phai, gitta; déu 2 bén, ...).

* Vi céc hya chon chi tiét kich chudt vao phan mé rong clia Paragraph:

Man hinh Paragraph xuat hién: |

Chon phiéu chon Indents and Spacing:

+ Alignment: cin 1& cho doan vin ban: Left: Can phing phia tréi cho doan van
ban; Center: Cin vio gifta dong cho doan van béan; Right: Cin phéng phia phai cho
doan vin ban; Justify: Ciin phing hai 1& cho doan vin ban.

+ Indentation: Pt 18 cho doan vin ban.

. Left: Dt 18 trai cho doan vin ban.

. Right: Pt 1é phai cho doan vin ban.

. Special: chon

First Line: Can dong déu trong mdi doan vin ban dwgc hii vao so véi cac hang
khoang cach xac dinh tai muc By.




Hanging: Cin dong dAu trong mdi doan vin ban dugc 1i ra so voi cac hang van
ban khoang cich x4c dinh tai muc By.
None: Cac dong khong dugc lui vao
+ Spacing: Can khoang cach giita cac doan va cac dong:
. Before: Khoang cach phia truge cua mdi doan vin ban.
. After: Khoang cach phia sau cua mdi doan van ban.
. Line spacing: Can khoang cAch gifta cac hang vin ban, khodng cach nay duoc
thay déi tai muc At.
Nhin OK dé két thic viéc chinh sira, nhin Set As Defaut chon Yes dé dit mac
dinh cho cac doan vin ban sau.
2.2. Thao tac dit ky tw tw ddng hodc danh sé thir tir tr ddng cho doan vin ban
2.2.1. Thao tc &4t ky tu d4c biét dau doan vin ban:
_ Thao tac: Kich chudt vao menu Home chon cong cu dénh ky fur fur déng.
* V& céc lya chon chi tiét ta kich chudt vao miii tén chi xudng xuit hién bang
chon cac ky tu cAn dimg kich chudt chon ky tir can sir dung.
- Thao tac bo danh dau doan, kich chugt boi den doan cin bd danh diu doan
vin ban, kich chuét vao nit mfii tén chi xuong, chon muc None.
2.9.2. Thao téc d4nh sb thu tu hosc danh sbky twra, b, c:
- Thao tic: Kich chu6t vao menu Home chon cong cu danh so tu dong
* Vi cac hIa chon chl tiét ta kich chudt vao miii tén ch1 xubng xuat hién bang
chon cac ky tu va s thir tu cAn dung. Kich chuft chon kiéu sb hoac ky tu cén sit dung.
. Thao tac bo danh déu doan, kich chudt bdi den doan cin bo danh diu doan
vin ban, kich chudt vao nit mm tén chi xudng, chon muc None
2.2.3. Thao tic hua chon dénh s6 ho#ic Ky tu theo kiéu phén cip:
- Thao tac Kich chudt vao menu Home chon cong cu dénh sb thir tu ty dong
theo kiéu phén cép.
*. Vi cac hra chon Chl tiét ta kich chudt vao miii tén ch1 xudng xuat hién bang
chon cac ky tir va s6 thir tu cAn ding. Kich chudt chon kiéu s8 hodc ky tu cn st dung.
- Thao tac bo danh diu doan, kich chuét bdi den doan cin bo danh din doan
vin ban, kich chudt vao nut miii tén chi xudng, chon muc None.

3. Thao tic chinh tab — h tr¢ soan théo

3.1. Thao tdc chinh tab
- Muyc dich: St dung cac ky tu Tab dé cin dong cho timg chp trong cdc van ban

¢é sitr dung can 12 cho nhiéu thanh phan trong doan.
- C6 3 loai Tab chinh duoc thé hién trén goc trai cia thanh thudc, kich chudt

vao vi tri ciia diém dimg Tab @& lya chon kiéu Tab can sir dung:

+ Tab tréi L] ¢6 tac dung cin cac doan vin ban phing 18 bén trai.

past
+ Tab giita L] ¢6 tic dung cin cac doan vin ban tép trun 1 gifra.
g g glcg

+ Tab phai 3l ¢6 tac dung cin cac doan van ban phing 1é phai.
3.2. Cén Ié Tab bang thanh thiréc




- Muyc dich: Sir dung thanh thuée dé chon vi trf cin 18 cho nhidu doan vin ban.
- Thao tac:
+ Buéc 1: Boi den doan vin ban cin cin 1€ bang Tab.
+ Budc 2: Chon kiéu Tab cin sir dung trén thanh thudc:
o WINDOWSAWORD+EXCEL 2013 [Compatbity Mode] - Microsoft Word -
Review View
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+ Buéc 3: Kich chudt chon diém dimg cho timg c4p Tab trén thanh thudc. (Vi
du: hinh trén ¢6 2 diém dimg Tab cin gifra van ban.
+ Budc 4: Két thuc: Bo bdi den va nhan phim Tab cho timg cip Tab.
3.3. Thao tdc sira va xod diém dirng Tab trén thanh thicdc
" - Muc dich: thay d6i diém dimg Tab tai vi tri khac hodic x04 diém dimg ctia cép Tab.
- Thao téc stra diém dimg Tab trén thanh thudc:
+ Budre 1: Boi den doan van ban cén sira diém dimg Tab.
+ Budc 2: Lya chon diém dimg Tab cén thay déi, nhin giir va kéo ré chudt.
- Thao tic xo4 diém dimg Tab:
+ Buéc 1: Lwa chon doan vin ban cin xo4 diém dimg Tab.
+ Budc 2: Chon diém dimg Tab trén thanh thwdc cin xo04, nhén git va kéo ré
chudt vao man hinh soan thao van ban.
3.4. Thao tic chinh Tab bing menu
- Thao tac: Nhay diip chudt vao diém dimng Tab trén thanh thudc:
+ Tab stop Position: nhip diém dimg cho timg cép Tab.
+ Alignment: Chon kiéu cin 1& cho timg cp Tab:
. Left: Ciin phéng doan Tab theo 1& tréi.
. Center: Can giita doan Tab.
. Right: Can phing doan Tab theo 1& phai.
. Decimal: Cin thing Tab theo ddu ngan cach phan thap phén.
. Bar: Cin Tab ngin cich nhau béi duomg thing.
+ Leader: Chon kiéu Tab dudong din cin sir dung. (Loai Tab nay céc cip Tab
dugc ngan cach nhau bdi cac dudng chim).
. Niit Set: Sau mbi 14n dit diém dimg Tab chon Set.
. Nut Clear: X6a diém dung Tab duoc lua chon.
. Nt Clear All: Xda tht ca cic diém dimg Tab.
Kich chut vao OK.
- Nhén phim Tab cho timg cip Tab.
3.5. Thao tic chon ché dp hién thi min hinh
- Muc dich: Chon ché d4 hién thi cho man hinh vin ban.
- Thao tac: Lira chon menu View va chon céng cu ZOOM.
+ Zoom to: Ché @6 hién thi theo %.
+ Percent: % hién thi trang vin ban.
Thao tac: Lwa chon menu View va chon céng cu 100% hién thi kich thuée thuc
1é ciia ky tu.




Thao tac: Lua chon menu View chon cdc cong cu:

+ One Page: Chi xem mjt trang trén man hinh.

+ Two Pages: Xem 2 trang trén man hinh.

+ Page Width: Mo rong hét man hinh kich thuéc cia trang gidy.
3.6.Thao tdc fim kiém va thay thé

- Muyc dich: Tim kiém tir ho3c doan vin ban sau 46 thay thé bang tir hoic doan
vin ban khac.

_ Thao tac: Kich chu6t chon menu Home chon cdng cu Replace(Ctrl + H) man
hinh xuét hién:

+ Find What : Nh4p tir cdn tim kiém.

+ Replace With: Nhép tr cén thay thé.

Replace : may tr dong thay thé timg tir tim duge.

Replace All: may ty dong thay thé tt ca cAc tir tim kiém dugc.

Find Next : Tim kiém tir tiép theo.

4. Thao tac véi bang
4.1. Thao tdc tao bang
- Thao tac: Lua chon menu [nsert chon muc Table man hinh xuét hién:

+ Number of Columns : Nhap s& ¢ot cén tao.

+ Number of Rows - Nhép sb hing cén tao.

+ Fixed Column Width : Nhép d6 rong cho cdt (Thuong dit ché 46 Auto).
Chon niat OK.

4.2, Thao tic boi den dong, cjt hodc bang tinh
- Thao tac bdi den dc‘)ng cla bang:
+ Buoc 1: Di chuyén chudt vao 18 trai clia bang.
+ Budc 2: Kich chudt bbi den dong dé (Néu muédn chon nhidu dong thi nhan
giff va kéo ré chuft chon cac dong).
- Thao tac boi den ¢t cua bang:
+ Buéc 1: Di chuyén chudt t6i phia trén cot clia bang.
+ Budc 2: Khi miii tén chuyén thinh mii tén chi xuéng, kich chugt chon.
(N éu mubn chon nhiéu cot thi nhén gift va kéo ré chudt dé lwa chon).
- Thao tac Iua chon bang
+ Buéc 1: Di chuyén chudt toi goc tréi ph1a trén ctia bang.
+ Budc 2: Kich chudt vao mili tén 2 chiéu, kich chudt vao biéu twong s& boi
den toan bang.
4.3. Thao téc thay doi dwong khung ciia bing
- Muc dich: Chon dudmg vién bao quanh bang va phia trong cia bing. Ngoai ra
ta c6 thé chon cac dudng vién hién thi cho dudmg phia trong bang.
- Thao tac: Béi den bang cén tao dudng vién. Sau 46 chon menu Home chon

muc chon Borders and Shading man hinh xuét hién:

+ Tai phiéu chon Border:
Setting:




. None: Khong chon dudng hudi cho bang.
. Box: Chon dudng vién ngoai.
. All: Chon dudng vién trong va ngoai.
.Style: Chon miu dudng vién.
.Color: Chon mau dudmg vién.
+ Tai phiéu chon Shading:
. No Color: Khéng c6 béng nén.
Chon ntit OK.
- Chii y: C6 thé ké diomg tréo ciia 6 bang tinh.
4.4. Thao tic xod dong, ct hodc cd bang tinh
- Thao tac:
+ Budc 1: B6i den hang hoic c6t cin x04.
+ Buéce 2: Chon menu Layout chon cong cu Delete.
+ Delete Cells...: Xoa vung bang tinh
* Shift Cell Left: Sau khi xo04 ving bang tinh, phia phai bang s& durge kéo vé
bén trai.
* Shift Cell Up: Sau khi xo4 viing bang tinh, ving bang dudi dugc kéo 1én phia
trén. '
* Delete Entire Rows: Xo4 tit ¢4 c4c dong ving bdi den.
* Delete Entire Columns: Xo4 tit c4c cot viung bdi den.
+ Delete Columns: Xoa ¢t b6i den.
+ Delete Rows: Xda dong b1 den.
+ Delete Table: X6a ca bang dugc bdi den.
4.5. Thao tic chen thém cgt hodc dong
- Bude 1: Lua chon cot hodc dong cin thém.
- Budce 2: Chon menu Layout chon muc: |
+ Insert Above: Chen thém dong phia trén cua hang boi den.
+ Insert Below: Chén thém dong phia dudi cia hang bdi den.
+ Insert Left: Chén thém ¢t phia trai cua c6t boi den.
+ Insert Right: Chén thém c6t phia phai cua cdt boi den.
* Chu y: Néu thém dong phia cubi ctia bang ta 4& diu nhy & 6 cudi cing cita
béng tinh va nhan phim Tab.
4.6. Thao tdc nobi é bing tinh
- Bude 1: Bdi den céce 6 can ndi lai lam 1.
- Bude 2: Kich chudt vao menu Layout chon cong cu Merge cells.
4.7. Thao tdc tdach hang hodc cjt
- Budc 1: B6i den dong hoac cdt can tach.
- Buge 2: Chon menu Layout chon céng cu Split Cells... man hinh xudt hién:
+ Tai myuc Number of Columns: Nhip sé cot cin tach. -
+ Tai myuc Number of Rows: Nhép ) hang cén tach.
- Budéc 3: La chon nit OK.
4.8. Thao tdic tich bdng tinh




Thao tac tach bang:
+ Bude 1: Kich chudt bbi den vi tri dong cén tach bang.
+ Budc 2: Kich chudt vio menu Layout chon cOng cu Split Table.
4.9, Thao tdc thay doi dp rong ciia cjt hodc dong
- Thao tac:
+ Buée 1: Kich chudt bai den cot hodc dong can thay dbi d6 rong.
+ Budc 2: Kich chudt vao menu Layout chon:
Muc Height: @é thay d6i chiéu cao cua dong.
Muc Width: Thay dbi d6 rong cua cdt.
C6 thé thuc hién thay d6i do rong va chleu cao ciia cOt bing cach: Bdi den cot
di chuyen chuét dén phéan thanh thuée cua c6t chn thay dbi (con trd bién thanh miii tén
2 chiéu) ta nhan giit va kéo 1é t6i vi tri can thiét va nha tay ra.
4.10. Thao téc cin Ié cho bing tinh
- Budce 1: Kich chudt boi den bang.
- Buéc 2: Vio menu Layout chon c¢dng cu Properties man hinh xuét hién.
- Budc 3: Tai Tab Table:
+ Preferred: Chon 6 rong cia cd bang.
+ Measure in; Chon don vi do 46 dai.
+ Alignment: Chon cach can 1& cho bing.
. Left: Cin bang vé phia tréi,
. Center: Cin bang vao gilra.
. Right: Ciin bang vé phia phai.
+ Tex Wrapping:
. None: Bing dimg | minh trén 1 dong.
. Around: Bang ding cung Ky tu.
- Budc 4: Chon nut OK.
4.11. Thao tdc cén Ié dit liéu trong &
- Budc 1: Kich chudt boi den 6 dir liéu.
- Buée 2: Kich chudt phai tal vfmg b6i den chon muc Center Alignment chon

cach cin I8 cho dit liéu.

5. Thao tac chén ky twr, 4nh, cic d6i twgng
5.1. Chén ky tir dgt biét
- Muc dich chén cac ky tu khéng ¢6 trén ban phim nhu: a, B, A, @...
- Thao tac: chh chuét vao menu Insert, chon céng cy Symbol man hinh xuét

hién ta chon ky tu cn chén.
* Mudn chén cac ky tu khong ¢é trong muc Iya chon ta chon More Symbols. ..

man hiph xuét hién bang chira nhiéu ky tu.

5.2. Chén cong thirc todn hoc
- Thao tac: Kich chudt vao menu Insert chon cong cu Equation man hinh xuit

hién ta chon kiéu cong thirc toan hoc cin chén.
5.3. Chén hinh danh
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- Muc dich: Chén File anh trong may tinh vao vin ban.
- Thao tac:

+ Budc 1: Chon menu Insert. ,

+ Budc 2: Chon cong cu Picture..., man hinh xuét hién chon & dia hoac thu

muc chira File anh cin chén.

+ Budce 3: Chon nut Insert.

5.4. Thao tdc chen anh cé sin trong Word

- Muc dich: Chén anh v& ¢6 sin trong cai d4t Microsoft Word véo File vin ban.

- Thao tac: Chon menu Insert chon Clip Art man hinh xuét hién:

Néu da c6 sin anh kich chudt vao hinh anh cin chén. Néu chua c6 anh kich
chuét vao niit Go man hinh hién thi danh sich c4c anh.

Kich chuét chon anh cén cheén.

- Thao téc sira anh; Chon 4nh cin sira, man hinh xuét hién 8 niit quanh &nh, ta
kich chudt thu hep hodc néi rdng anh.
5.5. Thao tic chén chir nghé thugt

- Muc dich: Chén kiéu chit nghé thuat dang anh.

- Thao tic: Chon menu Insert chon cong cu Word Art man hinh xuét hién:

Chon kiéu chir nghé thuat, gb chit vao bang hién thi va chon phéng chix, kich
thude, ... -

Két thiic nhin OK.
5.6. Thao tic chén hinh tir vé

- Thao tac:

- Buéce 1: Kich chudt vao menu Insert.

- Budce 2: chon cong cu Shapes, man hinh xuét hién chon kidu hinh cin v&.

- Budc 3: Kich chudt vao vin ban va vé hinh.

+ Trong thao tic v& hinh, st dung nhén va giit phim Shift, kich chuft chon
céc hinh v&, sau dé kich chudt phai chon muc Grouping ->chon Group dé nhom cac
d6i twong lai thanh 1.

+ Kich chuét vao déi trong ¢ nhém kich chuét phai chon Grouping = chon
Ungroup d¢é bé nhom. )

+ C6 mbt sb dbi tuong c6 thé thém ky tur vio bang cach kich chudt phai vao dbi
tuong d6 va chon Add Text.
5.7. Thao tdc viét chir to ddu doan vin bin
- Muc dich: Viét ky tr d4u ciia doan vin ban to bing nhiéu dong.
- Thao téc:
+Budc 1: Kich chuét bdi den ky tir ddu cAn dé chit in hoa.
+ Budce 2: Vao menu Insert chon céng cu Drop Cap chon kiéu cén sir dung
- Thao tac bo chir hoa:
+ Bude 1: Kich chuét chon ky tur cén bo.
+ Budce 2: Kich chuét chon Drop Cap chon None.

5.8. Thao tdc cjt bdo




- Mugc dich: Chia doan vin ban ra lam nhiéu c6t (Tuong ty nhu t& bao).
- Thao tac: . .
+ Bude 1: Kich chut bdi den doan vin ban cén tao cdt béo.
+ Bude 2: Vao menu Page Layout chon Columns mén hinh xudt hién.
. One: Chon mét c6t bao.
. Two: Chon 2 ¢t béo.
. Three: Chon 3 ¢t bao.
. Left: Chon kiéu c6t bén trdi nho hon bén phai.
. Right: Chon kiéu ct bén phai nhé hon cft bén trdi.
More Columns: Chon khac nhitg hra chon ¢6 sn.
5.9. Thao tdc ngit trang vin bdn
Buéc 1: Kich chudt chon vi trf ¢An ngft sang trang mai.
Bude 2: Kich chudt vao menu Insert chon c6ng cu Page Break (hodc nhén t&
hop phim Ctrl + Enter). :
5.10. Thao tic dgt ky tr g6 tdt
- Muc dich: Sir dung ky tur dai dién cho doan van ban. Khi c&n goi lai doan vin
ban ta goi ky tu dai dién, doan van ban s xuét hién.
- Thao tic dat ky tu g6 tit:

+Buéc 1: Lua chon doan vin ban cin dat ky t g tit.

+ Budc 2: Chon menu Insert chon cong cu Quick Part.

+ Budc 3: Chon Save Selection to Quick Part Gallery man hinh xuét hién:

Name: G& ky tu dai dién cho doan vén ban.

+ Budc 4: Chon OK.

- Thao tic goi doan vin ban co sir dung ky tw gd t4t: G6 ky tu dai dién cho doan
van ban sau d6 nhan phim F3.
5.11.Dit tiéu dé cho trang gidy

- Muc dich: Dit tién d& diu va tiéu d& cudi cho céc trang vin ban. Khi nay tAt
¢4 cac trang s€ co chung mdt kiéu tiéu dé.

- Dat tiéu dé dAu trang gidy: .

+ Buéce 1: Kich chudt vao menu Insert chon cong cu Header .

+ Buédc 2: Chon kiéu mAu tiéu & c6 sin cin sir dung. Néu khong chon theo
m3u ta kich chudt chon Edit, g& ndi dung vao tiéu dé diu chinh sira phéng chit, dinh
dang cho tiéu d& cia vin ban bang céch sir dung cac 1énh trén thanh cong cu.

+ Budc 3: Két thic kich chudt vao nut Close Header and Footer trén thanh
cong cu (hodc nhén phim ESC).

- Dat tiéu @& cubi trang gidy:

+ Bude 1: Kich chudt vao menu Insert chon céng cu Footer.

+ Budc 2: Chon kiéu miu tiéu ¢& c6 sin cin sir dung. Néu khong chon theo
miu ta kich chudt chon Edit, gd ndi dung vao tiéu dé dau chinh stra phéng chit, dinh
dang cho tiéu &8 cia van ban bing cach sir dung céc 1énh trén thanh cong cu.

+ Bude 3: Két thuc kich chudt vao nut Close Header and Footer trén thanh
cdng cu (hodc nhén phim ESC).
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- Thao téc sira tiéu dé du va cudi: vao menu Edit chon cdng cu Header (hoéc
Footer) chon Edit.

- Thao tac bo dit tiéu dé diu va tiéu dé cudi: Kich chut vao menu Insert chon
cong cu Header (hodc Footer) chon myuc Remove Header (Footer).
5.12. Ddnh 56 trang tw djng

- Muc dich: Pit sb trang tr déng cho tit ca cac trang van ban frén cung file.

- Thao tac:

Budc 1: Lya chon menu [nsert chon cdng cu Page Numbers...

Bude 2: Lua chon kiéu sé trang dwgc danh tr dong.

Budce 3: Chon Nut OK.

- Cac tuy chon:

. Top Of Page: Pt s trang trén déu cia trang gidy.

. Bottom Of Page: Pt s trang dudi ddy cta trang gidy.

- Format Page Number... chon kiéu sé dé d4nh sé trang tw déng.

- Remove Page number: X6a dit trang ty dong.

+ Néu danh sb trang khong bét ddu tir 1 ta chon nut Format...

. Number Format: Chon dinh dang )

. Start At: Pt sb trang bét dau danh.
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PHAN 3: MICROSOFT EXCEL

1. Pinh dang bang tinh co bin vé co s& dir liéu trong Excel
1.1 Pinh dang, cin chinh dit lifu ciia bing
Cach I
Budec 1: Boi den vung dir liéu cin dinh dang.
Bude 2: Kich chudt viao menu Home chon mdt trong cac cong cu sau:
+ Cong cu Number (Number Format).
+ Cong cu Alignment (Alignment Settings).
+ Cong cu Font (Font Settings).
Budc 3: Xuét hién bang Format Cells chon thé Number @8 dinh dang dit liéu cia bang,
thé Alignment dé can chinh dit liéu cla bang, thé Font dé dinh dang font chit.
Cach 2
Bude 1: Kich chudt phai vao vang dir liéu cén dmh dang, chon Format Celis.
Budc 2: Xuit hién bang Format Cells, chon thé cin dinh dang.
Cach 3
Bué6e 1: Nhén td hop phim Ctrl+Shift+F.
Bude 2: Xuit hién bang Format Cells, chon thé can dinh dang.
Mot sé dinh dang co ban trong thé Number:
- General: Kiéu may tir nhan.
- Number: Dir lidu kiéu sd.
+ Decimal places: $6 céc s6 phén thap phan.
+ Use 1000 Separator (,): Thém d4u phan céch hang nghin.
- Currency: Kiéu tién té.
- Accouting: Kiéu s6 trong ké toan.
- Date: Kiéu ngay thang.
_ Time: Kiéu gio.
- Text: Kiéu chudi ki tu
- Custom: Kiéu ty dinh dang.
Thé Alignment.
- Horizontal: Cin chinh dir liéu theo cft.
+ General: Kiéu may ty nhén.
+ Left (Indent): Can dir li¢u thing 12 bén trai clia cit.
+ Center: Cin dit liéu vao gilfa cdt.
+ Right: Can dir liéu thing 1€ bén phai.
- Vertical: Can chinh dif liéu theo dong.
+ Top : Can dif liéu sat 1 trén cha dong.
+ Center: Can dir liéu vao gilta hang.
+ Bottom: Cip dit liéu sat 1€ bén dudi clia bang,
+ Justify: Can dif liéu theo hai bén cot.
- Text control: Diéu khién chi.
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+ Wrap text: Cht nim tron trong 6 (khi d6 d6 réng ct khong thay ddi ma chi
thay d6i-d6 cao cia hang). _
+ Shrink to fit: Di liéu tw d6ng co lai cho vira véi 6.

R I
+ Merge cell: Lién két 6 (twong duong véi _—— ).
Thé Font: ~
- Chon font chit, ¢& chit, kidu chix.
~ Tai Effects:

+ Strikethrought: Tao dudmg ké gach ngang qua chit.
+ Superscript: Chi sb trén. |
+ Subscript: Chi sb dudi.
- Orientation: Chon huéng dé chir (nghiéng bao nhiéu do).
- Indent: Thut dau dong.
1.2 Dinh dang bdng tinh trong Excel
1.2.1 Cach chén, x6a, hiéu chinh s 6, cét. dong
Cédch chén, x6a 56 6, cit, dong
Cdch 1
Budc 1: Dat con trd hodc béi den s6 8, cot, ddng cin chén hodc x6a.
Buoce 2: Kich chudt vao menu Home chon cong cu Insert (chén) hoiic Delete (x6a).
Cach 2
Kich chudt phai vao 6, c6t, dong cin chén hoiic x6a rdi chon Insert.
Cadch hiéu chinh cft, dong '
Cach ]
Budc 1: Kich chudt b6i den cdt hodc dong cén thay dbi do rong.
Buéc 2: Di chuyén chudt téi dudmg vién cia cot hodc dong, tré chudt bién thanh miii
tén 2 chiéu, nhén giit va kéo ré chudt t&i vi tri cin thiét.
Cdch 2
Budc 1: Kich chuét bdi den ¢t hosic dong cin thay ddi do réng.
Buéce 2: Vao menu Home chon cong cu Format.
1.2.2 Pudng ké trang trf bang, mau nén
Béi den ving cin dinh dang, kich chuét phai chon Format Cells, sau ¢ chon
théBorder (dudng ké trang tri bang) hoac chon thé Fill (mau nén).

2. Mgt s6 ham trong Excel
2.1 Cdc ham co bdn trong Excel
2.1.1 Ham SUM
- Muc dich: Tinh tong vimg di lidu.
- Cu phap:
=SUM(ving dir li¢u)
Ving dit liéu c6 thé xac dinh bing 2 cach:
+ Dang ligt ké: Liét ké ra tit ca danh sach cac 6 dit }iéu can tinh tdng.
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Vidu:

=SUM(D3,D5,D7,D14)

+ Dang danh séch: Xac dinh chi s du, chi sb cubi dé chon toan bd ving dir liéu.
Vidu:

=SUM(D5:D20)

2.1.2 Ham Average
- Muc dich: Tinh trung binh cdng ving dir liéu. |
- Ca phép:
=Average(ving dir liéu)
_ Vi du: Tinh trung binh cdng cot lwong tir 6 C5 dén C20

=Average(C5:C20)
2.1.3 Ham Min
- Muc dich: Tim gid tri nhé nhét trong ving dit Liéu.
- Cl phap:
=Min(ving dit li¢u)
_ Vi du: Tim gié tri nho nhét trong vimg C5 dén C20

= Min(C5:C20)
2.1.4 Ham Max
- Muc dich: Tim gid trj 1én nhét trong ving dit ligu.
- Cl phap:
=Max(vang dir liu)
- Vi du: Tim gi4 tri 16n nhit trong vimg C5 dén C20

=Max(C5:C20)
2.1.5 Ham Counta
- Muc dich: Pém cic 6 ¢b chira dir liéu trong vung bang.
- Cu phap:
=Counta(Danh sich 6 dit liéu)
Vi dy: Dém chc 6 cb dit liu tix C5 dén C20
=Counta(C5:C20)
2.1.6 Ham CountBlank
- Muc dich: Pém céc 6 khong co dir ligu trong ving bang.
- Ct phép:
=CountBlank(viing dit liéu)
Vi du: Dém céc 6 khong c6 dit liéu tir CS dén C20
=CountBlank(C5:C20)
2.1.7 Ham Count

S TN

- Muc dich: Dém céc 6 c6 dif liéu dang sb trong vimg bang.
- Ci phép:
=Count(vung dir liéu)




- Vi du: Pém c4c 6 c6 dit liéu dang sé tir C5 d¢én C20

=Count(C5:C20)
2.1.8 Ham DAY
- Muc dich: Trich ra s§ ngay coa biéu thitc dang ngay thang.
- Ci phap:

=DAY(<B/t kiéu ngay >)

Vidu:
=DAY(A3) hodc DAY (“10/20/2000) cho gia trj 1a 20
2.1.9 Ham MONTH
- Muc dich: Trich ra sb thang cia biéu thirc dang ngay thang
- Ci phép:
=MONTH(<B/t kiéu ngay >)

Vi du:
=MONTH(*10/20/2014") cho gia tri 14 10
2.1.10 Ham YEAR
- Muc dich: Trich ra sé ngay ciia biéu thitc dang ngay thang.
- Ct phap:
=YEAR(<B/t kidu ngay >)

Vi du:
=YEAR(*24/11/2014") cho gia tri 12 2014
2.2 Nhom hiam diéu kién - ham tham chiéu
2.2.1 Ham diéu kién
= ifflogical_test, value_if true, value if false)
- Cong dung: Cho ra gia trj value_if true néu logical test 1a TRUE va cho ra gié tri
value if false néu logical test 1a FALSE.
- Giai thich:
+ logical_test: Biéu thirc logic.
+ value if true: Gia tr1 dung.
+ value_if false: Gia tri sal.
Chu y: Trong truong hop c6 nhidu diéu kién ta phai sir dung cic ham IF 16ng
nhau (khdng qua 8 vong).
IF (logical test, value_if true, IF (logical test, value_if true, ... (n)
Trong d6 (n) 12 s6 14n déng ngodic twong tmg véi s6 ham IF duge sir dung.
Mt s6 ham diéu kién khac
Ham COUNTIF:
Dém céc 6 trén vimg Range thoa mén tiéu chuan Criteria.
= COUNTIF(range,criteria)
Ham SUMIF:
COng gia tr] trong ving (Sum_range) c6 cac 6 tong img (cung mdt déng) trong
ving (Range) thoa mén tiéu chuén (Criteria).
= SUMIF(range,criteria,sum_range)
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- Gidi thich:

+ Range: Ving chira cac 6 cin u6c luong.

+ Criteria: Tiéu chuén djt ra.

+ Sum_range: Ving chira cac 6 duge cong. Cac 6 trong vung sum_range chi duge
cdng néu cac 6 twong tmg trong ving range phu hop véi tiéu chufn criteria. Néu b6 qua
sum_range thi chinh céc § trong viing range dugc cong.

2.2.2 Ham lién két cac diéu kién
Ham AND

= AND(logicall logicall,..)

- Cong dung: Cho ra gié trj ding khi tit c cac diéu kién logicall, logical2,... déu 1a
diing va cho gid trj sai khi mot trong cac diéu kién 13 sai.
Ham OR :
= OR (logicall,logical2,...)
- C6ng dung: Cho ra gi4 trj dung khi mdt trong cac diu kién logicall, logical2,... ding
v cho gia tri sai khi tAf ca cAc diéu kién Ia sai.
Ham NOT
= NOT(logical)
- Cong dung: Cho ra gi4 tri ding khi diéu kién logical sai va nguge lai.
2.2.3 Ham tham chiéu
Ham VLOOKUP
- Muc dich: Ham nay thuc hién tim gid tri dugc chi dinh trong d6i Lookup_value, va
fim & cOt du tién trong bang cho trude. Két qua la giao clia hang vira tim d6 véi ct
chi dinh trong dbi Col_index_num.
- Cu phép:
=VLOOKUP(Lookup_value, Table_array, Col_index_num, Range_lookup)
- Giai thich:

+ Lookup_value: Gia tri cn tim trong cOt thir nhét clia bang giéi han.

+ Table_array: Bang gio1 han dé do tim.

+ Col_index_num: S thir fir cot trong bang gi6i han dé tra vé két qua.

+ Range _lookup: La gié tri Logic (TRUE=1, FALSE=0) quyét dinh so chinh
xéc hay so tuong dbi véi bang gidi han.

Néu Range_lookup = 1 (TRUE): So tuwong dbi.

Néu Range_lookup = 0 (FALSE): So chinh x4c.

Néu bo qua déi nay thi Excel hiéu la Range_lookup = 1.

Ham HLOOKUP
- Muc dich: Ham nay c6 cdng dung 14 tim trong hang trén cling cla bang va trd ve mét
gia tri trong hang trén cung, voi su kiém tra cdt trong Ung cia gia tri dugc tra vé thoa
man diéu kién.
- Ct phap:
= HLOOKUP(lookup_value,Table_array,Row_ index_num , Range_lookup)
- Gidi thich:
+ Lookup_value: Gié tri cin tim kiém.

PRI
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+ Table_array: La méang, tén, diy hay vimg dé tim kiém théng tin.

+ Row_index_num: Thir ti cia hang cin tim.

+ Range_lookup: La gia trj Logic (TRUE=1, FALSE=0) quyét dinh ham s& so
chinh xac hay tuong d6i véi d6i s6 Lookup_value.

'Néu Range_lookup=1 (TRUE): So trong déi.

Néu Range_lookup=0 (FALSE): So chinh x4c.

Néu b6 qua d6i nay thi Excel hiéu 1a Range_lookup =1,

3. Sap xép va téng hep dir lidu
3.1 Sdp xép dit ligu
- Muc dich: Sép xép lai dit liu theo mét trét t nhét dinh phu thugc vao trrdng cén sip xép.
- Thao téc: Kich chudt chon tiéu & ciia truomg can sap xép dit liéu, sau @6 vao menu
Data chon cong cu.

A->Z 3é sip xép theo chiéu ting din.

Z>A dé sip xép theo chibu giam dén.
- Thao tac sap xép cb lwa chon: Kich chu6t bbi den toan b bang tinh cin sap xép (Boi
den ca phén tidu d&) sau d6 kich chudt vao menu Data chon cfng cu Sort man hinh
xuét hién bang chon Sort. Trong do:

+ Sort By: chon ra trudng cin sép xép thir nhét.

+ Sort On: Chon kiéu gia trj cn sip xép (thudomg 13 Values).

+ Order:Chon céch sip xép (Largest to Smallest: sip xép tir 16n dén bé. Small
to largest: Sép xép tir bé dén 16m).
Két thic kich chon OK.
3.2 Loc dir liéu ne dpng
- Muc dich: Loc ra nhitng dir liéu thoa man diéu kién hra chon.
- Thao t4c: Kich chudt bdi den viing bang cin loc dir lidu, vao menu Data chon céong
cu Filter bang tinh xut hién cac miii tén trén tidu dé cot, kich chuot vao hinh phéu dé
chon cac diéu kién loc cho timg 6 dif liéu.

Kich chudt chon muc Number Filter d chon cac diéu kién loc nhur sau:

Cac toan tir so sanh

Equals Bing
Does not equal Khac
Is greater than Lén hon
Is greater than or equal to Lén hon hodc bing
Is less than Nho hon
Is less than or equal to ~ Nhé hon hoic bing
Be gins with Bit d4u bdi tir
Ends with Két thic béi fir
Does not ends with Khéng két thiic bing tir

Sau thao tac nay muén huy bo 1énh tur dong loc ta kich chudt vao menu Data
chon lai cong cu Filter.




19

Chi y: Trudmg hop khong xuét hién tiéu dé cot ciia bang ta phai chon Header row.

PHAN 4: MICROSOFT POWERPOINT

1. Ap dung theme c6 sin cho bai thuyét trinh

Khi tao bai thuyét trinh méi theo dang Blank thi PowerPoint s& ap dung Office
theme mic dinh cho bai thuyét trinh mdi. Tuy nhién, ban c6 thé d€ dang 4p dung thay
d61 sang theme khac cho bai thuyét trinh bat ky liic nao ban mudn.

Céc budc thyre hanh nhur sau:
Budce 1: M@ bai thuyét trinh sén cé.
Budc 2: Vao ngan Design, nhém Themes, nhép chudt chon kiéu Theme mé ban muén.
2. Mt sb thao tic véi Slide

C6 nhiéu kiéu bd tri cac placeholder tren slide ma PowerPoint xdy dung sin
duoc goi 12 cac layout. Tuy theo ndi dung cAn xdy dung cho slide ma ta chon kidu
layout phu hop.
2.1 Chen slide méi
Bude 1: Chon ngin Slides trong ché 46 Normal View va nhép chudt vao dudi slide
dau tién do PowerPomt tur tao ra khi ban tao bai thuyét trinh méi. Khi d6, ban sé thay
mdt dudng nim ngang nhép nhéy cho biét d6 12 vi tri ma slide moi s& dugce chén vao.
Bude 2: Vao ngin Home chon nhom Slides.
Buéc 3: Nhén nit New Slide, hap chira cac kiéu layout xuét hién.
Buac 4. Nhép chudt chon mét kiéu layout, slide mdi s& dugc chén vao bai thuyét trinh
theo kiéu layout vira chon.
2.2 Sao chép slide
Buéc 1: Trong ché d6 Normal View, chon cac slide trong ngan Slides mubn sao chép.
Budc 2: Nhip phai chudt 1én mot trong s& cac slide dang chon dé mo thyc don ngir
canh.
Budée 3: Chon Duplicate Slide tir danh séch 1énh.

Chon nhiéu slide:
- Néu cac slide chon la hen tuc: nhip chudt chon slide ddu tién rdi gitr phim Shift va

nhap chudt véao slide cudi cing,

- Néu cac slide chon 13 khong lién tuc: nhap chuét chon slide dau tién va gitt phim Ctrl
trong khi nhip chudt chon cdc slide khac.

2.3 Thay dbi layout cho slide

Budc 1: Trong ché do Normal View, chon céc slide trong ngén Slides mubn sao chép.
Budc 2: Chon slide cin thay ddi layout.

Budc 3: Vao ngin Home chon nhom Slides, nhén nut Layout.

Budc 4: Chon kiéu layout méi cho slide.

2.4 Thay déi vi tri cdc slide

Buéc 1: Trong ché @5 Normal View, chon slide trong ngan Slides mudn sép xép.

Buéc 2: Dung chudt kéo slide dén vi tri méi trong ngan Slides va tha chudt. Slide s&

xuat hién & vi tri moi.
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2.5 Xéa slide
Budc 1: Trong ché d6 Normal View, chon slide trong ngin Slides muén x6a. ~
Budc 2: Nhin phim Delete trén ban phim dé xéa slide hoic nhip phai chudt 1én slide
va chon Delete Slide.
M3t s6 thao tic khac:
Thao tdc chén dnh c6 sin trong Word:
- Muc dich: Chén anh v& cd sin trong cai dit Microsoft PowerPoint vao slide.
- Thao tac:

+ Budc 1: Kich chuét vao menu Insert chon cong cu Clip Art .

+ Buéc 2: Néu da c6 sin anh kich chudt vao hinh anh cn chén. Néu chura c6
anh kich chu6t vao niat Go man hinh hién thi danh sich cac anh.

+ Bude 3: Kich chuét chon anh cén chén.
- Thao tc sira anh: Chon 4nh cin stra, man hinh xut hién 8 nit quanh anh, ta kich
chuét thu hep hoac ndi rong anh.
Chén chit nghé thugt (WordArt)
- Muc dich: Chén kiéu chir nghé thuat dang anh.
- Thao tac:

+ Bude 1: Kich chudt vao menu Insert chon cong cu Word Art.

.+ Buéc 2: Chon kidu chit nghé thuit, g6 chir vao bang hién thi va chon phong
chit, kich thudec.
-+ Buée 3: Két thic nhin OK.
Chen tiéu d¢ cho slide
- Muc dich: Dit tidu dé cho cac slide.
- Thao tac;
+ Budce 1: Kich chudt vao menu Insert chon cong cu Header&Footer.
+ Buéce 2: Kich chon cac muc Date and time, muc Slide number, muc Footer.
_+ Budc 3: Nhin chudt chon Apply hodc Apply to All

3. Lam viéc véi hiéu tmg - hoat cinh

PowerPoint cung cip rit nhiéu hiéu tmg va dugc chia 1am 4 nhém:

- Hiéu img Entrance:Cac dbi twong ap dung hiéu tng s& xudt hién trén slide hodc c6 xu
huéng di chuyén tir bén ngoai slide vao trong slide.

- Hiéu tmg Exit: Céc dbi twong 4p dung hiéu {mg s& bién mét khoi slide hodc c6 xu
huéng di chuyén tir trong slide ra khéi slide.

- Hiéu \mg Emphasis: Nh4n manh ndi dung 4p dung hiu img.

- Hiéu tmg di chuyén: Hiéu {mg Jam cac dbi tuong di chuyén theo mot dudng di qui
dinh truée (Motion Paths).

3.1 Hi¢u irng cho doi tegng

Budc 1: Chon dbi tuong (vin ban hoic hinh anh...) cin tao hiéu tmg.

Budéce 2: Vao menu ANIMATIONS, nhoém Animation, nhép chudt chon kiéu hiéu ung
cén dit.

Chu y:
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- Khi chon hiéu tmg xong, d6i trgng trén slide xudt hién thém sb thrtrla 1 & dan.
Pidu nay c6 nghia ddy 13 hiéu ung s&€ dugc thyc thi d4u tién trén slide.

- Nt Effect Options trong nhém Animation: ding thay @bi, thiét 14p lai c4ch trinh dién
cta hiéu img do.

Lura chon thém cac higu émg Ko ¢ sén:

Budc 1: Kich chudt vao miii tén (More) trong nhém Animation.

Buée 2: Chon More Entrance Effects, hop thoai Change Entrance Effect xuét hién.
Bude 3: Lua chon hiéu ung.

Budc 4: Nhin OK.

X6a bé hiéu img cho ddi twgng

Budc 1: Chon dbi twong can x6a hiéu img.

Budc 2: Vao menu ANIMATIONS chon kiéu None.

Sao chép hiéu irng

Bude 1: Lua chon hiéu ing cho d6i trong.

Budc 2: Tt tinh nang AutoPreview.

Budc 3: Chon Animation Painter trong nhém Advanced Animation.

Budc 4: Kich chon hiéu img cin sao chép.

3.2 Hiéu irng chuyén slide

Muc dich: Tao hiéu irng khi chuyén tir mét slide nay sang slide khac.

Buéc 1: Chon slide cin tao hiéu img.

Bude 2: Vio menu TRANSITIONS. Trong nhém Transition to This Slide, chon kiéu
hiéu tmg trong danh muc ¢ san.

Chi y:

- Tuy chon thém kiéu hiéu tmg vira chon ta chon Effect Options.

- Thiét l4p thoi gian, 4m thanh cho trang higu img, ta lua chon trong nhom Timing.

- Nhén Apply to All ap dung kiu hiéu img chuyén trang cho tit ca céc slide trong bai
thuyét trinh. Khi d9, tht ca cAc slide s& c6 hiéu g gidng nhau.

Xo6a bo hiéu img chuyén slide

Buac 1: Chon slide can x6a hiéu ung,

Bude 2: Vio nhém Transition to this Slide, chon kiéu None.

Néu mudn x6a hiéu tmg chuyén trang cia tit ca slide ta chon Apply to All trong nhom

Timing.
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PHAN 5: INTERNET CO BAN

1.Mot s dich vu trén Internet 7
1.1. Dich vu mang théng tin toan ciu WWW (World Wide Web)

World Wide Web duoc tao ra ndm 1989 bdi Sir Tim Bemérs—Lee, lam viéc tai
CERN, Thuy S§. Tir World Wide Web thudng dugc goi tit 1a Web, 13 mot hé théng
céc trang van ban dugc 1ién két v6i nhau théng qua Internet.

Véi mét trinh duyét Web, ngudi ding c6 thé xem trang Web chira vin ban, hinh
anh, video va cédc loai hinh da phwong tién khac. Nguoi diung co thé di chuyén qua lai
giita cac trang web thong qua céc siéu lién két (hyperlink).

1.2. Dich vu thir dién tir - Electronic Mail

’ Thu dién tir, hay thudng goi e-mail, 1a mét trong nhimg tinh ning quan trong
nh4t cta Internet. Mic du ban ddu dugc thiét ké nhr mét phuong thirc truyén céc
thong diép riéng gilta nhitng ngudi ding Internet, Internet e-mail Ja phwrong phap
truyén vin ban ré tién nhét c6 & moi noi. Chi tén khoang vai cent dé giri e-mail di bit
ky dau trén thé gidi, ré hon nhiéu so voi cude buu dién loai thép nhét. Mot trong
nhiing loi ich chinh ciia e-mail 13 tbc d6 hru chuyén. Tuy khong tirc thoi nhur fax, thai
gian truyén e-mail thudng duoc tinh bang phut, ngay ca khi nguéi giri va ngudi nhén &
tin haj dau cia trai dit. Hé théng dia chi e-mail: Mot vén dé vo cung quan trong trong
qud trinh gri hay nhén thur 13 cich xac dinh chinh xac dia chi cia thur cin giri dén. DBé
thue hién didu ndy ngudi ta sir dung dich vu danh tén ving (Domain Name Service -
DNS). Dua trén dich vu danh tén ving, viéc ddoh dia chi e-mail cho ngudi sir dung s€
rit don gian nhw sau: Tén_ngudi st dung@Tén diy da clia_domain.

1.3. Dich vu tén mién - Domain Name System (DNS)

Pia chi IP dt dugc bidu difn dudi dang mot sb nguyén 32 bits hay dang chim
thap phin déu rat khé nhd ddi véi ngudi sir dung, do 46 trén mang Internet ngudsi ta da
x4y dyng mét dich vu ding dé d6i tén clia mdt host sang dia chi IP. Dich vy d6 14 dich
vu danh tén ving (Domain Name Service DNS). DNS cho phép ngu&i sir dung
Internet c¢6 thé truy nhdp téi mot mdy tinh bang tén ciia nd thay vi bang dia chi IP.
Viéc dénh tén ving dugc td chirc dang cdy. Tén ctia mot host s& dugc dit bang cach di
tir ot biéu dién host 1én tin gbc.

Viéc danh tén viing khong chi c6 g1 1a khdng bét ngudi sir dung nhé dia chi IP
cia cac host ma né con lam d& ding hon trong viée t§ chirc mang.

2. Tim kiém va khai thac thong tin trén Internet
2.1 Xdc dinh thong tin va pham vi cdn fim kiém

Dé tim kiém théng tin, trude tién cin phai xac dinh tir khéa (Key Words) cua
thong tin muén tim kiém, d4y 13 phén rat quan trong, tir khoa 12 tir dai dién cho thong
tin cn tim. Néu tir khéa khong 15 rang va chinh x4c thi s& cho ra két qua tim kiém rét
nhiéu, rit kho phan biét va chon duoc théng tin nhu mong mudn, con néu tir khéa qua
dai két qua tim kiém c6 thé khong c6. |
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Vi du: Muédn tim théng tin vé céch sir dung méy vi tinh:

» Néu nhap tir khéa vi tinh thi két qué s& c6 rét nhiéu bao gbm ca théng tin mua
b4n, Iép rap, sira chira,... may vi tinh.

« Néu nhép tir khéa cach sir dung méy vi tinh thi s& c6 rét it hoic khong c6 két
qua théng tin vé tir khoa nay.

» Trong trudmg hop nay ding tir khoa st dung vi tinh ¢ thé s& cho két qua tdi
wu hon.

Théng thudng chi cin nhap tir khoa mubn tim va nhan Tim kiém (Search) holic
nhén phim Enter thi s& cho ra nhiéu két qui tim kiém bao gdm dia chi lién két dén
trang Web c6 tir khéa va vii dong mé ta bén dudi, chi can nhén trai chudt vao dia chi
lién két s& m duge trang Web co théng tin mudn tim.

2.2 Siz dung cdc tir khéa va phép todn hé trg im kiém

Pé mo réng cac chic ning tim kiém, cfing nhu tao thém nhiéu tién dung cho
ngudi ding, cac Search Engine ciing d4 hd trg thém nhiéu phép toan va tir khoa. Di
nhién m&i Search Engine cé thé s& hd trg nhimg phép toan va tir khoa khac nhau. O
day chi néu ra mot sé phép toan va tir khéa co ban duge hd tro boi héu hét cac Search
Engine.

« Ding phép + : Pé tim cac trang c6 mit tit ca cac chit cia tir khéa ma khéng
theo thir tw nio hét thi viét nbi cac chir ndy véi nhau bing déu +. Thi du: Tim trangnéi
vé cach thie viét Linux scripts ¢6 thé dung b tir khéa: +Linux +script +tutor

» Ding phép - : Trong sb cic trang Web tim dugc do quy dinh cia tir khoa thi
Search Engine s& loai bo cc trang ma ndi dung cua ching co chira chif (hay cum tir)
dung ngay sau d4u trir. Thi du: Khi tim tin tirc vé cac loai xe ding k¥ thuit laiméi
chua c6 ban trén thi truong nhung khéng mudn céc trang bén xe hay cic trang néi vé
hai kiéu xe Prius (cia Toyota) va kiéu xe Insight (ciia Honda) lot vao danh céch truy
tim thi c6 thé thir tir khéa: +car +hibrid -sale -Prius ~Insight

« Ding du ngoiic kép " " : Khi mudn chi thi Search Engine nguyén vin ciia
cum tir, c6 thé ding déu ngodic kép. Thi du: Dé tim lai nguyén tic va ndi dung bai tho
¢6 cdu nudc non ning mdt 1di thé thi co thé thir ding tir khod véi ngodc kép: "Nudc
non nang mot 101 thé".




