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PHAN I: HIEU BIET VE CNTT CO BAN

1. Thong tin va khoa hgc xir ly thong tin

1.1. Théng tin

Thong tin (Information) 1a mét khai niém triru tugng, tuy nhién day lai
chinh 1a cai dé chung ta co thé hleu biét va nhan thtc thé giéi. Thong tin ton tai
khach quan, c6 thé ghi lai va truyén di.

1.2. Khoa hgc xir ly thong tin

C6 rat nhiéu tén goi khac nhau lién quan dén nganh khoa hoc nay. C6 thé
ké dén nhing tén goi khac nhu Khoa hoc may tinh {Computer Science), Tin hoc
{Informatics), Cong ngh¢ thong tin {Information Technology)... Tuy nhién, cho
du c6 nhiéu tén goi dé mo ta, tit ca déu thong nhat chung & mot diém;

- Khoa hoc xtr 1y thong tin 1a nganh khoa hoc nghién ctru cac phuong phap,
cong nghé, k¥ thuat xir 1y thong tin mot cach tu dong bang may tinh dién tir.

2. Kién thiic co ban vé may tinh va mang may tinh

2.1. Khai niém cac thiét bj

2.1.1. May tinh ca nhan (PC- Personal Computer)

Thuat ngtr may tinh ca nhan néu trén dugc phé bién boi tap chi Byte, ciing
nhu May tinh Apple, vao cu6i thap ni€n 1970 dau thap nién 1980, va sau do la
IBM vé1 May tinh cd nhan IBM. Nhitng mdy tinh ca nhan con duogc goi 1a may
tinh gia dinh.

—
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May tinh ca nhan

2.1.2. May tinh xach tay (Laptop Computer, Notebook Computer)

May tinh xa&ch tay hay may vi tinh xach tay (Laptop computer hay
Notebook computer) 1a mot may tinh c4 nhan gon nhé cé thé mang xach duoc.
N6 thuong c6 trong luong nhe, tiy thudc vao hing san xuit va kiéu may danh
cho cac muc dich str dung khac nhau.



Laptop

May tinh x4ch tay c6 ddy du cac thanh phan co ban ctia mdét may tinh
ca nhan thong thuong.

2.1.3. May tinh bdng (Tablet Computer)

May tinh bang (Tablet Computer) con duoc goi ngan gon 1a Tablet, 1a mot
loai thiét bi may tinh tat ca trong mot véi man hinh cdm ung 7 inch trd 1én, su
dung but cam tmg (néu c6) hay ngon tay dé nhap dit liéu thong tin thay cho ban
phim va chudt may tinh.

May tinh bang

La loai thiét bi di dong thir ba, khong phai 1a may tinh xach tay hay dién
thoai di

dong. Loai may tinh nay c6 thé chay mot trong cac hé diéu hanh phd bién
hién nay nhu: 10S, Windows, Android.

2.1.4. Dién thogi thong minh (Smart Phone)

Pién thoai thong minh (Smart phone) 12 khai niém dé chi loai dién thoai
tich hop mdt nén tang hé diéu hanh di dong voi nhiéu tinh ning ho trg tién tién
vé dién toan va két ndi dua trén nén tang co ban cua dién thoai di dong thong
thuong.

Ban dau dién thoai théng minh bao gdém cac tinh ning cia dién
thoai di dong thong thudng két hop véi cac thiét bi phd bién khac nhu PDA,
thiét bi dién tir cam tay, may anh k¥ thuét sd, hé thong dinh vi toan cau GPS.



Dién thoai thong minh

Pién thoai thong minh ngay nay bao gém tat ca chirc ning cta laptop nhu
duyét web, Wi-Fi, cac ing dung cua bén thr 3 trén di dong va cac phu kién di
kém cho may.

Nhiing dién thoai thong minh pho bién nhat hién nay dua trén nén tang cia
hé diéu hanh Windows Phone ctia Microsoft, Android ctia Google va iOS cua
Apple.

2.2. Cac khai niém phan cig, phan mém

2.1.1. Phin cirng (Hardware)

Phan cung 1a cac thanh phan vat Iy ctia may tinh. Cac thanh phan vat Iy ¢
day bao gém céc thiét bi dién tir va co khi.

Vi du: man hinh, bo mach chu, chudt, ban phim,...

2.3. Cac bg phin co bdn ciia mady tinh cd nhin

2.3.1 .Khoi xtt ly trung tam

Khéi xtr Iy trung tdm, hay con goi 1a bo vi xir Iy {Central Processing Unit),
1a bd ndo ctia may tinh. Cong viéc chinh cta khéi xir 1y trung tam 14 tinh toan va
diéu khién moi hoat dong trong may tinh.

2.3.2. B0 nho (Memory)

Bo nhé trong (Internal Storage): dung dé chira cac 1énh va dir liéu phuc
vu cho qua trinh thuc hién cac chuong trinh xtr 1y, Bo nhé trong bao gom:

- B6 nh6 truy cip ngiu nhién (RAM), thong tin s& bi xo4 khi tat may;

RAM 14 bd nhé truy cip ngiu nhién, tao thainh mot khong gian nhé tam dé
may vi tinh hoat dong. Tuy goi l1a b nhé nhung khi tit may vi tinh thi RAM
chang con nhé gi dit ligu timg dugc may luu trén do.

Cu thé hon, RAM Ia noi nh¢ tam nhiing gi can lam dé CPU c6 the xur ly
nhanh hon, do téc do truy xuat trén RAM nhanh hon rat nhiéu 1an so véi 6 cing
hay cac thiét bi luu trir khac nhu thé nhd, dia quang... Bo nhd RAM cang nhiéu
thi may vi tinh ctia ban ¢6 thé md cung lac nhiéu {ung dung ma khong bi cham.

Dung lrong bé nhd RAM hién duoc do bang gigabyte (GB), 1GB tuong
duong 2'° byte. Hau hét may tinh thong thuong ngay nay déu c6 it nhit 2-4GB



RAM, véi cac may cao cap thi dung lugng RAM c6 thé 1én dén 16GB hoic cao
hon

B nhé RAM

- B6 nh¢ chi doc (ROM), chura cac thong tin vé hé théng, thong tin khong
bi mat di khi tat may; ,
- B0 nhé dém (Cache), cung cap bd nhd dém khi c6 yéu cau tir h¢ thong.

B0 nhé ngoai (External Storage): bo nhé ngoai con duge goi la cac thiét
bi luu trir ngoai; Mot so thi€t bi luu trit ngoai thong dung thuong dung nhu dia
cung, dia CD, thé nhé (USB).

O dia cing (Hard Disk Drive — HDD)

O dia ctng (con goi 1a 6 ctng) 1a bd nhd luu trit chinh ctia may vi tinh, cac
thanh qua cta mot qua trinh lam viéc duge luu trir trén 6 dia cing trudce khi co
cac hanh dong sao luu du phong trén cac dang bo nho khac.

O cung 1a noi luu trir hé diéu hanh, phan mém va moi dit liéu do nguoi
dung tao ra. Khi tat mdy, moi thir vin con d6 nén ban khong phai cai lai phan
mém hay mat dir liéu khi mo may. Khi bat mdy vi tinh, hé diéu hanh va tng
dung s& dugc chuyén tir 6 cting 1én bo nhd RAM dé chay.

Dung luong luu trit 6 ctng cling duge do bang gigabyte (GB) nhu bd nhd.
Mot 6 dia cimg thong thudng hién tai c6 thé chta 500GB hodc tham chi 1
Terabyte hodc hon. Hau hét 6 cting duoc ban ngay nay 1a loai truyén thong — sur
dung dia kim loai dé luu trit dir liéu bang tir tinh.

O dia cimg (HDD)
10



Song hién cling dang thinh hanh mét loai méi hon la 6 6 cung thé rang (Solid
State Drive — SSD). O cimg SSD la loai 0 6 st dung cac chip nho chtr khong co
phan quay co hoc, loi diém cta cong nghé méi nay 1a cho toc do doc va ghi
nhanh hon, hoat dong yén tinh va d¢ tin cdy cao hon, nhung gia cua loai 6 b cing
SSD vén con dit hon 6 cimg truyén thong.

O dia ctg (SSD)

O dia quang (CD, DVD)

O dia quang la thiét bi dung dé doc/ghl dia CD hay DVD bang anh sang
laser (thuong mat nguoi khong nhin thay dugc anh sang nay), nguyén ly cua 6
dia quang la chiéu laser chiéu vao bé mit dia dé 4nh sang phan xa lai vao dau
thu ro1 giai ma thanh tin hiu.

Hau hét may vi tinh dé ban va may tinh xach tay (ngoai trir cic may dong
siéu mong hay qua nho gon) déu di kém véi mot 6 dia quang, noi doc/ghi dia
CD, DVD, va Blu-ray (tuy thuoc may).

O dia quang (CD/DVD)

Ngay nay, voi su phat trién cua tbc do truy cap Internet thi hau hét di liéu,
phim anh déu c6 thé luu trir hodc cai dat tir cac dich vu dién toan dam may (hay
noi cho dé hleu 1a mot noi luu trir trén Internet) nén 6 dia quang ciing dang bién
mat dan nhu 6 dia mém.

2.3.3. Céc thiét bi vao/ra (Input/Output Device)

2.3.3.1. Cdc thiét bi vao (Input Device)
Cac thiét bi vao dung dé dua thong tin va dir liéu vao may tinh. Cac thiét bi
dau vao bao gom ban phim, chudt, may quét, micro...

11



Ban phim giup ngudi ding nhan phim dua thong tin vao may; Chudt gidp
ngudi ding nhan nat, truyén lénh vao may tinh; May quét dua thong tin dudi
dang anh vao may tinh dudi dang sé hoa; Micro dua thong tin dudi dang am
thanh.

2.3.3.2. Cac thiét bi ra (Output Device)
Cac thiét bi vao cho phép thong tin c6 thé dugc xuat ra tir may tinh, bao
gom may in, man hinh, loa...

Man hinh gidp hién thi thong tin, may in gitip thong tin duoc in ra gidy, loa
gitip théng tin duoc Xuat ra dudi dang &m thanh.

2.3.3.3. Cdc thiét bi ngoai vi (Peripheral Device)
Thiét bi ngoai vi 1a thiét bi c6 thé két néi vao may tinh. Nhu vay, toan bo
c4c thiét bi nhu may quét, may in, ban phim, chuét, loa... 1a thiét bi ngoai vi.

3.3.3.4. Cdc logi cong

- Cong noi tiep (Serial Port)

Cong ndi tiép 1a mot khe cam nhiéu chan & phia sau may tinh (hinh thang,
c6 hai day chan), cho phép céac thiét bi c6 the két ndi véi may tinh; Cac cong noi
tiép thuong duoc dat tén [a COM1 hoac COM2. =1 PS/2 Keyboard

Vi du: modem ~aleo
‘ ~'3. USB —

4. S-PDIF )%.
)
J

- Céng song song (Parallel Port) |

cong song song la mot khe cam nhiéu | |
chan ¢ phia sau may tinh (hinh thang, c6 hay
day khéng chan) cho phép cac thiét bi c6 the két | EhEieE “BATE o
ndi voi may tinh; Cac cong song song thudng [
duoc dat tén la LPT1 hoac LPT2. Vi du: may in;
may quét.

5. RS-232 serial
6. USB 3.0

- Cong da nang USB (Universal Serial
Bus)

Cong da ning USB 1a méot bo phan mai
trong may tinh, chi cé trong cac may tinh thé he |
méi gan day. C6 thé c6 mot hoiac nhiéu chan

12




cam USB ¢ trén than vo may; Thuat ngir da nang noi 1én rang viéc két ndi giita
hé théng va cac thiét bi déu c6 kha nang két ndi dugc, mién 1a duoc thiét ké theo
chuan giao tiep USB.

So @6 khdi chire niing va cac bé phan chinh trong may tinh:

May vi tinh ¢4 nhan (PC) dugc cau thanh tir nhiéu b phan nhu ban phim,
chudt, man hinh, vé may, bo mach chu (mainboard),....

C6 nhiéu hing san xuét, nhiéu dong san pham khac nhau, nhung vé tong

quat, mot may tinh PC duoc thiét ké, phan chia thanh cac khdi chirc nang chinh
Sau.

KHOI XU LY TRUNG TAM
(CPU)
Cac thiét bj vao Bo B0 s6 Céc thiét bi vao
dicu hoc, Man hinh
(Ban phim, chugt, |—> Kkhién I6gic — (Man hinh,
mdy quét, ....) may in, loa, ....)
Céc thanh ghi

B0 nhé trong

N
A 4

B6 nhé ngoai

2.1.2. Phin mém (Software)
2.1.2.1. Phdn mém hé théng

Phin mém hé thong1a phan mém mady tinh thiét ké cho viéc van hanh
va diéu khién phan cing may tinh va cung cép mot kién tric cho viéc chay phﬁn
mém Ung dung. Phan mém hé théng c6 thé dugc chia thanh hai loai, hé diéu
hanh va phan mém tién ich.

H¢ dleu hanh (Microsoft Windows, Mac OS, va Linux,...), cho phep
cac phan mém cia mot may tinh lam viéc voi nhau bang cach truyén dan dir
liéu gitra B nho va 6 dia hodc xuit dir liéu ra thiét bi xuat. N6 cling cung cap
mot kién tric cho viéc chay phan mém hé théng cép cao va phan mém tng
dung.

13
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Mot s6 hé didu hanh cho may tinh va thiét bi di dong
Phan mém tién ich gitp cho viéc phan tich, cAu hinh, danh gid va bao vé
may tinh.
Trong mot so an pham thuat ngir phan mém hé thong cling bao gom nhing
cong cu phat trién phan mém (nhu 14 trinh bién dich, trinh lién két, trinh sta 161).
2.1.2.2. Phdn mém wng dung

Phan mém tng dung (Application Software, con viét tit 1a Application
hodc app) la mot loai chuong trinh ¢6 kha nang lam cho may tinh thyc hién truc
tlep mot cong viéc nao d6 nguoi dung mudn thyc hién. Piéu nay khac v6i phan
mém hé thdng tich hop céc chiic ning ctiia may tinh, nhung c6 thé khong truc
tiép thuc hién mdt tac vu nao ¢ ich cho nguoi dung.

Vi dy tiéu biéu cho phan mém ung dung 13 chuong trinh xtr 1y vin ban,
bang tinh, chuong trinh gidi tri, trinh duy¢t Internet, ...

e
rSOfflc‘”e (=¥ «

@ U, A\\ .Pq
57 o

Mot s6 phan mém tng dung

Cac phian mém tng dung thuong duoc gom lai thanh b phian mém.
Microsoft Office va OpenOffice la nhiing b phan mém gém c6 chuong trinh xir
ly van ban, bang tinh va cac phan mém khac.

Céac phan mém riéng biét trong bo phan mém thuong c6 giao dién va tinh
nang tuong ty lam nguoi ding dé dang hoc va sir dung. Va cac phan mém
thuong tuong tac dugc vo1 nhau dé dem lai 1oi ich cho nguoi dung. Vi dy, phan
mém bang tinh co thé nhing mot phén van ban va nguoc lai.

14



2.1.3. Pon vi do thong tin

2.1.3.1. Bon vi do dung lwong b6 nho

Pon vi nho nhit dé biéu dién thong tin goi 13 bit, chit viét tit cua binary
digit (chir s6 nhi phan). Mot bit tuong tng vdi mét sy kién c6 mdt trong 2 trang
thai.

Vi dy: Tt (off) khi mach dién qua cong tic 13 ho.

Mo (on) khi mach dién qua cong tic 1a dong.

S6 hoc nhi phan str dung hai ky s6 0 va 1 dé biéu dién céc sb. Vi kha ning
st dung hai s6 0 va 1 1a nhu nhau nén mdt chi thi gom mdt chir s6 nhi phan cé
thé xem nhu 1a don vi chira thong tin nho nhat.

Trong tin hoc, nguoi ta thuong st dung cac don vi thong tin 1a cac bdi cuia
bit nhu sau:

Tén goi Ky hiéu Gia tri
Byte B 1 B= 8 bit
KiloByte KB 1KB = 2B = 1024B
MegaByte MB 1 MB =2"KB
GigaByte GB 1GB=2"MB
TeraByte B 1TB=2"GB

2.1.3.2. born vi do téc dé xir ly (Hz)

Hz la don vi mot dao dong trong moi gidy, mot GHz la 1 ty dao dong trong
mdi gidy. Tuy nhién téc do CPU khong chi duoc do ludong bang gia tri Hz hay
GHz, boi CPU cuia mdi hang s& co nhitng cong nghé cai thién hiéu ning khac
nhau nham 1am ting thong luong dit liéu theo cach riéng. Mot su so sanh cong
béng hon gitta cac CPU khac nhau chinh 1a s6 1énh ma ching cé thé thuc hién
mdi gidy — dang tiéc cach so sanh nay it dugc nguoi ding quan tim.

3. Mang may tinh va truyén thong

Mang may tinh hay hé théng mang (Computer Network hay Network
System) 1a sy két hop cac may tinh lai vi nhau thong qua céc thiét bi ndi két
mang va phuong tién truyén thong (giao thirc mang, méi trudng truyén dan) theo
mot cdu tric ndo d6 va cac may tinh nay co thé trao doi thong tin qua lai vai
nhau.

Mang LAN (Local Area Network), hay con goi la "mang cuc bg", la
mang tu nhan trong mot toa nha, mot khu vuc (truong hoc hay co quan chiang
han). Chang ndi cac may chil va cac may tram trong cac vin phong va nha may
dé chia sé tai nguyén va trao d6i thong tin. Van toc truyén dir liéu thong thuong
1a 10 Mbps, 100 Mbps, 1Gbps, va gan ddy 1a 100 Gbps.
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Mang cuc bo

Mang WAN (Wide Area Network), con goi 1a "mang dién rf)ng dung
trong vung dia ly lon thuong cho quéc gia hay ca lyc dia, pham vi vai tram cho
dén vai ngan km. Chung bao gdm tap hop cac may nham chay cic chuong trinh
cho nguoi dung. Cac may nay thuong goi la may luu trir (host) hay con co
ten la may chu, may dau cudi (end system). Cac may chinh duoc ndi nhau
bdi cic mang truyén thong con (communication subnet) hay gon hon 1 mang
con (subnet). Nhiém vy ciia mang con 13 chuyén tai cac thong diép (message)
tor may chu nay sang may chu khac.

Wide Area Network (WAN) i
Typs & Schemat:

b

Mang dién rong

Cac dich vu trong mang Internet: Internet la mot hé théng mang nham
két ndi cac hé thong may tinh, thlet bi théng minh trén thé gioi lai voi nhau, tao
thanh mot hé théng mang toan ciu, noi nguoi ta co thé trao doi, twong tac thong
tin qua lai v6i nhau trén pham vi toan thé giéi.

Dich vu két néi Internet true tiép (Ieased-line): Pdi v6i nhiing t6 chuc co
nhu cau két ndi Internet toc dod cao, dn dinh c6 thé thué dich vu két ndi truc tiép.
Mang cua to chirc str dung dudng leased-line s& luén ludn két ndi véi Internet
thong qua dudng truyén dan riéng. Thudng cic to chire ndy s& duge nha cung
cap dich vu (ISP) cép cho mét ving dia chi IP tinh. Vi vung dia chi IP nay, t0
chirc c6 thé gan dia chi tinh cho cic may chii va ty duy tri cac may cha dich
vu nhu ftp server, mail server, web server, Video conference,... Vi mang
cta to chirc c¢6 két ndi lién tuc vai Internet véi tde do két ndi cao va 6n dinh.
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Néu khong tu duy tri may chu, cc t6 chic nay ciing c6 thé thué dich vu chay
trén may chu cua cac ISP.

Custormer Office CS Lowminfo

bl

. | g ro Natumet @;"'
-~ ": By Leased Line (9% 2
=

Dich vu két ndi truc tiép leased-line

Dail-up: Dé két ndi cac may tinh trén toan thé gidi, mot nude, mot ving
hay khu vuc lai voi nhau, thi can thiét 1ap mdt hé théng co s& ha tﬁng vién
thong, dé viéc truyén thong gitta cac may tinh duoc thuc hién. Tuy nhién trong
giai doan dau, khong dé gi dé thuc hién nhanh cong viéc nay, ngudi ta mdi nghi
dén viéc s dung mang dién thoai c6 san dé thuc hién két noi may tinh v&1 nhau

nho card module data m¢é rong.
A

=

host compulor

-

Dich vu két ndi Dall-up

WlFl access point
.......

[PV SN

Viéc két ndi thong qua mang dién thoai nguoi ta goi 1a hé thong dial-up.
tuy nhién mang dién thoai von 1a dé thiét ké cho truyén giong noéi, 4m thanh, nén
tbc do truyén rat thap, chi vai chuc dén tram Kbps.

Ngay nay, Vaq ton tai loai hinh dich vu nay, nguoi ta dung n6 dé, két ndi
trong truong hop dé dung tam, cap thiét khong c6 hé thong khac thay theé.

ADSL : Nhu cau lam viéc v6i mdy tinh doi hoi can phai ¢6 bang thong 16n
hon cho cac ung dung nhu truyén files dir liéu, chat, email,... Tuy nhién, viéc
xdy dung co s& ha tang vién thong khong thé d& dang thuc hlen dugc trong mot

som mot chiéu, vi vy nguoi ta nghi ngay dén viéc sir dung cap dién thoai 1am
nén cho viéc mé rong mang may tinh bang thong rong.

Qua qué trinh nghién ctru, dao sdu vao nhu cau thuc té, cac nha khoa
hoc vién thong phat trién chuan truyén thong ADSL - Chuén truyén thong bang
rong.
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) ADSL Modem, Router
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Dich vu ADSL

ADSL 1a chuan két ndi vé& dién, muc dich cua no 1a dung dé két ndi cac
may tinh ¢ xa lai v&i nhau, khoang cach c6 thé 1én t6i trén Skm, v6i bing thong
két ndi du phuc vu nhu cau truyén files, email, chat... ADSL la chuin bat
d6i xtmg co nghia 1a tbc d6 download va upload khong bang nhau vi du ban
nghe nha mang noi: toc do két ndi 1a3Mbps, nguoi ndi ngdm am chi toc do
download 1a 3 Mbps (tirc 3 Mega bit trong 1 gidy), thong thuong tdc d6 upload &
vao khoang 512 Kbps. Chuan nay duoc thiét két chu yéu cho ngudi st dung phd
thong, khong yéu cau téc do upload cao. Chuan ADSL c6 biang thong download
vao khoang 1Mbps dén 4Mbps. Hién nay nguoi ta con phat trién thém chuan
ADSL 2+ toc d6 download c6 thé 1én t6i 8Mbps.

Tuong Gng v6i chuidn ADSL con ¢ VDSL, VDSL2+ day 13 chuan bat d6i
xung toc d6 cao 100Mbps/75Mbps - Download/upload trong pham vi dudi
300m, GHDSL, GHDSL 2+ 1a chuan ddi xtmg cu ly truyén c6 thé 1én t&i 7km
toc do dat duoc theo chuan GHDSL 2+ t6i da 1a 22.8Mbps

FTTH: 1a cum tir viét tat cua thut ngir Fiber-To-The-Home. La dich vu
truy cap Internet hién dai nhat v6i dudng truyén dan hoan toan bang cap quang
dén dia chi thué bao. Mang cap quang duoc dua dén dia chi thué bao giip khach
hang st dung dugc da dich vu trén mang vién thong chat lugng cao, ké ca dich
vu truyén hinh giai tri. Vi nhitng wu diém:

- Puong truyen 6 toc d6 6n dinh; toe do truy cap Internet cao.
- Khéng bi suy hao tin hiéu boi nhidu dién tir, thoi tiét hay chiéu dai cap.
- An toan cho thiét bi, khong so sét danh lan truyén trén dudng day.

- Nang cap bing thong dé dang ma khong can kéo cap moi.

I\Atv k_;" .‘ ‘ i \0
Mo hinh mang dlCh vu FTTH
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Téc do upload cua FTTH vugt qua ngudng cua chuan ADSL2+ (1Mbps)
hién tai va co6 thé ngang bang v6i tée @6 download. Vi vay thich hop véi viée
truyén tai dit liéu theo chiéu tir trong mang khach hang ra ngoai internet.

Bén canh cidc Ung dung nhu ADSL, FTTH con c6 thé cung cép
Triple Play Services (dur li¢u, truyén hinh, thoai), voi wu thé bang thong vuot
troi, FTTH san sang cho cac ung dung doi hoi bang thong cao, déc biét la
truyén hinh do phan giai cao (HDTV) yéu ciu bang thong 1én dén vai chyc
Mbps, trong khi ADSL khong dap tng duoc. Do 6n dinh ngang bang nhu dich
vu internet kénh thué riéng Leased-line nhung chi phi thué bao hang thang thap
hon vai chuc 1an.

3. Cac g dung ciia cong nghé thong tin — truyén thong (CNTT-TT).
3.1. Mét s6 img dung cong va img dung trong kinh doanh

CNTT - TT déng vai trd ngdy cang quan trong trong cudc song hang ngay
Cua con nguoi, lam cho théi quen lam vie, giai tri hay ngay ca cac hinh thic
kinh doanh ciing thay doi theo.

Chinh phu dién tir (e-Government, CPDT): 13 tén goi cia mot chinh phu
ma moi hoat dong cua nha nudc duogc thay ddi theo mot khai niém hoan toan
m&i, chinh phu d6 gan va thuan loi v6i cong dan hon, bang cac ki thuat va cong
nghé tién tién, hién dai. Moi quan hé giita chinh phi1 va cong dan bao dam tinh
minh bach, cong khai, thuan ti¢n, bdo dam sy kiém soat va giam sat 1an nhau
giita cong dan véi chinh pha; mot chinh phu cua déan, vi dan va vi sy phon thinh
ctia dt nude trong mot moi trudng toan cau hoa va hoi nhap qudc té.

= (R
o~ 5 w—
- by 0

' 1
o
3 oA
ror. X v s:. il
[ P ey ) [ retcs oo |

Anh minh h(_)a Chinh phu dién tir

Maic du con ¢ nhitng quan niém khac nhau, song co thé hiéu mot cach don
gian: CPDT la sy Gmg dung cong nghé thong tin — truyén thong dé cac co quan
chinh phti d6i méi, lam viéc hiéu luc, hiéu qua va minh bach hon, cung cip
thong tin, dich vu t6t hon cho ngudi dan, doanh nghiép va cac to chirc; dong thoi
tao diéu kién thuan loi hon cho nguoi dan thuc hién quyén dan chu cua minh
trong viéc tham gia quan 1y nha nudc. Noi cach ngin gon, CPDT la chinh phu
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hoat dong hi¢u luc, hi¢u qgé hon, cung cép dich vu tét hon trén co s& ung dung
cong nghé thong tin — truyén thong.

CPDT voi céc dac trung:

- Thir nhat, CPPT di dua chinh phu toi gan dan va dua déan t6i gan chinh
phu.

- Tht hai, CPDT lém minh bach héa hoat dong cta chinh phu, chéng tham
nhiing, quan liéu, ddc quyén.

- Thir ba, CPDT gitip chinh phu hoat dong c6 hi¢u qua trong quan ly va
phuc vu dan (cdai cach hanh chinh va nang cao chat luong dich vu cong).

Thwong mai dién tir (e-commerce): La qua trinh tién hanh mot phan hay
toan by hoat dong thuong mai thong qua nhiing phuong tién dién tir hién dai. Vé
ban chat thuong mai dién tir giong nhu thuong mai truyén thong thong qua khéi
niém “mua ban”. Tuy nhién, bang cac phuong tién dién tir moi, cac hoat dong
giao dich, quéng ba, tham chi 1a thanh toan dugc thuc hién nhanh chéng, hiéu
qua hon, gitp tiét kiém chi phi va mé rong pham vi kinh doanh.

6 Delivery 1. Customer

g’ Online Store - é
5. Expedition ; (e-commerce B2C) 2. Online Store

4 Safe Payment 3. Products and Offers

Anh minh hoa thuong mai dién tir

Dua vao chu thé caa thuong mai di¢n ttr, co thé phan chia thuong mai dién
tur ra cac loai hinh ph6 bién nhu sau:

- Giao dich gilta doanh nghi€p vdi doanh nghi¢p — B2B (business to
business);

- Giao dich gitta doanh nghiép v&i khach hang — B2C (business to
consumer);

- Giao dich giira doanh nghi€p véi co quan nha nuéc — B2G (business to
government);

- Giao dich truc tiép gitta cac ca nhan voi nhau — C2C (consumer to
consumer);

- Giao dich gilta co quan nha nudc voi ca nhan — G2C (government to
consumer).
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Ngin hang dién tir (Enectronic Banking viét tit 1a E-Banking): hicu
theo nghia truc quan do 1a mdt loai dich vu ngan hang dugc khach hang thuc
hién nhung khéng phai dén quﬁy giao dich gdp nhan vién ngan hang. Hiéu theo
nghia rong hon day la sy két hop gitta mot sd hoat dong dich vu ngan hang
truyén thong véi cong nghé thong tin va dién tir vién thong. E-Banking 1a mot
dang cua thuong mai dién tor (e-commerce) tng dung trong hoat dong kinh
doanh ngin hang. Ciing c6 thé hiéu cu thé hon, E-Banking 1a mot hé
thong phan mém tin hoc cho phép khach hang c6 thé tim hiéu thong tin hay thuc
hién mot 6 giao dich ngan hang thong qua phuong tién dién tu.

E-Banking bao gém céc loai hinh nhur:
- Internet Banking: giao dich ngan hang qua mang toan cau Internet.
- Phone Banking: giao dich ngan hang qua mang dién thoai.

- SMS Banking: giao dich ngan hang qua tin nhin SMS cua dién thoai di
dong.

- ATM: giao dich ngan hang qua hé théng may ATM.

- Call Center / Contact center: giai dap thac mic, cung cap thong tin va
giao dich ngan hang qua tong dai dién thoai.

- Mail Banking, Fax Banking, Video Banking: giao dich ngan hang qua thu
dién tir, Fax, Video.

E- Banking

Cac ti¢n ich chinh cua E-Banking bao gom: Cung cap thong tin, van tin,
chuyén khoan, thanh toan, ding ky, tu van va mot sd nghiép vu kinh doanh ngan
hang khéc.

Giao duc truwe tuyén (e-learning): 1a phuong thtrc hoc 4o thong qua mot
may vi tinh néi mang d6i v6i mot may cha ¢ noi khac ¢ luu giit sdn bai giang
dién tr va phan mém can thiét dé co thé hoi/yéu cau/ra dé cho hoc vién hoc truc
tuyén tir xa. Gido vién co thé truyén tai hinh anh va am thanh qua duong truyén
bang thong rong hoic két ndi khong day (WiFi, WIMAX), mang ndi b (LAN).
Mo rong ra, cac ca nhan hay cac t6 chtrc déu c6 thé ty 1ap ra mot truong hoc truc
tuyén (e-school) ma noi d6 van nhan dao tao hoc vién, déng hoc phi va c6 céac
bai kiém tra nhu céc trudng hoc khac.
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Giao duc truc tuyén cho phép dao tao moi lic moi noi, truyén dat kién thirc
theo yéu cau, thong tin dap tmg nhanh chéng. Hoc vién c6 thé truy cap cac khoa
hoc bat ky noi dau nhu van phong lam viéc, tai nha, tai nhiing diém Internet
cong cong, 24 gid mot ngdy, 7 ngay trong tuan.

E-Learning

Tlet kiém chi phi: Gitp giam khoang 60% chi phi bao gom chi phi di lai va
chi phi t6 chtrc dia diém. Hoc vién chi ton chi phi trong viéc dang ki khoé hoc va
c6 thé dang ky nhiéu khoa hoc ma ho can.

Tiét kiém thoi gian: giup giam thoi gian dao tao tir 20-40% so voi phuong
phép giang day truyén théng nho han ché sy phan tan va thoi gian di lai.

Uyen chuyen va linh dong: Hoc vién co thé chon lua nhirng khoa hoc ¢6 su
chi dan cua giang vién truc tuyén hodc khoa hoc tir twong tac (Interactive Self-
pace Course), tu diéu chinh tdc dd hoc theo kha nang va co thé nang cao kién
thire thong qua nhiing thu vién truc tuyén.

T6i wu: Noi dung truyén tai nhat quan. Cac t6 chirc ¢ thé dong thoi cung
cap nhiéu nganh hoc, khoa hoc cling nhu cap do hoc khac nhau gitup hoc vién dé
dang lua chon.

Hé théng hoa: E-learning dé dang tao va cho phép hoc vién tham gia hoc,
dé dang theo ddi tién do hoc tap, va két qua hoc tap cua hoc vién. Vi kha ning
tao nhitng bai danh gia, ngudi quan li d& dang biét dugc nhan vién nao di tham
gia hoc, khi nao ho hoan tat khoa hoc, 1am thé nao ho thuc hién va mirc do phat
trién cua ho.

H¢i nghi truc tuyen (Video conference, Teleconference): hay con
go1 1a hoi nghi truyén hinh 1a mot hinh thac trao d6i thong tin truc tiép giita
cac thanh vién ¢ xa nhau (co thé 1a tir phong nay dén phong khac trong mot toa
nha, hay Ia tu quoc gia nay den qudc gia khac). Ban chi can ngdi tai van phong
ma van co thé dbii thoai truc tiép véi cac ddi tac hodc chi nhanh & xa.
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Hinh 29. Hdi nghi truc tuyén

Khi hoi nghi tryc tuyén, cac thanh vién c6 thé trao d6i thoai, hinh anh, va
dir li€u (voice, video, data). Cac thanh vién cé thé noi chuyén vo61 nhau, nhin
théy nhau, st dung ngén ngit co thé, va dic biét, co thé chia sé dit liéu, cho phép
cung trao d6i, thao luan vé mot file dit liéu ndo d6 (ppt, excel, word, pdf,...).

Hoi nghi truc tuyén c6 thé két ndi bang bat ki hinh thirc nao nhu: kénh thué
bao riéng (Leased Line), ISDN hay IP (Internet Protocol).

3.2. Mt s6 img dung phd bién dé lién lac, truyén thong

Thu dién tir (electronic mail, e-mail): 1a mot hé thdng chuyén nhan
thu tor qua cac mang may tinh.

E-mail 1a mot phuong tién thong tin rat nhanh. Mot thu dién tir c6 thé duoc
gui di ¢ dang ma hoa hay dang thong thuong va dugc chuyén qua cdc mang may
tinh ddc biét 13 mang Internet. N6 c6 thé chuyén mau thong tin tir mot may
ngudn téi mot hay rat nhiéu may nhan trong cung lic.

Social Networks :

orkut e e e )|
Webmails :

| 'YxxioO! CM il HotmailV! AOL E,p S<E m@ilscom

gsicq. indiatimes || Rediffmail | [EEIENE

Contacts CSV :

Ca T JJ (E)utlook
2 *Press B 1 underbird

Mot s nha cung cap dich vu E-mail.

Ngay nay, e-mail chang nhimg co thé truyén giri dugc chit, nd con cé thé
truyén dugc cac dang thong tin khac nhu hinh dnh, am thanh, video, ...

Céc dich vy thu dién tir phd bién hién nay: Gmail, Hotmail,..

VoIP (Voice over Internet Protocol): 1a phuong thic truyén thong su dung
giao thire TCP/IP dya trén co so ha tang san c6 cua mang Internet. Cong ngh¢
nay duya trén k¥ thuat chuyén mach géi, thay thé cong nghé truyen thoai cii dung
chuyén mach kénh. Tuong tu cach thic gii/nhan email, phan mém hay dir
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liu, VoIP ciling chia nho tin hiéu thoai thanh cac goi dir liéu dé guidivarap
lai trudc khi dén nguoi nghe. Ngoai ra, VoIP ciing c6 the ghép nhiéu kénh thoai
trén 1 dudng tin hiéu truyén qua mang Internet, gitip tiét giam chi phi dang ké so
voi1 cach goi dién thoai thong thuong.

VolP

Mang xi hoi (Social Networking): La dich vy ndi két cac thanh vién cling
s& thich trén Internet lai v&i nhau véi nhiéu muc dich khac nhau khong phan biét
khong gian va thot gian. Nhitng nguoi tham gia vao dich vu mang xa hdi con
dugc goi 1a cu dan mang.

Dich vu mang xa hdi c¢6 nhitng tinh nang nhu chat, e-mail, phim anh, voice
chat, chia s¢ file, blog va xa luan. Mang ddi méi hoan toan cach cu dan mang
lién két v6i nhau va tré thanh mot phan tit yéu ctia mdi ngdy cho hang trim
triéu thanh vién khap thé giéi. Cac dich vu nay c6 nhiéu phuong cach dé cac
thanh vién tim kiém ban be, d6i tac: dua theo nhom (vi du nhu tén truong hoac
tén thanh phd), dua trén thong tin ca nhan, hodc dua trén so thich ca nhan (nhu
thé thao, phim anh, sach bao, hodc ca nhac), cac linh vuc quan tam (kinh doanh,
mua ban,...).

Céc mang xa hoi pho bién

Hién nay thé gio1 c6 hang tram dich vu mang xa hoi khac nhau, voéi
MySpace va acebook ndi tiéng nhat trong thi truong Bac My va Tay Au; Orkut
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va Hi5 tai Nam My; Friendster tai chiu A va cac ddo qudc Thai Binh Duong.
Dich vu mang xa hoi khac gat hai dugc thanh cong dang ké theo vung mién nhu
Bebo tai Anh Quéc,CyWorld tai Han Quéc, Mixi tai Nhat Ban va tai Viét Nam
xuit hién rat nhiéu cac dich vu mang xa hdéi nhu: Zalo, Zing Me, YuMe,
Tamtay,...

4. An toan lao dong va bao vi¢ moi truong trong sir dung CNTT-TT
4.1. An toan lao dong

Vi¢c danh thoi gian hoc tap, lam vi¢e, gidi tri bén may vi tinh ngay cang
duoc s6 dong chung ta lam dung bat ké thoi gian ngay, dém dé dan dén nhiing
tac hai nghiém trong anh huong dén stc khde ma chung ta it ai quan tam dén.

Nhitng tac hai va cach phong tranh sau ddy sé gitp cac ban hiéu rd vé van
deé sir dung may vi tinh sao cho dung, sao cho phu hop véi stc khoe cua chung
ta:

+ Ngoi dung tu thé, giit khoang cach hop 1y gitp thoai mai khi lam viéc gitr
khoang céach hop 1y gitp thoai mai khi lam viéc.

Ngoi dung tu thé va khoang cach hop 1y

+ Pau moi vai, gay va c6. Giai phap 1au dai cho chiing ta 1a c6 thé tim mot
man hinh 16n hon, d& tdm nhin cao hon, hodc man hinh phai nga ra sau sao
cho dau khong qua cui xudéng dé nhin, ban phim 16n hon dé tu thé gé phim va
tay dat rong rai hon, gitp vai luon & tu thé binh thuong nhat.

+ Pau moi ¢ tay va xuong sdng. Mot trong nhitng cach khic phuc kha
hiéu qua 1a st dung thiét bi ngoai vi nhu ban phim va chudt roi dé bao dam rang
ban s& ¢ tu thé thoai mai khi 1am viéc trong thoi gian dai. Chi y nghi ngoi
khoang 5 ~ 10 phut sau mdi gior lam viéc, tip cac dong tac thé duc dé cing ngon
tay, cac co canh tay va cb tay.

Tém lai, dé giam thiéu tac hai tir viéc dung may tinh xach tay, luu y:

- Bat man hinh sao cho vira tim mat va tranh dau khong bi nghiéng vé phia
trude, khoang cach it nhat 1a 50cm.

- Str dung man hinh 16n hon hodc phong chir to.

- Ngbi 6 tu thé thoai mai nhat, c6 thé dung ghé tua dé hd tro lung.

25



- Mot tiéng nén thu gidn mot chut dé cac phan co dang bi cing co thoi gian
nghi ngoi, co6 thé két hop tap thé duc gitra gio lam viéc.

- Udng nhiéu nudc d€ do kho mat va dia dém duoc boi tron.

4.2. Bao v€ moi truong

Theo Hiép hoi bao vé mdi truong (EPA), nhitng dd dién tir tiéu dung nhu
TV, may tinh, thiét bi ngoai vi, thiét bi am thanh, dién thoai... chiém toi 2%
trong tong sd toan bd rac thai hién nay. Mic du con sé rat nhé nhung nguy co va
murc d0 doc hai cua nhiing loai rac thai nay lai khong nho. Néu khong duoc xur
ly ding céach, rac dién tir co thé gy nguy hai dén méi trudng va strc khoe con
nguol. Nhiing chat cuc doc nhu chi, thiy ngan, catmi tr rac thai dién tu co
thé ngim sau vao long dat va mach nudc ngam, gy anh hudng nghiém trong
t6i strc khoe con ngudi va dé lai nhitng hau hoa khon ludng cho méi truong.

Trudc thyc trang ndy, cac chuyén gia vé moi truong cho rang nhiing
chuong trinh thu gom, nhitng cong nghé xur 1y rac thai mot cach an toan va khoa
hoc 13 vo cung can thiét, gop phan bao vé mdi truong séng va siic khoe con
nguoi.

Trong vai nam trd lai day, cong tac tai ché thiét bi dién tir da qua sur dung
duogc nhiéu to chirc hoat dong vi moi trudng cting nhu cac hang san xuat dic biét
quan tAm. Bén canh do, trong qua trinh san xuat, cac hing clng tap trung sur
dung nhiéu nguyén vat liéu da qua tai ché hay co kha nang tai ché trong tuong
lai cling nhu han ché st dung cac nguyén liéu can khai thac truc tlep tur moi
truong va gy hai cho strc khoe ciia nguoi dung 14n nhén vién truc tiép san xuat.

Moi day, hang Apple cong bb bao cao vé mdi truong, trong do cd nhimg
thong tin thi vi v€ quy trinh tai ché san pham ciia ho. Theo d6, Apple thu hoi
duoc hon 61 triéu tin thép, nhom, kinh va mot vai vat liéu khac trong nam
2015 tir viéc tai ché dién thoai va may tinh cii, hong. Bén canh d6, hiang nay
thu héi 2.204 pound, twong duong 999.8 kg vang.

Moi day, chuong trinh tai ché may cii do Dell Viét Nam phat dong s€ thu
thap, xir i tit ca cac san pham dién tir bi 161, qua han sir dung. Cac san pham nay
s& duoc thong qua hé thong cong nghé xu li k¥ thuat cao, chuyén nghiép va than
thién v6i moi trudng dé dam bao han ché t6i da luong chit thai ra méi truong
bén ngoai.

5. Cac van dé an toan thong tin co ban khi 1am viéc véi may tinh

5.1. Khai niém vé Virus tin hoc
Cung véi su phét trién cua nganh khoa hoc Cdng ngh¢ thong tin va mang
ludi Internet d& mo rong trén toan cau, da tham nhap dén hau hét cac linh vuc
kinh té, doi song, khoa hoc va gi4o duc cua ting quoc gia dén timg gia dinh, do
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chinh cling la sy m¢ rong dia ban cho virus tin hoc hoat dong. Virus tin hoc da
khong ngimg gia ting vé s6 lugng va su hguy hiém vé tinh chét, 1am anh huong
dén cac hoat dong, gay thiét hai 16n vé kinh té va kho chiu cho ngudi sir dung;

Su lay lan rong rédi va tac hai cia né gay ra buoc ching ta, nhirng nguoi st
dung may tinh phai cé nhitng hiéu biét co ban veé virus tin hoc dé cé bién phap
phong chong ching mot cach hiéu qua.

Vdy bdn chdt ciia Virus Tin hec 1a gi? Virus Tin hoc khong mang y nghia
thuan tuy 1a vi khuan sinh hoc ma dé 1a cac chuong trinh tin hoc duoc viét bang
cac ngdn ngir 1ap trinh nham muc dich gay rdi loan hé thng may tinh, 1am sai
léch thong tin va khai thac dir liéu vao nhiéu muc dich khac nhau nhu ding
nhitng chuong trinh virus dé danh cap théng tin;

Trong may tinh, tat ca cac hoat dong cia cac chwong trinh dwoc chay dudi
mét hé théng cho trudc theo mot quy trinh nhat dinh. Céc lénh duoc ngudi sir
dung dua ra theo yéu cau, xong Cac yéu cau dé da bi nhiing nguoi Viét cac
chuong trinh Virus 1am thay d6i tinh chat cua n6, dan dén lénh dua khong thuc
hién dung theo yéu cau. Mic dd anh hudng ning hay nhe phu thudc vao muic do
pha hoai ctia nhitng nguoi viét chuong trinh.

5.2. Phuwong thirc hoat djng cuia Virus

Pic diém cua cac loai virus tin hoc 1a 1ay lan qua dudng sao chép dit ligu.
Mot s6 chuyén gia viét "phan mém Virus" thuong dé tac dong 1én phan khoi
dong (Boot Sector) cta may. Khi hé théng khai dong, né dugc kich hoat va
nhiém vao RAM, tir d6 bat dau lay lan sang cac tép (Files) dix liu khac. C6
nhirng loai Virus khac thi tac dong Ién tép, khi sao chép dir liéu nd s€ bam Ién
bang danh muc tép (Files Alocation Table-FAT) 1am sai léch c4c thdng sb cua
bang dan dén sai léch dia chi va dan dén mat théng tin.

5.3. Phan loai virus

Viéc phan loai virus c6 nhiéu phuong phap, mdi phuong phap dua vao mot
sb CAc tiéu chuan nao d6. Chang han co thé phan loai dya vao phuong thuc pha
hoai cua virus hoic cach lay lan cua ching. Néu dwa vao cach pha hoai cua
virus, thi cé thé chia virus thanh 2 loai co ban 1: F virus va B virus.

. F virus pha hoai céc tép (files).
. B virus pha hoai cac Boot Sector hoac bang FAT cua dia.

- Loai F virus thuong pha hoai cac tép dir liéu c6 phan mo rong la EXE,
COM. Ly do don gian 1a nho céc tép dir liéu ndy ma virus co thé danh duoc
quyén kiém soat dé thuc hién cac cong viéc “Ién lat” khi nguoi sir dung thuc
hién cac tép dir liéu dang trén.

- Loai B virus chung thuong thyuc hién viéc danh trao, thay doi, huy bo
dia chi sap xép cua dir liéu trén dia do vay chung gay ra mat dir liéu.
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5.4. Cach nhan biét may bi nhiém virus

C6 nhiéu cach dé nhan biét may cd bi nhidm virus hay khéng; Déi V6i
nhitng may tinh cé cai chuong trinh phong chong virus thuong trd véi chuc
nang tu bao vé thi khi virus tan céng, chuong trinh s€ dua ra cac canh bao, con
doi vdi cac may tinh khong cai chwong trinh phong chong viras thuong trd thi
dua trén mot s6 co sé sau dé xac dinh may tinh c6 bi nhiém virus hay khong;
Dudi day la mot s6 dau hiéu ching to may c6 kha nang bi nhiém virus:

- Néu maéy tinh ty nhién ¢ nhu cau sao chép vao dia, dén O dia bat sang,
may doi boc tem chong ghi khong theo yéu cau cua nguoi sir dung;

- Néu may tinh 1am viéc véi toc dd cham hon so véi toe d binh thuong
hang ngay van lam;

- Néu may tinh ty nhién dua ra cac thong bao vo nghia trén man hinh hozc
hién thi nhitng théng tin lung tung trén man hinh;

- Néu thady may tinh bi “treo* vo c&, khdng phai do 15i cua nguoi st dung.

Pay la nhitng dau hiéu bén ngoai, nguoi ding cé thé nhan biét mot cach dé
dang, con doi véi ban chat bén trong, dé€ xac dinh may tinh co bi nhiém virus
hay khong can c6 mét so kien thire co ban vé may tinh.

5.5. Cach phong chong

Viéc chdng virus 1a hét sac kho khan vi né 1a do con nguoi tao ra. Céac
chuong trinh virus ngay cang khon ngoan, tinh quai hon va cac chuong trinh
phong chong viras rat nhanh tré thanh lac hau; Tuy nhién, viéc phong virus tin
hoc lai don gian va dé hon nhiéu so vai viéc chong lai n6. Bé phong virus hay
het stc canh giac voi nhitng dia la. Cac dia la khi trao doi thong tin voi may thi
hay kiém tra hét suc can than, néu khong biét nguon goc xuat st cua dia thi tot
hon hét la khong nén dua vao may hoac phai quét virus truéc khi mo cac ang
dung; Mat kh&c, néu may tinh dugc két noi mang thi can phai cai chuong trinh
phong chong virus thuong tra dé hang ngay cap nhat nhirng chuong trinh mai;

- Khong dua cac thong tin ca nhan 1én mang;

- Khdng dung cac thong tin ca nhan lam mat khau (password). Nén dat mat
khau co tur 8 ky tu tro 1€n, bao gom ca chix cdi, chit so6 va ky tu dac biét ($, % va
nén thuong xuyén thay doi mat khau;

- Khdng str dung chung mot mat khau cho nhiéu chuong trinh nhu thu dién
tu, tai khoan truy cap mang...;

- Khéng sir dung chtic nang nhd mat khau te dong caa bang web;

- Nhap mat khau cho mdi lan ding nhap, nhat 1a nhitng may tinh st dung
chung;

- Khong luu trir mat khau trén may tinh;
- Khdng kich chudt tryc tiép 1&n cac tép dinh kém, cac duong lién két (link)
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duoc giri qua thu dién tar, phan mém la khi chua biét rd nguon gdc, do an toan;
- Khéng tai vé, cai dit cac chuong trinh la chua rd ngudn géc;

- Khong luu gilt cac t¢p tam (cache) trén trinh duyét va can cap nhat phién
ban méi nhat cho trinh duyét web;

- Bat tinh nang tuong ltra (firewall) caa Windows;

- Cai dat va sir dung phan mém diét virus, cap nhat cac mau virus mai, quét
virus thuong xuyén trén toan bo hé thong va khi sir dung céc thiét bi luu trix
ngoai.

- Bao vé dit liéu hé théng:

+ Pt mat khau dé tranh viéc truy cap céc tai nguyén, dix liéu trai phép;

+ Khéng nén xda, ddi tén thu muc c6 chaa hé didu hanh may tinh vi cd thé
lam anh huong khong tot den hé diéu hanh;

+ Ap dung bién phéap sao luu dir ligu quan trong trén may tinh dé c6 thé
khoi phuc lai ngay khi c6 su co xay ra.

- Bao vé dir liéu ca nhan:
+ Sao luu dit liéu theo dinh ky;
+ Quét virus va doi mat khau truy cap tai khoan thuong xuyén.

5.6. Phong tranh phan mém ddc hai (malware)
- Xay dung chinh sach bao dam an toan:

+ Y&u cau quét phan mém doc hai trén cac thiét bi luu trit théng tin tir bén
ngoai dua vao trudc khi sir dung ching;

+ Y&u cau céc tép tin dinh kém thu phai dugc quét virus truéc khi ma;

+ Khdng gui hodc nhan mot sb loai tép tin dang tép tin .exe qua thu;

+ Han ché hoic khong st dung phan mém khéng can thiét, nhu cac tin nhén
mang danh ca nhan va dich vu chia sé ho so tirc thoi;

+ Han ché viéc sir dung céc thiét bi luu trir di dong (céc 6 dia flash...), dic
biét d6i vai cac may chu; can kiém tra do an toan khi sir dung mang & noi cong
cong Vi ¢ nguy co 1ay nhiém cao;

+ Phan loai d6i véi cac tng dung, phan mém phong ngtra (chéng virus, loc
noi dung) bat bude doi vai tirng loai may tinh (may cha email, may cha web,
mady tinh xach tay, dién thoai thong minh) va tng dung (tng dung email, trinh

duyét web), cung danh sach cac yéu cau nang cao cho cau hinh va bao tri phan
mém (tan suat cap nhat phan mém, tan suat va pham vi quét may chu);

+ Han ché hodc cam sir dung thiét bi di dong cua té chirc hodc cua c& nhan
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két néi v&i mang cua to chtc cho viéc truy cap tir xa;

- Tuyén truyén nang cao nhan thic cia nguoi dung va ting cudng hudng
dan cho nguoi dung vé cach phong ngura su ¢6 phan mém doc hai:

+ Khong mo cac thu dang ngo hodc tép dinh kem thu, kich chudt vao siéu
lién ket nghi ngo, hoac truy cap cac trang web co thé chira noi dung doc hai;

+ Khdng kich chudt vao trinh duyét web, cira sé6 popup nghi ngd doc hai;

+ Khoéng mé cac tép tin voi phan mé rong nhu ,bat, .com, .exe, .pif, .vbs,
thuong c6 nhiéu kha nang dugc lién ket vai cac phan mém doc hai;

+ Khdng nén tit ché 6 kiém soat an ninh, bo qua canh bao cua hé théng
doi voi phan mém doc hai (phan mém chong virus, phan meém loc noi dung,
tuoug ltra c& nhan);

+ Phan quyén st dung tai khoan mot cach hop 1y, dung nguoi, ding chirc
nang;
+ Khong tai hozc thyuc hién cac tng dung tir cac nguon khong tin cay;

+ Can niam duoc thu tuc ap dung dé xir Iy sy ¢b phan mém doc hai, biét
thuc hién mot so thao tac co ban khi gap su co;

- Han ché tac hai va doi pho vaéi loai tan cong tir bén ngoai:
+ Khong tra o1 thu yéu cau théng tin tai chinh hoic ca nhan;

+ Khong st dung thdng tin lién hé cung cap trong thu va khong bam vao
bat ky tép dinh kém hoac cac siéu lién két trong thu nghi ngo;

+ Khdng cung cap mat khau, ma PIN hoac ma truy cap khac dé dap tng
vai cac email tir dia chi la hodc cira s6 méi;

+ Chi nhap théng tin vao cac ung dung biét chic 1a hgp phap:

+ Khong tra loi bat ky email dang ngd hoac tir dia chi la.

6. Mt 80 van dé co ban lién quan dén phap luit trong sir dung CNTT-TT

Khoan 2, Piéu 15 Luat Cong nghé thong tin qui dinh co quan Nha nudc c6
tham quyén chiu trach nhiém thuc hién cac bién phap bao dam viéc truy nhap va
str dung thuan loi thong tin s6. T chitc, ca nhan c6 quyén tu do s dung thong
tin s6 vao muc dich chinh dang, phu hop v6i quy dinh ctia phap luat. Viéc cung
cap, trao doi, truyén dua, luu trir, sir dyung thong tin sO phai bao dam khong vi
pham quy dinh v€ ndi dung thong tin s6 va cac quy dinh phap luat khac co lién
quan, duoc liét ké vé cac hanh vi bi nghiém cim, bao gém cic hanh vi “xam
pham quyén s& hitu tri tué trong hoat dong coéng nghé théng tin; san xudt, luu
hanh san pham cong ngh¢ thong tin trai phap luat” (Diéu 12, Luat Cong nghé
thong tin). Trich din thong tin sb, to chirc, ca nhan ¢ trach nhiém néu rd ngudn
cua thong tin do, khong dugc trich dan néi dung thong tin s6 cua to chuc, ca
nhan khéc trong truong hop cha s¢ hitu thong tin sé di c¢6 canh bao hodc phap
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luat quy dinh viéc trich din thong tin 1a khong duoc phép (Piéu 15 Luat Cong
ngh¢ thong tin).

Piéu 34, Nghi dinh sé 100/2006/ND-CP huéng dan thi hanh mot s didu
ctia BO luat Dan sy nam 2005, Luét S& hiru tri tué nim 2005 vé quyén tac gia va
quyén lién quan qui dinh truong hop khong phai chiu trach nhiém vé ndi dung
thong tin dugc luu trit tuy dong, trung gian, tam thoi do yéu ciu ky thuat néu hoat
dong luu trir tam thoi nham muc dich phuc vu cho viéc truyén dua thong tin va
thong tin dugc luu trr trong khoang thoi gian du dé thuc hi¢n vi¢c truyén dua.
Pong thoi, t6 chc, ca nhan truyen dua thong tin s0 ¢ trach nhiém tién hanh kip
thoi cac bién phéap can thiét dé ngan chan viée truy nhap thong tin hodc loai bo
thong tin trai phap luat theo yéu cau ctia co quan nha nudc c6 thaim quyén.

Truong hop to chiic, ca nhan cho thué chd luu trit thong tin sé thi can xac
dinh danh sach chu sé hitu thué chd luu trit thong tin s6 dé thiét 1ap trang thong
tin dién tr va danh sach chu s¢ hitu thong tin s6 duge luu trit boi to chire, ca
nhan do, tién hanh kip thoi cac bién phap can thiét dé ngin chén viéc truy nhap
thong tin s6 hodc loai bo thong tin s6 trai phap luat theo yéu cau clia co quan
nha nude co tham quyén, nging cho to chtic, ca nhan khac thué chd luu trix
thong tin so trong truong hop ty minh phat hién hodc dugc co quan nha nudce co
tham quyén thong bao cho blet thong tin dang dugc luu trit 1a trai phéap luat, bao
dam bi mat thong tin ciia to chirc, ca nhan thué chd luu trit thong tin (Diéu 18
Luat Cong ngh¢ thong tin). Bén canh do, Khoan 3 Dleu 19 Luat Cong ngh¢
thong tin, to chiic, ca nhan c6 trach nhiém ngimg cung cap cho to chirc, ca nhan
khac cong cu tim kiém dén cac ngudn thong tin s6 trong truong hop ty minh
phat hién hoic dugc co quan nha nude c6 thim quyén thong bao cho biét thong
tin d6 1a trai phap luat.

Theo qui dinh ctia Luat S¢ hitu tri tué¢ nam 2005 va Luat Cong ngh¢ thong
tin nim 2006, nha cung cap dich vy trong truong hop ty minh phéat hién hoac
dugc co quan nha nudc co tham quyén thong bao co6 trach nhiém thong bao, loai
bo ndi dung thong tin s6 trai phap luat, vé thu thép, xur ly, sir dung, luu trit, cung
cap thong tin ca nhan trén moi truong mang, Piéu 21, 22 Luat Coéng nghé thong
tin qui dinh t6 chuc, c4 nhan thu thap, xu 1y va su dung thong tin c4 nhan cua
nguoi khac ¢o trach nhiém thong bao vé hinh thirc, pham vi, dia diém va muc
dich thu thap, xtr 1y, sir dung, luu trtt, cung cép thong tin c& nhan, chi dugc st
dung ding muc dich va luu trit ¢6 thoi han theo quy dinh phap luat hodc theo
thoa thuan, tién hanh cac bién phap quan ly, ky thuat can thiét dé bao dam thong
tin c4 nhan khong bi mat, danh cap, tiét 19, thay do6i hodc pha huy, kiém tra, dinh
chinh hodc huy bo thong tin thong tin ca nhan theo yéu cau cua nguoi do. Viée
cung cip thong tin c4 nhan cho bén thir ba chi duoc thuc hién trong truong hop
phap luat c6 quy dinh hodc dugc su ddng y cua ngudi do. Ca nhan c6 quyén yéu
cau boi thuong thiét hai do hanh vi vi pham trong viéc cung cip thong tin ca
nhan.
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Piéu 69, Luat Cong nghé thong tin ciing qui dinh viéc bao vé quyén so hitu
tri tu¢ trong linh vuc cong ngh¢ thong tin phai thyc hién theo quy dinh cua phap
luat vé s hiru trf tué, tirc 1a viée tao 14p, sir dung cc ndi dung thong tin sd chiu
su diéu chinh dong thoi cua Luat Cong nghé thong tin va Luét S¢ hiru tri tué
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PHAN II. SUDUNG MAY TiNH CO BAN

HE PIEU HANH MICROSOFT WINDOWS 7

Microsoft WINDOWS 1a hé diéu hanh da nhiém (co thé cung lic chay
ddng thoi nhleu chuong trinh) do hing phan mem Mlcrosoft cua My xay dung
va phat trién. Puoc xay dung duwa trén nguyén tic cira s6 chuong trinh nén rat
thuén tién va dé dang cho ngudi str dung. Hién nay dang dugc st dung rong rai
trén toan thé gidi, cac phién ban dang dugc str dung nhu: Windows 7, Windows 8...

| . GIOI THIEU MICROSOFT WINDOWS 7

1. Khoi dong Windows:

Bat cong tic ngudn trén CPU, cong tic man hinh (néu tat), lac nay HDH
Windows s& naim quyén khoi dong may tinh, dén khi khoi dong xong xuat hién
man hinh d6 hoa Windows. Khi may tinh khoi dong xong, luc ndy mubn 1am
viéc véi chuong trinh ing dung nao thi ta vao mé chuong trinh ing dung do.

2. Cach thirc lam viéc voi cac chwong trinh wrng dung.
2.1. Lam viéc trén nut Start.

Nhay chudt trai 1én nut Start trén thanh tac vu -> xuét hién thue don ta chon
All Programs -> Chon chuong trinh can lam viéc (Hau hét cac chuong trinh ing
dung sau khi dugc cai dit trén h¢ thong may tinh déu nam trong Programs).

VD: Mo chuong trinh soan thao van ban Microsoft word2007: Vao
Start\All Programs\Microsoft Office\Microsoft Office Word 2007.

2.2. Lam viéc véi biéu twong chwong trinh c6 trén man hinh.

Khi mot chuong trinh ta thuong xuyén lam viéc thi nén dua biéu tuong
chuong trinh d6 ra man hinh (chang han nhu chuong trinh phan mém ké toan,
nghe nhac, tro choi...), nham muc dich thao tac nhanh véi chuong trinh do.

Céch thire 1am viéc: Nhay dup chudt 1én biéu tuong chuong trinh can lam
viéc hodc nhdy phai chudt 1€n bi€u tuong chuong trinh can chay -> xuat hién
thuc don ta chon Open.

* Pua biéu tugng chuong trinh ra man hinh: Nhay phai chuét 1én khoang
trong man hinh -> xuat hién thuc don chon New\Shortcut -> xuét hién hop thoai:
ta gd duong dan t6i chuong trinh can chay. Truong hop khong nhé dudng dan ta
nhay chudt vao nat Browse dé tim (tim dén tép chuong trinh can dwa ra man
hinh), khi tim xong quay lai hop thoai ban dau (ltc nay da co duong dan chuong
trinh) -> Nhay Next -> Nhay Finish -> Biéu tuong xuat hién trén man hinh.
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3. Gidi thiéu thuc don Start.
NUt Start B8 d¢ bat dau cac thao tac can thuc hién. Nhay vao nat Start,

xuat hi¢n Menu gom:

e—— Ll
@ Google Chrome __ ]

J’ Getting Started Lé Van Buong

@ Windows Media Center Declmcnes
L8

= Pictures
| Caleulator

Music
Sticky Notes

Games
% Snipping Tool

S Computer
[VZ= ' Microsoft Office Word 2007

‘aj Paint

% Remote Desktop Connection

Control Panel
Devices and Printers

Default Programs

;O Solitaire
o Help and Support

»  AllPrograms

' Search programs and files

- Programs: Chita cic nhom chuong trinh va biéu tugng chuong trinh
ung dung chay trén moi truong Windows. B¢ chay mdt chuong trinh trén
programs ta nhay chudt Ién bi€u tugng can chay.

- Documents: Chtra cac tép van ban, dd hoa, am thanh, bang tinh dugc s
dung hoic tao ra trén mdi truong Windows trong thoi gian gan nhat. Dé xem va
lam viéc voi cac File, nhay chudt 1é€n File do, luc nay chuong trinh ing dung tao
ra File d6 s€ dugc khéi dong dé ta 1am viéc véi File da chon.

- Control Panel: Chtra cac tmg dung dung dé cai dat, thém, bdt cac
chuong trinh img dung trén hé thong mdy tinh, hoic co thé thay ddi cac thong sd
cho hé thong theo so thich ctia minh.

- Search programs and files: Dungtim kiém Files, Folders, may tram trén
hé théng may tinh.

- Help and Support: Mé ctra s6 tro gitip khi st dung may tinh.

- Shut down: Tét may tinh.
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4. Gidi thiéu cac biéu twong trén man hinh.

- My Computer (may tinh cua t6i): Xem cac tai nguyén cé trén may tinh
dang dung, quan ly cac thu muc va t€p chuong trinh.

- User’s files (Cac T¢p cuia ngudi dung): chira cac tépvan ban, bang tinh...
da lam viéc va thuong dugc luu trong thu muc nay.

- Recycle Bin (thung rac): Luu cac thu muc, tép chuong trinh bi x6a. Cac
thu muc, tép chuong trinh ndy ta ¢ thé phuc hdi duoc bang cach nhay chudt 1én
thu muc, tép chuong trinh can khéi phuc sau d6 vao File chon Restore, con xoa
han khoi thung rac ta chon Empty Recycle Bin.

- Internet Explorer: Mé trinh duyét két ndi v6i mang Internet.

- My Network Place: Két nbi vao mang ndi bd.

Con céc biéu twong cua cac chuong trinh tmg dung khac ¢6 trén man hinh,
hodc chua c6 thi ta thuc hién 1énh dua biéu tuong ra man hinh.

5. Thodt khéi Windows, tit mdy tinh.

- Bong hét cac chuong trinh (mg dung dang 1am viéc

- Vao Start\ Shut downdé tat may tinh.

Chu y: Nhay vao Start\ nhay tam giac bén phai muc Shut down co cac lya
chon:

+ Switch user: Chuyén déi gitra cac tai khoan nguoi dung.

+ Log Off: Bang nhap vao mang ndi bo.

+ Lock: Khoa may.

+ Restart: Khoi dong lai may tinh.

+ Hibernate: La ché d6 nga dong, khi ban khong mudn dong cac chuong
trinh img dung dang m& ma co viée phai di dau d6 thi nén sir dung ché do nay.

+ Sleep: Ciing gidéng nhu Hibernate nhung tai dién giam déng ke, tiét kiém
nang luong va hau hét cac hoat dong cta hé thong dugc tit may va ding lai. Tat
ca dir liu trong bo nhé vat Iy (RAM) van con dugc giilt trong bd nhé ndi bo, va
toan bo hé thong duoc dit trong mot ché do cho, co thé duoc danh thic va dugc
sirdung gan nhu ngay 1ap tirc.

II. NHUNG TIEN iCH TREN WINDOWS 7

1. Taskbar & Start Menu
Trén thanh cong cu Taskbar xuét hién mot sd biéu tuong ma ta da cai dat cho
may tinh ctia minh, khi cac biéu twong da dugc dua ra thanh Taskbar ta chi viéc
nhay chudt vao biéu tugng tuong ing né s& thuc hién theo cac chirc niang ciia nd
vi du nhu: ting giam am thanh (Volume), thay dbi ngay, gio, phong chit tiéng
viét va cac chirc nang trén Menu Start... .
Menu xuét hién khi nhay chudt vao nut Start trén thanh Taskbar, chon chuong
trinh dé lam viéc hodc céc tuy chon khac 1a noi bat dau thue hién hodc cai dat
thém hodc g& bo cac thong tin khac hay cac ng dung mdéi cho may tinh.
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Nhay chudt phai vao Start\Properties\ Taskbar hodc Start menu:Tuy chon cach
hién thi ctia thanh cong cu Taskbar, thém hoac bo cac chuong trinh trén menu

chinh.

2. Control Panel, Printer

- Control Panel: Bé bd sung hoic loai bé cac chirc ning trén may tinh. Vi
du: Vao Control Panel\Programs\Programs and Features dé loai bo mot sb tung
dung ctia Windows khong can thiét trong qua trinh cai dit Windows da ngam
dinh sin va cac tinh ning cua hé théng khac.

- Devices and Printer: La chuong trinh diéu khién viéc in 4n.

Pé cai dat nay in, nhay chudt vao Start\Devices and Printers, xuat hién cira
s0, nhay dip chudt vao Add print va timg budc chon cac thong sb ctia may in dé
cai dat.

3. Cac chirc nang trong System Tools

- System Tools: Chira cic cong cu tién ich trong hé thong ctia Windows.
Céch lam nhu sau:

Chon nut Start\All Program\Accesories\System Tool: Chon cac 1énh can
st dung:

+ Remote Desktop Connection: Truy cap may tinh tir xa.

+ Paint: Cong cu vé.

+ Run: Chay chuong trinh...

4. Tao anh nén cho man hinh Desktop
Nhay chudt phai 1én khoang trong man hinh -> xuét hién thuc don chon
Personalize -> xut hién cita sb roi lua chon nhém hinh anh can tao hinh nén.

5. Dt ché dj bdo vé man hinh
Nhay chudt phai 1én khoang trong man hinh -> xuét hién thuc don chon
Personalize -> xuét hién hop thoai nhay chon Screen Saver -> xuat hién hop
thoai: Trong Screen Saver: Chon cac ché d6 bao vé (VD: Chon ché dd bao vé
dong chir troi 3D Tex); Trong Settings: Thiét 1ap thudc tinh cho ché do di chon;
Trong Wait: Pat thoi gian tir khi nglmg 1am viéc dén khi ché do bao vé chay;
Trong Preview: xem ché d6 da lya chon -> Nhay vao Apply -> Ok,

6. Quan ly Tép tin va Thuw muc trén Windows 7

Quan 1y Tép tin va thu muc 13 viéc co ban dau tién can phai biét doi véi
nguoi sit dung mdy Vi tinh. Tao cho nguoi dung thuan tién trong viéc tim kiém
va st dung tdt cac thong tin da thyc hi¢n trén may tinh. Dac biét 1a ddm bao an
toan dir liéu khi may tinh c6 su co xay ra.

Pé dam bao an toan cho Tép tin hoic Thu muc khuyén céo ban khdng nén
lwru trit tai 6 dia hé thong (O dia C:) ma nén luu trit sang cac 6 dia khac co trén
may tinh. Vi ly do: Khi ISi Hé diéu hanh vi mét 1y do nao d6 (may khong khoi
dong) khi cai lai may, tat ca dir liéu luu trit trong dia chira HE thdng s& bi mét,
con dit liéu trong cac 6 dia khac thi van duoc an toan, khong mat dit liéu
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6.1. Quan ly Tép tin (File)

Tap tin la mot tap hop céc thdng tin do nguoi dung tao ra tir may vi tinh,
cac thong tin nay 1a mot hay nhiéu chudi ky tu, ky hiéu giong hodc khac nhau.

Tap tin dugc dat tén va luu trit trong cac thiét bi luu trit nhu dia cung,
USB, dia CD,...

Tén tép tin bao gdm phﬁn tén va phan mé rong (dudi, dung dé phan loai tap
tin) dugc phan cach bdi dau cham ()

- Tao File: Tao File trén Windows thuong thong qua cac chuong trinh ung
dung, nhu: Microsoft Word, Excel, PowerPoint, Photoshop,...

- Xoa File: Nhay chu(f)t‘phéi 1én File can x04 -> xuét hién thuc don chon
Delete hoac nhay chon File can xoa sau do nhay vao File\Delete.

- Di chuyén (hoic Copy) File: Chon File can di chuyén (hodc Copy) sau d6
thuc hién theo 2 budc:

Budc 1: Nhay chudt phai vao File chon Cut (Copy)

Budc 2: Chon 6 dia, thu muc can chuyén dén (Copy), nhay chudt phai chon
Paste.

- Xem thong tin cta File: Chon File can xem, Nhay chudt phai trén File do,
xuat hién hop thoai, chon dong Properties.

6.2. Quan ly Thu muc (Folder)

Thu myc: La mot dang tp tin ddc biét co cong dung nhu la mot ngan chira,
dugc dung trong viée quan 1y va sip xép cac tap tin. Thu muc c6 thé chta cac
tap tin va cac thu myc phu (Sub Folder) bén trong, cac thu muc phu nay ciing co
thé chtra thém céc tap tin va cac thu muc phu khac nita... C6 thé tao nhiéu thu
muc dung dé chira cac tip tin khac nhau giup phan loai chung dé thuan tién
trong viéc tim kiém, st dung.

Thu muc c6 thé duoc dat tén tiy ¥ nhung khong can phai c6 phan mo rong,
do dai cua tén khong qua 225 ky tu, co thé dat tén cO dau tiéng Viét gdm cac
chir cai va chit s6 nhung khong dugc dat cac ky hiéu: \, /, :, *, <>, |.

- Tao Thu muc (Folder): Chon 6 dia can tao thu muc, tai cira s6 Computer
nhay chudt vao New Folder trén thanh thuc don -> xuat hién thu muc méi, dat
tén cho thu muc.

Tao thu muc con: Ban ¢6 thé tao cac thu muc con trong thu muc me béng
cach: Nhay dup chudt vao thu muc me, nhay chudt vao New Folder trén thanh
thuc don -> xuat hién thu muc méi, dat tén cho thu muc.

- X04 Folder: Nhay chudt vao thu muc can xda va gd phim Delete hoic
nhay phai chudt 1én thu muc can xo4, chon Delete.

- Pdi tén Folder: Nhay chudt phai trén Folder can doi tén, chon Rename, g0
tén Folder moi, Enter.
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- Di chuyén (sao chép Folder): Chon Foler can di chuyén (Copy) sau do
thuc hién theo 2 budc:

bl: Nhay chudt phai vao File chon Cut (Copy)

b2: Chon 6 dia, thu muc can chuyén dén (Copy), nhdy chudt phai chon
Paste.

- Xem thong tin cua Folder: Chon Folder can xem, Nhay chudt phai trén
Folder do, xuat hién hop thoai, chon dong Properties.
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PHAN I11. MICROSOFT OFFICE WORD 2010

Word 2010 1a mot chuong trinh ing dung chay trén moi truong Windows
dung dé€ soan thao van ban, tao 1ap cac bang biéu, phuc vu cho cong tac van
phong. Microsoft Word 2010 cung cap nhiing tinh ndng mdi giup cho viéc bién
soan tai li¢u tro nén dé dang hon.

Mot so6 diém méi ciia Office 2010:

- T6i wu Ribbon.

Néu ban van dang dung bd Office 2003 va quen thudc v6i thanh menu
chuan ndm & phia trén ctra s6 thi hay chuan bi cho mét sy d61 méi trong bd
Office 2010.

Véi thanh menu theo giao dién Ribbon, cac chirc nang sé dugc chia ra theo
tung tab riéng biét trén menu chtr khong hién thi ra toan b nhu ki€u menu cii.

Thue ra bd Office 2007 cling d3 duoc trang bi kiéu menu Ribbon, tuy
nhién, menu cua Office 2010 duogc t61 vu dé€ thuan tién hon cho nguodi dung.
Ngoai ra, ban cling c6 thé tao thém céac tab mdi d€ chira cac chlic ndng cua riéng
minh.
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C6 thé khi méi chuyén qua menu méi, ban s& gip it nhiéu kho khan vé su
moi la, tuy nhién, mét khi da quen thudce, ban sé kho ma chap nhéan quay tro lai
st dung mau menu cii trén Office 2003.

- Heé théng menu moi la.
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Trude day, Office 2007 da tao ra sy khac bi¢t hoan toan so voi Office
2003 ciling nhu cac phién ban Office cli vé mit giao di¢n, dac biét 1a menu cta
chuong trinh thi gio day, Office 2010 lai 1a tao nén mot cép do moi1 va la mot su
thay d6i vé menu cong cu cua chuong trinh. Khi lya chon trén menu cong cu,
thay vi tha Xuong mot menu nhu trude day, toan bo cira s6 Office 2010 s& thay
d6i mau sic va s& cung cdp cho ban cic tuy chon nhu Save, Open, Close,
Preview..

Va trén cing, hé thong menu moi cung cap céac thong tin chi tiét vé tac gia,
kich thudc tép, va cac thong tin vé stra d6i tép.... Thém vao dé 1a mot cira s6
cho phép ban xem trudce tai li€u & dang trang in dé chéc chin ring van ban da
dugc trinh bay theo diing ¥ ban. Noi don gian 13: Hé théng menu méi cua Office
2010 1& rang va chi tiét hon rat nhiéu.

- Chure nang Backstage View.

Trong Office 2010, nat bim nay duoc thay d6i boi mot tab mdi trén
Ribbon, nam ¢ trong cuing bén trai. Khi ban bam vao tab ndy, mot man hinh méi
dugc goi 1a Backstage View s€ dugc hién 1€n. Trén man hinh nay, danh sach bén
trai s€ chura cac tac vu, man hinh bén phai s€ la tuy chon cac chirc nidng tuong
ung voi tac vu do.
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- Chure nang Paster Preview.
Chtrc nang Paster Preview

Microsoft da thu thap phan hdi ciia khach hang vé cac phién ban Office
trude va phat hién ra rang s6 dong nguoi dung thuong xuyén mat nhiéu thoi gian
dé dan m{t doan van ban hodc hinh anh vao ndi dung soan thao ctia minh.
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Nguyén do cta tinh trang nay 1a vi nguoi dung khong biét trude ndi dung duoc
dan vao van ban s¢ trong nhu thé nao, va ho phai lam lai nhiéu 14n méi khién
cho chung trong hop ly va phu hop véi dinh dang cua ndi dung soan thao. Va do
la Iy do tinh nang Paste Preview dugc ra doi.
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Home Insert Page Layout Reference
=] | % cut
53 Copy

Paste - s
= # Format Painter B by

Times New Rom = 14 = A" »

Paste Options: Font

AR |

SO S S E—
Merge Formatting (M}

Paste Preview cho phép ban xem trudc ndi dung soan thao s& trong nhu thé
nao néu mot ndi dung khac dugc dan vao trong do, giup ban tiét kiém duogc thoi
gian. Ngoai ra tinh nang nay con cho phép luu gitr dinh dang cta ndi dung can
dén, két hop cac dinh dang hodc loai bé dinh dang cia ndi dung trude khi dan.

- Churc nang Text Effect.

Thay vi phai tao mot d6i twong WordArt dé chén chit nghé thuat vao trang
van ban, gio ddy véi Office 2010 cong viée d6 dd don gian hon rat nhiéu va
nguoi dung ciing ¢6 thém nhiéu lya chon véi viée trang tri vin ban cua minh.
Khac voi phién ban Office 2007. Tinh ndang WordArt chi dugc tich hgp vao
Excel va Powerpoint, véi Word 2007 thi moi sy van y nhu truéc nhung toi
Office 2010 thi da khac.

Véi tinh ning Text Effect ban ¢ thé sir dung hoan toan cac hiéu ung dep
mat ctia WordArt trong Excel hay Powerpoint 2007 trong Word 2010. That don
gian ban chi can lra chon doan vin ban can ap dung hiéu Gng sau d6 bam chudt
vao biéu tuong cua Text Effect trén thanh cong cu tai tab Menu Home, mot
menu do xudng cho phép ban Iia chon cac hiéu ung can ap dung. Va ban hoan
toan c6 thé ap dung cac hiéu tmg c6 trong Text Effect voi vin ban cta minh.

Néu nhu phai lya chon Edit dé hiéu chinh noi dung cho WordArt thi gio
day nguoi ding co thé chinh stra truc tiép nodi dung vin ban cé hiéu ung cia
WordAurt.
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Nguoi dung co thé chén, x6a hay thay d6i Font, kich thudc Font, mau séc,
danh dau... vdi van ban mang hiéu g cua WordArt

Chu y: Chtc nang nay chi st d,ung cho nhiing t€p Word dugc tao ra tur
Word 2010 va c6 dinh dang *.docx n€u nguoi dung luu té€p dudi dang *.doc thi
cac hi¢u g nay s€ tu dong bi go bd khoi van ban.

- Luu tép dudi dang PDF va XPS duwoc tich hop san.

Ngoai cac dinh dang dugc hod tro b(”{i MS Office cdc phién ban trudc
do6 nhu Doc, Docx... thi Office 2010 cling ho tr¢g luu tép dudi dinh dang PDF
va XPS ma khong phai cai dat thém Add-in nao nhu Office 2007.

- Hién thi théng tin chi tiét cia tép vin ban trong Office Button.

Dé biét thong tin vé tép van ban ban dang lam viéc ban chi viéc bam chudt
vao nut Office Button. Moi thong tin s€ dugc hién thi nhu dung lugng (tinh dén
lan luu cuoi cung), sO trang, sO tu, thoi gian chinh stra, thoi gian tao, thoi gian
luu 1an cudi, nguoi tao...
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- Kha nang mé rong man hinh.

Office 2010 cho phép nguoi dung mé rong cira s0 soan thao b‘ﬁng cach an
hoac hién bang Menu Ribbon bang nut Iénh Minimize the Ribbon nam phia trén
g6c phai ctra s6 lam viéc cua cac g dung Office 2010 hodc bam t6 hgp phim
Ctrl + F1.,

. ' &4 Find -
2WCe AaBbCi
A o 2ac Replace
itle Subtle Em.. |- ange
7| Stylesv | W Select =
Editing

- Churc nang chinh swa tép Media chuyén dung
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Chtrc nang chinh stra t€p Media chuyén dung:
Wi d9-0 3 \mm.dooﬂﬁicrosoﬁmudkﬁvation Failed)-M.

m Home Insert Page Layout References Mailings Review View | Format
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Background - Effects v ,j Reset Picture ~
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2 % 1
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"_3 \":) Picture Corrections Options... 1 ‘

Khéng chi biét dén v&i nhitng céng cu soan thio van ban va tinh toan,
Office 2010 con biét dén véi cong cu chinh stra anh va video manh mé¢. Cu thé,
ban c6 thé dé dang chinh stra va bién tap ndi dung hinh anh ciing nhu video ngay
trong Microsoft PowerPoint. Ban tham chi co thé loai bo nén cia hinh anh véi
bo Office méi. Noi cach khac, Office 2010 c6 rat nhiéu tinh nang ma ban cé thé
lam duoc véi cac tép media. Mac du né sé khong phai 1a phan mém chinh sira
anh chuyén dung nhu Photoshop, nhung Office 2010 thuc su lam cho viéc tao
va chinh stra ndi dung céc hinh anh dé dang hon.

- Chup anh cua so, ung dung dwa vao van ban.

Pay 1a mot diém méi c6 trong Office 2010, trong Menu Insert ban dé dang

nhdn thay nut 1énh Screenshot.
3, T D oc doo T Mhicroso

Insert Page Layout References Mailings Review View

D EHEPPdL @ B @
| d g @ B2 (aik+ N -
ge Table Picture Clip Shapes SmartArt Chart Screenshot Hyperlink Bookmark Cross-refe
rak b Art ¥, x:

Tables Tllustrations Links

20 1 1 screenshot

Insert a picture of any program
that is not minimized to the
taskbar.

Click Screen Clipping to insert a
picture of any part of the screen.

0 Press F1 for more help.

Khi bdm chudt vao nit 1énh nay mot menu hién ra cho phép ban chup anh
mot ing dung dang chay hay mot ctra s6 dang duge mé dé chén vao ngay tai vi
tri con tro.

Bam chudt vao nut 1énh Screenshot mot menu hién ra hién thi cac cira s6
dang m& va chuong trinh dang chay ngudi dung chi viéc bam chudt vao dbi
tugng dé co duoc birc anh chén vao van ban. Ngudi dung cung co thém lya chon
chup tuy chon bang cach lya chon Screen Clipping dé chup anh nhiing vung
minh mudn. Khi chon 1énh nay man hinh may tinh s& mo di va con tré chuyén
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thanh dau cong mau den nguodi dung bam chudt va khoanh mét ving can chup
vung do s€ sang 1én va ngay khi tha chudt nguoi dung s€ c6 dugc mot buc anh
chén vao van ban la vung vira chon.

- Xu ly anh nhu mot chwong trinh chuyén nghiép.

Véi Office 2010 nguodi dung c6 thém nhiéu lya chon thiét 1ap cac ché o va
hi¢u ung cho doi tuong picture dugc chén vao van ban. Chi can chon doéi tuong
nay sau do vao Menu Picture Tools\Format nguoi dung c6 thé dé dang nhén thay
cac lya chon dé thay doéi hiéu ting cho buc anh nhu: Correction, Color, Artistic
Effect.

Wl id®9-0 3 TG o doox = Microsoft Word (Pr
Home Insert Page Layout References
' iy Q o :ﬁ: Compress Pictures
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Background v v Effects~ |4 Reset Picture ~
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- Phdt trién chitc ndng tim kiém.

Néu nhu véi Office 2007 va cac phién ban trudc d6 hop thoai tim kiém
khong c6 gi khac biét thi véi Office Word 2010 MS d3 phat trién chic nang nay
thanh mot chtrc nang kha linh hoat va téc do tim kiém cling dugc cai thién dang
ké. Khi chon 1énh tim kiém hay bam t6 hop phim Ctrl+F, cira s6 soan thao sé& thu
hep lai vé bén trai nhuong chd cho hop thoai tim kiém. Khi ngudi ding nhap
ndi dung tim kiém vao 6 Search Document thi cac tir gibng s& dugc danh dau
ngay trong vin ban dong thoi hop thoai cling hién ra mot phan doan van gan véi
tir dang tim kiém dé nguoi dung c6 thé dé dang di chuyén dén ving co tir dang
tim kiém.
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- Tuy chon bado mat manh me.

Ban luén lo lang ndi dung tai liéu ciia minh s& bi thay dbi va truy cap trai
phép? Pidu nay s€ duoc han ché t6i da ¢ trong Office 2010. Phién ban Office
mdi cung cap nhu:ng tinh nang cho phép han ché viéc thay doi ma khong c6 su:
cho phép cua tac gia, ngoai ra con cung cap thém vao mot “ché do bao S
(protection mode) dé tranh viéc ban vo tinh stra noi dung cua tép ngoai y mudn.
Office 2010 cho phép ban chon lya ai trong ) nhirng nguoi nhan‘du’qc ta1 liu
cua ban dugc phép chinh sira, hodc chi dugc xem ma khong cé quyén chinh stra.

1. Khoi dong Word.

7 Vao Start\AllPrograms\Microsoft Office, chon Microsoft Word 2010,
dé mé chuong trinh soan thao van ban.

2. Gidi thiéu man hinh Word.
Sau khi khot dong xong xudt hién man hinh soan thao gém:

wWid9-0 33 Docl.docx = Microsoft Word (Product Activation Failed) 7t Sl

s e e e A MFina-
A& A E-iE-F (FE® AT | AaBbC| AaBbC: AaBbC AaBbee AaB A e
w = & . TNomal |TNoSpac.. Headingl Heading tie Subtitie s

B o) 53 i:‘.lmj"A
515 English (U,

- Thanh tiéu dé (Titller):

Hién thi tén chuong trinh tng dung MicrosoftWord va tén File van ban
dang lam viéc, & bén phai hién thi 3 ndt dieu khién (&n xudng thanh tac vu,
phong to thu nho ctra s, thoat khoi chuong trinh soan thao).

- Thanh thuc don (Menu):

Chtra cac Menu 1énh chinh phuc vu cho viéc khai thac gom: File, Home,
Insert, Page Layout, References, Mailings, Review, View.

- Thuwéc (Ruler): Gitp nguoi st dung nhin thay 1& trang van ban va cin
chinh truc tiép doan van ban.( Pé lam xuat hién thudc ké hodc an thi: vao View
chon Ruler).

- Thanh cuén (Scroll bar): Lén, Xuéng, sang trai phai, man hinh soan thao.

- Viang soan thdo: La ving dé€ nguoi st dung nhap van ban.
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3. Thoat khoi Word.
Vao File chon Exit hoac nhay chudt vao ntt Close trén goc phai man hinh.
"Microsoft Word )

f ! % Do you want to save changes you made to Document3?

[ Save ] | Don't Save | | Cancel |

Chu ¥: Trudng hop khi thoat khoi Word, néu ndi dung vin ban dang lam
viéc chua dugc luu vao by nhé thi may xuét hién hop thoai héi "co mudn ghi lai
...hay khong", néu mudn luu lai ta chon Save, khong luu chon Don’t Save, chon
Canceldé quay vé man hinh soan thao.

4. Nhdp va sva vin bdn.
4.1. Nguyén tic soan théo vin bén.

- Khi soan thdo van ban trong mot doan gém nhiéu dong lién tiép nhau thi
con tré s€ tu dong xuong dong khi cham I€ phai cua van ban. Truong hop khi
chuyén sang doan van ban khéc ta phai gd Enter.

- Khi soan thao van ban thuc hién theo 2 budec:
bl - Nhap tho van ban.
b2 - Can chinh, dinh dang van ban cho hoan chinh.
4.2. Cac phim thuwong dung khi soan thdo.
- ESC: Ngung mot cong vi¢e dang lam.
- Tab : Di chuyén con tro ra mot khoang theo ngam dinh.
- Cap Lock: Bat/tat dén Capslock. G& chir in hoa hodc chir thuong.
- Shift: 4n gitt phim Shift + phim c6 1 ky tu -> chit in hoa.
+ phim ¢6 2 ky tu -> ky tu trén
- Ctrl, Alt: Két hop v6i mot s6 phim chirc ning goi ctra s6 1énh 1am viée.
- Enter: Xuéng dong, thuc hién Iénh.
- Backspace (—): Xoa ky tu bén trai con trdo man hinh.
- Delete: Xoa ky tu bén phai con tré man hinh.
- Insert: Chuyén dbi giira ché d6 chén va de.
- Home: Chuyén con tré man hinh vé dau dong.
- End: Chuyén con tré man hinh vé cubi dong.
- Pape Up: Chuyén con tré6 man hinh vé dau trang man hinh.

- Pape Down: Chuyén con tré man hinh vé cudi trang man hinh.
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5. Dinh dang vin bdn
5.1. Chon phéng chit, cé chit, kiéu chir.
Vao Home\Font xuét hién hop thoai:

-
Font D |-
— L e
Font Adwvanced
Font: Font style: Size:
Times New Roman Regular 14
Technology < | [ - | o 5
M Tekton Pro Italic 10 |
Tekton Pro Cond o BDE : 11 —
Tekton Pro Ext Bold Italic 12
VIR Tes v roman g - M
L Font color: Underline style: Underline color:
L Automatic lz‘ (none) |Z| Automatic
| | Effects
I [ strikethrough [ shadow [ small caps
[[] pouble strikethrough [ Qutline [ &ll caps
[[] superseript [ Embaoss [ Hidden
[T subscript [ Engrave

B | Preview

Times New Roman

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

5 [Cone

L — = e e ———— -

+ Chon phong chir trong hop Font.
+ Chon kiéu chit trong hop Font Style: Regulas - chir thuong, Italic - chir

nghiéng, Bold - chit dam, Bold Italic - chir dam nghiéng.

+ Chon cd chir trong hdp Size.
+ Chon ché d6 chir gach chan trong hop Underline: None - Khong gach,

Single - Gach nét don, Word Only - Chi gach cac tir, Double - Gach nét doi,
Dotted - Gach nét dut.

+ Chon mau chir trong hop Color.
Sau d6 chon OK (Pé ngam dinh phong ta chon Default).
Hoic c6 thé thao tac nhanh trén thanh dinh dang:

File Home Insert Page Layout References Mailings Review  View

i
]

B ) GlibriBoty) 1l Al Age B == u= cmom ) om
Pate BIU : # . A Chon c¢é chir
v fFormat Painter = =

M 1 Paragraph

Chon kiéu chir Chon phong chi

Hoic str dung t6 hop phim: Ctrl + B: bat, tat chit Pam, Ctrl + |: bat, tat

chit Nghiéng, Ctrl + U: bat, tit chit Gach chan.
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5.2. Can chinh doan van bdn trén Paragraph.
Vao Home\Paragraph xuat hién hop thoai:

Indents and Spacing | Line and Page Breaks

Alignment:

[[]

outline level: | Body Text

Indentation
Left: o cri = Spedial: E:
Right: ocm |2 First line |E| 1em |2

Mirror indents

Spacing
Befaore: 4 pt = Line spacing: ak

AFter: opk = Single |E|
Don't add space between paragraphs of the same style

Previst e

| Iabs... | | Default... | [ oK ] | Cancel |I

- Chon khoang cach thut vao bén trai, bén phai trong hop Indentation:
Left - Tréi, Right - Phai.

- Chon khoang cach thut vao cta nhitng dong dau doan hodc khong dau
doan trong Special:

+ First line: Khoang cach thut vao cta nhitng dong dau doan

+ Hanging: Khoang cach thyt vao ciia nhitng dong khong dau doan.

- Chon khoang cach trudce, sau doan van ban trong hop Spacings.

+ Before: Khoang cach phia trudc.

+ After: Khoang cach phia sau.

- Chon ché do khoang cach dong trong hop Line Spacings:

+ Sigler: Cach dong don.

+ 1,5 Line: Cach dong rudi.

+ Double: Cach dong do.

+ At Least: Cach dong nho nhit.

+ Exactly: Cach dong theo khoang cach, chon trong hop At.

+ Multiple: Cach dong 16n nhét.

- Chon ché do can chinh vin ban trong hop Alignment.

Left: Can trai; Center: Can gitra; Right: Can phai; Justified: Can déu.

Can chinh trén thanh dinh dang:

Tréi Giita Phai Gidn déu
Cin chinh vin ban bang t6 hop phim:
Ctrl+ L — Cantrai. Ctrl+R —> Can phai.
Ctrl + E—» Cangiita. Ctrl+J —» Can déu.
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5.3. Dt lé Tab.

Vao Home\Paragraph\Tab... xuat hién hop thoai Tabs:

- Trong Tab stop position: Dit diém ding
cua Tab.

- Trong Alignment: Can chinh Tab

- Trong Leader: Chon hinh thtrc hién thi
Tab

~ ->Nhéy vao Set dé thiét 1ap -> nhay OK dé
két thuc.

* Xoa Tab: Vao Format\ Tab... chon
Clear hoac chon Clear All->OK.

5.4. Tao khung va lam nén.

Tabs @ i:h
Tab stop position: Default tab stops:
1.27cm 5

Alignment
@ Left
Decimal
Leader

@ 1MNone
4

“| Tab stops to be deared:

Center Right
Bar
Elpe— T
Clear all
OK l | Cancel |

Vao Page Layout\Page Borders... xuat hién hop thoai Borders And

7 [t
Setting Skyle: Preview
- |~ Click on diagram below or use
Hare = buttons to apply borders
D Box || T =
|:| Shadow e
D Color
L Automatic |Z|
r— Width:
3 Cuskom 14 p
L= Apply bo:
Paragraph IZ|
Options. .,
Horizontal Line. ..

* Chon Borders: Tao khung tai vi tri con tré man hinh:
+ Trong Setings: None: Khong c6 nét ké. Box: Ké khung, Shadow: Ké

khung c6 duong vién bong.

[ Ok ] | Cancel |

+ Trong hop Style: Chon cac kiéu nét ké. Trong hop Color: Mau nét ké.
*Chon Page Border: Tao khung cho ca trang vin ban (chon gidong Border)

* Chon Shading: Lam mau nén cho vin ban.

+ Trong Fill: Chon % ctia mau nén.Trong Foreground: chon mau nén.

Nhay OK dé két thuc viéc lua chon.
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5.5. Tao ky hiéu dau dogn.

Trong van ban, mudn tao ky hi¢u dau doan, thuc hién nhu sau:
Vao Home\Bullets:
- Trong Bulleted: Chon céc kiéu ky hiéu (Hmh bén).

o bility Mode

Home Insert Page Layout References Mailings Review View
N P L im A == A
j Times NewRom = 14 = A° A" | Aav | &) §: “YEr EE 4T | AaBbC AaBb
paste - ] abr . - Recently Used Bullets
f Format painter | B £ U de x, x Y- A 1Mo Spar
Clipboard Fl Font Fl )
Navigation v X [z o
& D Bullet Library u
Search Document PEiRgl »
None u *e
=] |00 | = - ™ L4 O * *
Z (oo | &2 ) . —
This document does not - 'd =
contain headings. .
— Document Bullets
To create navigation tabs, .
create headings in your - - - ”. - + n
document by applying - *»
Heading Styles. o
e - e
m =
N Define New Bullet...
-

Trong van ban, mubn tao ky hi¢u dau doan theo thir tu, thyc hién nhu sau:
Vao Home\Numbered:
- Trong Numbered: Chon céc kiéu sb hoic chi céi.

Home Insert Page Layout References Mailings Review View
= { ot - -
1= 5, ., TmesNewRon - 14 < A & Aam %) 2 -[EE % 8 9 | AaBbcd AaBbC A
53 Copy N . )
Paste = 2 a7 . A ~» = = Numbering Library .
s F Format Painter B 7 U -~ ahe X, X - = 3 T Mo Spaci.. He
Clipboard 3 Font 3 1 1
- 2 2 IE——
Mavigation vx|1| j 20 -1 None ) Er NG T}
3 3) S —
Search Document R~
= = ~
EREEE « ~ I8 I A a)
- II. B. b)
This document does not - . C. <
contain headings. .
To create navigation tabs, T a. i
create headings in your R .
document by applying — b ii.
Heading Styles. z iii.
=
- Document Number Formats
m 1 1. i
. 2. 2. ii
= 3 3 iii.
b =
n Define Mew Mumber Format...
o

Nhay kiéu thich hop dé Iya chon.

g_—-

Hoac nhay vao biéu tugng 3= = |dé tao sb thi tu hodc ky hiéu dau dong.
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6. Cdc hiéu irng ddc biét.
6.1. Chén ky tw ddc biét.
Vao Insert\Symbol\More Symbol, xuat hién hop thoai Symbol:

Symbol ®
Symbols | Special Characters

Subset: | Currency Symbols

™| Q)
A

Font: |{normal text)

DD R F £\ Ps|

| =l

0| £ |Ne
v 3| %5 sl Sl Lol s ] e
S V=L [T =2 =<2 ]e
- P =]
[ =[1]rl]n T =/lllFe
Recently used symbals:
el £]¥]|afn|=[=[<[>]+ [ <[=[ulo]8
EURO SIGM Character code: | 20AC from: | Unicode (hex) ~
[&utoCorrect... ] [Shortcut Key... I Shortcut key: Alt+Ctrl+E
[ Insert ][ Cancel ]

- Trong Font chon phong ky tu can chén, mudn chén ky tu nao thi nhay
chon ky tu d6 sau d6 nhay vao Insert dé chén ra van ban, cudi cung nhay Close
dé dong hop thoai.

6.2. Chén hinh danh.

- Chén hinh anh c6 san cua phan mém Office 2010

Chon Insert\Clip Art ... xuét hién hop thoai bén phai man hinh, nhay vao
Search for dé tim kiem hinh anh ¢6 trén may tinh, nhdy trén hinh anh cén chén
¢ khung phia dudi dé chén hinh anh ra van ban.

Nhéy vao du nat Close phia trén goc phai khung chén hinh anh dé dong
hop thoai chen.

- Chén hinh anh tir cac ngué)n khac (Luu trong may tinh, USB, DPién thoai
thong minh, May anh KTS...

Chon Insert\ Picture xuét hién hop thoai (Hinh bén). Chon hinh anh tir cac
nguon trén va nhay vao Insert

Bl ~ - 7 = n

@ Insert Picture &

@le » Libraries » Pictures » Sample Pictures v [67 ‘ ’ Search Sample Pictures ol
Organize v New folder =~ 0 @

(W] Microsoft Word “ Pictures ]lblary

Sample Pictures

Armange by: Folder +
-{ Favorites P
B Desktop — Ml
& Downloads E a ﬁ‘\{
»"’~ R,
” [

1= Recent Places

G Libraries Chrysa;\;;emum. Desert.jpg Hydrangeas.jpg Jellyfish.jpg
<] Documents bl ]
# Music e o = = -
= Pictures . 9 p
B videos N /» %
% Computer - Koala.jpg Lighthouse.jpg Penguins.jpg Tulips.jpg -
File name: v [AII Pictures (*.emf;*.wmf;*,jpg;’ V]

Tools v [ Insert Iv] [ Cancel I I
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* Chinh swa hinh anh:

- Thay d6i kich thuéc hinh anh: Nhay chudt vao hinh anh, dua con tro
chuot dén cac diém tron ¢ vién cua hinh anh, khi xuat hién mii tén hai chiéu ta
an gilr chudt va kéo phong to hodc thu nho.

- Chon céch hién thi hinh anh: Nhdy phai chudt 1én hinh anh -> xuét hién
thuc don chon Format Autoshapes... -> xuat hién hop thoai chon Layout ->
chon cac hinh thirc hién thi ->Ok

- Pé hinh anh nam sau vin ban (anh nén): Nhay phai chudt 1én hinh anh ->
xuat hién thuc don chon Order/Send Behind Text.

6.3. Cong cu vé.

Cac cong cu ve€ duoc dat trong Menu Insert\muc Shapes,

Nhay vao mili tén dudi muc Shapes, xuat hién cac biéu twong tuong ing cac
hinh v€, hQp text box, duong thing, duong miii tén, hinh chit nhat, hinh elip, cac
khung hoi thoai... Nhdy vao bi€u tugng can chen, luc nay tro chudt sé bién thanh
dau cdng (+), an, kéo va tha chudt dé chen ra van ban.

= [ umen icr 'on
Home Insert Page Layout References Mailings Review View
= 7 =
BN E U2l Q2 B 285 E
Cover Blank Page Table Picture Clip |Shapes|SmartArt Chart Screenshot | Hyperlink Bookmark Cross-reference | Header Footer  Page Text
Page~ Page Break = Art 2 2 < < MNumber~ | Box~
Pages Tables Recently Used Shapes Links Header & Footer
E \\I:IC-CJA‘I_‘LE(>GG RN A R NS (RIS RS - KRR EX
EIRTAN A
] Lines
= SNSNTLL T NG %
_ Rectangles
5 Hohea@@EEE
- Basic Shapes
. EOAMNIACOOO®®
B @to0dOr h¢gnoihd
= OO@ALHEVY G CD™
- oLy
_ Block Arrows
N DA RTERLEEI T
: & dwnpon DN
: TN
o Equation Shapes
= F=R==7
+ Flowchart

D0<0O00dF<e0y
ondN@DE & AVED
agod

Stars and Banners

2 R A SRR ROFOF L
- o T {0 8 [T QIR

S Callouts

B AEo@oamAadidsas
g ADAD O

.-.[} New Drawing Canvas

52



7. Hé tro xir Iy trong word
7.1. Tim kiém doan viin ban

Vao Home\Find... hodc g6 phim Ctrl+F xudt hién hép thoai:

Home Insert Page Layout References Mailings Review View @ d
s 0D HRPE N« @ = = B g 4 £ Q
Cover Blank Page | Table | Picture Clip Shapes SmartArt Chart Hyperiink Bookmark Cross-reference | He: Tedt Quick Wordart Drop Symbol
Page~ FPage Break |+ it o< Box+ Fats+ - Capr '@AObject E
Pages Tables Tlustrations Links Text Symbols
L] A e, A I A A R A R RN R KRS RS R P =S (TS MY, 5
B B gitta foan vin ban xudng tiéu dé dusi s
f + Pape Size: Chon kho trang gidy in (A4 - 210x297)
=] Trong Orientation: Chon kiéu in trang gidy:
A Portrait: Tn doc trang gidy,
4 LandScape: in ngang trang gidy. =
& Chon Ok dé két thie.
B 10.2. Pdnh sé trang vin bin.

Vao Inert\PageNumbers... xuat hién hp thoai:
4 - Chon: Top of Pape dénh sd trang déu trang,

B - Chon:Bottom of Pape danh sb trang cudi trang.
Nhéy OK dé chén sb trang cho vin ban.

- Trong hop Navigation: Panh tir can tim

Luc nay céc tir tim dugc sé dugc t6 sang.

7.2. Thay thé doan vin ban

Vao Home\ Replace... hoac go phim Ctrl+H

B aod Feplace L2 o

Replace | GoTo
Find what: E|

Replace with: E|

.

- Trong khung Find What: Nhap tir cin tim
- Trong khung Reaplace With: Nhép tir can thay thé
+ Nhay vao Replace: Thay thé mot ndi dung tim dugc.

+ Nhay vao Replace All: Thay thé tat ca cac noi dung da tim dugc trong
van ban.

7.3. Céch tao mat khéu trong viin ban

Word 2010 hd tro san tinh ning dit password bao vé vin ban véi tinh bao
mat cao.

Ban bam vao biéu tuong tab File phia trén goc trai > chon Info >
Bam Protect.
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Home  Insert  Pagelayout  References  Mailings  Review  View

[l save . .

e Information about 15.02.02..DTN.ChuongTrinhToaDam.D...

B See s C:\Users\VX\AppData\Local\ Temp\15.02.02..0TN.ChuongTrinhToaDam.DangVoiThanhNien.doc el
[F Open

[ Close o )
Product Activation Required

= Microsoft Word 2010 requires a valid product license. Activate your product key
now to obtain a valid product license.

Activate Properties ~
Recent Product o T
Pages 3
Ll Words 1064
) Compatibility Mode Total Editing Time 56 Minutes
Print W _ Some new features are disabled to prevent problems when working with Title
previous versions of Office, Converting this file will enable these features, but Tags
Save & Send Convert may result in layout changes. Comments
Help Related Dates
A Last Madified Vesterday, 7:38 SA
= L ermissions
] Optiens i) Created Yesterday, 7:38 SA
s Anyone can apen, copy, and change any part of this document.
[ Exit 5y Last Printed 07/01/2015 11:26 SA
Protect
Document = Related People
Author Trugng quang B
Prepare for Sharing )
(R . . Last Modified By van xuan
[\E2: Before sharing this file, be aware that it contains:
Chodkfor Document properties, author's name and related dates e ——
Custom XML data
Issues ~ - Open File Lacation
Centent that cannot be checked for accessibility issues because of the
current file type Show All Properties
Versions
Jz 2] Thereare no previous versions of this file.

Chon Encrypt with Password, xuat hién hop thoai:

Encrypt Document l ? |ﬁ,|

Encrypt the contents of this file

Password:

Caution: If you loss or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are cass-sensitive. )

| ok || cancel |

L

Nhéap mat khau cho van ban hién tai va nhap lai mdt lan nita d€ xac nhan
ban da nhap dung.

Tu bay gio, moi khi mé tép van ban nay, Word s€ hién thi ctra s6 yéu cau
nhdp mat khau (password). Chi nguoi nao biét password mai co thé xem dugc
ndi dung cua tép.

Mudn hily bo, ban chi viéc vao hop thoai Encrypt Document dé xoa
password bao vé.

7.4. Tao ghi chu
a. Chén mgt ghi chu
B1. Chon doan text hodc ddi tuong bat ky trong tai li¢u ban mudn ghi chu .

B2. Trong thé Review, nhdm Comments, nhan nit New Comment.
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I &) Delete ~

@] Pravious
New e
Comment < Mext

B3. Nhap vao ghi chi cua ban trong bong béng hién thi ¢ khung bén canh
tai lieu.
b. Xéa ghi chu

B1. Pé x6a mot ghi chu , nhan chuét phai vao ghi cht dé , chon Delete
Comment.

B2. Dé x6a nhanh tat ca ghi chd trong tai liéu, nhan chudt vao mot ghi chi
bat ky. Trong thé Review, nhom Comments, nhan vao miii tén bén dudi nut
Delete va chon Delete All Comments in Document.

c. Thay ddi ghi chu

B1. Néu céc ghi chd khong hicn thi trong tai liéu, ban nhan nit Show
Markup trong nhom Tracking cua thé Review, sau d6 danh dau chon Comments.

B2. Nhan chudt vao bén trong mot bong bong c6 ghi chi can sia. Sau d6
sua lai noi dung theo y ban.

7.5. Tron tai liéu (Mail Merge)
a. Tron thw

Trong thuc té, d6i khi chling ta can phai in vin ban goi cho nhiéu ngudi
chang han nhu thu moi, phi€u bao diém, giay ching nhan, bang tot nghiép...

Thay vi phai g0 nhitng thong tin cua tung ngudi vao ndi dung cua tung
gidy chirng nhan (rat dé nham lan), ta c0 thé dung cong cu Mail Merge dé giai
quyet van d¢ trén mdt nhanh chong.

b. Tdp tin data source

Mot file chira dit liéu ngudn thuong duge trinh bay dudi dang bang biéu
don gian nhu

table, sheet (ctia Excel, Access) bao dam du sb cot, hang va ndi dung trong céac
0.

c. Tap tin main document

Mot file viin ban mau da dugc trinh bay hoan chinh

d. Form letter
Budc 1. Tao tap tin Main chinh trong WORD nhu sau:
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SO THONG TIN VA TRUYEN THONG HA TINH
TRUNG TAM CNTT&TRUYEN THONG

THU MOI

Kinh gui:
Sinh nam:
DPia chi :
Moi tham gia tap huan k¥ ning ung dung cong nghé thong tin
Thoi gian:
Dia diém:

Gidm Déc

Buwéc 2. Tao tap tin ngudn dir liéu trén Excel véi cac cot o tén tuong vng
(cha y la tén cot khdng nén viét dau tieng viét, va phai bat dau dir liéu ngay tai
Cell

Al).

~ *Chay : Tap tin dir liéu ndy ban c6 thé tao bang WORD, tuy nhién néu
thé hién trong Excel ban s€ c6 lgi hon néu bang dir liéu do c6 ho trg nhiéu phep
tinh va ham phuec tap.

oB| woTeN ik IGiK | quan |BANG | oa
Ong | Pau Minh Phuc Nam | 1984 | Ha Tinh PH | Gidi
Ong | Chu B4 Diing Nam | 1990 | Nghé An PH | Kha
Ong | Nguyén Tién Diing Nam | 1981 | Ha Tinh PH | Gidi
Ba | Pham Thi Phuong N | 1987 Ha Tinh bH Gioi
Ba | Phan Thi Thanh Hai Nir | 1987 | Quang Binh | DPH Kha
Ba | Chu Thi Hai Yén Nit | 1986 | Quang Binh | PH | Gioi

Budéc 3. Trén tap tin Main chinh trong Word
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Chon Start Mail Merge trén tab Mailings va sau do chon Step by Step
Mail Merge Wizard

Insert Page Layout References Mailings Review Wiew Foxit Reader PDF Foxit PO'F Dresign Layout

#

kvl 2 F
Start Mail Select Edit High Greet je .| Preview
Maergeavl Reclzlints'?i'?f*t,t' Merge = Line Field 2] up esults - Auto Check for Errors erge
2 Letters Write & Insert Fields Preview Results Finish
=] E-mail Messages
=1 Envelopes... 2 -1 -1 E[ 51; 2 |I-3- | -|4- [ 5|- | -6-|| s le |I-s- 1 -|9- 1 -ml- 1 -11-I| 12 - |I-1y\§
izl labels.
_:_—ll Directory
(W] ormal Word Document SG THONG TIN VA TRUYEN THONG HA TINH
=] step by Step Mail Merge Wizard... n . n
~1 TRUNG TAM CNTT&TRUYEN THONG
THU MG
Kinh grri:
Sinh ndm:
Piachi :

Mbi sép xép thoi gian dén du cudc phong van tuyén nhan su cho
Trung tam.
Thoi gian: gio, ngay

Pia diém:

Gidm Péc

Trinh Wizard s€ md ra mot cura s6 bén phai tai li¢u. Ctra s6 nay co6 thé di
chuyén bang chuot dén mot vi tri méi trén man hinh va ban ciling c6 thé thay do61
kich cd cua no.

Mail Merge -

Select document Eype

what bvpe of docurment are wou
working on?

{-:*} Letters

() E-mail messages
() Envelopes

() Labels

{:} Directory

Lektters

Send letkers to a group of
people, ¥ou can personalize the
letter that each person receives,

Click, Mext bo conkinue,

Step 1 of &

= Mext: Starking document

Pé thuc hién merge mail can phai qua 6 budc, ban lam theo hudéng dan
bang cach chon nhiing tuy chon phu hop ré1 nhan Next & dudi cung cua hop
thoai, néu mudn quay lai thi nhan vao Previous.

Trong muc Select document type chon san Letters. Chon Next qua budc 2
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Mail Merge * X

Select starting document

Howw dio wou want ko sek up yvour
letters?

{(®) Use the current document
{3 Start from a template

() Skart: From existing document

Use the current document

Skart From the document shovan
here and use the Mail Merge
wizard to add recipient
information,

Step 2 of 6

% Mext: Select recipients

4@ Previous: Select document tvpe

Trong muc Select sartting document da chon san Use the current
document. Chon Next qua budc 3

Mail Merge - X

Select recipients

(¥ Use an existing list
() Select From Outlook contacks
) Tvpe a new list

Use an existing list

Uze names and addresses from a
file or a database.

Erowse, ..

B Editf{elect recipient list file

Step 3 of b

5 Mexk: Write your letker

4 Previous: Skarting document
w

Trong muc Select recipients nhan nat Browse. Chon va mé file danh sach
excel da luu.

3

Select Table
Mame Description  Maodified Created Type
12:00:00 AM  12:00:00 AM TABLE
Sheet2s 12:00:00 AM  12:00:00 AM  TABELE
Sheet3s 12:00:00 AM  12:00:00 AM  TABLE
4| m | »
First row of data contains column headers [ OK ] ’ Cancel ]/
L
Chon Sheetl, OK
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Mail Merge Recipients

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove redpients from the merge. When your list is ready, didk OK.

Data Source [v |OB  + |HOTEN w | GIOI TINH w | NAM SINH w | QUE GUAN
Bookl xlsx Ong | Dau Minh Phic | Mam | Ha Tinh
Bookl xdsx [¥ Ong Chu Ba Diing Mam 1990 MNghé An
Bookl adsx [¥ GOng MNguyén Tién Diing Mam 1981 Ha Tinh
Bookl adsx I7 Ba Pham Thi Phuong g 1987 Ha Tinh
Bookl xdsx ¥ Ba Phan Thi Thanh Hai Mir 1987 Quéng BinH
Bookl adsx [+ Ba Chu Thi Hai Yén Mir 1986 Quéng Bink
'y T b
Data Source Refine redpient list
Book 1. xlsx - %Jr Sort...

T Filter...
y Find duplicates. ..

Find redpient. ..

Validate addresses...

O hop thoai Mail Merge Recipents, ta co thé loai bo hodc trich loc nhiing
hang khong muon tao thu mo1. Nhan OK.

Nhén Next qua budc 4.

Mail Merge -

Write your letter

If wou hawe nok already done so,
warike wour letker nowe.

To add recipienk information ko
wour letker, click a location in the
document, and then click one of
the items below,

=] Address block...
=] Greeting line...
;_;] Electronic postage. ..
8 More ikems. ..
wehen wou hawe Finished wriking
wour letker, click Mexk., Then wou

can previews and personalize each
recipient's letter.

Step 4 of 6

= Mext: Preview wour letkers

<& Previous: Seleck recipients

Trong muc Write your letter, nhan chon More items...
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Insert Merge Field @

Insert:

() Address Fields @ Database Fields
Fields:

. -
HO TEN

GIOI TINH

NAM SINH

QUE QUAN

BANG

XEP LOAI

| Match Fields... | [ Insert | [ cancel |

Dit con tro text & vi tri xac dinh trong vin ban mau, noi can chén dir lidu
vao, lan lugt chén cac field vao trong main document nhu sau:

SO THONG TIN VA TRUYEN THONG HA TINH
TRUNG TAM CNTT&TRUYEN THONG
THU MOIT
Kinh giri:« OB»«HO_TEN»
Sinh ndm:«NANM SINH»
Pia chi :«QUE_QUAN)|
M&i sidp xép thei gian dén dyr cudc phong van tuyén nhén s cho
Trung tam.
Thoi gian: gid, ngay
Pia diém:

Gidm Poc

Nhan Next sang budc 5, & budc nay nhan vao nit >> dé xem trude cac thu
moi ti€p theo.
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Mail Merge - X

Preview your letters

one of the merged letters is
previewed here, To preview
another letter, click one of the
Fallowing:

Recipient: 1

27 Find a recipient. ..

Make changes

You can also change wour
recipient lisk:

B Edit recipient list, ..

[ Exclude this recipient

When wou hawve Finished
previewing wour letkers, click
MNexk, Then wou can print the
merged letters or edit individual
letters to add personal
commenks.,

Step S5 of 6

@ MNext: Complete the merge

<@ Prewious: Write wour letker

Nhan nat Next sang budc thit 6.

rail Merge - X

Complete the merge

MMail Merge is ready to produce
wour letkers,

To personalize wour letkers, click
"Edit Indiwidual Letkers." This will
open a new documenkt with wour
merged letkers. Ta make changes
to all Ehe letters, switch back ko
the original docurment.

Merge

= Print...

L 3 Edit individual letters...

|Merge to new document

Step 6 of &

< Previous: Prewiew wour letters

Chon Print... néu mudn in cac thu moi truc tiép ra may in, chon Edit
indidual letters néu muon xem trudc cac thu moi trong van ban.
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Merge records

() Current record
O Erom; To:

QK Cancel ]

Trong hop thoai Merge to New Document co thé chon tao ra toan bd cac
thu moi cé trong danh sach hoac chi chon tao thu moi cho mét s6 nguoi.

8. Dinh dang numbering, muc luc tw dgong
8.1. Numbering

~ So thir ty tw ddng cho phép ban dinh dang va to chirc viin ban véi cac
so, cac bullet (dau cham tron).

a. Bulleted and Numbered

. ) . i=e[El]E E=E g9
Cac danh sach Bullet c¢6 cac dau i
chin tron, danh sach cac Number cé cac

s6 va danh sach cac Ountline 1a sy phéi ' ; g
hop gilta cac so va céc chit cdi phu thude a1 3
vao su to chirc cua danh sach.

AaBhCoD

Numbering Library
—

Pé thém mot thi tu tu dong vao van : A. 3
. r % Il B. b
ban co san: I . 5
* Lva chon van ban ban muon dé
tao mot thir tu ty dong a. .
. b. i
» Trong nhém Paragraph trén tab . i
Home, kich vao nat danh sach Bulleted
hOéC Numbered Document Mumber Formats
1) 1.
= 2 2.
== == |2l T 3 3
== == = By ity
== == 4= S i —

Paragraph . Define Mew Mumber Format..,
il

Dé tao mot thi tu tu dong moi:
* Pt con trod vao noi ban mudn chén th tu tu dong trong tai li¢u
* Chon nut danh sach Bulleted hoac Numbered
« R6i nhap ndi dung binh thuong
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b. S6 thir tw tw dong 16ng

S6 thir tu tu dong léng la danh sach c6 mot vai cép do. Dé tao mot thtr tu tu
dong long:

« Tao thir ty ty dong cuia ban theo sy hudng dan phia trén

 Chon nut Increase Indent hay Decrease Indent

11
4

|
4

il

4
i
L]
nv
(L]
N3
-—
A

(1l
0]
i
]
i
4
74
v
4
4

o
ol

c¢. Pinh dang danh sach thi tw tw dong

Hinh anh chdm tron va sd c6 thé dugc thay d6i bang cach st dung hop
thoai Bullets or Numbering.

 Lya chon toan bg thtr tu ty dong dé thay doi tht ca cac diu cham tron hay
s0, hodc dat con tré 1€én mot dong trong danh sach thir tu tuy dong dé thay d61 mot
Bullet

* Chon phai chudt

* Chon vao miii tén bén canh danh sach Bulleter hay Numbered va chon
mot Bullet hay Numbering khac.
Bl o =4 AaBhCeDol |
Bullet Library

Mone ® @) | + 0:0

> v
Document Bullets

Define Mew Bullet...

8.2. Tao muc luc tu dong

Khi céc ban lam do 4n, bai tap 16n, hay danh mot doan van ban dai thi can
phai ¢c6 muc luc dé nguoi xem hiéu mét cach khai quat vé doan van ban d6.Viéc
tao mot muc luc bang tay thi kha don gian song né lai ¢ rat nhiéu nhuoc diém
nhu: rat kho khin dé tao mét muc luc véi mot van ban dai téi c& hang tram
trang, khi ching ta c6 nhu cau thay doi lai b6 cuc bai viét hodc chinh sira thém
b6t y thi lai phai chinh lai toan bd muc luc va s trang cho phut hgp. Do d6 viéc
lam muc luc ty dong s€ gitip ban tiét kiém rat nhiéu thoi gian va cong suc. Pau
tién dé tao duoc muc luc thi cac ban phai danh dau heading cho muc luc trudce
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da. Click chuot ya‘lo dong ma céc ban dinh chon lam muc luc (chéng han nhu:
1.1 Tong quan vé ...) cac ban chon muc luc nhu sau:

File Home | Insert  Pagelayout  References  Mailings  Review  View

; —
]

' . M AR TR S kR
B Ve o8 AW A R EE LT e e AaBB( AaBl AsBbCc AaBh( i
Paste . : # LEElzs e .. ‘ ‘ ; ; ‘
i fFormal Painter B I U-aex x 4 ﬁ EEEE = & i THormal |TNoSpaci. Headingl Heading2 Heading3 Tile |-
Clipboard Font Paragraph Styles

Hoic c6 thé st dung phim tit néu ban thich:

- Alt + Ctrl + 1: Heading 1 (P& muc 1)

- Alt + Ctrl + 2: Heading 2 (P& muc 2)

- Alt + Ctrl + 3: Heading 3 (P& muc 3)

Tu Heading 4 tr¢ di s€ khong dung tiép dugc phim tit nhu trén. Tuy nhién
co thé dung t6 hop phim Ctrl + Shift + S d¢ vao hop Style trén thanh Formatting,
sau d6 cung phim miii tén Iya chon loai Heading. Ung véi moi loai heading 1a
mot loai muc luc:

m Heading 1: muc lyc 16n nhat (thuong dung cho chuong 1, chuwong 2...)

m Heading 2: muc luc 16n thir hai (thuong dung cho 1, 2, ...)

m Heading 3: muc luc 16n thir ba (thuong dung cho 1.1, 1.2, ...)

Sau khi da danh diu tat ca cac heading cho cac muc. Ban tién hanh hién thi

muc luc nhu sau.

1. Lya chon vi tri dat muc luc: (Thuong dat & cudi hodc dau van ban)

2. References -> Table of Contents-> Insert Table of Contents

3. Xuat hién hop thoai

Table of Contents S

Index | Table of Contents | Table of Figures | Table of Authorities

Print Preview Web Preview
Heading 1 ..o 1]~ Heading 1 -
(ST [137- e 3 Heading 2
Heading 3. eeveeeeereeeens 5 Heading 3

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: |....... |Z|
General

Formats: From template E|

Show levels: |3 :

’ Options... ] [ Modify... ]
[ oK. ] ’ Cancel ]
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m Print Preview: Kiéu muc luc s& hién thi khi in

m Web Preview: Kiéu muc lyc s& hién thi & dang trang web
m Show page numbers: Hién thi sb trang.

m Right align page numbers: Hién thi sb trang bén 18 phai.

m Use hyperlinks instead of page numbers: C6 sir dung lién két tir muc luc
téi1 trang dat Heading.

m Tab leader: Chon loai dudng tab tir cudi cac Heading dén sé trang.
m Show levels: S6 cip do Heading.

m Nat Show Outlining Toolbar: Cho hién thi thanh cong cu Outlining trén
ctra s6 MS Word

m Nut Options...: M6 hop thoai Table of Contents Options: Tuy chon thém
mot sO tinh ndng khac.

Table of Contents Options

Build table of contents From:

................

fvailable styles: TOC level:
Body Text Indent ™

Body Text Indent 2

Foaoter
He.ader
» Heading 1 1
¥ Heading 2 2 w

Qutline levels
[ ] Table entry fields

o [ ]

m Nat Modify...: M& hop thoai Style, stra doi dinh dang font chit cho néi
dung phan muc luc tu dong.
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Style

)

Please select the appropriate skyle For
wour index ar table entry

Skyles:

ToZ 1
1 TOC 2
1 TOC 3
1 TOC 4
1 TOCS
1 TOCE
1 TOC7
11 ToCE
1 TOCS

Preview

ﬂ

Yerdana 5

=

Marmal +, Automatically update

| K ][ Cancel ]

Truong hop trong file da c6 muc luc tu dong, va ban dong y thay déi dinh
dang font chir bang hop thoai Style s€ xuat hién thong bao: “Ban c6 muon thay
thé dinh dang cho bang ndi dung muc luc khong?"

Microsoft Office Word &]

\.:{/ Do ol wank ko replace the selected table of contents?

ues | [ Mo ] [Cancel ]

Chon nut Yes: Pong y. Ngoai font chit ciia noi dung bang muc luc thay
do6i, MS Word con tu dong cap nhat lai s6 trang cho cac d€ muc.

Buoc 3: Cap nhat muc luc khi tai li€u bi thay ddi noi dung va ) trang. bé
cap nhat nd1 dung cling nhu s6 trang & muc luc khi tai li¢u duoc chinh stra, ta
thuc hién nhu sau:

Kich phai chudt vao phan muc luc rdi chon 1énh Update Field. Xuét hién
hop thoai vd1 2 muc chon.

Néu ta chon Update page numbers only thi chuong trinh s& chi cap nhat lai
sO trang cho muc luc.

Néu ta chon Update entire table thi chwong trinh s& cip nhat ca phan dé
muc va so trang cho muyc luyc.

Cudi cung kich nat OK trén hop thoai dé thuc hién viéc cap nhat.
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9. Pinh dang trang gidy in.

9.1. Dinh dang Ié trang gidy.
Vao Page Layout\Margins\Custom Margins... xuat hién hop thoai:

T | - |
|
Margins Paper Layauk I|
Margins
Top: Zem 2 Boktorn: 1.5 cm 2
Left: Zcm 2 Right: Zcm 2 |
Gukter: ocm - Gutker position: Left El
Crientation
Parkrait Landscape
Pages
Multiple pages: Mormal E
Previgw |
— |
apply kop | Whole document Izl |
Default. .. [ O ] | Cancel | |

+ Margins: Chon kiéu 1é:
- Top: Lé trén.
- Bottom: Lé dudi.
- Left, Right: Lé trai, phai.
- Gutter: Lé dé dong van ban.
- From Edge: Header la khoang céach tiéu dé trén; Footer 1a khoang cach
gifra doan van ban xuong tiéu dé dudi.
+ Pape Size: Chon khé trang gidy in (A4 - 210x297)
Trong Orientation: Chon kiéu in trang giay:
Portrait: In doc trang giay,
LandScape: in ngang trang gidy.
Chon Ok d¢ két thuc.
9.2. Ddnh so trang vin bdn.
Vao Inert\PageNumbers... xuat hién hop thoai:
- Chon: Top of Pape danh s trang dau trang.
- Chon:Bottom of Pape dénh s trang cubi trang.
Nhay OK dé chén s6 trang cho vin ban.
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9.3. Soan théio dong tiéu de.

Vao Inert\Header xuét hién khung cho ta nhap noi dung dong tiéu dé va
thanh cong cu cia dong tiéu dé.

Go tiéu dé & dau trang hodc cudi trang, g tiéu dé & trang trude, gd tiéu dé
& trang sau, chén sb trang van ban, chén ngay thang hién tai, chén gid hién tai,
can lai &, an hién vin ban, dong khung soan thao tiéu dé.

12.4 Cdc ché d¢ xem vin béin dd soan thdo.

Vao File chon Print hodc go phim Ctrl + P Giao hién man hinh soan thao
Word xuat hién nhu sau:

0 tisn 42 & din trmg bode cui teme, 20 tifn 42 & tramg trwoc, 26 tisn 32
 toang san, chém 30 trmg vin bén, o ngdy thing bidn tei, chén i hidn e,
cin 13 12, &n hidn vin bén, denz Khung soen théo tidu d2.

11, Mt 53 1b I tromg qud rrink Lim vide
1.1 Tim iém Soan vin bin
Vio Home Find .. hodz 25 phim Cer<F o bidn hip thosi:

Lt

Pt

e i - e

- Trong bip Find what: Dizh i dn tim
Sam 46 obiy vao Find Next 42 fm kidn N ndi dung dis fim thdy th0
néi dung do dwoc dénh dén (16 dan)
11.2 Thay thé doqn viin bin
Vo Home! Replace.. hoic g6 phim Ctri+H
- B thay thé nhiy vio chon muc Replace: g8 néi dung cin thay vio kiung
Pamplace with
= Nhiy vio Replace: Thay the mét oéi éume tim dvoc.
< Nhay vao Replace All: Thay fh= tat o cac noi dung di tim dwoc trong
vin bdn.
11.3 Cioh o mir Khdu rong vin vin
Vio File chon Save 2y Tools! Genersl Options.. nhip mit khén vio &
Password sau do chon OF.
11.4 Cde chd 5 xem vin bin 3 woqn this.
Vép File chon Print bods g6 phin Ctrd + P Glao hifn mim hinh rom thin
Word xuit hidn nh s
11.5 In vin ban

Vao File chon Print hod g0 phin €t + P Giao hisn min hivh soen thio
Word mudt hidn nh s

% ()

Mudn tré lai van ban dang soan thao nhay vao Home
10. In van bdn

Vao File chon Print hoac g phim Ctrl + P, Giao hién man hinh soan thao
Word xuat hién nhu sau (Hinh bén):

68



T

(Wl LEE Nhime
MOmc Insert Page Layout References Mailings Review
ol Save
: o Print
B Save As )
. s =
S o 4 Copies: 1 zr 1
y n
= Op Print
(4 Close
Info Printer
/ hp Laseret 1000 . on PC2004071503BFG
Recent a ° il : 2 ' Y.
- server Ofthine
New Printer Properties
m =
}) Print Custom Range 3 ! <
Share Enter specific pages o prnt
Pages: 1-36,7
Help
J Print One Sided 4 2
z] Options Only print on one side of the page l
. Collated
Exit 1) 5 l -
e =53 123 123 I
T\ Portrait Onentation 6 ' v
_J Letter —7—" Z
Custom Margins 8 l v
1 1 Page Per Sheet 9 l g
\E‘ﬁﬁr Setup
o Céc thiét 1ap can thiét cho ban in nhu sau:

- 1: Chon s6 luong ban in

- 2: Chon may in

- 3: Chon nhirng trang s€ in hodc chon in thudc tinh van ban
- 4: Chon in mét hodc hai mat, tinh nang nay c6 thé khéng cdé ¢ mét so

dong may in

- 5: Lyra chon sdp xép ban in (vi du trang 1,2,3;1,2.3...) hodc khong sip xép

(vidutrang 1,1;2,2;...)

- 6: Chon hudng in theo chiéu doc hodc phuong ngang cua gidy

- 72 Chon c& gidy
- 8: Canh Ié trang in

- 9: Chon s6 luong trang in trén mot mat gidy.

e Sau khi thiét 1ap xong, nhay chon biéu twong may in

in dén may in
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PHAN IV. SUDUNG BANG TiNH CO BAN

I. TONG QUAN VE EXCEL

Excel 1a chuong trinh xir ly bang tinh nam trong bd Microsoft Office cia
hang phan mém Microsoft.

Bang tinh cua Excel gdm nhiéu 6 dugc tao bdi cac dong va cot. Excel co
nhi€u tinh nang wu viét va cé giao di¢n than thi€n véi nguodi st dung. Hién nay
cac phién ban dang dugc st dung nhu:Excel2003, Excel2007, Excel2010...

1. Khoi dong

Nhay Start\All Programs\Microsoft Office\Microsoft Excel2010, s& xuat
hién man hinh chinh cua Excel:

ew
Siw - = y H EEE X Autosum - Ag
- ShwrapTed General Eig o B e _a_‘ — %__(' ja

i
e u i) i= :EMEIQE&CE”‘ErV @v LAY (:U-S 5D.S F(:rnd\:(\nn;\. a:?;rgla‘ S(E‘EH Insert DEIVE‘E Fnrvmal 2 ciear= E“D‘r’irfi SF\ErIvEdnEL'
Cliphoard Font Alignment Number Styles Cells Editing
Al e
A B C D E F G H J K L M N [0} P Q R
; 1
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
4 4 b ¥ Sheetl /Shest2 ~Sheet3 /2 4 0|
Ready | [EETNRENS] ;

Man hinh Excel gém: Thanh tiéu d¢, thanh cong cu, thanh dinh dang, thanh
cong thirc. Dong trang thai (hay dong 1énh) chira dia chi 6 va ndi1 dung 6 hi¢n tai,
vung bang tinh.

2. Gidi thi¢u bang tinh Excel

Microsoft Excel 1a mot phan mém hay 13 mot chuong trinh tmg dung, ma
khi chay chuong trinh rng dung nay s€ tao ra mot bang tinh va bang tinh nay
gilp ta dé dang hon trong viéc thuc hién:

« Tinh toan dai sd, phan tich dir licu

« Lap bang biéu bao céo, to chuc danh sach

« Truy cap cac ngudn di lidu khac nhau

« V& d6 thi va céc so do

« Ty dong hoa cac cong viée bang cac macro

« Va nhiéu tmg dung khac dé gitip chung ta c6 thé phan tich nhiéu loai hinh
bai toan khac nhau.
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» Workbook: Trong Excel, mot workbook la mot tap tin ma trén do ban
lam viéc (tinh toan, v& do thi, ...) va luu trit dir liéu. Vi mdi workbook co thé
chtra nhiéu sheet (bang tinh), do vay ban c6 thé t6 chirc, luu trir nhiéu loai thong
tin c¢6 lién quan voi nhau chi trong mot tap tin (file). Mot workbook chua rat
nhiéu worksheet hay chart sheet tiiy thudc vao bd nhé may tinh ctia ban.

« Worksheet: Con goi tat 14 sheet, 13 noi luu trir va lam viéc véi dir liéu, né
con duoc goi la bang tinh. Mot worksheet chira nhiéu 6 (cell), cac 6 dugc to
chtrc thanh cac cdt va cac dong. Worksheet dugc chtra trong workbook. Mdt
Worksheet chtra duoc 16,384 cot va 1,048,576 dong (phién ban cii chi chira
dugc 256 cot va 65,536 dong).

 Chart sheet: Cling 1a mét sheet trong workbook, nhung n6 chi chira mot
do6 thi. Mot chart sheet rat hiru ich khi ban mudn xem riéng 1€ tirng do thi.

« Sheet tabs: Tén ctia cac sheet s& thé hién trén cac tab dit tai goc trai dudi
cua ctra sO workbook. D€ di chuyén tir sheet nay sang sheet khac ta chi viéc
nhap chudt vao tén sheet can dén trong thanh sheet tab.

3. Thodt khoi Excel

Vao File\Exithodc 4n Alt+F4

4. Cac thao tac voi File (tép) bang tinh

4.1. Mo mot bang tinh mai:

Vao File\New\Blank workbook hoic (Ctrl + N)
4.2. Mo File bang tinh.

Vao File\Open (Ctrl +O)

4.3. Lwu File bang tinh

Vao File\Save (Ctrl + S)

* Mubn luu véi mot tén méi, chon File \ Save As ...

II. CAC KIEU DU LIEU

Trong mot 6 chi c¢6 thé chira mot kiéu dir li€u, ki€u dir liéu ctia 6 phu thude
vao ky tu dau tién do may ngam dinh hoac co6 thé dinh dang tuy y. Cé céac ki€u
dir liéu nhu sau:

1. Kiéu s6 (Number)

Ky tu nhap vao 1a ky tu s, & ché do mac nhién dir liéu dang s6 s& hién thi
phia bén phai cia 6, néu la s6 am c6 thé nhap dau ( - ) phia trude hodc dé trong
ngoac don.

2. Kiéu chuéi (Text)

Ky tu dau tién gd vao 1a ky tu chit, & ché d6 mac nhién khi dich chuyén
sang 0 khac thi dir li¢u s€ nam & bén trai 6 bang tinh. Khi thiét 13p cong thic
tinh mudn may hi€u va tinh toan thi kiéu chudi phai dugc dat trong dau nhay

kép ().
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3. Kiéu ngay thding (Date)

Nhép ngay thang binh thuong véi dau phan cach 1a gach ngang ( - ) hay
gach dimg ( /), & ché @6 mic dinh khi dich chuyén sang 6 khac thi s& nim & bén
phai 6 bang tinh.

Khi chua thay déiqlai trén hé thong thi ¢6 dang: MM/DD/YYY (thang, ngay,
nam), phan thang c6 thé Excel hién thi bang s0 hodc bang chuoi ky tu.

- Taco thé dinh dang theo: DD/MM/YY bang cach danh dau vung dit liéu
can dinh dang. Tai tab Home nhdy vao Format chon Format Cellstronghdp
thoai Format Cells, tai tab Number nhay vao Date. Trong muc Locale chon
dinh dang la Viethammes.

4. Kiéu cong thurc (Formula)

Dit liéu kiéu cong thire s€ 1a cac phep toan hay cac ham, mudn nhép dit liéu
dang cong thurc phai nhap dau (=) trude.

I1I. CAC THAO TAC CO BAN TREN BANG TiNH
1. Di chuyén con tré
- Tré Excel 13 mét hinh chit nhat vién den bao quanh mdt 6

- Ngoai cac cach di chuyén con tré di dugc hoc & Word, ta con c6 céch di
chuyén trén bang tinh nhu sau:

+Vé o Al (cot A, dong 1): 4n Home hoac Ctrl+Home.

+ Dung tré chudt bam tai 6 can di chuyén tro Excel toi.

+ Pua con trd vé bon goc cua bang: Ctrl + (4 phim mili tén).

2. Cach nhdp dii liéu

7 Nhap dir liéu vao 6 nao kich tai 6 doé dé nhap, hoac kich ‘Eai thanh cong thuc

dé nhap dur liéu cho 6 dang chon, khi nhap xong g6 Enter. Néu 1an dau nhap du
li¢u tai 6 nao do, khi an cac phim milii tén s€ c6 tac dung nhu go Enter.

3. Chinh svra dir liéu

Nhay chon 6 n}uén chinh sira sau d6 kich vao thanh cong thirc, nhdn phim
F2, hodc kich dap dé stra no1 dung 6 da chon.

~ * Khi chiéu dai cta dir liéu dai hon chiéu ngang cta 6 néu dit ligu 1a kicu

sO hay cong ‘ghli:c, 6~sé hién :thi cac deju ###H# hodc dang luy thua (1 E +...). Néu
dir licu la ki€u chuoi, c6 thé 6 s€ hien thi tran sang 6 bén phai (khi 6 bén phai
khong c6 dir li€u ) c6 thé dinh dang dé dir liu hién thi day du.

4. Pdanh diu ving, é dit lidu (t6 den)

- Pé chon mot 6 ta chi can di chuyén con tro té1 6 do

- Chon nhiéu 6: 4n gifr va ré chuot trén cac 6 can chon.

- Chon nhiéu ving 6 khac nhau: ta gitr thém phim Ctrl

- Chon mot cot hay hang: ta bém’chucf)t 1én ky hiéu cua cot hay hang do
trén I€ trai (doi vdi hang) hoac 1€ trén (d6i vai cot).
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5. Thay doi kich thwéc ciia bing tinh
Pua con tro chudt dén dau cot hodc dong can thay ddi khi xuét hién miii tén
hai chiéu ta an gitr chudt va kéo.

6. Cheén cgt, dong vao bing

- Chen cot: Chon cdt bén phai cot can cheén, nhay chudt phai chon Insert.

- Chén dong: Chon hang phia dudi hang can chén, nhdy chudt phai chon
Insert.

7. Tao nét ké cho bang

Dang bang dau tién xuét hién du6i dang khung lui, khi in ra khong thay
nét ké. Do vay, phai tao nét ké cho bang bang céch:

- Panh diu ving bang can tao nét ké

- Cach 1: Vao Home\Fomat\Format cell xuat hién hop thoai. Nhay vao tab
Border:

Format Cells l D

Meone Qutline  Inside
Border

Text Text

Text Text

"l | The selected border style can be applied by dlicking the presets, preview diagram or the buttons
above.

ok | [ cancel

- Style: Chon kiéu nét ké.

- Presets: Chon cac dudng dé ké. None: Khong ké, Outline: ké 4 duong
ngoai cung cua bang, Inside: Ké cac duong ngang, doc trong bang.
- Border: Chon duong ké: Trén, ké ngang, dudi, duong chéo, bén trai, giira,
bén phai, duong chéo.
- Cach 2: Boi den ving bang can ké, Nhay chudt phai 1én miii tén bén phai
biéu tuong Border
CELEEE
g Home | Insert Page Layout Formulas

& cut Arial S A A

53 Copy ~ X
Past = - A~
e - Format Painter B IO - A

Clipboard

D2 - fe| & BottomBorde
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Gk |
Home Insert Page Layout Formulas Data Review View

i cut i o] =
b Arial LA A F 2 S Wrap Text General
53 copy -

Baste MR A EE = |EE & . @, o

1 romatpainter | B L U [E] - A S S| EE Buegeacenter B %y

Clipboard Fq Borders gnment Number
D2 - i i Bottom Border

A B T Top Border G H
1 Left Border
2 Right Border
3 £+ NoBorder
2 B Al sorders 13/09/1987
(55 Qutside Borders
7 E3  1hick Box Border
8 wi+i Bottom Double Border
9 Lt Thick Bottom Border
i £ Top and Bottom Border
:; i Top and Thick Bottom Border
13 & Top and Double Bottom Border
14 Draw Borders
15 7 Draw Border
16 % Draw Border Grid
17 <7 Erase Border
13 &£ Line Color
;g Line Style
21 E  More Borders...
22
23
aa

Trong hop Borders. Nhay chon cac duong dé ké cho bang. Hodc nhiy vao
More Border dé c6 nhiéu Iya chon ké cho bang.

8. Xoa dir liu trong bdang

- Xoa dir liéu: Chon 0, vung chira dir liéu can x04, 4n phim Delete

- X04 cac cOt hay dong: Chon cOt hodac donng can xo4, nhay chudt phai
chon Delete

9. Pdnh sé thir tw tw dong

- Thiét 13p quy luat danh so tht ty, danh dau quy luat do.

- Pua tro chudt téi goc dudi phai cia ving danh dau, khi xuat hién dau
cong (+) thi gilr va ré chuot.

10. Chia di¥ ligu trong mét dong thanh nhiéu dong

- Panh dau 6, ving can chia

- Nhay chudt vao Home}AIignment, xuét hién hop thoai Format Cells
trong tai tab Alignment, danh dau vao muc Wrap Text, chon OK.

11. Gop o, tach 6

* GOp 0:

- Pdanh ddu ving can gép 6

- Vao Home\Alignment, xuat hién hop thoai (Hinh bén), danh dau vao
muc Merge Cells, chon OK.
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Murnbet | §

Text alignment

Fill | Protection

Crientation
Horizankal:

General IZ| Indent: *
Wertical: 1} -

Baktam |Z| ’

Justify distributed

~om -

-
Text contral .
[ wrap text 0 2 Degrees
[ shrink ta Fit
/E Merge cells
Right-to-left

Text direction:

Conkexk IEI

[ OF, l [ Cancel

Hodc nhay 1én biéu tuong A rén thanh dinh dang
* Tach 6
Vao Home\Alignment, bo dau trong Merge Cells.

Hodc nhay 1én biéu tuong % trén thanh dinh dang

Luwu y: Chi dwoc tach o sau khi da gop o.

12. Dinh dang Font chiy

Pé dinh dang Font chit cho dir li¢u co thé thuc hién theo cac budce sau:

- Chon khéi mudn dinh dang, Nhay vao Home\Font... xuat hién hop thoai:

PR
| Number | Alignment | | Border | Fill | Protection |
Forit: Font style: Size:
Times New Roman Reqular 12
System - ~| |8 -
T Tahoma Tralic 9
B Teamviewera Bold 10
T Tempus Sans ITC Eald Ttalic 11
Teimn
Times New Roman T |14 i
Underline: Color:
Hone [~| | [7]tiomal fort
Effects Preview
[T strikethrough
D Superscript AaBbCCYyZZ
[7] subscript

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

[o]'4 ] [ Canicel
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- Chon cac dang Phong chit trong bang Font.
+ Font: Chon phong chit can tao.
+ Font Style: Kiéu chi .
+ Size: Kich co.
+ Underline: Gach dudi.
+ Color: Mau chir.
Trong khung Effectes c6 ba muc Iua chon:
+ Strikethrough: Gach ngang
+ Superscript: Chi sé mii (Vi du: X?)
+ Subscript: Chi sé duéi (Vi du: H,0)

IV.XU' LY TINH TOAN TRONG EXCEL

1. Cach lap cong thirc

- Tét ca cac phép toan, chir sb ton tai trén ban phim déu dugc chip nhan
trén bang tinh.

- Pé may hiéu 1a mot cong thire thi can phai thiét 1ap dau befmg (=) hoac céc
ky tu cong + ,-, @ , # dir li¢u nhap vao cong thurc 1a cac con s, dia chi 6 vung
hoac ngay, thang.

- Néu & dang chudi phai dé trong dau nhay doéi (").

Vi du: = (A4 +B4 - 100) /4 hoidc =if(A2="Giam dbc", 100,10)

Co thé gd dia chi 6 vao cong thirc hay dung trd chudt nhay chon 6, ving
muon nhap, tén cua 6 hodc vung s€ tu dong dugc nhap vao cong thirc.

Cdc thong bdo 16i thuwong gdp khi nhdp cong thirc

- # Div/0! : CO phép toan chia cho 0 (Zero).

-# NUM! : Céc con so trong cong thire khong hop 1y.

-#REF! : Tham chiéu dén nhirng 6 khong tdn tai, hodc da bi xo4.

-’# VALUE!: Dung sai kiéu dit liéu, nhu cong thuc dir li¢u dang chudi lam
cho két qua tré nén vo nghia.

- # NAME!: Str dung trén 6, vung khong hop 1y hodc nhap sai tén ham.

2. Cac toan tw

2.1. Todn tir s6 (Xép theo thir tw wu tién )

"o4": Phan trim ->" A" : Luy thtra ->" *, /" : Nhan chia -> "+, -": Cong, Tru

Vidu:=5+222-4%10%15%/3 {Cho két qua =7}

2.2. Todn tir chudi:

"&": Nbi chudi
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2.3. Cac todn tir SO Sanh
">": Lén hon; "<" : Nho hon; "=". Béng
">=": Lon hon hoac bﬁng; "<=": Nhoé hon hoac bﬁng; "<>": Khac
* Céc phép toan trong Excel duoc uu tién theo thr tu: diu ngodc, luy thira,
nhan, chia, cong, trir. Néu cung do uu tién thi dugc thuc hién cac phép toan tu
trai sang phai.

3. Tim kiém thay thé
* Tim kiém dir liéu trong bdng tinh
Vao Home\Find & Select\Find...(gd phim Ctrl+F), xuat hién hop thoai:

[ Find and Replace ? |ﬂh|1
Find Replacs
Find what: | El
Options ===
[ FAndal | [ BndNext | | Close |

- Trong hop Find what: Danh dir liéu can tim sau d6 nhay vao Find Next dé
tim kiém. Néu ndi dung dugc tim thay thi ndéi dung d6 duoc danh dau (t6 den).

* Thay thé dir liéu trong bdng tinh

Vao Home\Find & Select\Find chon Replace hoic g phim Ctrl+H, xuét
hién hdp thoai:

Find and Replace l 7 ﬂhl

Find Replace

Find what: 1 E|
=]

Options >3

Replace with: (]

Replace Al | | Replace | | Fndal | | EndMext | | Cose |

- Find what: Nhap noi dung can tim dé thay thé.
- Replace with: Nhap ndi dung can thay thé.
Nhay vao Replace All: Thay thé cac ndi dung da tim duoc trong bang tinh.
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4. Sip xép div ligu

Pé sap xép dir liéu trong bang tinh:

- Chon vung hodc nhitng dong mudn sap xép

- Nhay vao Data \ Sort khi d6 xuat hién hop thoai

L7 [
‘ ""gl Add Level | | X Delete Lewvel | | 2 Copy Level | Cpkions. .. | My data has headers ||
Colurnn Sork On Order
Sortby ke |E| Yalues |z| ftoZ |z|
| |Thenby [kt |E| Yalues |z| ftoZ |z|
Then by |83 E‘ Walues |E| AtoZ |z|
[ (0] 4 ] | Zancel

Trong hop thoai Sort chon cac chi tiéu dé sap xép:

- Sort by: Chon ¢t chinh dé sap xép

- Then by: Chon ¢6t lam tiéu dé phu dé sap xép néu & cot chinh co nhiéu

ban ghi giong nhau

- Order: Sip xép theo thir tu ting dan( hodc giam dan)

- My data has headers: Sap xép néu chon ban c6 dong tiéu dé.
Nhay vao OK dé sap xép.
5. Cac loai dia chi trong bang tinh
5.1. Pia chi vung (Range): La tap hop cac 6 dugc xac dinh boi:
<6 dau>: <6 cudi> hodc: <6 dau>.. <6 cudi>
VD: Al:A4 hoac Al..A4

5.2. Pia chi twong doi (Relative address): La dia chi dwoc viét binh
thuong béi dia chi cuia cac 6. Khi dugc nhap vao mdt céng thtire tinh toan, néu
sao chép cong thirc do to1 vi tri mai thi cac dia chi s€ thay doi. VD: Al, D4, ...

5.3. Pia chi tuyét doi (Absolute address): La dia chi dugc viét thém ky
hi¢u § phia truge cft va hang. Khi duoc nhép trong mdt cong thire, néu dugc sao
cl}ép té1 vi tri méi thi cac dia chi do khong bi thay doi. Co thé dat gia tri tuyét
doi theo dong va cot .

VD: $AS$1: Pat gid tri tuyét ddi cho ca cot va dong ( c¢6 thé nhan F4)

$F4: Dat gia tri tuyét ddi theo cot F.

D$6: Dit gia tri tuyét dbi theo dong 6.

A2: D4F4: Dit gia tri tuyét ddi cho ving tir A2 dén D4
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6. Nhém ham s
6.1. Ham ABS (s0): Lay gia tri tuyét ddi ctia mot so.
Vi du: = ABS (- 5.2) cho ta két qua 5.2
6.2. Ham INT(sd): Liy phan nguyén ctia mot sd
Vidu: =INT(6.7) cho két qua 6.
=INT(-6.1) cho két qua -7
Gia trj tuyét ddi tra vé s6 nho hon hoic bang.
6.3. Ham MOD(s6 bi chia, s6 chia): Lay gié tri du cta phép chia.
Vi du: =MOD (10,3 ) cho két qua = 1.
{10 chia cho 3 du 1}
6.4. Ham ROUND(n,m): Lam tron s6 n, 1dy m chit thap phan
_ Lam tron theo quy tac néu chir s6 thap phan 16n hon hodc bang 5 thi cong
veé phia trudc mot don vi.
Vi dy: =ROUND(15.3524,2) Cho két qua 15.35
=ROUND (15.3534,0) Cho két qua 15
=ROUND (15268.534,-3) Cho két qua 15000.
6.5. Ham SQRT (s0): Lay cin bac hai ctia mot so.
Vi dy: = SQRT(16) cho két qua 4.

7. Nhém ham thong ké
7.1. Ham tinh tong SUM
Cu phap: =SUM (vung dir liéu)
Tac dung: khi gip ham nay may sé& tinh tong dit liéu cho tt ca cac o trong
vung dir ligu.
- Néu vung dit liéu 1a cac 6 ké tiép nhau, gd dia chi 6 dau: dia chi 6 cudi.
VD: =Sum(A1:A8)
- Néu vung dit liéu 1a céc 6 khong ké tiép nhau, ta liét ké danh sach tat ca
cac 0 va chung duogc cach nhau boi dau phay (, ).
VD: =Sum(Al, A4, A5, A8)
- Néu vung dit liéu hdn hop ta phdi hop ca hai cach chon trén.
VD: = Sum(B2:B5,B9)
7.2. Ham tinh gia tri trung binh AVERAGE
Cu phap: = AVERAGE(vung dir li¢u)
Tac dung: cho phép tinh gia tri trung binh cong cho tat ca cac 6 trong ving
dir ligu.
VD: = AVERAGE (4,6,10,8) {=7}
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7.3. Ham lay gia tri 16n nhat va nhé nhatMAX, MIN
Cu phap:
- Ham l4y gi4 ttri 16n nhat: =MAX(ving di liéu)
- Ham l4y gi4 tri nho nhat: =MIN(vung dit liéu)
Tac dung:- Him MAX: LAy gia tri 16n nhit nam trong ving dit liéu
- Ham MIN: LAy gia tri nho nhat nam trong ving dit liéu
VD: =MAX(2,3,4,5) cho két qua 5
= MIN(2,3,4,5) cho két qua 2
7.4. Ham COUNT: Ham dém s6 ban ghi
Cu phap: =COUNT (vung dir liéu)
Tac dung: Cho phép dém sb 6 chura dit lidu trong ving dir liu
VD: =COUNT(D2:D9) {dém s6 6 chura dit liéu tir 6 D2 dén 6 D9}

8. Nhom ham Logic

La nhom ham ma cac biéu thuc logic déu tra vé gia tri ding =TRUE hoic
gia tri sai = FALSE.

VD: =5>3(True); =5<3 (False)

8.1. Ham AND

Cu phap: =AND(bt logicl,bt logic2, ...,bt logic n

Tac dyng: Khi gap ham nay, may s€ vao kiém tra cac biéu thuc diéu kién
(cac bi€u thuc }ogic). Néu tat ca cac diéu kién dang thi cho phép thuc hién Iénh,
nguoc lai chi can mot di€u kién sai thi s€ ty dong thoat ra khoi cau tric nay.

VD: =AND (5>3,7=9)cho giatri False

8.2. Ham OR

Cu phap: =OR(bt logicl,bt logic2,...,bt logic n)

Tac dung: Chi mot diéu kién ding trong tat ca cac diéu kién thi két qua
dang (True) cho phép thuc hi¢n 1€nh, va nguoc lai.

8.3. Ham NOT (cac biéu thirc diéu kién)

Ch phap: =NOT(diéu kién)

Tac dung:‘ Kiém‘tra néu cac diéu kién déu sai thi chg phép thuc hién 1énh,
nguoc lai chi can 1 di€u kién ding sé& tu dong thoat khoi cau tric nay.

9. Nhom ham diéu kién |F

9.1. Ham IF

Tra vé gia tri diing néu dang didu kién nguoc lai tra gia tri sai

Cu phap: =IF(btdk, kql,kq2)

Tac dung: Kiém tra diéu kién trong btdk néu biéu thic diéu kién ding thi

cho kql, nguogc lai cho kq2.
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VD: Tinh phu cap cho mot s6 gia dinh nhu sau:
- Néu s6 con > 2 thi phu cap = sd con*100 000
- Néu s6 con <=2 thi phu cdp = sb con*120 000
Thiét 1ap cong thirc nhu sau: =IF(B2>2,B2*100 000,B2*120 000)
{B 1a cot sd con trong gia dinh}
_* Ch y: Néu bai ton ¢6 nhiéu diéu kién so sanh, phéi st dung nhicu 1¢nh
IF 16ng nhau, moi 1énh phén cach nhau boi dau phay, gia tri ngugce lai dién vao
sau cung, két thuc 1a cadc dau ngoac don dé dong cac 1énh IF lai.
VD: Tinh lwong cho cong nhén theo tiéu chuin nhu sau:
- Néu ngay cong >27 thi thuong  100.000
- Néu ngay cong >25 thi thuong  70.000
- Néu ngay cong >22 thi thuong  50.000
Con lai khong c6 thuong.
Thiét 1ap cong thirc nhu sau:
=IF(E2>27,100000, IF( E2>25,70000,IF(E2>22,50000,0)))
(E2 1a cot ngay cong trong bang)

9.2. Cach sir dung ham Logic bo tro cho ham IF

Khi s dyng cac ham IF trong viéc xet diéu kién co lién quan dén nhom
ham Logic, dugc phép sir dung 1ong cau triic nay theo yéu cau cua bai toan.

VD: Cot tién luong ciia nhan vién dugc tinh theo yéu cau nhu sau:

Luong = ngdy cong*murc lwvong*hé sb

Trong do:- Néu chtrc vu ="GD" thi hé sb = 4
- Néu chtrc vu ="TP" hodc "PGD" hoic "KTT" thi hé s6 =3.5
- Néu chirc vu ="PP" thi hé s6 =3
- Néu chtrc vu ="BV" va ngay cong >26 thi hé sd =2
- Con lai hé s6 =2.5
Thiét 1ap cong thirc nhu sau:
=E2*C2*IF(D2="GD" 4,IF(OR(D2="PGD",D2="TP",D2="KTT"),3.5,
IF(D2="PP",3,IF(AND(D2="BV",E2>26),2,2.5)))).
Trong d6: D2: 1a cot chuc vy, C2: 1a ¢cdt mure luong, E2: 1a ¢t ngay cong.

9.3. Ham SUMIF
- Cl phap: =SUMIF ( vung 1, "diéu kién", ving 2)
- Tac dug: Tinh tdng gia tri cac 6 trong ving 2 twong ung véi cac 6 ving 1
da thoa man diéu kién.
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VD: Dit liéu trong ving B4:B7 1a 3, 6, 8, 6; trong vung C4:.C7 126, 9,9, 4

= SUMIF ( B4:B7,"5",C4:C7) {cho ta két qua 1a 22}

Tinh téng gia tri cac 6 trong ving B4:B7 néu gi tri cac 6 nay 16n hon 5.
Nhu vay cac 6 do ¢ gia tri 6, 8, 6 trong vung B4:B7 thoa mén diéu kién, tuong
ung voi cac 6 ¢o giatri 9, 9, 4, trong vung C4: C7 vay két qua tong = 22.

9.4. Ham COUNTIF

- Cu phap: =Countif( ving dit liéu can dém, "diéu kién")

- Tac dung: Pém cac 6 thoa mén diéu kién trong ving dit liéu

10. Nhém ham chudi

10.1. Him LEFT(chudi, s6 ky tw mudn liy)

Lay cac ky tu bén trai ciia chudi,

Vidy: =LEFT ("TP Ha Tinh", 2) {cho két qua = TP}

10.2. Him RIGHT(chu®i, s6 ky tw mudn lay)

Lay cac ky tu phia bén phai ciia chudi.

Vi dy: = RIGHT ("TP Ha Tinh" ,7) {cho két qua: Ha Tinh}

10.3. Ham MID ( chudi, s6 bit dau lay, s6 ky tw mudn lay)

Lay cac ky tu tir s6 bat dau dén s6 két thuc.

Vi du: = MID ("Vii thi Thu,4,3") {Cho két qua: thi}

10.4. Him LOVER (chubi)

Doi chudi thanh chit thudng.

Vi du: =LOVER (" Vii Thi Thu") {cho két qua: vii thi thu}

10.5. Him PROPER (chubdi)

Poi ky tu dau thanh chit in.

VD : = PROPER (" vil thi thu") {cho két qua: Vii Thi Thu}

10.6. Him TRIM (chudi)

Cit bo khoang trang ¢ dau va cudi chudi. Vi du : = TRIM (" SBC ")
{cho két qua : SBC}

110.7. Ham VALUE: St dung ham nay nham muyc dich chuyén ky tu so tir

chudi ky tu thanh kiéu s6

11. Nhém ham ngay thang:
11.1. Ham DAY
- Cl phap: =Day(dir liéu ngay thang)
- Tac dung: LAy gi4 tri ngay trong dit liéu ngay thang
VD: =DAY (25/09/04) -> 25.
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11.2. Ham MONTH

- Cl phap: =MONTH(d{ liu ngay thang)

- Tac dung: LAy gi4 tri thang trong dit liéu ngay thang
VD: =MONTH(25/09/04) -> 9.

11.3. Hdm YEAR

- Cl phap: =YEAR(d{r 1iéu ngay thang)

- Tac dung: LAy gia tri nim trong dit liéu ngay thang
VD: =YEAR(25/09/04) -> 04

12. Nhém ham tim kiém

12.1. Him VLOOKUP: Ham tim kiém theo cjt

+ Cl phap: =VLOOKUP (x, ving tham chiéu, n, gia tri tra vé)

- x: La 6 diéu kién trong ving bang can so sanh véi ving tham chiéu

- Ving tham chiéu: La ving di liéu phy duoc thiét 1ap tai mot ving bat ky
trén bang tinh nham muc dich dé lay dir li¢u cho bang tinh chinh.

- Cot n: La cot dir liéu thar n trén ving tham chiéu can 1ay.

- Gia tri tra vé 12 0 hodc 1, ngﬁm dinh 1a 0.

~+ Tac dung: Tim kiém va ly gia trj tuong Gng & ¢t thi n trong ving tham

chiéu.

12.2. Him HLOOKUP: Ham tim kiém theo dong

Tuong tu ham VLOOKUP nhung cau trac vung tham chiéu dit liéu tinh
theo dong (dir licu lay theo dong thir n trén vung tham chiéu)

V. KHAI THAC DU LIEU TRONG EXCEL
1. Loc nhanh co so dit liéu
a. Chon vung dit li¢u can loc.

b. Vao thé Data, nhan Filter. Cc cdt cua vung chon xuét hién miii tén s6
xuong (Hinh bén).
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A | B [ c | D E

1 |Loai [~]Quy 1 ~|Quy 2 ~|Quy 3 - |Quy 4

4] sotAtoz 00 155.000 195,000

%] sortztoa 55 165,000 122,000
, 25 185,000 164,600

Sort by Color

Text Eilters

, c. Chon céc d6i tuong cﬁnqhién ra béng cach tich chon vao cac muc, hpéc
an vao Text Filter voi dir li€u kiéu chir (hoac Number filter véi dir li€u kiéu s0).

d. Két qua 1a duoc cac ban ghi pht hop véi yéu cau loc dir licu.

e. Bd loc béng cach nhan Data\Filter mot 14n nira.

2. Loc néng cao co so dii liéu

a. Thém vung tiéu ghu?m. Ving tiéu chuan c6 hang dau 1a tiéu dé cot, cac
hang ti€p theo 1a ti€u chuan trich loc.

Mot sé dang ving tiéu chuan:

7 Dang 1 Dang 2 Dang 3 Dang 4

8 Loai Quy 1 Loai M Loai Quy 1

g9 K* >=180000 =L eft(A2.1) Khoang san |>=165000
10 N6éng san  |<=170000

- Tiéu chuan s6 hay chudi, néu 1a chudi trong 6 diéu kién co6 chira ky tu
dai dién ? hoac *. Vi du diéu kién dang 1 1a Loai c¢6 bat dau bang chir K, cac ky
tu sau bat ky.

- Tiéu chuén so sanh: 63 diéu kién chtra toan tir so sanh kém véi gia tl:i SO
sanh. Cac toan tir so sanh gom >(16n hon) <(nh6 hon) >=(l6n hon hay bang)
<=(nho hon hay bang) =(bang) <>(khac).

Vidu ¢ dang 2 14 Quy 1 16n hon 180000

- Tiéu chuén cong thirc: 6 diéu kién c6 kiéu cong thirc. Trong truong hop
c6 st dung ti€u chan nay can luu y: 6 ti€u dé cia vung ti€u chan phai 1a mot tiéu
de khac voi tat ca ti€u dé cua vung database, trong 6 di€u kién phai lay dia chi
cua 0 trong ban ghi dau tién dé so sanh.

Vi dy ¢ dang 3 c6 nghia 1a: chir cai dau tién ciia Loai 1a “K”

- Lién két tiéu chuin: co thé tim kiém, x0a, hodc rat trich cic ban ghi
trong vung database bang cach dung cac phép todn AND va OR cua nhiéu diéu
kién khac nhau. Neéu cac 6 di€u kién khac cot thi biéu thi phép tinh AND, néu
cac 0 diéu kién khac dong thi bi€u thi bang phép tinh OR.
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Vi du ¢ dang 4 ¢ trén nghia 1a tim c4c ban ghi c6 tén Loai = “Khodng san”
va Quy 1 >=165000, hoac tén loai = “Nong san” va Quy 1 <=170000.

A E c D | -
1 Loai Quy 1 Quy 2 Quy 3 Quy 4
2 Khoang san 180,000 252,000 155,000 195,000
-3 Néng san 165,000 225,455 165,000 122,000
4 Thudy san 210,000 241,225 185,000 ! 164,600

b. Tién hanh loc ning cao

, Chon vung can loc, nhan vao Advanced trong nhom 1€nh Sort & Filter.
Xuat hi¢n hop thoai:

Advanced Filter i < |

Action
(@) Filter the list, in-place
() Copy to another location

List range: PR
Criteria range: s
Copy to: s

[ 1 Unique records only

( OK Cancel

Xtr 1y hop thoai nhu sau: Chon ving tiéu chuan & hop Criteria range. Néu
mudn dat két qua tai vi tri ci cua bang dir liéu ta chon Filter the list, in-place.
Néu muén copy sang ving khac ta chon Copy to another location va chon vi tri
méi & hop Copy to. Chon Unique records only néu mudn loai bo cac ban ghi
gidng nhau.

VI PO THI TRONG EXCEL

1. Khdi ni¢m vé do thi

Do thi gitip trinh bay céc sb liéu kho khan bang viéc v& thanh cac hinh anh
truc quan, dé hiéu. Do thi dugc lién két voi dit liéu cta nd trong bang tinh, do d6
khi thay d6i dit liéu ciia né trong bang tinh thi 1ap tirc do thi s& thay doi tuong
g theo. Trong Excel 2010 viéc v& dd thi chua bao gior d& dang va dep nhu bay
gid. Excel c6 rat nhiéu kiéu dd thi khac nhau phuc vy cho nhiéu muc dich khac
nhau cua rat nhiéu loai ddi twong st dung bang tinh, ching ta s& cung nhau
kham pha thé gidi d6 thi cua Excel trong bai hoc nay. Do thi 1a mot d6i tuong
(object) cua Excel, d6i tugng nay chira cac dir liéu va biéu dién thanh hinh anh
vO1 mau sac va kiéu dang rat phong pht. Nhin chung, Excel c6 2 loai do thi d6
1 d6 thi nam trong Trang tinh (con goi 1& Embedded chart) va ChartSheet. Dé
chuyén doi qua lai giita 2 loai do thi ndy ta lam nhu sau:
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Chon d6 thi ->Chart Tools -> Design -> Location ->Move Chart ->chon
Object in + Tén Trang tinh (d6 thi nam trong Trang tinh) hay chon New sheet +
Nhép tén ChartSheet vao.

2. Céc buéc xiy dung do thi
Budc 1: Chon ving bang can tao

Budc 2: Nhay vao Insert\Column, xuét hién hop thoai:
RS

I Home | Inset | Pagelayout  Formulas  Data  Review  View
= 28 [ T T = ) i e = @ |
[ ¢ 3 bal ge (I ZET [+ ﬁh }‘\}C [Ss) = R Wl W= o
PivotTable Table | Picture Clip Shapes SmartArt Sereenshot (Column| Line  Pie  Bar  Area Seatter Other | Line Column Win/loss Slicer | Hyperlink
5 at . 3 = = 5 5 @eo
Tables Tustrations 2D Column Sparkdines Filter nks

\@ : | J K L M

A3 - I | Thang

[ A T B [ ¢ J D E L_Hm B
; Thanh toan tién dién, nuéc Py —
3 [Thang  Dién NrGe Wﬂi J@@ Hﬂ W
4 |Thang1 500000  300.000f
5 [Thang2  600.000 320.000f =
6 [Thang3  560.000 430.000)
7 [Thang4 700000  320.000f J‘ﬂ“j h& m ﬂji
8 [Thang5  B67.000 350.000f LY |3 1
9 [Thang6 1.150.000  400.000]

: i

E o] 44
17 il AN chartTypes...
> Nhay cﬂuct)t vao kiéu do thi-> xuat hién hop thoai. Chon OK.
[EER ==
[ Templates Column -
|$ E:l:mn -| |L_H.|h |\_B_a ||_H_ﬂ |JL% |E@ |J'B'ﬁ |W E
& Fie r
i Bar |L_mh |J-HB* |J-l]H Hﬁlji |Jfﬂ_‘ﬂ |l‘}r‘£— |LE_LJ—CII_15— 0
fArea
e wvenes || 0B Lbln) 1aA | AA b
o Surface L=
© Doughnu . N Lo | | (TR0 | 8N
o wane W| | | 256 BR8] e lir\
iy Radar Pie
Q\ - GTE':I)| AR @an t’?TEI| =
| Manage Templates... | | Set as Default Chart | [ o« || cancel |

May s& tao biéu dd cho ving bang di dugc danh dau theo kiéu di chon.

3. Sira doi trén dé thi

- Chon @b thi can stra doi bang cach bam chudt tai d6 thi do, s& xuit hién
cac not bao quanh.

- Thay ddi kich thudc, dua chudt dén mot trong nhiing ndt do, kéo ré chudt.

- Thay d6i mau nén, nhay dup chudt 1én dd thi, xuat hién bang mau va mdt
sO muc chon khac.

- Chon va bam OK.
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VIL IN BANG TiNH
1. Xem truoc khi in
Vao File\Print ( Tuong tu trong Word)

2. In van ban

Vao File\Printhoic (Ctrl+P), xuat hién hop thoai:

CPREEE
“ Home Insert Page Layout Formulas Data Review View

| save
Print

R Save As @
: Copies: 1 z 1

-

5 Open
Lt Print
J Close
Info Printer

/ Canen LEPG000/LBPE01S

BECERY 2 Offline N 2

Printer Properties

MNew

Settings 3
m Print Active Sheets .

Only print the active sheets

Save & Send — —
Pages: S to - 4

Help | Collated .

E] Options 123 123 123

B9 Exit j Portrait Orientation - 5

Ad
N emx297 cm 6
Nermal Margins

+— Left: 1,78 cm Right: 1,78 cm

J j Mo Scaling

[100] Print sheets at their actual size

o

-

Page Setup

e Cac thiét 1ap cho may in:

1 |- Copies: Sb ban in.

2 |- Printer: Lua chon may in.

3 |- Print Active Sheets: Chi in trang tinh hién hanh hay cac trang tinh

dang chon
4 |- Pages: in tir trang To dén trang.

6 |- A4: Chon c& gidy in

e Sau khi thiét 1ap xong, nhay chon biéu twong may in

in dén may in.
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PHAN V. MICROSOFT POWERPOINT 2010

1. Gié6i thiéu Microsoft PowerPoint 2010

MS. PowerPoint 1 mot chuong trinh trong bd phan mém Office cua hing
Microsoft, do d6 cach sur dung co ban tuong ty MS.Word hodc MS. Excel.

Uu diém cua PowerPoint 1a s dung dé dang, 1am duoc cac hiéu tmg hoat
hinh mot cachdon gian, nhanh chong va sinh dong, kich thudc cta tip tin nhd,
thuan loi cho vi¢c luu trirva di chuyén..

Trong tai liéu nay chung t6i chi trong huéng dan cac k¥ ning dic trung
cua PowerPoint, cac ky nang tuong tuy MS.Word hodc Excel s€ dugc nhac lai
vo1 muc dich hé thong kién thirc mot cach day du nham giap ban st dung thanh
thao PowerPoint trong thoi gian ngan nhat.

1.1. Khoi dong chwong trinh

Chuong trinh PowerPoint dugc khéi dong tur tap tin Powerpnt.exe chura
trong thu mucAll Program File\Microsoft Office\Microsoft PowerPoint
2010,ban c6 thé kich hoat khoi dong truc tiép tu tap tin nay, hoac thuc hién theo
cach thong thuong tir Start Menu nhu sau:

Nhay Start\All Programs\Microsoft Office\MicrosoftPowerPoint2010, xuat
hién ctra sb:

Lﬂ‘ d T—— T estatont. - Microsoht PowerPoint m‘ﬂ&]
ﬁ Home | Inset  Design  Transitions  Animations  SlideShow  Review  View o @
= Slaput- T s Ee (e E\\DOOC- H #hing
£ J B9Reset e ST A1LR46 - J {acReplace *
foste 3’\::: 5 Section v B LU ESEEE (RUS S wavnge g Select
Clipboard Slides Font Paragraph Drawing Editing

Slides | Outline X

1

(iNoTite]

Click to add title

Click to add subtitle

(lick to add notes

Slide1 of 1 | "Office Theme" | (|BiEE P 6% (= ] 0 t}__]

Man hinh lam viéc c6 thanh Ruy bang gom 9 thé chinh:
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m‘ Home | Inset  Design  Transtions  Animations  SlideShow  Review  View

= J = Lajout~ L miE iz “u \\‘DOD D\ #Find

. 1 - - Ealt = | |
Ptj " T Reset T AL G A D 7 3 Rephce
a_” S\i;?- = Setin- BIU Sy A S=E=IS=E WAL M s —-”avwf et

(lipboard Slides Font Paragraph Drawing Editing
Sides | Qutfine b

- Thé File: Chira cac nhom 1énh nhu: Luu, mé tép, in én

- Thé Home: Chira cac nhom 1€énh xir ly sao chep, cat, dan. Thém trang
trinh ch1eu x6a trang trinh chiéu, stra trang trinh chiéu, cac tuy chon vé phéng
chit, mau sic, kich ¢& cua chit .... L

- Thé Insert: D€ chén thém cac doi tuong nhu anh, phim, biéu do, dau
trang, chan trang.

- Thé Design: Thiét 1ap trang trinh chicu, thiét ké cta trinh chicu.

- Thé Transitions: Thém cac hiéu ing nén trinh chicu.

- Thé Animation: Thém cac hiéu ung trinh chiéu cho trang trinh chiéu
hodc cac doi tuong trén trang trinh chiéu.

- Thé Slide Show: Thiét 1ap cach trinh chiéu cic trang 1én man hinh. Tha
tu sap x€p cac trinh chiéu.

- Thé Review: Kiém tra chinh ta, thém céc binh chii vao trinh chiéu.

- Thé View: Cach xem cic trang trinh chiéu 1én méan hinh may vi tinh.

1.2. Mt 56 khdi nigm

- Layout (bd cuc): La cach bd tri noi dung 1én trang trinh chiéu. Khi tao
mot trang trinh chi€éu mai ta s€ phai chon mot bo cuc trinh bay phu hgp. Thuong
thi ¢6 khodng 9 bo cuc dugc cho san dé chon.

- Animation (hoat canh): La cach xuat hién ctia cac trang trinh chiéu va noi
dung trinh cua cac trang trinh chiéu.

- DES|gn (thiét ke) La cach phdi hop cac doi tuong d6 hoa cho trang trinh
chiéu, bao gdm trang nén, vi tri cac ndi dung, mau sic, phong chit, c& chit. .

2. Cic thao tac véi File trinh dién

2.1. Tao mdi trinh chiéu
- Khéi dong chuong trinh powerpoint, chuong trinh ty dong tao mot tép
trinh chiéu maoi.
- Trong trudng hop da khoi dong chuong trinh, nhan vao nut File, chon
New, chon Blank Presentation dé tao trinh chiéu méi.
2.2. M6 mét trinh chiéu cé sin trén mdy tinh
-Nhan nut File, chon Open, tim dén vi tri cia tép trinh chiéu va chon
Open.
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2.3. Luwru mot trinh chiéu
- Khi ¢6 mét trinh chiéu can dugc luu vao 6 dia, nhan nut File (nut goc trén
bén trai cia man hinh lam vi¢c). Chon Save, hdp thoai Save xuat hién:
l |E| Save As M

o
@U'lu » Computer » Local Disk (D:) » - | g | | Search Local Disk (D:) pe |
Organize « Mew folder 3=z - .@.

. Es
> B# Videos g Mame Date modified Type n
; Chuyen giac IO 9/16/2014 2:08 PM File folder T
> & Homegroup | CRACK WIN7 9/21/2011 2:02 PM  File folder
| Dao tac 2014 9/10/2014 4:45 PM  File folder =
“ Z*LbCUmF’”tE’ . Duan DT CNTT 10/7/2013 7:20 AM  File folder
i Local Disk (C:) 73 | Giao trinh 2015 12/15/2014 8:12 AM  File folder b
i localDisk(®) | | [ Gisotrinh 5/26/2009 253 PM  File folder
> a Local Disk (E) | KhoalO 11/10/2014 4:08 PM  File folder
> =a Elements (G) | ] | KhoasI0 8/9/2013 9:02 AM  File folder
I TRIL TTRIH 2R3 343 DAA Filz faldar i
> &h- Metwnrk bl <1 ] | r
File name: Presentationl . pptx -
Save as type: | PowerPoint Presentation (*.pptx) v]
Authors: XUANSOMN Tags: Add atag
« Hide Folders Tools - [ Save ] [ Cancel ]

Chon noi Iuu tép, go tén t&p vao 6 File name, chon diph dang luu té€p, mac
dinh 1a Powerpoint Presentation (*.pptx). Sau do an Save dé luu tép.

2.4. Luu File voi mot tén khac.

Muc dich: Giit nguyén dugc ndi dung tén té€p cii, con ndi dung tén t€p moi
duogc ghi lai.

Vao FiIe\Saye As... xuat hién hop thoai Save As, danh tén méi vao hop
FileName, chon 6 dia hay thu muc can luu tép -> nhay Save.

- T

Home Insert Page Layout Formulas Data Review View Design Layout Format

Save
I B swea 'I Information about Book1

ILI ‘ Product Activation Required

B Close = Microsoft Excel 2010 requires a valid product license. Activate your product key
— now to obtain a valid product license.

Activate

Product
Recent

_ Permissions
blew "I'ea ;J Anyone can open, copy, and change any part of this workbook.
Print Protect
Workbook -

Save & Send

Help -~ Prepare for Sharing
| ﬁ Before sharing this file, be aware that it contains:

m i Document properties, printer path and author's name
2] Options Check for prop P P

Q i T=armo Content that people with disabilities are unable to read
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3. Nhap van ban

3.1. Nhdp van ban vao khung chir co san
Cac dang mau thiét ké déu c6 sin c6 cac khung chir voi tidu dé “Click to

add...” (Kich vao dé nhap...) Néu mubn nhap vao cac khung nay c6 thé thyuc hién

nhu sau:
—— T — || 5 5
af

LE! o ) (U] fm Presentationl - Microsoft PowerPoint
E Home Insert Design Transitions Animations Slide Show Review View
2 X J i Layout = B AR I 15 \\OOO Eh # Find
j E}Resei ﬂ—L—LE(>@ (€104 - 7.4 $ac Replace ~
il S?:;“ev' —jSection ¥ %, S - S CRASES ( il l§ Select ~
Cipboard sides__| Fort Draving |_diting
Sldes | Outline | X

1

Click to add title

Click to add subtitle

Nhay chudt vao day dé
nhdp ndi dung

Néu can chon lai kiéu chit va ¢& chir, ban chon trong khung Font va khung
Size trén thanh cong cu hodc chon tir Menu Format\ Font (Twong tu nhu Word)
Néu muon nhap Tiéng Viét ban nhé chon Font Tiéng Viét va ki€u go thich hop.

C6 thé kich chudt vao dudng bién cua khung dé hiéu chinh kich huéng
khung giong nhu mdt doi twong TextBox trong Word.
Néu khong su dung ban c6 thé xo04 chung bang cach kich vao duong bién
cua khung dé chon, sau d6 nhan phim Delete d€ xoa bd.
3.2. Chén khung nhdp chir (TextBox)

Chon tir Menu Insert\ TextBox
Kich, gitt va ré chudt trén man hinh thiét ké dé tao khung nhap chit, sau do

nhap chit binh thuong.
T

E! ] = _— — — Presentationl - Microsoft PowerPoint
Slide Show Review View
& @
&F) W

@ Home Insert Design Transitions Animations
Y =n :1 =
= y _5_9 ‘LJ EE

Slide Object Equation Video Audio

P BEE =" Y i
| B @+ gﬂ U F ZES i -
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Text Header WordArt Date
SR Art % Album ~ = Box & Footer & Time Number
Tables Images Tlustrations Links Text Symbols Media
Slides \ Outline \ X‘ Text Box
1 Insert a text box into the
document, or add text to the
selected shape.
ma kich

Néu ban chua nhap bat ky ki tg nao vao khung TextBox vira tao
chon doi tugng khac thi Textbox vira tao s€ tu mat di.
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4. Lam viéc v6i bang

4.1. Tao bing

Chon Insert\Table, bdm va kéo dé xac dinh s6 hang va cot.

Tha chudt dé tao bang véi sé hang cot da xac dinh, xuat hién trén man hinh
soan thao.

4.2. Cac thao tac trong bang

Di chuyén con tré qua cdc é trong bing

- GO phim TAB dé phu}‘/én con tro 1an luot t&i cac 6 lién sau 6 hién thér,i,
SHIFT +TAB dé di chuyén vé 6 phia lién trudce 6 hién thoi. Khi con trd ¢ 6 cudi
cung cua bang, gé phim TAB, mot hang mai s€ dugc thém vao cudi bang.

- Dung cic phim miii tén dé di chuyén gitta cac 6 trong bang

- Bam chudt vo 6 can dit con tro.

Chon cdc 0 cua bang

- Chon 6: Ré chudt tir dau 6 dén cubi 6.

- Chon khoi chit nhat nhiéu 6 lién tuc: Ré chudt tir 6 dau dén 6 cudi

- Chon hang: Ré chudt tir 6 dau cua hang dén 6 cudi cung.

- Chon cot: Pua chudt 1én dinh hang, khi chuot xuat hién mii tén mau den
thi bam chudt

- Chon toan bang: Ré chudt tir 6 dau cua hang dén 6 cudi cing
Nhip néi dung ciia é. (Giéng nhap ndi dung trong bang ctia Word)
Thay doi dp réng cét, d cao dong:

, Thay doi do rong cot: DBua trQ chudt dén du’(‘mg phan géch cOt, khi tro chudt

bién thanh hinh miii tén 2 chi€u, bam va ré chudt dé thay doéi kich thudc cua cot.

Thay d6i do cao hang: Pua tro chudt dén duong phan cach dong, khi tro
chudt bién thanh hinh mii tén 2 chiéu, bam va ré chudt dé thay doi kich thudc
ctua hang.

Chén, xoa hang hodc cot:

Chen hang, cot: Chon hang (cot) can chén. Nhay chudt phai chon Insert...

- Insert Colunms the Left: Chén cdt phia bén trai vi tri con tro.

- Insert Colunms the Right: Chén ¢t phia bén phai vi tri con tro.

- Insert Rows Above: Chen hang phia trén vi tri con tro.

- Insert Rows Below: Chén hang phia dudi vi tri con tro.

- Delete Colunms: x06a cOt tai vi tri con tro.

- Delete Rows: x6a hang tai vi tri con tro.

Tron va chia o:

Tron 6: Panh dau cac 6 can tron, Nhay phai chon Merge Cells

Chia 6: Panh dau 6 can chia, Nhay chon Split Cell.
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5. Tao méi va hiéu chinh ndi dung trinh chiéu

5.1. Chon thiét ké do hoa cho trinh chiéu

a. Chon tir miu thiét ké ¢é sin

Vé}o t}}é Design, (;hon m@t mau thiét ké co sﬁn tl:l’ bang choq bﬁng cég:h nhay
vao thiét ké mong muén. Néu chon cach nay, thiét ké da duoc dong bo vé phong
chir, ¢ chit, mau sac cua chir .... Va ta khong phai quan tam dén viéc nay nira.

b. Tao mdt miu nén méi cho trinh chiéu

d9- 07 resentation]. - Microsoft PowerPoi [E=AEal "]
mHDmE Insert Design Transitions Animations Slide Show Review View @ (
=) Colors ~
lﬁ A Bl cotors 0 Background Styles ~
a - [A]Fonts -
Page Slide

Setup Orientation ~
Page Setup

Slides | Outline X

1

[~ . — Effects - | [ Hide Background Graphics

Background

CLICK'TO ADD TITLE

I Click to add subtitle

1

Truong hop mudn tao thiét ké nén dd hoa cho trinh chiéu cia minh, ban 4n
vao nit mii tén dudi cung bén phai cua nhoém Background(Nhu hinh v&). Hop
thoai Format Background xuat hién nhu hinh vé:

Fil Fill

Picture Corrections | | ) Solid fil

Picture Color ) Gradient fi

@ Picture or texture fill

() Pattern fill

[T] Hide background graphics

Texture:

Insert from:
| Fle.. | [ dipboard | | cipart...
[T Tile picture as texture
Stretch options
COffsets:
Left: 0%

Artistic Effects

Right: 0%

Ak | {[afe
ALk |40 e

Top: 0% Bottom: |0%

Transparency: U 0% =
Rotate with shape

Reset Background [ Close ] ’ Apply to Al ]

Co6 mot so kicu tuy bién cho anh nén
- Solid fill: mét mau nén sé duoc thém vao.
- Gradient fill: Thém modt dai mau lam anh nén

- Picture or texture fill: mot anh nén tuy chon s€ dugc thém vao. Co thé
chon anh bat ky bang cach an vao file va chon anh hién c6 trén may tinh. Hoac
chon tir cac anh nghé thuat c6 san bang cach an vao Clip Art. Trong truong hop
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da chon san thiét ké tu dong bén ngoai, ta phai tich vao 6 Hide background
graphics dé an di céc chi tiét khong mong muon.

- An vao Apply to All néu muébn ap dung thiét ké nén cho toan bo cac trang
trinh chiéu.

-Pbi v6i cac thiét ké tuy chon, néu bi 1an cac thiét ké khong mong mudn,
ta phai chon Background Styles va chon Style 1.

5.2. Thém, xéa, di chuyén, hi¢u chinh trinh chiéu.

a. Thém trinh chiéu

Chon thé Home, nhin vao miii tén cia New Slide, chon bd cuc trinh bay
phu hop. Nhap noi1 dung vao cac 6 ndi dung trong trang trinh chiéu.

b. X6a mdt trinh chiéu

Chon Slide mudn x6a, nhan vao Delete trong nhom 1énh Slides (thé Home).

c. Di chuyén trinh chiéu

Céch 1: Giir chudt trai va kéo dén vi tri mong mudn.

Céach 2: Thuc hién 1énh Cut, dén vi tri méi chon slide lién ké trude va thue
hién 1&€nh Paste

d. Hiéu chinh trinh chiéu

Sau khi tao trinh chiéu, c6 thé stra d6i bd cyc trinh bay cua trinh chiéu bang
cach nhan vao miii tén Layout trong nhom I¢nh Slides (th¢ Home) va chon bd
cuc moi.

Thay d6i mau sac phong chit, kiéu phong, kich thudc, kiéu canh 18 tir cac
nhom 1énh trong thé Home.

C6 thé hiéu chinh déic biét bang cdch bién doi ndi dung trinh chiéu thanh
kieu nghé thudt thong minh. Thuc hién nhw sau: chon noi dung can chuyén
thanh nghé thudt thong minh. Chon thé Home > Convert to Smart Art. Chon
nghé thudt thong minh twong ung.

5.3. Thém hiéu iing hoat cinh cho cdc trinh chiéu

C6 hai loai hoat canh chinh cho trinh chiéu bao gom: 1 — hiéu ung chuyén
canh (hi¢u u:ng chuyén tir trang nay sang trang khac), 2 — hiéu ung cho timg noi
dung trong mdi trang trinh chiéu.

Pé chon hiéu tng chuyén canh: trong nhom 1énh Transition to this Slide,
chon hiéu tmg chuyén canh mong muén. Néu mudn ap dung cho toan bd cac
trang thi chon Apply to All.

Dé chon hiéu tmg cho ndi dung trong trang. Chon ndi dung can thém hiéu
ung. Thao tac thr tuy nhu sau: chon thé Animations > Custom Animations.Néu
mudn ap dungthi chon Apply to AlL
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Céc hiéu tng s€ xay ra theo thu ty dugc thém vao. Truong hop muon xda
hi€u tng, ta chon hi€u tng can x6a va nhan niut Remove.

6. Cac tinh nang nang cao
6.1. Chén chir nghé thudt
_ Cheén chir ngh¢ thuat trong MS. PowerPoint ciing gidng nhu trong cac phan
mém Office khac ctia Microsoft. Viéc str dung chit nghé thuat giup ban lam sinh
dong cho cac slide cia minh.

Chon: Insert\WordArt

R ~0T resentation] - Microsoft PowerPoint.
Home | Inset | Design  Transitions  Animations  Slide Show  Review  View

Duil« BPPH QT H2435a TQ 8

I

Table | Picture Clip Screenshot Photo | Shapes SmartAt Chart | Hyperlink Action | Text Header WordArt Date Slide Object = Equation Symbol | Video Audio
Y, Art Y Album Y Box &Footer v &Time Number b Y y
Tables Images Tllustrations Links Text Symbols Media

6.2. Chén hinh dnh.

Chen hinh anh.

Chon Insert\ClipArt; Nhay chudt 1én hinh 4nh can chén.
Chen hinh anh tw tdp tin.

Chon Insert\Picture ..., xuat hién ctra s6; Chon thu muc luu tap tin, nhay
dap chuot 1én tap tin anh can chen.
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6.3. Chén nhac, dm thanh, video, va dnh GIF dong

Pé chén nhac, 4m thanh, video va anh GIF ‘déng vao Slide, nhay vao
Insert\Video hoac Audio.... Nhay chudt 1én tap tin can chén.

Pé chén Videos tr mot vi tri khac, kich Insert Movies Sounds \ Movies
from File..., dinh vi dén thu muc chua File Video, sau do kich dtp vao T¢p tin
ma ban muon.

6.4. Chén nut diéu khién

PowerPoint cho phép chen cac nat djéu khién chuong trinh mot cach ty
dong ma khong can phai 1ap trinh thém. DE chén céac nut (File) c6 thé thuc hién
nhu sau:

Chén nat diéu khién trén toan bd cac trang vaoView/ Slide Master.

MS. PowerPoint kém theo mot kiéu dic biét cua slide duogc goi la Slide
Master. Trong ché d§ Slide Master cac thudc tinh ctia van ban dugc diéu khién
nhu phong chit, ¢c& chit, mau chit, cling nhu mau nén, cac hi¢u ung dac bi¢t nao
do6 nhu 1a tao bong hay kiéu cua nut.

Slide Master chira cac ving vin ban, cudi trang nhu 13 ngay thang, gio, va
s0 trang cho slide.

Khi ban can co su thay ddi trén toan bo cac slide, ban khong can phai thay
doi trén céc slide riéng 1€, chi viéc tao su thay doi trén mdt slide trong ché do
slide master, va PowerPoint s€ tu dong thay doi trén toan bo cac slide con lai va
trén cac slide thém mai sau do.

Pé thay d6i dinh dang cho vin ban, hay chon vin ban trong cac khung van
ban va thay doi cac dinh dang ban mudn, di€u d6 sé an dinh cho toan bd cac
slide hién tai va cac slide méi s€ thém sau do.

Str dung Slide master dé thuc hién nhirng cong viéc sau:

Chen tranh, thay ddi mau nén, diéu chinh kich ¢& cac khung van ban, biéu
do..., thay doi vé kiéu, kich cd va mau.

Néu phai thém anh hay van ban - chang han nhu tén trudng, tén bai giang
hay logo - xuat hién trén tat ca cac Slide, hay thuc hién no6 trong ché do slide
master. P61 tugng xuat hién trén toan bd cac slide va & cung mdt vi tri nhu ban
da thiét ké. D€ nhap mot doan van vo tat ca céac slide, hady nhap doan van trong
ché do slide master bang cach kich vao nat Text Box trén thanh Drawing,
(khong nén go trén cac hdp van ban co san).

Trong ché d6 Slide Master cac thudc tinh cua van ban duge diéu khién nhu
phong chit, ¢c& chir, mau chit, cling nhu mau nén, cac hi¢u tng dac biét nao do
nhu 1a tao bong hay ki€u ctia nut.

Slide Master chtra cac ving vin ban, cudi trang nhu 12 ngay thang, gid, va
sO trang cho slide.
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Khi ban can c6 su thay doi trén toan bo cac slide, ban khong can phai thay
ddi trén cac slide riéng 1€, chi viéc tao su thay ddi trén mét slide trong ché do
slide master, va PowerPoint s& tu dong thay doi trén toan bd cac slide con lai va
trén cac slide thém mai sau do.

Pé thay d6i dinh dang cho van ban, hdy chon van ban trong cac khung van
ban va thay d6i cac dinh dang ban mudn, diéu d6 s& 4n dinh cho toan b cac
slide hién tai va cac slide méi s€ thém sau do.

Str dung Slide master dé thuc hién nhitng cong viéc sau:

Chen tranh, thay ddi mau nén, diéu chinh kich c& céc khung van ban, biéu
do..., thay doi ve kiéu, kich cd va mau.

Néu phai thém anh hay van ban - ching han nhu tén trudng, tén bai giang
hay logo - xuat hién trén tat ca cac Slide, hay thuc hién no6 trong ché do slide
master. D61 tugng xuat hién trén toan bd cac slide va & cung mdt vi tri nhu ban
da thiét ké. D& nhap mot doan van vo tat ca cac slide, hady nhip doan van trong
ché do slide master bang cach kich vao nut Text Box trén thanh Drawing,
(khong nén go trén cac hop van ban co san).

6.5. Chén chii thich dau trang va chdn trang - Header & Footer

Chon Insert\Header va Footer. HOp thoai Header va Footer xuét hién:

Header and Footer @

Slide | Notes and Handouts

Include on slide

[] slide number
[]Footer

[]Don't show on title slide

Thém Date va time bang cach tich vao Date va time, chon ngdy mong
mudn. Panh s6 trang bang cach 4n vao Slide number. Thém ndi dung chan trang
vao muc Footer. Néu nhiing ndi dung nay khoéng can xuat hién ¢ trang dau tién
thi ta tich vao Don’t show on title slide. Ap dung cho toan bd cic trang trinh
chiéu bang cach nhan Apply to All, hodc Apply néu chi ap dung cho trang hién
tai.
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7. Thure hién trinh chiéu

Vao thé Slide Show, chon trinh chiéu tir trang dau, nhadn From
beginning(hodc an F5). Chon trinh chi€u tur trang hién tai, nhan From Current

Slide(hodc 4n Shift + F5).

An phim miii tén 1én xuéng hoic phim PgUp, PgDn d¢é 1én trang trudc hodc

trang sau.

Thoat trinh chiéu bang cach nhdn phim ESC hoic End show tir thuc don

chuot phai.

8. In 4n.

Nhay vao File\Print, xuit hién giao dién:

|E|| ; =

m Home Insert Design Transitions Animations Slide Show Review View

H Save
[ save s
[ Open

J Close

Info

Recent

New

Save & Send

Help

=] Options

B Bt

Print

=
jﬂ*’l Copiess 1

Print

Printer

7 RICOH SP 310DN PCLE
‘mﬂeacl}-

Settings
~. Print All Slides
"= Print entire presentation

Slides:

J Full Page Slides
Print 1 slide per page

) Print One Sided
J Only print on one side of the page

.—. Collated
B8535 123 123

E Grayscale

: Chon s6 ban can in
: Lua chon may in
. Chon Slide can in

. Chon in 01 mat hoac 02 mit trén 01 trang gidy in.

-

Printer Properties

-

Edit Header & Footer

. Chon kiéu in theo: Slide chan, 1&.
. Chon in mau hoic den trang.

Sau khi lya chon xong, nhay vao nat Print dé in.
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9. Pong géi san pham cac bai giang Power Point 2010 c6 sir dung Am thanh
va video.

Mot 16i ma cac ban thudng gip phai khi soan va trinh dién bai giang dién
tir bang phan mém MS Powerpoint 13 sau khi soan xong, trinh dién trén may tinh
cia minh (may ma minh dung dé soan) thi moi viéc dién ra binh thuong, nhung
khi dem file bai giang d6 sang mot may tinh khac dé trinh dién thi gip phai mot
s6 151 nhu: font chir hién thi khong dung, cac doan am thanh, video khong thé
trinh chiéu duogc... bai viét s& trinh bay mot sé k¥ thuat dé khic phuc van dé
trén.

Muc dich cia viéc dong goi bai giang:
« Thuc hién goi tap tin cAn va tat ca cac tap tin lién quan nhu hinh anh, Am
thanh, font chtr..
« Thu nho kich thudc cac tap tin can thiét dé d& dang sao chép, luan chuyén

. Cb6thé mang thuc hién tai bat cur may nao c6 hé diéu hanh Windows ma
khong can c6 MS-Powerpoint

Cach 1: Luu tap tin dwéi dang pps.

Organize Mew folder

(@] Microsoft Py Documents library

§ Arrange by:  Folder «
3 Includes: 2 locations

-

- Favorites MName Date modified Type

Bl Desktop

& Downloads | 5QL Server Management Studio 21/10/201111:19 ... Filefolder

v . Visual Studio 2010 22/10/2011 7:16 PM  File folder
= Recent Plac

- Libraries
3 Documents

J’- Music |

File name: Ea\Giang|

Save as type: IPowerPoint 97-2003 Show (*.pps)

Authors: hphaipc Tags: Add atag

4 Hide Folders Tools - [ Save

Khi ban c6 viéc phai dem slide cua minh qua may cua nguoi khéc thi chac
chan thé nao cling bi lay trdm. Va néu trong slide c6 nhi€u tai li¢u quan trong
ma ban khong muon cho ai biét thi lai cang khong hay chut nao.

Cho nén, dé bao vé cac slide ciia minh, ban hay mo slide 1€n, 10i vao File >
Save As, sau d6 trong pop-up hi¢n ra, muc Save as type ban chon 1a PowerPoint
Show (*.pps). Sau d6 nhan Save dé luu lai, bay gid - ban hiy dem file nay dén
may khac va nhan chudt kép 1én file ay, ty dong cac slide s& duoc trinh chiéu va
nguoi khac khong thé sira hoidc 14y duoc ndi dung bén trong.

Néu trong slide ctia ban c6 16ng nhiéu video, 4m thanh, bang biéu thi file co
dinh dang .pps nay cting s€ “mang” chung theo bén trong ndi dung cua no luén
va nghia la ban khong can phai copy cac video, am thanh dem theo nhu trong
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truong hop binh thuong nira. Nghia 1a, khi Power Point chira video, am thanh,
néu ban dung dinh dang .ppt thi ban phai dem theo mét thu muc cac video, am
thanh kia; con néu sir dung dinh dang .pps thi ban chi can dem theo file ndy ma
thoi.

Mot nhuge diém cua file .pps 1a dung lwong rt 16n nén ban can can nhic
khi str dung.

Céch nay khong dép ung dugc truong hgp may tinh khong cai MS Power
Point.

Cach 2. Dong goéi tap tin MS Power Point

Sau khi hoan thanh bai gidng dién tir bang phdn mém MS Powerpoint, dé
c6 thé trinh dién moét cach binh thuong, chira day du tat cad cac hinh dnh, am
thanh, video da dugc chen vao hodc co lién két dén bai giang & moi may tinh (ké
ca nhitng may tinh khong cai dat bd MS Office) cac ban thyc hién nhu sau:

Sau khi soan xong, cac ban tién hanh luu lai tap tin bai giang theo cach
binh thuong (Ctrl+S) r61 méi thuce hién cac budc ti€p theo.

Budc 1:

Tai giao di¢n chinh cua chuong trinh, nhép vao menu File, sau d6 chon
1énh Package for CD.

Mot ctra s6 mdi xuat hién nhu sau:

o v o
= co ¢
N ¢

U » -

4

..... <
o P

Tewe ~ [3 ’
g 8
Prum P
F"‘ "'! . ¢
la )t rl r

o .

Q3¢ ¢

¢

B L

’ . {

. "y PTG P S P ’f

Budc 2:
Bam vao Options Hop thoai Options chira cac tity chon sau:

Nhén vao tiy chon Embedded TrueType fonts dé Poweroint luu kém theo
cac font chit co trong bai giang, sau d6 bam OK dé quay ra ctra so lic dau.
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Incude these files

(Thes: will not display in the Files to be copied list)
Embedded TrueType fonts

Enhance security and privacy
Password to open each presentation:
Password to modify each presentation:
|:| Inspect presentations for inappropriate or private information

[ OK J [ Cancel

Buwdc 3: Lwa chon 1 trong 2 cach:

Copy a set of presentations to a folder on your computer or to a CD.

Mame the CD: | BaiGiangDienTy|

Files to be copied

E;]F‘reser‘ﬂationl.|:»1:|t;(

Options...
[ Copy to Folder... ] [ Copy to CD J

Néu bam chon Copy to CD dé sao chép toan bd bai giang vao CD.

Néu bam chon Copy to Folder thi Powerpoint, ban Iwa chon 1 trong 2 tity chon
+ Tai muc Folder name: Nhap vao tén thu muc ma Powerpoint sé chép toan bo
bai giang vao.

+ Tai muc Location: hién thi duong dan dén bai giang sau khi déng géi, néu
muon doi duong dan, bam Browse dé chon.

+ Sau d6 bom OK

Két qua: Powerpoint s& tién hanh chép tat ca bai giang, font chi, cac doan 4m
thanh, video lién quan vao 1 thu muc da cai dat

Buwdérc 4:
Sau khi tién trinh hoan tat, bAm Close dé dong cira s6 Package for CD lai.
Budec 5:

Sao chép toan bo thu muc ma ban da dat tén vao 6 Folder name & budc trén
vao CD hoac USB dé dem di trinh dién ¢ bat ky may tinh nao ma khong s¢ gap
phai cac 161 néi trén.
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PHAN VI: SUDUNG INTERNET CO BAN

1. Téng quan vé Internet
1.1. Khai niém mang Internet

- Mang Internet: 1a tap hop cua cac may tinh dugc két ndi lai véi nhau
thong qua hé thdng phuong tién truyén dan két ndi véi thé gisi, dugc cung cap
boi cac cong ty cung tng dich vy, muc dich trao ddi thong tin. Mang Internet Ia
truong hop dac biét cia mang WAN, nham cung cap cac dich vu toan cau vé
mail, web, chat, truyén tin mang tinh phuc vu mién phi.

Khi méi hinh thanh, mang Internet dugc sir dung chu yéu ¢ céc t chic
Chinh phu va trong céc truong hoc. Ngay nay, mang Internet da dugc su dung
boi hang ty nguoi bao gom cac ca nhan, doanh nghiép, truong hoc, vién nghién
Ctiu trong tat ca cac linh vuc tur kinh té dén chinh tri, tir van hoa gido duc dén
ting cdng Vviéc trong cudc song.

Kién tric cua mang Internet I lién mang, tic 1a nhiéu mang may tinh lién
ket véi nhau, tat ca cac may tinh trong mang déu co6 quyén binh dang nhu nhau
va dugc cung cap mot dia chi IP riéng biét.

1.2. Quéan ly mang Internet

Mang Internet la cua chung, khong thugc quyén sé hitu va quan ly cua bat
Ky ai, nhung moi phan nhé caa mang (qudc gia) duoc quan ly boi don vi, to
chue dai dién cho qu0c gia d6 nhung khéng thé quan Iy va diéu khién duoc toan
bo hé thong mang. Dé thuan tién trong trao doi va quan Iy mang Internet, da
hinh thanh cac hiép hoi.

Hi¢p hoi Internet (Internet Socity - ISOC) la mot hiép hoi tu nguyén c6 muc
dich phat trien kha nang trao doi thong tin dya vao cong ngh¢ Internet. Hi¢p hoi
Internet gom co:

- Uy ban kién trGc mang (Internet Architecture Board - IAB). Ban nay c6
trach nhiém dua ra cac huéng dan vé ky thuat ciing nhu phuong huéng phat
trien Internet vé cac chuan, phuong thirc phan chia tai nguyén, dia chi...;

- Uy ban ky thuat Internet (Internet Engineering Task Force - IETF), ban
nay dinh hudng vé k¥ thuat, cdng nghé¢, chuan ket noi.

1.3. Giao thirc TCP/IP

~ Giao thirc 1a tap hop cc quy tac (ng xur d& duoc chuan hoa de tat ca cac
thiet bi duoc san xuat ra du tir hang khac nhau van cd the giao tiep (truyen nhan,
xu ly dit li¢u) dugc véi nhau. C6 nhicu loai giao thue khac nhau, nhung pho
bien la giao thirc TCP/IP. Giao thirc TCP/IP la tap hop 2 giao thuc gom:

- Giao thic truyén dian mang Internet (Transmission Control Protocol-
TCP)

- Giao thirc mang (Internet Protocol-IP).
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2. Cac dich vu Internet
Internet c6 nhiéu dich vu nhung phd bién nhit 14 céc dich vu sau:

- Dich vu thu dién tir Email (Electronic mail), 1a dich vu cho phép nguoi
st dung c6 thé g, nhan thu trén Internet. Véi dich vu nay, ngudi dung & moi
noi trén thé giéi déu co thé trao doi théng tin dang van ban, hinh anh, am thanh
mot cdch nhanh chdng va khdng bi giagi han baoi thoi gian va khéng gian;

- Dich vu trang thdng tin toan cau WWW (World Wide Web), 1a dich vu
cung cip cac van ban dudi dang lién két cac siéu van ban ((HyperText) chia
thong tin dudi nhiéu dang khac nhau; Tai cac diém trén Internet c6 cac dia chi
nham x4c dinh danh tinh, kiéu dia chi goi 1a Uniform Resource Locator (URL).
Nguoi doc siéu van ban bang trinh duyét (Web Browser) cé thé thong qua cac
lien két nay ma lua chon chi dé tham khao, thong qua cac van ban khac nhau
cua cac khau lién két. Vai thiét ké mo cua hé thdng, tinh quang b4, tinh d& su
dung, ngay cang co6 nhiéu dich vy duoc phat trién va tich hop vao hé thong;

- Dich vu truyén tép FTP (File Transfer Protocol), la dich vu phat sinh tu
nhu cau trong thoi ky dau cua Internet sao chép di chuyén mot tép tir may tinh
nay sang may tinh khac.

2.1. Dich vu thw dién tir (Electronic Mail-E-mail)

Thu dién ti, hay thuong goi E-mail, Ia mét trong nhiing tinh nang quan
trong nhat caa Internet. Mot trong nhing loi ich chinh caa E-mail 1 téc d6 luu
chuyén. Tuy khéng tic thoi nhu fax, thoi gian truyén E-mail thudng duoc tinh
bang phut, ngay ca khi nguoi gui va ngudi nhan & tan hai dau cua trai dat.

Hé thong dia chi E-mail 1a2 mot van dé vo clng quan trong trong qué trinh
gui hay nhan thu 1a cach xéac dinh chinh x4c dia chi cua thu can gui dén. Dé thuc
hién diéu nay nha cung cap dich vu st dung dich vu danh tén ving (Domain
Name Service - DNS). Dya trén dich vu danh tén vung, viéc danh dia chi E-mail
cho ngudi sir dung sé rat don gian nhu sau:

Tén nguoi st dung @Tén day da cua Domain.
2.2. Dich vu mang thong tin toan cau WWW (World Wide Web)

Pay la dich vu manh nhat trén Internet. WWW dugc xay dung dya trén cac
Hypertext (siéu van ban). Hypertext la ky thuat trinh bay thdng tin trén mot
trang, trong d6 c6 mot sb tir ¢d thé "né™ ra thanh mot trang théng tin méi c6 noi
dung day du hon. Trén cung mot trang théng tin ¢ thé co nhiéu kiéu dir ligu
khac nhau nhu chit, hinh anh, am thanh. Dé xay dung cac trang dit liéu véi cac
kiéu dir liu khac nhau nhu vay, WWW st dung ngén ngir ¢ tén 1a HTML
(HyperText Markup Language). Ngon ngir HTML duoc xay dung trén co so
ngoén ngu: SGML (Standard General Markup Language). HTML cho phép dinh

dang cac trang thong tin, cho phép thong tin duoc két ndi véi nhau.

Nguoi dung st dung mot phan mém Web Browser ‘de xem thong tin trén
cac may chu WWW. Tai may chu phai c6 mét phan mém Web Server. Phan
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mém nay thuc hién nhan cac yéu cau tir Web Browser gui 18n va thuc hién yéu
cau do.

Vi sy bung né dich vu WWW, dich vu nay cang ngay cang duoC mo rong
va dua thém nhiéu ky thuat tién tién nham tang kha ning biéu dat théng tin cho
ngudi sir dung. Mot s6 cdng nghé méi dugc hinh thanh nhu Active X, Java cho
phép tao cac trang Web dong thuc su mé ra mot huéng phat trién rét I6n cho
dich vu nay.

2.3. Dich vu truyén tép

Dich vu FTP (File Transfer Protocol) dung dé truyén tai cac tép dir liéu
gitra cac Host trén Internet. Cong cu dé thuc hién dich vu truyén tép 1a chuong
trinh FTP, s dung giao thuc cua Internet la giao thac FTP {File Transfer
Protocol). Nhu tén cua giao thuc, cong viéc cua giao thac nay la thuc hién
chuyén céc tép tir mot may tinh nay sang mot may tinh khac. Giao thuc nay cho
phép truyén tep khong phu thudc vao van dé vi tri dia ly hay mdi truong hé diéu
hanh cia hai may. Diéu duy nhat can thiét 1a ca hai may déu c6 phan mém hiéu
duogc giao thac cua nhau.

Muén sir dung dich vu nay, trudc hét nguoi dung phai c6 dang ky nguoi
ding. Viéc nay sé giam sé ngudi dugc phép truy cap va cap nhat céc tép tin trén
hé thong & xa. Mot sé may chu trén Internet cho phép truy cap {login) véi mot
ma s6 {Account) la anonymous, va mat khau (password) 1a dia chi E-mail cua
nguoi dung, nhung tit nhién, khi d6 chi c6 mot sé quyén han ché véi hé thong
tép o may tur xa {Remote).

Pé phién 1am viéc FTP thuc hién duoc, can 2 phan mém. Mot 1a ang dung
FTP Client chay trén may cua nguoi dung, cho phép gui cac Iénh téi FTP Host.
Hai 1a FTP Server chay trén may chu ¢ xa, dung dé xu Iy cac lénh FTP cua
nguoi dung va tuong tac voi hé thong tép trén Host ma né dang chay.

2.4. Trinh duyét Web

Dé di vao thé gisi cua nhiing trang Web, trén may ngudi ding can cai dat
mot chuong trinh tng dung goi la trinh duyét Web. Co rat nhiéu trinh duyét
Web khac nhau vi du nhu:

Internet Explorer (IE), Netscape Navigator/ Communicator (Netscape),
Opera, MylE2, Mozilla FireBird, Avant, Google Chrome, Mozilla Firefox; trong
do6 pho bién hon ca la trinh duyét IE.

MJdi phan mém trinh duyét déu cé céc phién ban khéac nhau, cac phién ban
sau ¢6 nhiéu tinh ning hoan thién hon cac phién ban trudc. Tuy nhién, cac chic
nang str dung co ban cua trinh duyét khong thay ddi, nguoi dung chi can biét su
dung mét loai trinh duyét 1a cé thé rat d& dang hoc céch sir dung cac trinh duyét
khac dé c6 thé truy xuat va xem cac thdng tin trén Internet.

Ctra s6 trinh duyét Web la cira s6 kham pha thé gisi Internet vi vay cb ki
nang st dung trinh duyét sé lam tang hiéu qua st dung Internet.
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2.5. Cac thuét ngir HTTP, URL, WEBSITE va tén mién Internet

HTTP 14 viét tit cua Hyper Text Transfer Protocol, c6 ¥ nghia 1a giao thirc
truyén tép tin siéu van ban. HTTP con c6 mét bién thé khac 1a HTTPS chir “S”
viét tit cua tir Secure nghia 1a “bao mat”. Khi truy cip céc trang web sir dung
giao thirc HTTPS dix liéu cua nguoi dung dua 1én va tai vé dugc ma hoa dé tranh
C4C tin cong trén duong truyén. Trinh duyet web st dung giao mot trong thuc
nay dé két ni voi may phuc vu Web va tdi cac tép Web veé may nguoi dung.
Chinh vi vay ma c6 thé thiy ¢ dia chi Web nao ciing md dau bang http hoac
https.

Website khu vuc chaa web, 1a noi cac trang web duge luu trén méy phuc
vu Web. Trong so cac trang web thugc website nay, c6 mot trang goi la trang
chu (Home Page). Tur trang chu, ngudi sir dung s€ di dén cac trang web khac qua
cac siéu lién ket duogc thiét 1ap trén trang web.

URL la viét tit cua Uniform Resource Locator. Pay 1a mot chudi dé xac
dinh duoc vi tri tai nguyén trén internet. URL c6 khuon dang gom: tén cua giao
thtrc, dia chi trang Web két noi den.

Vi du: http://www.truongnoivu.edu.vn/default.ntm d& mé mét trang
web.

Trong dia chi web www.truongnoivu.edu.vn la mot tén mién Internet.
Nhom chir nay la duy nhat trén Internet dung dé dinh danh cho mét diém ket
noi.

2.6. Tinh chét siéu lién két va toan ciu ciia trang \Web

Siéu lién két (Hyperlink), 1a mot tinh chét quan trong cua trang Web. Tai vi
tri nao do cua trang Web ma con tro chudt chuyén sang dinh dang hinh ban tay
tro th] ¢ Vi tri d6 c6 mot siéu lién ket. Thao tac don gidn la nhan chuot d@é lién
két den mot trang web mai, Siéu lién két lam tang tinh tién dung cua trang Web.

2.7. Tim kiém thong tin trén Internet

Mot bai toan tat yéu nay sinh d6 1a nguoi dung can duoc cung cap cach
thire tim kiém théng tin trén kho tang di liéu vo cing rong 16n caa Internet. D3
c6 nhiéu giai phap va céach thirc da duoc dua ra nhung theo thoi gian st dung chi
con hai cach sau day dugc dung rong réi:

Céch thir nhat Ia tim kiém theo danh muc dia chi dugc cac nha cung cap
dich vu dat trén cac trang web tinh. Pay la cach thong thuong van hay lam viéc
tim kieém cac so dién thoai thué bao.

Céach thi hai 1a tim kiém qua cac trang web dong goi 1a may tim kiém
(Search Engine).
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3. Hé thong Web Mail va thw mién phi
» Google Mail (www.gmail.com)

Gmail c6 dung lugng luu trit 1én dén 15 GB, tim kiém hiéu qua va tich hop
cong cu chat Google Talk ngay trong giao dién e-mail. Cong nghé AJAX cho
phép hom thu tai dir liéu nhanh chéng va giap ngudi s dung quan ly théng tin
lién lac thuan tién. Gmail duoc trang bi cdng cu chéng spam hiéu qua, hoat dong
6n dinh va tham chi nhiéu nguoi da bién Gmail thanh noi luu tép. Nhing wu
diém trén khién Gmail trg thanh mot trong nhirng lva chon hang dau hién nay.

« Yahoo Mail (mail.yahoo.com)

Yahoo Mail c6 cong cu loc thu rac {spam) manh va giao dién don gian,
thuan tién cho ngudi st dung; Nha cung cap dich vu cung cip cho ngudi su
dung du dung luong dé luu nhimg thu co ban (anh, text va tai liéu); Yahoo Mail
la nha cung cap dich vy di co6 mat trén thi truong kha lau, c6 chinh séch tét
trong hd tro khach hang khi 6 su cd.

4. Céc van dé vé bao mat
4.1. Cookie

Cookie la cac tép tin nho dugc hinh thanh trong qua trinh duyét qua cac
trang Web dong. Cookie chira thong tin ma da thao tac vei trang Web dong nhu
nhap tén va mat khau dang nhap;

Uu diém cua Cookie 1a sau khi dang nhap vao mot h¢ thong nao do, thi
khong phai déng nhép lai nita moi khi chuyén den trang web khac thong qua cac
siéu lién két, nhu vay lam cho trang Web dong khdng qué phuc tap doi véi
ngudi dung;

Nhuoc diém cia Cookie 12 giam mac bao mat. Vi du, cac chuong trinh
gian diép dugc cai trén may tinh sé dua vao Cookie dé biet dugc cac thdng tin
mat.

4.2. Vimg nhé dém (Cache)

Trén may tinh c6 mot thu myc c6 tén la Temporary Internet Files, do 1a noi
chura cac tép lay tir Internet dat tam thoi trén may tinh trudc khi trinh duyét Web
hién thi noi dung tép Web thanh trang Web.

Uu diém cua ving nhd dém 13 hién thi trang Web nhanh hon, néu da ting
mao trang Web trudce d6 mot lan.

Nhuoc diém cua vung nhé dém la doi khi nguoi dung phai xem cac thong
tin da cli néu khong dé y cac thong so ngay thang.

4.3. Bao vé€ Website

Mot website duoc bao vé 1a mot web chi cho pheép truy cap co gisi han,
muén sir dung cac dich vu hodc xem thong tin, phai dang nhap bang tén va mat
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khau. Neu khong duoc cap quyén hogc cap tén dang nhap, nhung mat khau g
vao khéng chinh xac, thi sé khéng thé truy nhap dugc noi dung cua web do.

Rat nhiéuqcﬁng ty hoac co quan t6 chuc sir dung cach nay dé cho phép
thdng tin ¢o6 thé dugc phan phoi rong rai, nhung la phén phoi cho dung véi cac
doi twong quan tdm hodac cac doi twong trong nganh.

M4 hoa dir liéu 1a cach thuc dé "che gidu" thong tin. M hoa dwgc sir dung
dé tang cuong tinh bao mat cho cac thong diép, ma & do chi c6 ngudi dugc gui
méi ¢6 thé doc duoc thong diép d6. Co nhidu cach dé thuc hién viéc ma hoa, ca
bang phan cing va phan mem. Trong giao dich dién tir, can dén méa hoa boi
nguoi ban hang can biét chinh xac ngudi mua hang c6 dang tin cdy hay khong.
Phuong phap ma hoa cong khai dua trén ly thuyet toan hoc vé mat ma da dap
g dugc yéu cau. Theo phuong phap ndy, mdi ngudi tham gia s& ¢ hai khoa:
khod cong_khai (public key) duoc phd bién rong réi va khoa riéng (private key)
thi duoc giit kin. Nguyén tic co ban dugc ap dung d6 la: mot thong diép duogc
ma hoé bang khoa cong khai chi ¢ thé duoc giai md bang khoa riéng va nguoc
lai. Ma khoa cang dai thi d6 an toan cang cao.

5. Trinh duyét web Internet Explorer (IE)
5.1. Mé7/dong trinh duyét IE

Pé ma trinh duyét Internet Explorer, kich chudt vao Start\All Programs\
Internet Explorer hoac biéu twong Internet trén man hinh Desktop;

Dé’d()r}g trinh duyét Internet Explorer\File\Exit hoic biéu tuong Close,
hodc nhan t6 hop phim Alt + F4.

5.2. Giao di€n va cac chirc nang cua trinh duyét IE

- oER
Q@l @ http://hatinh.gov.vn/Pages/default.aspx P~-BC H (&) Dang nhap hé thong IOFFICE | & Céng théng tin dién tir Ha .. ‘ | S

File Edit View Favorites Tools Help

Sign In

Cllaomttngb;ndanvdl(}ongdmngtm A = | ITiMKIéMI

Trang chd Gidi thiéu Tin tic - Su' kién Tha tuc hanh chinh Thong tin kinh t& - Xa hoi Xuc tién dau tuw Van héa - Du lich Hoi dap So do site

4Ha Tinh

= a Y - H -4 N Nt Sy Vo BAC BO
Bo sung thém thu tuc hanh chinh, dac @ Tin ndi bat ;‘ e, ;_
biét trong linh vu'c ngu'Gi dan quan tam B3 sung thém thi tuc \y s R
v} 3 hanh chinh, dic biét \ A= T
b 4/“{1!!‘ x!’l/ trong linh vic ngudi dan - i )

quan tam

= Tong Bi thu va Téng
thdng Phap gdp gd bao
chi sau hdi dam

= Dam bao an toan, thuc *) THONG TIN DU BAO THOT TIET
chat trong dién tap khu

“ i vuc phong tha

Els B g 9 'H‘--H

10:12AM

B © M e B o B R ) §E ENG i
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File Edit View Favorites Tools Help

- Nt Back: tr¢ vé trang truéc (néu co);

- Nt Forward: chuyén sang tiép theo (trang sau - néu co);

- Nut Ref resh (F5): lam twoi lai trang hién thoi (tai lai ndi dung trang
hién thoi).

5.2.1. Thiét \@p ché dé hién thi thanh céng cu

bé thiet lap ché do hien thi thanh cong cu, vao ViewYToolbars; Internet
Explorer gom céc thanh céng cu sau:

- Menu Bar: thanh trinh don;

- Favorites Bar: thanh chira dia chi cac web site;

- Command Bar: thanh chtra Iénh;

- Status Bar: thanh trang thai.

5.2.2. Bat/tdt ché dé hién thi hinh dnh trong trang \Neb

Dé bat, tat ché do hién thi hinh anh trong trang Web, vao ToolsUntemet
Options\Advanced\Show pictures.

5.2.3. Té chiic sé dia chi web (favorties)

Str dung trinh duyét dé tao ra s6 dia chi dé luu dia chi cac trang web yéu
thich thuong dung. Piéu nay giéng nhu khai niém danh dau trong mot quyén
sach, khi doc dén doan nao trong trang.

Vao muc FavoritesVAdd to Favorites\Tén goi\OK. Pé st dung nhiing
dia chi trang web da luu vao Favorites, chon tén trang web trén Danh muc web.

5.2.4. History

Flistory 1a mét danh sach nhiing website ma may tinh méi truy nhap gan
day. C6 thé st dung danh sach nay dé truy nhép lai nhimg trang do. Dé truy
nhap vao bd nhé cache, nhan chudt vao biéu tuong History, danh muc nhiing
trang web méi truy cap gém day nhét.

X6a History ciia trinh duyét: trong mét sé truong hop, nguoi dung khong
muén luu lai cac théng tin nhitng trang web nao di truy cap. Pé x04 cac thong
tin trén vao ToolsMnternet Options\General\Delete browsing history on exit.
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6. Sao chép va in trang web
~ Boi den phan ngi dung can sao, diing Iénh Copy (CTRL +C), mé MS-Word

de dan (CTRL + V), thuc hién cac thao tac nhu trong MS-Word; B¢ in trang web
ta dung Iénh Print (File, chon Print...).

7. Tim kiém théng tin bang Google

Mé& Google (http:// www.google.com.vn). nhap noi dung can tim.

Trén trang web sir dung tiéng Viét 1a TCVN, UNICODE hay VNI, thi cum
tr nhap vao cling phai tuong thich cho bd tim kiem phai phu hgp véi chuan
duogc chon sir dung trén bo go.

Str dung cong cu tim kiém nang cao bang Google:

Ngoai nhiing tha thuat tim kiém thong thuong, Google con cung cap cho
nguoi st dung tinh ning tim kiém nang cao. Véi tinh ning tim kiém nay, cho
phép tim kiém theo cum tir hodc theo tung tir riéng biét dudi dang cac tép vin
ban véi cac dinh dang thdng dung bang nhiéu ngdn ngir khac nhau;

Pé sir dung chire ning nay cua Google, truy cap vao dia chi:
http://www.google.com

Sau khi truy cép vao trang web thanh cong, man hinh tim kiém duogc chia
ra lam 3 phan cu thé:

- Phan dau cung cip cho ngudi st dung tim kiém théng qua nhiing tur
khoa lién quan dén ndi dung cua trang web:

- Dé tim kiém theo mot cum tr, nhap nodi dung tim kiém vao muc “all
these words” hoac tim ting tur cu thé bat cach nhap ndi dung cua ting tir vao cac
muc cua phan “one or more of these words”.

- Dé két qua khdng chira nhitng tir khoéa khéng can thiét, nhap nhiing tur
khoa khéng mong muon tim dugc vao muc “any of these unwanted words”
(twong tu nhu cach sir dung dau da hudng dan o trén).

Sau khi di cap nhat nhiing thdng tin can tim, bam vao ndt Advanced
Search @é thuc hién;

Pé két qua tim kiém hién thi chinh xéac, can xac nhan thém céc thong tin
can thiét tai muc “Need more tools?”;

- Tai “Need more tools?, thiét lap sé két qua s& hién trén 1 trang dé
Google hién thi ket qua tim kiem tai muc result per page.

Ngoai dia chi http://www.google.com.vn, dé tim kiém théng tin trén mang
Internet, cO thé truy cap vao cac trang web sau:

http://bing.com : http://search.aol.com; http://vi.wikipedia.org/wiki/
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8. Swr dung thw dién tir (Gmail).
8.1. Tao lap mot hop thw dién tw

Buoc 1: Vao dia chi trang web gmail.com, xuét hién hop thoai:
— = (=] u

Google ® +

& | P @ https://www.google.comavn/Tgfe_rd=criei=jiVKuKOMPFeAPBO4DYCABgws_rd=s 7 & ﬂ' B 4+ # A =

+Ban Gmail Hinh anh 553 Ding nhap

Google

Viét Nam

Tim v&i Google Xem trang déu tién tim dwoc

Google.comovn hign d3 cé bing cac ngdn ngié: English Francais thI7(Z5E)

Budc 2: Chon Gmail xuat hién hop thoai:

€ > C A B hitpsy/accounts.google.com/ServiceLogin?sacu=18&scc=18wcontinue=https%3A%2F%2Fmail google.com%2Fmail %2F&service=mail &ss=18&ltmpl=de

Google

Pang nhap mot lan. Truy cap tat ca.

Dang nhap dé tiép tuc sir dung Gmail

- \

Mat khau

Déng nhap

Duy tri dang nhap Ban can tro gilp?

Tao mdt tai khodn

Budc 3: Nhay vao muc Tao mot tai khoan, xuét hién giao dién (hinh bén):
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W webssearches % Y ]y, Candy Crush Saga trén Fa x Y Tao tai khodn Google cliz % | M webssearches x e

<« C' ff | https://accounts.google.com/SignUp?service=mail&continue=https%3A%2F%2Fmail google.com%2Fmail%2F&hl=vi b

Google e

Tao tai khodn Google clia ban

Ban chi can cd mot tai khoan Tén
Mt t&n ngudi diing va mat khdu duy nhit giip ban ding nhap vao moi dich vu cia !
Google
Chon tén ngwi dang cua ban

BHMEe O2>H

Tao mét khau

s . Xac nhan mét khéu ciia ban
a ndi du ng ben ban

Mang theo t3

Chuyén gilra cac thiét bi d3u tai bat ol vi tri nao ban da dimg lai.

Sinh nhat
Thang -
Gigi tinh
Téi la... =

Bién thoai di dong
B - +34

. To4

Dia chi email hién tai cia ban

Chizng minh ban khéng phai la r6-bét
B qua buéc xac minh nay (c6 thé yéu cau xac
minh qua dién thoai)

Nhép véan ban:

co R

Vi tri

Viét Nam s

Téi ddng y véi Diéu khoan dich vu va Chinh
sach bao mat cia Google

Buworc tiép theo

Tim hiéu thém ve

e Bdomatvaditukhodn  Tro gilp B [ Tiéng Vgt

3:28CH
20/01/201.

L

Budc 4: Nhap ddy du cac thong tin vao cac khung:

- Tén, Ho: Nhap Tén, Ho dém.

- Chon tén nguwoi dung cia ban:VD: nguyencaonguyen. (Pay chinh la
tén dia chi mail cua ban);

- Tao mat khau: Nhap mat khau cho tai khoan dang tao.

- X4c nhan mat khau ciia ban (nhap lai mat khau - Nhap dung mat khau
nhu da Nhap trong 6 Tao mat khau);

- Chon ngay, thang, nam sinh, Giéi tinh, S6 dién thoai,...

Nhéy vao muc Buére tiép theo, Dang ky thanh cong, xuat hién giao dién:
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€ < C A @8 htps//plus.google.com/up/accounts/?hl=vi&service=mail&continue=https://mail.google.com/mail /&fvi=Aotrdo-0faEZFIZF310039u9hQANIgI&dsh=-Q ¢ =

Google

Tao ho so cdng khai trén Google+
cla ban

gudi bang cach déng gop cac bai danh gid ve
xEp hang cho Ung du ach va phim tr
g cong khal nhur thé nay, ban s& can ha so
cong khai trén Google+

Buong Lé Van

Thém anh

Nhay vao Tao ho so cua ban, xuat hién giao di¢n:

W webssearches % Y Candy Crush Sagatrén Fa %) ) Tai khoan Google x webssearches x
€ > X AN ﬁhttpS:/’/accounts,go@e,com/SigtwljpDox1e?hi:vi&conlinue:hrtp;%EA%ZF%ZFmaiI,googgcgn;%i:maiI%ZF%BFE\IC/‘BDvi&service:;1ai|&d5h:fl.172273557€ﬂ? =
Google souong 1 Q 2

Truy cép céc tng dung, kiém tra thong béo
va chinh stra tai khoan cua ban

Dia chi email mai cGia ban la hatinhmacpro@gmail.com

Xin chao buaong

Cam on ban @3 tao tai khodn Google. H3y sir dung tai khodn nay d& dang ky cac kénh trén YouTube, trd
chuyén video mién phi, luu dia diém yéu thich trén Maps va con nhigu hon thé nira

Tiép tuc dén Gmail

BEME D 2> HE

Luc ndy, ban di tao thanh cong hop thu, nhay vao Tiép tuc dén Gmail dé

vao giao di¢n chinh cta hop thu, (hinh bén):
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/Wi webssearches

x VA, Candy Crush Saga trén F= xy I Hép thur dén (3) - hatinhr x | W webssearches x =

€« =>CH https://mail.google.com/mail/?hl=vi#inbox ®g =
+Buon; HH + [ ]
Google [ a | sw 0 B @
Gmail ~ - c Téc vu khic 1-3tongténgsé3 < é - Q-
i Xa hi 3 ca
I Hop thw dén (3)
s Nhém Gmail Luén ¢ t6 chive hon véi hép thw dén ciia Gmail - Xin chao Buong! Hop thur d&n cia Gmail gidp ban nm quyén k 15:40
Thur gén diu sao
Thur da gt Nhém Gmail Céc tinh ndng tuyét véi nhat cia Gmail, cho di ban & déu - Xin chae Duong! Tai tng dung Gmail chinh thire Cac 15:40
Thr nhap . . - A 5 . . - - . .
Nhém Gmail Ba meo gilip khai thac t6i da stc manh cia Gmail - Xin chae Burrong! Meo gitip khai thac t6i da siec manh cia Gm: 15:40
Danh sach mé réng »
< Puona - o

-~
Vig bat tinh nang "nhin X

x
. . Tim hiéu céeh s dung Tai Gmail cho thiét bi di
iy 2 B3 tao tai khoan z
thay Ian cudi” cho phép 10% Gmail dong
cac lén hé cia ban thay o
ban dang tryt tuyén. Tim

higu thém

i Nhap danh séch lién hé AR,
it lai . : Chon chu dé o Thay ddi hinh anh ho so
Batloi Tién do thiét lap @ @ vathu Y

0 GB (0%) frong ting s6 15 GB dweorc swv dung ©2015 Google - Diéu khoan - Bio mat
Quin I

8.2. Gwi va nhdn thw

Truéc hét, nhap vao dong dia chi cua trinh duyét Web (VD: Google
Chrome) dia chi trang thu dién tr Gmail, nhu sau: gmail.com, lic nay s€ xuat
hién nd1 dung trén trang thu nhu sau:

W webssearches

€ > C #

xV () Candy Crush Saga trér xY.. webssearches

https://accounts.google.com/ServiceLogin?sacu=1&continue=https%3A%2F%2Fwww.google.com.vnds2F&hl=vi

W

Google

Pang nhap mot lan. Truy cap tat ca.

Pang nhap bang tai khoan Google clia ban

hatinhmacpro

Duy tri dang nhap Ban cin tro giap?

Tao mat tai khoan

118t tai khodn Google & truy cap moi sén phdm ciia Google

HM&oO 2> H

_ Nhap tén nguoi dung va mat khau di duoc diang ky, Nhay vao Piang nhap
de vao hop thu; xuat hién giao dién nhu sau:
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Wi webssearches % Y ]y, Candy Crush Saga trén Fa. x )'M Hop thu dén (3) - hatinhr x M| webssearches

<« C A & htpsy//mail.google.com/mail/Zhl=vi#inbox

@ =
Google [ a | oo 3 O B @
Gmail ~ - C Téc vy khic = 1-3 trong téng s6 3 & - o 2
Bl oo B Guingo .
I Hop thw dén (3)
o Nhém Gmail Ludn c6 t6 chivc hom véi hép thw dén ciia Gmail - Xin chao Burong! Hop thur dén cda Gmail gitp ban nam quyén k 15:40
Thu gan dau sao i
Thu d3 g Nhom Gmail Céc tinh ndng tuyét véi nhat cliia Gmail, cho dii ban & dau - Xin chao Duong! Tai (g dung Gmail chinh thire Cac 15:40
Thu nh3; A .
P Nhom Gmail Ba meo gitip khai thac t6i da sirc manh cua Gmail - Xin chao Buong! Meo giup khai thae téi da sire manh clia Gms 15:40
Danh sach m& réng =
; Buong Q .
- Tai Gmail cho thiét bi di
S 10% , , dang
s g . L Danh sach thu cua ban -
A N . Thay di hinh anh ho so
Bl Tién db thiét lap

0 GB (0%) trong téng s 15 GB dworc st dung
udn K

82015 Google - Diéu khodn - Bio mét
o

Bat dau mét cudc tro
chuyén méi

EN g @ o o

20,

Nhay vao SOANdé soan va giri thu, ltc nay xuat hién hop thoai:

/M Hop thu dén (1) - hatinhr % fo

se=new ® =

o] o 1 © B @

1-3 trong téng s6 3 éa |- o 2

b tro chuyén méi

% Quang cao +

G0 dia chi nguo1 nhan

on véi hop thur dén cla Gmail - Xin chao Burong! Hép thur dén cda Gmail gitp ban ndm quyén kiém

5t voi nhat clia Gmail, cho di

. N o
i thac téi da sirc manh cia (

Cha de

(@) I Vung soan thao thu
[ GO chu dé cua thu

p— Nhéy vao day dé giri File
dinh kém thu

ﬂﬂ 0 & Meo @ /

Muédn dinh kém File, Nhay vao muc DPinh kém, xuét hién mot cira sd, ban
chon 6 dia hay thu muc luu File can dinh kém va nhay dup chudt 1én File do.

Chu y: Thém Cc: giri dong thoi thu cho nguoi khac (nhiing ngudi nhan
déu biét thu ban dd giri cho nhitng nguoi nao); Thém Bec: Gui dong thoi thu
cho mot ngudi khac (ngudi nhan chi biét dugc ban gui cho riéng cho chinh ho)

Sau khi gd dia chi ngudi nhan, tiéu dé tu, nodi dung thu va tép dinh kem...
Nhay vao Giri dé giri thu.
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8.3. Boc thuw

Mudn doc thu nao ch1 VleC nhay chudt len dong tiéu dé cua thu do.

ban dang truc tuyén. Tim
higu thém

Bit lai

Bat dau mot cudc tro
chuyén mdi

29

Tién g6 thiét lap

@ Chon chil d&

0 GB (0%) trong téng sé 15 GB dworc sir dung
Quén i

®

va thu

Nhap danh s

Nhay vao day

©2015 Google - Didu khodn - Béo mat

« C i | & https;//mail.google.com/mail /7hl =vi#inbox @7 =
+Buon; HH + [ ]
Google | o | s B OO L1
Gmail - - c Téc vu khac ~ 1-3trongténgsé3 < > é - o 24
BEl ; Xa hoi s o
o8
£ Chinh A i ool Q Quang cao +
Hép thw dén (3)
. Nhém Gmail Luén ¢6 td chive hon véi hép thie dén ciia Gmail - Xin chao Buong! Hap thur dén cia Gmail gitp ban nim quyén k 15:40
Thur gén déu sao
Thur &3 giri Nhém Gmail Céc tinh néing tuyét vii nhat ciia Gmail, cho dii ban & dau - Xin chao Buong! Tai tng dung Gmail chinh thirc Cac 15:40
Thu nhap . s - Sy 3 o s . . - . .
Nhom Gmail Ba meo gidp khai thic téi da stec manh cia Gmail - Xin chao Buong! Meo giip khai thac 6 da sic manh clia Gmz 15:40
Danh sach m& réng ~
; Buong Q, .
-~ N FA -
Viée bttinh néing "nhin x D tao 1 khodn Tim hiéu cach sit
thay 1an cudi” cho phég o A . Gmail
céc li€n hé cla ban thay 10%

Néu trong thu ¢ File dinh kém, mudn
xudng, xuat hién hop thoai:
Google

Gmail ~

Hop thw dén

Thir gan dau sao

Quan trong
Thu da giri
Thir nhap

» Vong két ndi
Ban be
Ca nhan
Chuyén
Notes

tai vé may: Nhay vao

(6

Danh sach mé rong »

O evan- = B ,

théy 1an cudi” ¢
cac ién hé cla
ban dang truc
hiéu thém

Vige bat tinh néing "nhin

X
ho Dhe?

ban thay
uyén. Tim

Thir gt mail

Thir glri mail

- 09_TTCNTT0001.pdf

Hopthu dén  x

Dwong Lé Van <hatinhmacpro@gmail.com>
16i toi [~

Nhap vao day dé bat cac thong bao trén man hinh cho (

Tacvul

muc Tai

Nhay vao Tai xudng dé

tai File dinh kéem

File tdi xuong sé xuit hién phia dwéi cung cla clra s6 man hinh

(Thwong dwoc lwu vao thw muc: MyDoccument\Download).

Bét lai

; Ha Tinh Trung tam

09_TTCNTTO001 (1).pdf

0,4/3,2 MB, 3 phiit cén lai

Mé khi hoan tét

Luén mé loai tép nay

Tam dimg

Hién thi treng thu muc

dwoc str dung

©2015 Google - Diéu khodn - B

File tai xudng
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8.4. Chuyén tiép thw

Khi ban nhan duoc thu cua mot ngudi, ban mudn chia s€ hoac chuyén thu
do6 dén nhitng nguoi khac, Ban thuc hién nhu sau:

Budc 1: Mé thu can chuyén va nhy vao muc Chuyén tiép.

Google

Nhap vao day dé bat cac thong bao trén man hinh cho (

Gmail ~

Hop thw dén (6)
Thr gin diu sao

Thtr g&ri mail ¢ Hopthu aén  x

Pwong Lé Van <hatinhmacpro@gmail.com>

Quan frong litol =
Thu da gin Thir giri mail
Thwr nhap
» Vong két ndi
Ban be )~ 09_TTCNTT0001.pdf
Ca nhan 3.2MB

Chuyén
Notes

Danh séch m réng v . n B Nhéy vao dﬁy
€ LeVan - n 4

\,’léc t}él ll’np néng "nhin X
thay lan cuoi” cho pheg

céc i€n hé cla ban thay
ban dang true tuyén. Tim
higu thém

Nhép vao day dé Tra 161 hoic Chuyén tiép

Bude 2: Trong muc Nguoi nhén, nhap dia chi hop thu nguoi nhan, Gui
File dinh kém (néu can). Nhap ndi dung thu chuyén ti€p Sau d6 nhay Giri

M Nghi dinhj va thong tulie: x

€ - C A & https/mail.google.com/mail/u/0/#inbox/14b051e49867a08b

i

A TT201TTE.. gy W 52.2013.ND.CP (1... Vv

= v Ngudinhan

-~ | Nhap ndi dung thu can chuyén tiép
) tavan - B

X

\/ie;ec qét tinp néang "nhin
thay lan cuoi” cho phé
cac lién hé cla ban thay
ban dang tryc tuyen. Tim
hiéu thém

Bit lai

0 DuongDu ™ 1 [ — — Thur @3 chuyén tiép -———
Tir: Ha Tinh Trung tam CNTT&TT <hatinhitc@gmail.com>
Q Giap Phan Ngay: 09:14 Ngay 20 thang 01 nam 2015

Chu dé: Nahi dinhi va thona tu lién quan San TMDT

l\t"HaTthmnglam “ A m N Mo @ [} Y,

-6
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8.5 Xoa thuw
Mudn xéa thu ndo, danh diu vao thu can x6a, nhay vao biéu tuong "Xoa

Wi webssearches 5 VAl (1) Candy Crush Sagatrér. x 1 \al webssearches x V M Hép thu dén (1) - hatinhr x

€« C ff & https://mail google.com/mail/?tab=wm8&pli=1#inbox
Google KES wwong B © (3
Gmail ~ =~ a 0 u m- - Téc vu khac ~ 1-3 trong thng s6 3 & - Q-

Bl o =

I Hop thw dén (1)

% Quang cao +

c v Nhom Gmail Ludn €6 t6 chirc hon y il gitip ban ndm quyén kiém 15:40
Thur gan dau sao N

Sc 2: Nhay va
Thur da giri 4 Nhom Gmail Céc tinh nang tuyét ve BIIO’C . ay Va'o g Gmail chinh thirc Cac tinh 15:40

Thu nhap : . ) an e i i
NS Gmail Ba meo giap khai tha i c 161 da sirc manh cia G 15:40
Danh sach md réng »
® ) puong Q
/4 14 /( *
x . hiéu cach sir dun: Tai Gmail cho thiét bi di
Vige bt i néing “nhin B 1 D h d h 9 3
théy Iéin cudi” cho phép 1094 IIOC . an au ail dong
cée li€n hé cda ban théy
ban dang tryc tuyén. Tim
higu thém 4p danh sach lién hé 5 5
T . . W] Chon chi dé AT i anh sachlin he Thay di hinh anh hé so
Tién &6 thiét 13p va thur
0,01 GB (0%) trong téng 6 15 GB dwgc str dung ®2015 Google - Biéu khon - Bio mat . .
Quan b Hoat ddng tai khoan gan day nhat 24 phit tnroc
Chi tigt

8.6. Cai dgt lgi mgt khiu
Muon cai ddt lai mat khau cho hdp thu, thyc hién cac budce nhu sau:
Tait giao dién hop thu, ban nhdy vao muc Cai ddt, chon Cai dat.

u +Buong 351

1-3 trong tdng s6 3 e |- -

©
[
[ 1]

Mat @6 hién thi

g "2 v Thip
Trung binh
Juong! Hép thur d&n cda Gmail gidp
Cao

Xin chao Burong! Tai (rng dung Gma . )
Binh cau hinh hép thur dén

- Nhay vao day

Chu d&

. Gtri phan hdi
Tai Gmail cho thiét bi
déng Tre gitp
. R Thiét lap Gmail (10%)
Thay déi hinh anh ho

Xuat hién giao diénCai dit. Nhay vao muc: Tai khoan va Nhap
Google [ o | oo HE @

Gmail ~ Cai dat e 1

hao Brong! Meo gitip khai théc 181 ¢

“ Chung Nhan Hépthwdén Taikhoanva Nhap Béloc Chuyéntiép va POPIMAP Tré chuyén Doan ndidung trénWeb Lab Ngoaituyén Chi dé

Thay déi cai dat tai khoan: Thay dm matkhdu
i tiy chon khdi phuc mat khdu
Cac cai dat khac cho Tai khoan Geogle

Hép thuw dén (1)

Thu gén du sao

Thu d3 giri Nhap thw va dia chilién hé: Nhap tir cac tai khoan Yahoo!, Hotmail, AOL, hogc cac tai khoan webmail hogc POP3 khac.
Tim hiéu thém Nhap thw va dia chi lién hé

Thur nhap

Danh séch mé réng » Glithwbingdiachi: ~  DuongLé Van <hatinhmacpro@gmail.com> chinh sira théng tin
(Sir dung Gmail 32 gl shu ir e dia chi emai knde) —— TPt o
Tim hiéu thém Thém dia chi email khéc ma ban s& hiru

Trong muc Thay d6i cai dit tai khoian, Nhay vao Thay d6i mat khau,
xuat hién giao dién (Hinh bén):

117



C ff | 8 hitpsy//accounts.google.com/EditPasswd?hl=vi

3
mn

Google

+Buong

(]
[
[

Thay déi mat khau cia ban

Nhap mat khiu méi cho hatinhmacpro@gmail.com
Chung téi khuy&n ban nén tac mat khau duy nhat - mat mat Ma ER—
= i : Y it khau hién tai
khau ma ban khang sir dung cho bat ky trang web nao khac =TT
Luu y- ban khéng thé s dung lai mat khau cii sau khi thay
doi mat khau do. Khong biét mat khiu cia ban?
Tim hiéu thém v& viéc chon mét mat khiu théng minh Mit khiu mési

Xac nhan mat khau mai

Thay déi mét khéu Hiy

- Trong khung: Nhap mét khau hién tai. Nhap mat khau hién tai cua tai
khoan hop thu dang str dung.

- Trong khung: Mat khau méi: Nhap mat khau méi can thay thé.

- Trong khung: X4c nhian mat khau méi: Nhap lai 1an nita mat khau vira
nhap trong khung Mat khau méi.

Nhay vao Thay d6i mat khau dé hoan tat viéc cai lai mat khau.

8.7. Thodt khoi hop thw ‘ i
7 Khi ban khong st dung hop thu, can thoat ra dé tranh viée ngudi khac co
thé xem thu, hay sir dung hop thu cia ban ma ban khdng muodn.

Nhay vao myc Tai khodan cua..., Nhay xhon Pang Xuat.
Wil webssearches x Y , (1) Candy Crush Sagatrén x ¥ |l webssearches x /M Caidt - hatinhmacpro@. m

L C ff @ https://mailgoogle.com/mail/#settings/a =

Google Nhay chudt vao day

Gmail ~ Cai dat Lé Vén Buong
hatinhmacpro@gmail.com
“ Chung Nhén Hopthwdén Tai khoanva Nhap Boloc Chuyén tiép va POPIMAP Tro chuyén Boan néi dung . Taikhoan — Baomat
_ i Thay déi cai dat tai khoan: Thay déi mét khau _ m m
Hop thw dén (2) Thay déi tity chon khéi phuc mat khiu
R Cac cai dat khac cho Tai khoan Google
Thur gan dau sao
The a3 gt Nhap thir va dia chi lign he: Nhap i céc t3i khodn Yahoo!, Hotmail, AL, hosc cac 13i khoan webmail hodc POP3 K | Thém tai khoan Biing xuit

Tim hiéu thém Nhap thw va dia chi lién hé

Thur nhap
Danh sich m ong - Gisi thus biing dia chi: ~ Buong Lé Vin <hatinhmacpro@gmail.com> chinh sira théng tin
(8 dung Gmail dé giri thu tir cac dia chi emad khac) . . o . - . S
T (e Thém dija chi email khac ma ban s& hiru
®  Hiong Q =
’ Kiem tra thu tlr tai khoan khdc (s¥  1¢m tai khoan th POP3 cia ban
I x dyng POP3): B e
Vige bt tinh néng "nhin Tim hiéy thém - A
thily I&n cudi” cho phéy
‘ _ Dang xuat
EE’L‘:‘Tﬁ‘gg‘“‘?“ tuyen. Tim Str dung Gmail cho cor quan? Cac doanh nghiép cé thé tng curéng strc manh cla email bang Gmail for Work. Tim hij
Bat lai Cép quyén truy cap vao tai khoan  Thém mét tai khoan khac
ciia ban: i
(Gho ehés nguei khie S22 gt tayche ) (®) Dinh déu cude hdi thoai la dé doc khi dwge mé boi ngwisi khic
Tim higu thém DEé cac cude héi thoai 1a chwa doc khi chiing dwee mé bdi nguwdi ding khac
Thém dung lwgng lwu triv bO SUNg:  gan hign dang siv dyng 0,01 GB (0%) / 15 GB cia ban.
Can thém dung lreng? Mua thém bé nhé
0,01 GB (0%] trong téng s6 15 GB dwac sir dung ©2015 Google - Digu khodn - Bio mét L
Bt diu mét cuse tr6 Quin I Host ng téikhoén gén Gy nhdL. 5 ph o
chuyén méi

EN o pmg i a o
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CHUYEN DE 2
AN TOAN THONG TIN MANG

PHAN 1: NHAN THUC VE AN TOAN THONG TIN MANG

Noi dung chinh

[y

. Nhi*ng v&n d& co ban vé an toan théng tin mang

o

Tai sao hacker c6 thé x&m nhap mdy tinh cla ban?

w

. Nguy co tlr virus may tinh va cach phong tranh

4. Hiém hoa khi duyét web, s dung email, chat.

w

. T6i pham mang tai Viét Nam, ludt phong chéng téi pham mang

o

Str dung mét kh3u an toan

~

. Ldm thé nao dé bao vé& méy tinh va di¥ liéu?

o]

. Phong chéng Itra dao tryc tuyén.

Céc 16i Zero Day

* La 1i chua duoc coéng b6 hodc chua duoc
khac phuc
* Nh3m vao Hé diéu hanh, Phan mém:
— Windows Vista
— Microsoft Office
— Adobe Reader
— Trinh duyétweb

I. Nhimg vAn @é co'ban vé an ninh mang.

Virus may tinh 1a gi?

Virus may tinh (thwrdrng goi tét 1a virus) Ia nhi¥ng chirong
trinh hay doan méa duoc thiét k& dé f nhan ban va sao
chép chinh né vao cac doi twong lay nhiém khac (file, 6
dia cirng, USB, may tinh, v )

Trén 90% sb virus d& dwoc phat hién la nhdm vao hé
thdng str dung hé diéu hanh Microsoft Windows bdi hé
diéu hanh nay dwoc sir dung nhiéu nhat trén thé gii. Do
tinh thong dung cla hé diéu hanh Microsoft Wind‘ows nén
cac tin tac thurdng tap trung hwrdng vao ching nhiéu hon 1a
cac hé diéu hanh khac.

Tai sao hacker c6 thé tin cong may tinh ciia ban?
Nguyén nhan?

- Ld hong trong hé thong mang
- Nhan thure cua nguoi st dung.
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Céc phwong thire tin céng co'bin

Attack Methods

O Tén cong thadm do
O Tén cong truy nhap

O Tén cong t chéi dich vu

120

Cic phwong thirc tin cong co'bin

Tham do
HR Server
:9: —
=
m W
Company Network e

O  Sniffing (Nghe lén)
v

"&nhmgrgﬂ%c&:gmo«nmndubnglrwéndélhulhapmmgunquan

¥ Kho thyre hign hon trong mang switch
¥ Thich hop d6i véi théng tin khdng dugc ma héa
¥Vi dy: Ethereal, Dsniff, Packet Inspector



Cic phwong thikc tin cong co'ban

Tham do

Attacker Sends Packets Testing
to See What Devices
are Alive on the Network

Internet

=

O Ping sweep "
¥ Duing dé kiém tra nhing may tinh %:

nao dang tham gia vao mang 8-

v Str dyng ICMP echo reply/request
Vi du: Superscan, Pinger

fIL

Cac phwong thite tan cong cobin

Céc phwong thire tin cong co'bin

Tham do

Attacker Sends Packets Testing
to See What Services
are Active on the Server

Internet

0O Port Sweep
Kiém tra trén server nhimg cng ndo dang mé, dich vy dang chay 1a gi
¥ M0t s8 cbng thong dyng
*HTTP: 80
*FTP: 20.21
*SMTP: 25
*DNS: 53
vVidy: Nmap, SuperScan

Cic phwong thirc tan cong co'bin

Tham do

Internet

O  Xéc dinh hé diéu hanh
VKé tAn cong guri thdng tin dé kiém tra may chi dang chay hé diéu hanh ndo
+Telnet vao hé thng, cac hé diéu hanh khac nhau thi cd dap tré khc nhau,
Vi dy: Nmap

CAc phwrong thite tan cong cobin

Tan cong truy nhap
HR Server
=
| I
= Company Network k
0 Relay

vhacker nghe Ién trong mang

¥ Mat khAu, thng tin ching thye dugc hacker ghi lai ;

;ﬂhacker thay ddi thong tin xéc thirc va truyén lai b géng dong gid nguoi
ng

LY e g ek

Céc phirong thite tan cong cobin

Tan cong truy nhap

Internet 41_<U\
-

0 Man-inthe-middle
v hacker dimg gira lubng de ligu gitra 2 may tinh
¢ Thu thap dir igu / mét khdu
vSau 66 thong tin lai dugr dua trd vé méy nan nhan
YVidy
sEthercap

Tan cong truy nhap

0O Backdoor
v L& doan ma chén vao 1 chuong trinh cho phép ké tén cong
c6 thé loi dyng c4c ké her dé truy nhap vao hé théng

¥Vi dy: Sobig, Mydoom lgi dyng I hong clia windows, cai
backdoor, véi myc dich guri thu spam
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Cic phwong thirc tin cong co'bin

Tan cong truy nhap

@

O Social Engineering
v Ké tén cong loi dung yéu té “con nguoi” dé
khai thac

Cic phirong thike tan cong co'bin

Cic phirong thire tan cong co'bin

Tan cong truy nhap

O Khai thac diém yéu cong nghé
v'Cong nghé c6 sw phat trién quay vong
v'Ban dau duoc tao ra, dwa vao s dung, sau
d6 dugc stra chira, cap nhét khi phéat hién ra co
16i, diém yéu

Cic phwong thire tan cong co'ban

Tan cong truy nhap

O Khai thac diém yéu cong nghé - Diém yéu cla cac giao thirc
TCP/IP
+Tén cdng giao thirc IP, ICMP & thng 3
*Tén cdng giao thirc TCP, UDP & tAng 4
*Tén céng céc (ng dyng & tang 7: SMTP, FTP...

Céc phwrong thire tan cong co'bin

Tan cong truy nhap
=T o e e
T ——— "L’ [—r——

e A

Trung thm Phia mim vl Gl phip Ar ok mang
Sovatty (o

P el

e

[
[

S
Cw— et
oy

—

TCP datagrnun

o [

O Khai thac diém yéu cdng nghé - Diém yéu cla cac
giao thirc - IP, ICMP

Cac phirong thike tan cong co'bin

Tan cong truy nhap
RN -, BE—
o BONACK
— >
SYN Flooding Sy
—

{

o <SYNACK

! —anLE

O Khai thac diém yéu cong nghé - Diém yéu clia cac
giao thirc — TCP, UDP

Sorver

Tan cong truy nhap

™ e -t . .
BB

70
S s L e @ DA (34 @i + Wi+ s D B

v

ORACLE
SQL Pl W

Login
vt
]
—

O Khai thac diém yéu cong nghé - Diém yéu clia cac
giao thirc — Application
vVi dy: L6i clia Oracle, khién c6 thé bj tAn cong SQL
injection
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Cic phirong thire tin cong co'ban

Ciéc phirong thike tin cong co'ban

Tan cong truy nhap

O Khai thac diém yéu cong nghé - Didm yéu cia hé didu hanh
O Vidy: nang quyén user, khai thac 16i plug and play

Céc phwrong thite tan cong cobin

Tén ¢ong truy nhap

Password

O Tén cong 4y mét khdu
¥Ké tn cbng mudn chiém doat mét khdu
*Windows: Administrator
*UNIX: root
¥ Cb hai loai
¥ Brute Force
¥ Dictionary

Cic phirong thire tin cong co'ban

Tan cong truy nhap

Buffer overflow

Wibere wnt i I Ctimity dastray B0 bagal weogram
1he |init o8 the Moset of 1N the stueh i oorriod ot

v bl wogan
i peapared o
| mwwitten stare

B
_EE
-

O Khai thac diém yéu ghé - Buffer Overflow
h

Céc phwrong thire tan cong cobin

[ T4n cong tham do
0 T4n cong truy nhap

0 Tén cdng tir chéi dich vy

Céc phwrong thire tan cong coban

Tan cong tu chdi dich vu

Internet
\

N . \\

“Trusted User” SYN Flood

O Denial of Service (DoS)
¥T4n cong tr mot may don 1&
¥ Muyc tiéu bj phong tod dich vy

Tan cong tlr chdi dich vu

.
“Drone” \‘ =
T Intornet S
) o,/ O0eS Atack \_ w

v

| o>
m Target Network
\.

'Du;u‘

O Distributed Denial of Service (DDoS)
¥Tén cbng tir nhidu may
Bugc str dyng tn cng cAc myc tibu cong chng
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Cic phirong thire tan cong coban Cac phwrong thike tan cong cobin

Tén cdng tif chdi dich vu Tan cong tir chdi dich vu - Botnet
. ) Server diéu khién
(IRC) Server trung gian

Website bj tdn cong

It

S
&

Cic phirong thire tin cong co'ban

* Gid mao icon file
DNS Server :
@ * (i3 mao Anti-Virus 7 e—rakeicon

* Cai d4t quang cdo tra tién

3. Nguy co tir Virus may tinh va cach phong tranh:

Phan loai Virus may tinh Virus

* Theo phuong thire lay lan
— Virus (File, boot)

= Virus Boot: nhitng virus lay vao Boot sector.
Cac Virus Boot sé duwoc thi hanh moi khi

. PROGRAM
— Worm may bi nhiém khdi dong, truvdc ca thoi
diém hé diéu hanh dwgcnap Ién. il
— Trojan
— Macro [ J * Virus File: nhitng virus ldy vao nhing file
« Theo muc dich i chwong trinh, pho bién nhat |a trén hé diéu

hanh Windows nhw céc file c6 dudi mo

— Spyware, Adware, Backdoor, Botnet, FakeAV, Ransomware, e réng .com, .exe, .dll, .pif, sys...

Rootkit
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Macro, Trojan

= Virus Macro: La loai virus ldy vao
nhitng file vén ban (Word), file bang

[ Phaw — o -'
tinh (Excel) hay céc file trinh dién -
(PowerPoint) trong bd Microsoft Office.
* Con ngwa Thanh To-roa - Trojan Horse:

Khéc vdi virus, Trojan la mot doan ma
chwong trinh HOAN TOAN KHONG €O
TiNH CHAT LAY LAN. (Backdoor, Botnet, ..

Backdoor

* M cong két ndi dé may tinh cla tin tic cd thé truy
nhap va diéu khién tir xa

Spyware, Adware

* Spyware, Adware: An trdm thong tin, thay
d6i thong s8 trinh duyét, hién cac pop-up
quang cdo...

Protect Yourself,

: |

- Worm ldy qua email
- Worm lay lan 16 hdng phan |,

- Worm lay qua chat
- Worm lay qua mang LAN

Worm

* Worm - siu Internet: Worm k&t hop ca strc phé
hoai cla virus, déc tinh 4m tham cla Trojan, va
hon hét 1 cé toc do 1y lan dang sg.

il

mém (Windows, IE)

- Worm lay qua USB
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Botnet

Typical Botnet

Command & Control

NURURURURORU RN

unsuspecting web user's zombie computers

Rootkit

* Rootkit: Phan mém can thiép sau vao hé diéu hanh dé che
gidu thdng tin

N

Ungdung Hé théng




FakeAV

* FakeAV: gia dang phan mém diét virus |ira ngudi diing mua
ban quyén

R

O-i

€ N

Virus may tinh va cich phong chong.

Ransomware

[0 Ransomware: phan mém téng tién

Virus méy tinh va cich phong chong.

Phwong thirc hoat dong cla virus may tinh.
+Qua cac thiét bi lwu triv di dong.

+Qua thw dién t:
- Ly nhiém vao cac files dinh kem theo thw dién tir
(attached mail) )
-Lay nhiém do md mot lién ket trong thu dién tir
-Lay nhiém ngay khi md dé xem thu dién i

Virus méy tinh va cAch phong chong.

Cach phong chdng virus.
Cdch nhan biét co ban:

+May tinh chay cham hon so véi trudr day, truy xuét dik
liéu cham, khng cho cai dat, a& bd phan mém, khéng md
durac clra s0 task manager (Cirl +Att + Delete), w...
+CAc trang web quang céo hodc trang web la tir dng hién
ra (pop up), mén finh desktop bi thay ddi giao dién
(thurdng chuyén sang méu den).

+Duyét web chdm, ndi dung céc trang web hién thi trén
trinh duyét cham.

+Cac files [a fwr ddng sinh ra khi mé 6 dia USB
(autorun.inf, new folderexe...). Xuét hién file c6 phan mé
ring .exe O tén tring voi t&n cdc the myc.

Phwong thire hoat dong cta virus may tinh.

+ Qua mang internet:

-Lay nhiém thong qua céc files tai liéu, phan mém:

- Lay nhiém khi dang truy cap céc trang web duoc cai
dat virus (theo cach vo tinh hoac coy). A

- Lay nhiém virus hodc chiém quyén diéu khién may tinh
théng qua céc 16i bao mat hé diéu hanh, g dung sén co
frén hé diéu hanh hoac phan mém cla héng thir ba.

Virus méy tinh va cach phong chong.

Cach phong chéng virus.
Céch nhan biét co ban:

+G6c phai man hinh c6 mét biéu frong nhd cling véi
thong bao: * your computer is infected " hay * virus alert "
géan gidng véi khuyén céo bét firewall hoc yéu cau thuc
hién cai dat firewall ...

+Virus c6 thé gia danh mot phadn mém diét virus nao do,
churong frinh nay c6 giao dién gan frong tur voi phan mém
diétvirus va yéu cau gti thong fin dé dang ky st dung
phén mém.

+Duara khuyén cdo may tinh 4 bi nhiém virus, dwara
dwong lin két (link) hudng dan ngudi stk dung truy cap
dén frang web d6 dé diét duoc loai virus nay (thurc chét a
trang web gia mao chira virus hodc ma dac).
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Virus may tinh va cich phong chong.

Virus may tinh va cach phong chong.

Cach phong chdng virus.
C4ch nhan biét co ban:

+Khi gé fim mat dia chi trén trinh duyét web va chon nat
"enter" d& bt im kiém thi trang fim kiém thwong ding bi
thay bdimét frang tm kiém la.

+ Nguévi str dung fim thay nhitng tén dia chi la frong danh
sdch "favorites" cda trinh duy&t web mac di ngudi st dung
chwra hé dat vao frong muc nay.

+M6t cong cu fim kiém (search toolbar) hay cong cu trén
trinh duyét (browser toolbar) xuat hién mac di ngudi str
dung khong ra Iénh dé cai dat nd va khang thé xod ching
hoac ching XUt hién tré lai sau khi xo4.

+ G cac dia chi quen biét vao trinh duyét ma chi nhan duoc
trang tréng khdng hay bi bao 16i "404 Page cannot be found".

Virus mdy tinh va cach phong chong.

Cach phong chong virus.
St dung phan mém diét virus.

D& dam bo an toan cho may tinh, sau khi cai dat xong hé
didu hanh nguvi sir dung nén chon mét phan mém diét virus
t6t d& cai dat ngay trrdc khi két ndi vao hé thdng mang,
freére khi chia sé va st dung thiét bi lwu trir ngoai (USB, 6
clrng cam ngoai,...). Sau do st dung phan mém diét virus do
thwromg xuyén, Iau dai cho méy tinh.

Phén mém diét virus tht phai (dap (rng duwoc day dd cac tiéu chi

L& phan mém c6 ban quyén

-cap nhét phién ban mai thuwong xuyén dé c6 kha nang nhan
biét nhigu loai virus méi,

-¢6 hé tro ki thuat truc tiép tir nha san xuat khi cé st ¢ lién
quan téivirus.

Virus mdy tinh va cich phong chong.

Cach phong chong virus.
Cdch nhin biét co ban:

+ (' thdvi diém ma ngurdi str dung khong 1am gi véi mang ma
van thdy dén gtri/nhan chdp sang trén modem hay "board
band modem" giong nhu a khi dang tai mét phan mém ve
may hay la cac biéu thng "network/modem” nhdp nhay
nhanh khi ma nguwdi s dung khong hé ndi may tinh vao
mang.

+ Ngoai ra, 6 nhiéu virus chay &n ciing véi hé thdng ma
khdng c6 dAu hiéu dac biét hay bat thudng nén nqudi st
dung rat khé @& nhan biét may tinh cd dang bi nhiém virus
hay khdng.

Virus mdy tinh va cach phong chong.

Cach phong chong virus.

St dung twong Itra.

Tuong Ita (firewall): La thiét bi phan cling hoac phan
mém hoat dong trong moi treong may tinh noi mang, la rao
chan ma mot so ca nhan, t chirc, doanh nghiép, co' quan
lap ra nham ngan chan ngudi ding mang internet truy cap
c4c thdng tin khdng mong mudn hodc ngan chan ngudi ding
tir bén ngoai truy cap cac thang tin bao mét ndm trong mang
ni bo.

Virus méy tinh va cich phong chong.

Cach phong chong virus.
St dung twong Itra.

St dung tuong Itra béng phan mém: hé diéu hanh Windows
da duoc tich hop san tinh néng twong Iira bang phan mém
nham bao vé dir liéu va may tinh, dé kich hoat tinh néng nay
ngudi st dung lam nhw sau:

- Vo Start | Control Panel | Windows Firewall

- Sau khi chon xuat hién hdp thoai Windows Firewall. Trong
thé General nguoi st dung chon On (recommended) sau
d6 chon OK.

Cach phong chang virus.
Cap nhat cac ban stva [6i cla hé diéu hanh.

H& diéu hanh Windows (chiém da sb nguoi st dung)
thrérng bi phét hién céc 16i bao mat chinh b st thdng dung
cla nd. Tin tic c6 thé loi dung céc 16i bo mat dé chiém
quyén diéu khién hodc phat tén virus va cac phan mém doc
hai. Nguovi si¥ dung ludn can cdp nhat cac ban va I6i cla hé
diéu hanh Windows thong qua trang web Microsoft
update (cho viéc nang cAp tat ca cac phan mém cla héng
Microsoft) hodc Windows update (chi cap nhat riéng cho hé
diéu hanh Windows). Cach tot nhét hay Gt ché d6 nang cép
(stra chira) tw dong (Automatic updates) cia hé diéu hanh
Windows. Tinh nang nay chi hé trg @i véi cac hé diéu hanh
Windows c6 ban quyén hop phap.
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Virus m4y tinh va cdch phong chong.

Cach phong chéng virus.
Van dung kinh nghiém str dung may tinh.

+ Phat hién su hoat dong khac thwong clia may finh:
+ Kiém soat cac (ng dung dang hoat dong:

+ Loai bd mét s6 tinh nang cda hé diéu hanh 6 thé tao diéu
kién cho su lay nhiém virus:

Phdng chdng virus — Con ngudi
Nang cao nhanthic vay thic st dung mdy tinh

v’ Khong ding cac phan mém crack, keygen
v/ Khdng vao céc trang web la, khdng r6 ngudn gdc

v/ Khdng mé céc file dinh kém trong cac email khong ro
ngudn gdc

v/ Cantrong khi tai bat k& thir gi ti internet

v' Khdng sharefull thu muc mét cach bira bai

v' Chu y khi s dung USB

v/ Chi y cac duong link nhan dwgc trong civa sb chat

v/ D&tmat khau manh cho tat ca céc tai khoan Windows...

4. Hiém hoa khi duyét web, sir dung email, chat

Hiém hoa Khi duyét web, st dung Email, CHAT Hiém hoa Khi duyét web, sit dung Email, CHAT

v Céchiém hoa v/ Nguon goc ciia hiém hoa

1 Virus.
U Lira ddo.

U Lg thong tin bi mat.

Hiém hoa Khi duyét web, sit dung Email, CHAT

Thuc té

V' Bao nhiéu may tinh/mady chu bi cai dat ?
V. Bao nhiéu dir liéu bi danh cap ?

v Bao nhiéu di liéu bi strfa ddi ?

V' Néu nhén dugc Iénh pha hiy 6 cing ?
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Q Nhin thike vé an ninh thong tin cia ngwoi sie
dung

U Website chira ma doc

Q Lo hong cua trinh duyét



5. T6i pham mang tai viét nam, Luét phong chong toi pham mang

NG6i dung

29/11/2005 Luat Giao dich dién tir, s6 51/2005/QH11
29/06/2006 Luat Cong nghé thong tin, sé 67/2006/QH11

19/06/2009 Luat stra doi, bd sung mét sé diéu cua Luat
Hinh sw, sé 37/2009/QH12
(ATTT s6: cac diéu 224-226b)

23/11/2009 Luét Vién théng, s6 41/2009/QH12

26/11/2011 Luét Co yéu, s6 05/2011/QH13

Luat phong chéng tdi pham tai VN

* Luat cap nhat cham

* BO luat Hinh Su: 3 diéu vé loai tdi pham Cong
nghé cao (CNC): 224, 225, 226

6. Sir dung mat khau an toan

Cicloaimét Khiu
v Truy cip may tinh

vHé théng quin Iy cong viéc RS
v'Email

i b b

XAC THYC NGUGT DUNG M-OFFICE & HE THONG THU DIEN TU TiNH
HA TINH

Cooseetin| W0 e rasen

ECLS

Tl v trish duyt Parefee 3.0 Beta 3
T v chng vinh b vibe vb ig Ao H-Cffice N 10 00 e o ik S84
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Sir dung mat khau an toan

v’ Mit Khau ciia ban bi mét nhw thé nao?
0 Dat mit khiu qua don gian.
O Ghi mat khiu ra gidy, file.
0O May bi keylogger.
0 Chia sémat khiu véi ngwoi khic.

0 Bi nghe trom.



Sir dung mat khiu an toan

v/ Mt Khiu manh!

0 Khé doan, dé nhé.
0 Co a6 dai téi thiéu la 8 ky tw.
O Khéng dat tring ngay sinh, ho tén, tén vg, con.
O C6 cac loai ky tirsau:
= Chir hoa (A - 7).
= Chir thwong (a —z).
= Chir s6 (0 - 9).
= Ky tw dic biét ({@#%S &*()).

7. Bao v€ may tinh va Dir li¢u.

Béo vé dit liéu

Bao vé dit liéu

0 Khéng hvu tri trén 6 dia chira hé didu hanh, thuc
hién viéc lwu trik theo quy dinh chung.

0 Han ché chia sé (share).

O Phan loai (theo mikc d quan trong) == bién phap
phi hop.

O Mai héa dit liéu quan trong

O Sao lru dit liéu dinh ky

Bio vé dir liéu

+* Bdo vé may tinh
0O Khéa may (Vit Iy)
0 Dit mat khiu truy cip may

0O Lock may khi tam th&i khong s dung
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< USB
0 Han ché s dung
= Khong lwu trie dir liéu quan trong

* Dizliéu quan trong dwgc mi hoa.

0 Cim sikdung USB

O Thay thé bing hé théng trao dbi thong tin ngi bo



8. Phong chong lira dio truc tuyén

Phong chong Bédomat thong tin trén mang.

: o Muc dich ctia bao mat thong tin.
v Kiém tra nguon goc thong tin +Tinh bi mat:

v’X4c minh thong tin véi mot ngudn tin ciy

5 S 4 umoR o : 5 ;g Tinh nguyén ven:
v’Khong mé cac duong link, email la va file dinh kém =

v6i email la. +Tinh xac thuc:

v'Luu § nhimg thong tin ién quan dén cac sy kién Ion +Tinh khong thé tir chéi

~ a . . 1 A A ~
v'Nhén dugc thong tin nghi ngo, can chuyén cho b +Tinh chéna Iép lai

phén chuyén trach xt Iy

9. Quy trinh émg ciru sur ¢b

Quy trinh x ly su c6 Quy trinhx Iy su ¢&
Pha 1: Tiép nhan Pha 1: Tiép nhan
+ Muc dich: < Chu dong phat hién cac s cé:

< Dam bdo tit ca cdc su cb va théng tin tr 6i cla su co dun T Iy R TTIy s 5 y
* Bam béo téf ca céc su o va théng tin freo doi cua su c0 duoc « Theo dbi trén cdc dién dan cua hacker, cdc website tong hop céc

chuyén qua mot déu moi duy nhét khong phu thudc vao viéc s b
dén tir kénh ndo, b6 phan nao xt Iy sau do
< Phén loai va chuyén tiép st cb cho céc b phan khéc
+ Yéu cau: < Phéi hop v6i céc tb chic CERT khéc

St ¢0 trén thé gidi

< St dung céc hé théng giém sét mang

< C6 dau moi lién hé r6 rang, chi tiét
< Bon gidn, dé thuc hién
< C6 hudng dan rd ring vé céc ndi dung cén thong bao cho nguoi

théng béo su co

Quy trinh x Iy sy cd S A
Quy trinh xr ly sw co
Pha 2: Dt mi su b 4 R~

S i E ; 3 ; Pha 3: Phan loai sw co
< Muc dich: lvu trF su c6 vao hé thong x( Iy su co theo mét s6 quy tac

nhat dinh dé thuan tién cho viéc quan ly sau nay
+ M6t s6 cach dat tén: [CERT-NAME# Tracking_number][Incident Type],
Tracking_number c¢6 thé 13 mét s6 nguyén tang dan hodc tham chiéu _\ ]_
dén thoi gian dang ky su c6 YYMMDDHHMM | vi du: ’ '
*+ [eBay:2UPZB14CS220]
* [Ticket#2014051610000265] [MALWARE] ' _] L

« [high prionity] [1225707]

Xac nhan sw c6

Phén loai

Piéu chuyén
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Quy trinh x Iy su ¢d
Pha 3: Phan loai swcd (1)

< S c6 that hay khong?

< Sur cd c6 thude pham vi x Iy cla
CSIRT khong?

< Xdc nhan 6 thé thuc hién béng co
ché “auto-response”

% => Viét thong diép auto-response
va cai dat trong email

Xac nhan sw cd “}

Quy trinh xr Iy s co

Pha 3: Phan loai sw ¢5 (3)

*  Ailanguditructiép xi Iy sy cd?

*  Nguwdidautién truy capvaohom thy
N
/ '+ Theo chuyén mén, finh vuc cla titng ngudi

Diéu chuyén

* Nhigu nguoicling tham gia x(ly

Quy trinh x& ly s c6

Pha 5: Théng bao va lwu trir
+ Thong bao cho cac bén lién quan

Quy trinh x( Iy su ¢d

Pha 3: Phan loai sw ¢d (2)

D0 wu tién cla cac hanh déng can dya trén:
loai sucd, to chirc xayrasucd ...

=

<.~  Mircdd wu tién cla su ¢d
i(nROU’ |SEVERITY [EXAMPLES

Very High  [DDcS, phishing site
YELLOW |High Trojan distnbution, unauthonized modifi of infc
Nommal  [Spam, copynight issue

Mirc d wu tién clia td chirc
PRIORITY |. GOV ORGANISATION [SLA CUSTOMER JOTHERS
1 i 2
3
3

YELLOW

2 |
3 2

Quy trinh x Iy su ¢d

Pha 4: Phén tich sw co

Sao lwu cac thdng tin truedc khi phéan tich
* Tim ranguyén nhansu cd
+ Tim ragiai phap khac phuc

+ Thuc hién hanh dong khac phuc

~ Bénbitan cbng: cho bén bi tin cong biét nhing gi a3 xay ra va lam thé néo

de tranh cac su ¢0 trong tuwong lai

— Céc ISP/ICP: gidi thich co ché clia sw cd cho cac ISP/ICP gitip ho cdi thién

b Jawncy yomapa 2 3
baomatcho ha ting ciaho
— CERT/CSIRTkhac: chia sé thong tin vé ban chatva nguon goc s co

~ Don vi the thi phép luét (nhu Clng an): téng cudng cong tic phbi hop vé

thu tuc giai quyet s co

+ Luu trir swcd
— Ap dung cac co ché bao mat phithop
— Sirdungchinh cac cong cu xir If st cd ¢6 kha nang luu trik
— Thoi gianluu trif: cantuan theo céc quy dinhctia phap luat va o chirc
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