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TIN VAN PHONG

Chu dé: Microsoft Office



. Cau truc mon hoc

C
= Thoi lugng: 45 tiét (3 x 15 budi ~ 7.5 tuan)
= Noi dung: 4 phan
= Tin hoc co ban
= Gidi thiéu vé may tinh
= Tiéng Viét trén may tinh
=« H¢ diéu hanh Windows
= Microsoft Word
= Microsoft Excel

= Microsoft PowerPoint
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- Noi dung mon hoc

BAI 1 . TONG QUAN VE CNTT VA MAY TiNH
BAI| 2 . SOAN THAO CO BAN VOI WORD

BAI| 3+4 « THEM CAC BOI TUONG VAO VAN BAN
BAI 5 « IN AN VA TRON TAI LIEU
BAI 6 « MOT SO CHU'C NANG KHAC CUA WORD

BAIl 7 . CO BAN VE BANG TiNH EXCEL




- Noi dung mon hoc

BA| 8+9
BAI 10+11

BAI 12+13

BAI 14

BAI 15

« HAM TRONG EXCEL

« DO TH| VA QUAN TR| DU LIEU

« LAP TRINH VBA TRONG EXCEL

« CO BAN VE POWER POINT

- THEM CAC BOI TUONG VAO SLIDE



- Danh gia

= 9 e
s Diém so:
= Diém cuoi ky: 50%
= Piém qua trinh: 50%
= Diém kiém tra giita ky
= Diém bai tap
= Piém chuyén can
= Thi cudi ky: trén may, 90 phit
= Tai liéu tham khao chuan tir Microsoft:
https://support.office.com/office-training-center
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https://support.office.com/office-training-center

" Giang vien & cach hoc

s Truong Xuan Nam, khoa CNTT
» Email: truongxuannam@gmail.com / namtx@wru.vn
= Phone: 091.210.2165

= Trong mot budi hoc:

= Giang vién sé trinh bay kién thurc trén slide
= Sinh vién lam theo trén may tinh va lam bai tap
= Slide bai giang, bai tap, diém thi,... dugc dua lén
muc “BAI GIANG” cuia website http://txnam.net
sinh vién c6 thé vao xem va tai vé
Truong Xuan Nam - Khoa CNTT 6
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3 Phan I: Tin Hoc Co Ban

=
= Cong ngh¢ thong tin va may tinh
= Biéu dién thong tin trong may tinh

= Kién tric chung ctia may tinh
= Phan cting, phan mém
= Cac thiét bi ngoai vi thong dung
= Soan thao tiéng Viét
= Phan mém ho tro gd tieng Viét
= Cach g6 cac ki tu tiéng Viét
= Phan mém Windows Explorer

Truong Xuan Nam - Khoa CNTT



Cong nghé thong tin

% Vamay tinh

Biéu dién thong tin trén may tinh
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. Biéu dién thong tin trén may (1/7)

L

= Thong tin 1a tat ca nhitng gi lién quan dén mot
d6i twong gitip hiéu duoc vé ddi tuong do

= Thong tin c6 ¢ khap noi va ton tai dudi nhiéu
dang (tiéng noi, chit viét, hinh anh, 4&m thanh,...)

= Thong tin bao gdom nhitng kién thtrc, nhitng s6
liéu duogc ghi chép, thong ké, nhitng nhan dinh,
du bao, nhirng chuwong trinh, ké hoach,...

> CNTT = nganh cong nghé vé xtr 1y thong tin
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. Biéu dién thong tin trén may (2/7)

C 4 4 A A A A 4 A .
= Mudn biét v€ mdt do1 twgng =2 Lay cac thong tin
veé do1 tuong do

= Moi thong tin déu c6 thé chuyén vé dang so:

= Cac s6 - gilr nguyén > 56
= Cac chircai - ma hoa > 56
=« Amthanh = s6 hoa (tan suat, cong suat) = so
= Hinh anh - s6 hoa (ma tran diém anh) = s0

> May tinh xtr 1y cac thong tin & dang s6

Truong Xuan Nam 10



. Biéu dién thong tin trén may (3/7)

L
= May tinh xtr Iy mo1 s6 1iéu déu ¢ dang nhi phan

s Ly do: dé€ bi€u dién bo1 cac tin hi¢u dien/dién tir
765 4232 10

Q00099 O® 00000000 —>0
Q909909 ® 00000001 —>1
00999 ® 00000010 —>2

OOO00O0O0OE® 11111110 —> 254
OOO0O0O0O0O0 11111111 —» 255
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Biéu dién thong tin trén may (4/7)

m bt

Don vi co so: 1 bit (Binary digit)

1 byte = 8 bit

1 KB (Kilobyte)
1 MB (Megabyte)
1 GB (Gigabyte)
1 TB (Terabyte)

1 PB (Petabyte)

1 EB (Exabyte)

= 1024 byte
= 1024 KB
= 1024 MB
= 1024 GB
= 1024 TB
= 1024 PB

Trudng Xuan Nam

— 920
— 930
— 240
— 950
— 260

oyte
oyte
oyte
oyte

oyte
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. Biéu dién thong tin trén may (5/7)

= Bang ma ASCII (American Standard Code for
Information Interchange): Quy dinh cach thirc ma
hoa cac ki tu st dung trén may tinh

s M01 mot ky tu sir dung trén may tinh irng vo1 mot
con sO

> May tinh xir Iy ki hiéu gidng xtr 1y s6
> Bang ma m¢ rong Unicode cho phep may tinh xir
1y nhiéu ki hi¢u hon (bao gdm ca tiéng Vict)
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. Biéu dién thong tin trén may (6/7)

=
= Cau tric bang ma:
= 32 ky tu dau tién (tir 0 dén 31): Hau hét 1a cac ky tu
dicu khién (#27: Esc, #13: Enter, #7: Bell,...)
= 96 ky tu tiép theo (tir 32 dén 127): Cac ky tu tiéng
Anh, cac ky hi¢u thuong dung trong cudc song,...
= 128 ky tu con lai (tir 128 dén 255): Cac ky tu phuc vu
cho vi€c trinh bay man hinh, mot s6 ky hi¢u toan hoc,
tieng Phap,...

> Nhiéu ky hiéu khong c6 trong bang ASCII

Truong Xuan Nam 14



Biéu dién thong tin trén may (7/7)

1
L
A 65 0 48 ( 40
B 66 1 49 ) 41
+ 43
a 97 , 44 - 45
b 98 46

Trudng Xuan Nam
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Cong nghé thong tin
va may tinh

-

Kién truc chung cua may tinh

Truong Xuan Nam - Khoa CNTT
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. Thoi dai truweéo'c may tinh dién tir

L
= Tinh toan bang tay: nguo1 nguyén thuy

= Tinh toan bang ky hiéu: Ai Cap, Ludng Ha, An
Do, H1 Lap, La Ma,...
= Tinh toan bang ban tinh: Trung Quoc
= Tinh toan bang may tinh co hoc:
= Chau Au (thé ky 17)
= Hoa Ky (thé ky 19)
—. Tinh toan bi han ché bdi cong nghé

Trudng Xuan Nam 17



. Cac thé hé may tinh dién tir

s Thé hé 1: st dung deén dién tur, thap nién 1940
= Thé hé 2: st dung bong ban dan, 1950-1960

= Thé hé 3: st dung mach tich

hop, 1970-1980

= Thé hé 4: sir dung mach tich |
dén hi€n nay

nop cO 16n, tir 1981

= Thé hé 5 (?): may tinh song song (du an nay cia

Nhat Ban nhung that bai)

= Twong lai: may tinh quang hoc, sinh hoc,...

Trudng Xuan Nam
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Lich sir phat trién

b |

C
= Thé hé thir nhat (1940s — 1950s)

= St dung Ong chan khong
= Kich cd 16n va phtic tap

= Thé hé thwr 2 (1955 — 1960)
= Su dung cong ngh¢ transitor
= Tbn it nang lugng hon, it ndng
hon
= May tinh cG 16n
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Lich sir phat trién

b
C
= Thé hé thir ba (1960s) = Thé hé thi tw (1970 — nay)
= Mach tich hop (ICs) = St dung nhiéu vi mach tich hop

= Kich cd nho hon = Kich thudc ngay cang nho

20



. Phan loai may tinh (1/3)

o
= Co nhiéu tiéu chuan dé phan loai may tinh (theo
cong suat, theo thiét ké,...)
= Theo cong suat:
= Siéu may tinh (super computer)
= May tinh 16n (mainframe)
= May tinh ¢& nho (mini computer)
= May tinh ca nhan, may vi tinh (personal computer,
micro computer)
= May tinh bo thi

Trudng Xuan Nam
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. Phan loai may tinh (2/3)

= Theo thiét ké:
= May tinh tap trung
= May tinh phan tan (distributed)
= May tinh li€n cum (cluster)
= May tinh nhdng (embedded)
= Tram dau cudi (terminal)
= Thiét bi di dong (mobile)

Trudng Xuan Nam
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» Phan loai may tinh (3/3)

o
= Theo hinh thirc sir dung:

i =

©
TEE IS <2

, o ) May tinh bang bién thoai thong minh
May tinh d€ ban ~ May tinh xach tay (Tablet) (Smartphone)
(Desktop computer) (Laptop)
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. Lich swr cac bo vi xir ly may PC

= Bo xur Iy dau tién: 8088 ctia hing Intel (Hoa Ky)
= Cac thé hé sau (ciing cua Intel):

= 8086, 80286, 80386, 80486

= Pentium, Pentium 11, Pentium 11, Pentium IV

= Mot s6 cac bo xur 1y tuong duong:
= Motorola
= AMD

Trudng Xuan Nam
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L

Lich sir cAc hé diéu hanh may PC

= Hé diéu hanh dau tién: MS-DOS 1.0 cua hing
Microsoft (Hoa Ky)
s Cac hé diéu hanh khac:

MS-DOS 2.0, 3.0, 3.3, 4.0, 5.0, 6.0, 6.2, 7.0,...
0S/2 (IBM)

Unix, NextStep, Linux,...

Microsoft Windows (1.0, 2.0, 3.0, 3.1, 95, 98, XP)
Microsoft Windows NT (3.5, 4.0, 2000, 2003,...)

Trudng Xuan Nam
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Cac bo phan cua may vi tinh

L
* Demo 6: Nelwerk Adapter Cards

» Relationship to Computer

Thists a typ:wnl miernal layout of &

Hard Disk
computer. Note the expansion slots, CO-ROM Drive |, L——u Motherboard
whese the netwoek edepter casd will e sstalled .

Tha compcaents of Yol computer se

CD-ROM Drive Plays compact cesks.

Hand Disk Stores programs end data. !
Cantents can be added or deleted at wall. .
Motherboard Containg the CPU, | w

4
o
A

2

mhemory, snd other setial
computmg il @aare alemants, J
CPU The bresn of the computer, whege W o
processing takes place. 3 '

Expansion Slots Thas 1z whers you

plug in cards, such as & network

adepter card.

Pewer Supply/Fan Prowdes voltage

to all steenal commponents and cools

tha syatem.

Memery Very fast shorb-tsrs { Power Supply/Fan Expansion Slots

memory. Anyiiang i memory 12 lost whan the compautar
® ©® 0C

1z tumed off, unless it has been saved to & disk
RESTART BELP BACK  MEXT
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=

Ba khoi co ban trong may tinh (1/2)

Truang Xuan Nam
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. Ba khoi co ban trong may tinh (2/2)

L

= Input: cac thiét bi dé nhap sO liéu vao may tinh
(ban phim, chudt, may quét, webcam,...)

= Output: cac thiét bi dé may tinh c6 thé két xuat
5O liéu tinh toan, két qua cong viéc ra ngoai (man
hinh, may in, may v¢,...)

= Processor: cac thiét bi dé xir Iy so liéu trong may
tinh (b0 v1 xur ly, b0 nhd,...)

Trudng Xuan Nam 28



" Thuat ngir

L
= Phan cing (hardware): 1a cac linh kién co, dién,

dién tir, co khi, quang hoc,...dung dé lap rap may
tinh va céac thiét bi dung véi nd

s BO v1 xur li trung tam (central processing unit -
CPU): vi mach tich hop diéu khién moi hoat
dong cua may

s BO nh¢ (memory): vi mach ¢6 kha nang nho,
duogc dung dé luu trir s6 liéu trong thoi gian hoat
dong cua may

Truong Xuan Nam 29



» Phan cun

= CPU (Central Processing Unit)

, Floppy Drive Port IDE Ports for Hard BIOS Chip CMOS Backup Battery
Memory Chip Slots Drive, CD-ROM etc. ;
North Bridge

AR AASARRR AR RRANRY

ATX Power &8 - ; South
Supply Port ; : : Bridge

\

A8 \:'4'.\

PS/2 .
Keyboard USB Serial  Parallel VGA Monitor Audio AGP Graphics PCI Slots
Mouse Ports Port Port Slot Ports Card Slot

30



‘ Phan cimg - B§ nhé chinh

L
= BO nh¢ trong

= ROM (Read Only Memory)

= BO nhd chi doc

= Ghi mét lan duy nhat 4 AN
= RAM (Random Access Memory) \

= BO nh¢ truy xuat ngiu nhién
= BO nhé doc, ghi

= Thong tin lvu tam thoi, mat khi mat nguon dién cung cap

31



» Phan cimg — B nhé chinh

C
= B0 nho ngoai

O dia cirng Pia mém, dia CD/DVD USB

Pia ngoai

32



Phan cimg - Thiét bi vao

.

Webcam May quét

4

—

Microphone

33



2

Phan cimg - Thiét bi ra

Man hinh

34



" Tong quan vé phan mém (1/3)

o
s Phan mém may tinh (software): chi cac chuong

trinh may tinh dugc viét san

= Dé may co thé thuc hién cong viéc ma nguo1 su dung
muodn, phai vi€t trudc chuong trinh lam viéc cho may
va nap no vao by nhé cua may. Mot chuong trinh
thuong bao gobm nhi€u 1énh, mo1 1énh 1a mot chi thi
cho may thuc hién

= Tuong ty nhu sach hudng dan cho con ngudi, ngudi
hoc phai thudc va lam theo dung dé dat két qua tot

Truong Xuan Nam 35



3 Tong quan vé phan mém (2/3)

L
s H¢ dicu hanh (operating system): phan mém di€u
khi€n hoat dong chung cua may tinh

s Cac irng dung (applications): la cac chuwong trinh
dé xur 1y cac cong viec thudc pham vi mot chuyén
nganh nao do (Word — Soan thao van ban,
AutoCAD — ho trg vé k¥ thuat, MATLAB — tinh
toan va giai cac bai toan ¢ cac linh vuc khac nhau
trén may tinh,...)

Trudng Xuan Nam 36



" Tong quan vé phan mém (3/3)

L

s C4c phan mém tién ich (utilities): cac chuong
trinh Ung dung mang tinh pho bién, can thiét cho
hau hét cac d6i tugng str dung may, tro gitp cho
cac hoat dong thong thuong trén may tinh cua
nguo1 dung

s Chuong trinh bién dich (compiler): loai phan
mém dic biét, chuyén dung dé sinh ra cac phﬁn
mém khac

Trudng Xuan Nam 37



% Soan thao tieng Viét

- /‘\ /‘\ ~ ~ \ /4 ~ ° /( b
Phan mém ho trg go va cach go tieng Viét



. Phan mém ho tro’ go tleng Viet

L
= Tiéng Viét co mot s6 ky tu dic blet va hé thong

danh dau thanh khong c6 trong tiéng Anh > phai
ma hoa nhirng ky tu nay

s XU | y tiéng Viét ap dung vao dau:
= HO tro viéc hién thi / in an tiéng Viét

= HO tro viée nhap dit lidu tiéng Viét

= HO tro viée xur ly tiéng Viét (sap xép, kiém tra chinh
ta, tim kiém, thong ké,...)

Truong Xuan Nam - Khoa CNTT 39



. Phan mém hé tro g6 tieng Viét

= Co6 nhiéu giai phap
= B ma TCVN3, thu’O’ng duoc st dung & cac tinh mién
Bic, hién da khong con dugc dung
= B0 ma VNI, thuong duogc sir dung ¢ cac tinh mién
Nam va hai ngoai, hién da khong con dugc dung
= Bo ma Unicode: chir Unicode co san trong moi may

tinh cai dat hé diéu hanh Windows. Vi du: Times
New Roman, Anal,.

= Hi¢n nay Unicode la chuan quoc gia dugc chinh phu
sir dung trong khoi co quan hanh chinh Nha nudc

Truong Xuan Nam - Khoa CNTT 40



. Phan mém Unikey

L
s Unikey hd tro cac bang ma tiéng Viét thong dung

nhat hién nay: TCVN3, VNI, Unicode (pre-
composed, decomposed VIQR VPS, VISCII,
BK.HCM2, BK. HCM1, Vietware-X, Vietware-
F, UTF-8, NCR(Hex/Decimal), Windows CP
1258

= Cai1 dat:
= Copy file: unikey.exe vé may tinh
= Dia chi download: http://unikey.sourceforge.net

Truong Xuan Nam - Khoa CNTT 41


http://unikey.sourceforge.net/

L

Bang diéu khién chinh ciia Unikey

= Thiét 1ap ché do 1lam viéc cho bo g
= Nhap nit Pong dé thu nho vao thanh trang thai

Chon bang ma

Chon kiéu gé

Chuyén nhanh ché
d6 gb Viét, Anh

Hop thoai nay sé hién thi
khi kh&i déng

Kh&i déng chwong trinh
cung Windows

/

™~

S UniKey 4.0 Beta (52 |
Pigu khién -
B ang ma. nicode v] o Ddng
Kiu gt Tole - @ Kétthic
Phirn chuyén.—»@ CTRL + SHIFT

/@"Ia:.,&,LT + £ ii} Thu rhé

Tiw chon khac
Wiethamese interface
[ Cho phép gi tat

(] 5¢¢ dung clipboard cho unicode ’
] T&t kigm tra chinh t3

Cho phép g d&u mi, méc & cudi b
[T B &t diu o0&, u [thay vi Ba, ay]

Bang gt tat...

N\
B &t hdi thoai nay khi khdi ding . || Khdi déng ciing Windows

|-:;§, HuanngnH Thing tin H Mac dirh |

Truong Xuan Nam - Khoa CNTT
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Phuong phap go TELEX

-

Phim
S
f

r

aa
dd
ee

00

Nang

Xo6a diu di dat. Vi du: toansz = toan

Dau trang trong chir a, dau moc trong cac chir u, o.

Chit w don 1& ty dong chuyén thanh chit u.

™ o a»

(@}

Truong Xuan Nam - Khoa CNTT
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Phuwong phap go VNI

-

Phim

0 N O 01T b W DN P

o
© ©

Nga
Nang
Dau mil trong cac chit 4, €, 0
Déau moéc trong céc chir u, o
Dau tring trong chir 4
d
Xo6a dau thanh

Truong Xuan Nam - Khoa CNTT
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. Chuyén doi giira cac cach g6

= Kich phai chudt vao biéu tuong Unikey (taskbar)
= Thiét dit cac thong so phu hop

Bo ma

VNI

TCVN3
(ABC)

Unicode

Font chir Ki€u gb
VNI-Times Telex
VNI-Helve Vni
VNI-Book VIOQR
VnTime Telex
VnArial Vni
-VnCourier VIOQR
TimesNewRoman Telex
Arial Vni
Tahoma VIOQR
Verdana

Thiét lap bo go
Chon kiéu g + bang ma
VNI Windows

Chon kiéu gb + bang ma
TCVNS3 (ABC)

Chon kiéu g + bang ma
Unicode

Truong Xuan Nam - Khoa CNTT
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" Chuyén ma tiéng Viét

C

UniKey Toolkit L Cé thé Chuyén dél mét
zir;z:a | TCWN3 (4BC) v LS;:s;chahua dOaIl hOéC ﬁle Vén béﬂ tl‘I
Bich ILlnicu:u:Ie 'J [] Sang chit thudng

FLosb bang ma nay sang bang
[7] Ehéng ding rick text

[T] Diang b font i thidu m é k h é.C

| Tl Paobing md

Chuvén m3 clipboard

. = Chi c6 thé chuyén duoc
e cac file dang Text va
Chi hi tri file best wa file Rich Text Farmat (RTF) R i C h TeXt FO rm at

File dich
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» Phan mém Windows Explore

" Céc thao tac quan tri file don gian



. Windows Explore

o ~ ] )
= La mot tién ich ¢6 san trong Windows cho phép

ta quan 1y file va thu muc

m Cac cach kho1 dong Windows Explore tur
Windows 7

= Kich dtp chudt vao biéu tuong Computer trén

desktop

= Kich chon Start -> All programs -> Accessories ->
Windows Explore

= Kich dup chudt vao bat ctr thu muc nao

Truong Xuan Nam - Khoa CNTT 48



" Lam vi€c voi thu muc va tep tin

C
s Thu muc: dugc sir dung dé chira cac t¢p tin va

cac thu muc con
= Tép tin: dung dé chira noi dung thong tin. Puoi
tep tin dac trung cho nd1 dung cua t¢p tin

Truong Xuan Nam - Khoa CNTT 49



" Tao mot thu muc maoi

C
= Chon vi tr1 dé dat thu muc

= Kich chudt phai vao ving trong, di chuyén dén
muc New, chon Folder

= Nhip tén thu muc sau do nhép Enter

Truong Xuan Nam - Khoa CNTT
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. Sao chép, di chuyén thw muc, tép tin

C
= Chon thu muc, tép tin can thao tac, kich chuot

phai vao biéu tugng ctia chiing, mot thuc don tat
s€ xuat hién

= Néu muon di chuyén chon Cut, néu mudn sao
chép chon Copy

s Chon vi tri mudn di chuyén hoac sao chep thu
muc, t€p tin dén, kich chudt phai vao vung trong,
chon Paste
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. Xo0a thue muc, tép tin

C
= Chon thu muc, tép tin can thao tac, kich chuot

phai vao biéu tugng ctia chiing, mot thuc don tat
s€ xuat hién

s Chon Delete, may s€ thong bao nguo1 dung co
chac chan x6a khong, néu dong y ta nhan Yes

Delete Folder |

‘—- Are you sure you want to mowve this folder to the Recycle Bin?

-
b= Dev-Cpp
Date created: 7/23/2008 4:00 PM

Jrrr:

[ Ves | | No
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- Khoi phuc t€p tin, thu muc

=
s Thu muc va tép tin sau
khi1 b1 x0a duogc dua vao
thung rac goi la Recycle J
Bin () [ » RecycleBin 'lf
P ————— -

N Néu muan ph]:lC hé\)i la’i Organize v Empty the Recycle Bin Restorethiﬁem )
déi tuqng da X(’)a Chl’lng ta - Favorites oo 5 abc.;o: = :

2= a : :
E=) Microsoft Office Word Docume
Bl Desktop | 9.72 KB

vao Recycle Bin chon doi 1§ gy ,,W(
twong, sau do chon
“Restore this item”

N A

n
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