PHAN 1. MO DAU

Bai 1. LAM QUEN VOI NGHE TIN HQC VAN PHONG

Kién thirc:

e Biét dworc vi tri, vai tro va trién vong cta nghé.

e Biét duoc ndi dung, muc tiéu, chwong trinh va phwong phap
hoc tap nghé.

e Biét dwoc cac bién phap bao dam an toan lao dong va vé
sinh méi trwdng trong nghé.

I. Gi6i thi¢u:

1. Tin hoc va irng dung cua Tin hoc trong doi séng: Tin hoc dang dugc tmg dung rat rong
rai trén tat ca cac linh vuc: Khoa hoc, ki thuat, gido duc, kinh té, xa hdi,...

2. Tin hoc voi cong tac van phong.

Nhing tmg dung Tin hoc vao cong tac van phong da thay thé dugc cac thiét bi may
moc nhu: may danh chir, viée luu trit ho so, ...

Mot sb ung dung cua Tin hoc:

- Cac phén mém soan thao vin ban gilp soan thdo van ban nhanh, dep,...

- Cac phan mém bang tinh, co sé dit lidu giup luu trix, xu 1y dit licu.

- Nhiéu may tinh c6 thé ndi véi nhau théng qua mang cuc bd, cho phép nhan vién
dung chung tai nguyén.

- C6 thé két nbi va trao doi thong tin trén Internet.

3. Vai tro ciia Tin hoc vin phong trong sdn xudt va trong doi song.

- Cong ngh¢ thong tin da giup cho con nguoi vuot qua nhiing khoang cach vé dia li,
thoat khoi mot phan rang budc vé thoi gian va giam bdt dang ké vé chi phi hoat dong cia
van phong.

- Cér}g vi€c van phong tré nén tha vi hon, sang tao hon va tat nhién dem lai hiéu qua
cao hon nhiéu so vai trude day.

- Tin hoc vin phong 12 mot cong cu khong thé thiéu duoc trong cac co quan va to
chirc ma con hitru ich ngay ca voi cong vige cua cac cd nhan va gia dinh.

II. Chwong trinh nghé Tin hoc vin phong
1. Muc tiéu cua chuong trinh:
% Kién thirc
Biét dugc vi tri, vai tro va trién vong cua nganh tin hoc van phong;

Biét dugc muc tiéu, ndi dung, chuong trinh va phuwong phap hoc tap ciia nghé;

‘ Biét dugc cac bién phap dam bao an toan lao dong va vé sinh moi truong trong
nghe;
- Nam dugc cic thanh phan co ban cua giao dién hé diéu hanh Windows.
*» Ky ndng:
- HS hiéu dugc mot cach tong thé vé nghé phd thong.
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- Lam chu cac thao tac voi chudt;
- Lam viéc trong mdi truong Windows, phan biét dugc cac ddi twong trong
Windows.
% Thdi do:
Tich cyc d6i voi nganh tin hoc.

Yéu thich mén tin hoc, c6 y thirc van dung kién thirc vao trong cudc séng thuc tién.
Hinh thanh tac phong cong nghiép, lam viéc kién tri khoa hoc;
C6 v thirc im hiéu nghé.

2. Noi dung chwong trinh
1- Mo dau;
2- He diéu hanh Windows;
3- H¢ soan thdo vin bdan Word,
4- Chwong trinh bdng tinh Excel,
5- Lam viéc trong mang cuc bo;
6- Tim hiéu nghé.
I11. Phwong phap hoc tip nghé:

La két hop li thuyét vai thuc hanh, tin dung gid thuc hanh trén may. Ngoai ra con
ap dung phuong phap: tu hoc,...
IV. An toan vé sinh lao dong:
»  Muc tiéu: Bao v¢€ suc khqé nguoi lao dong, nang cao hi¢u qua cong viéc, tranh tai
nan lao dong va bénh nghé nghiép
= Nhitng nguyén tdc:

- Tu thé ngdi phai thoai mai, tai dit ngang tdm ban phim, khoang cach mit dén man
hinh 50-80cm.

- Pat may tinh khong chiéu thang vao mat, chiéu thiang vao man hinh.
- Pam bao an toan vé dién.

- Str dung dung cu cach dién.

- C6 binh ctru hoa trong phong 1am viéc.

- Tuén tha chat ché cac quy tic an toan lao dong.

Giao vién: Lé Minh Truong Trang 2/36



PHAN 2. HE PIEU HANH WINDOWS

Bii 2. NHUNG KIEN THUC CO SO

~ ( _/; Kién thirc:

e N3dm duwoc cac thanh phan co ban cia hé didu hanh
Windows.

Ki nang:
e Lam chu cac thao tac v&i chudt.

e Lam viéc trong méi trwong windows, phan biét duwoc cac déi
twong trong Windows.

I. Khai niém vé hé diéu hanh va hé diéu hanh Windowns:
1. Khai niém h¢ diéu hanh:

Hé diéu hanh 1a tap hop co t6 chirc cac chuong trinh thanh mét hé théng, vO1 nhiém
vu dam bao giao tiép ciia ngudi sir dung v4i may tinh, cung cap cac phuong tién va cac dich
vu dé nguoi su dung dé dang thyc hién chuong trinh trinh, quan li chat ché cac tai nguyén
clia may tinh, t6 churc khai thac chung mot cach thuén tién va tdi uu.

Vi du: Microsoft Windows, Unix, Linus,...
2. Cac thao tac v6i chuft:
Nam ving cac thao tac co ban vo6i chudt s€ giiip lam viéc voi may tinh hiéu qua hon. Cac
thao tac véi chudt gom:
- Di chuyén chudt: Di chuyén con tré chudt dén dung vi tri mong mudn;
- Nhay chudt (Click): Nhap tha nit trai chudt 1 1an;
- Nhay nat phai chudt (Right Click): Nhap tha nut phai chudt 1 lan;
- Nhay dap chuot (Double Click): Nhap tha nat trai chudt 2 1an lién tiép;
- Kéo tha chudt (Drag): Di chuyén chudt dén dung vi tri, 4n gitr nat trai chudt dong
thoi di chuyén chudt dén vi tri moi.
3. Mé6i treong Windows
a. Cira s0 va bang chon:

Bz”mg Ch()ll: File Edit View Favorites  Tools  Help

* Chirc nang:

GI Edt ‘iew Favorikes Tools  Help H . . i

-Open i 18 Yiew Favorites  Toals = | Folies e (i
Edit Toolbars 4
s Undao Copy Chrl+Z Status Bar
Print Explarer Bar >

¥ Scan for viruses izt Chrl+
Thumbnails

Open With >

B add ko archive. . Copy Chrl+C ® Tiles

B add to "Chung chi & - Windows rar Icons

B Compress and email... i

B Compress to "Chung chi & - Windows.rar* and email 1 List
cerd To ' | Details
Mew s Copy To Folder. .. | Arrange Icons by 4
Create Shorbcut 1
Delete Mowve Ta Folder... 1 Choose Details. ..
Rename | Customize This Folder. ..
Properties Select All Chrl4-a,
tailieu 3 I b Selecti Go To 4
cose nvert elechion | Refresh
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* Thanh cdng cu chuén (Standard Buttons)

‘Gﬁack - \_) - 'ET ‘/',-xl Search

b. Bang chon Start va thanh cong viéc

E- o 09 X [

[{ - Folders

= Bing chon start: chtra 1énh can thiét dé bat dau su
dung Windows. - [

S search

v v v ¥

Q Help and Support

=7 Run...

\._] Log OFF THOAL...

E Turn OFF Camputer...

7 start BEEE ey

= Thanh céng viéc: Mdi lan chay médt chuong trinh hay mé mét cira sd, mot nut dai
dién cho chuong trinh hay ctra s6 dé xuat hi¢n trén thanh cong viéc.

c. Chuyén doi cira so lam viéc

Thuc hién bang mot trong nhitng cach sau:

- Nhéy vao biéu tuong twong Gmg trén thanh cong viéc.

- Nhéy vao mét vi tri bat ky trén ctra sé mudn kich hoat.

- Nhén gitt phim Alt va nhan phim Tab nhiéu lan cho dén khi chuong trinh tuong ting
duoc chon.
I1. Thuc hanh:
1. N¢i dung thuc hanh:

a. Luyén cac thao tac voi chudt.

b. Tim hiéu ¥ nghia cac biéu tuong trén man hinh lam viéc.

c. Phan biét cac thanh phan trong Windows. Tim hiéu ctra s6 va bang chon.

d. Lam viéc véi ctra so: Phong to, thu nhd, di chuyén cira so.
2. Tién trinh thuc hanh:

a. Bat may, dang nhap vao Windows.

b. On lai cac thao tac v&i chuot.

c. Tim hiéu y nghia cac biéu tugng chinh trén man hinh Windows.

d. Goi tén mot s6 thanh phﬁn chinh trong cua s6 1am viéc

e. M& mot cira s6 bat ky va thuc hién thao tac: Phong to, thu nho, di chuyén cira s6.
3. Danh gia:

- Str dung céc thao tac vdi chudt thanh thao.

- Phan biét duoc cac biéu tugng chinh trong méi trudng Windows.

- Goi ding tén nhitng thanh phan chinh cua ctra so.

- Thao tac thanh thao véi céc cira s6 ung dung cia Windows: Phong to, thu nho, di

chuyén.
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Bai 3. LAM VIEC VOI TEP VA THU MUC

Kién thire:

e Hiéu dworc thong tin phan cép trén dia.

e N&m dwoc cac thao tac véi tép va thw muc
Ki nang:

v
] e Thanh thao cac thao tac: xem, tao m&i, déi tén, xod, sao
> chép... tép va thu muc.

e Biét str dung nut phai chuét

-

e

|||1I
|

‘Ill’

I. T6 chirc théng tin trong may
Hé diéu hanh td chirc cac tép tgén dia thanh c’éc thu muc. Mdi thu muc lai chia cg'lc tép
hoac thu muyc con, thu muc duoc to c}u’rc phan cap, muc trén cung goi la thu muc goc, do
vay cach t6 chirc nay con goi 1a cach to chuc cay.
Céc thao tac thong thuong véi t€p va thu muc la mé, tao moi, ddi tén, x04, sao chép,...
II. Lam viéc véi tép va thu muc:
1. Chon dbi twong:
- Chon 1 dbi tuong: nhay chudt vao ddi tuong do
- B6 chon: Nhay chudt ra bén ngoai doi tuong
- Dé chon dong thoi lién tiép nhiéu doi twgng: Nhay vao doi twong dau tién va giit
Shift chon doi tuwong cudi cung.
- Pé chon déng thoi nhiéu ddi twong khong lién tiép: Ta chon dbi tuong dau roi giir
phim Ctrl r6i chon doi tuong.
2. Xem t6 chirc cac tép va thu muc trén dia:
- Nhay dup 1én biéu twgng My Computer trén man hinh.
- Nhay nut |u.- Folders  (thu muc) trén thanh cong cu cua cura sf) dé hién thi cta sb
My Computer dudi dang hai ngan, ngan bén trai cho biét cau triic cac 6 dia va thu muc.
3. Xem ngi dung ciy thu muc:
- Nhay chudt Ién biéu tuong hodc tén cua thu muc bén ngan trai.
- Nhay dap chudt tai biéu tuong hodc tén ctiia thu muc ¢ ngan bén phai.
- Thay di hinh thirc hién thi trén khung phai:
Vao Views hoac Click vao - trén thanh cong cu. Sau d6 chon mdt trang cac biéu dién
Sau:
o Thumbnails: Thudng dung dé xem trude cac File hinh
o Tiles: Hién cac tap tin va thu muc con & dang biéu twong 16n
o lcons: Hién céc tap tin va thu myc con & dang biéu tugng nhod
o List: Hién cac tap tin va thu muc con & dang biéu tuong & dang danh sach
o Detail: Thé hién biéu tugng ctia Folder va tap tin nho theo dang nam doc ¢6 céc cot:
e Name: Thé hién tén Folder hodc tén tap tin.
e Size: Thé hién kich thudc cia tap tin.
e Type: Thé hién kiéu ciia ddi tugng 1a Folder, shorcut hay tap tin

Gido vién: Lé Minh Truong Trang 5/36



e Modified: Thé hién ngay, gio tao 1ap hodc hiéu chinh.
4. Tao thu muc:
Ta thuc hién nhu sau:
- M¢& 1 thu muc ta s€ tao thu muc mai bén trong no.

- Nhay File & New = Folder mét thy muc méi xuat hién c6 tén tam thoi 14 New
Folder

- G6 tén thu muc méi vira tao va nhan Enter.
5. Ddi tén tép hodic thw muc:

- Chon tép hodc thu muc mudn doi tén.

- Nhay vao File>Rename. Khi d6 tén cua dbi tuong c6 khung vién bao quanh.

- G& tén méi roi 4n Enter.
6. Sao chép tép hoac thu muc:

- Chon dbi tuong can sao chép;

- Trong bang chon Edit > Copy (hodc nhan t6 hop phim Ctrl + C hoic nhay chudt
phai, roi chon Copy).

- Tim duong din dén thu muc chia ddi tuong;

- Trong bang chon Edit - Paste (hodc nhéan t6 hop phim Ctrl +V hoic nhay chudt
phai, roi chon Paste).
7. Di chuyén tép hoiic thu muc:

- Chon ddi tugng can di chuyén;

- Trong bang chon Edit > Cut (hoac nhan t6 hop phim Ctrl + X hoic nhay chudt
phai, r6i chon Cut).

- Tim duong dan dén thu muc chira d6i tuong;

- Trong bang chon Edit > Paste (hodc nhan t6 hop phim Ctrl + V hodc nhay chudt
phai, roi chon Paste).
8. Xoa tép hoac thu muc:

- Chon dbi tuong can xda;

- Trong bang chon File > Delete (hodc nhin phim Delete)
> Windows hién thi hop thoai dé ta khéng dinh thao tac xoa. Nhay Yes dé xoa, nguoc lai
No.
9. Khdi phuc hoic xo4 hin cac tép va thw muc di bi xoa:

- Nhay dap vao biéu tuong Recycle Bin dé md cira so6 Recycle Bin trong ctra s6 ta co

thé lam nhirng cong viéc sau:
- Phuc héi mét hodc nhiéu Folder, File trong Recycle Bin

+ Chon Folder hoic File can phuc hoi

+ Cach 1. Nhap phai vao Folder hoic tap tin can phuc hdi, sau d6 chon Restore

+ Céch 2. Vao File - Restore
- Phuc hoi tdt ca dir lidu bi xéa trong Recycle Bin

+ Cach 1. Chon vao 1énh Restore All ndm bén trai cta cira so.

+ Cach 2. Chon tat ca dir liéu can phuc hdi, vao 1énh File->Restore hodc Nhap chudt
phai vao khoi chon 1énh Restore
- Xéa mét hodc nhiéu File va Folder :
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Chon File hodc Folder can xoa:

+ Cach 1. G0 phim Delete

+ Céch 2. Vao File=> Delete

+ Cach 3. Nhap chudt phai vao khdi chon 1énh Delete
- Xéa tat ca dir liéu trong Recycle Bin

+ Cach 1. Nhap vao 1énh Empty Recycle Bin nam bén phai ctra so.

+ Cach 2. Vao File=> Empty Recycle Bin.

+ Cach 3. Chon tat ca dit liéu trong Recycle Bin, sau d6 g phim Delete.
III. St dung nut phai chuft:

= Cac lénh chinh:

Open: Mé Copy: Sao chép
Print: In Paste: Dan

Send To: Gui téi Delete: Xoa

Cut: Cat Rename: Déi tén

= Pé sir dung bang chon tat, thuc hién:

® Nhay chudt phai 1én ddi tuong dé lam xuat hién bang chon tit.

@ Di chuyén chudt trén bang chon dé 1énh can thyc hién.

® Nhay chudt trai dé chon 1énh twong Gng va dua thém céac thong tin néu can thiét.
IV. Thue hanh:
1. Noi dung thuc hanh:

a. Xem t6 chirc thong tin trong may

b. Thyc hién cac thao tac voi tép va thu muc
2. Tién trinh thyc hién:

a. Khoi dong Windows Explorer

b. Quan sat hai thanh phén ctra s6. Tim cac thu muc:

e SYSTEM (2] L) My Documents 2| Recyde Bin

¢. Nhay vao du + hodc nhay dip vao biéu tuong cua cac thu muc dé mé xem ndi
dung bén trong.

d. Tao mdt cAu trac thu muc

€. Mé mdt trinh rng dung. tao mdt t€p van ban, sau d6 ghi vao 1 thu muc ma em da
tao.

f. Thyc hién cac thao tac: ddi tén, sao chép, di chuyén, x04, khoi phuc lai tép van ban
vua tao bang cac cach khac nhau, sir dung bang chon, ntt I¢nh trén thanh cong cu, thao tac
kéo tha chudt, nhay chudt phai.

g. Thuc hién nhu budce f voi vai tép khac.

3. Danh gia:
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Bai 4. MOT SO TiNH NANG KHAC TRONG WINDOWS

Kién thirc:

e Hiéu dwoc khai niém duong tat.
/J Ki nang:

e Biét kh&i dong va két thic chwong trinh.
e Biét tao dworng tat.

v
& @ e N3m duoc mét sb tinh nang khac trong windows: mé tai liéu
; mé&i mé& gan day, tim tép va thuw muc.

|
v

I. Khéi dong va két thic chwong trinh:
1. Khéi dong:
- Cdch 1: Khéi dpng chwong trinh bang cich ding bang chon:

a. Nhay vao Start - All Programs (Programs) sau d6 di chuyén chudt dén tén
nhom doi tuong chira chuong trinh can khoi dong.

b. Trong chuong trinh can thuc hién, chéng han nhu:

- Start 2 Programs - Accessories = Paint (7¢)
- Start = Programs - Microsoft Office = Microsoft Office Word 2003 (Soan

thao van ban)
- Cich 2: Khéi dpng bang cdich nhdy dip vao biéu twong:

a. Pinh vi tép chuong trinh can khoi dong banh Windows Explorer hoic My
Computer.

b. Nhay dtp chudt vao tép chuwong trinh can khéi dong.
2. Két thiic: C6 nhiéu cach ta thuc hién nhu sau:

- Nhay vao File = Exit (hoac File > Close)

- Nhay vao nut Close Ed tai gdc trén bén phai man hinh.

- Nhay chudt phai tai tén chuong trinh ¢ trén thanh cong viéc va chon Close

- Nhan t6 hop phim Alt + F4
- Khi d6 cira s6 dong lai va chuong trinh két thic.
I1. Tao dwong tit (Truy cip nhanh):

= Thao tic tao duong tit (shortcut) trén Desktop
- Cach 1:

+ Nhép nat phai chudt trén Desktop, réi chon New = Shortcut, man hinh Create
shortcut xuat hién.

+ Trong khung “Create shortcut” ta nhap vao duong dan cuia tap tin ma Shortcut nay
dai dién cho no.

+ Ban c6 thé dung nit Browse dé chon tip tin. Xong nhan nut Next qua budc tiép
theo.

~ +Trong khung,“SeleCt a name for the Shortcut” ban nhap tén cho Shortcut can tao.
Nhan nat Finish dé két thic viéc tao Shortcut.

- Cdch 2: Kéo va tha dbi tuong can tao duong tat dén vi tri can mudn tao.

- Cdach 3:
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+ Nhay phai chudt vao dbi tuong can tao duong tat.

+ Tir bang chon tit, tim dén Send to = Desktop (Create shortcut).
III. Mé mot tai liéu méi mé gin day:

@ Nhay vao bang chon Start

@ Tim dén My Recent Documents hoac Documents.

® Luya chon tai lidu can mé trong danh sach

IV. Pé thue hién tim kiém tép va thw muc:
® Nhay Start->Search. Hop thoai Search xuat hién.
‘ @ Nhéy vao lua chon gho viéc tim kiém, chéng han All files and Fqlders. Khi 36 ta
can cung cap tén hodc mot phan tén té€p (thu muc) lam co s& cho viéc tim kiém.
® Nhay vao Search dé bat dau tim kiém.
V. Thuc hanh:
1. N¢i dung thuc hanh
a. Khoi dong va két thuc chuong trinh tng dung
b. Tao dudng tat
c. Mo mot tai liéu méi gan day
d. Tim kiém tép va thu muc
2. Tién trinh thyc hién:
a. Dung bang chon Start dé khai dong Microsoft Paint va Windows Explorer
b. Tao dudng tat voi tép:
c. Mo mot tai liéu méi gan day:
d. Tim tép va thu muc:
3. Thue hanh (Trang 29-30 - Sach nghé Tin hoc vin phong)
a. Dung bang chon start dé chon Microsof Paint va Windows Explorer.
b.Tao duong tat. ‘
c. M& mot tai liéu méi mé gan day.
d. Tim té€p va thu muc (paint.exe, turbo.exe)
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Bai 5. CONTROL PANEL VA VIEC THIET PAT HE THONG

Kién thirc:

e Hiéu dwoc mot sé chirc nang ctia Control Panel;

e Nam dwoc ndi dung clia mot sb thiét d&t hé théng don gian.
Ki nang:

e Lam chu céac thao tac véi chubt

e Lam viéc trong méi trwdng windows, phan biét dwoc cac ddi
twong trong windows.

1. Pé khéi dong ta thuc hién:

- Vao Start = Settings = Control Panel. Cira s6 Control Panel xuét hién.

- Dé thiét 1ap lai tham s ndo can khéi dong chwong trinh tng dung.

2. Pé két thic Control Panel ta Iam nhuw sau:

- Nhay vao File->Close

- Nhay nut Close X

- Nhan t6 hop phim Alt + F4.

3. Thay d6i thudc tinh man hinh nén
< Trong Control Panel >Appearance and Themse >Display d¢ thay doi hinh nén.
Ctra s0 Display Properties xuat hi¢n.
- Thé Desktop: thay d6i hinh nén
‘ + Chon mdt mang trong hop Background hay nhay vao nit Browse tim anh dé lam
nén.
+ Nhay Apply rdi nhay OK.
- Thé Screen Saver: Dat trang thai nghi bao vé man hinh. Cac budc thuc hién nhu sau:
+ Trong hop Screen Saver: Chon hinh danh ctia man hinh nghi trong danh sach.
* Nhay nut Settings néu mudn sira doi.
* Nhay nat Preview dé xem trudc trang thai di chon
q * Trong hop thoai Wait dit s6 thoi gian quy dinh trang thai nghi cia man hinh
ké tir khi khong dong gi dén bam phim va chudt.

+ Nhay OK
4. Thiét @it cac thong s6 khu vuec:

- Chon Start = Control Panel ->Date, Time, Languageand Regional Option.

- Ta chon Date and Time Properties, tai thé Time Zone, ta c6 thé chon mui gio cua
Viét Nam: (GMT+07:00) Bangkok, Hanoi, Jakarta.

- Dé thay doi h¢ thong quy udc trong hdp thoai Regional and Language Options
nhay vao nit Customize... Ta c6 thiét dat cach hién thi so (Number), tién t& (Currency),
thoi gian (Time) va ngay thang (Date).

- Nhay OK dé xéac nhan.

5. Cach cai dat m¢t may in:

1. Nhay Start >Printer and Faxes >Add a printer. Xuit hién hop thoai Add Printer
Wizard

2. Lan luoc tuan theo cac chi dan.
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o Chon Local printer attached to this computer, néu méy in dugc nbi truc tiép vao
may tinh.

o Chon A network printer, or a printer attached to another computer, néu dé 1a
may in mang.

o Nhay Next.

3. Nhap tén (Name), dia chi (URL) c6 may in mang hoac chon Browes for a printer dé
xac dinh may in. Nhay Next.

4. Chon may in trong danh sach (Shared printer). Nhay Next mdt canh bao hién ra,
nhay Yes

5. Chon Yes néu mudn may in ndy 1a may in ngdm dinh. Nhay Next.
6. Nhay Finish dé két thic.
6. Thuc hanh:
1. N¢i dung thuc hanh:
a. Khoi dong va sir dung mot s6 chuong trinh trong Control Panel.
b. Thay d6i mot so thiét dat hé théng don gian.
c. Cai dat may in.
2. Tién trinh thuec hién:
a. Khdi dong Control Panel.
b. Pt kiéu thoi gian va ngay thanh theo kiéu: dd:mm:yy.
c. Thay d6i hinh anh ctia man hinh nén theo cac anh c6 trén may.
d. Pit ché do nghi cho man hinh va thiét dat cac tham sb tuong Ung.
e. Cai dat dé in trén mdy in c6 trong mang.
f. Két thuc Control Panel.

Bai 6. ON TAP VA THU'C HANH TONG HQP

Kién thirc:

o On lai cac khai niém co ban vé hé diéu hanh.

Ki nang:

e Thanh thao v&i mét s6 thao tac co ban dé lam viéc trong
hé diéu hanh Windows.

1. On lai cach t6 chirc thong tin trong may tinh, cac thao tic véi chudt, cac thao tac véi
tép va thu muc.
* Traloi cac cau héi sau:
a. Hay néu y nghia ngﬁm dinh cua céc thao tac: nhay chuot, nhay dap chudt, nhay
chudt phai.
b. Chirc nang chinh cua thanh cong viéc la gi?
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c. C6 nhitng cach nao dé chuyén doi giita cac cira s6 lam viéc khi nhiéu cira s6 1am
viéc cung mot Iuc.

d. Hay néu cach khoi dong va két thuc mot chuong trinh ng dung.

e. Hay néu mét s6 chirc ning chinh cua Control Panel
2. Thue hanh

- Tao thu muc nhu hinh vé:

WO HOC a. Sao chép thw muc TOAN, VAT LI, HOA HOC
vao thw muc KH TU NHIEN; VAN HOC, LICH SU
vao thu muckKH XA HOI

b. Di tén thw muc TOAN, VAT LI, HOA HOC,

D

1

KH TU WHIEN |

KH X4 HOT VAN HOC thanh SINH, ANH VAN, DIA LI, TIN
HOC
c. Di chuyén SINH, TIN HOC vao KH TU
yyeE— NHIEN; ANH VAN, DIA LI vao KH XA HOI

LICH 51T

o

VAT LI

HO#

- Tim nhiing t&€p va thu muc c6 tén MON HOC

- Mo d(x)ngoth(‘wi cac ing dung: notepad, paint, wordpad,... Thyc hién chuyén d6i qua
lai gifra cac ctra s6 lam viéc. Thu nhd, phong to, phuc hoi céc cura s6

- Thuc hién cac thao tac hién thi thong tin khac nhau

- Tao dudng tit trén man hinh dén tép méi dugc tao bang chuong trinh Paint

- Thiét dat lai man hinh nén, chon ché d6 bao vé man hinh, thiét dat lai tham sb thoi
gian cho.
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PHAN 3. HE SOAN THAO VAN BAN MICROSOFT WORD

BAI 7. ON LAI MOT SO KHAI NIEM CO BAN

Kién thirc:
e —— e Heé théng lai cac khai niém co ban cia hé soan thdo van ban.
. e Hiéu cac quy tic co ban trong viéc soan thao van ban.
) x N o ea e
e Hiéu dg’o’c ndi dung bién tap van ban, gbé van ban chir Viét,
e __J @ 3 cac ché dd hién thi van ban.
J Ki nang:
e Phan biét dwoc cac thanh phan co ban ctia van ban.
l A e Thanh thao cac thao tac: kh&i dong va két thuc Word, g6 van
e y - ™ ban, gd chi¥ Viét, stra chira trong van ban, hién thi van ban

trong cac ché do khac nhau.

I. Kién thirc co ban:
1. Ki tu, twr, cau, dong, doan, trang:
- Thanh phan co s trong van ban 1a cac 1a cac ki tu.
- Mot hodac mot vai ki tw ghép lai vo1 nhau thanh mdt tir cac tir duwgc phan biét boi déu
cach.
- Tap hop céc ki tw ndm trén mot hang dugc goi 1a dong.
- Nhiéu cau lénh lién tiép nhau, tuong déi hoan chinh vé y nghi tao thanh mot doan.
Trong Word, doan van ban dugc dinh nghia bang cach nhan phim Enter.
- Phan vin ban thay dugc tai mot thoi diém trén man hinh goi 1a trang hién thi (nhin
thay).
- Phan vin ban thiét ké dé in ra trén mét trang gidy duoc goi 1a trang in.
2. Mt s6 quy tic g6 viin ban:
- Cac dau cau nhu ddu chdm “.”, ddu phay “,”,...
- Ki ty tiép theo 12 mot dau cach ddu mé ngodc gom “(”, “[”, “}”.
- Cac diu dong ngodc gdm: ©)”, “17, “}”.
- Khong dung phim Enter dé chuyén qua dong khéc.
- Gitra cac ki tu chi dung mdt ki tu tréng dé phan céach, khong stir dung ki tu tréng dé can
1€.
3. Cac thao tac bién tap trong van ban.
- Chon d0i tugng tac dong: de c6 the di chuyén, sira doi, xod hay thuc hién bat ki thao
tac gi voi doi tugng.
- Sao chép (Copy): sao chép ndi dung dugc chon vao by nhd dém.
- Cat (Cut): Luu ndi dung duge chon vao bo nhd dém
- Déan (Paste): Léy ndi dung tir bd nhd dém ra va chén vao van ban tir vi tri con trd hién
thoi.

# Thao tac nhanh:
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* Chon van ban tir ban phim:

Ctrl + A (Edit = Selete All)

Chon toan b van ban

Shift + >
(Shift + €)

Chon 1 ky tw bén phai (trai)

Ctrl + Shift + >
(Ctrl + Shift + €)

Chon ttr vj tri con tré dén cudi tir (dau twr)

Shift + Home
(Shift + End)

Chon ttr vj tri con tré dén dau dong (cubi dong)

Ctrl + Shift + P
(Ctrl + Shift + V)

Chon ttr vj tri con tré dén cudi doan véan (d4u doan van)

Ctrl + Shift + Home
(Ctrl + Shift + End)

Chon ttr vj tri con tré dén déu van ban (cubi van ban)

= Sir dung nut 1énh trén thanh cong cu chuin ciia Word

EHAS LIV E LS aBSS.:

LADRESH T T 0% @ Giread B

4. Soan thio van ban chir Viét:
- Chuong trinh hd tro gd chir Viét: Unikey, Vietkey
- M6t s6 phong chir Tiéng Viét.
II. Cac ché @9 thé hién vin ban trén man hinh (Mo bang chon View)
- Normal (Chuén): Hién thi vin ban duéi dang don gian hoa.
- Print Layout (B4 tri trang): xem bd tri vin ban trén toan trang.

- Outline (Dan trang): Xem cu triic ciia mdt vin ban.

- Full Screen (Toan man hinh): Hién thi vin ban trén toan bd man hinh.

- Print Preview (Xem trudc khi in): Xem van ban trude khi in ra gidy
II1. Thwe hanh: (Sdch Nghé Tin hoc Van phong 11 — Trang 46)
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BAI 8. PINH DANG VAN BAN

o Kién thirc:
NOI DEBG goan van, P . . - . < N
Ao e Hé thong lai y nghia va cac ndi dung dinh dang van ban co

A.Dinp ;
"9".9@ J‘ ban.
; f‘} A Ki nang:

A

pinh dang tra e Thanh thao viéc dinh dang ki tw va dinh dang doan van theo
e o mau.

S

e Soan thao dwoc van ban don gian.

_* Dinh dang vin ban: la bién ddi cac phan vin ban dé trinh bay ching dudi dang cu
thé nao d6 nham muc dich.
+ Trinh bay vin ban rd rang nhat quan, mach lac va gy 4n tuong.
+ Gilip nguoi doc nhanh chéng nam dugc ndi dung chu yéu cia vin ban.
+ Gitip nguoi doc dé nhé nhitng phan dugc nhan manh.
I. Pinh dang ki tu: (Chon Format/ Font... hoac Ctrl + D)
- Cac 1énh dinh dang ki tu c6 trong hop thoai Font... ciia bang chon Format.
- Céc dac trung cua dinh dang ki tu bao gém:
+ Phong chit (nhu: Arial, .VnTime, Times New Roman,...)
+ C& chit (10pt hay 12 pt,..., pt: point)
+ Kiéu chir (ddm, nghiéng, gach chan,...)
+ Mau sic.
+ Chi s6 trén (3P"5™) (Ctrl + Shift + “+”)va chi s6 dudi (syocript) (Ctrl + “=7)
II. Pinh dang doan van ban: (Chon Format/ Paragraph...)
- Cé4c 1énh dinh dang van ban c6 trong hop thoai Paragraph... cia bang chon Format
- Céc kha nang dinh dang doan van ban bao gé)m:
+ Can 1& (Alignment: Left, Right, Centered, Justified);
+ Thut 1& (Indention);
+ Khoéang cach dén doan vin trude va doan vin tiép theo (Spacing);
+ Khoang cach gitta cac dong trong doan van ban (Line spacing);
+ Thuyt 18 dong dau tién.
I11. Pinh dang trang van ban: (Chon File/ Page Setup...)

La x4c dinh cac tham s6 lién quan dén trinh bay trang in vian ban: kich thudc trang
gidy, 1€ giay, gdy sach, cac tiéu dé trang in...

- Margins:
+ Top: trén (2.5 cm) + Left: trdi (3.0 cm)
+ Bottom: dudi (2.0 cm) + Right: phai (1.0 cm)

- Paper: A4 (21 cm x 29.7 cm)
IV. Thuc hanh:
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Bai 9. LAM VIEC VOI BANG TRONG VAN BAN

Kién thire:
e On lai cac khai niém lién quan dén bang trong soan thao van
. -y ban.
e A9ELAVE 1 o Biét cac chirc nang trinh bay bang.
}J Ki nang:
| e Thuwc hién tao béng, diéu chinh kich thwéc bang, dd rong
kk Page Picture cua cac c6t va chiéu cao cla cac hang, nhap dir liéu cho
:  Break bang, can chinh néi dung trong 6, gop 6 va vi tri bang trong

trang;

e Trinh bay bang, ké dwdng bién va dwong luéi.
e Sap xép trong bang theo yéu ciu.

1. Kién thic co ban:
+ Tao bang:
- Cach 1: Chon Table/ Insert/ Table...

+ Trong hop thoai Insert Table, ta go
sO cOt can tao trong 6 Number of columns va
g0 s0 dong can tao trong 6 Number of rows.

+ Nhép OK dé hoan tat thao tic tao mot
bang.

- Cach 2: Str dung nut 1énh trén thanh cong cu
chuin: Nhip chudt vao biéu twong Insert
Table trén thanh cong cu chuin va ré chudt
chon s6 dong va sd cot mudn tao dé thuc hién
nhanh viéc tao bang.

e (Céc thao tac lam viéc voi bang.
o Thay doi do rong cac cot.
o Chen thém, hoac xda 6, hang hay cot.
o Tach (Split) hay gop(Merge) cac 0.
o Dinh dang vén ban trong 6
e Nguyén tic chung khi nhap dit liéu

Insert Table
Table size
Mumber of columns; 5 >
Mumber of rows: z &a)
AutoFit behavior
(%) Fixed column width: auto B
() AutoFit to contents
() AutoFit b window
Table style: Table Grid AutoFarmat. .
[ Remember dimensions for new tables
HE =Ea

3 x4 Table

o Nhép vin ban trong 6: di chuyén diém chén dén 6 can nhap va gd vin ban
o Di chuyén con tré vin ban 1én hay xuéng mot dong: sir dung phim 1 hay phim |
o Di chuyén con tré sang phai hay sang trai mot cot: bang phim Tab hay t6 hop

phim Shift + Tab.

o Di chuyén dén 6 bét ky trong bang: Nhép tryc tiép trén 6 mudn di chuyén dén.
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o Néu dang 60 cubi ciing, phim Tab c6 tac dung thém mot dong. Do d6, khong can
xac dinh s6 dong mot cach chinh x4c khi tao bang.
- Néu mudn nhép phim Tab trong mét 9, st dung t6 hop phim Ctrl + Tab.
2. Cach can chinh vi tri ctiia toan bang trén trang
- Pé chinh vi tri trong d6i cua ca bang trén trang:

- Chon toan bo bang (bang cach kéo tha chudt hay thuc hién 1énh Table/ Select/
Table)

- Chon Table/ Table Properties... (hoac nhay chudt phai chon Table Properties...)

- Nhay trang Table va chon mdt trong cac nit twong trng trong 6 Alignment.
3. Cach ké dwong bién va dwong lwéi cho bang: Chon Format/ Borders and Shading...
- Pé tao duong bién, ta chon doi tuong trong bang can dugce tao duong bién:

- Néu d6 1a bang, chi can dit con tré vao mot vi tri bat ki trong bang.

- Néu d6 12 mot hodc mot nhém cé,c 0, trudc tién can chon cac 6 d6 va thuc hién trinh
tu: Format/ Borders and Shading... Xuat hién hop thoai Borders and Shading...

- Sau d6 chon nhiing Iya chon thich hop.

Borders and Shading

Borders | Page Border | Shading

Setting: Skyle: Preview

~ Click an diagram below or use
buttans o apply borders

B o= el
|:| Shadow e |
Color:
Aukomatic »
o)
D - wiidth:
1 pk W Apply ko

ﬂ S Paragraph w

[ Shows Toolbar ][ Horizontal Line. .. ] [o]'8 ][ Cancel ]

4. Cach sip xép trong bang: Chon Table/ Sort...

> €6 thé sap xép cac hang ciia mot bang theo thir ty ting dan (Ascending) hay giam dan
(Descending) ctia cac s6 lidu trong mot cot ndo dé bang cach sir dung 1énh: Table/ Sort...
Xuit hién hop thoai Sort. Sau do, ta chon nhiing lya chon sép xép thich hop.

5. Thwe hanh:

* *

BAI 10. THUC HANH SOAN THAO VAN BAN HANH CHINH
% Khai niém vin ban quan li nha nuwéc
< Y nghia phap li va y nghia thuye tién viin ban quan li nha nwéc
% Noi dung thwe hanh (Sdch Nghé Tin hoc Vin phong 11 — Trang 60-61-62)

*
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BAI 11. MOT SO CHUC NANG SOAN THAO NANG CAO

Kién thirc:

e N3m virng muc tiéu‘vé cac chirc nang: tao danh sejch liét ké,
tao chir cai lon dau doan van, dinh dang nhiéu coét va
saochép dinh dang

Ki nang:

e Thwc hién dwgc cac chirc nang nai trén

1. Tao danh sach liét ké dang ki hiéu va s thi tw
a. Cach tao nhanh:
- Str dung nut 1€nh trén thanh cong cu

+ Dang ki hiéu (Bullets): + Dang s6 thtr tu (Numbering):
- Pé loai bo dinh dang kiéu liét ké nhdy lai ntit 1énh tuong ung.
b. Pinh dang chi tiét: Chon Format/ Bullets and Numbering...
- Chon trang twong tmg (Bulleted hoic Numbered) roi chon kiéu;
- Nhay Customize... néu mudn dinh dang chi tiét: kich thudc, hinh anh,. ..
- Nhay lién tiép OK.
2. Tao chir cai I6n dau doan vin: Chon Format/ Drop Cap...
- Chon chir cai can tao chit 16n dau don van ban
- Chon Format/ Drop cap
- Chon kiéu
- Chon s6 hang tha xubng
- Chon khoang cach téi van ban
- Nhay OK.
3. Dinh dang cot: Chon Format/ Columns...
- Chuyén sang ché d6 Print Layout View.
- Chon vung van ban can dinh dang va thuc hién cac thao tac:
e Format/ Columns
e Chon sb lugng cot
e Thay doi kich thudc (néu can)
e Nhay OK

4. Sao chép dinh dang: (Format Painter)

- Pé sao chép dinh dang tir doan nay sang doan khac ta thyc hién cac budc:
- Chon doan vin ban can sao chép dinh dang
- Nhay nat Format Painter trén thanh cong cu
- Kéo tha (hodc nhay) chudt trén doan vin ban can dinh dang.

5. Thwc hanh trén may tinh (Sich Nghé THVP - Trang 68 — 69)

*
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BAI 12. CHEN MOT SO POI TUQNG PAC BIET

Kién thirc:

e Hiéu tac dung cla cac déi twong dat biét: dau ngat trang, sb
trang, tiéu dé trang

e Biét cac thao tac can thwc hién dé& chén mot s dbi twong dst
biét noi trén

Ki nang:

e Thyc hién dwoc cac thao tac chén dau ngét trang, so trang,
tiéu de trang, ki tw dac biét khong gbé dwgc tr ban phim va
hinh &nh minh hoa.

1. Ngit trang: Chon Insert/ Break...
< Dé chén diu nga"lt trang, ta dat con tro chudt vao vi tri can ngét va thuc hién cac thao
tac sau:
- Chon Iénh Insert/ Break... (hodc Ctrl + Enter)
- Panh dau Page break
- Nhay OK
% Pé x6a ngit trang, thyc hién:
- Pua con tré chudt vé 18 trai va chon ngat trang.
- Nhan phim Delete.
- Chii y: Dau ngit trang chi dugc thé hién trong ché do Normal View.
2. Panh s6 trang: Chon Insert/ Page Numbers...
% Pé danh sb trang ta str dung 1énh Insert/ Page Numbers va thuc hién cac budc:
- Chon 1é trén hay 18 dudi.
- Chon vi tri trén 18.
- Panh d4u dé thé hién thi sb trang ¢ trang dau
- Nhay Format..., néu cin (néu khong, nhay OK)
- Chon kiéu cho s trang
- Cho sb trang bat dau
- Nhay OK.

% Xoa va chén lai s6 trang, chon View/ Header and Footer, chon phan sb trang va
nhan Delete.

3. Cheén tiéu dé trang: Chon View/ Header and Footer
< Dé cheén tiéu dé trang thyc hi¢n cac budc sau:
- Chon 1énh View/ Header and Footer
- Nhap noi dung tiéu dé dau trang, cudi trang va dinh dang.
- Nhay Close.
% Xoa tiéu dé trang nhay View/ Header and Footer va x6a ndi dung tiéu dé.
4. Chén cac Ky tw dac bi¢t: Chon Insert/ Symbol...
 Dé chén céc ki tu dic biét thyc hién cc budc:
- Chon Insert/ Symbol...
- Chon phéng néu can
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- Chon ki tu
- Nhay Insert.
5. Chén hinh anh: Chon Insert/ Picture
% Cheén toan bd tép dd hoa: Thuc hién cac budc sau:
- Chon Insert/ Picture/ From File...
- Chuyén d6i thu muc, néu can
- Chon t&p dd hoa can chén
- Nhay Insert.
% Chén mot phan cua tép dd hoa:
- Mo chuong trinh Microsoft Paint (Start/ Programs/ Accessories/ Microsoft Paint)
- M6 tép d6 hoa can chén mot phan.
- Chon, xir 1y tép d6 hoa do.
- Sao chép va mé Word dan.
6. Thuc hanh trén may tinh (Sich Nghé THVP - Trang 75 — 76)

BAI 13. CAC CONG CU TRQ GIUP

Kién thirc:

e Biét tdc dung va cach st dung cac tinh nang tim kiém va
thay thé

e Hiéu duoc tinh nang gé tat va cach sir dung

e Biét nguyén tat bdo vé van ban bang mat khau

Ki nang:

e Thyc hién dwoc cac thao tac tim kiém, thay thé trong van
ban (ké ca cac ki tw dat biét), go tat.

e Tao dwoc cac day ki tw dé gé tat.

e D3t dwoc cac loai mat khau dé bao vé van ban

I. Tim kiém va thay thé: Chon Edit & Find ( hoic Ctrl + F)
1. Tim kiém: Chon Edit = Find (hoic Ctrl + F)
Ta thuc hién nhu sau:
- Nhay vao Edit & Find (Ctrl + F) hop thoai Find and Preplace xuat hién.
- Trong 6 Find what ta nhap ki ty can tim
- Muc More néu mudn tim chinh x4c hon
- Nhay Find next dé tim

2. Thay thé: Chon Edit © Replace (hoic Ctrl + H)
Ta thuc hién nhu sau:
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- Nhay vao Edit = Replace (Ctrl + H) hop thoai Find and Preplace xuat hién.
- Trong 6 Find what ta nhap tir can tim

- Trong 6 Peplace with ta nhap tir can thay thé

- Nhay Replace thay thé 1 lan

- Nhay Replace All thay thé tit ca

- Nhay Find next tim tiép va khong thay thé

3. Cdc khd ndng tim kiém va thay thé chinh xdc hon: Tim theo dinh dang va ki tu dac
biét.

IL. Cach gé tit: Chon Tool © AutoCorrect Options...
1. Bt tinh néng go tit: Dé bat tinh ning g tét ta thyc hién thao tac sau:
- Nhay vao Tool = AutoCorrect Options
- Panh dau va 6 Replace text as you type
- Nhay OK.

2. Thém cdc diu muc vao AutoCorrect: Pé tao dau muc AutoCorrect, ta thuc hién
nhu sau:

- Chon Tools = AutoCorrect Options...va thuc hién nhu sau
- Muc Replace go cum tir viét tat
- Muc With g cum tir thay thé
- Nhay nat Add
- Nhay OK dé két thuc.
3. Bdo vé van bdn: Dé dit mat khau cho van ban ta thuc hién:
- Chon Tools = Options...
- Nhay Security
- Trong 6 Password to open ta nhap mat khau dé mé vin ban
- Trong 6 Password to modify ta nhap mat khau dé sira van ban
- Nhay OK.
III. Thwce hanh (Sich Nghé THVP - Trang 83 — 84)
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PHAN 4. CHUONG TRINH BANG TINH MICROSOFT EXCEL

BAI 17. CAC KHAI NIEM CO BAN
I. Vi du vé bang tinh (SGK - Trang 105-106)
II. Chwong trinh bang tinh
Phan mém cho phép mdy tinh biéu dién dir liéu dudi dang bang va thuc hién tinh
toan voi dir liéu goi 1a chuong trinh bang tinh.
a. Giao dién
b. Dt li¢u
c. Kha nang str dung cong thirc, kha nang trinh bay
d. D& dang stra doi
e. Kha niang sap xép va loc dir liéu
g. Tao biéu do.
III. Lam quen véi chwong trinh bang tinh
1. Khéi dong Excel:
- Cach 1: Chon Start/ All Programs/ Microsoft Excel.
- Cdch 2: Nhay dup chudt 1én biéu tuong %] trén man hinh nén.
2. Man hinh lam viéc: gém: bang chon Data, hop tén, thanh cong thuc, 6 tinh, hang,
cot, con tro chudt.
3. Céc thanh phan chinh trén trang tinh:
- Trang tinh: 12 mot mién 1am viéc chinh trén man hinh.
- Cot: gdm cOt A, B,..., AA,.. dén IV.
- Hang: gdm céc hang tir 1, 2,...., 65536.
- O tinh: 13 viing giao nhau giira mot cot va mot hang trén trang tinh va dung dé chira dir
liu.
- Nt tén c0t, nat tén hang, thanh cong thirc, hdp té€n, nhan trang tinh.
* Con tro chugt trong Excel co dang hinh chir thap (2
4. Nhap dir li€u: D liéu dugc nhap vao 6 dang dugc kich hoat.
5. Luu bang tinh va két thuc.
» Luu:
- Nhay File/ Save hodc chon nut 1énh Save =
- G6 tén can luu va chon Save.
> Két thiic:
- Dong tép bang tinh hién hanh (vAn mé Excel): Nhay File /Close
- Thoat khoi Excel: Nhay File/ Exit
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Bai 18. DU LIEU TREN BANG TiNH

I. Céc kiéu dir li¢u trén bang tinh
1. Dir liéu sé: 1a diy cac sb tir 0,1,...,9.
2. Dir liéu ki tw
- Day céc chit cai, chir s6 va cac ki hiéu khac.
- Dir liéu ki tu dugc cang théng 18 trai.
3. Dir liéu thoi gian: La kiéu dit liéu sb gdm hai loai: ngay thang va gid phit.
IL. Di chuyén trén trang tinh
- Di chuyén trén trang tinh 1a thay d6i 6 duoc kich hoat.
- Str dung chudt, thanh cudn, céc phim mii1 tén.
II1. Chon céac ddi twong trén trang tinh.

Chon Cach thue hién Minh hoa

Mot o Nhay chudt trén 6 do

Mot hang | Nhay chudt tai nut tén hang

AN

Mot cot Nhay chudt tai nit trén cot

1 A 5t & 51 AN o1 ‘ W < » »]\Sheetl Sheet2 { Shee
Trang tinh | Nhay chudt ¢ nhan tén cta trang tinh fons =L =

* Muén chon nhiéu doi tiwong khéng ké nhau, ta chon déi twong dau tién, nhan giiv phim
Ctrl va chon tiép cdc doi twong khac.

Bai 19. LAP CONG THU'C PE TiNH TOAN
I. St&r dung cong thirc:
- Dé lap cong thirc cho mot 6, trwdc hét can go dau =
- Cac budc thuc hién khi nhdp cong thirc vao 6
Buée 1. Chon 6 can nhéap cong thic
Buéc 2. Go dau =
Buwoc 3. Nhap cong thic.
Buéc 4. Nhan Enter dé két thuc va cho két qua.
II. Sir dung dia chi 6 va khdi trong cong thirc
1. Dia chi 8, hang, ¢4t va khdi

Dia chi cua Mo ta Vidu

Cip s6 danh tht ty cia hang duoc phan cach boi dau hai 1:1,12:12

Hang cham (2)
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Cot Cip s0 danh thir ty ciia hang dugc phan cach boi dau hai B:B; AM:AM
' cham ()
Khéi Cép dia chi cua 6 goc trén bén trai va goc dudi bén phai D3:D4;
duogc phan cach bdi dau hai cham (:). Al:F25

2. Nhap dia chi vao cong thirc
- G6 tryc tiép tir ban phim.
- Dung chuot dé nhay 0 hoac khdi co dija chi can nhap.

Bai 20. SUDUNG HAM
I. Khai niém:
1. Khdi niém: Ham la cong thirc dugce xay dung san.
2. Su dung ham:
- Ham ¢6 2 phén: tén ham va bién, th tu liét ké cac bién 1a rat quang trong.
- Gitra tén ham va dau (khong c6 dau cach hay ki tir nao)
- Thtr ty liét ké cac bién trong ham 13 quan trong, thay d6i gié tri nay s& lam thay doi
gia tri tinh toan ctia ham.
I1. Mot s0 ham thong dung: so;: c6 thé 1a so, dia chi, cong thirc hodc ham.
1. Ham SUM.
Cong thirc: = SUM(s04, S0y,..., SOp)
Cong dung: Tinh tong gia tri cta cac bién duoc liét ké.
Vi du: =SUM(15,23.45) cho ta két qua 1a 13 + 25 + 45 = 83
2. Ham AVERAGE:
Cong thirc: =AVERAGE(s0,, S0y,..., S0y)
Cong dung: Tinh trung binh cong gia tri ciia cac bién dugc liét ké.
Vi du: =AVERAGE(2,4,6) cho ta két qua 1a 4
3. Ham MIN, MAX
Cong thirc: = MIN(s04, S05,..., S0;)
Cong dung: Tinh gia tri nhé nhat dugc liét ké.
Vi du: =MIN(15,23,45) cho ta két qua la 15
Cong thtrc: = MAX(S04, S0»,..., SO)
Cong dung: Tinh gia tri 16n nhat duoc liét ké.
Vi du: =MIN(15,23,45) cho ta két qua 1a 45
4. Ham SQRT
Cong thirc: =SQRT(s0)
Cong dung: Tinh can bac hai khong am
Vi du: =SQRT(25) cho ta két qua 1a 5
5. Ham TODAY
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Cong thirc: =TODAY/()
Cong dung: Cho ngay thang hi¢én thoi duoc dét cua may tinh.

BAI 21. THAO TAC VOI DU LIEU TREN TRANG TiNH
I. Xo4, stra ndi dung 6 tinh:

Thao tac Cach thuc hién

Xoa dit liéu trong 6 hay | Chon 6 hay khdi réi nhan phim Delete.
khéi

Nhay dup va stra (stra trén thanh cong thirc) hodc nhay chuot

Stra do6i dit ligu trong 6 ) A
i & chon 6 sau d6 nhan F2

II. Sao chép va di chuyén:
1. Sao chép hoic di chuyén dir liéu
Céc budc dé thuc hién sao chép hay di chuyén dir liéu
- Chon 6 ¢6 ndi dung can sao chép;
- Nhay nat Copy (Ctrl+C) dé sao chép;
- Chon 0 dich;
- Nhay nut Paste (Ctrl + V)
* Ngoai ra con c6 thao tac nhanh kéo tha chuot
2 Sao chép hoic di chuyén cong thirc:
a. Sao chép cong thirc:
% Quy tic 1: Khi sao chép cong thirc trong 6 ¢ cdc dia chi twong doi ciia 6
(hay khoi khac) thi o cdac 6 dich, cac dia chi do dwoc dieu chinh dé giir nguyén vi tri tuong
doi so voi o dich.
b. Di chuyén cong thirc:
% Quy tic 2: Khi di chuyén céng thirc tir mot 6 sang 6 khdc, cdac dia chi trong
cong thirc sé dwoc gitk nguyén.
II1. Pia chi twong ddi, dia chi tuyét doi va dia chi hén hop:
1. Dia chi twong doi: 1a dia chi caa 6, khéi, hang 1a dia chi tuong doi.
> Céach viét dia chi twong dbi: <tén cot><tén hang>
_ 2. Dia chi tuyét d6i: 1a cap chir gdm tén cot va tén hang c6 chira ddu $ trudc mdi chir va
s0 do.
> Céach viét: <$tén cot><S$tén hang>
% Qui tdc 3: Khi sao chép cong thicc tir mot 6 sang 6 khac, dia chi tuyét doi
trong cong thirc khong thay doi.
3 Dia chi hén hop: 1a cap chit gom tén cot va tén hang ma 6 nam trén, nhung chi c6
mot dau § hodc trude té€n hang hodc trudc tén cot.
> Cach viét: <$tén cot><tén hang> hoic <tén cot><S$tén hang>
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< Qui tic 4: Khi sao chép cong thirc tie 6 nay sang 6 khdc thi phan tuyét doi

cua dia chi hon hop dwoc gitr nguyén, phan twong doi dwoc diéu chinh dé dam bao quan hé
gitta 6 co cong thirc va cdc o0 co dia chi trong cong thuc.

+ Trong dia chi hdn hop: néu trude tén hang c6 ddu $ (VD: A$1) goi 1a tuyét dbi theo
hang

+ Trong dia chi hdn hop: néu trude tén cot c6 diu § (VD: $A1) goi 1a tuyét ddi theo
cot

- Chon 6 va dua con tré chut vao bién cua vung chon, con tré chudt c6 dang.

- Kéo tha toi 6 dich (néu sao chép thi nhin giit phim Ctrl trong khi kéo tha chudt)

Bai 22. NHAP, TiM VA THAY THE NHANH DU LIEU
|. Pién nhanh dir liéu
1. Nut dién va thao tic véi nit dién:

- Nat dién 13 nat ma néu dua con tré chudt 1én nat do, con tré chudt trd thanh dau &

- T}lao tac du:a} con trd chudt 1én nut dién va kéo tha chuodt sang vi ‘Eri khac goi 1a kéo
tha nut dién (dung d¢ sao chép nhanh dir liéu da co trong mot 6 hodc khoi dugce chon sang
cac 0 lién ke)

2. Sao chép dir liéu biang nit dién

a. Sao chép cong thirc: Kéo tha nut dién tir mot 6 co cong thirc s& sao chép cong
thirc sang cac 6 lién ké.

b. Sao chép dir liéu sd:

- Nég chon mét 6 va kéo tha nut dién, dir liéu trong 6 da chon dugc dién lap lai vao
cac 0 lién ke

- Néu chon khoi gém 2 0 va kéo th:"%t nat dién, cac sd mai duoce dién vao cac 6 tréng
theo cap s6 cong vo1 cong sai 1a hi¢u céc so trong 2 6

c. Sao chép dir liéu ki tu:

Néu chon céc 6 lién tiép co chﬁq dit liéu ki tu va kéo tha nut dién, ndi dung cua cac 6
s€ dugc sao chép lap lai vao cac 6 ké tiép.

II. Tim kiém va thay thé
1. Tim kiém:

- Chon Edit/ Find... mé hop thoai Find and Replace;

- Nhép dir liéu can tim;

- Nhay Find Next dé tim.

2. Thay thé:

- Chon Edit/ Replace... mé hdp thoai Find and Replace

- Nhap dir liéu can tim;

- Nhép dit liéu can thay thé;

- Nhay Find Next dé tim 1an luot hodc nhay Find All dé tim tit ca;

- Nhay Replace dé thay thé hoac nhay Replace All dé thay thé tat ca;
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* Chii y: Nhay Options dé c6 thém cac tuy chon

- O Within: ¢6 2 pham vi tim 13 trang tnh va bang tinh

- O Search: ¢6 2 lya chon 1a tim theo hang va tim theo cot

- O Look in: tim gi4 tri va tim cong thirc

- Néu danh dau chon Match case chuong trinh s& phan biét chit thudng hodc chir
hoa;

- Néu danh d4u tuy chon Match entire cell contens, chuong trinh s& tim cc 6 chira
dung dir liéu nhép trong 6 Find what.

Bai 23. TRINH BAY TRANG TiNH: THAO TAC VOI
HANG, COT VA PINH DANG DU LIEU

I. Piéu chinh d6 rong cot va do cao hang:
- Cot: Kéo tha vach ngén cach hai cot sang trai hodc sang phai;
- Hang: Kéo tha vach ngin cach giita hai hang 1én trén hodc xudng dudi.
I1. X6a va chén hang hoic cot
a. X0a hang (cot)
® Chon hang (cot) can xoa.
@ Chon Edit/ Delete
b. Chén thém hang (c0t)
® Chon hang ding bang s6 hang mubn chén thém
@ Chon Insert/ Rows hoac Insert/ Columns
I11. Ping dang: Format/ Cells...
1. Pinh dang van ban:
o Mo trang Font
— - Chon phong chir (Font)
- Chon kiéu chit (Font style)
- Chon c& chir (Size)
E - Chon mau sac (Font Color)
s Ty fn. The e b s by e - Chon kiéu gach chan (Underline)
=—| - Panh dau dé chon 1a chi sb trén (Superscript) hay sé dudi
(Subscript)
- Nhay OK

2. Pinh dang sb:
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| - Mo trang Number
- Chon Number
P g e - Chon s chit s6 sau ddu chdm thip phan (Decimal places)
can hién thi
- Panh diu vao 6 dé chon sir dung ddu phay dé phan cach
e iy s, Gy kg hang nghin,....

- Chon dang hién thi s6 4am (Negative numbers)

- Nhay OK

[ use 1000 Separator ()

3. Can chinh dir liéu trong 0
i cn 4 - Mo trang Alignment

Number | Algnment | Font | Border || Patterns | Protection

7 e - Chon cin chinh theo chiéu ngang
o - Can chinh theo chiéu ding
" | - Datkhoang cach thyt 1& (Indent)

- Kéo tha niit dé xoay chiéu van ban (Orientation)

- Panh dau vao 6 dé cho phép vin ban ty dong xudng dong
trong 6 (gilr nguyén dg rong cot)

- Nhay OK

4. Pinh dang mét phan vin ban trong 6
- Nhay dip chudt trong 6 d6 va chon phan can dinh dang.
- Chon 1énh Format/ Cells... va thuc hién cac thao tac dinh dang ki tu.

Bai 24. TRINH BAY TRANG TiNH: PINH DANG O

I. Ké dwong bién va t6 mau nén
1. Ké duwong bién:
- Dung Iénh: Format/ Cells... Chon trang Borders
- Dung biéu tugng trén thanh cong cu: &
2. T6 mau nén:
Céac budc thuc hién dé t6 mau nén cho 6 hodc khdi nhu sau:
- Dung Iénh: Format/ Cells... Chgn trang Patterms
- Click biéu twong: £ trén thanh céng cu.
IT. Gop va tach 6:
Trong Excel dé gop va tach cac 6 ta lam nhw sau:
% Diing lénh dé noi é:
® Quét khdi cac 6 can ndi
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@ Nhay Iénh Format/ Cells... va chon trang Alignment.

® Panh dau 6 Merge cells (gdp cac 8) va nhay OK
> Thao tac nhanh: Click vao biéu tweng trén thanh cong cu == dé gop 6.

< Dung I¢nh dé chia 6:

® Chon 6 da dwoe gop (da dwoe danh dau 6 Merge cells)

@ Nhay 1énh Format/ Cells... va chon trang Alignment.

® Xéa danh diu 6 Merge cells va nhay OK
- Thao tac nhanh: Click vao biéu twong trén thanh céng cu =4 @8 chia lai 6.
I11. Sir dung thanh céng cu dé dinh dang

Ngoai sao chep ndi dung, con co thé sao chép nhanh chong cac dic trung dinh dang cua
mot 6 sang nhi€u 6 khac nhau bang cac thao tac sau day:

® Chon 6 c6 dinh dang vcﬁn sao chép va nhay nit Format Paint o (chdi son dinh
dang) trén thanh cong cu chuan.

@ Nhay 6 hay chon céc 6 can sao chép dinh dang.

BAI 25. BO TRi DU LIEU TREN BANG TiNH
Sdach Nghé Tin hoc Vin phong 11 — Trang 167 dén 174
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Bai 26. SUDUNG CAC HAM LOGIC

I. Vi du vé tinh todn cé diéu kién: (SGK)
II. Str dung ham IF:
% C6 thé siv dung ham If dé:

- Thyc hién phép tiqh v6i1 hai géng thirc khac nhau, phu thudc vao viéc théa man hay
khong théa man mot diéu ki¢n nhat dinh nao do.

- biéu kién dugc phat biéu dudi dang phép so sanh, c6 thé nhan mot trong 2 gia tri ding
hoac sai.
% Cu phdp ham If: =IF (Phep_so_sanh, Gia_tri_khi_dung, Gia_tri_khi_sai)

v" Ham IF tinh gia tri dang khi phép so sanh c6 gia tri ding va tinh gia tri sai khi phép
so sanh c6 gia tri sai.

v’ Gia tri khi ding va gia tri khi sai c6 thé 1a dir liéu sd, ddy ki tu, dia chi mot 6, cong
thue,...

v Phép so sanh trong Excel ¢6 thé 1a: =, >, <, >=, <=, <>

v/ Khi str dung ham IF can cha y dén thi ty cua cac ddi s6 trong ham.
III. Sir dung cic ham IF 1dng nhau:
Vi du: Néu Ma hang (MH) la “G” thi la “Gao”, néu Mi hang (MH) 1a “L” thi 1a “Laa”
nguoc lai 1a “Bap”.

> =IF(MH=“G”,“Gao”,IF(MH=“L”,“Lua”,“Bap”))
IV. Ham SUMIF: La dang nang cao ctia ham IF
% Cau triic don gidin ciia ham SUMIF:
=SUMIF(Cot_so_sanh, tieu_chuan, cot_lay tong)

Bai 27. THU'C HANH LAP TRANG TiNH VA SU DUNG HAM
Sdach Nghé Tin hoc Vin phong 11 — Trang 192 dén 194

Bai 28: DANH SACH DU LIEU VA SAP XEP DU LIEU
I. Danh sach dir li€éu: La mdt day cac hang chtra cac dit liéu lién quan v4i nhau
IL. Sip xép dir liéu: La thay df)i cac hang theo gia tri dir liéu cua cic 6 trong mot hay nhiéu
cot voi thtr tu tang hay giam dan.
Budc 1: Nhay vao 6 bat ki trong danh sach
Budc 2: Chon Data/ Sort
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- Chon tiéu dé cot can sap xép Sort 215

, o - .o Sort b
- Chon tht ty tiang (Ascending) hay giam Sl & psconding
H 7 Descending
(Desending). rhen by
Je \ T A A A = " fAscendin
- Chon cé4c hang ti€u dé hay khong. ! =| 7 pecenae
4 Then by
- Nhay OK | LI " fAscending
" Descending
My list has
f* Header row 7 Mo header row

options. .. | (a4 I Cancel |

III. Tao thit tw sip xép méi: Excel ngdm dinh sip xép theo so van ban. Khi can thay doi
theo thir tr khac, ta c6 thé dinh nghia thir tw d6 trudc khi sap xép.

+» Cac budc thuc hién mot thi tu sap xep.

- Tool/ Options

- Chon Customlists

- Nhép tha tu §ép Xé:p tur tao theo thir tu tang dan, mdi thanh phan trén mot hang méi
hodc cach nhau béi dau phay hodc dau cach.

- Nhay Add

- Nhay OK.
VI. Thue hanh: (SGK)

Bai 29. LOC DU LIEU TU DANH SACH DU LIEU
I. Loc dir li¢u tir danh sach dir li¢u:
Qua trinh chi chon va hién thi cic hanh thoa man cgic tiéu chuan nhét dinh nao dé tir
mot danh sach dir liéu dugc goi 1a qua trinh loc hay két xuat dir liéu.
1. Sir dung AutoFilter dé két xuat dir liéu.
a. Chuan bi:
- Nhay chudt chon mot 6 trong danh sach dir li¢u
- Thuc hién 1énh Data/ Filter/ AutoFilter
b. Chon tiéu chuin dé loc
- Nhay miii tén trén tiéu dé cot
- Chon gia tri lam tiéu chuén loc.
2. Str dung cac tuy chon (Top 10...), (Custom...)
Dé c6 cac két qua loc thod maén cac tiéu chuan phirc hop ta can sir dung cac Iy chon
(Top 10...), (Custom....) trén dau danh sach.
a. (Top 10...)
- Chon Top hodc Bottom
- Chon sb gia tri 16n nhat (nho nhat) can loc.
b. (Custom...)
- Chon quan h¢ cho tiéu chuan thtr nhét.
- Chon hodc nhap gié tri cho quan hé thir nhat
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- Chon And hoac Or
- Chon quan hé cho tiéu chuan thir hai
- Chon hodc nhap gié tri cho quan hé thir hai
- Nhay Ok
II. Thuc hanh:

Bai 30. BIEU DIEN DU LIEU BANG BIEU PO
I. Biéu dién dir liéu bang biéu do.
- Biéu d6 duoc tao nén tir cac dit liéu trén trang tinh.
- Mot vai nhom biéu d6 phd bién: biéu d6 cot, biéu d6 duong gap khiic, biéu do hinh
tron.
s Chuy:
- X4c dinh dir li¢u can thiét ké d¢ biéu dién trén biéu do.
- X4c dinh dang biéu dd phu hop muc tiéu biéu dién dir liéu.
II. Tao biéu do:
- Chon 6 trong bang can vé biéu d6.
- Nhay nut Chart Wizard trén thanh cong cu chuan hay Chon 1énh Insert/ Chart...
1. Buéc thie nhit — Chon dang biéu dd.
- Chon nhém biéu do6.
- Chon dang biéu do.
- Nhay Next dé sang budc 2.
2. Buére thir hai — Xac dinh mién dit ligu dé v& biéu do.
- Hop thoai gém hai trang: Data range va Series.
« Data range:
Xem minh hoa bb tri dix liéu
- Kiém tra mién dix liéu va sira d6i néu can.
- Chon dir 1i€u theo c0t hay dong.
- Nhay Next dé sang budc 3.
3. Buée thir 3 — Chon cac tuy chon cua biéu dd.
+ Trang Titles:
- Nhap tén biéu do.
- Nhép tén cho truchoanh.
- Nhép tén cho truc tung.
- Nhay Next dé sang budc 4.
+ Trang Axes: hién thi hay an cac tryc.
+ Trang Gridlines: hién thi hay an cac duong luéi.
+ Trang Legend: hién thj hay 4n cha thich, chon céc vi trf thich hop cho chu thich.
+ Trang Data Labels: hién thi hay an cac nhén di liéu.

Gido vién: Lé Minh Truong Trang 32/36



+ Trang Table: hién thi hay an bang dir liéu di kém biéu do.
4. Bude thir tw — Chon vi tri dat biéu do.
- Chon vi tri lwu biéu do.
- Nhéy Finish dé két thuc.
- Nhay As new Sheet dé dat biéu do trén trang tinh méi.
- Nhay As object in: c6 thé néu tén trang tinh dé chén biéu dovao trang tinh do.
II1. Chinh sira biéu d6: Thanh cong cu Chart:
1. Chon va thay déi céac tinh chit cia biéu do.
2. Thay doi kich thwéc va vi tri clia biéu do.
- Nhay chudt chon biéu d6.Chon Plot Area
- Pua con tré chudt vao ving biéu do va kéo nd dén vi tri méi.
Thay doi kich thuédc:
- Kéo tha nut & gitra cac canh dé thay ddi kich thudc theo mét canh
- Kéo tha chudt ¢ nat goc dé thay d6i dong thoi hai kich thude ving vé biéu do.
+ Nhay chudt trong mién biéu do va kéo tha dé thay doi vi tri cua biéu do.
+ Kéo tha nut & giita cac canh dé thay doi kich thudce theo mot canh
‘ + Kéo tha chudt & nat goc dé thay dbi dong thoi hai kich thude ving vé biéu
do.
3. Thay d6i dang biéu do.
- Nhay miii tén dé mé bang chon
- Chon dang biéu db thich hop.
IV. Thue hanh:
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PHAN 5. LAM VIEC TRONG MANG CUC BO
BAI 32. CAC KIEN THUC CHUNG VE MANG CUC BQ

I. Mot s6 khai niém co ban:

1. Nhic lai khai niém mang may tinh: 1a h¢ théng cac may tinh dugc két nbi véi
nhau v61 muc dich trao d61 thong tin.

2. Mang cuc b (LAN): 1a mang lién két cac may tinh trong mot pham vi dia li co
khoang cach han ché.

3. Cac thiét bi két noi trong mang cuc bd

a. Cap mang

bong vai tro la moi truong truyén thong de truyén tinh hiéu gita cic may tinh
trong mang. Céc loai cap mang: Cap dong truc, cap xoan, cap quang.

b. Vi mang
Vai tro:
- Chuan bi dit liéu tir may tinh dé truyén qua diy cap mang
- Gui dit liéu té1 may khac
- Kiém soat dong dir liéu gitra mdy tinh va hé théng day cap
o - Nhan dit liéu tir cap mang va chuyén thanh cac byte dit liéu dé mdy tinh c6
thé hiéu duoc
¢. Hub: Nhén va chuyén tiép cac tin hiéu trong mang.
I1. Lam viéc trong mang cuc bg
1. Thé nao 1a chia sé?
Céc thiét dit dé nhitng ngudi trén mang ciing ding céc tai nguyén goi 1a chia
sé
2. Quyén truy cip
- Quyén truy cap quyét dinh viéc nguoi st dung c6 dugc phép truy cap vao tai
nguyén hay khong, cling nhu quyét dinh mtrc d§ cua viéc truy cép do.
- Khi dua tai nguyén dung chung trén mang, ta cin quan tim
+ Chia s¢é tai nguyén do
+ Piat quyén truy cdp cho nhitng ngudi dung dbi voi tai nguyén duoc
chia sé.
3. Chia sé may in trén mang

May in phai dugc bao cho cac may tinh trong mang biét dinh danh cua n6 va biét
duogc riang nd da sin sang dé moi may tinh trén mang c6 thé str dung dé in.
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Bai 33. SU DUNG MANG CUC BO

I. Xem cac tai nguyén dugc chia sé trong mang

My Network Place — Entire Network — Microsoft Windows Network — céc
may két noi trén mang sé¢ dugc hién thi.
I1. Chia sé thu muc
1. Céc buée tién hanh
a. M6 hinh ngang hang

- File — Properties — Sharing hodc Sharing and Security... khi nhay chuot phai

- Bang dAu vao lua chon Share this folder on the network — OK

- Néu mudn cho ngudi dung khac c6 thé thay d6i ndi dung cac thu muc duoc chia sé
chon Allow network user to change my file.
b. M6 hinh khach chu:

- File — Properties — Sharing — hodc Sharing and Security... tir bang chon tat khi
nhay chudt phai

- Panh dau chon Share this folder rdi nhap

- Share name, Comment

- Nhay OK hodc Apply

% Céc quyén:

- Chi doc (Read)

- Full Control (Toan quyén)

- Change (c6 quyén thay doi)

Sau khi dugc chia s¢ thi nguoi dung c6 thé nhin thay va str dung nhung kha ning dén
dau tuy vao quyén truy cap.
I11. St dung may in trong mang

1. Chia sé may in:

Cach 1: Printers and Faxes = chgon may in = File = Sharing...
Cach 2: Printers and Faxes = Sharing...

2. Két néi t6i may in trén mang:

Chon Start © Printers and Faxes = Add a printer = Tuan tha theo cac thong sb
cua may in ma thyc hién cai dit.
IV. Thuwe hanh:
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PHAN 6. TIM HIEU NGHE
Bai 34. TIM HIEU NGHE

I. Su cén thiét phai tim hiéu nghé

1. S cin thiét phai tim hiéu thong tin nghé nghiép

- Chon nghé 1a mot qué trinh 1au dai va doi hoi ban than phai rat n6 luc.

- Tim hiéu vé nghé, vé thong tin dao tao nghé

2. Mt s6 ngudn thong tin nghé nghiép

- Qua sach bao

- Qua céc thong tin tuyén sinh

- Thong qua tu van tai cac trung tdm

- Thong qua cha me va nguoi than

- Thong qua mang

- Thong qua thyc tién xa hoi, qua cac budi giao luu.
IL. Pic diém va yéu ciu ciia nghé: (SGK)

1. Béi twong va cong cu lao dong cua nghé:

2. Noi dung lao dong cuia nghé THVP:

4. Piéu kién 1am viéc cua nghé:

5. Yéu cau ciia nghé d6i voi nguoi lao dong:

6. Trién vong ctia nghé va nhing noi dao tao ngudi.
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