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CHUONG 1 MOT SO KIEN THUC TIN HOC CAN BAN

1.CAN BAN VE WNDOWS

Windows 12 hé diéu hanh sir dung giao dién db hoa va la san pham cua tap doan Microsoft.
Cac phién ban gan day cua windows la hé diéu hanh da nhiém va da ngudi str dung. Gan
80% cac may tinh c& nhan (PC) trén thé gigi sir dung hé diéu hanh windows vi tinh than
thién, d& st dung cua hé diéu hanh nay. Windows c6 chic ning diéu khién phan cting caa
may tinh; tao moi truong cho cac wng dung khéac hoat dong; quan ly viéc luu trir théng tin
trén dia; cung cap kha nang két ndi giira cac may tinh.

Cho dén thoi diém hién tai, tip doan Micrrosoft dd cho xuat xwong nhiéu phién ban
windows nhu windows 95, windows 98, windows ME, windows NT, windows 2000,
windows XP, windows 2003, va gan day nhit 12 windows Vista. Trong pham vi gido trinh
nay, ching t6i trinh bay mot s6 nét can ban vé windows XP.

1.1 Khéi dong va thoat khéi windows

Pé khai dong windows XP, nhan vao nit POWER trén may tinh va cho windows hoan tat qua
trinh khoi dong. Sau khi windows XP khai dong xong s€ ¢6 giao dién nhu hinh 1.1

Hinh 1. 1 Man hinh windows XP sau khi khdi déng xong.

Pé thoat khoi windows (tat may) can phai thoat hét cac tng dung va thao tac theo trinh ty sau:
Chon START / TURN OFF COMPUTER.H6p thoai Turn Off Computer hién ra nhu hinh
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1.2. Ty chon Stand By tam dirng hoat dong cuia may va chuyén sang ché do cho. Khi nguoi
su dung tac dong vao ban phim hogc con chudt thi may hoat dong tr¢ lai. Tuy chon Turn off:
Tat hoan toan may tinh. Tuy chon Restart: Khéi dong lai may tinh

§tand.B'_'gI

Cancel

Hinh 1. 2 Hgp thogi Turn Off Computer

Tir menu Start, néu chon Log Off s& thoat khoi Windows dé thiét 1ap lai méi truong nhung
khong tat may. Hinh 1.3 minh hoa truy chon Log Off.

Hinh 1. 3 Man hinh Log Off Windows

Lya chon Switch User trong hinh1.3 cho phép diang nhap hé thong véi tén khac. Ngoai ra,
trén mot sé may tinh cd hd trg chirc niang Hibernate (ngii dong). Khi sir dung chirc ning nay,
cac chuong trinh ung dung dang chay s€ dugc dong bang tam thoi va may tinh tat. Khi khoi
dong lai, may tro vé ding trang thai nhu truéc khi thuc hién Hibernate. Dé thuc hién, nhan
phim Shift trén ban phim, ltc nay nat Stand by bién thanh nit Hibernate, bam chudt vao nit
nay dé thuc hién lénh.

1.2 Windows Explorer

Windows Explorer 1a cong cu quan ly tap tin (File), thu muc (Folder), va cac 6 dia (Driver)
trén may tinh. Sir dung Windows Explorer, ngudi sir dung c6 thé sao chép (copy), di chuyén
(move), d6i tén (rename), va tim kiém céc tap tin hay cac thu muc. C6 thé truy cap Windows
Explorer tir Desk top bang céch kich chuot phai vao My Computer, chon Explore nhu hinh
1.4

Explore

Search...

Manage
Scan with AvVG

Map Mebwork Drive. ..
Disconnect Metwork Drive. ..

Hinh 1. 4 Truy cdp Explorer tx My Computer

Phong Thuc hanh kinh doanh — Bg mén Tin hoc #ng dung = trang 4=



721 iéu crnTranGong Nghiép = Gidoarinh Tin-hocaing dung (ban-thae):

Ciing c6 thé st dung cac cach khac nhu kich chudt phai vao menu Start, chon Explore hay
chon Start/ Programs/ Accessories / Windows Explorer.

Windows Explorer trinh bay duéi dang hai cira s6. Ctra 6 bén tréi hién thi thdng tin tong
quat. Cira so6 an phai hién thi théng tin chi tiét cta thu muc hay 6 dia dugc chon. Hinh 1.5
minh hoa ctra s6

@ WINDOWS (C:) o[- |

File Edt View Favorites Tooks  Help | I ‘
@Eatk -€) - B | /IVJSEarEh ||, ~ Falders ‘ L (3 X 1B ‘ [~
Address [ iy )~ =

Folders x

(@ Desktop SUALLTS AW /{ Documents and Settings /} Program Files
12 My Dacuments

Bl 4 My Computer

4 314 Floppy (a2) RECYCLER System Yolume Information // Vietkey
EES L

SUALLTE.ANG

— 1
N A - P AUTOEXEC BAT AVGTQT.DAT
“,3 ocuments ancSeg, WINDOWS s | M5-005 Batch File @ DAT File
() Pragram Files “ |ove 11,334 kB
(2 RECYCLER
() System Yolume Informal boot iri CONFIG Y5 % hiberfil.sys
£ vietkey Configuration Settings 333 | Svstem file T33]| Svstem iz
1KB KB 227,325 KB
(3 WINDOWS
< LuTru (D:) E 10.5v5 MEDOS.5¥5 S| NTDETECT.COM
[ b DVDJCD-RIW Drive (E:) sas| | systemfile 224l | System file MS-DOS Application
@ contral Panel 0KB 0KB 47KB
1) shared Documents - i
7 e i pagefile.sys
= () Tran Cong Nahiep's Docume | ===y | (FEL —_n-lk A
& My Network Places 223l | zas5kB ===l 344,084 KB

& Recycle Bin

4 »
i /start! giaotrinhTHUD. do - Micr... | ] Document3 - Mirosaft .. |[ winoows (cy « ol & V| 12:19FM

Hinh 1. 5 Man hinh Windows Explorer

= - Up One Level: Chuyén 1én thu muc cha.

g - Cut: Cat déi twong d& dugc chon vao Clipboard.

- Copy: Sao chép dbi twong d4 duoc chon vao Clipboard.

= - Paste: Chép noi dung tir Clipboard dén vi tri da duoc chi dinh.

Unie - Undo: Huy bo 1énh vira thyc hién.

- Delete: Xo6a ddi tugng da duogc chon.

- Properties: Hién thi hop thoai cho biét thudc tinh ctia déi twrong d chon.

Properties

- Céc ché d6 trinh bay man hinh nhu: Detail, List, Title, ...

Hinh 1. 6 Cac nlt c6ng cu trén thanh Toolbar
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1.3 Tép tin (file)

Tép tin 1a tap hop cac thdng tin, dit liéu duoc td chirc theo mot cau trdc nhat dinh. Mai tép tin
duoc luu trén dia v6i tén phan biét. Trong ciing mot cap luu trit khéng cho phép cac tép tin co
tén trung nhau. Mdi hé diéu hanh c6 quy tic dat tén cho cac tép tin khac nhau. Tén cua tép tin
thudng gdm hai phan 1a phan tén va phan mo rong. Phan mé rong c6 thé co hoac co thé
khong. Tén cua tép tin do nguoi tao ra tép tin dat. Tén file khong dugc chura cac ky tu dac
biét (1a cac ki tw /\ ? * : <> * ). Phan mo rong thuong c6 3 ky tu va thuong do cac chuong
trinh (tng dung tao ra.

1.4 Thw muc (Folder hay Directory)

Pé thuan tién cho quan Ii thdng tin trong may tinh, ngudi ta st dung cac thu muc. CAc tép tin
c6 quan hé véi nhau thudng duge luu trit trong mot thuy muc. Thu muc ¢6 cdu tric nhu hinh
cdy. Thu myc gdc chinh 13 6 dia. Vi dy thu muc géc C:\ hay D:\. Thu muc dugc dic trung boi
tén. Tén thu muc khdng dai qua 255 ki tu va khong duoc chira cac ki tu dac biét. Thu muc
ciing c6 thé réng hoic chira thu muc khéc. Trong ciing mot cip khong dugc phép c6 thu muc
¢é tén trung nhau. Thu muc dang lam viéc dugc goi la thu muc hién hanh.

Dé tao thu muc, trong man hinh Explorer hay My Computer, chuyén dén vi tri luu thu muyc,
Nhan phim phai chudt chon New | folder. Nhap vao tén thu muc va nhan Enter dé keét thdc.
Hinh 1.7 minh hoa thao tac nay.

Paste
Paste Shortcuk

e M & Folder

g Shaortcuk

E‘;“.I Briefcase

;j Bitmap Image

Microsoft Word Document

@ Microsoft Access Application
Microsoft PowerPaoint Presentation
E WInRLAR archive

E:l Texk Document

Properties

i Hinh 1. 7 Tao thu muc tir Explorer.
C0 thé tao thu muc trong Explorer bang céch truy cap menu File, chon new folder.

1.5 Déi tén file, ddi tén thu muc

Pé d6i tén thu muyc hay dbi tén file, chon file hodc thu muc can déi tén. Nhan chudt phai 1&n
file hay thw muc vira chon va chon rename. Nhap vao tén mai va nhan Enter. Cha y, khi doi
tén file thi can gitr nguyen phan m¢ rong cua tén file (extension) vi trong hé diéu hanh
windows cac phan mém tng dung nhan dugc cac file do ching tao ra thdng qua phan mo
rong cua tén file. Ciing c6 thé chon file (hay thu muc) can doi tén, nhip chudt tréi, nhap vao
tén mai cho tap tin hoic thu muc va két thic bang cach nhan phim Enter.
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1.6 Sao chép (copy) tap tin hay thu muc.

Sao chép thu muc 12 tao mot ban sao thu muc bao gdm cac tap tin va cac thu muc con bén
trong thu muc d6. Sao chép t€p tin hay mot nhom tép tin 1a tao mot ban sao cua tap tin hay
nhom cac tép tin. Dé sao chép thu muc hay tap tin, chon thu muc hay tap tin Can sao chép.
Nhan chudt phai vao thu muc hay tép tin va chon copy. M¢ 6 6 dfa hay thu myc mudn sao chep
dén, nhan chuot phai va chon paste. Ciing c6 thé sir dung t6 hop phim néong CTRL +C dé
copy vd CTRL+V dé dan. Ciing c6 thé str dung thao tac drag and drop (kéo va tha) dé copy
va dan mot nhom thu muc hay mot nhom tap tin.

Ddi Vi céc 6 dia c6 thé thao roi nhu dia mém, dia CD, dia flash, ¢ thé sao chép tép tin
(nhém tép tin), thu muc (nhom thu muc) bang cach chon céc tép tin hay thu muc, nhan chuot
phai va chon send to. Chon ¢ dia dich dé hoan tat qué trinh sao chép nhu trong hinh 1.8.

@ System Yolume Infarmation
Open

Explare

Search..,

7-Ip 3
Scan For viruses by Bkav2006

Sharing and Security...

Badd to archive...

Badd to "setup rar

B compress and email...

B Compress to "setup.rar” and email
Sican with A¥G Free

Salid Converter PDF 3
Open POF In Word
Extract tables ko Excel (Office %P or higher)

(2] Compressed (zipped) F
cut (£} Desktop (create shorte
(e 5 __J Mail Recipient

Create Shortcut '_j My Documents
Delete
Rename

2, DVDJCD-RW Drive (E:)
Properties a

Hinh 1. 8 Sao chép thu muc sang dia CD
1.7. Di chuyén thw muc, file

Di chuyén mot (hay mot nhom thu muc) 13 chuyén toan bo thu muc (nhém thu muc) bao gdbm
c4c tap tin va thu muyc con dén vi tri méi. Di chuyén mot tap tin (hay mot nhom tap tin) la
chuyén tap tin (nhém tap tin) dén vi tri moi. Bé di chuyén thu muc (hay tap tin), chon thu
muc (tap tin) do, kich chudt phai va chon cut. Chuyén dén 6 dia hay thu muc dich, nhan phim
phai chudt va chon paste. Ciing ¢6 thé sir dung té hop phim néng CTRL +X dé cat va CTRL
+V dé dan hoic st dung menu edit / cut dé cit cac thu muc hoac tap tin & ving ngudn va
ding menu edit / paste dé dan cac thu muc hoic file vao ving dich.

1.8 Xoa thw muc, tap tin

X6a thu myc (nhom thu muc) 1a x6a bo toan bo thu muc (nhém thu muc) bao gom céc tép tin
va thu muc con. Pé x6a thu muc (nhém thu muc) hay tap tin (nhdm tap tin) chon thu muc
(nhém thu muc) hodc tap tin (nhom tap tin) mudn xoéa. Kich phim phai chuét 1én thu myc
(nhém thu muc) hay tap tin (nhdm tap tin) d6 va chon delete. Ciing c6 thé nhan phim delete
trén ban phim hoic chon menu edit / delete. Mot hop thoai hién ra dé xac nhan viéc xoa thu
muc hay tap tin nhu trong hinh 1.7. Chon Yes dé xac nhan viéc xo&; Chon No dé huy bo viéc
X04a.
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1.8 Phuc héi thw muc hay tap tin bj xda.

Céc tap tin va thu muyc bi x6a chi ¢6 thé phuc hdi dugc néu khi x6a ching dugc x6a theo kiéu
tam thoi, tic 1a chi bi dua vao trong thung rac (Recycle Bin) ma chua bi X04 vinh vién. Bé
phuc hoi lai thu muc d& bi xo0a tam thoi, lam nhu sau:

Confirm Multiple File Delete ) |

9’ Arc you surs vwou wank ko sond thesc 2 ikems ko the Rocycls Bin?

Yes Mo

Hinh 1. 9 Hgp thoai xac nhén xda thu muc

Truy cap vao thiing réc (Recycle Bin) trén man hinh nén desktop. Tim thu muc mudn phuc
hoi, kich phai chut 1én thu muc d6 va chon Restore (hogc bam vao Restore this Item trén
File and Folder tasks).

Luu y: Bé X04 Vinh vién khong thé phuc hoi diroc, chon Recycle Bin va chon Delete file hogc
thu muc muon x04, hogc ket hop dung phim Shift khi xo4.

1.9 Quan li dia

Trong Windows, dia mém thuong dugc ky hi¢u la A:\ hoac B:\. O dia cung vat ly thuong
dugc chia thanh cac 6 dia logic (partition). O dia logic dau tién thuong duoc ki hiéu 1a C:\.
Thuodng thi nén chia 6 dia vat ly thanh mot sé 6 logic, trong d6 6 logic dau tién su dung dé
cai dat hé diéu hanh va cac chwong trinh wng dung. Céc 6 khac (D, E,...): lan luot dung dé
luu dit liéu hodc c6 thé cai dat cac chwong trinh tng dung khi 6 dia C qua tai. Dé hién thi
danh sach cac 6 dia chon My Computer

Pé xem dung luong va kich thudc con trong trén céc 6 dia

C1: Vao menu View | Details ’ i
C2: Kich phai chuot 1én nén man hinh trang phia bén trai ctra s6 My Computer | view |

Details
Thumbnails
Tiles
Arrange Icons By —
Refresh | @ Lt
Custamize This Folder. . Details

Undo Copy Chrl+2
Mew 3

Properties

Hinh 1. 10 Xem dung lwong va kich thuréc con tréng cua 6 dia
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Pé truy cap 6 dia, tir man hinh My computer hoac tir man hinh Explorer, chon 6 dia bang cach
kich kép chuot trai vao tén 6 dia.

Pé d6i tén 6 dia, tir man hinh My computer (hoic tir Explorer) chon 6 dia mudn dbi tén, nhan
phim phai chudt, chon rename, nhap vao tén mai va nhan Enter

Address I _é Iy Computer

Files Stored on This Computer

,,I Shared Documents

Tran Cong Mghiep's Documents

Hard Disk Drives

:.:;\f‘.l WINDOWS (C:) @ T

Open

Explore

Search...

Scan for viruses by Bkavz2006

|/l.-, Format. ..
2N 3% Floppy (A:) L [

\..@:‘»9 Copy

Create Shorkeut

Devices with Removable Storage

Other

Rename

Hinh 1. 11 Péi tén 6 dia cimng
1.10. Thiet lap cach bieu dién ngay gio, so va tien té

Sau khi cai dat Windows, méy tinh s& biéu dién ngay, gio, so, tién té theo chuan cua My,
muon thiét 1ap lai cach biéu dién nay, khai dong b cong cu control panel bang menu start |
settings | Control panel cira s6 Control Panel xuat hién.

Pé thay doi cach biéu dién ngay gio, tr man hinh Control Panel, chon Date, Time,
Language, and Regional Options | Regional and Language Options. Hop thoai Regional
and Language Options xuat hién, chon Customize.

Thé number c6 cac lya chon vé biéu dién dir liéu kiéu sé. Trong d6 Decimal symbol thé hién
céch biéu dién diu thap phan; degital grouping symbol biéu dién déu ngin cach 16p don vi,
lop nghin, 16p triéu..; negative sign symbol thé hién biéu dién dau am va list seperator the
hién diu ngan cach danh sach. Lya chon cach biéu dién thich hop va kich chon OK.

The date thé hién céch bicu dién ngay. Nhu c6 thé thay trong hinh 1.13, ngudi sir dung ¢6 thé
cai dat cach biéu dién ngay kleu Viét nam theo dang dd-mm-yyyy. Trong d6 dd 1a hai chir sb
biéu diZn ngay; mm Ia hai chit s6 biéu dién thang; yyyy la bon chir sb biéu dién nam.

1.11. Chay chwong trinh trong Windows.

Pé chay chuong trinh trong windows, thyc hién mét trong cac cach sau:

Cach 1: Tim va chay chuong trinh tur shortcut trén degktop. Néu chuong trinh cai dit cd tao
mot shortcut trén nén desktop thi chay chuong trinh bang cach kich kép chuét vao shortcut
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trén desktop.

L5
&

Fie Edt View Favortes Tools Help

Q- @ B ¥ Lot pres 33 ¥ BB XY AE-

Customize Regional Options ]

Numbers | Cunency | Time | Date |

Sample

Pick a category

Positive: |123,456.789.00 Negative: |-1 23.456,780.00

Decimal symbal:

-

>
" Network and Internet Connections

-

Ma. of digits after decimal
Digit grouping symbol
Digit grouping:

Negative sign symbol

Negative number format:

A \ry Sounds, Speech, and Audic

Display leading zeros:
List separatar
Measurement system:
Standard digits:

Digit substitution:

123456789 hd
1.1 b
07 =
us =
0123456789 b
Mone hd

]

Concel | Aopy |

Hinh 1. 12 C6ng cu Control Panel Hinh 1. 13 Hgp thogi Customize Regional

Option — thé Number

Customize Regional Options ﬂﬂ

Numbersl Currencyl Time  Date |

Calendar
‘when a bwo-digit pear is entered, interpret it 3 a pear between:

[1330 and [EEE =

[~ Short date
Short date sample: IT 247/2007

Short date format: IMdeyyyy d

—

Date separator:

i~ Long date
Long date sample: IFHday, December 07, 2007

Long date format: Idddd, MMM dd, yy j

o]

Cancel I ASpply I

Hinh 1. 14 Hgp thogi Customize Regional Option — thé Date

Cach 2: Tim va chay chuong trinh tr menu Start. Chen Start | Programs . Chon chuong
trinh muon chay va kich dup phim trai chugt dé chay. Hinh 1.14 mé ta cach chay chuong
trinh Microsoft Excel tir menu Start.

Céch 3: Tim va chay chuong trinh tir menu Start | Run. Bé chay chuong trinh tir ctra s6 Run
cua menu $tart, co thé nhapNtruc tiép tén chuong trinh vao ctra 6 Run nhu hinh 1.15. Cha y
can nhap day du ca duong dan.

C6 thé dung ntt Browse dé tim dén vi tri c6 chuong trinh can chay va thuc hién chay chuong
trinh.Chi céc file c6 phan ma rong la *.com, *.exe, *.bat maéi co thé thyc thi duoc.
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D J§ ranasui v oiEss Lispiay v l ;
) B kb s p | ftout trEn desktop. Meu cluron
Pragrams %) Nero 7 Dema | strinhbidng cach kichkép ch
& ] PC Security 13 o Ch o P
v D 1¢ 3 u start on start | Program
B 6 G ) MATLAE 7.0.1 » : | Prog
g_, Settings » ] adobe Reader & 7] Microsort Orhice | ools r
Mic ce | Microsoft Office Access 2003
j-‘l Search £ ] QuickTime For Windows L] Microsof 2003
| EConTech ProDic 2007 BAL Mi i
0} Help and Support ] onTech ProDic ;I Microsoft Office InfoPath e
- ] Unikey Vietnamese Input Method >ﬂ Microsoft Office Outlook 20spreadshe
=] Run. ) Micrasoft Encarta Y5 Microsoft Office PowerPoint 2003
It_ODenOfFice.oru 2 M o T
] Log OFf Tran Cong Mahiep... il ¢
h&l Turn OFF Computer, .. e 5 &
@ Symantec Client Security 13 I..Iﬂ I¥ICHOSOTT WITICE FUDISAEr ZULLS
Start i Acronis Tru.., I 1 gipk-4.9 7 Installer YISE 3.1 » [ Microsoft Office Ward 2003

Hinh 1. 15 Chay chuong trinh tir menu programs

CENNN 2]

— Type the name of a program, folder, document, ar
Internet resource, and Windows will open it For wou,

Qpen: I DY sebuphvietkeyvietkeynt. exe j

(] 4 I Cancel | Browse. .. |

Hinh 1. 16 Chay chwong trinh tir cira $6 Run

2. CAN BAN VE EXCEL
2.1 Giéi thiéu

Microsoft Excel 1a phan mém bang tinh dién tir noi tiéng trong g6i phan mém Mcrosoft Office
cua Microsoft. Excel chay trén méi trudng Windows va dugc ding phd bién trong cong tac
van phong, trong quan i boi tinh don gian, tryc quan va dé st dung cia nd. Cho dén thoi
diém hién tai (nam 2007) Microsoft d& dua ra thi trudng phién ban Office 7.0. Tuy nhién trén
thi trudng dang sir dung phd bién phién ban Office XP hoic Office 2003. Gio trinh nay trinh
bay cac diém chung tng dung cho céac phién ban Office 97, 2000, XP, 2003 nhung minh hoa
bang Office 2003.

Pé cai moi Office hodc cai dat bd sung thém mét s tinh niang cua Office. C6 thé cai dit
Office tir di CD hay tir 6 cang. Néu cai dat tir CD thi dua dia CD vao 6 CD qua trinh cai dat
s& tu dong tién hanh. Néu cai dat tir 6 cing thi tim dém thu muc chta bo cai dit va chay file
Setup.exe. Thong thuong bo cai dat thuong chua tai D:\setup\Office. Hinh 1.16 minh hoa
cach chay file setup.exe trong thu muc D:\setup\office2003.

Khi ctra s6 cai dat hién ra yéu cau nhap sé ding ky (product key) tién hanh nhap nhu trong
hinh 1.17. Nhan NEXT khi qua trinh nhap s6 dang ky két thic. Chap nhan cac diéu kién vé
ban quyén phan mém va nhan NEXT. Cta s6 nhu hinh 1.18 hién ra, chon cai dat Custom
Install d@é chon cac tinh ning nang cao tng dung cho mén hoc Tin hoc tng dung. G budc tiép
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721 1iéw cnTran'Cong Nghiép = Gido:rinh Tinchocimg dung(ban-thdoe):

theo chon Choose Advanced Customization of Applications. Nhian NEXT dé tiép tuc qué trinh
cai dat.

File Edit View Favorites Tools Help

@Back - U"‘l - 'Ir ,f Search f Folders | = x n | '

address I'-“'j D:\setuploffice2003
=
&

D o B8 B & 5 & &

FILES MSDEZ000 CDKey.txt  Jaguarfdd... Office20035... OWCIOMSI  OWC11.MSI  PRO11.MSI  README.HTM  SETUR.EXE

Hinh 1. 17 Chay file setup dé cai dat MS Office

iy .
{& Microsoft Dffice 2003 Setup K 9 [ 53] i Microsoft Office 2003 Setup 3 =lolx|
Microsoft Office Professional Edition 2003 cl Microsoft Dffice Professional Edition 2003 cl n
H1 H

B aw
Praduct Key m 33 End-User License Agreement % &E

To conkinue with OFfice installation, you must accept the terms of the End-User License
Agreement, To accept the agreement, click the check box below,

END-USER LICENSE AGREEMENT FOR MICROSOFT SOFTWARE 3
IMPORTANT—READ CAREFULLY: This End-User License Agreement ("EULA") is a

In the baxes below, type your 25-character Product Key. You wil find this number legal agreement between you (either an individual o a single entity) and Microsoft

an the sticker on the back of the CD case or on your Certificate of Authenticity, (Corporation for the Microsoft software that accompanies this EULA, which includes

associated media and Micrasoft Internet-based services {"Software™). An
amendment or addendum o this EULA may accompany the Software, YOU AGREE
‘ TO BE BOUND BY THE TERMS OF THIS EULA BY IMSTALLING, COPYING, OR. USING
THE SOFTWARE. IF YOU DO MOT AGREE, DO MOT INSTALL, COPY, OR USE THE
SOFTWARE; ¥OU MAY RETURN IT TO YOUR PLACE OF PURCHASE FOR A FULL
REFUND, IF APPLICAEBLE.
1. GRANT OF LICENSE. Microsoft grants you the Following rights provided
that you comply with all terms and conditions of this ELLA:
1.1 Installation and use, You may:
(&) install and use a copy of the Software on one personal computer ar
other device; and
(b} install an additional copy of the Software on a second, portable device LI
E s i RTINS

(R ol

Productkey: [GwHzs  |-pecme J-[perca J-[paamT  J-[eaamt

R

[V I accept the terms in the License Agreement:

Help | < Back: | Plext = I Cancel < Back | ext = I Cancel |

Hinh 1. 18 Nhdp s6 déng ky va chap nhdn diéu kién ban quyén
Khi qua trinh cai dat két thuc, nhan OK.

D¢ khai dong Excel, thuc hién mot trong céc céch sau

Céch 1: Kich dup vao biéu tugng Excel trén nén desktop.

Céch 2: Tt menu Start | Programs | Microsft office | Microsoft Office Excel 2003 nhu trong
hinh 1.14.
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Microsoft Dffice Professional Edition 2003

Cla
iy

Type of Installation

P —

{& Microsoft Dffice 2003 Setup i

Microsoft Office Professional Edition 2003

Custom Setup

Recommended Install Description

Customize your Microsaft OFfice installation
by choosing which Features ta install on
wour computer, Recommended Far
advanced users.

" Typical Install

or choose another type

" Complete Install
€ Minimal Install
& Eistom netal

Mote: InfoPath requires Microsoft Inkernet
Explorer 6.0 ar lster. For maore information,

click the Help buttan,
Brows:

Instal to: IC:\Prngram Files\Microsoft Officet,

Select the Microsoft Dffice 2003 applications you would like to install:

¥ word ¥ Publisher
¥ Excel ¥ fccess

W InfoPath

¥ PowerPoint
v Cutlook,

InfoPath requires Microsoft Internet Explorer version 6.0 ot later.

¥ Lhoose advanced customization of applications.:

Space Reqguired on C: 367 ME
Space Available on C: 8686 MB

< Back. Cancel

Help | | Mext = I

I Next > I

< Back Cancel

Hinh 1. 19 Chon Custom Install dé cdi cdc tinh ning ndng cao cho Excel

{i Microsoft Office 2003 Setup i

Microsoft Office Professional Edition 2003

Advanced Custamization

=lolx]

osoft Office 2003 Setup

Microsoft Office Professional Edition 2003

How Instaling Office:

Choose installation options for applications and tools,

Installation Frogress:

B =x| Microsoft Office
Microsaft Office Access

Microsaft Office Outlook,
Microsaft Office PowerPaint
Microsoft Office Publisher
Microsaft Office Vrord
Microsaft Office InfoPath
Office Shared Features

Description
Wicrosoft Office Excel wil be installed with the
selected options,

Space Required on C: 367 ME
Space Avalable on C:8686 ME

I 000

Current Action;

Writing system registry valuss

| Hext = I

< Back

Help

Cancel

|

Hinh 1. 20 Chon Runall from Mycomputer dé cai dat cac goi Add-ins cho Excel

Céc thanh phan chinh caa man hinh lam viéc ctua Excel nhu trong hinh 1.20

B2 Microsoft Excel - Yu Yan Huy

i) Bl Bk Wew Insert Format Took Data Window Help | VietkeyOz.l Type aquestionforhelp = o 8 X
NEHRISGAFS $Eal- Fla o |8 F -8 21

i TmesMewRofan v 12 || B L U |E T N T M |

Bl T 3
s [ B ¢ ||D E | F|] & H [ 1
11
2 | Thanh tiéu de | ‘ Chn SFiceOni
3 Thanh Menu Thanh céng thikc (Formula) L 4. 0ffice Onll
4 Thanh cong cu clnlﬁn(stﬂudm‘d) O
51 Wicrasoft Office
T X = 3 Qrline

6 Thanh cong cu dinh dalg (Formatting) Get the latest
= B news about

7 using Excel

8 Get online
= i . training For

9 Thanh tac vu (Task panel) e

10 More...

11 Thanh cong cu vé(Drawing) Search for:

12 | [ |
13 Exampls: "Print
v more than
14 | | one copy”
15 =

1 , 2 | Open B |
W« » whSheetl / shest2 / dneets / |« ¥ il

iDraw = L | Autoshapes >

NOOE A g B E S A

aal

Ready
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Hinh 1.‘21 Man hiqh lam viéc cua Excel
Thanh tiéu deé (Title): Thanh tiéu dé chua biéu tugng ctua Excel, tén tép hién tai, va nut thu
nho ctra s6 (minimize), nat phong to cira s6 (maximize) va nat dong cua so (close).

Thanh bang chon (Menu): Thanh menu liét ké cac lénh chinh cia Excel. M&i muc tng véi
mot menu doc, d€ md menu doc nhay chudt vao tén muc.

File Edit “iew Insert Format Tools Table ‘Window Help

Thanh cong cu chuén (Standard): Thanh cong cuy standard chaa mot sb Iénh thdng dung
cua Excel dudi dang cac nit biéu twong. Cac lénh nay cé thé duoc truy xuit tryc tiép bang
chuot. Dé hién tén cac nit tro chudt 18n trén nit ma khdng nhay chuot.

Thanh cdng cu dinh dang (Formatting): Thanh formattng chtra cac Iénh dudi dang cac nut
0 biéu tugng dé dinh dang dir liéu cta bang tinh nhu kiéu font, c& font...

Thanh cong thirc (Formula): gém cac 6 Namebox (hién thi toa do cua & hién hanh), Insert
Function (nhap cong thirc vao 6), Formula bar (ni dung dir liéu caa 6 hién hanh).

A1 - b

Thanh cuén (Scroll): Hai thanh trugt bén phai va bén trai cira s6 dé hién thi nhiing phan bi
che khuat cua bang tinh.

Dong trang thai (Status): Dong chira ché do 1am viéc hién hanh nhu Ready (sin sang nhap
dit liéu), Enter (dang nhap dir liéu), Point (dang ghi chép cong thirc tham chiéu dén mot dia
chi), Edit (dang diéu chinh dit liéu hay cong thic trong 6 hién hanh) hay y nghia 1énh hién
hanh cuia bang tinh va cac tinh trang hién hanh cua hé thong nhu NumLock, Capslock. ..

Danh sé&ch sheet va cac nit dich chuyén (Sheet tab): Tén cac sheet duoc hién thi trén cac vat
(tab) ¢ goc trai dudi cua s6 workbook. D€ di chuyen vi tri cua sheet trong workbook kich gitr
va tha chuot dén vi tri maoi.

Vung lam viéc: Vai phién ban 2003 vé trugc ving lam viéc bao gom hon 16 triéu 6 bang tinh
2.2 Worksheet, workbook, dia chi

Workbook. Mot file bang tinh Excel duoc g(_)i‘|é. mot Wgrkbook. Workbook ngam dinh pé tén
1a book#. Khi méi khéi dong, file bang tinh dau tién ngam dinh c6 tén la book1.xIs. Phan mo
rong XLS do Excel tu dong thém vao khi dat tén file.

Worksheet: Moi workbook chira 256 worksheet (hay chartsheet). Cac worksheet hay
chartsheet duoc goi la cac trang bang tinh. Céc trang nay c6 thé chia dit liéu, cong thuc tinh
toan, do thi, ban dd.

Thém mét Worksheet méi: Dung mét trong cac cach sau dé chén thém mot Sheet mai

C1:Vao menu Insert | Worksheet.
C2: Kich phai chuot 1én mot sheet bat ky nao do trén bang tinh chon Insert, hop thoai Insert
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Tran:Gong Nghiép = Giao-trinh Tinchocing dung(ban-thae):

hién ra nhu hinh 1.21,chon Worksheet va bam nat OK dé chén.

Delete T Delete
Maove or Copy. .. | Mowve or Copy...
Select All Shests Select Al Sheets
iab Color .., | Tab Calor. ..
= Q—J Wiew Code E Q;J Yiew Code
» Ml Baitap 1 f Baitap 2 % Sheecs 1 v W\ Sheetl / Sheet2 ) Shees7———————
av b | Autoshapes N w1 O A ol 52 (8] [ we ¢ | Autoshapes- N\ % [ O A 4 &8 @)
Hinh 1. 22 Chén thém worksheet Hinh 1. 23 Péi tén worksheet

Poi tén mot Sheet: Cac bude ddi tén mot sheet bao gom:

B1: Chon Sheet muén doi tén.
B2: Dung mot trong cac cach:
C1: Kich phai chudt 1én Sheet da chon, chon Rename, sau d6 nhép tén cho Sheet nhu
hinh 1.22.
C2: Vao menu Format | Sheet | Rename, sau d6 nhap tén cho Sheet
B3: Nhap tén xong g6 Enter dé két thlic

Sap xép vi tri cac sheet. Dé sap xép vi tri cac sheet, chon mét trong cac cach sau:
C1: Nhap chuot vao tén sheet muon di chuyén kéo va tha vao vi tri mong muon.

C2: Kich phai chuot I&n sheet muén di chuyén chon Move or Copy, hop thoai Move or Copy
hién ra.

To book: Vi tri Workbook muén sao chép t6i hogc di chuyeén ti

Before sheet: Vi tri dich muon sheet chuyeén téi.

Move or Copy @

Move selected shests

To book:

;-Bookl v.:
Before sheet:
bl

| sheets

|Baitap 2
| {mowe to end)

|:| Create a copy

[ Ok, ] [ Cancel J

Hinh 1. 24 Sap xép vi tri worksheet

X04 bo mot Sheet. Bé x6a worksheet, ding mot trong cac cach sau

C1: Chon Sheet mudn xo04, vao menu Edit | Delete sheet

C2: Kich phai chugt vao sheet mudn xoa chon Delete

Néu sheet khong chira dit liéu thi Excel x6a ma khdng hoi gi. Néu sheet c¢é chira dit liéu, s&
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hién ra hop thoai hoi xac nhan thao tac x6a nhu hinh 1.24. Pé xac nhan thao tac x6a, nhan nut
delete. B¢ huy nhan nut cancel.

Microsoft Excel L x|

! E Draka may exist in the sheet{s) selected For deletion. To permanently delete the data, press Delete,

T Bilete cancel |

Hinh 1. 25 Hgp thogi xac nhdn xoa dir ligu

Cell. Mbi worksheet chira hon 16 triéu & (cell). O la giao cua cac cot va cac dong. Tir phién
ban Office 2003 tro vé trudc, mdi sheet ¢ 256 cot ky hiéu tir A-IV. Bdng thoi mdi sheet cd
65536 dong ky hiéu tir 1- 65536. Trong phién ban Excel 2007, sb cot trong mot worksheet 1a
16 384 danh s6 tir A- XFD va s6 dong 1a 1 048 576 danh s6 tir 1-1 048 576. Do d6 mdi sheet
c6 17 178 820 608 000.

Céc 6 dugc tham khao bang dia chi 6. Dang dia chi thdng dung ]a Cot Dong V’|' du 6 Al la
giao cua cot A dong 1. Ngoai ra con st dung dang dia chi R1C1 (so thir tu dong so6 thir tu cot)

Pé chon mot dong trong bang tinh, bAm chuét trai vao chir s6 ky hiéu dong do. Bé chon mot
cot, bAm chuot trai vao chir cai ky hiéu cot d6. Bé chon mot viing gom nhiéu 6 lién tyc, bam
gitt chudt trai va kéo. Ciing c6 thé s dung phim shift két hop véi phim mii t€n hodc phim
shift két hop véi bam chugt trai & chon mét ving. Dé chon nhiéu vung khong lién nhau, nhan
giir phim Ctrl trong khi bAm chuét trai. Pé chon ca bang tinh, bam chudt trai vao vi tri goc
trén cuing bén trai cua bang tinh, noi giao nhau cta tén hang va tén cot hoic dung té hgp phim
Ctrl + A.

Pé diéu chinh d6 rong cua dong bam giir va kéo chudt trén duong phan cach gitra hai vi tri
tiéu deé tén cot.

Pé thay doi do rong cua dong, bam giir va kéo chudt trén dudng phan céch giita hai dong tai
Vi trf tiéu dé dong.

D¢ thay doi do rong cua nhiéu cot, chon viing ¢6 cac cot can thay doi do rong, vao menu
Format | Column | Width, hop thoai column width xuat hién. G6 vao do rong cot can thay
doi roi chon OK hay nhan Enter. Lam tuong ty cho dong (row).

Dia chi twong doi: Pia chi twong déi c6 dang cot dong vi du B3. Mot cong thirc c6 chura dia
chi twong d6i khi copy dén vi tri mai dia chi sé tu dong bién doi.

Dia chi tuyét doi: Dia chi tuyét dbi c6 dang $cotsdong. Vi du $B$3. Mot cdng thuc ¢6 chira
dia chi tuyét doi khi copy dén vi tri mai dia chi khong thay doi.

Dia chi hdn hop: Dia chi hdn hop 1a dang két hop cua ca dia chi tuong d6i va dia chi tuyét ddi
theo dang $cot dong (vi du $B3) hay cot $dong (vi du B$3). Khi copy mot cdng thic ¢o chua
dia chi hon hop, thanh phan tuyét doi khéng bién d6i, thanh phan tuong doi bién doi.

Pé chuyén ddi giira cac dang dia, sir dung phim chirc ning F4.
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2.3 Cac dang dir liéu trong Excel

Nam virng cac dang dir liéu rat quan trong dé giai cac bai toan trong Excel. Bé dinh dang dit
liéu, lya chon (bdi den) vung dir li¢u, chon menu format | cells | numbers. Cua s6 nhu hinh
1.24 hién ra. C6 thé st dung to hop phim tit Ctrl + 1 hoic kich chudt phai vao ving da chon
ciing cho cing két qua.

21

Alignment | Font I Border I Patterns I Protectioni
|'Sam|:.l |

General format cells have no
specific number Format,

Cancel_|

Hinh 1. 26 Hinh dang di lidu
Co cac dang dit liéu sau

General - Dit liéu tong quét: Kiéu nay do Excel ty dong nhan dang

Number - Dt ligu so: Dir liéu kiéu s6 tu dong can thang bén phai 6. Theo ngam dinh, kiéu s
su dung dau cham (.) dé ngan cach phan thap phan va phan nguyeén.
Biéu dién s &m trong Excel sir dung 4 cach nhu trong hinh 1.26

Céch 1: St dung dau trir (-) nhu trong toan hoc.

Céch 2: Sir dung ddu ngozc don nhu trong ké toan.

Céch 3: Sur dung mau do.

Céch 4: Vira dung mau do vira dung diu ngoic don.

Céc ham tai chinh ciia Excel sir dung céch th tw. DE sir dung dau phan céch phan nghin, bam
chon & Use 1000 separator (,). Thay doi so cac so sau dau phan cach thap phén trong 6
Decimal places.

Format Cells ) 4 |
wurber | Aigment | Fort | Border | Pattems | Protection |
Sample——————————————————
’-wmou‘ao
Decimal places: [2 =
[V Use 1000 Separator i, )
Hegative numb
123410 =
1.734.10
=l |it,za410) 1=
Numhar 12l display of numbers. Currency and Accounting
offer \ df rmatl 0 for monetary value.,
Conce

Hinh 1. 27 Biéu dién sé am trong Excel

Currency - Dit liéu kiéu tién té: Dir liéu kiéu tién té tu dong can thang bén phai 6. Dang nay
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biéu dién cac don vi tién té cua cac nudc trén thé gigi. Dir lidu kiéu tién té biéu dién s thap
phén giong nhu dir liéu kiéu so.

Accounting - Dit liéu kiéu ké toan: Dir liéu kiéu ké toan tuy dong can thang bén phai 6. Dit
liéu kiéu ke toan cling biéu dién cac don vi tién té twong tu nhu dir liéu kiéu currency, tuy
nhién khéng co6 cach biéu dién s6 am.

Date - Kiéu ngay thang: Dit ligu kicu ngdy thang tu dong cin thang bén phai 6. Kiéu ngay
thang c6 thé thyuc hién véi cac phép tinh sé hoc. Theo ngam dinh, kiéu ngay thang nhap vao
Excel theo dang MM/DD/YY. (MM: Biéu dién thang. DD: Biéu dién ngay. YY: Biéu dién
nam). Trong ctra 5o type liét ké cac cach hién thi ngay trong Excel.

Time - Kiéu thoi gian: Kiéu thoi gian tu dong cin thiang bé phai 6. Biéu dién thoi gian trong
Excel c6 dang HH:MM:SS. (HH: Chi gio. MM: Chi phut SS: Chi gidy).

Percentage - Kiéu phan tram: Kiéu phan trim ty dong can thang bén phai 6. Kleu phan trim
d6i mot s sang dang phan trim bang cach nhan vai 100 va thém dau % vao sau s do.

Fraction - Kiéu phan s6: Kiéu phan sb ty dong cin thiang bén phai 6. Kiéu phan sé biéu dién
cac so ¢ dang phan so. Kiéu hién thi dugc chon trong muc Type.

Text - Kiéu ky tu: Kiéu ky tu 1a sy pha tron cua cac chit cai cac chix s6 va cac ky tu dac biét
D lidu kieu ky tu ty dong can trdi. Su dung dir liéu Kiu ky ty trong ham hogc trong cac phép
toan phai dugc bao gitra cap dau nhay kép (). Luu y: Cap dau nhay kép khac 2 cap dau nhay
don ().

Chu y: Vi céc day ki ty bat dau bang s 0 vo nghia (vi du s6 dién thoai 0913...) khi nhap vao
bang tinh, Excel s& tu dong cat di so 0 dau tién. Deé gir lai s0 0 nay, s dung dau (°) trudc khi
day ki tu hoac dinh dang 6 kiéu ky tu.

Scientific - Kiéu rit gon: Ap dung cho kiéu s6. Khi biéu dién céc s6 qué lon hogc qua nho,
Excel dua vé dang rut gon deé tiet kiém khong gian.
Vidy: 123.45 = 1.23E+02; 0.00123 = 1.23E-03

Special - Kiéu dic biét: Kiéu nay dung dé biéu dién cac dang dic biét nhu ma s6 buu dién, sé
dién thoai kieu My ...

Custom - Kiéu do nguoi dung dinh nghia: Vi kiéu nay nguoi ding cd thé dinh nghia cach
hién thi cac dang di liéu theo y mudn. Vi du: Khi nhap ngay vao Excel, cd thé sir dung céch
ngadm dinh MM/DD/YY (thang/ngay/nam). Sau d6 st dung kiéu custom dé dinh dang thanh
ngay kiéu Viét Nam bang cach nhap vao cira s6 type DD/MM/YYYY (Ngay/Thang/Nam) nhu
trong hinh 1.26

2.4 Céac phép tinh trong Excel

Trong Excel c6 thé thuc hién cc phép toan s6 hoc (+, -, *, / va "), cac phép toén logic (>=,
<=..), va phép toan ghép chuoi (&). Bang 1.1 tém tat cic phép todn va cach dung.
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Ngay Murber | algment | For | Border | patterms | Procection |
4/30/1975 Category: Sample——————————————————————————
General [ 30-04-1975 |
5H9/1947| [cere
9.’2’1 945 Currency Type:
Accaunting [ET———]
12/22/1944) |pa=
Time 0% -[
Percentage 0,00%
Fraction 0.00E-+00
##0.0E4+0 -~
#7207
ERrirr
jdfyyyy &
Delete l
Twpe the number Farmat code, using one of the existing codes as 3 starting
poink,
|

Hinh 1. 28 Dung kiéu Custom dé dinh dang ngay thang

Bang 1. 1 Cac phép tinh trong Excel

Phép toan Y nghia Vi du
+ Phép cong 1+2=3
- Phép tru 5-2=3
* Phép nhan 3*5=15
Phép chia 27/13=9
A Luy thira 2n3=2%=38
% Phén trim 5% = 0.05
& N&i chudi “Viét” & “Nam” = “Viét Nam”
> Lén hon 4>3="True
< Nho hon 4 < 3 = False
>= L6n hon hodc bang | “Aa” >= “aa” = False
<= Nho hon hodc bang | “Aa” <= “aa” = True
= Bang “B” =“B” = True
<> Khac “a” <> "“A” =True

Thir tu thuc hién cac phép toan nhu sau: phép toan liy thira, phép toan nhan chia, phép toan
cong trir, phép toan logic.bé thuc hién cac phép toan trai vai tha tu nay, sir dung dau ngac
don ().

2.5 Sir dung ham trong Excel

Ham (Function) trong Excel la mét to hop cac cong thirc da dugc xay dung sin nham thuc
hi¢n cac tinh toan hay xu I chuyén biét nao d6. Ham duoc déc trung boi tén ham, dau mo
dong ngoac va danh sach cac tham so6. VD: Ham tinh tong =Sum(2,5,3) = 10.

Tén ham la cac tén chuan do Excel quy dinh. Dau mé dong ngoic bat budc phai cé. Di s6 1a
cac dir liéu dau vao dé tinh toan hay xir 1y. Doi so cé thé cé hoac khéng c6. Néu cd nhiéu hon
mot doi so thi cac doi so dugc ngan cach boi dau “,”. Truong hop dau “,” dugc st dung dé
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