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LOI MO DAU

Chuong trinh dao tao ""Tin hoc vian phong chuyén nghiép" duoc Cong ty
Pién todn va truyén sé liéu (VDC) xdy dung va phat trién theo cdc chudn quéc té vé
ing dung cong nghé théng tin (CNTT) cho cdc doi tiwong nguwoi ding (end user).
Chirong trinh cung cdp kién thirc vé cdc khdi niém cia CNTT, cdc kj ndng sir dung
mdy tinh cd nhdn va cdc phan mém iing dung chung & mikc tir co ban dén ndng cao.
Tai liéu hoc tdp va giao trinh bcfng tiéng Viet, luon dwoc cdp nhat cac cong nghé
mdi nhat, dwoc cung cdp mién phi cho hoc vién khi dang ky hoc trén 16p hodc ding
ky thi hoc phan.

Chirong trinh "Tin hoc vin phong chuyén nghiép" gom 7 hoc phan, méi
hoc phd‘n cung ccfp cho hoc vién mot ngi dung kién thire cu thé, doc ldp. H¢ Zhéng
thi sat hach hoan toan doc ldp voi qua trinh hoc trén lop. Khi dang ky thi sdt hach,
hoc vién duoc phat mién phi tai liéu hoc tap, hoc vién co thé tw hoc va tham du ky
thi sat hach ma khong can phdi dén [6p hoc. Hoc vién phai thuc hién mot bai thi
thwe hanh trén may tinh trong vong 120 phiit va mét bai thi 1y thuyét triec tuyén trén
mang trong 60 phut. Piém dat yéu cau la 70/100 diém cho bai thi thuc hanh va
60/100 diém cho bai thi Iy thuyét. Cdc hoc phan nay gom:

1- C4c khéi niém co ban vé CNTT

2- Sir dung hé diéu hanh va quéan Iy may tinh

3- Soan thao van ban (MS Word)

4- Bang tinh dién tir (MS Excel)

5- K§¥ ning trinh dién (MS PowerPoint)

6- Co s& dit li¢u (MS Access)

7- Ung dung cia mang LAN va mang Internet trong cong viéc

Chuong trinh “Tin hoc van phong chuyén nghiép” dau tien duoc khai
giang vao ngay 15/08/2005, c6 cac lop hoc sang, chiéu va toi, tuan hoc 3 buéi. Céc
hoc vz’en s¢€ duoc tur van day dii vé noi dung hoc, thoi gian hoc, hinh thuc thi...Moi
chi tiéet xin lién hé:

TRUNG TAM PAO TAO CONG NGHE THONG TIN
Toa nha Fafilm, Tang 4, s6 19 Nguyén Trai, Thanh Xudn, Ha NGi
Tel: (04) 5 680 373 Fax: (04) 5 680 374 Email: itcvdc1(@vnn.vn
http://www.itc.vdc.com.vn
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Chuong 1

LAM QUEN VOI HE PIEU HANH WINDOWS
Bai 1.1: Gi6i thiéu Windows XP

Windows 1a tap hop cac chuong trinh diéu khién may tinh thuc hién cic chirc
nang chinh nhu:

- Piéu khién phin cing ciia may tinh. Vi du: N6 nhan thong tin nhap tir ban
phim va guri thong tin xuit ra man hinh hodc may in.

- Lam nén cho cac chuong trinh tng dung khéac chay. Vi du nhu cac chuong
trinh xur ly van ban, hinh anh, am thanh...

- Quan Iy viéc luu trit thong tin trén cac 6 dia.
- Cung cép kha ning két ndi va trao doi thong tin giita cdc may tinh.
Windows c6 giao dién d6 hoa (GUI — Graphics User Interface). N6 dung céc

phan tr 46 hoa nhu biéu tuwong (Icon), thuc don (Menu) va hop thoai (Dialog) chira
cac 1énh can thyc hién.

Windows XP 1a mdt phién ban mai ctua hé diéu hanh Windows, ké thira tir cac
phién ban Windows 95, 98, 2000, véi nhiéu tinh nang uu vi¢t va hién dang duoc st
dung phd bién cho cac may tinh c4 nhan dé ban.

bé str dung duoc h¢ diéu hanh Windows, y€u cau may tinh ctia ban phai c6 cau
hinh t6i1 thiéu nhu sau:

- Bo xtr 1y Pentium II 300 MHz
- RAM 128 MB
- BO nho tréng 1,5 GHz.
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Bai 1.2: Khéi dong Windows

1. Bat man hinh may tinh

An vao cong tic ngudn on/off trén man hinh may tinh. Khi dén bao sang tic 1a
man hinh may tinh dang bat va nguoc lai, dén khong sang tirc 1a man hinh may tinh
dang tat.
2. Bit cong tic ngudn clia may tinh

Ban chi can bat cong tic (Power), Windows s& tu dong chay. Tuy thudc vao
cach cai dat, co thé ban phai gd mat ma (Password) dé vao man hinh 1am viéc, goi
l1a Desktop ciia Windows.

s

Windows

o bagin, Click your Usar namea

[ Turn off computer

Hinh 1.1

Hoic ban an t6 hop phim Ctrl + Alt + Delete, khi d6 s& hién ra cua s6 nhu hinh
1.2. Bé truy nhdp vao ban phai gb ding User Name (tén truy nhap), Password (mat
khau) va kich chudt vao OK. Néu dung User Name va Password, ban s& truy nhap
vao man hinh Desktop cua Windows.

Welcome to Windows

-

CamyrighbE 19952001
Microssft Corponation

User Name: | |

Paszword: | |

Log on To: | vl

[1 Log an using dial-up connaction

[ o || cencet | [Ehutdown.. | [ 2ptions =

Hinh 1.2
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Bai 1.3: Man hinh Windows XP

Sau khi khé1 dong xong, man hinh cia Windows XP thuong c6 dang nhu hinh 1.3

Man hinh|
.—|Desktop

Thung rac

Menu Start

. 1
Thanh cong cu khoi dong Thanh tac vy Chuong trinh hé théng
nhanh




i liéu chi

<x

em (

A% off tra Aan Vi lone aninacd file b AS vam tnan hR rle~ frans
wroc mot so trang déu. Vui long download file goc dé xem toén b céc trang

B
\h LY

[y Documents

nhanh

Man hinh|
.—|Desktop
Thung rac
Menu Start
] |
Thanh cong cu khdi dong Thanh tac vy Chwong trinh hé théng |—

Hinh 1.3

Duéi déy 1a cac thanh phan chinh trong man hinh Windows:

Thanh phén

Chirc nang

Man hinh Desktop

Pay 13 man hinh ban s& thdy dau tién khi khoi dong
Windows. C6 chttc nang nhu mat ban lam viéc, noi chira
cac biéu tugng, cac tép tin (file), thuy muc cua cac chuong
trinh tng dung theo ¥ ban. Ban c6 thé thay ddi nén man
hinh theo ¥ muén cta minh.

My Documents

My Documents la mot thu muc dic biét, noi cho phép ban
luu trir cac té€p va tai liéu do ban tao ra

My Computer My Computer cho phép ban xem dugc moi thr co6 trong
may tinh
My Network Place | Néu may tinh ctia ban duoc két ndi trong méi truong mang

thi s& c6 biéu twong My Network Place xuat hién trén man
hinh Desktop, cho phép ban nhin thay cac may khac trong
mang va két ndi dén cac may nhin thiy trong My Network
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Place

Recycle Bin

Recycle Bin (Thung rac) noi luu trit tam thoi tat ca cac tép,
thu muc ban da xoa

Taskbar

Thanh tac vy chita ctra s6 thu nho cua cac chuong trinh ban
dang chay trong Windows. Ung dung nay cho phép ban co
thé chay nhiéu chuong trinh, mé nhiéu ctra s6 dong thoi,
mubn chuyén qua chuong trinh nao ban kich nao chuong
trinh do trén thanh taskbar.

Menu Start

Menu Start cho phép ban khoi dong bat ky chuong trinh
nao co trong Windows

Quick Launch
Toolbar

Thanh cong cu khdi dong nhanh chtra nhitng chuong trinh
cho phép ban khéi dong nhanh v6i mét 1an kich chudt thay
vi phai kich dap chudt vao biéu twong dé trén man hinh
Desktop hodc m¢ menu Start.




@
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Bai 1.4: Str dung Menu Start

Khi kich vao menu Start trén thanh Taskbar, ban sé& th'éiy hién 1én giao di¢n nhu

hinh 1.4.

Tén cua nguoi dung
dang sir dung s& xuat
hién trén cung ciia menu
Start

Ving nay chira nhiig biéu
tuong khoi dong cac chuong
trinh ban thuong xuyén su
dung.

Internel
Interret Explorer

“opm E-mail
= Micromn T Cutiook

e -
Microsaft Ward &7
% Microsoft Excel
B
Hyoeranzpoi 4

| My Documents

\_‘5 Hy Recent Documents  #
| % My Pictures

|__3a Hy Husic

ST_l My Computer

q Hy Helwork Places

Chtra toan by chuong trinh
duoc cai dat trong may tinh
cua ban. Kich chudt vao All
Program s€ hién ra danh sach
cac chuong trinh co trong
may tinh.

E‘c&f Frewores 4

Miroeaft Access

% Dreamweaaer 4

- All Programs D

E_.}P Cantral Panel
*_,. Camect In ]

& Q Prnters and Fames

!)) =l and Support
!:) Smarch

§ j Run...
(B0 [@|hutooen

Phan bén phai chira
cac chuong trinh diéu
khién hé thong
Windows, cac thu muc
quan trong.
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Tén ctia nguoi dung
dang str dung s& xuat
hién trén cung cia menu
Start

Vung nay chira nhimg biéu
tuong khoi dong cac chuong
trinh ban thuong xuyén st
dung.

Chtra toan by chuong trinh
duoc cai dat trong may tinh
cua ban. Kich chudt vao All
Program s€ hién ra danh sach
cac chuong trinh co trong
may tinh.

- All Programs D

Internzl [ My Documents

7 Intermet Explorer
Ty Email \_35 Hy Recent Documents ¢
- !_'_‘;_.a My Fictures
W37 Microsaft Wiard 27 ~h . A A e
Gty | 7 My Husic Phan bén phai chua
% T ,‘,_,,;_g M T cac_:;chuimgAtrmh diéu
khién hé thong
i ih_,__é_.sm — S 1y metwork places Windows, cac thu muc
uan trong.
GJ' Cantral Pane ! ong
g‘(} Fresworks 4
._ e_,, Camect In L
ﬁ""’ Mirosoft Access -
= 2] Prnters and Fames
@‘ Dreamweaaer 4 ;
= ‘?_.-' Helo and Support
!:) Smarch
£/ Run...

E] Log [F @l Shyt Dion

¢4 start

Hinh 1.4

Duéi déy 1a cac chiic ning cta cac biéu tuong chuong trinh trong Menu Start:

Biéu twong

Chirc nang

é Internet Explorer

Khot dong trinh duyét truy nhap Web; tén mdc dinh la
Internet Explorer

_':;_] Outlook Express

Khot dong trinh duyét thu dién tr; tén chuong trinh la
Outlook Express

.
<) Recent Document|

M6 ra danh sach céc tai li€u vira mé ra gan day nhat

.--C
|__/ My Pictures

M¢ thu muc My Picture, noi luu va quan ly cac t€p anh

Mo thu muc My Music, noi luu va quan 1y cac t€p am
thanh

Mo ctra s6 Control Panel, cung cap céac tuy chon dé c6 thé
thiét 1ap va quan 1y cac giao dién va chirc ndng ciia may
tinh ca nhan theo hé diéu hanh cai dat.

10
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e. Connect To
i

Két ndi dén mang Internet hodc mang ndi1 bd (LAN)

L2 Printers and Faxe

Hién thi cdc may in, may fax néu dugc cai dat

¥)) Help and Support

Hién thi cac thong tin trg giup cia Windows XP.

Cho phép ban tim kiém céc chuong trinh, t€p, thu muc.

M¢& mot chuong trinh hodc tép béng cach go Iénh truc tiép,
giong nhu trong MS-DOS.

Cho phép thoat khoi hé théng véi account hién thdi va cho
phép truy nhap vao h¢ thong vdi account khac.

@ Shut Down

Cung cip chirc ning tit may, khoi dong lai may.

11
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Bai 1.5: Sir dung chugt

Chuét dung diéu khién con tro chudt twong tac voi nhimg ddi trong trén man

hinh. Chu6t thuong c6 2 nut:

- Nt trai thuong dung dé chon d6i twong; di chuyén ddi tugng...

- Nut phai thuong dung hién thi mot thuc don cong viée. Noi dung Thue don

cong viée thay dbi tiry thudc con tré chudt dang nam trén ddi tuong nao.

Céc hanh dong ma chuot thuc hién:

Tré dbi | Ré chudt trén mit phiang ban dé di chuyén con tré chudt trén man

tuong hinh tré dén doi1 tugng can xur ly.

Kich trai Thuong dung dé chon mot dodi tuong, béng cach tro dén dbi tuong,
nhan nhanh va tha ntt trai chuot.

Ré/Kéo Dung di chuyen dbi tugng hodc quét chon nhiéu d6i tuong bing

(Drag) cach tro dén dbi tuong, nhan va giir nut trai chudt, di chuyén chuot
dé doi con tro chudt dén vi tri khac, sau d6 tha nat trai chudt.

Kich phai Thuong dung hién thi mot thuc don cong viéc lién quan dén muc
dugc chon, bang cach tré dén doi tuong, nhan nhanh va tha nit
phai chudt.

Kich dap Thudng dung dé kich hoat chuong trinh duoc hién thi dudi dang

chuot mot bi€u twong trén man hinh, bang cach tréo dén doi tugng, nhan

(Double nhanh va tha nut trai chudt 2 lan.

click)

12




Gido trinh Sir dung hé diéu hanh va qudn 1y mdy tinh

Bai 1.6: Thoat khéi Windows va tiat may

Khi d3 hoan thanh cong viéc va khong dung dén mdy tinh nira, ban tit may tinh
va rat khoi ngudn dién. Dé Windows hoat dong on dinh va khong bi 16i, trudc khi
tat may, ban phai thoat khoi Windows (shutdown). Thyc hién Shutdown may tinh
theo cac budc sau:

1. Luu cac chuong trinh ban dang thuc hién va dong tit ca cac ctra s6 chuong
trinh con hién trén thanh tac vu. Néu tit may ngang c6 thé giy ra nhiing 15 nghiém
trong.

2. Kich vao menu Start
3. Kich chon muc Turn Off Computer.

- Hop thoai Turn off computer xuét hién (Hinh 1.5), kick chudt vao nat Turn
off.

- Néu mudn khoi dong lai may tinh, ban chon Restart

- Néu muén tam thoi ngung lam viéc v&i mdy tinh va dé ché do tiét kiém dién,
ban chon Stand By

Hinh 1.5
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BAI TAP CHUONG 1

1. Bat may tinh va kho1 dong Windows XP

2. Tim, tré chudt va kich vao menu Start, sau d6 dong menu Start ma khong
chon bat ky mot chuong trinh nao

3. Tim va kich dap chudt vao My Computer

4. Shutdown Windows.
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Chuong 2

LAM VIEC VOI CUA SO WINDOWS

Bai 2.1: Khéi dong mot chwong trinh
Dé 1am bét ky mot viéc gi trén may tinh, ban cin phai chay moét chwong trinh.
Chuong trinh 1a mot cau trac 1énh duogc 1ap trinh dé ra 1énh cho may tinh thuc hién
mot cong viéc nao do. Vi du Microsoft Word 1a mot chuong trinh soan thao va xu
Iy van ban. Cach tot nhat dé khoi dong chuong trinh 14 kich vao Menu Start, sau d6
chon mét chuong trinh can khéi dong trong All Programs. Dudi ddy 1a cac budc
thuc hién khoi dong chuong trinh WordPad trong Windows.

1. Kich vao menu Start

2. Tré chuot vao All Programs: mot thuc don danh sach cac chuong trinh cé
trong may tinh s& xuat hién nhu hinh 2.1

b Intermet § My Documents
e et oy
S E-mail # My Becent Decuments  +
Microscft Outoo W Windows Catzlog

& Windows Update
@ Wirdhowes Wedia Play
VT Aco=ssores

¥

3 EB ToLr Windows 3P Y Administralive Tools {Common)  #
i@ Apphcabons [

“‘! MR Exphorer R Games »
¥

3 swrhp

@8 Intermet Explorer

i_"s] Moosoft Jubdook Newsreacer
Wl F= Explorer

Rl Outiook Express

§we REMOE Asccisnce

'&'itl'ﬁ Findoses Mo IHako

LU A () wircows Mecia Flayer

B oo o @5t oomn

Hinh 2.1

3. Tré chudt vao Accessories: Khi do6 hi¢n ra cac chuong trinh c6 trong thuc
don Accessories. Va ban sé& nhin thdy chuong trinh can khoi dong WordPad. Do 1a
Iy do vi sao phai chon Accessories. Ban phai biét chuong trinh can khéi dong nam
& thuc don nao va phai tré dén dung thuc don do.
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Hinh 2.2

4. Kich chudt vao WordPad: Chuong trinh WordPad s& xuat hién trén man
hinh. WordPad 1a mot chuong trinh soan thdo vin ban don gian dugc tich hop sin
trong Windows.

B Bocurment

WordPad

é-1 '.E ' ] [ & v [T

[For Helo, peese P =l
Aecpde Bn

Bt ky chuwong trinh
nao dang chay sé
xudt hién trén thanh
tac vu Taskbar

]
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