Cha y:

Tai liéu nay dugc thiét 1ap tu dOng
cap nhat tat ca cac lién két va ma lap

trinh déu & dang d{ liéu Viét Phép.
M@y tinh can chinh vé dang Viét Phap

truGc khi xem, soan, sta, bO sung...

Khong thuc hién sta ch{ra dé Ién phan
nOi dung c6 ma nén den nhu thé nay.
Khi sUra chra xong, boi den chon toan

b6 van ban, nhan phim F9 d€ cap
nhat khong cat hinh chuyén vi tri ma
chi chuyén phan ch{, do cac hinh déu
dat BookMark lién két, néu khong dat
lai diing sé bj 10i hang loat.
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BKAV
CNTT
COM

CSDL
DDE

DL
Excel

IDE

MSDN
OCT

OLE
TCVN3 (ABC)
UNICODE
VB

VBA

VD

VSTO

Word

cHU VIET TAT

Nhan phim Enter trén ban phim

Budc

Bach Khoa AntiVirus

Coéng nghé thong tin

Component Object Model, md hinh doi tugng
dang ndi dung

Co s6 dirliéu

Dynamic Data Embedding, nhing dit liéu
dbng

D{rliéu

Microsoft Excel

Integrated Development Enviroment, moi
trudng phat tri€n tich hgp

Microsoft Developer Network

Office Customization Tool, cong cU tuy bi€n
Office

Object Linking and Embedding, nhiing va lién
két dOi tugng

Bdng ma chudn ky tu Viét Nam truGc nim
2003

Bdang ma chudn ky tu Qudc t€, dong thoi 1a
bang ma chudn ky ty Viét Nam tUr nim 2003
Visual Basic

Visual Basic cho Ung dung

Vidu

Visual Studio Tools for Office, cong cu truc
quan cho Office

Microsoft Word

Extensible Markup Language, ngén ng(r danh
dau mé rong

Excel Library ToolBar, thu vién thanh cong
cu cla Excel

Excel Library Add-In, thu' vién m& rOng cUa
Excel
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LOTNOI bAU

D€ dap Ung cho nhu cau Ung dung CNTT trong hoc tap, nghién c(iu va
gidng day cUa Hoc vién, tii li€u “Xu ly tu dOng trong tin hoc van phong”
dudc bién soan nham gitip cho ngudi hoc ndm rd ban chat cla van dé can xUr
1y, tao tién dé cho viéc xay dung va phét trién Ung dung CNTT trong cong tac
van phong.

Tai liéu “X0 ly tu dOng trong tin hoc van phong” thOng nhat noi
dung cUa nhiing tai liéu dich nguyén ban tU ti€ng Anh, cac tai liéu va nhiing
bai viét vé bd phan mém Microsoft Office hién c6 trén Internet va nhiing tai
liéu da xuat ban. NOi dung chU yéu tap trung di sdu vao nhiing van dé lién
quan dén xU ly tu dOng trong van phong Microsoft Word, Microsoft Excel, két
noi, lién k&t dr li€u G phién ban 2003, 2007 da va dang s dung trong Hoc
vién, phi hgp vGi yéu cau n0i dung, chuong trinh dao tao nhan luc CNTT.

B0 cuc cla tai liéu gdm 8 chuong:

- Chuong 1: Thiét 1ap dit liéu hé thOng va cai dat Microsoft Office;

- Chuong 2: Ngon ng(r Visual Basic cho Ung dung;

- Chuong 3: Cac tép luu tr(r tuy bién;

- Chuong 4: Cac xU ly tu dOng chuyén biét trong Microsoft Word;

- Chuong 5: XU 1y tu ddng hon hop trong Microsoft Word;

- Chuong 6: Cac truOng trong Microsoft Word,;

- Chuong 7: Cac thao tac trong Microsoft Excel;

- Chuong 8: Thié€t 1ap cong thlic cho cac 6 bi dOng trong Microsoft Excel.

Tai liéu dung cho céc 18p dao tao nhan luc CNTT vé&i nhiing hoc vién
da sUr dung tin hQc trong cong tac van phong; phuc vu cho du an clla HOc vién,
dong thdi ciing thich hop cho cic gido vién, cac 1ap trinh vién, hoc vién viét do
an, ludn vin tOt nghié€p va can b0 dang vi€t chuyén dé, gido trinh, tai liéu.

Tai liéu dugc bién soan 1an dau, rat mong nhan dugc y ki€n déng gop
cUa ban doc d€ tai liéu ngdy cang hoan thién.

Xin trdn trong cdm on!

Tac gia

Trung tdm Tin hoc ABC gi(t bdn quyén
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ChU’Ohg 1
THIET LAP pU LIEU HE THONG VA CAI DAT MICROSOFT OFFICE

Chuong ndy trinh bay cach chinh hé thOng theo chudn Viét Nam va thuc hién
cai dat dé céc noi dung xU1y va vi du clia nhiing chu'ong sau trong tai li€u nay du'gc
thuc hién ding. Viéc xac dinh va thiét 13p cac d{ liéu Vlet Phap gitp cho xU ly
nh{ing van dé lién quan dén d{rli€u thong dung khong mac 16i. Viéc cai dat day du
cho phép tan dung dugc moi kha nang clla Microsoft Office ddng thGi ndm 1o phan
mém BKAYV dé tranh khong 1am hdng cac macro.

1.1. M6t s6 van dé thi€t 1ap hé thong

1.1.1. Piéu chinh dir liéu vé dang Viét Phdp

a) Cong dung

Dung dé€ thOng nhat d{t liéu trong tii liéu diing vdi quy dinh Viét Nam. Néu
khong diéu chinh, drliéu sé dugc x(r Iy khong diing, (cac vi du trong tai liéu ndy ciing
khong loai trlr) chinh vi vay phai 1a cong viéc can ki€m tra dau tién khi st dung may
tinh.

b) MOt so quy dinh vé dir liéu dang Viét Phdp

- VE s0:

+ SO dung dau cham dé€ ngin céch cic nhém 3 s, mo A gid tri ngan, triéuy,

+ SU dung dau phdy d€ ngin cach doi vdi gia tri phan nguyén va phan thap

+ SUr dung dau trlr (-) 1am ky hi€u sO am va dugc dat & tru'de phan gia tri cla

sO.

-Vé tiénté:

+ Quy dinh theo cach vi€t vé s0.

+ Ky hi€u chi don vi tién té dUng sau phan ch(t s0.

- V& thoi gian:

+ Quy dinh viét theo th€ thlic ngdy/thang/ndm.

Bang 1.1. Pinh dang Viét Phap va Anh My
6 _ Viét theo dinh dang _
viet Phap Anh My

1000 1/4 1.000,25 1,000.25
Ngay 10 thang 3 nam 2010 10/3/2010 3/10/2010
10000000 do la 10.000.000 $ $ 10,000,000
123 d6 dudi 0 123°C (123°C)
DPon vi do theo hé Metric (mét) U.S (inch)

c) Cdch di€u chinh

BO0. Vao Control Panel. (Start/Control Panel)

B1. Vao Regional And Language Options, hOp thoai hién ra. (hinh 1.1 trang
5) chon niit Customize... Pi€u chinh 1an 1uot 4 thé gobm Number, Current, Time,
Date, thé nao trudc cling dugc, theo quy dinh dinh dang Viét Phap theo cc hinh vé

Trung tdm Tin hoc ABC gi(t bdn quyén
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(tUrhinh 1.2 dén hinh 1.5) sau d6 chon Apply va OK.

Chu y: - Khilam viéc v0i cac phan mém, st dung dinh dang Viét Phap.

- Khi 1am viéc, 1ap trinh bang VBA, sUr dung cach viét va dinh dang Anh My.

- Khi nhap d{tliéu s6, khong nhap dinh dang, d€ Office tudinh dang.

Regional and Language Options

Regional Options | Languages | Advanced

Standards and farmatz

Select an item to match itz preferences, or click Customize to chooze
waur awn farmats:

Englizh [United St

g w || Cuztomize,

Samples

MNumber. 1123 456,783,00 Diéu chinh dé dua

Currercy: |123.455.?89,DD$ dii liéu vé dang
_— Viét Phap

Tirme: | 35955 A '

Shott date: | 07/06/2010 |
Longdate: | 07/06/2010 |

Lozation

To help services provide you with local information, such az news and
weather, zelect your prezent location:

Yietham

I ak. ][ Cancel ]

Hinh 1.1. HOp thoai Regional And Language Options

Trung tdm Tin hoc ABC gi(t bdn quyén
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Customize Regional Options

W| Currency | Time || Date

Sample

Positive: |123.455_?EELEIEI | Negative: |-1 23.456.789,00 |
Decimal symbaol; | » |
Mo, of digits after decimal; | 2 » |
Dhigit grovping symboal; | W |
Digit grouping: 123,456,789 v|
MHegative zign zpmbol; | » |
MHegative number format; | .1 » |
Dizplay leading zeros: | 07 W |
Ligt geparatar; |; Lv |
Meazurement spztem: | b etric w |

[ (1] 4 ] [ Cancel ]

Mumbers | Curency | Time | Date

sample

Positive: |123.456.753.00% | Negative: |-1 23.456.759,00% |
Currency zembal; |$ W |
Positive curency format: | 1.1% W |
Megative currency format: | q1.1% W |
Decimal symbal; | W |
Mo, of digits after decimal; | 2 W |
Dhigit grouping sumbal: | W |
Dhigit grouping: | 123.456.739 W |

| ok 4 [ Cancel ] [ Apply ]

Hinh 1.3. Pi€u chinh hi€n thi tién t& & Tab Currency vé dang
Viét Phap

Trung tdm Tin hoc ABC gi(t bdn quyén
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Customize Regional Options

Mumbers || Currency | Time | Date
Sample

Time sample: |1n:na:53 Ak |

Time format: | bemmess i v|
Time separator: |- v|
AM symbok | AM v/
PM symbol: | PM v/

Time farmat natation

h=hour m=minute z=3zecond t=amorom
h =12 hour

H =24 haur

hh, mm, 5% = leading zen

h. m. & = ho leading zera

[ k. |[ Cancel H Apply ]

Hinh 1.4. Di€u chinh hi€n thi thoi gian & Tab Time vé dang
Viét Phap

Customize Regional Options

Mumbers | Currency | Time | Date
Lalendar

YWhen a bwo-digit year iz entered, interpret it as a year bebween:

| | and (2029 |3

Short date
Shart date sample: |n?max2m 0 |

Short date format: | dd bk Ay W |
Doate zeparatar:
Long date

Long date sample: |n?max2m 0 |

Long date farmat: |dd.-"h"”‘-"|.-"_'.-'_','_','_',' W |

| ok | cancel | sepw |

Hinh 1.5. Piéu chinh hi€n thi ngay thang & Tab Date vé dang
Viét Phap
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1.1.2. Biéu dién dir liéu ngay thdng trén truc thoi gian
a) Ban chdt dir liéu thoi gian

Khodng th0i gian ngdm dinh
Ngay d, Ngay d, \
| | .

| | | >
1900 HOm nay 2078

»
L

SO ngay
Hinh 1.6. SO’ d® md ta vi tri tltng thoi di€m trén truc thi gian

- Theo ngdm dinh, may tinh quy dinh truc thdi gian bat dau tUf nam 1900 va
két thiic 3 ndm 2078. Khodng thGi gian nay c6 th€ duoc diéu chinh phtt hgp vdi thuc
t€ va kha ning tinh toan tu' dOng cUla mOi dang bai toan. V& viéc nhap dit liéu nim
khi nhap 2 con sO, méy tinh sé tu hi€u va tu dOng dién bG sung hai con s6 d€ hoan
thanh gid tri ndm. Khi nhap nam 99 thi may tinh tu* hi€u la ndm 1999. Nhp nim 11,
may tinh tu' di€n 1a nam 2011. Tuy nhién khi nhdp ndm 30 c6 th€ may tinh ndy coi 1a
nam 1930, may tinh khac coi la ndm 2030. Trén hinh 1.5 trang 7 phan Calendar c6
thé€ diéu chinh dugc khodng thdi gian quy dinh ndy d€ may tinh tuU nhdp ding vdi y
dinh. M6i mot thoi diém 14 1 diém trén truc thoi gian.

- Theo quy dinh thi nhuhg ngdy dUng sau (ngdy dz) duogc coi 1a 16n hon ngay
du‘ng truée (ngay d1) Nén khi lay ngdy d, trlr ngdy d, s€ duoc sO ngdy. Tuong tu
1ay ngay d; cOng v&i sO ngdy s€ duoc ngdy d,.

- Nhiing quy dinh lién quan dén ngay, thang, thoi gian 1a mOt trong nhig dr
liéu quan trong trong x(r Iy tur dOng lién quan dén nhiing cong viéc vin phong.

b) Nhiinhg di€u suy ra tlr truc thoi gian

Ngay cudi hodc (s6 ngdy) clla mOt thang = Ngay dau tién thang ké ti€p - 1

MO0i ndm c6 365,25 ngiy (Vi théng thuOng, 4 nidm s€ thém 1 ngay thanh nim
nhudn nén c6 thém chi s0,25) nén mudn tinh sO ndm (ny, tU s6 ngdy (ng) thi c6 thé sir
dung cong thuc:

- Dy
n =
¥ 365,25

Vi sO nam thuOng tinh s& nguyén, nén khi muGn 1am tron thanh sO nguyén thi

s dung cong thurc:

(1.0)

n, =INT(

365, 25) (1.0)

Trong d6 INT 1a ham ding d€ chuyén két qud trong bi€u thlc di sO clia nd
thanh sO nguyén. Hay:
d,-d,
n, =INT
(3 65.2 5) (1.0

Trong d6 d, 1a ngay sau, d; 1a ngay truéc.
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Ngoai ra c6 thé nhén duoc s6 du cla phép chia théng qua ham MOD (trong

Microsoft Excel) hodc phép tinh MOD trong VBA.

Trong Microsoft Excel sé viét theo ham:

A=MOD(A,; B,) (1.0)
Trong VBA sé viét theo khudn dang:

A= A,MOD B, (1.0)
Trong do:

A: K&t qua can tinh sO du.

A,: Bi€u thiic s6 bi chia.

B,: Bi€u thic sO chia.

1.2. Cai dat Microsoft Office

1.2.1. Nguyén tac khi cai dat Microsoft Office

D€ 1am viéc véi x(r Iy tu ddng, Microsoft Office phdi luon duge cai dat day

du, khong bo chlic ning nao va phai chay tat ca tUr mdy tinh. Viéc cai dat ngam dinh
s€ khong dap Ung duac, vi thi€u céc 1ua chon, nén khong phuc vu dugc cho xUrly tur

dbng.

Khi hién cac théng bao “Compile error in Hidden Module” phdi ti€n hanh:

- Cai dat bo sung cho Office tat ca cac chlc ning.

- BO sung thu vién ham va thU tuc cho VBA.

- Khong st dung chlic ning xoa macro cUa chuong trinh diét BKAV (n€u st

dung phan mém diét virus nay).

Trung tdm Tin hoc ABC gi(t bdn quyén
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1.2.2. Cai dat ddy du Microsoft Office

Chay cai dat gibng nhu d6i vdi bat cr mOt phan mém ndo, cho dén khi c6
hOp thoai 1ua chon cach cai, phdi chon Custom va Run All From My Computer.

VD 1: Cai Microsoft Office 2003, chay t&p SETUP.EXE trong thU muc ngun
cai dat. C6 th€ dién san cac thong tin vao viing [Options] cla tép SETUP.INI thi khi
cai, Office s€ tu dOng dién c4c thong tin can thiét, chi viéc chon Next.

(Thuong dat dong md cai PIDKEY=GWH28DGCMPP6RCA46J4AMT3HFDY)

i Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003 D 5
L B ]

Product ey
In the boxes below, bype wour 25-characker Product Key, Yoo will find this number

on the sticker on the back of the CD case or on your Certificate of Authenticity,

ProduckKey: |awHzs |-pacmp  |-fperce |-Jsaamr |-lsHFDY |

o] [ o ]

Hinh 1.7. HOp thoai nhap ma cai dat Office 2003

fiF Microsoft Dffice 2003 Setup
Microsoft Office Professional Edition 2003

Ilzer Information
Microsaft cares about your privacy, For information abouk bow Microsaft helps prokect

the privacy and security of vour data, please click the Help button,

User name: |y nén anh Cuing Initials: |c

Organization: |Tel: 0958.529.310

(== (o ]

Hinh 1.8. HOp thoai nhap thong tin nguGi dung

i'EJ Microsoft Dffice 2003 Setup

Microsoft Office Professional Edition 2003 Mote: InfoPath requires Microsoft Internet
Type of Installakion Explarer 6.0 or laker. For mare information,
click the Help button,

Recommended Install Description
O Typical Instal Customize your Microsoft OFfice installakion
or choose another type b choosing which Features boinstall on

wour computer, Recommended For
advanced users,

() Complete Inskal () Minimal Install

Inskall to: |C:'|,F‘r|:u;|ram FilesiMicrosaft Qffice’,
[ < Back ” Mexk = ] [ Zancel ]

Hinh 1.9. Chon Custom dé cai dat day du
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i@ Microsoft Office 2003 Setup

vuikdrg

S[EE
Microsoft Office Professional Edition 2003 Space Required on C:649 MB D
Cuskom Setup

Space fvailable on O 37 GE ;
Select the Microsoft Office 2003 applications you would like to install

[v] word [v]Publishier [#]Excel [¥] Access [¥] PowerPaint
[+] Qutlaok [“]InfoPath InfoPath requires Microsoft Internet Explarer version 6.0 or later

I [*]ihoose advanced customization of applications I

[ < Back ” Mext = l [ Cancel ]

Hinh 1.10. Chon Advanced Customization of Application
i Microsoft Office 2003 Setup

5
Microsoft Office Professional Edition 2003 Space Required on C: 16 ME D e
Advanced Cuskomization

Space Available on 36 GE
Choose update options for applications and tools

-
=3 Fun from My Computer

2 Run all from My Computer

= Installed on First Use ;
= vI Office Shared Features "
Description Cffice programs, plus additional content and tools

< Back

|

] [ pdate l [ Cancel ]

Hinh 1.11. Chon Microsoft Office rdi chon Run all from My Computer
i Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003
aurmary

Space Required on ;882 ME
Setup is ready to beain installing and will perfarm

the Following tasks:

Space Available on 37 GE
- Install the fFollowing Microsoft Office 2003 applications

= Word (Fun Fram My Computer) (= Outlook (Run From My Computer)
= Excel {Run From My Camputer ) == Publisher (Run fram My Computer)
=3 PowerPaint (Run Fram My Computer) = Access  4Run from My Computer)
= InfoPath

(Run From My Campuket)

[ < Back ]| Install | [ Cancel ]

Hinh 1.12. HOp thoai xac nh@n, dong y chon Install
Microsoft Office s€ thuc hién cai dat, copy vao mdy, ghi cac 1ua chon vao

registry cac thi€t 1ap ban dau, chd cho d&n khi hién hdp thoai c6 niit Finish, qué trinh
cai dat m6i hoan thanh.
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i@ Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003
Setup Completed

Microsoft Office 2003 Setup has completed successfully,

There may be additional components or security updates available online, Check the box
below ko wvisit the Office site in vour browser after Setup is Finished.

[ ]check the Wweb for updates and additional downloads

During Setup, Qffice installation files were copied to drive i, Deleting these files can

save approximately 232 ME of disk space, but it is recommended that wou keep them ko
assist with Office maintenance and updates.

[ Delete instaiiation files!

Hinh 1.13. HOp thoai bao cai xong \
Trudng hop khong cai dat Full s€ gap thong bdo ngay khi vao mOt phan
mém bat ky clla Microsoft Office, vi du trtuGng hop vao Microsoft Word:

FMicrosort Yisual Basic

"_-.‘ Caompile errar in hidden madule: UNICODE
L : S

Hinh 1.14. Bao 16i module &n, do khong cai dat day dl’lrMicrosoft Office,
(tat ca c6 bao nhiéu module trong normal.dot sé hi€n bay nhiéu théng bao
nay)

Phai ti€n hanh cai dat day dG d€ bo sung phén con thi€u.
1.2.3. Cai dat b6 sung Microsoft Office

Bang cach chay lai tép cai dat bd OFFICE (setup.exe), dén khi hién hop
thoai thi chon nhu hinh vé:

i'é'l Microsoft Dffice 2003 Setup
Microsoft Dffice Professional Edition 2003

l:' e
Maintenance Mode Cptions ﬁ ‘313
E!ﬂ g @Add ar Remove Features :
Taadn

i_hange which features are installed or remove specific Features

@.‘ O Ee?nstall ar Repa?r

Reinstall or Repair Microsaft Office 2003 ta its original skate.

i
®) ninstall
Uninstall Microsoft Office 2003 From this computer

[ Mexk = ] [ Zancel ]

Hinh 1.15. Chon “Add or Remove Features” d€ cai b8 sung Office
Céc bude con lai clla cai b sung s€ hién thi 1ai ti hOp thoai hinh 1.11 trang
11.
Néu cai dat Full, nhung van bao 16i “Compile error in Hidden Module” 1a
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do nhing thu vién b6 sung chua cap nhat, vi 1an cai dat wude chua day dd, phai
cap nhat cic thu vién nay bang tay trong Microsoft Office (VD Microsoft Word) nhur
sau:

B1. Vao VBA bang Alt + F11.

B2. Chon Tools/References... danh ddu cac thu vién can st dung t0i thi€u
phdi chon céc thu' vién nhu hinh 1.16 trang 13.

References - Project

&vailable References: (0.4

| Visual Basic For Applications ” Cancel
| Microsoft Word 11,0 Object Library
v OLE Aukomation

v Marmal Browse...
Mlicrosoft Diffice 11.0 Obiject Library
145 Helper COM Component 1.0 Type Library J
1A5 RADIUS Protocol 1.0 Type Library

Active D5 Type Library Priariky
Ackive Setup Control Library

ActiveMavie cankral bvpe library ﬂ
ATL 2.0 Tvpe Library

ATP 2.0 Tvpe Library
blockdriver 1.0 Type Library
hrn swsinfo 1.0 Twne |ibrars

£ >

Help

e

Microsaft Office 11,0 Object Library

Location:  C:\Program Files\Common Files\Microsoft Shared\OFFICEL LM
Language: Standard

Hinh 1.16. BO sung cac thu vién t0i thi€u sé s dung
1.2.4. Chiy khi stt dung churong trinh Bdch Khoa AntiVirus

Bkay2008 Yersion 2639 - Cap nhat ngay 26/11/2009 - Build 14h:19*

Bach Khoa AntiVirus

Home Edition -

Tubchon | Mhatki | Lichquét | Live Update | Gigithigu |

Chan § da Chan kigu File Luta chan khas 1;
i

" Thted & cing va USE Iv Filz chudng trink v Dlétkhﬁngcénhn! E
" Chon § dfa hé thdng [¥ File w&n bin I Sao luu e khi digt >I
% Chon nhidu 8 dia [V TEt ca cac File v Map e khdi ddng {
" Chon thu muc [~ *0& tht cd Macro [ English Interface é

Tig gii e ; Thoé
1995.2008 MguyZn T Quing ﬁ 14 giup gl X oat
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Hinh 1.17. Néu khong cdn than, BKAYV la chuong trinh pha héng moi
chttc nang xU 1y tu dOng, khi chon “Xoa tat cd Macro”

Trong qué trinh xU ly tu' d&ng, 1am viéc chll yéu v6i cac macro. Cac macro
nay v&i bat cf phan mém diét virus ndo ciing khong c6 van dé gi, ngoai trlr phan
mém diét virus BKAV sé xo04 mat macro néu danh ddu muc “Xoa tat cd cac
macro”. BKAV la chuong trinh diét virus duy nhat cho tGi thdi di€m nay, khong phan
biét dugc virus v&i macro. Cho nén d€ tranh nhiing sai sét déng ti€c, tai liéu khuyén
céo khong nén st dung churong trinh diét Virus BKAV.EXE khi méy tinh c6 ding cac
chUc nang xUrly tu dOng.

Két ludn chuong

Chuong ndy mdc du chi néu van dé lién quan dén di€u chinh, cai dat day du
va bo sung Microsoft Office nhung c6 vai trd rat to lc'In 1am nén méng cho moi van
dé xtrly tu dOHg décap & nhu‘ng chuong sau. Céan nam chac nhiig ndi dung clia
chuong ndy dé trdnh nhu‘ng 16i dang ti€c.

Trén thuc t€ c6 rat nhi€u dang toan lién quan dén thoi gian nén phai ndm
chac quy dinh cUa méy tinh vé thoi gian d€ dua ra nhth thuat todn, phurong phép
xU ly d0i véi thoi glan hdp ly. Nh(ing nham 1an vé nbi dung nay sé anh huo‘ng rat
16n d6i vdi cac ndi dung can dUa ra, thadm chi c6 nhi€u két qua trai ngugc véi yéu
caux(rly.

Cau héi on tap chuong

0. Dinh dang d{r liéu ki€u Viét Phép va Anh My c6 ddc di€m gi giéng nhau,
trai ngu'gc nhau?

1. Khi nhap gia tri 1000 vao 1 6 trong Microsoft Excel c6 3 cach nhap, chon
cach ding nhat, gidi thich tai sao?

a)Nhap “1.000°  b)Nh&p“1,000"  c)Nhap “1000”

2. Thuc hién di€u chinh d{rliéu vé dang Viét Phap di vdi cac hé diéu hanh
Windows Vista, Windows 7... hodc cac hé di€u hanh méi hon (nu cd).

3. Thuc hién cai dat Full cc b0 cai Microsoft Office 2007, Microsoft Office
2010 hogc version cao hon.

4. 0 mOt méy tinh, khi nhap ngdy thing ndm vao mGt 6 trong Microsoft Excel,
nhung Microsoft Excel c(f tU' nhan “thang, ‘ngay, nam”, néu cach khac phuc...

5. Xéc dinh thudt toan d€ trd vé sO ngay trong thang hién tai.

6. Xac dinh thudt todn d€ trd vé€ ngay cudi cling cUa thang bat ky.

7. Khi mOt ngudi A sinh nhat ngdy 1/4 va mOt ngudi B sinh nhat ngay 30/4,
néu quan ni€m “ngay sinh clla ngu'di B 16n hon ngay sinh clla ngurdi A” thi diing hay
sai, vi sao?
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B Chuong 2 ]
NGON NGU VISUAL BASIC CHO UNG DUNG

PE 1am viéc hi€u qud doi vGi cong tac vin phong thong qua cac phan mem
ngoai viéc doi hoi s dung thanh thao con pha1 am hi€u va nam rd ban chat clla van
dé dang thuc hién. Trong tat cd cdc phan mém néi chung va bd phan mém
Microsoft Office néi riéng, déu cho phép ngudi ding c6 moOt kha ning tity bién dé
thi€t 1ap, cdi ti€n, b sung, di€u chinh nhiing chc ning clla phdn mém. Viéc thay
dGi nay gitp cho viéc khai thac st dung dugc linh hoat mang 1ai nhiing két qua an
tuong va nhanh chéng. Chuong ndy gidi thi€u nhiing ki€n thlc cad ban vé Visual
Basic cho Ung dung lam nén tdng d€ 14p trinh b6 sung cac chlc niang mdi cho
Office.

2.1. TOng quan vé Visual Basic cho Ung dung

2.1.1. Gi6i thiéu

MOt sO phan mém da cho phép ngudi ding c6 th€ can thi€p sau vao bén
trong n6 bang cac cong cu 1ap trinh, d€ ¢ thé tur gidi quyét cac bai toan phat sinh ma
tic gid phan mém khong dy ki€n trude duge. Khi ngurdh ding xay dung nhling
chu‘Ohg trinh dua trén nhiing uhg dUHg dugc thiét ké theo cau tric mG nay, ho sé
tan dung nhiing kha nang san c6 cla chung dé€ lam nén, gitp cho viéc 13p trinh
dugc nhanh va hiéu qud hon rét nhi€u so vdi cach 1ap trinh thong thudng, nén c6 thé
g0i chiing 1a cac Ung dung nén. Bién hinh va dugc st dung nhiéu nhat lam Ung
dung nén trong tin hoc van phong 1a Microsoft Word va Microsoft Excel. Ngoai viéc
pht hop vdi dinh dang tai liéu trong van phong (van ban va bang tinh) chiing con cho
phép ngudi ding xay dung cac chuong trinh chay cling v6i muc dich va b sung
thém cac chUc ning chuyén biét.

MOt phan mém dugc goi 1a Ung dung nén khi thda man dong thoi cac tiéu

chi:

- Cho phép mOt chuong trinh chay bén trong va cliing véi nd (turohg tf nhu' mot
1énh).

- Cho phép sU dung céc tinh ndng cUa né thong qua céng cu lap trinh thich
hop.

- M0t 1énh mGi hay mOt chiic ndng mdi duge xay dung trén Ung dung nén
thuc chat 1a mOt churong trinh hoan chinh, vi vy d€ xay dung né, can c6 cong cu 1ap
trinh tuong Ung. Thong thudng cong cu 1ap trinh dugc hi€u nhu 1a mét tp hop bao
gOm:

+ Ngo6n ng(r 1ap trinh.

+ MB®i truOng 1ap trinh.

+ Thu'vién ho g 14p trinh.

Trong Microsoft Office h0 trQ céc cong cu 14p trinh:

+ VBA (Visual Basic For Application)

+ VSTO (Visual Studio Tools for Office)

2.1.2. Strdung Visual Basic cho ting dung

Trung tdm Tin hoc ABC gi(t bdn quyén



