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LOI NOI PAU

Xay dyung va ning cao chét lwvong doi ngti cong chic nha nude 1a mot trong nhing
nhiém vu quan trong, nhim nang cao hiéu lyc, hiéu qui ctia nén hanh chinh qubc gia.
Luat Céan b9, cdng chirc ban hanh nam 2008 va cc vin ban huéng dan thi hanh da tao co
s& phép ly dé thyc hién nhiém vu ndy. Trong do, thi ning ngach 14 mot ndi dung cua
cong tac xdy dung va quan ly ddi ngii cong chic, lwa chon nhitng ngudi di nang luc,
trinh d6 dé bé tri vao vi tri phu hgp trong céc co quan, don vi ctia Nha nude.

Thyuc hién nhiém vu do B Noi vy giao, Trudng Dai hoc Noi vu Ha Néi td chire
bién soan Tai liéu huéng dan 6n tdp mén Tin hoc theo “Chudn ky ndng st dung cong
nghé thong tin” dugc quy dinh tai Thong tu sb 03/2014/TT-BTTTT ngay 11/3/2014 cta
Bo Théng tin va Truyén thong. Tai lidu nay dung chung cho cén bd, cdng chirc du thi
néng ngach tr ngach chuyén vién lén ngach chuyén vién chinh va tir ngach chuyén vién
chinh 1én ngach chuyén vién cao cip. Tép tai liéu gdm hai phn:

Phan I: Gidi thiéu Chudn ky ndng sir dung Cong nghé thong tin co ban, gom cdc
noi dung:

M0 dun 1. Hiéu biét vé cOng nghé thong tin co ban: gidi thiéu mét sb kién thic co
ban vé cong nghé théng tin, phan ciimg, phdn mém, hiéu ndng mdy tinh, mang may tinh
va truyén thong; |

Mo dun 2. Str dyng mdy tinh co ban: giGi thiéu cach lam viéc v6i may tinh va hé
diéu hanh Windows 7, mét sd tién ich trong Windows 7;

Mo dun 3. Xir Iy vidn ban co ban: gidi thiéu mot sd kién thirc co ban vé phin mém
Microsoft Word 2007, mot s6 thao tac xit ly van ban co ban nhu dinh dang, trinh bay vin
ban va dbi tugng trong vin ban;

Mo dun 4. St dung bang tinh co ban: gi6i thiéu mot sb kién thic co ban vé phan
mém Microsoft Excel 2007 , mot sb thao tac xir ly bang tinh co ban nhu tinh toan va trinh
bay dit liéu;

M6 dun 5. St dung trinh chiéu co ban: gi¢i thiéu mot sb kién thirc co ban vé phin
mém Microsoft Powerpoint 2007, mét sb thao tac co ban dé x4y dung va trinh bay mot
bai thuyét trinh;

M6 dun 6. Str dung Internet co ban: glm thiéu mot sb kién thirc co ban vé mang
Internet ng dung ctia Internet trong cudc song, cach khai thac ung dung trén Internet.



Phan II: Gidi thiéu ngdn hang cdu héi 6n 1dp, cdu triic dé thi, phwong phdp lam bai
thi tréic nghiém.

V6i ndi dung chu yéu tip trung vao nhitng vin dé trong tim ctia “Chudn kj
ning st dung Coéng nghé thong tin” co ban, nhim hé théng lai kién thirc mot cach
téng quat phuc vu can bd, cong chirc tham du ky thi ndng ngach cong chirc ndm 2016
dat két qua tét nhét.

Tai li¢u nay do Pho Gido su, Tién si Triéu Van Cuong, Thit truéng BO No6i vy, Chu
tich Hoi ddng thi ndng ngach coéng chitc nam 2016 truc tiép chi dao cing tap thé giang
vién Trudong Pai hoc N6i vu Ha Noi td chirc bién soan.

BAN BIEN SOAN



PHEN I
PE CUONG ON TGP

----------------------------------------

I. PHAN TRONG TAM
CHUAN KY NANG SU DUNG CONG NGHE THONG TIN CO BAN

- M6 dun 1: Hiéu biét vé Cong nghé théng tin co ban
- Mo dun 2: Sir dung may tinh co ban

- M6 dun 3: Xi¥ Iy viin ban co ban

- M6 dun 4: Sir dung bang tinh co ban

- Mé dun 5: Sir dung trinh chiéu co ban

- M6 dun 6: Sir dung Internet co ban

IL. TAI LIEU THAM KHAO THEM

1. Luét Cong ngh¢ thong tin (ngay 29 thang 6 nam 2006).

2. Ludt Giao dich dién tit (ngay 29 thang 11 nam 2005).

3. Ludt S& hitu tri tué (ngay 29 thang 11 nam 2005).

4. Nghi dinh s6 64/2007/ND-CP ngay 10 thang 4 nim 2007 cia Chinh pha vé Gng
dung Cong nghé thong tin trong hoat ddng cta co quan nha nuée.

5. Chi thi s§ 15/CT-TTg ngay 22 thang 5 nam 2012 cia Tha twéng Chinh phu vé
viéc ting cuOng st dung vin ban dién tir trong hoat ddng ctia co quan nha nude.

6. Thong tu s6 22/2013/TT-BTTTT ngay 23 thang 11 nim 2013 ciia B6 Thong tin
va Truyén thong ban hanh danh muc tiéu chudn ky thuat vé tmg dung céng nghé thong
tin trong co quan nha nudc.

7. Nghj dinh s6 43/2011/ND-CP ngay 13 thdng 6 nim 2011 ctia Chinh phu v& viée
cung cip thong tin va dich vu cong tryc tuyén trén trang thong tin dién tir hoic cdng
thong tin dién tir cia co quan nha nudc.

8. Quyét dinh sé 1819/QD-TTg ngay 26 thang 10 nim 2015 cia Thi tuéng Chinh
phu vé Phé duyét Chuong trinh qudc gia vé ting dung coéng nghé thong tin trong hoat
ddng cia co quan nha nudce giai doan 2016 - 2020.

9. Nghi quyét s6 36a/NQ-CP ngay 14 thang 10 nim 2015 ctia Chinh phi v& Chinh
- pha dién ta. :

10. Thong tu $6 01/2011/TT-BNV ngay 19 thang 01 ndm 2011 cta B Noi vu vé
viéc huéng dan thé thirc va k¥ thut trinh bay van ban hanh chinh.



DANH MUC TU VIET TAT

Ky hiéu Tén diy da Nghia tiéng Viét
AJAX Qﬁ‘ﬁcmono“s Javascript And K¢ thuét phét trién Web
CD Compact Disk Dia ghi dit liu
CPU Central Processing Unit B0 x1r ly trung tam
CRM ﬁf;;’gm;;;‘?aﬁonship Quan 1 quan hé khéch hang
DNS Domain Name Service Dich vu tén mién
Email Electronic mail Thu dién tir
ERP Enterprise Resource Planning Quan 1y nguén lyc
FAT Files Alocation Table Bang danh muc tép tin
FTP File Transfer Protocol Giao thirc truyén tép tin
HTML HyperText Markup Language Ngon ngit danh d4u siéu viin ban
IAB Internet Architechture Board Uy ban kién tric mang
IE Internet Explorer Trinh duyét web
IETF Internet Engineering Task Force Uy ban k§ thuat Internet
IP Internet Protocol Giao thirc két ndi Internet
IsoC Internet Socity Hiép hdi Internet
ISP Internet Service Provider Nha cung cip dich vu Internet
LAN Local Area Network Mang cuc bd
OSI Open System Interconection M0 hinh tham chiéu
PC Personal Computer May tinh c4 nhan
RAM Random Access Memory B0 nhé truy cap ngiu nhién
ROM Read Only Memory B0 nh¢ chi doc
SGML i;a;‘;f;gfe““aﬁze Markup Ngén ngit danh d4u tiéu chuin
TCP Transmission Control Protocol Giao thirc diéu khién truyén vén
URL Uniform Resource Locator Ezsg Iﬁ’grér:‘e ttéi tai nguyén trén
USB Universal Serial Bus Két ndi da niang
WAN Wide Area Network Mang dién rdng
WWwW World Wide Web Mang lu6i thong tin toan cau




MO PUN 1
HIEU BIET VE CONG NGHE THONG TIN CO BAN

1.1. Théng tin va khoa hoc xir ly théng tin

I.1.1. Thong tin

Thong tin (Information) 1a mot khai ni€m triru tugng, tuy nhién day lai chinh la cai
dé ching ta cé thé hiéu biét va nhan thic thé gidi. Thong tin ton tai khach quan, cd thé
ghi lai va truyén di.

1.1.2. Khoa hoc xi ly thong tin

C6 rét nhidu tén goi khac nhau lién quan dén nganh khoa hoc nay. C6 thé ké dén
nhiing tén goi khac nhu Khoa hoc may tinh (Computer Science), Tin hoc (Informatics),
Cong nghé thong tin (Information Technology)... Tuy nhién, cho du ¢ nhidu tén goi dé
md t4, tt ca déu thong nhét chung & mot diém;

- Khoa hoc xt ly thong tin 1a nganh khoa hoc nghién ciru cac phuong phép, cong
nghé, k¥ thudt xir ly thong tin mot cach ty dong bﬁng mady tinh dién ti.

1.2. Kién thire co ban vé may tinh va mang may tinh

1.2.1. Céc khdi nigm phin cieng, phin mém

1.2.1.1. Phdn citng (Hardware)

Phén ctmg 14 c4c thanh phén vit ly cta may tinh. Cac thanh phin vat Iy & day bao
gom céc thiét bi dién tr va co khi.

Vi du: man hinh, bo mach chu, chugt, ban phim, ...

1.2.1.2. Phén mém (Software)

Phin mém 1a tip hop cAc cAu l1énh, chi thi ding dé diéu khién may tinh hoat dong
theo chuong trinh di dugce tao 14p. Toan bd cac ing dung, chuong trinh chay trén hé
théng may tinh goi 14 phin mém may tinh.

Phan mém mady tinh duge chia thanh:
+ Phin mé&m hé thong
+ Phin mém tmg dung
Vidu: phén mém soan thdo vin ban, phén mém bang tinh, ...
1.3. Cac bo phin chinh cia m¢t may tinh ca nhan
1.3.1. Khoi xi¢ Iy trung tim

Khbi xit ly trung tdm, hay con goi la b vi xtt 1y (Central Processing Unit), 1a bd
nfo cta may tinh. Cong viée chinh cia khéi xr Iy trung tAm 13 tinh todn va didu khién
moi hoat dng trong may tinh.



1.3.2. B¢ nho (Memory)

+ B0 nhd trong (Internal Storage): ding dé chira cac 1énh va dit liéu phuc vu cho
qua trinh thyuc hién cac chwong trinh xit Iy. B nhé trong bao gom:

- BO nhé truy cép ngiu nhién (RAM), thong tin sé bj xoé4 khi tit may;

- B6 nhé chi doc (ROM), chira cic thong tin vé& hé théng, thong tin khong bi mét di
khi tat may; '

- BO nhé dém (Cache), cung cip bd nhé dém khi ¢ yéu cau tir hé théng.

+ B0 nhé ngoai (External Storage): bd nhé ngoai con duge goi 1a cac thiét bi luu
trit ngoai; Mot sb thiét bi luu trit ngoai thong dung thudng ding nhu dia cling, dia CD,
thé nhg (USB).

1.3.3. Cdc thiét bj vao/ra (Input/Output Device)
1.3.3.1. Céc thiét bi vao (Input Device)

Céc thiét bi vao ding dé dua thong tin va dir liéu vao mdy tinh. Cac thiét bi diu vao
bao gdm ban phim, chudt, may quét, micro. ..

Ban phim gitip ngudi ding nhin phim dua théng tin vio may; Chudt gitp ngudi
diing nhén nat, truyén 1énh vao may tinh; May quét dua thong tin duéi dang anh vao may
tinh dudi dang s6 hod; Micro dua thong tin dudi dang 4m thanh.

1.3.3.2. Cdc thiét bj ra (Output Device)

Céc thiét bi vao cho phép thong tin c6 thé dugc xuit ra tir may tinh, bao gdm may
in, man hinh, loa...

Man hinh gitp hién thi thong tin, may in gitp thong tin dwoc in ra gidy, loa gitp
thong tin dugc xuft ra dudi dang 4m thanh.

1.3.4. Cdc thiét bl ngogqi vi (Peripheral Device)

Thiét bi ngoai vi 1a thiét bi c6 thé két nbi vao may tinh. Nhu vay, toan bd cac thiét
bi nhu may quét, may in, ban phim, chudt, loa. .. 12 thiét bi ngoai vi.

1.3.5. Cic logi cong

1.3.5.1. Cong néi tiép (Serial Port)

Cbng nbi tiép 1a mot khe cim nhidu chan & phia sau may tinh (hinh thang, c6 hai
day chdn), cho phép cac thiét bi co thé két ndi v6i may tinh; Cac cdng nédi tiép thuong
dugc dat tén 1a COM1 hodc COM2.

Vi du: modem.

1.3.5.2. Céng song song (Parallel Port)

Cbng song song 12 mot khe cim nhiéu chan & phia sau may tinh (hinh thang, ¢6 hay
déy khéng chdn) cho phép céc thiét bi c6 thé két ndi v6i may tinh; Cac cong song song
thudng dugce dat tén 12 LPT1 hodc LPT2.
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Vi du: mdy in; mdy quét.

1.3.5.3. Cong da ning USB (Universal Serial Bus)

Cong da nang USB 1a mot bd phin méi trong may tinh, chi ¢6 trong cic may tinh
thé hé méi gin ddy. C6 thé c6 mdt hodc nhiéu chan cdm USB & trén than vé may; Thuat
ngit da nang ndi 1én rang viéc két ndi gitra hé théng va céc thiét bj déu c6 kha ning két
ndi duge, mién 13 duge thiét ké theo chuin giao tiép USB.

- So' 36 khdi chire niing va cic bd phén chinh trong may tinh:

May vi tinh c4 nhan (PC) duoc cAu thanh tir nhidu bd phdn nhu ban phim, chudt,
man hinh, vé may, bo mach chi (mainboard),....;

C6 nhidu hing san xuét, nhiéu dong san phim khac nhau, nhung v& tdng quat, mot
may tinh PC dugc thiét ké, phan chia thanh cac khdi chirc ning chinh sau:

KHOI XU LY TRUNG TAM

(CPL)
Bé Bé sé
Cic thiét bjvio | | e f;;fc Cic thiét bj ra
’ 2 (Output Devices)

(nput Devices)

Cidc thanh ghi

B0 nhdé trong

Al

B6 nhé ngoai

1.3.6. Don vi do thong tin

Thong tin duge luu trong may tinh dudi dang nhi phan (0/1), mbi trang thai nhi
phén goi 1 1 bit (binary digit). Bit 1a don vi do théng tin nho nhét.

Don vi do thong tin trong may tinh dugc tinh theo dang nhi phén (2'%), tir Byte dén
Petaby, dugc ky hi€u nhu sau:

Tén Ky hi¢u Gia tri

Byte B 1 B =28 bit
Kilobyte KB 1KB=2""B=1024B
Megabyte - MB 1 MB=2""KB
Gigabyte GB 1GB=2""MB
Terabyte TB 1TB=2""GB

1.3.7. Hi¢u ndng mdy tinh
Kha nang vén hanh cia may tinh phu thudc vao mot so yéu t0 sau:

+ Tinh dbng bd ciia thiét bi trong hé théng (cting c4u hinh nhung may ddng bd hoat
dong tét hon);



+ Tc d9 ctia bd vi xir Iy (CPU), thé hién qua xung nhip ctia CPU cho biét s6 luong
phép tinh logic ¢6 thé thuc hién trong mot gidy theo chu ky tudn hoan (clock cycle). S6
lugng phép tinh x1¥ Iy cang cao thi may tinh xr Iy nhanh hon;

Vi dy: CPU c6 xung nhip 1.8GHz c6 thé thuc hién 1,8 ti phép tinh logic (tit va m&
céc transitor) trong mdt gidy, hodc 1,8 ti chu ky CPU trong mdi gidy.

Khi so sanh 2 miu CPU thudc ciing mot dong vi xtt 1y, c¢6 thé xem xét hiéu ning
dua trén s6 xung nhip cta ching. Tuy nhién, dbi v6i cac CPU khac dong vi xit Iy, CPU
thé hé cang mdi cang hoat dong hidu qua hon, tirc 1a trong mdi chu ky tinh todn loglc
chiing sé& thyc hién duoc nhidu cong viée hon.

+ Dung lugng bd nhé trong, dung lugng bd nhé dém (buffer); Dung lugng RAM la
yéu t& anh hudng rét 16n dén téc do may tinh. Nhu cdu RAM ludn thay ddi theo cic
chuong trinh va hé didu hanh, nhin chung ngay cang cin nhiéu hon. O nhitng may tinh
thé hé cii, dung lugng RAM rit nhé, dung lugng chi khoang tir IMB dén 4MB. Ngay
nay, cling vdi sy phat trién ctia cdng nghé nén san xuit bd nhd ¢é dung lwong 16n hon rit
nhiéu (1GB - 8GB), tir cong nghé RAM thé hé thir nhét dén thé hé thir tv (DDR4);

+ Tdc d va dung luwong ciia & cling ngoai viée truy xudt dir liéu trén RAM, hé
théng con thudng xuyén truy xuit dir liéu trén dia cung. T do cua dia cting dugc xac
dinh béi thoi gian truy cap dia, don vi do bang mili gidy. Thoi gian truy cdp cang nhé ¢o
nghia 13 viéc doc/ghi dia cang nhanh. Mit khac, khong gian tréng trong dia cling ciing
anh huéng dén tdc do xr Iy ctia may tinh.

+ B tri, sdp xép cac tép tin trén dia ciing; Viée cdc tép tin luu gift trén dia cing néu
bi phan tan & nhidu vi tri khac nhau cfing phan nao anh hudng dén viée truy xudt dir lidu;
DPé khic phuc hién tuong phén tan cin thudong xuyén thuc hién viée sép xép lai dit li€u
trong dia cimg, sao cho dit liéu clia ciing mot tép tin hoic mdt chiing loai dugc sip xép
lién tuc, gin nhau, tao didu kién cho hé diéu hanh thyc hién quan ly va truy xuét t6i cac
vung théng tin nhanh hon;

+ Nguoi st dung hé théng may tinh cho phép chay nhidu chwong trinh (md nhidu
tng dung) trong ciing mot thoi diém, nhung néu ngudi st dung mé nhiéu Umg dung trong
cung mdt thoi diém thi hé thng s& phai chia bd nhd ciing 12 yéu t6 dén tdc dd, hidu ning
hoat dong ciia hé thong vi khong gian bd nhé phai phan phat cho nhidu tmg dung.

Tém lai, hiéu ning ctia mdy tinh phu thudc vao tinh ddng bo ctia thiét b, tc do ctia bo
vi xtt Iy, bo nhé (trong-ngoai), cach bd tri dit liéu va viée khai thac st dung ctia ngudi ding.

1.4. Mang may tinh va truyén thong

1.4.1. Khdi niém

Mang may tinh 1a mt nhém cac may tinh, thiét bi ngoai vi dugc ndi két véi nhau
thong qua cac phuong tién truyén din nhu cép, song dién tir, tia hdng ngoai,... gitip cho
céc thiét bi nay c6 thé trao dbi dir liéu v6i nhau.
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Viée két ndi cac may tinh thanh mang c6 nhing wu diém sau:

+ Khai thac, st dung chung tai nguyén, bao gdm cac thiét bi phin ctmg, phan
mém, dir liéu;

+ Tang do tin cdy cua hé thong: cho phép sao va luu trir (backup) dit liéu trén nhiéu
may trén hé théng mang, khi mot may bi su cb k¥ thuat c6 thé khoi phuc nhanh chong tir
cac may khac trong hé théng;

+ Nang cao hi€u qua trong khai thac thong tin: thong tin dugc luu trit trén cic may
tinh trong hé thdng, do d6 viéc tra ctru, khai thac sir dung thong tin s& thuc hién trén toan
hé théng. Viéc téng hop thong tin tir cic co s¢ dit lidu phan tan va trao dbi thong tin giira
cac nguoi st dung thuén tién khong bi gidi han béi thoi gian va khong gian.

Tém lai, viée két nbi mang mang lai nhiéu wu diém cho ngudi st dung trong viée
khai thac sir dung tai nguyén, hiéu qua vé mit kinh té.

1.4.2. Phan logi mang

Mang mady tinh thuong dugce phan loai dya trén céc tiéu chi:

+ Theo khodng céach: gém c6 mang cuc bd (LAN- Local Area Network), mang dién
rong (WAN-Wide Area Network);

Py
B, Lan L,

P
o], |
SEEN ‘ SETEN
B o J, WAN 8 o o,

) N 5 -

Printer

file mail print
server  server server

+ Theo phuong phap chuyén mach: gdm c6 mang chuyén mach kénh (Circuit -
Switched Networks), mang chuyén mach tin bao (Message - Switched Network), mang
‘chuyén mach go6i (Packet - Switched Networks);

+ Theo hinh dang mang gdm c6: mang kénh tuyén, mang hinh sao, mang vong.

- Mang LAN: 1a m6t nhém may tinh va cac thiét bi truyén thong mang dwoc ndi két
v6i nhau trong mdt khu vye dia ly nhé nhu mot toa nha, khudn vién truong hoc, khu vui
choi giai tri. '
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Cdc mang LAN thuong co dic diém sau:

+ Bang thong 16n, c6 kha ning chay céc ing dung truc tuyén nhu xem phim, hoi
thdo qua mang; ‘

+ Kich thudc mang bi gi6i han boi cac thiét bi;
+ Chi phi cac thiét bj mang LAN tuong ddi ré;
+ Quan tri don gian.

- Mang WAN: 1a su két ndi cia cic mang LAN, cé pham vi réng 16n hon (mot
ving, qudc gia, toan cau).

Cic mang WAN thwong c6 diic diém sau:

+ Bang thong thip, d& mét két ndi, thudng chi phit hop vé6i cic img dung offline
nhu e-mail, web, ftp, ...;

+ Pham vi hoat dong rong 16n khong giéi han;

+ Chu trac mang rit phtc tap do d6 cén c6 td chirc qudc té ding ra quan tri;
+ Chi phi cho c4c thiét bi va cong nghé rét cao.

Céc phuong thirc két ndi mang dién rong duoc phén thanh ba loai sau:

- Két ndi quay sb;

- Két nbi chuyén dung;

- Két ndi chuyén mach.

- Mang Internet: 13 tip hop cia cic may tinh dugc két ndi lai v6i nhau théng qua
hé théng phuong tién truyén din (cap mang) trén toan thé giéi dugc cung cip béi cac
cdng ty cung tmg dich vu véi muc dich trao dbi thong tin.

- Giao thire TCP/IP

Giao thirc 12 tip hop céc quy tic ing xir di dugc chudn héa dé tit ca céc thiét bi
dugc san xudt ra di tir hang khac nhau van c6 thé giao tiép (truyén nhan, xir ly dit liéu)
dugc v6i nhau. C6 nhiéu loai giao thirc khic nhau, nhung phd bién 14 giao thirc TCP/IP.
Giao thurc TCP/IP 12 tép hop 2 giao thirc, gdm:

- Giao thtrc truyén dan trén Internet (Transmission Control Protocol-TCP),
- Giao thitc mang (Internet Protocol-IP).
1.4.3. Kién triic phén ting
- Mé hinh tham chiéu OSI
MO hinh tham chiéu OSI (Open Systems Interconnection) 1a mét tap hop c6 cdu trac
thich hop cho phép phén tich hé théng dén tan cac phén tir & mirc thyc hién:
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- Noi két cdc h¢ thong san pham ctia céc hing san xuat khac nhau;

- Phéi hop céc hoat dong chudn hoa trong céc linh vue vién thong va cdc hé thong
thong tin.

M5 hinh tham chiéu OSI dugc biéu dién qua hinh v& sau:

Ngudi sit dung hé théng A Ngwdi sit dung hé thong B

<

B
=3

Aplication Protocol

7 ' Aplication ung dung

N
v

Presentation Protocol

6 Presentation ) Trinh dit 1iéu

4
v

Session Protocol

5 Session Phién

v

-y

Transport Protocol

4 Transport Giao van

I\

v

Network Protocol

3 Network < > Mang
Data link Protocol '
2 Data link ) ) Lién két dit liu
) Physical Protocol
1 Physical - Vitly

Phuong tién truyén tin vit Iy

1.5. Mot s6 ing dung ciia cong nghé thong tin - truyén thong
1.5.1. Mpt sé teng dung trong hanh chinh cong tai Viét Nam

Dich vu cdng truc tuyén: cic co quan hanh chinh dung mang thong tin phd bién dén
ngudi dan vé cac qui dinh, chinh sach, phap luét, ngugc lai nguoi dan dung mang thong
tin phan 4nh lai v6i co quan cong quyén viéc trién khai thuc hién & co sd, tao hidu biét tt
hon v& co quan hanh chinh va ngudi dan.

Mot s tmg dung cong true tuyén hién nay dang dugc co quan hanh chinh cung cip
cho ngudi dan gdm: khai sinh/khai ti/hon nhan, 1am méi hodc gia han céc loai gidy phép
(lai xe, ding ky quyén s& hitu nha &...) ciing nhu cac dich vu tro giap ngudi dén trong
gido dyc, bao vé stc khoe va chira bénh, thu vién... Nguoi din tham gia vao cic cong
vi€c cla cic co quan Chinh phu trong viéc xdy dung chinh sach, ra cac quyét dinh, béu
clr thong qua cic tmg dung céng nhu déng gop ¥ kién truc tuyén;

Cong nghé thong tin - truyén thong (CNTT-TT) dugc tng dung rét nhidu trong kinh
doanh, phyc vu viéc cung cép théng tin, cung cip dich vu cho khach hang va co quan
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quéan ly nha nuée cling nhu trg giup cong tac lanh dao, chi dao, diéu hanh, quan Iy doanh
nghiép. Cac dich vu doanh nghiép thyc hién véi su trg gitip cia CNTT-TT c6 thé 1a: khai
bao thué truc tuyén, cung cép thong tin théng ké kinh doanh, cung cip thong tin va tham
gia vao ddu thdu-mua ban truc tuyén, quan 1y quan hé khach hang (CRM), quan 1y ngudn
lyc doanh nghiép (ERP), marketing online, ban hang truc tuyén.

1.5.2. Mjt 56 irng dung pho bién trong truyén thong

Dich vy thu dién ttt Email (electronic mail), ding dé trao dbi thong tin qua hé thng
mang may tinh;

Dich vu WWW (World Wide Web): 12 mot tp hop céc tai lidu lién két véi nhau
bang cac siéu lién két (hyperlink) va céc dia chi URL trén mang may tinh va Internet va
c6 thé dugc truy nhap bing céch sir dung trinh duyét web.

Dich vu truyén tép FTP (File T ransfer Protocol): 1a dich vu sao chép di chuyén mot
tép tin tir may tinh ndy sang may tinh khéc trén hé thong mang.

1.6. An toan lao dong va bdo v¢é mdi trudong trong st dung CNTT-TT

Pé dam bao stc khoé cho nguoi st dung mdy tinh mot cach an toan, nén thudng
xuyén ding day dé nghi, it nhit 1a mdi gio mot 1an, cir dong chén thudong xuyén, khong
nén ngdi bét dong qud 1au va thuc hién nhitng dong tac thé duc don gian. Thuong xuyén
kiém tra sirc khoe, ngdi lam viéc dung tu thé, cach man hinh may tinh khoang 0,6 m,
khi g ban phim, giit cho cd tay thing, khuyu tay & goc 90 d9. Thuong xuyén lau ban
phim va bé& mit may tinh cing ban lam viéc véi cac dung dich khang khuan. Diéu chinh
sao cho man hinh may tinh ngang véi tdm mit va c¢d khong bi nghiéng khi lam viéc.
Sau 20 phut 1am viéc v6i mdy tinh, nhin vao mot ddi tuong cach khoang 6m trong
khoang 20 gidy.

Thudng xuyén kiém tra thiét bi, dic biét viéc két néi véi cac b cdm dién, dudng day
két ndi dht voi may tinh. Cac day ndi dai, dic biét 1a nhitng ddy néi may cha va céc thit
bi mang nén duge dit & nhitng noi cé thé tranh viéc bat tit do nhim 14n. Cin tao do
thodng va thong khi dé tranh may tinh bj quéa noéng va hu hong. Khong dé may tinh gin
cac may phat, 15 thoét nhiét, may diéu hoa va céc duong dng din.

1.7. Céc vén d¢ an toan thong tin co ban khi lam viéc v6i may tinh

1.7.1. Khdi nigm vé Virus tin hoc

Cung véi sy phat trién cta nganh khoa hoc Cong nghé thong tin va mang ludi
Internet d4 mé rong trén toan cAu, da tham nhdp dén hdu hét cac linh vuc kinh té, doi
song, khoa hoc va gido duc clia timg qudc gia dén timg gia dinh, d6 chinh ciing 13 sy m&
rong dia ban cho virus tin hoc hoat dong. Virus tin hoc da khéng ngimng gia ting vé sb
lugng va su nguy hiém v& tinh chit, 1am 4nh hudng dén céc hoat dong, gdy thiét hai 16n
vé kinh t& va khé chiju cho ngudi st dung;
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Sy 1ay lan rong rdi va tdc hai cla n6 gdy ra budc ching ta, nhitng ngudi st dung
mdy tinh phai c6 nhitng hi€u bi€t co ban ve virus tin hoc dé c6 bién phap phong chong
ching mdt cach hi€u qua.

Viy bén chit ciia Virus Tin hoc la gi? Virus Tin hoc khong mang y nghia thuin
tuy 13 vi khudn sinh hoc ma d6 1a cac chuong trinh tin hoc dugc viét bing céc ngdn ngit
14p trinh nhim muc dich gy rdi loan hé thdng may tinh, lam sai 1éch thong tin va khai
thac dit liéu vao nhidu muc dich khac nhau nhu ding nhitng chuong trinh virus d& danh
cip thong tin;

Trong may tinh, tit ca cic hoat dong cia cac chuong trinh duoc chay dudi mot hé
théng cho truée theo mdt quy trinh nhét dinh. Céc 1énh dugc nguoi st dung dua ra theo
yéu ciu, xong cic yéu cau d6 da bi nhimng ngudi viét cdc chuong trinh Virus lam thay dbi
tinh chit cta no, din dén 1énh dua khong thyc hién ding theo yéu cAu. Mirc d6 anh
huéng niing hay nhe phu thudc vao muc d6 pha hoai ctia nhitng ngudi viét chuong trinh.

1.7.2. Phwong thirc hoat dpng ciia Virus

Pic diém cta cac loai virus tin hoc 1a lay lan qua dudng sao chép dit liéu. Mot sb
chuyén gia viét "phdn mém Virus"” thudng dé tac dong 1én phan khai dong (Boot Sector)
cia may. Khi hé théng khéi dong, no duoc kich hoat va nhiém vao RAM, tir d6 bét diu
lay lan sang céc t€p (Files) dit li¢u khac. C6 nhitng loai Virus khac thi tdc dong 1én tép,
khi sao chép dit liéu n6 s& bam lén bang danh muc t&€p (Files Alocation Table-FAT) 1am
sai I¢ch cac thong sb cla bang din dén sai 1éch dia chi va din dén mét thong tin.

1.7. 3. Phin logi virus

Viéc phén loai virus c6 nhiéu phwong phap, mdi phuong phap dya vao mdt sb cac
tiéu chudn nao d6. Chéng han c6 thé phan loai dua vao phuong thirc pha hoai cla virus
hoic cach lay lan cia chiing. Néu dya vao cach phé hoai cta virus, thi ¢6 thé chia virus
thanh 2 loai co ban 1a: F virus va B virus.

- F virus phé hoai cac tép (files).

- B virus pha hoai céc Boot Sector hodc bang FAT cia dia.

- Loai F virus thuong pha hoai céc tép dit liéu c6 phin mé rong 1a EXE, COM. Ly
do don gian 1a nho cac tép dir liéu nay ma virus c thé danh duoc quyén kiém soat dé
thuc hién céc cong viée “Ién lat” khi ngudi st dung thuc hién cac tép dit liéu dang trén.

- Loai B virus chiing thuong thuc hién viéc danh trdo, thay dbi, huy bé dia chi sép
xép ciia dit lidu trén dia do véy chiing gy ra mét dir lidu.

1.7.4. Cdch nhin biét mdy bi nhiém virus

C6 nhiéu cach dé nhan biét may c6 bi nhiém virus hay khong; DSi v6i nhitng may
tinh ¢6 cai chuong trinh phong chéng virus thudng trt v6i chire ning tw bao vé thi khi

virus tan cong, chuong trinh s& dua ra cac canh bdo, con doi véi cac may tinh khong cai
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chuong trinh phong chong virus thuong tra thi dua trén mot so co s sau dé xac dinh may
tinh c6 bi nhiém virus hay khong; Duéi day 1a mot s6 dau hiéu ching t6 may c6 kha ning
bi nhiém virus:

- Néu may tinh ty nhién c¢6 nhu cau sao chép vao dia, dén b dia bat sang, may doi
béc tem chdng ghi khong theo yéu ciu ciia ngudi st dung;

- Néu may tinh 1am viéc véi téc dd cham hon so véi téc dd binh thuong hang ngay
van lam; '

- Néu may tinh ty nhién dua ra cac thong bdo v6 nghia trén man hinh hodc hién thi
nhitng thong tin lung tung trén man hinh;

Néu thy may tinh bi “treo” v6 ¢, khong phai do 15i ctia nguoi st dung.

Péy la nhitng d4u hiéu bén ngoai, ngudi ding c6 thé nhan biét mét cach dé dang,
con d6i voi ban chét bén trong, dé xac dinh may tinh ¢6 bi nhiém virus hay khong céan c6
mot s0 ki€n thirc co ban v€ may tinh.

1.7.5. Cdch phong chong

Viéc chdng virus 12 hét sic khé khin vi n6 1a do con ngudi tao ra. Cac chuong
trinh virus ngdy cang khon ngoan, tinh quai hon va cac chuong trinh phong chéng
virus rt nhanh tré thanh lac hau; Tuy nhién, viéc phong virus tin hoc lai don gian va
d& hon nhiéu so véi viéc chbéng lai n6. D& phong virus hdy hét sic canh gidc voi
nhitng dia la. Céc dia la khi trao ddi théng tin v6i may thi hay kidm tra hét strc cin
than, néu khong biét ngudn gdc xudt sir cta dia thi tot hon hét 1a khong nén dua vao
may hodc phai quét virus truée khi mé cac ung dung; Mit khac, néu may tinh duogc
két nbi mang thi cin phai cai chwong trinh phong chdng virus thuong tr dé hang
ngay cép nhat nhitng chuong trinh méi;

- Khéng dua cac thong tin ca nhan 1én mang;

- Khong ding céc thong tin ¢4 nhan lam mét khiu (password). Nén dit mat khéu c6
tir 8 ky tu trd 1én, bao gdbm cé chit cai, chit s6 va ky tu dic biét (8, %, @, &, *...) va nén
thuong xuyén thay d6i mat khau;

- Khong st dung chung mgt mét khéu cho nhiéu chuong trinh nhu thu dién tir, tai
khoan truy cdp mang...;

- Khong st dung chirc ning nhé mat khéu tu dong cha trang web;
- Nhap mat khiu cho mdi lin déing nhap, nhat 1 nhimg mAy tinh sit dung chung;
- Khong luu trit mat khéu trén may tinh;

- Khong kich chudt truc tiép 1én cac t€p dinh kém, cac duong lién két (link) dugc
gui qua thu dién tu, phe‘“m mém la khi chua biét rd nguén géc, d6 an toan;
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- Khong tai v, cai dit cac chuong trinh la chua rd ngudn goc;

- Khéng luu giit cac tép tam (cache) trén trinh duyét va cn cap nhat phién bin méi
nhét cho trinh duyét web;

- Bét tinh nang tuong Ita (firewall) cia Windows;

- Cai dat va sir dung phin mém diét virus, cAp nhit cic miu virus méi, quét virus
thuong xuyén trén toan bo h¢ thong va khi st dung céc thiét bi luu trit ngoai.

- Béo vé dit liéu hé thong:
+ Pt mat khiu dé tranh viéc truy cép cac tai nguyén, dit lidu trai phép;

+ Khong nén x0da, dbi tén thu muc c6 chira hé didu hanh may tinh vi co thé lam
anh hudng khong tbt dén hé didu hanh;

+ Ap dung bién phap sao luu dit liéu quan trong trén may tinh dé c6 thé khoi phuc
lai ngay khi ¢6 sy ¢ xéy ra.

- Bao vé dit li€u ¢4 nhan:

+ Sao luu dit li€u theo dinh ky;

+ Quét virus va ddi mat khau truy cp tai khoan thuong xuyén.
1.7.6. Phong trdnh phin mém djc hai (malware)
- Xay dung chinh sach bao dam an toan:

+ Yéu clu quét phin mém doc hai trén céc thiét bi lru trit thong tin tir bén ngodi
dua vao trudce khi st dung ching;

+ Yéu clu céc tép tin dinh kém thu phai dugc quét virus trude khi md;
+ Khéng giri hodc nhan mét sb loai tép tin dang tép tin .exe qua thu;

+ Han ché hoic khong st dung phan mém khong cén thiét, nhu cac tin nhin mang
danh c4 nhén va dich vu chia sé ho so ttic thoi;

+ Han ché viéc st dung céc thi€t bi luu trit di ddng (cac 0 dia flash...), dic biét
d6i v6i cac may chi; Can kiém tra d6 an toan khi st dung mang & noi cong cdng vi ¢6
nguy co lay nhiém cao;

+ Phan loai dbi v6i cc tmg dung, phin mém phong ngira (chéng virus, loc ndi
dung) bit budc dbi vai tirng loai may tinh (mdy chi email, may chi web, may tinh xach
tay, dién thoai thong minh) va (mg dung (tng dung email, trinh duyét web), cung danh
sach cac yéu ciu nang cao cho cdu hinh vi bao tri phin mém (tAn suét cap nhat phin
mém, tin suét va pham vi quét mday chu); |
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+ Han ché hodc cam st dung thiét bi di dong ctia to chirc hodc clia ¢4 nhan két ndi
v61 mang cua to chirc cho viéce truy cép tir xa;

- Tuyén truyén ning cao nhén thitc clia ngudi ding va ting cudng huéng din cho
ngudi dung ve cach phong ngira sy ¢6 phan mém dbc hai:

+ Khong mé céc thu dang ngd hodc tép dinh kém thu, kich chudt vao siéu lién két
nghi ngd, hoiic truy cap cac trang web c6 thé chira noi dung doc hai;

+ Khong kich chudt vao trinh duyét web, cira sé popup nghi ng doc hai;

+ Khong md céc t€p tin v6i phan mé rong nhu .bat, .com, .exe, .pif, .vbs, thudng
c6 nhiéu kha nang dugc lién két véi cdc phan mém débc hai;

+ Khong nén tit ché d ki€ém soat an ninh, bo qua canh bao ctia hé thong do6i vai
phian mém ddc hai (phdn mém chong virus, phan mém loc ndi dung, tuong Itra ca nhan);

+ Phén quyén st dung tai khoan mét céch hop ly, ding ngudi, ding chirc nang;
+ Khong tai hodc thuc hién céc timg dung tir cac ngudn khéng tin cdy;

+ Can ndm dugc thi tyc p dung d& xtr Iy su ¢b phdn mém doc hai, biét thyc hién
mot sb thao tac co ban khi gap su cb;

- Han ché téc hai va d6i pho véi loai tAn cong tir bén ngoai:
+ Khong tra 161 thu yéu cau thong tin tai chinh hodc ca nhén,;

+ Khong str dung thong tin lién hé cung cip trong thu va khong bim vao bt ky
tép dinh kém hoic cic siéu lién két trong thu nghi ngd;

+ Khong cung cip mat khdu, ma PIN hogic mi truy cdp khac dé dap tng vdi cac.
email tir dia chi la hoiic cira s6 méi;

+ Chi nhap thong tin vao céc ing dung biét chic 1 hop phap;
+ Khong tra 10i bit ky email dang ngd hoic tir dia chi la.
1.8. Mot s6 vin dé co ban lién quan dén phap luit trong sit dung CNTT-TT

Khoan 2, Pidu 15 Luat Cong nghé thong tin qui dinh co quan Nha nuéc ¢ thim
quyén chiu trach nhiém thu’c hién céc bién phap bao dam viéc truy nhdp va st dung»
thuén loi thong tin sb. TS chic, ca nhén c6 quyén tu do s dung thong tin s vao muc
- dich chinh ding, phi hop véi quy dinh ctia phap luét. Viée cung cp, trao ddi, truyén

dua, luu trit, st dung thong tin s§ phai bao dam khéng vi pham quy dinh v& ndi dung
thong tin sb va cac quy dinh phap luat khac c6 lién quan, dwoc liét ké vé& cac hanh vi
bi nghiém cém, bao gdm céc hanh vi “xdm pham quyén s& hitu tri tué trong hoat dong
cOng nghé thong tin; san xudt, luu hanh san phim cOng nghé thong tin trai phép luat”

(Diéu 12, Luat Cong nghé thong tin). Trich din thong tin sb, td chirc, c4 nhéan c6 trach
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nhiém néu r& ngudn cta thong tin d6, khong duge trich dan ndi dung thong tin sé cla
td chirc, ca nhan khac trong trudng hgp cht sd hitu thong tin s6 di c6 canh bao hoic
phap luit quy dinh viéc trich dan thong tin 13 khoéng dwgc phép (Didu 15 Luat Cong
nghé thong tin).

Pidu 34, Nghi dinh s§ 100/2006/ND-CP huéng dan thi hanh mdt sé diéu cta Bo
luat Dan sy ndm 2005, Luat S& hitu trf tué nam 2005 vé quyén tac gia va quyén lién
quan qui dinh truong hop khong phéi chiu trach nhiém vé ndi dung thong tin duge luu
trit tr dong, trung gian, tam thoi do yéu ciu k§ thuét néu hoat dong luu trit tam thoi
nhim muc dich phuc vu cho viéc truyén dwa thong tin va thong tin dugc luu trit trong
khoéang thoi gian du dé thyc hién viée truyén dua. Ddng thoi, td chire, ¢4 nhan truyén
dura théng tin sb c6 trach nhiém tién hanh kip thoi cac bién phép cin thiét dé ngin chin
viéc truy nhép thong tin hodc loai bé thong tin trdi phap luét theo yéu cAu clia co quan
nha nuée c6 thim quyén.

Truong hop t4 chirc, c4 nhan cho thué chd luu trit thong tin sb thi cin xic dinh
danh sach chu s& hitu thué chd luu trit thong tin sé dé thiét 1ap trang thong tin dién tir
va danh sach chi so hitu thong tin sb6 dugc luu trir boi td chic, c4 nhan d6, tién hanh
kip thoi cac bién phap cin thiét dé ngan chin viéc truy nhap thong tin sb hoic loai bo
thong tin sb trai phap luét theo yéu cdu cta co quan nha nudc c6 tham quyén, nging
cho td chirc, c4 nhan khac thué chd luu trix thong tin sd trong trudng hop tw minh phat
hién hoidc dugc co quan nha nudc co thim quyén théng bao cho biét thong tin dang
duoc luu trit 1 trai phap ludt, bao dam bi mat thong tin ctia td chirc, c4 nhan thué chd
luu trir thong tin (Diéu 18 Luét Coéng nghé thong tin). Bén canh d6, Khodan 3 Piéu 19
Luéat Céng nghé théng tin, td chirc, cd nhan c6 trach nhiém nging cung cép cho tb
chire, c4 nhan khac cong cu tim kiém dén céc ngudn thong tin s trong trudong hop tur
minh phat hién hodc dugc co quan nha nudc co thAm quyén thong bao cho biét thong
tin do6 1a tréi phap luit.

Theo qui dinh ctia Ludt S& hitu tri tué ndm 2005 va Ludt Cong ngh¢ thong tin nam
2006, nha cung cép dich vu trong trudng hop tg minh phat hién hodc dugc co quaﬁ nha
nudce cd thim quyén théng bao c6 trach nhiém thong béo, loai bé ndi dung thong tin s trai
phép luat. V& thu thap, xt 1y, st dung, luu trit, cung cAp thong tin ca nhan trén mdi trudng
mang, Diéu 21, 22 Luat Cong nghé thong tin qui dinh td chirc, ca nhan thu thap, xi Iy va
stt dung thong tin ¢4 nhén cta nguoi khac c6 trach nhiém thdong bao v& hinh thite, pham vi,
dia diém va muc dich thu thap, xt 1y, st dung, luu trl”f, cung cAp thong tin ca nhén, chi
dugc sir dung ding muyc dich va luu trit ¢6 thoi han theo quy dinh phdp luét hodc theo thod
thuén, tién hanh cac bién phép quan ly, k¥ thuat can thiét dé bao dam thong tin ¢4 nhan
khong bi mat, danh cip, tit 10, thay dbi hogc pha huy, kiém tra, dinh chinh hogc hily bo
thong tin thong tin ¢4 nhan theo yéu cAu ctia ngudi d6. Viée cung cp thong tin ¢4 nhin cho
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bén thir ba chi duge thue hién trong truong hop phép luit c6 quy dinh hodc dugc sy dong ¥
cta ngudi d6. C4 nhén ¢6 quyén yéu ciu bdi thudong thiét hai do hanh vi vi pham trong viéc -
cung cép thong tin ca nhan.

Diéu 69, Luat Cong nghé thong tin ciing qui dinh viéc bao vé quyén sé hitu tri tué
trong linh vic cong nghé thong tin phai thuc hién theo quy dinh cta phép ludt vé s& hitu
tri tué, tic 1a viée tao 14p, sir dung cic ndi dung thong tin sb chiu su diéu chinh déng thot
cua Ludt Cong nghé thong tin va Luét So hitu tri tué.
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MO PUN 2
SU DUNG MAY TiNH CO BAN

2.1. Bit ddu lam viéc véi may tinh

Céc may tinh c4 nhan (PC) thudng dung hé diéu hanh Windows 7 lam phin mém hé
théng, v6i nhimg dic diém:

- Khéi dong may tinh: str dung cong téc ngudn dugc dit & phia trude hodic & phia trén
cling case may tinh.

Power Button

Reset Button

- T4t may tinh trong hé diu hanh: sau khi sir dung xong mdy tinh, dé tit may tinh, sir
dung Start button\ Shut down cua hé diéu hanh hoc nhén nit Power button trén case may
tinh trong 8 gidy.

Switch user
Log off
Lock

Tit

Cac tay chon

Hibernate

- Str dung ban phim, chudt may tinh (Mouse)

+ Chudt may tinh 12 thiét bi diéu khién chuyén dong cla con trd trén man hinh gitp
ngudi ding c6 thé trong tic véi may tinh mot cach trye quan. C6 ba loai chudt méy tinh co
béan: chudt co khi (bi), chudt quang, chudt khong dy. Chudt méy tinh thuong duge két ndi
qua cbng PS2 hoic cong USB.

+ Ban phim (Keyboard): 1a thiét bi thong dung gitp ngudi dung dua thong tin vao
trong may tinh hodc ra 1énh cho mdy tinh thong qua cac phim.

Céach sit dung ban phim:

- Céc phim chirc néng: bao g(‘")m cac phim tir F1 dén F12 duoge dung dé thuc hién mot
cong viéc cy thé va duogc quy dinh tuy theo timg chuong trinh;

- Céac phim thong dung trén ban phim: nam sat dudi ving céc phim chirc néng,
n6 bao gom:

21



+ Phim ky tu: ding dé nhap céc ky tu duge ky hiéu trén phim bao gOém nhém chit céi
tir A + Z, céc chit s6 0 + 9, cac ky hidu, ky tw dic biét;

+ Phim d4u: ding dé nhap cic du duogc ky hidu trén phim, cdc phim ¢6 2 ky tw duge
dung kém vé&i phim Shift;

+ Phim s6: ding @& nhap cac ky tu sb.

- Mot sb phim dac biét trén ban phim:

+ Phim ENTER: dung d& thong béo cho may biét da két thuc dong 1énh hay két thiic
viéc dua thong tin vao, ra 1énh cho may bét dau xu ly. Trong cac chuong trinh soan théo thi
phim ENTER dugc ding dé két thuc doan va xubng dong con trong tinh toan thi phim
ENTER tuong trng vdi OK.

+ Phim SHIFT: l4y ky tu in hoa véi phim ¢6 1 ky tur, 14y ky tur phia trén d6i v6i phim
c6 2 ky tu.

+ Phim CAPS LOCK: dbi ché do viét thuong thanh ché do viét hoa (chu y khi ché d6
Caps Lock dugc kich hoat thi dén Caps Lock bao sang).

+ Phim SPACEBAR: cho d4u cach giita hai tir (tao ky tur tréng), trong mét s6 chuong
trinh soan thdo van béan, phim nay dugc stt dung dé xo04 cac ky tu bén phai vi tri con trd (&
ché do de).

+ Phim DELETE: x04 dbi tuong dang duogc chon, xo04 ky tu nam bén phéi déu nhay
trong cac chuong trinh xtr ly viin ban.

+ Phim BACKSPACE: 1ui va xo4 ky tu bén trai con tro.

+ Phim INSERT: ddi ché d6 viét chén thanh ché 4o de va nguoc lai.

+ Phim NUM LOCK: bt tit cac phim so.

+ Phim PgUp: dung dé chuyén con trd 1&n mot trang man hinh.

+ Phim PgDown: ding d& chuyén con tré xudng mot trang man hinh.

+ Phim ESC: thuong ding dé tam ngimng chuong trinh va thoét ra.

+ Phim TAB: di chuyén d4u nhdy, diy chir sang phai mot khoang rong, chuyén sang
mot cdt hodc Tab khac.

+ Phim HOME: di chuyén d4u nhay vé dau dong trong cac chuong trinh xt Iy vin ban.

+ Phim END: di chuyén d4u nhay vé cubi dong trong cic chuong trinh xir Iy vin ban.

+ Céc phim miii tén: ding dé di chuyén (theo huéng miii tén) ddu nhdy trong cac
churong trinh xr Iy viin ban, diéu khién di chuyén trong céc trd choi.

+ Céac déu chdm ndi: cac ddu chim ndi ndm trén phim F va J gitp ngudi dung dinh vi
nhanh dugc vi tri cia hai ngon tré trai va phai khi sir dung ban phim bang 10 ngén tay. Déu
chim ndm trén phim s6 5 bén cym phim s gitp dinh vi ngén gitta tai vi tri s6 5 khi thao tac.
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- Céac thao tac v6i thu muc, phim tat: quan ly, ki€u hién thi, tao mdi, doi tén, xda, sao

chép, di chuyén, khoi phuc.
M6t s6 phim tit thong dung:

T6 hop phim tit dung chung

Dién gidi

Cul+C Sao chép
Ctrl + X Cit (Cut)
Ctrl+V Dan (Paste)
Ctrl +Z Quay lai thoi diém trude d6 (Undo)
I hl A . 5 A A oy
Shift + Delete Xb6a thang tap tin/thuy muc ma khong can giil

lai trong thuing rac

Ctl+ «/ —=/T/4

Chon nhiéu tip tin/thu muc 1o rac

Ctrl + Shift+ «/ —/T/4

Chon nhiéu tap tin/thu muc lién tuc

Ctrl + — Pua tré chudt téi cubi tir dang ding sau

Ctrl + « Pua trd chudt 1én ky tu dau tién cla tir trude

Ctrl + 4 Pua tré chudt dén dau doan tiép theo

Cul+ T Pua con tré chudt dén dau doan trude

Ctrl + A Chon tét ca

F3 M tinh ning tim kiém tap tin/thu muc

Alt + Enter g/;igcfﬁo ;6 Properties cuia tdp tin/thu muc

Alt+F4 Déng mot chuong trinh

Cul + F4 Z);r;gtgzz :;1)1 hién hanh ctia trong chwong trinh

| Alt + Tab g;:gir; ;:)i qua lai gifta cac chuong trinh

i Alt + Esc Chon c6 thit tur ctra s6 khac dang hoat dong

Fa Mé danh sach dja chi trong muc Address cla

Computer
Ctrl + Esc M¢ Start Menu, thay thé phim Windows
Alt+ click Di chuyén nhanh dén mot phan cta van bang

tor muc luc

23



T6 hop phim tit ding chung

Dién giai

F5 Lam tuoi cac biéu twong trong cira sb hién hanh,
Backspace Tré lai danh muc trude do, twong tu Undo
Di chuyén qua lai gifta cdc thé cua trinh duyét
Ctrl + Tab Yen i w1 BR a
theo thi¥ ty tir trdi sang phai
) Di chuyén qua lai giita cac thé cla trinh duyét
Ctrl + Shift + Tab yen qria e g o2 vt
, theo thir tu tir phdi sang trai
Enter Két thac 1énh; ra 1énh thyc hién (OK)
F1 Mé phén trg gitip ctia mot phidn mém
Tab Di chuyén giita cac thanh phén trén cilra s6

Véi

phim Windows

Windows + Break

MG cira sO System Properties

Windows + D An/hién céc cira )
Windows + M Thu nhé ctra s8 xudng thanh taskbar.
Windows + E Mé cira s6 Computer

Windows + F

Tim kiém chung

Ctrl + Windows + F Tim kiém dit lidu trong Computer
Windows + F1 Xem huéng din cia hé diéu hanh
Windows + L Ra man hinh khoa
Windows + R Mé cira sO Run
Windows + U Mé Ease of Access Center\ Control Panel
Tinh niing hé thong

Alt + Shift + Print Screen Tat/mé High Contrast
Alt + Shift + Numlock Tét/mé MouseKeys

Danh cho Internet Explorer
Ctrl +B Mé danh sach dia chi cda trinh duyét
Ctrl+E Di ’chuyén dén thanh tim kiém cua trinh duyét
Ctrl +F Tim kiém trén Website dang m&
Ctrl+ H Mo lich sir truy cap web
Ctrl +1 MG cdy thu myc quan ly dia chi
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T6 hop phim tit dung chung Dién giai
Ctrl + L Hién thi hop thoai nhap dia chi trang web
Ctrl+ N Tao méi mdt ctra sb trinh duyét web.
Ctrl + R Lam tuoi lai dir liéu dang hién thi
Ctrl + F5 Ej;ndétzi(?eilc::;lg web, x6a dit liéu trong bd
Ctrl+ T .M& thé méi
Ctrl + W Tét thé hién tai.

2.2. Lam viéc véi hé diéu hanh

2.2.1. Dang nhdp vao mdy tinh

Khi hé diéu hanh duoc tai xong, nhén vao biéu tuong cho tai khoan ngudi dung, go
mat khéu va nhin ENTER d ding nhap bit dau sir dung may tinh

2.2.2. Man hinh Desktop

Khi dang nhdp thanh c6ng, man hinh desktop Windows 7 c6 dang:

Cac biéu twong

Con ir6 chudt

Man hinh desktop

Thanh tic v

Nt Start Cictacvudangmd
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2.2.3. Biéu twong v cita so
- Cong dung cta cac nhom bidu tugng trong man hinh Desktop:
+ Thanh thuc don Start: 1iét ké cac chuong trinh ing dung trong mdy tinh;

+ Taskbar: theo ddi cac chuong trinh dang 1am viéc; Thiét 1ap thudc tinh cho thanh
tac vu; ‘ V

+ My Computer: thye hién cac cong viéc (cai ddt, quan ly) mdy tinh;
+ Recycle bin: luu cac tép tam x6a, cho phép phuc hdi lai khi c?m;

- Thao tac trén man hinh Desktop:

+ Tao Folder, Shortcut;

+ Di chuyén, sao chép, dat tén, dbi tén, dit thude tinh, xo6a tép, thu muc. R
- Céc thao tac khac:

+ Chuyén ddi qua lai giita cac tmg dung trong Windows;

+ Chon nhiéu t€p, thu muc lién tuc, khong lién tuc trong danh siach;
+ Thu nho, phdng to, dong iing dung;

+ Hién thi cac biéu tugng chinh 1én man hinh Desktop;

+ Tao/x6a cac Icon/Shortcut trén man hinh Desktop;

+ Sip xép biéu twong trén man hinh Desktop;

+ Pua mot biéu tuong chuong trinh 1én thanh Taskbar.

- Cira sb Control Panel gébm: chirc ning System; chirc niing Date and Time; chirc
niang Mouse; chirc ning Display; chiic ndng Keyboard; chirc ning Power Options; chirc
ning Regional and Language; chtrc nidng Internet Options; chirc ndng Devices and
Printers; chitc ning Administrative Tools; chirc ndng Personalization; chitc ndng Desktop
Gadgets; chic ning Programs and Features; chitc ndng User Accounts; chic ning
Windows Firewall.

2.3. Thw muc va tép tin
2.3.1. Khdi niém thw muc va tép tin

- Tép tin (File): 1a mot tap hop céc dit ligu c6 lién quan v6i nhau, dugc tb chirc theo
mot clu tric ndo d6, thudng duge luu trit trén dia tir. Tén tép tin thudng c6 2 phén:

+ Phin tén: do ngudi tao ra tép tin dat, bao gdm cac ky tu tir A dén Z, cAc chit sb tir
0 dén 9, diu gach dudi, khoang trang (khong nén dit tén co6 déu, cac ky hiéu dic biét vi
thuong gip 181 khi truyén tin).

+ Phin mé rong: thuong ding 3 ky t, phdn mé rong cho biét tép tin thudc thé loai
nao; Thong thudng do chuong trinh g dung dét ngim dinh khi tao 1ap tap tin.
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<6 3

+ Giita té€n va phan mé rong ngin cich nhau béi dau cham “.

- Thu muc (Folder): thu muyc 13 noi Iuu giit cAc tép tin theo mot chi dé do ngudi sir dung
tao 1ap. Tén thu muc duogc dit theo quy tic dit tén tép tin nhung khong c6 phén ma rong.

E wwm - o

- Dudng dan \ (Path): 14 dudng chi din noi luu giit tép tin, thu muc trén cac thiét bi
luu trit.

2.3.2. Quan ly thw muc va tép tin
- Quan ly thong qua tién ich Windows Explorer cia Windows 7.

- Tao thu muc (Folder): kich phai chudt vao vi tri can tao, chon
Shortcut\New\Folder.

- Thue hién cac thao tac vé di chuyén, sao chép, xo4, dat/ddi tén, dat thude tinh tép
tin, thu muc:

+ Di chuyén: chon thu myc hoic tép tin cin di chuyén, sau d6 nhén t& hop Ctrl + X;
Dich con tré vao vi tri can chuyén tdi, nhin td hop phim Ctrl + V;

+ Sao chép: chon thu muc hodc tép tin cin sao chép, sau do nhén td hop phim
Ctrl+C, dwa con trd vao vi tri cin sao chép téi, nhin td hop phim Ctrl+V;

+ Déi tén: chon thu muc hodc tép tin cAn ddi tén, nhén phim F2 hoic kich chudt
phai chon Rename. Nhép tén mdi, nhén phim Enter dé thyuc hién;

+ Xo6a thu muc hodc té€p tin: chon thu muyc hoic tép tin can x6a, sau d6 nhén phim
Delete dé thyc hién.

2.4. Sir dung tiéng Viét

- P& sir dung tiéng Viét trong Windows cén cai dat Font chit tiéng Viét va phin
mém go tiéng Viét. Cac phin mém thong dung hién nay thuong dung Vietkey, Unikey.
Khi gb tiéng Viét phai chon bang ma phit hop véi kiéu font chit dang st dung; Hién nay
bd Font Unicode thuong duge tich trong Windows. ‘

- Cac kiéu gb tiéng Viét trong phin mém go tiéng Viét: Telex (thdng dung & mién
Bic), VNI (théng dung & mién Nam).

2.5. Phin mém tién ich

2.5.1. Nén va gidi nén tép

WinRAR 1a chwong trinh ding dé nén va giai nén cac tép tin; muc dich ding dé nén
cac té€p tin ¢6 dung lugng 16n thanh céac t€p tin c6 kich thude nho hon nhim thudn tién

trong viéc luu trit va trao doi thong tin;
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Chon mét hay nhiéu tép tin hodc thu muc va nhan nat phai chudt, khi xudt hién
Menu v6i céc chire ndng sau:

P!ay woth \fLC mecim piaye:

Shamw:th ;'
o SM gh e
,’ .

U Sean with AVG - :
: ‘Permanently shred wtth AVG
B INF I TRETN

Add to archwe

Add to "disem danh.rar’
Comptes; and email,

m’ :@5 .

Compress ta” d!zm danh rar and mnmE

e Add to archive.... md chuong trinh WinRAR dé tao tép tin nén voi nhiéu lya
chon khac;

o Add to "tén_tip_tin.rar'": tao thém tép tin nén, dit tén theo ché d6 ngdm dinh
ctia chinh déi twong duge chon;

o Compress and email...: nén va gui tép tin qua Email,

o Compress to "tén_tap_tin.rar" and email: nén, dit tén theo tén cua ddi tuong
va giri tép tin qua Email.

2.5.2. Cdch diit mat khiu cho tép tin nén

Pé bao vé thoéng tin trong khi trao d6i thong tin; Ngudi st dung tép tin chi mé duge
khi c6 mat khiu.

o Chon thé General\Set password.

o Nhép mat khiu vao 6 Enter password va nhdp lai mat khiu dé khing dinh lai,
bdm Ok dé thyc hién

28



2.5.3. Cdch gidi nén cdc iép tin nén

Cach 1: Giai nén c6 Iya chon _

Nhép dbp chudt vao tép tin nén, khi xuét hién cira sb cta chuong trinh WinRAR
chon tép tin va thu muyc can gidi nén, nhén vao nut Extract to, chon dia chi luu thong tin
nay, nhén Ok dé thyc hién;

‘B Downloads - WinRAR (¢

Maodified

Size  Type

_6/23/2016 3;

Cach 2: Giai nén nhanh
Nhan nut phai chudt vao tép tin nén va chon:

B

T8 Open with WinRAR.
@ Extract fiiésm, o
B odractHere .
B

Extract to in17062014 2\

o Extract files...: luu thong tin gidi nén vao dia chi tuy chon, chon b dia, thu muc
can luu;

o Extract here: giai nén tai dia chi dang luu tép tin nén (cung dia chi);

o Extract to tén_tdp_tin\: chuong trinh tu dong tao thu muc 14y tén ngdm dinh theo
tén tép tin nén va gidi nén;

Neéu tép tin dugc bao vé, can xac nhan mat khau de thyuc hién viéc giai nén.

2.6. St dung may in

2.6.1. Céi diit mdy in

Budére 1: Chuén bi

- Tai trinh diéu khién (driver) phit hop vé6i loai may in (dia cai ddt di kém may in
khi mua);

Buwdre 2: Tién hanh cai dit nhw sau

Cai may in cuc bd (Localhost) trén mdy tinh
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- K&t noi may in v6i may tinh (st

- Start\ Devices and Printers.

MFhctoruwes bRt

Rlicrosoft OFfice Worcd 2007

tibraeffice Calba

' é.‘ZLe;byetA!\or' 1.am

5SS Secure Fite Transfer ChHant

¥ wahoo! Messearger

Geororgie Chvomsnes

P ECrarsoft OFFice Excel 2007
CEe S

VEL crrectio player

Potepact

FNE kg aned e -

EiFeitia

Al Progroces

Xuat hién cira sO Devices and Printers nhu sau:

- Chon Add a printer.

P2014, két ndi may tinh bing céng USB).

dung may in HP Laserjet

. &;:i} & Add Printer

What type of printer do you want to instali?

; P Add a local printer

e this sption only i you dan't bhave & USH printar. £ e ally instatis USH

when yau plug ther in

¥ Add a network, wireless or Bluetoath printer

Make sure that your p tathe oF that yaur B
printer iz turred an.

o

- Bidm Add a local printer dé cai dat may in ché d doc lap (khdng chia sé trén

mang may tinh).

R At printer

Chaose a printer port!

A printer port is & typeof 1 Yor that alf your to exch inf

B Use an edsting ports

& LCreate & neve pork

Type of pos

with a pri

Chon cong két ndi véi mdy in, mic dinh 13 cong LPT1, & day két noi gitta may in

HP P2014 qua céng USB.
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- Chon két ndi qua céng USB\Next.

@ & Add printer

Install the printer driver

) if’*’;“ Thoose your printer from the fist. Click Windows Update to see more modets.

Yo install the driver from an installation CO, click Hawve Disk.

c
infotex

KONICA MINMOLTA
Kyocera

.

P Laserfet P201dn
EFIHP LaserJet P2015 PCES
PR TNy

(551 This driver is digitally signed.
il
i3 river signing s i reant

- Manufacturer\chon hing may in.
- Printer\chon tén mdy in va trinh diéu khién.

- Chon Have Disk d¢ tré dén noi chtra Driver ciia mdy in:

Dién tén may in & pha Printer name, roi bdm Next.

Tiép theo xudt hién hop thoai sau:

Vo WEBE T Share ¥ Le PRt provide a shers
e s new Gne. The share name wilt be visible 1o other

share this printer

e Bl Briater A5

S

Chon Do not share this printer: khong ding mdy in chung trén mang;
Chon Share this printer so: dung chung méy in trén mang.
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- Next, xut hién hop thoai sau:

Chon Print a test page dé in thir, bAm Finish dé két thuc.
2.6.2. Thiét lgp ché dp hoat dpng ciia mdy in

- Ché o ding chung trong mang: vao Star\ Control Panel\ Printers and device
or Printers and Faxes;

- Chon mdy in tuvong thich, bAm chudt phai, chon Sharing\dénh déu vao 6 Share this
Printer\ apply, bdm OK dé thuc hién;

- Ché d6 dung doc 1ap: vao Star\ Control Panel\Printers and device or Printers
and Faxes; kich dip chudt vao may in, dit ché do ngém dinh (khé giéy, ché do in), sau
khi thiét 1ap xong bdm vao Set As Default Printer dé sir dung ngdm dinh.
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MO DUN 3

XU LY VAN BAN CO BAN

3.1. Kién thirc co ban ve soan thio vin ban

3.1.1. M@t 56 phim diéu khién théng dung trong soan thio vin bin

Phim/T6 hop phim Dién giai
Delete Xoa ky tu tai vi tri con trd
Backspace Xoa ky tu & trudce con trod
— Dich chuyén con tré vé bén phai 1 ky tu
— Dich chuyén con tré vé bén trai 1 ky tw
\2 ‘Dich chuyén con trd xubng dudi 1 dong
T Dich chuyén con trd 1én trén 1 dong
Ctrl+ Dich chuyén con tré vé dau tir truéc
Ctrl + — Dich chuyén con tré vé dau tir sau
Ctrl + 4 Dich chuyén con tré vé doan sau
Ctrl + T Dich chuyén con trd vé doan trén
Home Dich chuyén con tré vé déu dong
End Dich chuyén con tré vé cudi dong
Ctrl + Home Dich chuyén con tré vé ddu van ban
Ctrl + End Dich chuyén con tré vé cudi vin ban
Page Up Dich chuyén con tro vé trang trudc
Page Down Dich chuyén con trd vé trang sau
Ctrl + Page Up Dich chuyén con tré vé dau cira s6 van ban
Ctrl + Page Down Dich chuyén con tré vé& cubi cira s6 vin ban
CTRL+O M¢ tép dir licu dd co trén dia
CTRL+N M¢ tép dit li¢u moi
CTRL+A Chon toan b vin ban
CTRL+C Sao chép doan van ban da chon
CTRL+V Dan doan vén ban d& sao chép
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Phim/T$ hop phim

Dién giai

CTRL+X

Xo4/Cét doan vin ban da chon

CTRL+Z Khoi phuc thao tac trude
CTRL+Y Thuyce hién lai thao tac trude khi khéi phuc
CTRL+S Ghi tép vin ban

CTRL+P In vdn ban

CTRL+L Cén trai doan vin ban

CTRLAE Can gitra doan vin ban

CTRL+R Cén phai doan vin ban

CTRLH+J Can déu hai bén doan vin ban
CTRL+B Thay dbi kiéu chir ddm

CTRL+I Thay ddi kiéu chir nghiéng
CTRL+U Thay d6i kiéu chit gach chan
CTRLA+F Tim kiém thong tin

CTRL+H Tim kiém va thay thé thong tin
CTRLA+G Di chuyén dén vi tri theo yéu ciu
CTRL+K Lién két toi cac t8p tin khac
fg'f;;gHIFT+F) Mé& hop thoai ph(”)ng chix

CTRL+ = Dénh chi s6 dudi

CTRL+SHIFT + = Dénh chi s trén

CTRL+ALT+U Lam mét duong ké trong bang
CTRL+ALT+E Chen nhanh cht thich

ALT+A+T Téch bang tir vi tri con trd
ALT+SHIFT+T Chen thoi gian hién tai vao tai liéu
ALT+SHIFT+D Chén ngay, thang, ndm hién tai vao tai liéu
F12 Ghi tép vén ban vai tén khac

ESC Thoat khoi cac hdp thoai
ALT+F4 Péng tép hoic cira s 1am viée




Phim/TH hop phim Dién giai
CTRL+ Giam cd chir
CTRL+] Tang c& chir
CTRLA+T Djch chuyén vi tri Tab sang phai
CTRL+2 Gian dong 1/2 (Double)
CTRL+5 Gian dong 1/1.5
CTRL+1 Gian dong 1/1 (Single)

3.1.2. Ché dp soan thio vin bin

- Ché d chén (Insert): trong ché do chén khi nhap ky tu tir ban phim, ky tur nay s& hién
tai vi trf con tro (Insert Pointer) ddng thoi con tré doi qua vi tri méi ngay ké bén phai.

- Ché do de (Overtype): trong ché do de, khi nhdp mot ky tu tir ban phim, ky tu s€ hién
1én tai vi tri con trd. Néu tai vi tri con trd co ky tu thi ky tu mdi s€ ghi de lén ky tu cfi.

Dé chuyén dbi trang thai tir ché do chén sang ché d6 de, ding phim Insert va nguoc lai.

Chit y: Dé bat/tit ché dp dé bang phim Insert, vio Office Button\Word Options)

Advanced\Editing Options, danh déu chon (v) vao é: Use the Insert key to control
overtype mode.

3.2. Sir dyng phin mém xir Iy viin ban

3.2.1. Mo/dong iép vin ban (Open)

- Khi khoi dong Microsoft Word 2007, chuong trinh ty dong md mot cira s6 soan
thao c6 tén 1a Document 1, véi dinh dang Normal (dinh dang ngam dinh ciia Microsoft
Word 2007);

- Mubn mé thém mot tép vdn ban mdi, dung mot trong hai cach sau: bdm vao
Office Button ‘@A New, hoic bim t6 hop phim CTRL + N.

- Mubn mé& thém mot tép van ban co san, dung mot trong hai cach sau: bam vao
Office Button {éj‘*ﬁ\ Open, hodc bam to hop phim CTRL + O.

- Sau khi soan thao xong van ban, dong cic t€p van ban theo mdt trong cac cach:
bdm vao Office Button B Close hoic bam t6 hop phim CTRL + F4 hodc bam vao biéu
tugng Close trén goc phai cia cira so.

3.2.2 .Luwu tép vin bin (Save)

Khi soan thao can phai luu ndi dung ctia viin ban theo mot trong cic cach: bam vao

i%M’\ Save hoic bim td hop phim CTRL + S hodc bdm chudt vao biéu
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3.3. Dinh dang viin ban

3.3.1. Dinh dang ky tw (Foni)

3.3.1.1. Dinh dang ky tw bang lénh:

Vao Home\ Font, bAim i (Dialog Box Launcher)

- Font: ding dé lva chon cac phong chit.

- Font Style: lya chon kidu chir, Regular kiéu
chit binh thudng; Bold kidu chit dam; Italic kiéu chi
nghiéng; Bold Italic kiéu chit vira ddm vira nghiéng.

- Size: chon ¢& chit.

- Font color: dinh dang mau cho ky tu (mdc dinh
la mau den).

- Underline style: dinh dang kiéu chit gach chan.

Times New Roman

||| T Ty o T ot b an bt eter e e ,, - Effects: dung dé dinh dang hi€u tGng doi véi

phong chit.

3.3.1.2. Dinh dang ky tw bang biéu twong trén thanh cong cu
- Chon khéi viin ban cin dinh dang, sau d6 bdm vao nit cong cu twong tng:

[Times NewRoman  ~ chon phéng chir;

chon ¢& chi;

ting c& chif;

gidm c& chif;

x0a dinh dang; .

chon kidu chir ddm(B), nghiéng(l), gach chan(U);
tao nét gach gita ky tu;

tao chi s trén;

tao chi s6 dudi;

chuyén dbi chit thuong thanh chit hoa va nguoc lai;

tao mau nén cla vin ban;

tao mau chit.
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3.3.1.3. Dinh dang ché dp nén/mé réng c& chit (Character Spacing)

Vao Home\ Font, bim T (Dialog Box Launcher)\ Chon thé Character Spacing:
- Scale: dung dé dat ty 18 hién thi, don vi tinh 14 (%);

- Spacing: ding dé dit ché d6 dinh dang.
+ Normal: ché do dinh dang binh thuong;
+ Condensed: ché do dinh dang nén;
+ Expended: ché d¢ dinh dang mé rong.
- Position: thiét 1ap vi tri dinh dang
+ Normal: ché d6 dinh dang binh thudng (giita dong);
+ Raised: ché d6 dinh dang dong chit 1€n trén;
+ Lowered: ché d9 dinh dang dong chit xudng duéi.
3.3.1.4. DBinh dang nhanh bang choi son (Format Painter)

- B6i den doan van ban di dinh dang chuan, bdm chudt vao biéu tuong

: “‘e?éiitrén thanh céng cy, di va bam trd chudt vao doan can dinh dang.
3.3.2. Dinh dang dogn vin bdan (Paragraph)
3.3.2.1. Dinh dang doan vin ban bc%ng lénh:

Vio Home\ Paragraph, bdm & (Dialog Box Launcher), hop thoai s& hién thi gom
hai thé Indents and Spacing va Line and Page Breaks.

+ Thé Indents and Spacing gdm c4c thong tin sau:

- Alignment: dinh dang 18 trang vin ban;

2

- Indentation: dinh dang doan van ban sang trai, phai;

U spacing: 1 :
{pnasiple [CANEWCIN.

scrnms oo some it L Special: dinh dang dong dau va toan bd cac doan;

1l Dan't add space batwe:

Prioview

- Spacing: dinh dang khodng cach doan;

| - Line Spacing: dinh dang d¢ gidn dong;
| + Thé Line and Page Breaks dung dé phan chia
|| Evseesioe et ' || trang (Pagination), to chirc trang vin ban, gdm céc

\ 7 Page biresk bafore !
| e |1} thong tin sau:
1 ) pon'thyphenate .

Vo - Window/Orphan Control: bat/tit ché dd kiém soat
|| b Ll ' ||l dong don 1g;

- Keep With Next: bat/tit ché do giit cac doan
tiép theo;

- Keep Lines Together: bat/tit ché do giit cdc dong
lién tuc;
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- Page Break Before: bat/tit ché do ngit trang;

- Suppress Line Number: bat/tit ché d6 hién thi dong;

- Don’t Hyphenate: bat/tit ché d6 hién thi d4u néi.

3.3.2.2. Binh dang doan vin bdn bang biéu twong trén thanh céng cu:

Chon doan céan dinh dang, sau d6 bam tré chudt vao céc biéu tugng sau:

w

cdn doan vin ban thing 1€ bén trai;

i

cdn doan vin ban vao giira;

il

céin doan vin ban thang 1¢ bén phai;

8

cdn doan vin ban thang 1€ hai bén;

=
iy
4

| dinh dang d¢ gidn dong.
3.3.3. Dinh dang trang vin bin (Page Setup)
3.3.3.1. Dinh dang Ié viin ban (Margins)

Chon Page Layout\Page Setup, bAm T& (Dialog Box Launcher), chon thé Magins hodc
bim vio biéu tuwong Magins |

, chon Custom Magins. Khi d6 hdp thoai sau xuét hién:

- Margins: ding dé dinh dang 1&;

- Orientation: dinh dang chiéu trang gidy;

- Multiple Pages: ding dé dinh dang ché do
in nhiéu trang.

3.3.3.2. B,;'nh dang khé gidy (Paper):

Chon Page Layout\Page Setup, bim T (Dialog
Box Launcher), chon thé Paper hoic bidm vao biéu

tugng ' **, chon More Paper sizes, khi d6 hop thoai
sau xuat hién:

- Paper Size: dung dé chon khé gidy;

- Paper Source: diing dé khai bao ngudn gidy khi in
vin ban.

3.3.3.3. Dinh dang dau ra ciia véin bdn

Pé dinh dang dAu ra clia vin ban (Layout), chon Page Layout\Page Setup, bAm
vao & (Dialog Box Launcher), chon th¢ Layout gdm c4c muc:
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Page Satup -

- Section Start: dit ché do trang khéi dau.

- Headers and Footers: tiéu dé€ trén va tiéu dé dudi;

£ snmrase widdnotes
Hasders and footers -
£ Different pdd ond even
71 Qiffecent fiest page
Header:
Eooters

- Vertical Alignment: dinh dang trang theo chiéu doc;

From edoe:

Page

- Apply to: dinh dang pham vi anh hudng;

- Line Numbers: dinh dang sb dong;

- Borders: dinh dang dudng ké.

3.4. Lam viéc voi bang biéu (Table)
3.4.1. Tao bang

- Tao bang bing biéu tuong trén thanh cong cu: di con tré dén vi tri cin tao bang,

chom Insert bam trd chudt vao bi€u tuong bang = , bam giit va kéo chudt dé xuat hién

s0 hang va ¢t can tao, sau d6 tha chudt.

¥

o e - Tao bang bang menu 1énh: di con trd den vi tri can
InsertTable !

tao bang, vao Insert\Table\Insert Table, hop thoai hién

?Tab;!esize L . A LA :
b thi gbm cdc thong tin:

1 Number of columns:
:Mb&' bfmws: ’

AutoFit behavior ; -
® Fixed columnwidth: At E
€ AutoFitto contents

- Number of columns: khai bdo so c6t;

- Number of rows: khai bao so hang;

- - Fixced column width: dg rong cia cit (Auto);

2 " N e . A [N ? A A 7
O Adofittowindon o - AutoFit to contents: ty dong diéu chinh d6 réng ctia
] Remember dimengons for new tables ||  bang theo ndi dung dit liéu trong bang;

- AutoFit to window: ty dong diéu chinh do rdng cua
bang theo dd rong clia ctra sb da dinh dang.

Chii y: Mudn thao tdc trén bang biéu di tgo, can phdi ddt con tré vao trong béng.
Khi dé sé xudt hién cdc thé chita cdc 1énh lam viéc trén bang nhie: Layout, Design.

3.4.2. Chon 6, khéi hang, khoi cdt, bing
- Chon 6 (Select cell):

+ Chon 6 béng 1énh: dit con trd vao & cin chon, vao Layout\
Select\ Select Cell.

View - Properti
Gridlines

Select Celf

+ Chon 6 bang ban phim: dit con tré vao 6 cin chon, bim 6

= hop phim Shift + (—, «).

.
n

Seiegf Column
+ Chon 6 bang chudt: di tré chudt vao dau 6, bAm chudt; Néu
chon nhiéu 6 thi gitt phim Shift, bAm chudt vao 6 cudi.
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- Chon hang (Select Rows):

+ Chon hang béng 1énh: dat con trdé vao hang can chon, vao Layout\ Select\ Select
Row.

+ Chon hang bing ban phim: dit con tré vao hang cin chon, bAm tb hop phim
Shift + (—, «).
4 Chon hang bing chudt: di tré chudt vao ddu hang rdi bAm chudt.
- Chon cot (Select Column):

+ Chon c0t bz"mg 1énh: dit con trd vao ¢ot cin chon, vao Layout\Select\ Select
Column.

+ Chon cdt bang ban phim: dat con tré vao cdt can chon, bdm t& hop phim Shift
+(1, 1)

+ Chon cot bing chudt: di trd chudt vao du cot, khi xudt hién miii tén nho, ddm
thi bAm chuét dé chon.

- Chon bang (Select Table):

+ Chon bang bang 1énh: dit con trd vao & bt ky trong bang, vao Layout\ Select\
Select Table.
+ Chon bang béng chudt: di tré chuodt dén diu hang, bdm chuot kéo dén dau
hang cudi.
3.4.3. Chén thém hang, cot, 6
- Chen thém hang (/nsert Rows):

+ Cheén thém hang vao vi tri phia trén con tro: dit con tré vao hang phia dudi

hang cin chén, vao Layout\Insert Above

Y

+ Cheén thém hang vao vi tri phia dudi con tré: dit con trd vao hang phia trén

sert |,

g3

hang cin chén, vao Layout\Insert Below

+ Chén thém hang vao vi tri cuoi bang: ddt con trd vao 6 cudi cing cua bang,
bam phim Tab dé thuc hién.

- Chén thém cot (Insert Columns):

+ Chén thém cdt vao vi tri bén phdi: dat con tré vao cdt phia trai cdt can cheén,

vao Layout\Insert Right i ;

+ Chen thém cdt vao vi tri bén trdi: dat con trdé vao cft phia phai cgt can chén,
=

vao Layout\Insert Left % .

- Chén thém 6 (Insert Cells):
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+ Chén thém 6 vao vi tri bén phdi: ddt con trd vao 0
phia trai 6 cin chén, vao Layout, bdm biéu tuong
(O shift cells right. Table Insert Cells & goc dudi bén phadi cia nhém
"’ : Rows&Columns, sau d6 chon Shift cells right.

Insert Cells

+ Chén thém 6 vao vi tri phia diréi: ddt con tré vao 0

phia trén 6 cin chén, vao Layout, bim bidu tugng
Table Insert Cells & goc dudi bén phai cia nhdém
Rows& Columns, sau do chon Shift cells down.

) Insert entire column

3.4.4. Xod hang, xod cft, xod 6

- Xoa hang (Delete Rows): chon hang cAn xo04, vao
Layout\Delete\Delete Rows.

Insert Insert
Above Below

Detete Cells...

Ty Delete\Delete Columns.
o

- Xoda ¢t (Delete Columns): chon cot can xo4, vao Layouf\

Delete Columns

Defete Rows - Xo04 6 (Delete Cells): chon 6 can xo4, vao Layout\ Delete\
Delete Table

Delete Cells.

3.4.5. Thay doi dj rpng ciia cft, hang, 6, bang (Table Properties)

* Thuc hién bing chudt:

- Thay déi d9 rong ciia cot: dich chuyén con tré chudt dén dudng phan chia gifta
hai c6t, khi xuét hién miii tén hai chidu (<) bim, giit chudt; Kéo vé phia bén trai ¢é thu
nhé cot lai, kéo v& phia bén phai dé mé rong cot ra.

- Thay ddi d9 cao ciia hang: dich chuyén con trd chudt dén duong phén chia gifta
hai hang, khi xuét hién miii tén hai chiéu (J) bam, gitr chudt; Kéo xudng dudi dé mé rong
hang ra, kéo 1én trén dé thu nhd hang lai. Hang s& dugc thu nho lai tbi da béng d0 cao clia
c& chit hién tai, néu mubn thu nho hon cén phai giam c& chi.

- Thay dbi d rong ctia 6: chon 6 cin thay dbi, dich chuyén con tré chudt dén
dudng phan chia giita hai 6, khi xuat hién miii tén hai chidu (<) bm, gitr chudt; Kéo vé
phia bén trai dé thu nho, kéo v& phia bén phai dé mé rong 6 ra.

- Thay d8i dd réng ciia cdt: thyc hién bang menu Iénh; Dit
con tré vao cOt can chinh, vao Layout\ Table Properties|
1| Column, khai bao cac tham s

+ Column (?): ¢0t hién tai;

+ Preferred width: d6 rOng cta cot;

+ Measure in: don vi tinh (cm hodc %),
+ Previous Column: chuyén vé cot trudc;

+ Next Column: chuyén sang cot sau.
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- Thay d6i d6 cao ciia hang:

Dit con trd vao hang can didu chinh (néu nhiéu hang dé cao bing nhau can danh
ddu chon), vao Layout\ Table Properties| Row, khai béo cic tham sé:

+ Row (?): hang hién tai;

Vertial dbgremnt

Fivee it i!.sao ~§§ - i E

B/l=

+ Specify height: dd cao cia hang;
+ Row height is: diéu chinh d6 gidn;
+ Previous Row: chuyén 1én hang trén;

+ Next Row: chuyén xubng hang dudi.

bat con trd vao 6 can dinh dang (néu dinh dang

nhiéu 6 cén thwc hién ddnh ddu chon), vao Layout\
Table Properties\ Cell, khai b4o cic tham sb:

+ Preferred width: do cao cua 6;

+ Measure in: don vi tinh (cm hodc %),
+ Top: cin dit lidu vao dau o;

+ Center: cdn dit liu vao gitra 0;

+ Bottom: cin dit liéu vao cudi 0.

+ Dit con tré vao 6 bit ky trong bang;

+ Vao Layout\ Table Properties\ Table, khai bdo céc

tham s0:

+ Preferred width: d6 cao cuia hang;

+ Measure in: don vi tinh (cm hodc %).

Pt con tr6 vio O bét ky trong bang, vao Design\ Borders

Praviu

Chek o dagrom bekow o wse
buttons tn apply bordets

Bme

and Shading, Microsoft Word 2007 s€ mé& hdp thoai
g0m céc myc: Borders; Page Border va Shading.

- Borders (khung vién)
+ None: huy bé khung vién;

+ Box: tao duong vién cho 0;

+ All: tht ca dudng vién gidng nhau;




+ Grid: duong vién khung ngoai khic dudng ké trong bang;
+ Custom: tuy chon kiéu dudng ké;

+ Style: chon kiéu cua dudng ké;

Mrdandshodog = & + Color: chon méau duong ké;

+ Width: chon d§ dam duong ké.

Preview
Cick on diagram below o use
buttorts to apply borders

- Page Border (dudng vién trang)

+ None: huy bé khung vién;

+ Box: tao dudng vién cho 0;

+ Shadow: tao dudng vién bong;

+ 3D: tao dudng ké bong 3D;

+ Custom: tuy chon kiéu dudng ké;

+ Style: chon kiéu ciia dudng ké;

+ Color: chon mau dudng ké;

R - + Width: chon 4 dam dudng ké;

+ Art: chon kiéu trang tri khung vién.

- Shading (tgo béng va t6 mau nén)

+ Fill: lua chon mau nén;

Apoly tos
{Table .

+ No Color: huy bé mau nén;

+ More Colors: chon bang mau khac;

+ Style: ty 1€ pha mau;
+ Preview: hién thi bang mau twong thich véi mau pha, ty 1€ pha lua chon;
+ Apply to: pham vi anh hu‘éﬁg.

3.4.7. Tdch bdang (Split Table)

- Dit con trd vao hang cin tach, vao Layout\ Split Table. [L55eitTble |

3

- bé ghép hai bang lai v4i nhau, dat con tré vi tri cudi bang thtr nhit va bim phim
DELETE dén khi hai bang ghép lai v6i nhau.

3.5. Nhiing cdc dbi twong vao vin ban
3.5.1. Hjp vin bin (Text Box)

Hop 13 mot dbi twong dd hoa, chuyén ding cho loai vin ban ¢6 ciu tric so dd khéi.
Trong hop c6 thé trinh bay nhu vin ban thong thudng.
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D4 tao hop van ban, vao Insert\Text Box, khi xuat hién hinh dau (+), ding k¥ thudt
Drag and Drop kéo tao thanh hop.

3.5.2. Tranh dnh

Microsoft Word 2007 cung cdp bd suru tap hinh méu theo cc chu d& khac nhau. Dé
chén hinh mau vao vin ban, vao menu Insert\Clip Art.

Phién ban Microsoft Word 2007 cho phép ngudi ding cheén hinh anh tir cic té€p anh
v6i cac dinh dang khdc nhau vao vin ban. Vao menu Insert\Picture dé m& hop thoai
Insert Picture. Tai ctta s& Look in, tim dia chi luu gilt t€p anh, chon anh va bdm vao
Insert dé thuc hién chén anh.

3.5.3. Péi twong do hoa (Shapes)

Microsoft Word 2007 ¢6 ché do db hoa rét phong pht, gdm nhiing
miau hinh dugc két hop bing céc dudng thing, dudng cong, dudng
tron, cac loai hinh v& 1én trén van ban dé trang tri hodc mo ta véan dé
gi do. Mudn v& mot dbi tuong dd hoa, di chuyén con trd dén vi tri

can tao, vao Insert\ Shapes, bAm vao bidu tuong twong Gng trén
thanh coéng cu v&; Khi d6 con tré chudt chuyén thanh déu cong (+),
dung k§ thuét Drap and Drop dé tao dbi tuong dd hoa.

AP tew Drawtng Corwas

3.5.4. Chu thich

- Trong soan thdo, ¢6 nhiéu muc nguoi st dung can phai
chu thich vé xuat x hodc dia danh d€ nguoi doc c6 thé hiéu ro
hon vé van dé dang dé cip dén. Thong thuong cac chu thich

Footnbte and Sndr;cte s

thudng dat ¢ vi tri cudi trang hodc cudi tai ligu, tuy thudc vao

timg loai tai liéu. Pé thuc hién chén cac chu thich, vao
Reference\ Insert Footnote

- Location: chon vi tri chén cha thich;

+ Footnote: cha thich cudi trang;
+ Endnote: chti thich cubi vin ban.
- Format: dinh dang chu thich
4+ Number format: dinh dang kiéu chi thich;

+ Custome mark: chon ky hi¢u danh déu tuy chon;

+ Start at: chon s hoic ky tu bat dau;

+ Numbering: chon kidu danh s chu thich;

+ Apply changes: pham vi dp dung cdc lua chon.
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3.5.5. Tiéu dé trang (Header and Footer)

Dé chén tiéu dé trén, vao Insert\ Header cira s6 tiéu dé trén s&€ dugc md, cho phép
ngudi stir dung chen ndi dung tiéu dé trén

Baigidng Tin hoc vin phong

Dé cheén tiéu dé dudi, vao Insert\ Footer ctra so tiéu dé dudi s€ duge mé, cho phép
ngudi st dung chén ndi dung tiéu dé. Viéce soan thdo tiéu dé binh thudong nhu soan thdo
céc van ban thong thuong khéc.

trinh bay noi dung tiéu dé trén;

trinh bay ndi dung ti€u dé dudi;

chén s0 trang vin ban ;

cheén ngay, gio hién tai theo hé théng;

chén thong tin vé t€p vin bén;

chén tranh anh;

S chén hinh mau;

chuyén dén tiéu dé trén;

chuyén dén tiéu dé dudy;

Close Header

mrse | d0Ong lai, quay v€ ché dd soan théo.

Trong trudng hop ngudi sit dung mudn thiét 14p tiu dé cua trang diu, danh ddu
vao muc Diffirence first page, hodc thiét 1ap tiéu dé trang chin va 1 khic nhau, ddnh
d4u vao muc Diffirence Odd and Even.

3.6. Panh sb trang viin ban (Page Numbers)
- Vao Insert\Page Number:

-Top of Page (Header): diu trang;

~ : - Bottom of Page (Footer): cudi trang;
Top of Page »
Bottom of Page ’ - Alignment: vi tri sO trang hi¢n thi;
Page Margins 4 )
Surrent Position T - Format Page numbers: dinh dang s0 trang;
Eormat Page Numbers..,
Bemove Page Numbers - Remove Page numbers: xda sO trang.
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3.7. Kiém tra viin ban truwée khi in (Print Preview)
- Dé kiém tra van ban trude khi in, vao Office Button\ Print\ Print Preview.

- Céc nit 1énh trén thanh coéng cu Print Preview:

Print: in truc ti€p vdn ban trong ché d6 Print Preview;

Options: tuy chon ché do in;

Margins: thiét lap 1& van ban;

Orientation: thiét 1dp huéng trang in;

% | Size: thiét lap khé giéy in;

zeml  Zoom: phong to, thu nhé man hinh;

Ché do hién thi 100%;

One Page: ché d6 hién thi 1 trang;

QQTWQ Pages

Two Pages: ché d6 hién thi 2 trang;
] Page Width

Page Width: ché do hién thi trén toan man hinh;

Show Ruler: bat/tat ché d6 hién thi thude do ngang, doc;

magntier | Magnifier: chuyén trang thai con tré chudt;

&7 Shrink One Page

Shrink One Page: tw dong giam kich thudc dé don trang;

Next Page: chuyén sang trang tiép theo;

Previous Page: chuyén sang trang trudc;

Close Print Preview: dong ché d6 xem tré vé ché do soan thao;

pé dong ché do Print Preview, bAm vao Close trén thanh cong cu Print Preview

hodc bam phim Esc.
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3.8. In viin ban (Print)
Vao Office Button\Print\Print, hoic td hop phim Ctrl + P, khai bao c4c tham sb sau:

i

P of gomieas | THTT

e

- Printer: chon may in trong bang danh muc.



Properties: thiét 1ap c4c tham sb cho may in; Céc chirc ning va tham sd phu
thudc vao loai mdy in, vi vay viéc thiét 1ap ché dd in s& diém khac nhau;

- Page range: chon pham vi in
+ All (ngc?m dinh): in toan bd vin ban;
+ Current page: in trang hi€n hanh (¢rang dang cé con tro);
+ Pages: in trang dugc chi dinh.
- Copies: khai béo sb ban in
+ Number of copies: nhap sb ban in;
+ Collate: sap xép diing thtr ty trang in va quy dinh céch in.
- Zoom: phong to/thu nhd.
+ Pages per sheet: in nhiéu trang trén 1 to gidy;
+ Scale to paper size: diéu chinh ty 1¢ van ban theo trang gidy.
- Print What: chon loai vin ban can in
+ Document: in vdn ban thong thudng;
+ Document properties: in cac thudc tinh van bén;
+ Document showing markup: in bd sung phan vin ban méi da danh dau;
+ List of markup: danh sach danh déu;
+ Style: in céc khuon dang da dinh nghia;
+ AutoText entries: in cac muc AutoText;
+ Key assignment: in t hop cac phim gan.
- Print: xac dinh pham vi in
+ All pages in range: in toan b cic trang cila vin bén;
+ Odd pages: in céc trang 1¢;

+ Even pages: in céc trang chin.
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MO DUN 4
SU DUNG BANG TINH CO BAN

4.1. Mot s6 khai niém co ban

Microsoft Excel 1a phin mém tng dung dugc thiét ké dung dé trinh bay thong tin
dudi dang bang, thuc hién céc tinh toan, biéu dién thong tin dudi dang biéu d6 mot cach
truc quan thong qua cac sb liéu trong bang. Microsoft Excel hd tro cho nguoi st dung
trong viéc nhdp, thyc hién cic phép tinh, tdng hop, xir Iy dit liéu dudi dang bang bing
cach ap dung céc phép tinh, bidu thirc, ham, phén tich dit 1iéu, du bao;

4.1.1. O (Cell):

O 1a giao diém ciia mdt ¢t va mot hang, duge xac dinh boi toa do dya theo ky hiéu
chi s§ cot va sb tha tu cta hang. O 1a don vi nho nhét trong bang tinh, tuy theo ting
phién ban, sb 6 trong bang tinh c6 sy khac nhau. Phién ban Microsoft Excel 2007, ¢
17.179.869.184 6 (16.384 cot x 1.048.576 hang);

Dia chi 0 (Cell address) 1a vi tri hi¢n hanh chira con tré 0, hién thi trén hop tén &
(Name box). Cé hai loai dia chi, dia chi tuong dbi va dia chi tuyét dbi.

- Pia chi twong dbi (Relative address): 12 vi tri giao nhau giita ¢t va hang, dugc
ky hiu theo tén cit trude, tén hang sau. Dia chi tuwong d6i 12 dia chi s& dugc ty dong thay
thé bang dia chi cu thé cia 6 méi khi sao chép cac cong thirc ¢6 chira dja chi.

- Dia chi tuyét ddi (Absolute address): vi tri ciia dia chi twong ddi va tuyét dbi 1a
gibng nhau, nhung gia tri tuyét dbi cia 6 1a hing s6 (chi co dinh cét, hang), duge chén
thém ky hiéu $ & trude dia chi cta cdt va dia chi cua hang ($A$2, $B$3). Dia chi tuyét
dbi 12 loai dia chi khéng thay ddi khi sao chép cong thirc c6 chira dia chi sang 0 khic.

- Pia chi hén hop: 12 loai dia chi két hop giita dia chi tuong d6i va dia chi tuyét dbi

4.1.2. Cot (Columns)

Cot 1a tap hop cac 0 trong bang tinh theo chidu dung. PO rong mic dinh cta cot 1a 9
ky tu. Mdi bang tinh ctia Microsoft Excel 2007 ¢6 16.384 cot, mdi ¢ot duge gan ky hiéu
theo thir tu bang chit cai tiéng Anh.

4.1.3. Hang (Rows)

Hang 1a tdp hgp cac 0 trong bang tinh theo chiéu ngang. Chiéu cao mic dinh cta
mdt hang 13 12.75 chdm diém (c6 thé thay doi tir 0 dén 409). C6 tong cong 1.048.576
hang trong mot bang tinh dbi v6i phién ban Microsoft Excel 2007 va mdi hang dugc gén
mot s thir ty.

4.1.4. Ving (Range)

La tadp hop cac 6 xép lién nhau trong mot ving c6 dang hinh chit nhat. Dia chi ctia
ving xac dinh béi dia chi ctia 6 goc trén bén trai va & goc dudi bén phai, giita dia chi hai
6 1a d4u hai chim ().
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4.1.5. Bing tinh (Worksheer)

Bang tinh 1a ma trén hai chidu gdm céc hang va cic cot. Bang tinh chira cac 6 dir
liéu va cong thirc gitip nguoi st dung xt ly dit liu dé dua ra két qua theo nhitng quy téc
tinh theo nhitng tiéu chi khéc nhau.

4.1.6. Tap bdng tinh (Workbook)

Tép bang tinh 14 tap hop céc bang tinh trong mdt ctra sb. Phién ban Microsoft Excel
2007, mot tap bang tinh duge thiét ké gdm 255 bang tinh. D& thay dbi sb lugng bang
trong tip bang tinh khi khoi dong, vao Office Button\ Excel Options\ Popular\ Include
this manysheet, khai béo $6 bang tinh.

4.1.7. Mt s6 phim tit thong dung

T4 hop phim tit Dién giai
F2 Dua con trd vao trong 6
F4 Lap lai thao téc trude
F12 Luu viin ban véi tén khac (giéng véi 1énh Save as)
Alt + « Huy thao tac vira thuc hién (giéng 1énh Undo)
Ctrl + A Boi den toan bd bang tinh
Ctrl +B Chit ddm
Ctrl +1 Chir nghiéng
Ctrl+U Chit gach chén
Cul+C Copy dit liéu
Ctrl + X Cit dit liéu
Ctrl+V Dan dit lidu tir copy hoic cét
Ctrl +F Tim kiém cum tir, s&
Cul+H Tim kiém va thay thé cym tir
Ctrl+ 0O Mé tép da luu
Ctrl + N M& mot t€p mabi
Ctrl +R Tu dong sao chép 6 bén trai sang bén phai
Ctrl +8 Luu tai liéu
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T6 hop phim tit Dién giai
Ctrl + W Péng tai liéu (gibng 1énh Alt + F4)
Ctrl +Z Huy thao tac vira thyc hién
Ctrl + 1 An/Hién hop dinh dang 6
Ctrl +0 An cot (gidng 1énh Hide)
Ctrl + Shift + 0 Hién céc ¢t vira 4n (giéng 1énh Unhide)
Ctrl +9 An hang (giéng 1énh Hide)
Ctrl + Shift +9 Hién cac hang vira 4n
Ctrl + () Xoéa cac 0, khbi 6 hang (bdi den)
Ctrl + Shift + (+) Chén thém 6 tréng
Ctrl + Page up .
Di chuyén gitta cdc Sheet
(Page down)
Ctrl + Shift + F Hién danh sach phdng chit
Ctrl + Shift + P Hién danh sach c& chit
Shift + F2 Tao chu thich cho
Shift + F10 Hién thj thuc don hién hanh
Shift + F11 Tao Sheet méi
Shift + Tab DPua con tré chudt sang bén tréi cia 6 hién hanh
Tab DPua con tro chudt sang bén phai cia 6 hién hanh

4.2. Lam viéc v6i bang tinh

4.2.1. M¢ bang tinh maoi

Khi khéi dong Microsoft Excel 2007 1an déu, chwong trinh s& ty d6ng mé mot bang
tinh ¢6 tén 12 Booki (i= I, 2... ld 56 thit tw ciia bang tinh), cho phép ngudi sir dung thuc
hién truc tiép trén bang. Pé mé mot bang tinh méi, bdm vao Office Button\New hoic
bim td hop phim CTRL + N hodc chon biéu twong New trén thanh Customize Quick
Access Toolbar.

4.2.2. M¢ béang tinh di cé trén dia

Pé md mot bang tinh dd c6 trén dia, vao Office Button\Open hoidc bam t6 hop phim
CTRL + O hoic chon biéu tugng Open trén thanh Customize Quick Access Toolbar.
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4.2.3. Ghi bing tinh lin diu

Dé thuc hién viéc ghi lai bang tinh, vao Office Button\Save hodc bam t§ hop phim
Ctrl + S hodc chon biéu tuong Save trén thanh Customize Quick Access Toolbar, nhap
tén t€p va dia chi luu git.

4.2.4. Ghi bdng tinh voi mt tén khdc

Khi 1am viéc véi bang tinh thuong giap nhitng bang tinh c6 ndi dung gin gidng
nhau, ngudi sir dung c6 thé ghi sao sang mot tép khic dé hiéu chinh lai cho pht hop ma
khong 1am thay ddi tép gdc, hodc sao luu thanh cic tép khac nhau d& phong su cd. Dé
thuc hién ghi bang tinh v mot tén khac, bam phim F12 hodc vao Office Button\Save
As, nhdp lai tén tép va dia chi luu gilt méi.

4.2.5. Dong tép bang tinh

Sau khi 1am viéc xong v&i mot bang tinh, dé dong tép bang tinh, vao Office
Button\Close hodic bim t& hop phim Ctrl + F4,

4.3. Kiéu dir liéu
Trong Microsoff Exc?l 2007 c¢6 nhiéu kiéu dir liéu khic nhau, trong mot bang tinh
c6 thé dinh dang nhicu ki€u dit li¢u, nhung trong mdt 6 chi cé thé ton tai mot kiéu dit
liéu. Kiéu dir liéu phu thudc vao ky tu diu tién dugc nhdp vao. Microsoft Excel 2007
phan biét hai loai dif ligu:
+ Hing sb (Constant Value).
+ Cong thirc (Formula Value).
- Trong Microsoft Excel 2007, sit dung céc toan ti trong mot biéu thire:
+ Todn tir 56
(+): cong
(-): trir
(*): nhén
(/): chia
+ Todn tr xdu ky tw (Character)
&: ndi xau
+ Todn ti so sanh ( Logic)
(>): 16n hon
(<): nho hon
(=): bing
(>=): 16n hon hoic bing
(<=): nhé hon hoic bing

(<>): khéc
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4.4. Chén thém hang, cdt, 6, bing tinh
4.4.1. Chén thém hang (Row)

- it con trd vao vi tri can chén, sau d6 vio Home\Insert\Insert Sheet Rows dé
thuc hién;

- D& cheén thém nhiu hang cung mdt luc, can thue hién chon sb hang.
4.4.2. Cheén thém cgt (Column)

- Pt con trd vao vi tri can chén, sau d6 vao Home\Insert\Insert Sheet Columns
dé thuc hién.

- Khi mubn chén thém nhiu cot cung mot lac, cin thuce hién chon sb cot.
4.4.3. Cheén thém 6 (Cell)

Dé thyc hién chén thém 6, dit con tré vao vi tri cln chén, vao Insert\Cells dé
thyuc hién.

4.4.4. Cheén thém bdng tinh (Sheet)

- Dé chén thém Worksheet vao tép vao Home\Insert\Insert Sheet hodc kich chudt
phai trén thanh Worksheet, chon Insert\Worksheet.

4.5. Xo6a hang, cot, 6, biang tinh
4.5.1. Xoa hang (Row)

- Dit con tré vao hang can xoa, sau d6 vio Home\Delete\Delete Sheet Rows aé
thuc hién.

- Khi mubn x6a nhiéu hang cuing mot lac, can thyc hién chon nhidu hang.

4.5.2. Xoa cpt (Column)

- Pt con trd vao cdt cAn x6a, vao Home\Delete\Delete Sheet Columns dé thyc hién;
- Khi mudn x6a nhiéu cot cling mot lic, cAn thuc hién chon nhidu cot.

4.5.3. Xoa é (Cell)

Pé thuc hién xo4 6, dit con trd vao vi tri 0 can x0a, vao Insert\Delete Cells dé
thyuc hién.

4.5.4. Xoa bang tinh (Sheei)

- P& x04 bang tinh, vio Home\Delete\Delete Sheet hoic kich chudt phai trén thanh
Worksheet, chon Delete\ Worksheet.

4.6. Ham trong Microsoft Excel 2007

CAu tric chung ciia mdt ham gbm hai phin chinh, gdm tén ham va danh sach cac
bién dugc 1iét ké trong cép diu ngodc don sau tén ham va duge viét cach nhau boi dau
phiy (,) hodc ddu chim phéy (;) tuy thudc vao thiét 1ap trong Control Panel.
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Cu phap ham: = Tén ham (cic tham bién), trong d6 cdc tham bién 1a cac dbi sb,
duoc viét cach nhau bing diu phiy (,) hodc dAu chdm phéy (;) hay déu hai chim ().

4.6.1. Cdc ham thong ké (Statistical)
4.6.1.1. Hom SUM
- Cii phép: =SUM (numberl, number2,..., numberN).

Trong d6, numberl, number2,..., numberN c6 the la cic so, dia chi ho#c tén clia cac
0 hodic ving, cic cong thirc, ham hodc gia tri logic (True hodc False). SO bicn to1 da c6
thé 1én tGi 255.

Ham SUM ding dé tinh tdng céc gia tri ctia cac bién dugc liét ké trong cip ddu ngoic.
4.6.1.2. Hom AVERAGE
- Cii phap: =AVERAGE (numberl, number2,..., numberN).

Trong d6 numberl, number2,..., numberN la cac s, dia chi hodc tén cua céc 6 hodc
viing, cac cong thirc, ham hodc gia tri logic. SO bién t6i da c6 thé t6i 255.

- Ham AVERAGE diing dé tinh trung binh cong ciia céc gi tri cdc bién dugc liét
ké 1a (numberl, number2,..., numberN). Ham AVERAGE cho gia tri (numberl+
number2,..., numberN)/ N.

4.6.1.3. Cdc ham MIN va MAX
- Cu phap: = MIN (number1l, number2,..., numberN).
= MAX(numberl, number2,..., numberN).

trong d6 numberl, number2,..., numberN c6 the 14 cac sO, dia chi hodc tén cda cac
0 hodc viing, cic cong thirc, ham hodc gid tr logic. SO bién toi da c6 the t61 255.

Ham MIN dugc ding dé tinh gia tri nhd nhdt, con ham MAX tinh gid trj 16n nhét
cla céc gia tri céc bién dugc liét ké.

4.6.1.4. Ham COUNT

- Ci phap: = COUNT (Valuel, Value2,....).

trong d6 Valuel, Value2,... 1a cac bién, t6i da 1a 255.

Ham COUNT dung dé dém s6 6 dit liéu kiéu sb trong viing tham chiéu.
4.6.1.5. Ham RANK

- Cu phap: = RANK (Number, Reference, Order).

Trong do:

- Number: 1 gié tri s6 nim trong ving dit lidu sép xép.

- Reference: ving chira dit liéu s0 can sdp xép thr hang.
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- Order: trat tu sip xép, theo ting hodc giam dan. Gi4 tri Order 1a 0 thi sip xép
theo chiéu tang dén, gia tri Order & mot sé khac 0 thi sip xép theo chidu giam dan. Ham
RANK tra vé két qua thir hang ctia mot sb trong mot déy sb.

4.6.2. Nhém ham logic va diéu kién
4.6.2.1. Nhém ham logic: tra vé két qua TRUE (diing) hoic FALSE (sai).

- Ham AND: cho két qua 1a gia tri Va cta cac biéu thic logic, nhan gia tri ding
(True) khi tat ca cac phan tir thoa man diéu kién.
Ci phap: = AND (Logicall, logical?, ...).
- Ham OR: cho két qué Ia gia tri Hodic ctia cac bidu thirc logic, nhén gia tri ding
khi ¢6 mdt phan tir thod man diéu kién.
Cii phap: = OR (logicall, logical2,...).
- Ham NOT: cho két qua 1a sai (pht dinh) néu phén tt dang.
Ci phap: = NOT (Logical).
4.6.2.2. Ham diéu kién
- Ham IF
Cu phap: = IF(logical_test, value_if true,value if false)
Trong d6 Logical_Test 14 diéu kién can kiém tra, value_if true 1a gid tri ding,
value_if false 12 gia tri sai.

Neéu di€u kién Logical_Test thod man, hAm nhan gi4 tri value_if true, ngugc lai
ham nhén gia tri value_if false;

Chu y: Déi véi loai dit liéu dang chit thi ddt trong cip ddu nhdy trén "..."
4.7. Sip xép dit liéu (Sort)

Chon ving dir liéu can sép xép, vao Data\ Sort, khai bdo cac tham sb sau:
- Sort by: chon khoa chinh;

- Then by: chon khéa phy;

- Add Lever: thém khoa phuy;

- Delete Lever: x6a khoa phy;
- Copy Lever: sao chép khoa phy;
- My data range has: khai bao tiéu dé;

- Order: chon thir tir sip xép.

4.8. Loc dir liéu tw dong (Auto Filter)

- D3t con trd vao dong tiéu dé cia bang tinh, vao Data\ Filter, Microsoft Excel 2007 s€
tw dong hién thi miii tén bén phai trén tAt ca cac truong thong tin ctia bang c6 dit liéu.

- Bam tro chudt vao mili tén tai cot cén loc theo céc diéu kién:
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- Equals: = (bdng);

- Does not equals: <> (khéc);

- Is greater than: > (16n hon);

- Is greater than or equal to: >= (16n hon hodc bing);
- Is less than: < (nhé hon);

- Is less than or equalto: <= (nhd hon hodc bing);

- Begins with: bét ddu bang .....
- Does not begins with: bit dau khac;

- Ends with: két thic bing;

- Does not end with: két thic khéc;

- Contains: bao gém, chtra;

- Does not Contains: khong chira.

- Céc hop Iya chon And\Or (va\hodc) ding dé két hop céc diéu kién, tao ra 8 hop loc
theo nhiéu diéu kién khac nhau.
4.9. Tao d6 thi (Chart)

Pé tao dd thi, cin bdi den vung dit liéu cn tao, bidm chon Insert\Charts, chon
kiéu db thi, bAm chon (OK) dé thuc hién.

4.10. Pinh dang bang tinh

- P& thuc hién dinh dang, budc déu phai chon vung dit liéu, tiép theo vao
Home\Format\Format Cells, chon thé tuong ting dé thuc hién;

- Number: dinh dang sb;

- Alignment: dinh dang 18;

- Font: dinh dang phong chit;

- Border: dinh dang khung vién;

- Patterns: dinh dang mau nén;

- Protection: bao v¢ dit liéu.

4.11. Pinh dang trang (Page Setup)

- Pinh dang trang, vao Page Layout\Page Setup, thyc hién cong viéc sau:

4.11.1. Dinh dang trang (Page)

- Orientation: huéng in;

- Scaling: diéu chinh ty 1&;

- Paper size: thay déi kich thudc trang gidy;

- Print quality: chét luong in;

- First page number: in ca chi so0 trang dau.
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4.11.2. Dinh dang kich thuéc 18 (Margin)

- Top: khoang cach 18 trén;

- Bottom: khoang cach 1& dudi;

- Left: khoang cach 1& trai;

- Right: khoang cach 1& phai;

i riocaontaty
i} Yerticalty

- Header: tiéu d& trén (tinh t mép trén cia -

trang gidy, ngdm dinh 1,27cm);

- Footer: tiéu d& dudi (tinh tir mép dudi cta trang gidy, ngim dinh 1,27cm);
- Center on page: cin bang tinh vao giita;

- Print Preview: kiém tra tru6c khi in.

4.11.3. Pinh dang tiéu dé va dinh sé trang (Header/Footer)

- D& chen tiéu d& trén, dudi vao Insert\ Header and Footer, chuong trinh
Microsoft Excel 2007 mé hop thoai bao gém: Customs Header va Customs Footer
cho phép ngudi sir dung khai bdo tiéu d& trén va tiéu d& dudi, thuc hién khai béo tidu dé,
tai vi tri (trai, giita, phai) clia bang tinh

11 Header !
1 To format text: select the text, then dioose the Format Text button,
Toinsert a page munber, date, time, fie path, flename, o ob name: position the.
N ingertion point in the adit box, then choose the eppropriate button,

1 Tobsert pichire: press the Insert Pichure buthn, To format your pichure, place the
: arsar 6 the edit box and grass the Format Sicture button,

) Bl&) @

| ef section: Genter section:

s

4.11.4. Dinh dang bang tinh (Sheet)

- Pé thyc hién phén vung in, thyc hién tryc tiép trén thé 1énh Sheet clia Page Setup hodc
trén menu 1€nh File\Print Area.

- Print Area: phén vung dit li¢u can in;

e D T = | - Print Title: tiéu d¢ hang, cot dit liéu;
= Print: dinh dang ki€u in;

- Page Order: thit ty in.

4.12. In bang tinh (Print)

Vao Office Button\Print, hoic bim vao tb hop phim Ctrl + P, khai bdo cac tham
s6 sau:
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- Printer: chon may in trong bang danh muc;
- Name: chon may in tuong thich;

- Print to file: ding dé in ra tép, trong truomg hop
chua c6 may in. Bang tinh s& dugc in thanh tép nhi phin
theo dung dinh dang;

- Properties: thiét 14p cac tham sé cho may in.
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MO DUN 5
SU DUNG TRINH CHIEU CO BAN

5.1. Ché d9 hién thj ciia trinh dién (Slide)

»

5.1.1. Ché dp mdc dinh (Nomal View)

Khi khéi dong Microsoft PowerPoint 2007, ché d6 hién thi cta trinh dién dugc mic
dinh 1a kiéu Nomal.

+ iBao lwe di gy

Mubn chuyén tir ché db hién thi khac sang ché do Nomal, bdm chon View\Nomal
hodic chon biéu twong Nomal trén thanh trang thai. Cira s6 Nomal View hién thi hai
khung, khung bén trai tom tit ndi dung va cach td chirc cac Slide cia phién trinh dién,
khung bén phai hién thi ndi dung cta Slide hién hanh.

5.1.2. Ché dp hién thj riéng biét (Slide Sorter View)

Mubn chuyén sang ché do Slide Sorter, bAm chon View\Slide Sorter hoic chon
biéu twong Slide Sorter trén thanh trang thai.

5.1.3. Ché dp trinh chiéu (Slide Show)

- Pé chuyén sang ché do trinh chiéu, bAm chon View\Slide Show hoic chon biéu
tuong Slide Show trén thanh trang thai hodc bam phim F5;
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- Khi dang & ché d¢ trinh chiéu, nhdn phim ESC hoic nhin chudt phai, chon End
Show dé tho4t ra.

5.2. Lam viéc véi mot trinh dién (Slide)

5.2.1. Cdch tgo mét bai trinh dién méi

Khi khéi dong Microsoft PowerPoint 2007, chwong trinh tu dong mé mdt cira sb
mic dinh tén 1a Presentation 1, véi dinh dang Normal, cho phép ngudi str dung truc tiép
ding dé soan thao phién trinh dién. Sau khi soan thao xong mdt phién trinh dién, néu
mudn mé thém mot t€p maéi, dung mot trong hai cach sau:

\ New;

- Cach 2: bAm td hop phim CTRL + N.

- Cach 1: vao Office Button

5.2.2. Mé mgt trinh dién c6 sin

Thyce hién chon mé t€p bang mdt trong hai cach sau:

- Céch 1: vao Office Button 2\ Open;
- Cach 2: bam td hop phim CTRL + O.
5.2.3. Cich lwu mét tép trinh dién

Thuc hién ghi lai béng mot trong cac cach sau:

- Bing menu lénh: vao Office Button Save;

- Bing ban phim: bdm t6 hop phim CTRL + S;

- Bing chudt: bAm chudt vao biéu tuong |
Access Toolbar.

- trén thanh cdng cy Customize Quick

- Trong trudng hop vin ban chua dugc dit tén thi ngudi st dung cin dit tén va khai
béo dia chi cin Iuu gitt qua hop thoai sau:

i T THUHUONG @3
¥ tocal Disk () - T 2 B T
% 4 THU HUONG m% P e

| ecadvuE): B

DULIEY (&)

200 GB frea of 221 GB

ith Remavable Storage (1)

- Bwéc 1: chon 6 dia, chdr hién thi cac thu muc, kich dap chudt vao thu muc can ghi
théng tin;
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- Bwée 2: tai ctra s6 File Name, vao tén tép vin ban (ddt tén theo quy téic dit tén, viét
lién nhaw, khéng déu, bit dau bing chit cdi, néu khong khi truyén trén mang sé bj 16i);

- Bwére 3: tai cira sb Save As Type (kiéu dit liéu), chon kiéu twong thich;
- Buéc 4: bAm vao Save dé ghi lai.
5.3. B6 cuc mét trang trinh dién (Slide)

MB&i trang trinh dién c6 mot bd cuc khac nhau, tity theo ndi dung trinh dién, ngudi
ding chon b cuc trang trinh dién phi hop. Vao Home\Layout, bang sau xudt hién:

o

- Title Slide: trang trinh chiéu dang tiéu d&;

- Title and Content: trang trinh chiéu

dang tiéu dé va ndi dung;

Title and Content

Section Header

- Section Header: trang trinh chiéu chira

phan tiéu d¢;

- Two Content: trang trinh chiéu dang hai

Two Content Comparison Title Only c @t Chl’l’a n61 dun g,
N - Comparision: trang trinh chi¢u dang
e hai ¢t so sanh;
Blank Content with Pidurewith - Title Only: trang trinh chi¢u chi chira

LCaption Caption et

tiéu dé;

- Blank: trang tring;

- Content with Caption: trang trinh chiéu chtra ndi dung va cha thich;
- Picture with Caption: trang trinh chiéu chtra hinh anh va chi thich.
5.4. Quan ly cac Slide

5.4.1. Tao thém Slide

Pé tao thém Slide, nh4n Ctrl + M hoidc nhin vao nat New Slide, vi tri ctia Slide
vira dugc tao sé& dirng sau Slide hién hanh.

5.4.2. Sdp xép cdc Slide

Dé thay dbi thtr tw cta Slide, nhin gitt chudt trai, kéo dén vi tri m6i nha chudt, cac
Slide khac s& tyr dong thay dbi lai thir tu.

5.4.3. Sao chép Slide

Pé sao chép Slide, thuc hién nhu sau:
- Chon céc Slide cin sao chép, chon Home\Copy hodc nhén & hop phim Ctrl + C;
- Pua trd chudt dén vi tri méi, chon Home\Paste hodc nhin t6 hop phim

Ctrl +V;
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5.4.4. Xda b6 Slide
+ Chon Slide cn x6a trong khung Outline, nhén Delete;
+ P& x6a nhiéu Slide lién tiép nhau, nhin gitt phim Shift d& chon c4c Slide, nhén Delete;

+ P& x6a nhidu Slide khong lién tiép nhau, nhin giit phim Ctrl dé chon céc Slide,
nhin Delete.

5.4.5. An cdc Slide trong khi trinh dién

Chon céac Slide can 4n trong khi trinh di&n, nhin vao Slide Show, chon Hide Slide.
Khi trinh dién, cac Slide d6 sé& khong xuét hién.

5.4.6. Di chuyén va sao chép cdc Slide giita cdc trinh dién

Pé di chuyén va sao chép cac Slide gitta cac trinh dién, stt dung mot trong nhiing
céach sau dé thyuc hién:

Cdch 1: Sao chép, di chuyén béing ban phim
- Chon céc Slide cin sao chép;
- Bém 6 hop phim CTRL + C dé sao chép, (CTRL + X dé di chuyén);
- Dich chuyén con tro dén trinh dién can sao chép;
- B4m t6 hop phim CTRL + V dé déan.
Cdch 2: Sao chép, di chuyén biang Menu Iénh
- Chon cac Slide cin sao chép;
- Vao Home\Copy dé sao chép, (Home\Cut dé di chuyén);
- Di chuyén con trd dén trinh di&n méi cin sao chép;
- Vio Home\Paste dé dén.
5,5. Tao mau nén cho Slide
Dé ap dung mau nén cho Slide, thuc hién theo mot trong cac cach sau:
- Vao Design\Background ;
- Chon Design, vao Background Style, sau d6 chon Format Background.
5.6. Chén cac dbi twong vao Slide
5.6.1. Chén hinh dnh, tranh
- D& chén hinh anh c6 sin trong Office, chon Insert\Clip Art, khi khung tic vu

xuét hién, nhap tir khoa vao hop Search for @& tim anh theo chu dé phi hop, sau d6 nhén
vao Go, nhén dap chudt vao tranh can chén dé thyc hién;
- P& chén hinh anh c6 sin trong tép khac, chon Insert\Picture, khi hop thoai xuét
hién, chon tép chira hinh anh, bam Insert;
- P& chén hinh anh c6 sin trong Album, chon Insert\Photo Album.
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5.6.2. Chén phim dnh, Gm thanh
- Pé chén phim 4nh, chon Insert\Moive.

- Moive from file: chén phim anh tir t€p khéc;

- Moive from Clip Organizer: chén phim anh tir by suu tap;

ovie from File..,

Jovie from Clip Organizef..

- Insert\Sound: chén 4m thanh;

- Sound from file: chén am thanh tir t€p khac;

- Sound from Clip Organizer: chén dm thanh tir b suu tap;

ound from File..,

ound from Clip Organizer.. - Play CD Audio Track: bit dia CD;

tay CD Audio Track.

ecord Sound..

- Record Sound: chay dia nhac.

5.6.3. Chén, thiét Igp biéu do

- D& chen dbi tugng tir chuong trinh khac, chon Insert\ Chart.

5.6.4. Chén dbi twong tir chwong trinh khdc

Pé chén ddi twong tir chuong trinh khéc, chon
Insert\Object. Sau khi hién thi bang hoi thoai, chon

T : J| doi twong cin chén, bam OK dé thuc hién;

MoROfetet = i

petOealiokbet | ey - Create new: chén doi tuong mdi;
FowerPuint 97-2003 Side i

- Create from file: chén ddi tuong tir tép khéc.
Dé tit ca cac Slide tir mot bai trinh didn khéc vao
Slide hién tai, chon Home\New Slide\Slide from Outline,

Dé chén thém mot hay nhidu Slide tir mot bai trinh
dién khéc vao Slide hién tai, chon Home\New Slide\Reuse
Slide, mé& bang tac vy sau:

- Browse: chon thu vién Slide hodc chon file;

; Browse Siide iixawm
Browse Fiig...

62



- Open a Slide Library: M& mot thu vién chtra cac Slide.

- Open a PowerPoint File: M& mot t€p, khi nhin chon Browse, xuét hién hop
thoai dé chon t&p cAn m&, nhin Open dé thyc hién.

5.6.5. Chén s trang, tiéu dé dau, tiéu dé cudi ciia Slide

Pé chen s trang, chon Insert\ Slide Number;

Dé cheén tiéu d& trén, tiéu dé dudi cua Slide, chon Insert\ Header & Footer.
- Slide: khai bao cac tﬁy chon;

- Date and time: chen thoi gian;

fine - - Update automaticaly: ty dong cép
) Update automaticaly A \ e . s A A A
T nhit thoi gian theo ngay hé thong trén
Lo Ghadalpss ] may tinh;
gk ntedSiotes) (v ] [Westen 11 .
& Fed - Fixed: chén thoi gian ¢o dinh;
Plgms oo o a
Flside pumber - Slide Number: chén so thit tu;
Hlroter
S e - Footer: chén vao ti€u d€ dudi;
#0on't show on e side
- Don’t show on title slide: khong

hién thi trén tiéu dé Slide;
- Notes and Handouts: khai bao cac tiy chon vé ghi chu;

- Header: chén vao tiéu dé trén;

- Page number: chén sd trang;

- Footer: chén vao tiéu dé dudi;

- Apply to All: ap dung tity chon cho tét ca cac Slide;

- Cancel: huy céc tuy chon.

5.7. Tao va thiét 1ap cAc hiéu tng chuyén tiép Slide

Pé thiét 13p céc hi¢u ing chuyén tiép Slide, chon Animations:

Transition to this Slide: thit 1ap hiéu ting chuyén tiép cho Slide hién hanh;

>

Transition Sound: thiét 13p hiéu Gmg Am thanh vio qué trinh chuyén tiép;
Transition Speed: thiét 14p toc do thay ddi hi€u ting chuyén tiép;
- Slow: chuyén canh chim;
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- Medium: chuyén canh trung binh;

- Fast: chuyén canh nhanh.

Apply to all: thiét 14p hiéu tmg chuyén tiép 4p dung cho toan bd trinh dién;
On mouse click: chon nhin chudt dé thay dbi hidu tmg chuyén tiép Slide;
Automatically after: thiét 1ap thoi gian ty dong thay doi hiéu tmg Slide.
5.8. Thiét 1ap thir tw va thoi hrong

Mubn thay déi thir tir ctia hiéu (g nao, nhén giir chudt trai vao hidu tmg do6 kéo dén
vi tri méi rdi budng tay gift chudt. Sau khi da sip xép dung thtr ty, nhin chon ting hiéu
trng va thiét 1ap thiét 14p thoi gian thuc hién hidu Gng bing 2 cach sau:

- On Mouse click: khi nhép chudt tai vi tri bit ky trén man hinh, hiéu tng bit ddu
thuc hién;

- Automaticaly: hiéu ting tu dong thyuc hién sau thoi gian da dugc 4n dinh. Néu thoi
gian bing 00:00 hiéu wng s& duoc thuc hién ngay sau khi hiéu img trudc thuc hién xong.

5.9. Tao nhém Slide trinh chiéu (Custom Show)

Pé tao Custom Show, thuc hién nhu sau:

- Chon menu Slide Show, nhin vao Custom Slide Show dé mé hop thoai:
- New: tao mot Slide Show mdi;

- Edit: thém mot Slide Show khac;

- Remove: x6a mot Slide Show;

- Copy: sao chép mdt Slide Show;

- Show: trinh chiéu Custom Show;

- Close: dong hop thoai.
- Sau d6, nhin nat New dé mo hop thoai Define Custom Show:

Slide show name: nhép tén cho Custom Show.

- Dé thém mot Slide vao danh sich Slides in
custom show, chon Slide tir danh sach Slides in
presentation, bam vao Add;

- Dé x0a mdt Slide khoi danh sach Slides in
custom show, chon Slide can xo4, bam vao Remove
de thuc hién;

- Str dung c4c niit miii tén nim bén phai ciia danh sach dé dua Slide dugc chon 1én
trén hodic xubng du6i dé thay dbi thir tw cic Slide trong Custom Show, bdm OK dé luu
Custom Show.
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5.10. Khéi tao ché @ trinh dién

P8 thiét ké ché do trinh chiéu, vao Slide Show, chon Set Up Show, m& hop thoai sau:

d Koy o Ll gergeny
& By ay inelivichaat :
T S serolibad i PRI A
Browsed at & Wosk (Rl acresng

SHow i

(7] Loop contiroousty et Beat 0
Showe ithoist parration

7 Show ivithiout animation

B Lising Gmings: 1f predent

4] Use bardware graphics soceleration

e shiow pesclution: | Use Current Resolution

Show type:

- Presentde by a speaker (full screen): trinh dién boi dién gia, déy 1a tiry chon méc
dinh cho viéc trinh dién trén toan man hinh;

- Browsed by an indvidual (window): trinh dién bai tirng nguoi theo clra s6, tly
chon nay cho phép mdi khén gia c6 thé tu didu khién viéc trinh dién Power Point theo
nhu ciu riéng;

DPanh du chon vao hdp Show scrollbar dé 1am xuét hién mot thanh cudn & canh
bén phai cta clra sb trinh duyét trong khi xem. Tuy chon nay chi c¢6 hiéu lyc khi sir dung
ché dd chon Browsed by an indvidual (windows).

- Browsed at a kiosk (full screen): trinh dién tai gian hang, tlly chon ndy cho phép
tao mot trinh didn tu dong thé hién ma khong cin phai c6 ngudi diéu khién. Trinh dién
duogc thé hién trén toan man hinh gidng nhu khi duge diéu khién béi mot dién gia, nhung
mot cach ty dong, khong cin phai c6 su can thiép cia mdt ngudi ndo. Viée trinh dién s&
dugc tu dong 13p di lap lai.

5.11. Céc thao tic trong khi trinh dién

Thao tac Phwong phap

Chuyén dén Slide ké tiép - Nhén chudt trai

- Nhén chudt phai, chon Next

- Nhén phim Spacebar

- Nhén miii tén phai hoc xubng
- Nhin phim Page Down

- Nhin phim Enter

Quay lai Slide trudce do - Nhén chubt phai, chon Previous
- Nhin phim BackSpace
- Nhin miii tén trai hoic 1én

- Nhin phim Page Up
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Thao tac - Phwong phap
Chuyén dén mot Slide nao d6 | - Nhén chudt phai, chon Go to
- G& b thir tu cta Slide \Enter
Bat/ Tit ché d6 bdi den toan Nhén phim B
man hinh
Bat/ Tit ché d6 lam tring toan | Nhin phim W
man hinh
Hién thi/ Gidu nit miii tén Nhin phim A
(& gbc dudi bén trai man hinh)
Dirng/ Tiép tuc trinh dién Nhén phim S
Két thuc trinh dién Nhén phim ESC hogc nhin phim (-)
Dén mot Slide in Nhén phim H '
St dung thoi lugng mai Nhén phim T
Str dung thoi lugng d3 4n dinh | Nhin phim O
ban déu

5.12. Thiét Iap tity chon trang in

Mubn thiét 1ap tiy chon trang in, vao
Design, chon Page Setup, hop thoai sau xut hién:

R O potat
- Hotes, hendouts A ouine

; Orgtat

- Slides sized for: chon kich thudc
trang in Slide;

- Width: chiéu rong trang in;
- Height: chiéu cao trang in;

- Number slides from: s trang Slide

bét diu dinh dang trang in;
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- Slide: hudng trang in Slide;

- Orientation: huéng trang in;

- Notes, handouts&outline: huéng trang in cac ghi chi va ban thuyét minh.

- Portrait: in trang ding;
~Landscape: in trang ngang.

5.13. In 4n céc phién trinh dién

Mubn in 4n cac phién trinh dién, thuc hién mot trong cac cich sau:

- Cach 1: nhin t6 hop phim Ctrl + P;

- Cach 2: vao Office Button, chon Print.



MO PUN 6
SU DUNG INTERNET CO BAN

6.1. Téng quan vé Internet
6.1.1. Khdi ni¢m mang Internet

- Mang Internet: 1a tdp hop clia cdc méy tinh duoc két ndi lai v6i nhau thong qua
hé théng phuong tién truyén dan két ndi voi thé gidi, duge cung cp boi cac cong ty cung
trng dich vy, myc dich trao dbi thong tin. Mang Internet 1a truong hop dac biét ciia mang
WAN, nhim cung cép cac dich vu toan ciu vé& mail, web, chat, truyén tin mang tinh phuc
vu mién phi.

Khi m6i hinh thanh, mang Internet dugc st dung chi yéu & cac td chirc Chinh phu
va trong cac trudong hoc. Ngay nay, mang Internet da dugc st dung bdi hang ty ngudi bao
gdm céc ca nhan, doanh nghiép, trudng hoc, vién nghién ctru trong tit ca cac linh vuc tir
kinh té dén chinh tri, tir vin hod gido duc dén timg cong viéc trong cude sdng.

Kién tric cia mang Internet 13 lién mang, tirc 12 nhiéu mang may tinh lién két v6i
nhau, tit ca cic may tinh trong mang déu c6 quyén binh ding nhu nhau va dugc cung cép
mdt dia chi IP riéng biét.

6.1.2. Qudn ly mang Internet

Mang Internet 1a ctia chung, khong thudc quyén sé hitu va quan ly cta bt ky ai,
nhung mdi phin nhé clia mang (qubc gia) dugc quan Iy boi don vi, td chirc dai dién cho
qudc gia d6 nhung khong thé quan ly va diéu khién duoc toan bd hé théng mang. Dé
thudn tién trong trao dbi va quan ly mang Internet, dd hinh thanh cac hiép hoi.

Hiép hoi Internet (Internet Socity - ISOC) 1a mot hi€p hdi tw nguyén ¢6 muc dich phat
trién kha nang trao ddi thong tin dya vao cdng nghé Internet. Hiép hoi Internet gdm c6:

- Uy ban kién trac mang (Internet Architecture Board - IAB). Ban nay co trach
nhiém dua ra cic huéng din vé k¥ thuét ciing nhu phuong huéng phat trién Internet vé
céc chuan, phuong thirc phan chia tai nguyén, dia chi...;

- Uy ban k¥ thudt Internet (Internet Engineering Task Force - IETF), ban niy dinh
huéng vé k§ thuat, cong nghé, chudn két ni.

6.1.3. Giao thitc TCP/IP

Giao thirc 1a tap hop céc quy tic Umg xir dd dugc chuén hoa dé tht ca céc thiét bi
duge san xuit ra d tir hang khéc nhau vin c6 thé giao tip (truyén nhén, x 1y dit licu)
‘dugc v6i nhau. C6 nhiéu loai giao thirc khac nhau, nhung phé bién 1a giao thirc TCP/IP.
Giao thirc TCP/IP 14 tap hop 2 giao thirc gdm:

- Giao thic truyén din mang Internet (Transmission Control Protocol-TCP)

- Giao thirc mang (Internet Protocol-IP).
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6.2. Cac dich vu Internet
Internet c6 nhiéu dich vu nhung phé bién nhét 13 cac dich vu sau:

- Dich vu thu dién t& Email (Electronic mail), 1a dich vu cho phép ngudi sit dung 6
thé giri, nhan thu trén Internet. V§i dich vu nay, nguoi dung ¢ moi noi trén thé gidi déu
¢ thé trao ddi théng tin dang vin ban, hinh anh, am thanh mét cach nhanh chéng va
khong bi giGi han bdi thoi gian va khong gian,

- Dich vy trang thong tin toan cAu WWW (World Wide Web), 14 dich vu cung cép cac
vin ban dué6i dang lién két cac siéu vin ban (HyperText) chira thong tin dudi nhiéu dang
khac nhau; Tai céc diém trén Internet c6 cc dia chi nhdm xac dinh danh tinh, kiu dia chi
goi 12 Uniform Resource Locator (URL). Nguoi doc siéu vin ban bang trinh duyét (Web
Browser) c6 thé théng qua cc lién két nay ma Iya chon chi dé tham khao, thong qua cac
viin ban khac nhau ctia cdc khau lién két. V6i thiét ké mé clia hé thong, tinh quéng ba, tinh
dé st ch,ing, ngay cang co nhidu dich vu duge phat trién va tich hop vao hé thdng;

- Dich vu truyén tép FTP (File Transfer Protocol), 1a dich vu phét sinh tir nhu cau trong
thoi ky ddu cta Internet sao chép di chuyén mot tp tir may tinh ndy sang méy tinh khac,

6.2.1. Dich vu thuw dién tir (Electronic Mail-E-mail)

Thu dién t, hay thudng goi E-mail, 1& mét trong nhitng tinh nang quan trong nhét
cua Internet. Mot trong nhitng lgi ich chinh cta E-mail la tdc do luu chuyén. Tuy khong
ttre thoi nhu fax, thoi gian truyén E-mail thuong dugc tinh bing phut, ngay ca khi nguoi
giri va nguoi nhan & tan hai dAu ca trai dt.

Heé théng dia chi E-mail 1a mot vén dé vo cling quan trong trong qu4 trinh gii hay nhan
thu 1a cach xéc dinh chinh xac dia chi cua thu can giri dén. Pé thyuc hién didu nay nha cung
cép dich vu str dung dich vu danh tén viing (Domain Name Service - DNS). Dua trén dich vu
déanh tén viing, viéc danh dia chi E-mail cho nguoi sir dung s€ rit don gian nhu sau:

Tén ngudi sir dung @Tén diy dt ctia Domain.
6.2.2. Dich vu mang thong tin toan ciu WWW (World Wide Web)

Pay la dich vu manh nhit trén Internet. WWW duge xdy dung dua trén céc
Hypertext (siéu vin bdn). Hypertext 12 k¥ thudt trinh bay thong tin trén mdt trang, trong

2
A2

d6 c¢6 mét sd tir co thé "nd" ra thanh mot trang thong tin méi ¢6 ndi dung day du hon.
Trén cing mét trang thong tin co thé ¢6 nhidu kiéu dir liéu khac nhau nhu chit, hinh anh,
4m thanh. D& x4y dyung cac trang dir lidu véi cac kiéu dit liéu khéc nhau nhw vay, WWW
st dung ngdn ngit ¢6 tén 1a HTML (HyperText Markup Language). Ngon ngt HTML
duge xay dung trén co s& ngdn nglt SGML (Standard General Markup Language).
HTML cho phép dinh dang céc trang thong tin, cho phép thong tin dugc két nbi voi nhau.

Ngudi dung sir dung mot phan mém Web Browser d€ xem thong tin trén cac mdy chu
WWW. Tai may cha phai ¢6 mdt phan mém Web Server. Phan mém nay thuc hién nhin
cAc yéu ciu tir Web Browser giti 1én va thurc hién yéu cau dé.
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V6i sy bung nd dich vu WWW, dich vu ndy cang ngdy cang dugc mé rong va dua
thém nhiéu k¥ thudt tién tién nhdm ting kha ning biéu dat thong tin cho nguoi sir dung.
Mot s6 cdng nghé méi dugce hinh thanh nhu Active X, Java cho phép tao céc trang Web
dong thyc sy md ra mot hudng phat trién rat 16n cho dich vu nay.

6.2.3 Dich vu truyén tép

Dich vu FTP (File Transfer Protocol) ding dé truyén tai cac tép dit lidu gitra cac
Host trén Internet. Cong cu dé thuc hién dich vu truyén tép la chuong trinh FTP, st dung
giao thirc ctia Internet 12 giao thirc FTP (File Transfer Protocol). Nhu tén cua giao thirc,
cOng viéc cta giao thire ndy 1a thuc hién chuyén céc tép tir mot may tinh ndy sang mot
may tinh khéc. Giao thirc nay cho phép truyén tép khong phu thudc vao véan d8 vi tri dia
Iy hay moi trudng hé didu hanh ctia hai may. Didu duy nhét cin thiét la ca hai mdy déu c6
phin mém hiéu dugc giao thirc cia nhau.

Mubn str dung dich vu nay, trude hét ngudi ding phai ¢6 ding ky ngudi dung. Viée
nay sé giam sb ngudi duge phép truy cdp va cdp nhat cac tép tin trén hé thdng & xa. Mot
sb may chi trén Internet cho phép truy cdp (login) véi mdt ma s& (Account) 12
anonymous, va mét khéu (password) 1a dia chi E-mail ctia nguoi dung, nhung tAt nhién,
khi d6 chi c6 mot sb quyén han ché véi hé thong tép & may tir xa (Remote).

D& phién lam viéc FTP thuc hién duge, can 2 phdn mém. Mot 1a tmg dung FTP
Client chay trén may cta ngudi dung, cho phép gt cac 1énh t6i FTP Host. Hai la FTP
Server chay trén may chu ¢ xa, dung dé xtr Iy cac 1énh FTP clia ngudi dung va tuong tac
v6i hé thdng tép trén Host ma n6é dang chay.

6.2.4. Trinh duyét Web

Pé di vao thé gi6i cla nhitng trang Web, trén may ngudi ding cAn cai dat mot
chuong trinh ing dung goi 1a trinh duyét Web. Cé rat nhiéu trinh duyét Web khic nhau
vi du nhu:

Internet Explorer (IE), Netscape Navigator/ Communicator (Netscape), Opera,
MylIE2, Mozilla FireBird, Avant, Google Chrome, Mozilla Firefox; trong do6 phé bién
hon ¢4 1a trinh duyét IE.

Mdi phin mém trinh duyét déu c6 cac ﬁhién ban khac nhau, cic phién ban sau c6
nhiéu tinh ning hoan thién hon cac phién béan trude. Tuy nhién, cac chic ning sit dung
co ban cuaa trinh duyét khong thay dbi, ngudi ding chi cin biét st dung mot loai trinh
duyét 1a co thé rat d& dang hoc cach st dung céc trinh duyét khac dé co thé truy xuét va
xem céc thong tin trén Internet.

Ctra sb trinh duyét Web 1a cira s6 kham pha thé gidi Internet vi vy c6 k¥ ning sit
dung trinh duyét s& lam tang hiéu qua st dung Internet.

6.2.5. Cdc thudt ngit HTTP, URL, WEBSITE va tén mién Internet

HTTP la viét tit cia Hyper Text Transfer Protocol, ¢6 y nghia 1 giao thirc truyén

tép tin siéu vin ban. HTTP con ¢6 mot bién thé khac 1a HTTPS chir “S” viét tit cla tir
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Secure nghia 1a “bdo méat”. Khi truy cap céc trang web st dung giao thirc HTTPS dit liéu
ctia ngudi ding dua 1én va tai vé duoc mi hoa dé tranh cac tAn cong trén dudng truyén.
Trinh duyét web st dung giao mot trong thirc nay dé két ndi voi may phuc vu Web va tai
céc t&p Web v& may ngudi ding. Chinh vi viy ma c6 thé thiy & dia chi Web nao ciing
mé d4u bang http hoic https.

Vi du: http:/www.truongnoivu.edu.vn

Website khu vyc chira web, 1a noi cac trang web dugc luu trén may phuc vu Web.
Trong sb cac trang web thudc website ndy, c6 mot trang goi 14 trang chi (Home Page).
Tir trang cht, ngudi sir dung s& di dén cac trang web khac qua cac siéu lién két duoc thiét
1ap trén trang web.

URL 1a viét tit ctia Uniform Resource Locator. Day 1a mot chudi dé x4c dinh duoc
vi trf tai nguyén trén internet. URL c6 khudn dang gdm: tén cua giao thire, dia chi trang
Web két ndi dén.

Vi du: http://www.truongnoivu.edu.vn/default.htm dé mé mét trang web.

Trong dia chi web www.truongnoivu.edu.vn 1a mot t€n mién Internet. Nhom chit

nay 1a duy nhét trén Internet ding dé dinh danh cho mot diém két ndi.

6.2.6. Tinh chiit sié¢u lién két va toan céu ciia trang Web

Siéu lién két (Hyperlink), 1a mot tinh chét quan trong cda trang Web. Tai vi tri ndo
d6 clia trang Web ma con trd chudt chuyén sang dinh dang hinh ban tay tr6 thi & vi tri d6
c6 mdt siéu lién két. Thao tac don gian 12 nhin chuot dé lién két dén mot trang web moi,
Siéu lién két lam ting tinh tién dung ctia trang Web.

6.2.7. Tim kiém théong tin trén Internet

Mot bai toan tit yéu nay sinh d6 1a ngudi ding cin dugc cung cép cach thirc tim
kiém thong tin trén kho tang dit lidu vo cliing rong 16n clia Internet. D3 c6 nhidu giai phap
va cach thirc dd dugce dua ra nhung theo thoi gian s dung chi cOn hai cach sau diy dugc
ding rong rai:

Cdch thit nhdt 13 tim kiém theo danh muc dia chi duoc cac nha cung cip dich vu dat
trén céc trang web tinh. D4y 1a cich thdng thudng van hay 1am viée tim kiém cic sb dién
thoai thué bao.

Cdch thi hai 1a tim kiém qua céc trang web dong goi 1a may tim kiém (Search Engine).

6.3. Hé thong Web Mail va thuw mién phi

e Google Mail (www.gmail.com)

Gmail c6 dung lugng luu trit 1én dén 15 GB, tim kiém hiéu qua va tich hop cong cu
chat Google Talk ngay trong giao dién e-mail. Cong nghé AJAX cho phép hom thu tai dit
liéu nhanh chong va giup ngudi st dung quan ly thong tin lién lac thuan tién. Gmail dugc
trang bi cong cu chdng spam hiéu qua, hoat dong dn dinh va thdm chi nhidu ngudi da
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bién Gmail thanh noi luu tép. Nhitng wu diém trén khién Gmail tré thanh mot trong
nhitng lua chon hang du hién nay.

e Yahoo Mail (mail.yahoo.com)

Yahoo Mail ¢6 cong cu loc thu rac (spam) manh va giao di¢n don gian, thuén tién
cho ngudi st dung; Nha cung cp dich vu cung cip cho ngudi sir dung di dung lugng aé
luu nhitng thu co ban (dnh, text va tai liéu); Yahoo Mail 1a nha cung cép dich vu da co
mat trén thi trudng kha 14u, ¢é chinh sach tét trong hd trg khach hang khi ¢6 su cb.

o Hotmail (www.hotmail.com)

Dich vu E-mail ctia Microsoft dugc kha nhiéu ngudi st dung nhung han ché vi
Microsoft chi cung cdp mét s chirc ning co ban. Van dé an toan thong tin con han ché,
hé théng loc thu rac hoat dong kém hiu qua.

e Mac (www.apple.com/dotmac)

Mac 1a mot dich vu E-mail d6i v6i nhitng ngudi st dung Macintosh ciia Apple. Moi
ngudi s& c6 mot dia chi E-mail ¢6 dudi @mac.com. Mac cung cip cac dich vu vé chia sé
thong tin, cho phép ding dang anh, tao trang web ca nhan véi bang thong khong han ché,
14p blog, sir dung iDisk mién phi dé sao lru dw phong (back up) tai liéu... Tuy gia phi st
dung kha cao (99 USD), nhiing tinh ning cta n6 du khién nhiéu nguoi sin sang tra tién
dang ky dich vu.

e Hushmail (www.hushmail.com)

Hushmail 1a dich vu thu dién tir ¢6 tinh bao mat cao, tit ca thu giri qua hom thu déu
duoc ma hoa, ké ca tép dinh kém; H¢ théng hoat dong trén co ché tu dong quét virus va
loc thu réc. Song song véi viée cung cdp dich vu mién phi, Hushmail cung c4p thém dich
vu tra phi, véi tinh ndng bdo méat nang cao voi mure gid vira phai.

6.4. Céc vin dé vé bio mjt

6.4.1. Cookie

Cookie la cac tép tin nho dugc hinh thanh trong qua trinh duyét qua cac trang Web
dong Cookie chira thong tin ma da thao tac véi trang Web dong nhu nhap tén va mét
khAu dzng nhap;

Uu diém ciia Cookie 13 sau khi ding nhip vao mot hé théng nao 6, thi khong phai
dang nhap lai nita mdi khi chuyén dén trang web khéac thong qua céc sidu lién két, nhur
vay lam cho trang Web dong khong qua phtrc tap déi voi nguoi ding;

Nhuge diém ctia Cookie 13 giam mirc bao mat. Vi dy, cac chuong trinh gién diép
dugec cai trén may tinh s& dua vao Cookie dé biét duoc cac thong tin mat.

6.4.2. Viing nho dém (Cache)

Trén may tinh c6 mgt thu muc c6 tén 1a Temporary Internet Files, d6 1a noi chira
cac tép léy tir Internet dat tam thdi trén mdy tinh trude khi trinh duyét Web hién thi ndi
dung tép Web thanh trang Web.

Uu didm cta ving nhd dém 1 hién thi trang Web nhanh hon, néu d4 tirng mé trang
Web trude d6 mot lan.
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Nhugc diém cia ving nhé dém 1a doi khi ngudi dung phai xem cac thong tin di cfi
néu khong dé ¥ cac thong sd ngay thang.

6.4.3. Bio v¢é Website

Mot website duge bao vé 1a mot web chi cho phép truy cép c6 gidi han, mudn sir
dung cac dich vu hodc xem thong tin, phai diing nhap bang tén va mét khiu. Néu khong
duoc cip quyén hodc cip tén ding nhap, nhung mét khiu g vao khong chinh xdc, thi s&
khéng thé truy nhap dugc nodi dung ctia web do.

R4t nhidu cong ty hodc co quan td chirc sir dung cich nay dé cho phép thong tin c6
thé duoc phén phdi rong rai, nhung 1a phan phbi cho ding véi cac ddi tuong quan tim
hoic cac dbi tuong trong nganh.

M3 hod dit liéu 1a cach thire dé "che gifu" thoéng tin. M3 hoa dugc sir dung dé ting
cuong tinh bao mat cho cac thong diép, ma & d6 chi c6 ngudi duge ghi moi cod thé doc
duoc thong diép d6. Co nhidu cach dé thuc hién viéc ma hoa, ca bang phan ciing va phan
mém. Trong giao dich dién twr, cAn dén ma hoa boi ngudi ban hang can biét chinh xac
nguoi mua hang cé dang tin cdy hay khong. Phuong phdp ma hoéa cong khai dua trén ly
thuyét toan hoc v& mat ma da dap tmg duoc yéu ciu. Theo phuong phap ndy, mdi ngudi
tham gia s& c6 hai khoa: khoa cong_khai (public key) dugc phd bién rong rai va khoa
riéng (private key) thi dugc git kin. Nguyén tic co ban duge dp dung d6 1a: mot thong
diép duoc ma hoa bing khoa cong khai chi c6 thé dugc giai ma bing khoé riéng va
ngugce lai. M3 khoa cang dai thi d§ an toan cang cao.

6.5. Internet Explorer |

6.5.1. Mo /dong trinh duyét web

Pé ma trinh duyét Internet Explorer, kich chudt vao Start\All Programs\ Internet
Explorer hojc biéu tuong Internet trén man hinh Desktop;

pé dong trinh duyét Internet Explorer\File\Exit hodc biéu tuong Close, hodc nhén
t6 hop phim Alt + F4.

6.5.2. Giao dién va cdc chirc ndng cia Internet Explorer

EE8 e videoo  Phim UMP3 - Muasim . Download | Holdép o Hinh dnh

& Google'. (3 ¥ahoat O Bing

Loewiui ‘ : .  phin T chot
VnExpress Tin tuc 24h ! S vy - Game VN
Kanhi4.vn : PHIM VANG Gamek

72



- Nut Back: trd vé trang trude (néu co);

- Nut Forward: chuyén sang tiép theo (trang sau - néu c6);

- Nut Stop: dung truy cdp trang hién thoi;

- Nt Refresh: lam twoi lai trang hién thoi (ti lai ndi dung trang hién thoi).
6.5.3. Thiét lip ché dp hién thi thanh cong cu

Pé thiét 14p ché @6 hién thi thanh cbng cu, vao View\Toolbars; Internet Explorer
gdm cac thanh cong cu sau:

- Menu Bar: thanh trinh don;

- Favorites Bar: thanh chira dia chi cac web site;

- Command Bar: thanh chira 1€nh;

- Status Bar: thanh trang thai. ‘

6.5.4. Bav/tdt ché dp hién thi hinh dnh trong trang Web

pé bat, tht ché do6 hién thi hinh anh trong trang Web, vao Tools\Internet
Options\Advanced\Show pictures.

6.5.5. Té chirc sé dia chi web (favorties)

Str dung trinh duyét dé tao ra sb dia chi dé luu dia chi cic trang web yéu thich
thuong ding. Didu nay gibng nhu khai niém danh d4u trong mot quyén sach, khi doc dén
doan nao trong trang.

Vao muc Favorites\Add to Favorites\Tén goi\OK. Dé sir dung nhiing dia chi trang
web da luu vao Favorites, chon tén trang web trén Danh muc web.

6.5.6. History

History 12 mot danh sach nhiing website ma may tinh méi truy nhip gin day. C6 thé six
dung danh séch nay dé truy nhép lai nhitng trang d6. D& truy nhdp vao bd nhd cache, nhén
chudt vao bidu twgng History, danh muc nhing trang web mdi truy cip gin diy nhét.

Xo6a History ciia trinh duyét: trong mét sd truong hop, ngudi ding khong mubn
luu lai cac thong tin nhitng trang web nao di truy cap. Dé xo4 cac thong tin trén vao
Tools\Internet Options\General\Delete browsing history on exit.

6.6. Sao chép va in trang web

Boi den phin ndi dung cin sao, dung l1énh Copy (CTRL +C), m& MS-Word dé dén
(CTRL +V), thyce hién céc thao tic nhu trong MS-Word; Pé in trang web ta ding Iénh
Print (File, chon Print...).

6.7. Tim kiém thong tin bing Google

M¢& Google (http:// www.google.com.vn), nhdp ndi dung cén tim.

Trén trang web st dung tiéng Viét 1a TCVN, UNICODE hay VNI, thi cum ti nhép
vao cling phai twong thich cho b tim kiém phai phit hop véi chudn dugc chon st dung
trén bd go.
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St dung cbng cu tim kiém néang cao bang Google:

Ngoe‘li nhitng thi thuat tim kiém théng thuong, Google con cung cip cho ngudi sir
dung tinh nang tim kiém nang cao. Véi tinh ning tim kiém nay, cho phép tim kiém theo
cum tlr hodc theo tirng tir riéng biét dudi dang cic tép vin ban vai cac dinh dang thong
dung bing nhidu ngdn ngit khic nhau;

Pé st dung chirc ning nay cia Google, truy cip vao dia chi:

http://www.google.com/advanced_search.

Sau khi truy cdp vao trang web thanh cong, man hinh tim kiém dugc chia ra lam 3
phéin cy thé:

- Phin ddu cung cdp cho ngudi sir dung tim kiém thong qua nhiing tir khoéa lién
quan dén noi dung cua trang web:

- Pé tim kiém theo modt cum tir, nhdp ndi dung tim kiém vao muc “all these
words” hodc tim timg tir cu thé bit cich nhap ndi dung cua timg tir vao cic muc cia
phén “one or more of these words”.

- P& két qua khong chira nhitng tir khéa khong cén thiét, nhap nhitng tir khoa khong
mong mudn tim dwgc vao muc “any of these unwanted words” (tuong tu nhu céch sir
dung diu “-” da hudng dan & trén).

Sau khi 43 cép nhét nhiing thong tin cén tim, bAm vao nut Advanced Search dé
thuc hién;

Pé Kkét qué tim kiém hién thi chinh xé4c, can xdc nhén thém cac théng tin can thiét
tai muc “Need more tools?”’;

- Tai “Need more tools?, thiét 1ap s6 két qua s€ hi¢n trén 1 trang dé Google hién thi
két qua tim kiém tai muc result per page.

- C6 thé tim kiém két qua bing nhiéu ngdn ngit khéc nhau, théng thuong Google s&
dua vao ip cta lugt tim kiém dé dua ra két qua cén thiét.

- Vi du: khi st dung internet & Viét Nam s& nhan duoc két qua tim kiém bang tiéng
Viét trude rdi méi dén két qua tiéng Anh sau.

- Néu tim kiém nhitng két qua dudi dang cac tép vin ban hodc cac tép nguén, 6 thé
str dung tinh nang kiéu tép (File type).

Vi du: muédn tim 1 tép vin bin word chita cdc thong tin cdn thiét thi sé
chon Microsoft Word (.doc).

Ngoai dia chi http://www.google.com.vn, dé tim kiém thong tin trén mang Internet,
c6 thé truy cap vao céc trang web sau:

http://bing.com

http://search.aol.com
http://vi.wikipedia.org/wiki/
http://www.ask.com
http://yahoo.com
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6.8. Hé thdng thw dién tir
6.8.1. Khdi ni¢m chung vé hé thong thw di¢n ti

Thu dién tir 1a mot thong diép giri tir méy tinh nay dén mot may tinh khac trén mang
may tinh mang noi dung cin thiét tir ngudi giri dén ngudi nhan. Do thu dién ti giri qua
lai trén mang va sir dung tin hiéu dién vi vay toc dd truyén rit nhanh. Ngoai ra, c6 thé giri
hodc nhéan thu riéng hodc cac birc thu giao dich véi cac t€p dinh kém nhu hinh anh, va
céc loai tai li€u c6 dinh dang khac nhau.

Thu dién tir con dugc goi tit 1a E-Mail (Electronic Mail) 1a cach giri dién thu Tt
phd bién. E-Mail c6 nhiéu céu tric khac nhau tiy thudc vao hé thdng may vi tinh cua
ngudi st dung. Mic di khac nhau v& céu tric nhung tit ca déu c6 mot muc dich chung 1a
giri hodic nhan thur dién tir tir mdt noi nay dén mot noi khac nhanh chéng. Ngay nay, nhoy
sur phat trién manh mé cua Internet c6 thé giri dién thu t6i cac qudc gia trén toan thé gidi.
Véi loi ich nhu vay nén thu dién tir hiu nhu tré thanh mot nhu cu cin phai 6 cta ngudi
sir dung may vi tinh. ¢

Thu dién tir c6 rdt nhiéu cong dung vi chuyén nhanh chong va st dung dé& dang.
Moi ngudi c6 thé trao dbi y kién tai liéu v&i nhau trong thoi gian ngén. Thu dién tir ngay
cang déng mot vai trd quan trong trong doi sdng, khoa hoc, kinh té, x4 hoi, gido duc, va
an ninh quéc gia. Ngay nay, ngudi ta trao ddi voi nhau hing ngay nhimg ¥ kién, tai lidu
v6i nhau bing dién thu mic dit cach xa nhau hang ngan cdy sd. Vi thu dién tir phét trién
dua vao céu tric cia Internet cho nén cung véi st phat trién cua Internet, thu dién tir
cang ngly cang phd bién trén toan thé gigi. Mdi buc thu dién tr s& mang nhan dang
ngudi giti, nhu vy nguoi nhén s& biét ai da giri thu cho minh mot cach chinh xac;

Thu dién tt trong tu nhu nhitng birc thu thong thurdng va chia 1am hai phéan chinh:

Phin ddu (header) chtra tén va dia chi cta nguodi nhén, tén va dia chi cua nhiing
ngudi s& dugc chuyén dén, chit @ cta thu (subject). Tén va dia chi cta ngudi giti, ngdy
thang cda buc thu. Thén cia thu (body) chira ndi dung cua bire thu.

~ Nhu khi giri cdc bic thu binh thuong, cAn phai c¢6 dia chi chinh xéc. Néu sit dung

sai dia chi hodic nhdm dia chi, thi thu s& khong thé giri dén ngudi nhan va né s& chuyén
lai cho ngudi gir, va bao dia chi khéng biét (Address Unknown).

Khi nhan dugc mot thu dién tir, thi phin ddu (header) ctia thu s& cho biét n6 tir dau
dén, n6 da dugc giri di nhur thé nao va khi nao.

Thu dién tir ¢6 thé bi chiin lai va bi doc boi nhitng ngudi khong duoc quyén doc. Dé
tranh diéu d6 va giir bi mat chi c6 cach ma hoéa thong tin g trong thu.

Dia chi ciia E-Mail duoc theo cdu truc nhu sau: user-mailbox@domain-part (Hop-
thu@ving quén ly); Véi user-mailbox 14 dia chi ctia hdp thw ngudi nhan. C6 thé hiéu nhu
s6 nha va tén dudng nhu thu buu dién. Ving quan 1y tén mién (domain-part) 13 khu vuc
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quan 1y clia ngudi nhan trén Internet. C6 thé hidu n6 gidng nhu tén thanh phd, tén tinh va
qubc gia nhu dia chi nha trén thu buu dién.

Tém lai dia chi thu dién tir thudng c6 hai phan chinh:

Phin trude 12 phin tén cla ngudi ding user name, thudng 1a hop thu cla ngudi
nhan thu trén méy chd thu dién tir. Sau d6 12 phan danh diu (@).

Cudi cung 13 phin tén mién x4c dinh dia chi may chi thu dién t&r quan 1y thu dién tir
ma ngudi ding ding ky va 6 hop thu trén d6. N6 thudng 1a tén ciia mot co quan hodc mdt
td chirc va né hoat dong dua trén hoat dong ciia hé thdng tén mién. Phén cudi ctia domain
cho biét phin nao vé dia chi & dau hoic thude v& nude nao quén 1y hay td chire nao.

Hién nay, hau hét cc co quan hanh chinh Nha nude déu c6 hé théng thu cong vu
riéng, dam bao tinh bao mat thong tin; Dbi v6i cobng chirc yéu cu khi st dung thu
dién tr vao xt ly cong viéc cong cén dung hop thu cong vy, khong nén dung dich vu
thu mién phi.

Nhu dd néu & trén, cu triic chung ciia mdt hop thu dién tir ddu c6 nhimng phan
giéng nhau, nén ban bién tép s€ gidi thi¢u mot dich vy thu mién phi ctia Yahoo.

6.8.2. Dich vu thu dién tit YAHOO

M@ trinh © duyét web va nhdp dia chi http:/mail.yahoo.com (hodc
http://mail.yahoo.com .vn néu dung tiéng Viét) vao 6 dia chi ¢& mé trang web c6 dich
vu thu dién t& mién phi Yahoo Mail. Giao dién trang chd hdp thu chia lam hai phé“m.
Mot phan danh cho nhitng ngudi chua c6 tai khoan va mot phan danh cho nhiing

ngudi dd co tai khodn thu. Néu da c6 tai khoan, nhap tén ding ky vao 6 Yahoo! ID
(khong cin nhép phin @yahoo.com) va nhip mat khéu twong ung vao & Password,
nhin chudt vao nat Sign In dé bét diu dang nhap vio hop thu clia minh. Néu 14n dau
tién st dung dich vy nay cén tao cho minh mot hop thu méi.

E@ hittp: ffwww.yahoo.com

Get ¥! Toolbar | Make Y1 your horae page

yahoot Tech gives you the scoop on the best MP3 players,

o é’eyérch:*@'

- Anuswers . . Hoobs ) ‘Personals | Travel

Autes o . Maps . RealEstate. TV . ,
_Finance . Mobile web | Shopping  © Yellow Pages
Games . Mevies  Sports. ¥iInternational
“Groups| - Music © 7 Tech e :

Yahao! Seavch

Ping ky hop thu mién phi trén Yahoo: Mot ngudi c6 thé dang ky cho minh nhiéu
hop thu dién tr mién phi. Mbi hop thu doi héi c6 mot tai khoén st dung gém tén dinh
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danh va mat kh&u. C6 thé luya chon céac dich vu thu tin ctia Yahoo phtt hgp véi minh.
Trong trudng hop mudn diang ky dia chi thu mién phi, nhén chudt vao nit Sign Up for
Yahoo! Mail (ding ky) & phia ngoai ciing bén trdi, bén duéi nut Free. Dién c4c thong tin

dAy da va hop 18 vao bang dé c6 thé dang ky méi mot tai khoan.

Tai hdp First Name: nhap khai bao vé ho va hop Last Name, nhép khai bao ph'?m
con lai cta tén. Trong phin nay c6 thé g cac ky tu cach nhau boi khoang tréng va gb
duoc tiéng Viét theo bang ma Unicode nhung khong nén go tiéng Viét vi chwong trinh

Yahoo Mail ¢6 thé s& khong hién thi ding tén.

Check mail: Bang nhap Mail mién phi: Bang Ky

=] Mail

Hoi & Béap E

Tai hop Preferred content, néu muon sau ndy dia chi hop thu clia minh s& ¢6 dang
@pyahoo.com, nén dé nguyén ndi dung la Yahoo! US. Néu chon cac myc khac, vi du nhu

Yahoo!United Kingdom, dia chi thu say nay clia ban s& c6 dang @yahoo.co.uk

Tai hop Gender (gidi tinh), can chon giéi tinh phit hgp (Male: nam va Female: niF),

twong tur dién cac thong tin vé ngay thang nim sinh, song & dau.

Tai hop Yahoo! ID cAn dién tén ding ky, va chinh 1a tén ding nhép cho hom thu

Vi du: phutudhpp, néu ding ky thanh cong, thi dia chi hom thu nhw sau:

phutudhpp@yahoo.com.vn. Vigc chon tén ding nhép can c6 luu y sau:

Tén ding nhap chi gdm cac ky tu chir céi, chit s6, va ddu gach dudi (), khong 6

tiéng Viét cho tén ding nhép.

Yahto! Viét Nam

§6 1D nay khong ¢6 sin
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Tén dang nhép phai la duy nhit déi véi hé théng nén viéc dit tén khong phai lic
nao ciing dugce chip nhan béi néu tén d6 da duge dang ky rdi, s& khong ding ky dugc
nita. Vi du theo bang 1, sau khi chon tén ding nhép la phutudhpp@yahoo, nhin vao nit

Check Availability of this ID (¢ nghia la kiém tra xem tén nay da c6 ai ding ky chua).
Néu da c6 nguoi dang ky rdi, cin chon mot tén dang nhap khac va lai kiém tra. Ctr nhu
thé cho dén khi c6 dugc mot tén dang nhdp dugce chép nhdn. Hop Password va Re-type
Password doi hoi chon mét mat khiu (nhdp vao hdp Password va sau d6 nhdp lai mét
khéu vira chon vao 6 Re-type Password). P& dam bao bi mét nén chon mét khau 12 6 ky
tur trd 18n gdm cac chit cai va chir sb. Mot sb 16i thudng gip khi nhap mat khiu 1a:

- B gd tiéng Viét dang bat lam thay déi noi dung cta mat khéu.

- Cac ky tu chit cai nhip vao c6 phén bi¢t chit hoa va chit thuong.

Chon mot cdu héi cho hop Security Question (ciu hoi bao vé) bing cach nhén miii
t€n bén phéi cua hop (vi du chon cdu don gidn nhu What was the name of your first
school? (Tén ciia ngdi truong diu tién ma ban hoc 1a gi?)).

Trong phan Your Answer (ciu tra 10i), ¢6 thé g6: Hoa Hong.

Chon ngay sinh cho hop Birthday. (Chu y: cac thong tin gdm cu hdi bao vé, cau tra
161, ngdy thang nim sinh cin duoc luu lai cdn thin d& phong treong hop quén mét khau
thi Yahoo cho phép 14y lai mat khu qua viéc nhéap dung va day du thong tin).

Pién ma ving vao trong 6 Zip/Postal code, c6 thé dién s 84093 (ma cia My¥) hodc
ma vung cua Viét Nam (084.04.7588408).

Trong phan Your Answer (ciu tra 15i), ¢6 thé g6: Hoa Hong.

: ﬂe de phong mwng hwp ban quen ID hoac mat khau

Cau Hm Baa Mat Ngm truong dau nen ma han di hac 13 tru'cmg

Céu Tré LUI cua Ban {Hoa Hong - .
 Shdungty kytwtwl n —-khﬁng phin bidtchb hos, ehip
ihu'o'ng R e 3

Té! da doc va Gong véi Yahool Biéu Jhosn Sw Dung Dtch"\lu vé Yahoc Ch(nh Séoh Qui binh
S Rigny Tw. va dc’ing yrhén ce’ic ta ] thong 1«1 duan trong tw Yahoo! oua mng &en ;

‘ae thuan t(en cho ban cic i heu nay sé dupc Ui 161 181 khod Yah
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Chon ngay sinh cho hop Birthday. (Chil y: cac thong tin gdm cdu héi bao vé, cau tra
161, ngdy thang nim sinh cin dwoc luu lai cén than dé phong trudng hop quén mat khéau
thi Yahoo cho phép ldy lai mat khau qua viéc nhap ding va diy du thong tin).

Pién ma ving vao trong 6 Zip/Postal code, c6 thé dién sb 84093 (ma cua MY¥) hoac
ma vung cua Viét Nam (084.04.7588408).

Dbi voi phan hoi Alternate Email, ¢6 thé bo qua. V& nghé nghiép va linh vuc cbng
tac trong hQp Industry, khai bao mot nghé nghiép tuy chon trong hop Title, néu bod qua
muc ndy s& gip trang thong bao 16i. Mot sb muc yéu cdu chon Specialization, mot sb
“muc khéng yéu ciu cin chi ¥ dé co6 thé lva chon muc ndy. G& chit xuét hién trong hinh
chit nhét (vi du trén 12 MPIG) vao hop Enter the Code Shown. Noi dung cta chir xut
hién 14 ngdu nhién dbi v6i mdi 14n dang ky. Sau d6 chon nit I agree dé ddng y véi cac
didu khoan sir dung hop thu vira méi ding ky.

Néu céc thong tin khai bdo dugc hoan thanh diing yéu ciu nhu di néu, trang Web
chic mimg viéc ding ky thanh cdng s& hién ra. Trong man hinh chiic mimg ¢6 céc thong
bao quan trong cin phai ghi lai d6 la:

- Tén dinh danh (Yahoo! ID)

- Mat khéu khéng dugc nhic dén nhung cin nh¢ lai chinh xac mat khdu da nhap
trong bang ding ky. Tén dinh danh va mat khau cin phai duoc nhdp chinh xéac khi dang
nhép st dung dich vu. Nhin nit Continue to Yahoo! Mail d& hoan tit viée ding ky va bit
dau sir dung chwong trinh giri va nhén thu.

Khong phai khi ndo ciing ¢6 dugc ngay khai bao diing nén ciing cin phai tip lam
quen v6i viée sira 18i v6i cac thong bao bang tiéng Anh. Trudong hop tén dinh danh
Yahoo ID chon d4 c6 ngudi khéc chon trudce rdi, dong thong bio mau do sé hién ra yéu
ciu nhdp lai cac ndi dung cho déng vé6i yéu cau va phai nhép lai dong chit ngiu nhién
xuét hién vao 6 tréng.

6.8.3. Str dung dich vu thu dién tit YAHOO

::i:fa’ﬁgo;

'L'Mﬁ[é Mail] Totorials Mgr_g‘? - Make ¥1 your home padi “Welcome, phutudh Sign: Out L All-Bew Mail Help

OF MAIL © search]

Classic

“Notepad | ' Mail Upgrades - Options

Welcome, Tu! ADVERTISEMENT
) H

- ¥ You have 1 unread
- message:

€3 Inbox Bulk{1}
‘ - Messenger: You have 0 unheard voice
[ Draf == mails

3 Sent : ‘ Learn about voice mail.

B Bulk (1) ,, . s
(@ Trash n the News: Yahoo! . NEVER MISS OUT WITH MAI
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Giao dién man hinh thu:

- Nuat Check Mail: thue hién kidm tra va hién thi hop thu Inbox;
- Nut Compose: mé cira sd soan thu;

- Nt Search Mail: tim thu theo yéu cau;

- Hop 1énh Addresses: td chire luu gilt cac dia chi;

- Muc Mail Options: cac cong cu tién ich.

- Céc thu muc gdm: Inbox (chtra thu dén); Draft (chira thu nhap); Sent (chira ban

luu cho céac thu da giri); Trash (chira cac thu bi x04).

Mo /déﬂg hf)p thu Biang nhap
¥Yahoo!

Chon muc Sign In (d4ng nhap) dé mé

Ban (Twcm. Baowé chava?
ST dau "nidm phorg’ deng-
iR ca nhan (T@i sao'?

Trén cira sé dAu tién nhap tai khoan da dangky | —

Tén Truy Nhip

phai luu ¥ dén bd go tiéng Viét. Khi nhap mat khau, o anae [phutudn

P ’ - ~ v A A 2 n , , mat khdu: iosoosoe
phai tat chire niing gd tiéng Viét dé nhap chinh xac.

Nhén chon muc Check Mail hay muc Inbox dé mo hop thu.

Man hinh quan ly hop thu cho thdy duogc cac thong tin nhu Sender (ngudi giki thu),
Subject (tiéu dé hay ndi dung chinh ciia birc thu), Date (ngay gii thu), dé doc mot birc

thu, nhan chudt vao tiéu dé buc thu.

Mail Upgrades - (lpﬂonsk

| honam thai Q@ Giao TnnhWeb  Tue 0ct 09, 2m7 2058k§

'E Cuc KTva KD ) ggod? Cong wgn’ KHAN ¥e tthN lan 2 nam Sat Aug 11 m}, 79k

0 MinhTan S @ Kinh gui lhag Tu Phy luc dien g:al ky thuat Mon Oct 22 2007 201ka :z

&1 My Photos
€1 My Attachments

 NguenDue
iDTrung :

;;D Bach Xuan Thau : g}

§ G chx tseu tuyen smh 200? '

Se GD- DT Binh Dmh tmyen du heu dang
Yot o thl dned sam 070000

Sun JUIOB 2007 ;72k

TueMayUB ZOW . 9

Sau khi doc xong ndi dung buc thu, quay tr& vé& man hinh hop thu bang céch nhin
nit Back hogic nhin vao muc Inbox. Tuy nhién, thong thuong, s& tra 161 ngudi gl thu,

nhan vao nit Reply dé thuc hién viéc nay.
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Contacts |+ Calenda Mail Uparades - Options

- Search Mail Seavch the Web

Virus Scan Resulis

File:name: Nhanluc.rar
File size: 4463kb

*File type: application/octet-stream

Scan résu!t: No virug threat detected.

(1 [Empty]
[Empty]

Keep your computer safe From Internat threats at all t\mes Viett :

S"a"“gd withe gntnﬁfﬂﬁ the Symantac Security: Connection to learm hauwoi

Search Shortcuts
My Photos

pownload Attachment "’ Back to Messagae

Trong trudng hop, nguodi ghi dinh kém tép tin gui theo, dé tai tép tin vé mdy cla
minh, ngudi ding nhin vao Preview, chuong trinh s& kiém tra t€p tin xem c6 bi nhiém
virus khong (mdy ¢6 cai chirong trinh chong virus) va hién thi cac théng sb bao cho ngudvi
diing, néu ddng ¥ tai vé bam vao Download Attachment, ch& thong bdo may da tai xong.

Sau mot thoi gian st dung, danh muyc thu sé 16n dan, do do cin xo4 di nhitng thu da
doc, khong can luu. P& thyue hién, kich déu vao 6 vudng & trude buc thu do, sau do nhén
nut Delete. D& xoé toan bg thu, kich ddu chon 6 vudng dai dién (Sender) ¢ phia bén dudi
nit Delete va chon nat Delete. |

Soan thu

Dé soan mGi mot birc thu, nhan vao niit Compose, ctra so sau day hién ra:

“Yahaol

. By Vahaol ?Mail - Tutorials D Mo 1 Make V1 vour home paga 0 elcome, phutudh Sian Gut Cll-Haw Mail

Searche| iMeh Search

Contacts |-

Calendar | Notepad | Mail Upaiades - Options

From: {phutudh@yahao com *fj[ Add Mail Account |

Insertaddressez | Add CC Add BCC

_;k‘i;ghonam_thal@yahoo‘com.vn G I

Chuyén théng tin vé tuyén sinh ndm 2007 v& nganh hoc]

~ Trong & dia chi nguoi nhén (To) c6 thé nhap nhiéu dia chi, cc dia chi cach nhau -
bang déu phay.
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Muc ti€u dé thu (Subject), nhap ndi dung chinh cta burc thu, trinh bay thu, chén cac
biéu tugng, hinh anh minh hoa.

St dung chitc ndng dinh kem tép
Quy trinh g kém tép thuc hién qua ba budc:

Budce 1: Sau khi soan thw, nhin vao nut Attach Files d& hién thi hop thoai didu
khién cac buéc dinh kém teép;

Budc 2: Nhén nut Browse... lya chon tép tin cin dinh kém trong ctra s6 Choose
File. Sau khi chon tép, nhin nit Open dé ddng ¥ hodc nhin nut Cancel néu khéng dong y
va quay trd vé cira sd chon tép. BAm nut Attach Files d& hoan thanh viéc dinh kém. Man
hinh Attach Files hién ra thong bao yéu ciu ngudi ding chd. Thoi gian chd phu thude
vao tbe do duong truyén Internet va do 16n cia tép;

Buéc 3: Néu khong c6 gi sai s6t man hinh Attachments hién ra théng bao" Pa dinh
kem cac tép duogc liét ké vao thu".

Nhin niit Done d& két thic thao tac dinh kém va tr& v& man hinh soan thao thu. Sau
khi thuc hién thanh cong ba budc trén sé& thiy ctra s soan thu xuit hién cling vé6i danh
sach cac tép dinh kem. Trong trudng hop mudn bé di thi nhin nit Remove. Kiém tra lai
14n cudi, néu ddng y g thi nhin vao nut Send dé gii thu.

6.9. Thu rac va hiu qua

Thu rac (Spam Mail) 1a nhitng birc thu thuong duge gui di voi muc dich tuyén
truyén, quang céo, chao moi, ching c6 mét dic diém chung la: Khong moi ma dén, tham
chi dén rét nhidu. S& di c6 didu nay 1a do rat nhiéu cong ty, td chirc mudn loi dung moi
truong Internet va thu dién tir 1a moi trudong ¢ tinh toan cdu, lai nhanh chong, dé truyén
béa hodc phat tan ndi dung thong tin ma ho cAn. Nhung l1am thé nao cic cong ty kia c6 dia
chi hop thu dé giri dén, c6 nhidu nguyén nhén, c6 nguyén nhan do ngudi ding so' y aé lai
dia chi thu dién tir tai mot website ndo d6 va céc hé thdng truy lung dia chi thu d4 phat
hién ra hodic cac virus chuyén an cip dia chi hop thu

Co ché phdt hién spam cia cdc hé thong thu dién tik:

Hé théng dd c6 mot danh sach cac dia chi ¢b dinh nao @6 ludn 1a ngudn phat tan
spam mail, nhu vdy ctt ¢ thu tir dia chi d6 1a hé théng s€ bat ra chirc ndng ngin chin
hoic danh diu canh béo;

Mot trong nhitng ddu hiéu d& dang nhén ra tir céc thu phat tén 13 tir mot ngudn gii cho
rat nhidu ngudi. Nhu vy, hé thdng néu gip nhimg bure thu nhu thé, ciing s€¢ danh d4u canh
bao. Nhung ddy ciing 12 mot nhuge diém vi trong co ché phat hién spam ciia hé thong thur doi

khi Mail server liét ké ludn ca nhiing birc thu do td chirc cip trén g tit ca cac don vi cip dudi
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tryc thudc thi bi xem nhur spam, thi ngudi nhén thu lai phai tim trong ddng thu spam mail hodic
bi chén lai khong cho giri.

6.10. Nguy co bj nhiém virus khi nhin thw dién ti

Mdi ngudi tham gia Internet hiu hét déu co it nhat mot tai khoan thu dién t, va
nguy co 1y nhiém virus tir cc tai khoan thu nay 13 diéu hoan toan c6 thé xay ra. Virus
thudng 4n minh trong ndi dung thu hodc trong cac tép tin dinh kém, chi d¢i ngudi ding
mé thu ra doc hodc md tép tin dinh kém ra 12 virus bit ddu hoat dong va tip tuc phat tan.
Pé han ché nguy co ndy, can chii ¥ nhitng diéu sau day:

Péi véi nhitng birc thu la, khong rd ngudn gbc. Khéng nén md ngay nhitng birc thu
d6 ra xem ma cn phai quét virus trude, sau d6 méi doc ndi dung.
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oooooooooooooooooooooooooooooooooo

1. N§i dung ciu héi 6n tap: kién thirc téng hop clia 6 md dun trong Chuén k¥ ning
st dung Cong nghé thong tin co ban. Voi muc dich gitip can bo, cdng chirc lam quen v6i
ngan hang cau héi, phuong thirc 1am bai mot cach tt nhat, ddy khong phai 1a dé thi.

2. Chu tric dé thi: dé thi gém 40 ciu, mdi cu co6 4 lua chon, trong d6 c6 01 lya
chon dang; S6 cau hoi duge phan bd déu theo cac md dun; Thoi gian lam bai theo Quy
dinh 12 45 phit; Thang diém tinh 100, trong s6 diém cta mot cu dugc tinh 2,5/100; D&
thi dang khong dugc sir dung tai li¢u.

3. Huémng din cach 1am bai thi tric nghiém

- Bai thi gdm t phach va d& thi, thi sinh lam truc tiép vao phén dé thi.

- Mdi cau hoi chi ¢6 01 phuong 4n tra 10i ding.

- Khoanh tron vao chit a, b, ¢, hodc d vao cau tra 101; Néu mubn hiry bé phuong édn
da lya chon thi gach chéo (X) vao chit di chon. Néu mudn khoi phuc lai phuong 4n da
hity bo thi chép lai ky hiéu phuong an lua chon va khoanh tron vao bén canh (xem Mau
trd loi) dudi day:

Lya chon Tra loi Chi thich
- Khoanh tron a khi xac dinh phuong 4n a
Lua chon 1 la phuong 4n ding.

- P4 khoanh tron lua chon phurong én a,
nhung sau d6 xac dinh lai phuong an b 1a
"% phuong an dung thi gach chéo phuong an
<> : ,
a, khoanh tron phuong éan b.

- P4 khoanh tron Iya chon phuong an a,

Lua chon 3 @ .'% nhung sau d6 x4c dinh lai phuong 4n b 1a

phuong 4n dung, da gach chéo phuong an
a, di khoanh tron phuong &n b nhung
.'&‘ mudn khoi phuc lai phuong an a thi gach
chéo phuong 4n b, viét chit a va khoanh
tron bén canh lya chon a.

Lua chon 2
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Cau 1.

Céu 2.

Cau 3.

Cau 4.

Cau 5.

MO PUN 1
HIEU BIET VE CONG NGHE THONG TIN CO BAN

Hiéu niing ciia may tinh phu thude vao yéu t6 nao sau day?
a. Téc d0 CPU, dung lugng bd nhé RAM, dung lugng b cting
b. Yéu t6 da nhiém cta hé diéu hanh
c. Viéc phan manh cua tép tin trén dia
d. Ca ba yéu t trén
1 Kilobyte (KB) bing bao nhiéu?
" a. 1024 Megabyte (MB)
b. 1024 Byte
c. 1204 Bit
d. 1204 Byte
Tén goi nao dwéi ddy khong danh cho may in?
a. HP Laser Jet
b. Epson
c. Canon
d. Laptop
Pon vi nao dwdi day khong ding dé do lwong thong tin?
a. Nanobyte
b. Kilobyte
c. Bit
d. Megabyte
1 Byte bing bao nhiéu Bit?
a.8
b. 16
c. 32
d. 64

. Phat biéu nao sau day la khong ding?

a. May quét, webcam, ban phim la cdc thiét bi vao
b. Loa, man hinh, may chi¢u, may in 1a cdc thi€tbira -
¢. Modem, man hinh cam tng 1a céc thict bi vao/ra

d. ROM, RAM, dia cting 1a cac thiét bi luru trit trong
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Cau 7. Phat biéu nao sau day 1 diing nhat?
a. Céng COM1, COM2 1a cbng néi tiép
b. Céng LPT1, LPT2 Ia cdng sohg song
c. Cong USB la cbng da ning
d. C4 ba phat biéu trén déu diing
Cau 8. Phat biéu nao sau day Ia ding nhit?
a. Bit 1a don vi nho nhét cia thong tin dugc st dyng trong may tinh
b. Bit 1a mdt phén tt nhin mot trong hai gia tri 0 hoic 1
c. Bit 1a mo6t don vi do thong tin
d. Ca ba phuong 4n trén déu dung
Cau 9. Phat biéu nao sau dy 13 ding nhit?
a. May in thudng két nbi qua céng COM1, COM2
b. My in thudng két ndi qua cbng LPT1, LPT2
c. May in thudng két nbi qua cdng USB
d. Méy in thudng két ndi qua céng LPT1, LPT2 va USB

Cau 10. Tai sao dung lwgng by nhé ngoai ¢6 thé 16n hon by nhé trong rat
nhiéu lan?

a. Vi bd nhé ngoai chiu sy diéu khién truc tiép tir hé théng vao ra
b. Vi bd nhé ngoai khong bi gidi han bdi khong gian dia chi cia CPU
¢. Vi bd nhé ngoai chira dugce hé théng tép tin
d. C4 ba phuong 4n trén déu dung

Cau 11. Phét biéu nao sau day I3 ding nhit?
a. Thong tin dugc dua ra dudi dang hinh anh
b. Thong tin dugc dua ra dudi dang 4m thanh
¢. Thong tin dugc dua ra dudi dang van ban
d. C4 ba phuong 4n trén déu dung

Cau 12. Ky hiéu MB thwdng gip trong cac tai liéu vé Tin hoc 12 gi?
a. Don vi do d§ phan giai man hinh
b. Pon vi do cudng d6 4m thanh
c. Don vi do tdc d6 ctia bo vi xtt Iy
d. Don vi do lugng thong tin
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Cau 13. 1 MB bing bao nhiéu?
a. 1024 KB
b. 1000 KB
c. 1024 Byte
d. 1024 GB

Chu 14. 2 GB bing bao nhiéu?
a. 1024 MB
b. 2000 MB
c.2x2'""MB
d. 2048 KB

Cau 15. Hé nhj phan ding miy ky ty dé biéu dién cac s6?
a. 2
b. 10
c.8
d. 16

Cau 16. D& chuyén ché d¢ viét chén thanh viét dé va ngwoc lai trong ché do
soan thdo van ban, st dung phim nao?

a. Shift

b. Insert

c. Ctrl

d. Caps Lock

Cau 17. Pé chuyén ché a9 g chir thwong thanh chir in hoa trong ché a6 soan
thao vin bén, sit dung phim nao?

a. Num Lock
b. Caps Lock
c. Ihsert
d. Backspace
Cau 18. Dia cirng la gi?
a. Thiét bi luu trit ngoai
b. Thiét bi luu trit trong
c. Thiét bi nhap/xuét dit liéu

d. Thiét bj luu trit ca trong va ngoai
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Cau 19. Téc dd ciia CPU khéong anh huéng dén yéu t6 nao sau day?
a. Kha nédng luu trlt cia may tinh
b. Tubi tho cua dia cling
c. Thoi gian truy cp dé mé tép tin
d.Cahaiyéutbavab
Céu 20. Trong céc thiét bj sau, thiét bi nao khong phaila bd nhé trong?
a. BO nhé truy cap ngiu nhién (RAM)
b. B nhé chi doc (ROM)
c. bia cing (Hard Disk) .
d. Ca ba thiét bj trén déu 13 bd nhd trong

Cau 21. Phat biéu nao la diing nhit khi néi vé sy khac biét gitta phan mém
(g dung va hé diéu hanh? |

a. Phin mém tmg dung can nhidu khong gian luu trix hon hé diéu hanh
b. Hé diéu hanh cdn phdn mém Gng dung dé thyc hién
c. Khi thyc hién, hé diéu hanh cin nhiéu bd nhé hon phin mém tng dung
d. Phdn mém tmg dung cin hé diéu hanh dé thuc hién
Céu 22. CPU Ia viét tit ciia cum tir nao?
a. Case Processing Unit
b. Command Processing Unit
c. Control Processing Unit
d. Central Processing Unit
Céu 23. Phat biéu nao sau day 13 ding nhit?
a. Thong tin ghi trén bd nhd ROM 14 ¢6 dinh
b. Thong tin ghi trén bo nhd RAM 1a khong cb dinh
c. Khi tit ngudn dién may tinh, thong tin Iuu trén bd nhé RAM s& bi mét
v d. Cé ba phat biéu trén déu ding /
Ciu 24. Phat biéu nao sau diy la ding?
a. B6 nhé chinh, bd xt Iy trung tAm, bd nhép/xuét, céc hé didu hanh
14 phén cling
b. B nhé chinh, bo xit Iy trung tAm, bd nhdp/xudt, cic hé didu hanh 13
phan mém
c. Bo nhd chinh, b6 xit Iy trung tdm, bd nhép/xuét, cic hé diéu hanh 1a
thiét bi luu trit
d. Ca ba phat biéu trén déu sai
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CAau 25. B§ nhé nao dwge sir dung dé lwu trir di liéu tam thoi trong qua trinh
may tinh dang hoat djng?

a. ROM
b. RAM
c. Registers
d. Modem
CAu 26. Thiét bj nao dwoe vi nhw 12 bd niio ciia may tinh?
a. CPU
b. Input
c. Output
d. ALU

Cau 27. Ngay nay, dia mém it dwoe sit dung trong cic may tinh do nguyén
nhin nao?

a. Pia mém nhanh hong
b. C6 thém nhiéu thiét bi luu trit 6t va thuén tién hon
¢. C6 dung lugng nhd
d. Ca ba phat biéu trén déu dung
Chu 28. Thiét bi nao vira Ia thiét bi vao, vira 1a thiét bj ra?
a. Monitor
b. Modem
c. Printer
d. Projector
CAu 29. Thiét bj nao sau day khéng thuéc by nhé ngoai ciia may tinh?
a. Floppy disk
b. Monitor
c. Hard disk
d. USB disk

CAu 30. Phin mém hé théng nao dam nhén chirc ning lim méi truwdng trung
gian cho cac phin mém irng dung hoat dong?

a. Trinh diéu khién thiét b
b. Hg diéuhanh

c. Trinh bién dich trung gian
d. Chuong trinh ngudn
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Ciu 31. Chikc ning ciia bd xit Iy trung tim (CPU) 1a gi?
a. Noi nhap thﬁng tm cho may tinh
b. Noi xtt Iy, quyét dinh, diéu khién hoat dong ctia mdy tinh
c. Noi thong bao két qua cho ngudi st dung
d. Ca ba phuong 4n trén déu ding
Ciu 32. Chirc niing chinh ciia tip cac thanh ghi 1a gi?
a. Didu khién nhan 1énh
b. Gidi ma 1€nh va ghi Iénh
c. Van chuyén thong tin giita cac thanh phén bén trong may tinh
d. Chtra cac thong tin phuc vu cho hoat dong ciia CPU
Ciau 33. Ma I¢nh dang dwge CPU thye hién lvu tri & dau?
a. B nhd ngoai
b. B§ nhé trong
c. Tap thanh ghi
d. ALU

Céau 34. Dwéi géc do phan chia theo khoang cach dia ly, mang may tinh ¢6 thé
dwgc chia thanh nhing loai mang nao?

a. Mang cuc by, mang dién rong

b. Mang cuc by, mang toan cAu, mang Extranet

c. Mang cuc bQ, mang Intranet, mang dién rong

d. Mang dién rdng, mang toan cAu, mang Intranet
Ciu 35. Trong mang may tinh, thudt ngit WAN c¢6 nghia Ia gi?

a. Mang cuc bo

b. Mang dién rng

c. Mang toan cu

d. Mang LAN
CAu 36. Hay chi ra tén ciia thiét bi mang?

a. USB

b. UPS

c. Switch

d. Webcam
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Cau 37. Thiét bi nao sau diy c6 thé dwoc chia sé dé siv dung chung trong mang
cuc bg?
- a.Mdy in
b. Micro
c.Loa
d. Chudt
Ciu 38. Phat biéu nio sau déy la diing khi n6i vé lgi ich clia mang may tinh?
a. X6a bé rao can vé khoang cach dia Iy gitra cac may tinh trong mang
b. Khong thé giri va nhan Email khi két ni Internet
c. Dit liéu khong dugc chia sé
d. Ca ba phét biéu trén déu dung
Céu 39. Trong mang may tinh, thuit ngir Share ¢6 nghia la gi?
a. Chia sé tai nguyén
b. Nhén hiéu cia mét thiét bi két ndi mang
¢. Thuc hién 1€nh in trong mang cuc bd
d. Mot phén mém hd tro st dung mang cuc bo
Ciu 40. Trong két néi mang may tinh cuc b, chu tric mang dwgc chia thanh
cac loai nao?
a. CAu truc lién két hinh sao
b. Chu trtic lién két dang tuyén
c. Chu triic lién két dang vong
d. Ca ba phurong 4n trén déu dung
Céu 41. Phit biéu nao sau day l1a diing nhat?
a. Mang LAN co6 tbc do truyén dit liéu cao
b. Mang LAN c6 pham vi dia 1y gidi han
c. Mang LAN thuong duoc cai dit trong mot vin phong
d. Ca ba phuong 4n trén déu dang
Céu 42. Phat biéu nao sau day la ding?
| a. Trong mang LAN, m6 hinh mang ngang hang ¢6 dd bao méit
thong tin an toan nhat

b. Trong mang LAN, mo hinh mang khéch chi ¢6 dd bdo mét thong
tin an toan hon mo hinh mang ngang hang

c. Trong mang LAN, d6 an toan cua thong tin khong phu thudc vao
kiéu két ndi mang

d. Trong mang LAN, d¢ an toan ctia thong tin hoan toan phu thudc
vao diy cap mang.
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Cau 43.

Cau 44.

Cau 45.

Cau 46.

Cau 47.

Cau 48.

92

MO PUN 2
SUDUNG MAY TiNH CO BAN

Pé biét dung lwgng mot tép tin, thwe hién nhw thé nao?
a. Nhay chudt phai vao tép tin, chon Send to\Desktop
b. Nhay chudt phai vao tép tin, chon Properties
c. Nhay chudt phai vao tép tin, chon Create Shortcut
d. Nhdy chudt phai vao tép tin, chon Sharing and Security
Nhiing chit gach chin trén thyc don két hop véi phim nao?
a. Ctrl
b. ALT
c. Shift
d. Ctrl +ALT + DEL
Phat biéu nao sau dy la ding?
a. Hé didu hanh chi quan ly thu muc, khdng quan ly tép tin
b. Thu muc ¢6 thé chira thuy muc con va tép tin
c. Hé diéu hanh chi quan ly thu myc gbe C:\, D:\
d. Hé diéu hanh khong quan 1y céc thu muc con cia C:\
Thanh phén nao dwéi diy khong thujc cira s6 thw muc?
a. Thanh Trang thai
b. Thanh Tiéu dé
¢. Thanh Thyc don 1énh
d. Thanh Cong thirc
Phat bidu nao sau ddy la ddng vé hé diéu hanh Windows 7?
a. Phai dugc cai dat trude khi cai dit cac chuong trinh g dung
b. Phai cai diit néu ngudi st dung chi ding dé soan thao vin ban
c. La phin mém mién phi
d. Dung dé soan thao vin ban
Phit biéu nao dwéi ddy 1a ding nhit?
a. Shortcut la tép tin
b. C6 thé tao biéu twong Shortcut cho thu muc
c. Shortcut khong chira ndi dung t€p tin

d. Ca ba phuong 4n trén déu diing



Ciu 49. Trong hé diéu hanh Windows 7, tén thw myc ndo sau ddy dit khong
hop 1€?

a. GAMES
b. VANBAN
¢. DOCUMENTS
d. BTZ\TOAN
C#u 50. Phat bidu ndo sau ddy 1a ding vé hé diéu hanh Windows 7?
a. La phan mém phai c6 dé may tinh c6 thé hoat dong
b. La phin mém cai sin trong moi may tinh
c. La phén mém khong duoc thay dbi trong may tinh
d. La phdn mém do cbng ty Microsoft doc quyén xdy dung va phat trién

Cau 51. Cach tb chire thw muc va tép tin theo hé diéu hanh Windows 7 khong
cho phép dieu gi?

a. Trong m6t thu myc c6 ca tép tin va thu muc con

b. Tao mét t€p tin ¢6 chira thu muc con

c. Mot b dia cimg vt Iy duoc phan chia thanh nhiéu é dia logic
d. Thu muc cha va thu muc con ¢6 tén trung nhau

Cau 52. Cic tép tin sau khi dwgc chon va xo4 bing t6 hop phim Shift + Delete
s& nhw thé nao?

a. Co6 thé duoc khoi phuc khi mé Recycle Bin
b. C6 thé duge khoi phuc khi mé& Computer
¢. Khong thé khdi phyc lai
d. Chi c6 t&p vin ban .DOC 1a c6 thé khdi phuc
Ciu 53. Hop didu khién dung dé phéng to, thu nhé, déng cira so dugc goi 1 gi?
a. Dialog box
b. List box
¢. Control box
d. Text box
C#u 54. Thanh phén nio cho phép thiét 1ap moi trudmg lam vige trén Windows 7?
a. Display
b. Screen Saver
¢. Control Panel

d. Help and Support
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Ciau 55. Trong Windows 7, dé hién thj cic thw muc, tép tin theo dang liét ke,
thwe hién nhw thé nao?

a. Computer\Chon 6 dia\Change your view\List

b. Computer\Chon 6 dia\Change your view\Details

c. Computer\Chon 6 dia\Change your view\Title

d. Computer\Chon 6 dia\Change your view\Content
Céu 56. Khi may tinh hoat dong, hé diéu hanh dwoc nap vao dau?

a. Ram

b. B) nhé ngoai

¢. Man hinh

d. Rom

Cau 57. Khi dang 1am viéc voi Windows 7, dé xem to chirc cic tép tin va thw
muc trén dia, mé cira sO nao?

a. Computer hodc Windows Explorer
b. Computer hodc Recycle Bin

c. Windows Explorer hodc Recycle Bin
d. Network ho#ic Recycle Bin

Cau 58. Sit dung chuwong trinh nao ciia Windows dé quan li cdc tép tin va
thw muce?

a. Microsoft Office
b. Accessories
c. Control Panel
d. Windows Explorer

C#u 59. Phat biéu nao sau ddy la ding nhét?
a. H¢ diéﬁ hanh 12 phin mém tng dung
b. Hé diéu hanh 14 phdn mém hé théng
c. Hé diéu hanh 1 phin mém tién ich
d. Ca ba phat bidu trén déu dung

Cau 60. Hé didu hanh Windows 7 duge luu triv & dau?
a. CPU
b. RAM
c. ROM
d. Bé nhé ngoai
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Ciu 61. Phian mém ting dung nao khéng thudc hé didu hanh Windows 7?
a. Microsoft Excel
b. Calculator
c. Wordpad
d. Notepad
CAu 62. Phat biéu nao sau diy la ding?

a. Trong Windows 7, Shortcut c6 nghia 1a tao dudng tit dé truy
cép nhanh

b. Trong Windows 7, Shortcut c6 nghia 1a x6a médt déi twong duoc
chon tai man hinh nén

c. Trong Windows 7, Shortcut ¢6 nghia la déng cac clra sb dang ma
d. Ca ba phwong 4n trén déu sai

Céu 63. Trong Windows 7, dé lwu noi dung man hinh vao by nhé Clipboard,
st dung phim nao?

a.Ctrl + C
b. Ctrl + Insert
c. Print Screen

d. ESC

Ciu 64. Trong Windows 7, phim tit nao giap truy cip nhanh Menu Start dé
¢6 thé Shutdown may?

a. Alt + Esc

b. Ctrl + Esc

c. Ctrl + Alt + Esc
d. Ctrl + Alt

Céu 65. Trong Windows 7, dé kiém tra khong gian dia chwa dwoc sit dung,
thwe hién nhw thé naoe?

a. Khong thé kiém tra dugc ma phai ding phin mém tién ich khac

b. Nhay dip Computer\Nhdy phai chudt vao tén & dia cin kiém
tra\Chon Properties

c. Start\Control Panel\System
d. Start\Control Panel\Display
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Cau 66. Trong Windows Explore, tiéu chi nao sau ddy khong diung dé sfp xép

cac tép tin va thw myc?
a. Tén
b. Tan suét sir dung
¢. Kich thude
d. Kiéu
Cau 67. Trong Windows 7, dé xéa vinh vién tép tin hojic thw myc, bim 6 hop
phim nao?
a. Ctrl+Del
b. Ctrl + Esc
c. Alt+Del
d. Shift+Del
Céu 68. Trong Windows 7, dé hién thj Iai cdc biéu twong trén man hinh may
tinh, thye hién thao tac nao?
a. Nhay chudt vao Start\Control Panel\Display
b. Nhay chudt phai vao Start\Properties\Start Menu
¢. Nhay chudt phai vao Taskbar\Toolbars
d. Nhay chudt phai trén man hinh Desktop\View\Show Desktop Icons
C#u 69. Trén man hinh Desktop cho phép sip xép cdc biéu twgng theo tiéu chi nao?
a.’ Tén |
b. Kich c&
c. Thoi gian tao 14p
d. Ca ba phuong én trén déu ding
Céu 70. Trong Windows 7, cach nao sau diy dwgc siv dung dé thay dbi do
phén gidi man hinh?
a. Nhay chudt phai trén man hinh Desktop\Screen Resolutions
b. Nhay chudt phai trén man hinh Désktop\Resolutions
c. Nhay chudt phai trén man hinh Desktop\Display Resolutions

d. Nhay chudt phai trén man hinh Desktop\Desktop Resolutions
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Cau 71. Trong Windows 7, dé thay i ddu «.” thanh diu %> phan cich phéan
thap phin, sit dung chirc niing nao trong Control Panel?

a. System
b. Region and Language
c. Display
d. Administrative Tools

Céau 72. Trong Windows 7, dé thay dbi man hinh nén, thye hién theo phuong
an nao sau day la diung nhat?

a. Start\Control Panel\System and Security

b. Start\Control Panel\Appearance and Personalization
¢. Start\Control Panel\Programs

d. C4 ba phuong an trén déu dang

Céau 73. Trong Windows 7, dé g bd cac chu’o’ng trinh wng dung, thwe hién
theo phwong an nao sau day 1a dung?

a. Start\Control Panel\Programs and Features

b. Start\Control Panel\System and Security

c. Start\Control Panel\Appearance and Personaiization
d. Start\Control Panel\Ease of Access

Cau 74. Phai giit phim nao khi thao tac chon nhiéu tép tin roi rac trong cira 56
thw muc?

a. Shift

b. Alt

c. Ctrl

d. Ctrl + Shift

Céau 75. Phai gitt phim nao khi thao thac chon nhiéu tép tin lién nhau trong
cira s6 thw muc?

a. Shift

b. Alt

c. Ctrl

d. Ctrl + Shift
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Cau 76. Trong cira s6 thw muc, Organize ¢6 chitc ning nao?
a. Copy
b. Select all
c. Rename
d. Ca ba chirc nang trén déu ding
Cau 77. C6 thé khoi phuc cic tép tin bi x6a nhdm bing cach mé cira s6 nao?
a. Documents
b. Computer
c. Internet Explorer
d. Recycle Bin
Cau 78. Trong Windows 7, sit dung chirc niing tim kiém cac tép tin c6 phin
mé rong la *.doc, cho két qua gi?
a. Nhitng tép tin di bi x6a
b. Tat ca t€p tin va thu myc da bi xda
c. T4t c4 cAc tép tin trong 6 cling
d. Cac tép tin dugc tao bing Microsoft Word
Cau 79. Dé xéa bo tép tin trén thé USB, c6 thé mé civa s nao?
a. Internet Explore
b. Computer
c. Search
d. Files Manager

Cau 80. Trong cira so6 hién thi két qua tim kiém ctia Windows 7, ngwdi sir dung
¢6 thé thyuc hién thao tic nao?

a. Truy cép dén ngay dugc thu muyc chira tép tin tim thiy
b. Stra ddi lai tén cho mét tép tin bat ky

c. X6a toan bd cac tép tin da tim thiy

d. Ca ba phuong 4n trén déu ding

Cau 81. Trong Windows 7, cira s6 nao cho phép hién thj cic may tinh trong
mang cuc bo?

a. Computer
b. Internet Explorer
c. Network

d. Mozilla Firefox
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Cau 82. H¢ diéu hanh Windows 7 dwa ra canh bdo khi nao?
a. Tén thu myc dai hon 8 ky tu

b. Trén man hinh nén tao mdt thu muc con mdi tring véi tén cia
mot thu muc con di co

¢. Tén thu myc méi c6 chira dau chdm (vi du: BAITAP.2012)
d. Tén thu myc ¢6 khoang tréng

Cau 83. Thao tic nao duéi diy khong nén sir dung dé khéi dong lai may tinh?
a. Nhin t6 hgp phim Ctrl+Alt+Del, chon muc Restart
b. Nhén nut Start\Shutdown, sau d6 chon muc Restart
c. Nhin nut Power trén hdp may
d. Nhén nat Reset trén hop may

CAu 84. Ngwoi sir dung c6 thé hién thi cic tép tin va thw muc chira trén dia CD
bing cich mé cira sé nao?

a. Computer
b. Document
c. Network
d. Recycle Bin
Chu 85. C6 thé hién thj cac Icons trén man hinh Desktop theo dang nao?
a. Large icons
b. Medium icons
c. Small icons
d. Ca ba phuong 4n trén déu ding

Cau 86. Trong Windows 7, dé thiét 1ap lai ngay, thang theo kidu Viét Nam,
thye hi€n thao tac nao? |

a. Start\Control Panel\Region and Language\Formats
b. Start\Control Panel\Region and Language\Location
c. Start\Control Panel\Region and Language\Keyboards and Languages

d. Start\Control Panel\Region and Language\Administrative
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MO DUN 3
XU LY VAN BAN CO BAN
Cau 87. Trong Microsoft Word 2007, dé lru tép tin vanbanl.docx dang mé thanh tép
tin vanban2.docx, thyc hién nhw thé nao?
a. Vao Office Button\Save
b. Vao Office Button\Save As
c. BAm chudt vao biéu twong Save (dia) trén thanh cong cu
d. B4m tb hop phim Ctrl + S
Ciu 88. Trong Microsoft Word 2007, sit dung t6 hop phim nao dé ciin doan
vin ban vao giita dong?
a. Ctrl + Shift + L
b. Ctrl +R
c. Ctrl + Alt+1J
d.Cul +E

Cau 89. Trong Microsoft Word 2007, sit dung t6 hop phim nao dé cheén thoi
gian hién tai vao vin ban?

a. Ctrl + Shift + T
b. Alt + Shift + T
c. Ctrl + Shift + D
d.Ctrl + Alt+ G
Cau 90. Trong Microsoft Word 2007, khi nao cin phai mé thé Page Layout?
a. Ghi t€p van ban
b. Pinh dang trang in
c. Thay déi kiéu chir
d. Thay d6i cu hinh’méy in

Cau 91. Trong Microsoft Word 2007, sir dung td hop phim nao dé mé hop
thoai Font chi?

a. Ctrl + Shift + H |
b. Ctrl +R
c.Cul+D
d.Ctrl+ E
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Cau 92. Trong Microsoft Word 2007, sit dung t5 hgp phim nao dé ddnh chi s6
trén (m%)?

a. Ctrl + Shift +=
b. Shift + =
c.Ctrl + Alt +=
d. Ctrl + Shift+F

Cau 93. Trong Microsoft Word 2007, sir dung t6 hop phim nao dé gach chin
mdt khdi viin ban da chon?

a.Ctrl + B
b.Ctrl + A
c.Ctrl+U
d.Cul+G

Céu 94. Trong Microsoft Word 2007, sir dyng phim nao dé ghép hai doan vin
ban thanh m§t doan van ban?

a. Tab
b. Page Down
c. Delete
d. Page Up
Ciu 95. Trong Microsoft Word 2007, Header and Footer sir dung délam gi?
a. Chén dong chit, ngay thang, duong din dén dia chi luu giit tép tin
b. Chén sb trang tu dong cho vin ban
c. Chén tidu d8 trén, dudi, trang chin, trang 1¢ khac nhau
d. C4 ba phuong 4n trén déu ding

o Cau 96. Trong Microsoft Word 2007, sir dung t6 hop phim nao dé di chuyén
nhanh dén mot trang vin ban?

a. Ctrl + Home
b. Home
c.Ctrl + G
d.Ctrl + N
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Céu 97. Trong Microsoft Word 2007, sir dung t6 hop phim nao dé di chuyén
nhanh con tré vé cudi viin ban?

a. Shift + End
b. Alt + End
c. Ctrl + End
d. End

C4u 98. Trong Microsoft Word 2007, dé thwc hién giin khoang ciach Single
thanh 1.5 lines, thwe hién nhw thé nao?

a. Vao Home\Paragraph\Line spacing\1.5lines

b. BAm Ctrl + 5

c. Vao Home\Paragraph\Line spacing\Multiple\At 1.5
d. Ca ba cach trén déu dung

C4u 99. Trong Microsoft Word 2007, dé dinh dang khoang cach gay vin béan,
thwre hién bing cach nao?

a. Page Layout\Page Setup\Margins\Gutter Position
b. Page Layout\Page Setup\Margins\Gutter

c. Page Layout\Paragraph\Margins\Gutter

d. C4 ba phuong 4n trén déu dung

C#u 100. Trong Microsoft Word 2007, dé dinh sé trang ty dong vao vin ban,
thure hién nhw thé nae?

a. Insert\Page Break

b. Insert\Index and Tables
c. Insert\Page Numbers

d. File\Page Setup

CAu 101. Trong Microsoft Word 2007, dé kiém tra nhanh truéc khi in, thye
hién nhw thé nao?

a. View\Print Layout
b. View\Zoom
c. Home\Preview

d. Office Button\Print\Print Preview
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Cau 102. Trong Microsoft Word 2007, dé in trang viin ban & vi tri con tré
dang dirng, thwe hién nhw thé nao?

a. Office Button\Print\AINOK

b. Office Button\Print\Print\Current page\OK
c. Office Button\Print\Print\Page\OK

d. Office Button\Print\Print\Selection\OK

Cau 103. Trong Microsoft Word 2007, v6i mét viin ban gdm hai trang, dé dinh
dang trang 1 in ditng, trang 2 in ngang, thye hién nhw thé nao?

a. Téch trang 1 va trang 2 thanh hai t¢p khac nhau
b. In trang dung trudc, sau do xoay trang 2 nim ngang va in tiép

c. Pat con tré vao ddu trang 2, vao Page Layout\Page Setup\
Margins\Landscape\Apply to\This Point forward\OK

d. Ca ba phuong 4n trén déu ding

Cau 104, Trong Microsoft Word 2007, dé x6a hang trong bang, thwe hién nhuw
thé nao?

a. Table\Delete Rows
b. Insert\Delete Rows
c. Layout\Delete\Delete Rows
d. Home\Delete Rows

Cau 105. Trong Microsoft Word 2007, dé chén thém cdt vao phia bén trai vi tri
con trd trong bang, thye hién nhw thé nao? _

a. Layout\Insert Left
b. Layout\Insert Right
c. Table\Insert Columns Left
d. Table\Insert Columns Right
Cau 106. Tép tin nao dwéi ddy dwoce tao ra tir Microsoft Word 2007?
a. Quyetdinh.doc
b. Quyetdinh.docx
¢. Quyetdinh.xls
d. Ca ava b déu ding
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Cau 107. Trong Microsoft Word 2007, sit dung t& hop phim nao dé ciin doan
vin ban thing 18 trai? |

a.Ctrl +L
b. Ctrl +R
c. Ctrl + Alt +17J
d. Ctrl +E

Ciu 108. Trong Microsoft Word 2007, sit dung t6 hop phim nio dé cin doan
viin ban thing déu hai bén 1e?

a. Ctrl + Shift + L
b. Ctrl +R

c.Ctrl +1]

d.Ctrl +E

Ciu 109. Trong Microsoft Word 2007, sit dung t6 hep phim nao dé chén ngay
thang hién tai vao vin ban?

a. Ctrl + Shift+ T
b. Alt + Shift+ D
c. Ctrl + Shift+ D
d. Ctrl + Alt+ N

Céau 110. Trong Microsoft Word 2007, dé dinh dang Tabs, thwc hién nhw
thé nao?

a. Insert\Tabs
b. View\Tabs
c. Home\Paragraph\Tabs
d. Review\Changes\Tabs

Ciu 111. Trong Microsoft Word 2007, sit dung t& hop phim tit nao dé chén
chi s6 dwoi (H,0)?

a.Ctrl +=
b. Ctrl + Alt + =
c. Ctrl + Shift +=

d. Ca ba phuong 4n trén déu sai
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Céu 112. Trong Microsoft Word 2007, dé nén chir sat vao nhau, thye hién nhw
thé nao?

a. Home\Font\Character Spacing\Spacing\Normal

b. Home\Font\Character Spacing\Spacing\Expanded
c. Home\Font\Character Spacing\Spacing\Condensed
d. Page Layout\Page Setup\Size

Cau 113. Trong Microsoft Word 2007, sir dung t6 hop phim nao dé tao chir
dam mét khdi viin ban dd chon?

a.Ctrl + B
b.Ctrl + A
c.Ctrl+U
d. Cul+1

Céu 114. Trong Microsoft Word 2007, dé dinh dang sb trang cho vin ban,
thye hién nhw thé nao?

a. Home\Paragraph\Format Page Numbers

b. Page Layout\Page Setup\Format Page Numbers
c. Insert\Page Number\Format Page Numbers

d. Insert\Page Break\Format Page Numbers

Céu 115. Trong Microsoft Word 2007, sir dung t6 hop phim nao dé khéi phuc
lai thao tac trwéc?

a.Ctrl+2Z
b. Ctrl + X
c.Ctrl+V
d.Cul+Y

Céu 116. Trong Microsoft Word 2007, sir dyng t6 hop phim nio dé chon toan
b viin ban?

a.Ctrl + A
b. Alt+ A
c. Alt+F

d.Ctrl + F
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Cau 117. Trong Microsoft Word 2007, khi nut Save khéong hién thi trén man
hinh, 1am thé nao dé hién thj 1ai?

a. Office Button\Word Options\Display\Object anchors\OK
b. Office Button\Word Options\Save\Show on Toolbar \OK
c. Office Button\Word Options\Customize\Save\Add\OK
d. Ca ba cach trén déu dung

Cau 118. Trong Microsoft Word 2007, dé chon cdc doan vin ban khong nim
ké nhau, thye hién nhw thé nao?

a. Nhay chudt trai chon doan véan ban dau, roi an gitt phim Shift va
nhdy chudt vao doan van ban cuoi

b. Nhay chudt trai chon doan vin ban dau, rdi 4n giit phim Ctrl va
nhdy chudt chon tirng doan van ban

c. Nhay chudt trai chon doan vin ban dau, r6i an gitt phim Alt va
nhdy chudt chon tirng doan van ban

d. Nhdy chuét trai chon doan vin ban dau, roi an gitt phim Tab va
nhdy chudt chon tirng doan van ban

Ciu 119. Trong Microsoft Word 2007, dé x6a cft trong bang, thuc hién nhw
thé nao?

a. Table\Delete Columns
b. Insert\Delete Columns
c. Layout\Delete\Delete Columns
d. Home\Delete Columns

Cau 120. Trong Microsoft Word 2007, dé chén thém hang vao phia trén vi tri
con trd trong bang, thye hién nhw thé nao?

a. Table\Insert Rows Above
b. Table\Insert Rows Below
c. Layout\Insert Above
d. Layout\Insert Below

Céu 121. Trong Microsoft Word 2007, sau khi bé dwong ké ciia bang biéu,
mudn hién thj lai, thwe hién nhuw thé nao?

a. Layout\View Gridlines
b. Ctrl + Alt +U
c. View\Gridlines

d. Design\Border
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Chu 122. Trong Microsoft Word 2007, dé dinh dang khodng cach gifra cac
doan vin ban, thyc hién nhw thé nao?

a. Page Layout\Spacing

b. Home\Paragraph\Spacing

c. Page Layout\Paragraph\Spacing
d. Ca ba phuong an trén déu dung

Chu 123. Trong Microsoft Word 2007, siv dung t6 hop phim nao dé di chuyén
nhanh dén dong déu tién ciia viin ban?

a. Ctrl + Home
b. Home
c.Ctrl+ G
d.Ctrl + N

Chu 124. Trong Microsoft Word 2007, sit dung t6 hop phim nao dé tao chii
nghiéng mot khoi viin ban da dwoc chon?

a.Ctrl + B
b. Ctrll + A
c.Ctrl+U
d. Ctrl +1

Chu 125. Trong Microsoft Word 2007, dé chuyén dbi chi thwong thanh chi
nghiéng dam, thye hién nhw thé nao?

a.Ctrl + B +1

b. Ctrl + B

c.Ctrl +1

d. Ca ba céch trén déu sai

Ciu 126. Trong Microsoft Word 2007, dé‘chén thém tranh anh vao vin ban,
cin mé thé nao?

a. File
~ b. Home '
c. Insert

d. Page Layout
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Cau 127. Trong Microsoft Word 2007, sit dung phim nao dé tach mot doan
viin ban thanh nhiéu doan vin bin?

a. Delete
b. Home
c. Tab

_ d. Enter

Chu 128. Trong Microsoft Word 2007, ding t6 hop phim nao dé hru tép tin?

a.Ctrl + O
b. Ctrl + A
c. Shift + S
d. Ctrl + S

Chu 129. Trong Microsoft Word 2007, dé ciin dong diu tién cia tit ci cic
doan lii vé bén phai, thwe hién nhw thé nao?

a. Home\Paragraph\Line spacing\First Line
b. Home\Paragraph\Indentation\First Line
c. Home\Paragraph\Spacing\First Line

d. Home\Paragraph\Special\First Line

Cau 130. Trong Microsoft Word 2007, dé dinh dang khd gidy in, thwe hién nhuw
thé nao? \ '

a. Page Layout\Size

b. Page Layout\Page Setup\Paper\Paper size
c. Page Layout\Paragraph\Size

d. Ca hai phuong 4n a va b déu ding

Cau 131. Trong Microsoft Word 2007, dé dinh dang vi tri gdy vin ban, thyc
hién nhw thé nao?

a. Page Layout\Page Setup\Margins\Gutter Position
b. Page Layout\Margins\Custom Margins\Gutter Position
c. Page Layout\Paragraph\Margins\Gutter

d. Ca hai phuong 4n a va b déu dung
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MO DUN 4
SU DUNG BANG TiNH CO BAN

Céu 132. Trong Microsoft Excel 2007, phwong 4n nao dwéi ddy khong phai la
dia chi 6?

a. Al10
b. $A10
c. $A$10
d. $108A

Cau 133. Trong Microsoft Excel 2007, phwong 4n nao dwéi diy la dia chi
tuyét d6i?

a. A10

b. $A10

c. $A$10
d. SASA10

Céau 134. Trong Microsoft Excel 2007, phwong 4n nao dwéi diy la dia chi
hén hop?

a. A10

b. $A10
c. $A$10
d. $10%A

Céu 135. Trong Microsoft Excel 2007, sit dung phim nio dé chuyén déi dia chi
tuyét ddi thanh twong d6i hoiic ngwgc lai cho 6 hofic vang da chon?

a. F2
b. F3
c.F4

| d. F5

CAu 136. Trong Microsoft Excel 2007, phim nao dwa con tré chugt sang bén
phai ciia 6 hién hanh?

a. Tab
b. Enter
c. Backspace

d. Ctrl + Tab
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Cau 137. Trong Microsoft Excel 2007, t6 hop phim nao dwa con trdé chudt sang
bén trai ciia 6 hién hanh?
a. Shift + Tab
b. Ctrl + Enter
c. Shift + Backspace
d. Ctrl + Tab

Céu 138. Trong Microsoft Excel 2007, sit dung t6 hop phim nao dé tao méi
mdt bang tinh?
a. Shift + Ctrl + N
b. Ctrl + N
c.Ctrl + A
d.Ctrl+ O
Cau 139. Trong Microsoft Excel 2007, thao tic nao dé dbi tén trang tinh?
a. Nhén chudt phai vao tén trang tinh\New\Nhép tén méi\Enter
b. Nhén chudt phai vao tén trang tinh\Rename\Nhép tén mdi\Enter
c. Nhén chudt phai vao tén trang tinh\Newname\Nhap tén moi\Enter
d. Khong thé dbi tén trang tinh
Ciu 140. Trong Microsoft Excel 2007, sir dung t6 hop phim tit nao dwéi diy
dang dé cheén chi so dudi (H,0)?
a. Ctrl +=
b. Ctrl + Alt + =
c. Ctrl + Shift + =
d. Ca ba cach trén déu sai

Céu 141. Trong Microsoft Excel 2007, lam cach nao dé tao dwong vién cho 6
dang chon?

a. Home\Number\Border
b. Home\Alignment\Border
c¢. Home\Font\Border
d. Ca ba cach trén déu diing
Cau 142. Trong Microsoft Excel 2007, ky hi€u ##### trong 6 ¢6 nghia la gi?
a. Chuong trinh bang tinh bi nhiém Virus
b. Cong thirc nhap sai va Excel thong béo 15i
c. Ldi phong chit

d. D6 rong ciia cot khong da dé hién thi hét sb liu
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Cau 143. Cong thirc ndo dwdéi day khong diang ca phap?
a. =SUM(B1,A7)
b. =SUM(A1:AA7)
c. =SUM($A1§,A7)
d. =Sum(A1:A7)

Ciau 144. Trong Microsoft Excel, khi thwe hién cong thirc =Sum(Al BS5), xdy
ra 16i gi?

a. #N/A

b. #Null!

c. #Num!

d. #VALUE!

Cau 145. Trong Microsoft Excel 2007, tai 6 A1, nhap cong thire =MAX(30,10,65,5),
két qua nhin dwgc bing bao nhiéu?

a. Khong nhan duoc két qua
b.5

- ¢.65
d. 110

Ciu 146. Trong Microsoft Excel 2007, d¢ dinh dang mét viing 6 da chon, thye
hién nhw thé nao?

a. Vao Home\Number

b. Vao Formulas\Calculation Options
¢. Vao Home\Format\Format Cells

d. Ca hai phuong 4n a va ¢ déu dung

Cau 147. Trong Microsoft Excel 2007, dé chén thém hang vao vi tri di chon,
thye hién nhw thé nao?

a. Home\Insert\Insert Sheet Rows
b. Insert\Table\Insert Sheet Rows
c. Home\Insert Rows

d. Insert\Insert Sheet Rows
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Cau 148. Trong Microsoft Excel 2007, dé chén thém mot trang tinh, thuc hién
nhw thé nao?

a. Home\Insert\Insert Sheet
b. Data\Insert\Worksheet
c. Home\Insert\Worksheet
d. File\Insert\Worksheet

Céu 149. Trong Microsoft Excel 2007, dé x6a hang chira 6 dang chon, thuyc
hién nhw thé nao?

a. Home\Delete\Delete Sheet Rows
b. Insert\Delete Rows
c. Home\Delete Rows
d. View\Delete Rows

Cau 150. Trong Microsoft Excel 2007, dé chén thém cdt vao vi tri da chon,
thuc hién nhw thé nao?

a. Home\Insert\Insert Sheet Columns
b. Insert\Table\Insert Sheet Columns
c. Home\Insert Columns

d. Insert\Insert Sheet Columns

Céu 151. Trong Microsoft Excel 2007, dé hoa nhip cac 6 dang chon, thyc hién
nhw thé nao?

a. Home\Alignment\Merge Cells

b. Home\Merge & Center

¢. Home\Format\Format Cells\Alignment\Merge Cells
d. Ca ba cach trén déu ding

Cau 152. Trong Microsoft Excel 2007, tai 6 A2 ¢6 chudi "Tin hoc"; 6 B2 ¢6 gi
trj s6 2012, 6 C2 nhip cong thirc =A2+B2, két qua s& nhin dwgc 1a?

~ a. #VALUE!
b. Tin hoc
c. 2012
d. Tin hoc 2012
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Ciau 153. Trong Microsoft Excel 2007, tai 6 A1, nhap cong thirc =MIN(30,10,65,5),
két qua nhin dwgc bing bao nhiéu?

a. 65

b.5

c. 110

d. Khong nhéan dugc két qua

Cau 154. Trong Microsoft Excel 2007, dé siva di liéu trong mot 6 tinh ma
khéng cin nhép lai, thye hién nhw thé nao?

a. Nhay chu6t chon 6 tinh cin sira, r6i bAm phim F2
b. Nhay chudt chon 6 tinh cén sira, rdi bAm phim F4
¢. Nhay chudt chon 6 tinh cén stra, rdi bAm phim F10
d. Nhay chudt chon 6 tinh cén sira, rdi bam phim F12

Ciu 155. Trong Microsoft Excel 2007, dé xéa cdt chira & di chon, thwe hién
nhuw thé nao?

a. Home\Delete Columns
b. Insert\Delete Columns
c. Home\Delete\Delete Sheet Columns
d. Table\Delete Columns

Cau 156. Trong Microsoft Excel 2007, dé chén thém ham vao 6 dang ch()m
thye hién nhw thé nao?

a. Insert\Function

b. View\Insert Function

c. Insert\Object\Function

d. Formulas\Insert Function

Céu 157. Trong Microsoft Excel 2007, dé phin ving in d4 chon, thwe hién nhw
thé nao?

a. Home\Print Preview\Print Area
b. Page Layout\Print Area\Set Print Area
c. View\Set Print Area

d. Ca ba cich trén déu ding

113



CAu 158. Trong Microsoft Excel 2007, dé chén thém sb trang, thwe hién nhw
thé nao?

a. Insert\Page Number

b. Insert\Header & Footer\Page Number
c¢. View\Page Number

d. Ca ba cach trén déu ding

Cau 159. Trong Microsoft Excel 2007, dé hién thi thanh cong thirc trén man
hinh, thyc hién nhw thé nao?

a. Office Button\Excel Options\Display\Show formula bar

b. Office Button\Excel Options\Advanced\Display\Show formula bar

c. Office Button\Excel Options\Proofing\Display\Show formula bar

d. Office Button\Excel Options\Customize\Display\Show formula bar
Cau160. Trong Microsoft Excel 2007, c6 thé cho hién thj dit liéu theo cic huong nao?

a. Theo chidu nim ngang

b. Theo chiéu thing diing

c. Theo chiéu nghiéng dd

d. Theo ca ba kiu trén

Cau 161. Trong Microsoft Excel 2007, dung t6 hop phim nao dé danh chi sé
trén (m?%)?

a. Ctr + Shift + =

b. Shift +=

c.Ctrl + Alt+ =

d. Ca ba phuong 4n trén déu sai

CAu 162. Trong Microsoft Excel 2007, tir vi tri bAt ky trong bang, mudn tré vé
6 dau (A1) ding t6 hep phim nao sau day?

a. Shift + Home
b. Alt + Home
¢. Ctrl + Home

d. Home
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Céu 163. Trong Microsoft Excel 2007, dung toin hang nao sau diy dé thwe
hién phép tinh so sanh?

a. #
b. <
c. ><
d &

Céu 164. Trong Microsoft Excel 2007, tai 6 A2 ¢6 gia tri 1a (0), B2 13 5; tai C2
nhap cong thire =B2/A2, két qua sé hién thi nhw thé naoe?

a.0

b. 5

c. #VALUE!
d. #DIV/0!

Céiu 165. Trong Microsoft Excel 2007, khi thwe hién céng thirc =And(5>4,
8>9,6<7), két qua s& hién thj nhw thé nao?

a. True
b. False
¢. Not
d. Nor

Clu 166. Trong Microsoft Excel 2007, khi thwe hién cong thic =Or(5>4,
8>9,6<7), két qua sé hién thj nhw thé nao?

a. True
b. False
c. Not
d. Nor

Céu 167. Trong Microsoft Excel 2007, tai 6 Al nhip diém trung binh, tai 6 A2
nhip ham nao dwéi ddy 12 ding (néu diém trung binh lén hon 8.0 thi dwgc hoc béng
100000, con Iai khong dwoe)

a. =If(A1>=8.0,100000,Khéng dugrc)
b. =If{A1>8.0,100000,“Khong duoc™)
c. =If{A1>8.0,100000,Khéng dugre)

d. =If{A1<8.0,100000,Khéng dugc)
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Céu 168. Trong Microsoft Excel 2007, dé an cdt, ta thwe hién nhw thé nao?

a. Home\Format\Hide & Unhide\Hide Columns

b. Data\Cells\Format\Hide & Unhide\Hide Columns

¢. Fomulas\Cells\Format\Hide & Unhide'Hide Columns
d. View\Cells\Format\Hide & Unhide\Hi«c Columns

Cau 169. Trong Microsoft Excel 2007, dé giit ¢6 dinh hang hoic c¢ot trong cira
s6 soan thao, ta ddnh d4u hang hoic ot va thye hién nhu thé nao?

a. Review\Freeze Panes
b. View\Freeze Panes
c. Page Layout\Freeze Panes
d. Home\Freeze Panes
Cau 170. Ham SUM(-12, -5, 7, 100) cho két qua 1a bao nhiéu?
a. 100
b.9
c.-90
d. 90

Céu 171. Trong Microsoft Excel 2007, dé dém cac 6 chira dit lidu kiéu s si
dung ham nao?

a. Counta
b. Count
c. Countif
d. Countifs

Cau 172. Trong Microsoft Excel 2007, dé dit liéu tw dong xudng dong néu vugt
qué d9 rong ciia 6, thwe hién nhw thé nao?

a. Chon 6\Home\Merge & Central
b. Chon 6\Home\Format Painter
c. Chon 6\Home\Wrap Text

d. Chon 6\Home\Cell Styles
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MO DUN 05
SU DUNG TRINH CHIEU CO BAN

Cau 173. Trong Microsoft PowerPoint 2007, sit dung t6 hop phim nao dé ghi
tép tin?
a.Ctrl + O
b.Ctrl+ A
c. Shift+ S
d.Ctrl+ S

Ciau 174. Trong Microsoft PowerPoint 2007, thao tac nao dé tao moi mot bai
thuyét trinh? ‘

a. Office Button\New\Blank Presentation
b. Office Button\New Presentation

c. File\New\Blank Presentation

d. File\New Presentation

Cau 175. Trong Microsoft PowerPoint 2007, chirc ning nao cho phép thay d6i
bb cuc ciia Slide da chon?

a. Layout
b. New Slide
c. Slide Layout
d. Reset Layout
Céu 176. Trong Microsoft PowerPoint 2007, dé chén Slide sau Slide da chon,

thwe hién nhuw thé nao?
a. Insert\Slide
b. Insert\New Slide
¢. View\New Slide
d. Home\New Slide
Céu 177. Trong Microsoft PowerPoint 2007, thao tic nao dé tao méi mot bai
thuyét trinh sir dung thiét ké miu?
a. Office Button\New\chon mot thiét ké miu trong Installed Template

b. Office Button\New Presentation\chon mt thiét ké mau trong Installed
Templates

c. File\New\chon mot thiét ké mau trong Installed Templates

d. File\New Presentation\chon mot thiét k& mAu trong Installed Templates
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Cau 178. Trong Microsoft PowerPoint 2007, thao tic nao sau diy cho phép

thiét 1ap dinh dang théng nhit cho cic slide?
a. View\Master\Slide Master
b. View\Master view
c. View\Slide Master
d. View\Master View\Slide Master

Céu 179. Trong Microsoft PowerPoint 2007, b6 cuc nao thwong dwgc chon cho

Slide ddu tién ciia bai thuyét trinh?
a. Title and Content
b. Title Only
c. Title Slide
d. Title and Text

CAu 180. Trong Microsoft PowerPoint 2007, cich nao dé thay di bd cuc cho

Slide da chon thanh bé cuc gom tiéu dé, viin ban?
a. Format\Slide Layout\Title Slide
b. Design\Slide Layout
c. Home\Layout\Title and Content

d. Home\New\Title and Content

CAu 181. Trong Microsoft PowerPoint 2007, thie hién cich nio dé chon tit c

céc Slide trong bai thuyét trinh?
a. Edit\Select All
b. Home\Select\Select All
c. Home\Select All
d. Home\Editing\Select All

Ciu 182. Trong Microsoft PowerPoint 2007, thwe hién cich nao dé in Slide

dang chon?
a. Format\Hide Slide
b. Slide Show\Hide Slide
c. Slide Show\Hide
d. Format\Hide
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Cau 183. Trong Microsoft PowerPoint 2007, ché d¢ hién thi nao cho phép soan
thao ni dung Slide?

a. Slide Sorter

b. Note Page

c. Normal

d. Reading View

Céu 184. Trong Microsoft PowerPoint 2007, thao tac nao dé chén tép tin anh
san ¢6 trong may tinh vao Slide?

a. Insert\Picture\From File
b. Insert\Picture
c. Insert\Picture\ClipArt
d. Insert\Picture\Diagram
Cau 185. Trong Microsoft PowerPoint 2007, thao tic nao dé chén db thi vao Slide?
a. Insert\Picture\Chart
b. Insert\Chart
c. Insert\Illustrations\Chart
d. Insert\Organization\Chart

Céu 186. Trong Microsoft PowerPoint 2007, phim F12 dung dé thyc hién
cong viée gi?

a. Mo tép tin

b. Luu tép tin v&i tén khéc
¢. Xba tép tin

d. Di chuyén tép tin

Céau 187. Trong Microsoft PowerPoint 2007, dé trinh chiéu tir Slide hién tai,
bam phim nao?

a. Ctrl + F5
b. Alt+F5
c. Shift + F5
d. F5
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Céu 188. Trong Microsoft PowerPoint 2007, dé trinh chiéu tir Slide diu tién,
bim phim nao?

a. Fl
b. F3
c. F5
d. F7

CAiu 189. Khi dang trinh dién trong Microsoft PowerPoint 2007, dé két thic
phién trinh dién, thwe hién nhw thé nao?

a. Nhay chudt phai, chon Exit

b. Nhay chudt phai, chon End Show
c. Nhay chudt phai, chon Return

d. Nhay chuot phai, chon Screen

Céu 190. Trong Microsoft PowerPoint 2007, dé dinh dang hiéu wng phién
trinh chiéu, thwe hién nhw thé naoe?

a. Insert\Animations\Custom Animation
b. Design\Animations\Custom Animation
c. Animations\Custom Animation

d. Home\Animations\Custom Animation

Ciau 191. Trong Microsoft PowerPoint 2007, thao tic nao dé chon hiéu frng
chuyén dong cho déi twong theo mot dwong din?

a. Slide Show\Custom Animation\Add Effect\Motion Path
b. Slide Show\Add Effect\Motion Path

c. Animations\Custom Animation\Add Effect\Motion Path
d. Animations\Motion Path

Cau 192. Trong Microsoft PowerPoint 2007, mudn x6a bd hiéu wng phién trinh
chiéu, chon dbi twong cin x6a bé hiéu wng va thwe hién nhw thé nao?

a. Animations\Custom Animation\Delete
b. Animations\Custom Animation\Remove
¢. Animations\Custom Animation\Cut

d. C4 ba phuong 4n trén déu ding
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Cau 193. Trong Microsoft PowerPoint 2007, Iip lai thao tic nao dé ap dung
nhiéu hiéu tng cho mot ddi twong da chon?

a. Add Effect\chon hiéu img

b. Slide Show\Add Effect\chon hi¢u Ging
c. Animations\chon hi¢u tmg

d. Slide Show\chon hiéu ng

Chu 194. Trong Microsoft PowerPoint 2007, thao tic mao dwoe ding dé di
chuyén dén Slide khéong lién ké khi dang thuwe hién trinh chiéu?

a. Nhin chudt phai tai Slide hién tai\chon Go to Slide
b. Nhén chuét trai tai Slide hién hanh\chon Go to Slide
c. Nhin chu6t phai tai Slide hién hanh\chon Slide

d. Nhin chuét tréi tai Slide hién hanh\chon Slide

Céu 195. Trong Microsoft PowerPoint 2007, sit dung t6 hop phim nao dé tao
tép tin méi?

a. Ctrl -+ O
b.Ctl + N
c. Shift+ S
d.Ctril+ S

Céu 196. Trong Microsoft PowerPoint 2007, dé thém s trang cho Slide, thwe
hién nhw thé nao?

a. Insert\Slide number
b. View\Slide number
c¢. Home\Slide number
d. Ca ba cach trén déu dung

Cau 197. Trong Microsoft PowerPoint 2007, daé dinh dang nén Slide, thwce hién
" nhw thé nao?

a. Insert\Background Styles\Format Background
b. Design\Background Styles\Format Background
¢. View\Background Styles\Format Background
d. Home\Background Styles\Format Background
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Cau 198. Trong Microsoft PowerPoint 2007, dé x6a mot Slide di chon, thye

hién nhw thé nao?
a. Home\Delete
b. BAm phim Delete
c. BAm vao biéu twong Cut (ci kéo) trén thanh cong cu
d. Ca ba cach trén déu ding

Ciau 199. Dang trinh chiéu mot bai thuyét trinh, mudn dirng trinh dién ta nhin

phim nao trén ban phim?
a. Tab
b. Esc
c. Home
d. End
Chu 200. Pé hity bé thao tac vira thwe hién trong Microsoft PowerPoint 2007,

nhén t6 hop phim nao?
a. Ctrl + X
b. Ctrl +Z
c. Ctrl +C
d.Cul+V

Chu 201. Trong Microsoft PowerPoint 2007 dé chén so d6 t6 chirc vao Slide, thyc

hién nhw thé nao?
a. Chon Insert\SmartArt\Hierarchy\chon kiéu thich hop
b. Chon Insert\Chart\chon kiéu thich hop
c¢. Chon Format\SmartArt\Picture\chon kiéu thich hop
d. Chon Format\Chart\Organization Chart\chon kiéu thich hop

Ciu 202. Trong Microsoft PowerPoint 2007 thao tac chon Slide Show\Custom
Animation 13 dé tao hiéu mg cho dbi twong nao dwéi day?

a. Chi cho dbi twong 12 khéi vin ban

b. Chi cho ddi twong 1a khéi biéu tuong
¢. Chi cho dbi twong 12 hinh anh.

d. Cho tét ca cac ddi tugng
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Cau 203. Trong Microsoft PowerPoint 2007, dé in Slide hién thoi, thao tac nhw
thé nao?

a. Office Button\Print\Print\Current Slide
b. Office Button\Print\Print Selection

c. File\Print\Current Slide

d. File\Print\All

Cau 204. Trong Microsoft PowerPoint 2007, thao tic chon Home\New Slide dé
thuwe hién cong viéc gi? 4

a. Chén thém mdt slide mai vao ngay trude slide hién hanh
b. Chén thém mdt slide mai vao ngay sau slide hién hanh
c. Chén thém mét slide m6i vao ngay trudc slide dau tién
d. Chén thém mét slide méi vao ngay sau slide cudi cling

Chu 205. Sau khi da chén mét bang biéu vao Slide, mubn chia mét 6 nao d6
thanh hai hay nhiéu 8, thao tic nhw thé nao?

a. Nhin chudt phai vao 0 d6\Split Cells
b. Chon bang\Draw Table dé chia
¢. Chon 6 do\Layout\Merge\Split Cells
d. Ca ba phuong an trén déu dung

Cau 206. Trong Microsoft PowerPoint 2007, dé xé6a Slide hién thoi, thao tac
nhw thé naoe?

a. Home\Delete.

b. Home\Backspace.

c. View\Delete Slide.
d. Design\Delete Slide.

Ciu 207. Trong Microsoft PowerPoint 2007, dé thyc hién viéc chén bang biéu
vao Slide, thyc hién nhw thé nao?

a. View\Insert Table
b. Design\Insert
¢. Insert\Table

d. Format\Table
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Chn 208. Trong Microsoft PowerPoint 2007, dé chén ho tén vao Footer ciia
Slide, thao tac nhw thé nao?

a. Insert\Header & Footer

b. View\Footer and Header
c. Design\Footer and Header
d. Format\Footer and Header

Ciu209. Trong Microsoft PowerPoint 2007, dé chon it ca cic dbi tugng trén
Slide, sir dung t6 hop phim nao?

a.Ctrl+U
b. Ctrl +B
c.Ctrl + A
d. Ctrl +1
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MO PUN 6
SU DUNG INTERNET CO BAN

Cau 210, Khi nhan dwoc tép tin dinh kém trong hop thw, nén xir Iy thé nao aé
dam bao an toan cho may tinh?

a. M tép tin nay ra dé kiém tra loai tép tin
b. Luu ban sao t€p tin nay vao dia cling va m¢ ban sao nay
c. Quét tép tin nay bang chwong trinh chdng virus
d. M& tép tin va in ra gidy
Céu 211. Thuft ngit dung dé trao dbi thw tin qua mang Internet 1a gi?
a. Hé thong dién tir (E - System)
b. Mang dién tit (E - Network)
c¢. Thuong mai dién tir (E - Commerce)
d. Thu dién t (E - mail)
Céu 212. Phat biéu nao sau diy la ding nhit?

a. Mot nguoi st dung c6 thé dang ky nhidu hop thu khac nhau trén
ciing mot nha cung cdp dich vu v6i diéu kién tén ding ky phai gibng nhau

b. Mot ngudi sir dung ¢ thé ding ky nhiéu hdp thu khac nhau trén
cting mot nha cung cép dich vu véi didu kién tén diing ky phai khac nhau

c. Mot ngudi st dung chi duge ding ky mot hop thu duy nhét trén tht
¢4 cac nha cung cép dich vu

d. Ca ba phat biéu trén déu dung
Céu 213. Khi st dung dich vu thw dién tir cia Yahoo, phat biéu nao sau day
la dung?
a. Tai mot thoi diém chi c6 thé giri cho mét ngudi duy nhét

b. Khi gui thu, chi cho phép dinh kem tép tin soan thio trong
Microsoft Word

c. Phy thudc vao ngudi ding ky dich vu chuyén thu
d. Ca ba phuong 4n trén déu sai |
Cau 214, Khi ding ky mé hop thw trén Internet, phat biéu nao sau day Ia diing?
a. C6 thé ding ky tén tuy thich khéng cn theo quy tic chudn nio
b. Bét bude phai theo mét chu trac chudn ctia nha cung cép dich vu
¢. Khong phu thude vao tén ddng ky, chi phu thude vao tén mién
d. Khéng phu thudc vao tén ding ky, tén mién chi cdn chua c6 tén

trung nhau

125



Cau 215. Khi siv dung hfp thw dién tir trén Internet, néu (may A) giri thw cho

(may B) nhung tai thoi diém dé may B khong bat thi trudng hop nao la ding ?

126

a. May B s& khong nhén dugc thu vi hai dau mang khong thong nhau
b. Hé théng s& bao 13i vi hai may khong théng nhau
c. Can phai goi dién cho ngudi st dung may B bat may tinh
d. May B van nhan dugc thu tir may A khi bat méy tinh
Chu 216. World Wide Web la?

a. Mot hé thong cac may chi cung cip thong tin dén bit ky cic may
tinh nao trén Internet c6 yéu cau

b. May ding dé dat cac trang Web trén Internet
¢. Mot dich vu cua Internet
d. Ca phuong 4n a va ¢ déu ding
Chu 217. Phat biéu nao sau diy 1a ding nhat khi néi vé Email?
a. La hinh thirc hoi thoai truc tiép trén Internet
b. La dich vu cho phép truy cap dén hé théng may tinh khéc trén mang
c. La dich vu cho phép giri va nhan thu dién tir
d. Ca ba phuong an trén déu ding
Ciau 218. “Online” ¢6 nghia l1a gi?
a. Dang tai
b. Khong tai
c. Tryc tuyén
d. Khong truc tuyén
Cau 219. "Offline" c6 nghia 1a gi?
a. Pang tai
b. Khong tai
c. Truc tuyén
d. Khong truc tuyén
Céu 220. "www" trong dia chi trang Web 2 viét tiit cfia cum tir nao?
a. Word Wed Wide
b. World Wide Web
c. Word Wide Web
d. World Web Web



Cau 221. Nhirng chwong trinh nao sau diy la trinh duyét web?
a. Internet Explorer
b. Mozilla Firefox
¢. Google Chrome
d. Ca ba phuong 4n t1én déu ding
Céu 222. Khi soan thio Email trong giao dién bing tiéng Anh, néu mubn giri
tép tin dinh kém, bam vao nit nao?
a. Send
b. Copy
c. Attachment
d. File\Save
Cau 223. ISP la gi?
a. Nha cung cAp dich vu Internet
b. Nha cung cip cong truy cép Internet cho cdc mang
c. Nha cung cAp thong tin trén Internet
d. Ca ba phuong an trén déu ding
CAu 224. Pé mé& mot trang Web bing trinh duyét Internet Explorer, cin thue
hién nhw the nao?
a. Nhap URL cta trang Web vao 6 Address\Enter
b. Chon File\Open\nhép URL cua trang Web\Enter
¢. C4 hai phuong 4n a, b déu dung
d. Ca ba phuong 4n trén déu sai
Cau 225. Hyperlink 1a gi?

a. Mot phin ctia mot trang Web 1ién két dén vi tri khac trén ciing trang
Web d6 hoic lién két dén mét trang Web khac

b. Noi dung duoc thé hién trén Web Browser (van ban, am thanh,
hinh &nh)

c. Dia chi cia mét trang Web
d. Ca ba phwong 4n trén déu sai
Cau 226. Dé truy cip vao mot trang Web cin phai biét didu gi ?
a. Hé diéu hanh dang st dung
b. Trang Web d6 cia nudce nao
c. Ca hai phuong 4n a va b déu dung

d. Ca hai phuong 4n a va b déu sai
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Céau 227. "Download™ ¢6 nghia la gi?
a. Pang tai
b. Khong tai
c. Truc tuyén
d. Tai dit licu
Céu 228. Nut "Home" trén trinh duyét Web c6 chire niing gi?
a. Quay vé trang chu
b. Quay vé trang trudc
c. Quay lén phia trén
d. Quay xudng phia dudi
Ciau 229. ISP Ia tir viét tit cia cum tir nao ?
a. Internet Service Provider
b. Internet Server Provider
c. Ca hai phuong 4n a va b déu sai
d. Ca hai phuwong an a va b déu dung

C#u 230. Sau khi mdt User da dwee dinh danh (Identifed), didu gi cin phai
lam trwdc khi ho Login vao mgt mang may tinh?

a. X4c thuc v6i mat khiu User
b. Ho phai nhap User ID da dugc ma héa
c. Pugc phép truy cdp v6i mirc uu tién duge thiét 1ap
d. Ca ba phuong an trén déu ding
Cau 231. Thong tin nao sau diy lién quan t6i mang Internet?
a. Mang may tinh 16n nhét toan céu
b. St dung b giao thixe TCP/IP

c. Moi trudng cung cdp luogng thong tin khdng 16 véi nhidu dich vu
va tién ich tryc tuyén.

d. C4 ba phuong 4n trén déu dung
Cau 232. Siéu viin ban la gi?
a. La vin ban c6 thé chinh stra duoc va do nha nude quan ly
b. La vin ban thuong dugc tao ra boi ngén nglt HTML
c. La vin ban dugce soan thdo trén may tinh
d. Khong c6 khai niém trén
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C#u 233. Phin mém nao sau ddy khong phii 13 trinh duyét Web?
a. Microsoft Internet Explorer
b. Mozilla Firefox
c. Google Chrome
d. Unikey
Chu 234. Thong tin nao sau diy néi vé thw dién tix?
a. Ngudi dua thu chi viée dé the & hom thu truée nha ngudi nhan 1a
ngudi nhan c6 the biét dugce noi dung
b. La dich vu thuc hién truyén thong tin trén Internet thong qua cédc
hop thu dién tir
c. La dich vu chi danh cho nhitng ngudi lam trong linh viee dién tir
vién thong
d. Dich vu nay chua cé
Cau 235. D4 trénh vi€c truy cdp thong tin trai phép ngudi ta thwong thye hién
di€u gi?
a. Gi6i han quyén truy cdp ciia ngudi ding bing cach thiét lap tai
khoéan va méat khau truy cép
b. Ma hoéa dit liéu
c. Cai dit cic phan mém tudng lira
d. Ca ba phuong 4n trén déu ding
Cau 236. Dé truy cap trang Web, cin siv dung phin mém nao dwéi day?
a. Windows Media Player
b. Microsoft Word
c. Google Chrome
d. Networking Manager
‘ Céu 237. Muén xem dwge ndi dung trang Web, mdy tinh cin phai cai
dit chwong trinh nao?
a. Microsoft FrontPage
b. OutlookExpress
c. Microsoft Word
d. Mgt trinh duyét web
Cau 238. Dé ghi lai cac dia chi trang Web yéu thich thwong truy cip, cin sir
dung chirc ning nao cia trinh duyét?
a. Back
b. History
c. Links
d. Favorites
129



Chu 239. DPé giti Email khi da soan xong & nhitng trang Web bing tiéng Anh,
chon muc nao?
a. Inbox
b. Compose
c. Send
d. Check mail
Chu 240. Pé soan Email & nhiing trang Web bing tiéng Anh, chon myc nio?
a. Inbox
b. Compose
c. Send
d. Check mail
Cau 241. Dé kiém tra Email 6 nhitng trang Web bing tiéng Anh, chon muc nao?
| a. Inbox
b. Compose
c. Check mail
d.Camucavac

Ciu 242. Dé xem lai thong tin cac Email dd gii ¢ nhitng trang Web bing tiéng
Anh, chon muc nao?

a. Inbox
b. Compose
c. Sent Mail
d. Check mail
Cau 243. Dé x6a Email d nhan & trang Gmail.com, thye hi¢n nhw thé nao?
a. Inbox\chon Email cén x6a\Delete
b. Inbox\chon Email cin x6a\Compose
¢. Inbox\chon Email cin x6a\Sent Mail
d. Inbox\chon Email cin x6a\Check mail
Chu 244. D& x6a Email vinh vién trong tii khodn Yahoo, thao tic nhw thé nao?
a. Inbox\chon Email cn x6a\Delete
b. Inbox\chon Email cin xéa\Deléte\Bulk\Empty
c. Inbox\chon Email c4n x6a\Delete\Trash\Empty

d. Inbox\chon Email cin xéa\Draft
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Chu 245. Trong cic thuit ngit dwoi diy, thudt ngii nao khong ding dé chi dich vu

Internet?

Ciu 246.

Cau 247,

Cau 248.

Cau 249,

Cau 250.

a. World Wide Web
b. Google Earth

c. Chat

d. Email

Muc dich chinh cia viéc sit dung tén mien la gi?

a. Tén mién dep hon dia chi Internet
b. Gitip ngudi str dung dé nhé hon so véi dia chi IP
c. May tinh d& xir Iy hon

d. Bb sung cho cac dia chi Internet bi thiéu

Internet Explorer 1a gi?

a. Chuén két ndi mang Internet

b. Chuén két ndi mang cuc bd LAN
c. Trinh duyét web

d. B9 giao thirc

Phat biéu nao I ding khi néi vé dja chi IP?

a. Dia chi IP cho biét loai may tinh két ndi vao mang
b. Mdi may tinh tham gia mang phai c6 mot dja chi IP duy nhét
¢. Cac mdy tinh tham gia vao mang Internet ¢6 cung dia chi IP

d. Cac mdy tinh tham gia vao mang Internet khéng cin dia chi IP

Cic thanh phin ciia tén mién dwoc phin cach béi ky tw nao?

6 9%
.

a.
.39

b. “9

c cc#”

d 2T '3E]

Tén mién nao dwéi day hep 1€?

a. truongnoivu,edu.vn
b. truongnoivu;edu;vn
c. truongnoivu.edu.vn

d. truongnoivu,edu;vn
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Mau

BO NOI VU CONG HOA XA HOI CHU NGHIA VIET NAM
HOI QONG THI NAI_VG NGACH Poc lap - Ty do - Hanh phice
CONG CHUC NAM 2016
BAI THI MON DUYET BE THI
TRAC NGHIEM TIN HOQC
Dé: 1)
Thoi gian lam bai: 45 phiit PGS.TS Triéu Viin Cwong
Thi sinh khong dwoc st dung tai liéu. THU TRUONG BO NOI VU

THONG TIN CUA THI SINH

Ho va tén thisinh:......cccoevniiiiinii e,

NZAY SINN . vvvnrerireeeeieereeseeesseseessessessessesessss s s st s esssssessessesaesassnenes $O PHACH
S6 DAO QAN ..o cesseesseees oo seeee oo (Do HOi déng ghi
INZAY thieeeieiiieceieeecr e

HUONG DAN CACH LAM BAI THI

1. Bai thi gdm to phach va phin d& thi. Thi sinh lam trwe tiép vao phin dé thi.

2. Bai thi ¢6 40 cau héi va cac phuong 4n tra 16 a, b, ¢, d. Mdi cau héi chi ¢6 01
phuong an trd 161 ding.

3. Thi sinh chi khoanh trdn vao chit a, b, ¢ hodc d ciia phuong an duge chon cho
mdi cau hoi. Néu mudn hily bé phuong an di lya chon thi gach chéo (X) vao chir da
chon. Néu mubdn 14y lai phuong 4n da hity b thi chép lai ky hiéu phurong én lya chon va
khoanh tron vao bén canh.

CAN BO COI THI THU NHAT CAN BO COI THI THU HAI
(Ky va ghi ro ho tén) (Ky va ghi ro ho tén)
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SO PHACH: ......

(Do hdi ddng ghi)
Didm bing s6 | Diém bing chit | Can b chim thi 1:
Cén bd cham thi 2:
BAI LAM
Cau 1. Hiéu ning clia may tinh phu thudc vao yéu tb nao sau day?

Cau 2.

Cau 3.

Cau 4.

Cau 5.

a. Téc d6 CPU, dung lugng bd nhé RAM, dung lugng b cting
b. Yéu t6 da nhiém cta h¢ diéu hanh
c. Viéc phan manh cia tép tin trén dia
d. Ca ba yéu td trén
1 Kilobyte (KB) bing bao nhiéu?
a. 1024 Megabyte (MB)
b..1024 Byte
c. 1204 Bit
d. 1204 Byte
Tén goi nao dudi ddy khéng danh cho may in?
a. HP Laser Jet
b. Epson
c. Canon
d. Laptop
Phat biéu nao sau diy la ding nhat?
a. May in thudmg két ndi qua céng COM1, COM2
b. May in thuong két nbi qua cong LPT1, LPT2
¢. May in thuong két ndi qua cong USB
d. My in thuomg két ni qua céng LPT1, LPT2 va USB
Tai sao dung lrong bd nhé ngoai c6 thé 16n hon bd nhé trong rét nhiéu lin?
a. Vi b nh6 ngoai chiu sy didu khién trye tiép tir hé théng vio ra
b. Vi bd nhd ngoai khong bi gidi han bdi khdng gian dia chi cua CPU
¢. Vi bd nhé ngoai chita dugce hé théng tép tin

d. Ca ba phwong 4n trén déu dang
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SO PHACH: ......
(Do hdi ddng ghi)

CAu 6. Phat biéu nao sau day la ding nhit?
a. Thong tin dugc dua ra dudi dang hinh anh
b. Thong tin dugc dua ra dudi dang dm thanh
c. Thong tin dugc dua ra dudi dang vin ban
d. Ca ba phuong 4n trén déu ding

Cau 7. Dwéi goc do phin chia theo khodng cach dia 1y, mang may tinh c¢6 thé
dwge chia thanh nhirng loai mang nao?

a. Mang cuc b0, mang dién rdng

b. Mang cuc by, mang toan céu, mang Extranet

c. Mang cuc by, mang Intranet, mang dién rong

d. Mang dién rng, mang toan chu, mang Intranet
Cau 8. D& biét dung lwong mét tép tin, thye hién nhu thé nao?

a. Nhay chuét phai vao tép tin, chon Send to\ Desktop

b. Nhay chudt phai vao tép tin, chon Properties

c. Nhay chudt phai vao mét tép tin, chon Create Shortcut

d. Nhay chudt phai vao mot tép tin, chon Sharing and Security
C#u 9. Nhitng chir gach chén trén thye don két hep véi phim naoe?

a. Ctrl ‘

b. ALT

c. Shift

d. Ctrl +ALT + DEL

Cau 10. Trong Windows 7, dé hién thij cic thw muc, tép tin theo dang liét ké,
thwe hién nhw thé nao?

a. Computer\ Chon & dia\ Change your view\ List
b. Computer\ Chon 4 dia\ Change your view\ Details
c. Computer\ Chon b dia\ Change your view\ Title

d. Computer\ Chon 6 dia\ Change your view\ Content
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SO PHACH: ......
(Do hdi ddng ghi)

Cau 11. Khi may tinh hoat dfng, hé diéu hanh dwge nap vao dau?
a. Ram
b. BO nhd ngoai
¢. Man hinh
d. Rom

Ciu 12. Trong Windows 7, dé lwu ndi dung man hinh viao by nhé Clipboard,
sir dung phim nao?

a. Ctrl + C

b. Ctrl + Insert
c. Print Screen
d. ESC

" Chu 13. Trong Windows 7, dé thay ddi ddu “.” thanh déu “” phan cich phin
thap phan, si dung chie niing nao trong Control Panel?

a. System
b. Region and Language
c. Display
d. Administrative Tools

Cau 14. Phai giit phim nao khi thao thac chon nhiéu tép tin lién nhau trong
cira s6 thw muc?

a. Shift
b. Alt
c. Ctrl
d. Ctrl + Shift
Céau 15. Trong cira s6 thw muc, Organize c6 chirc ning nao?
a. Copy
b. Select all
c. Rename
d. C4 ba chirc ning trén déu ding
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SO PHACH: ......
(Do hdi dong ghi)

CAu 16. Trong Microsoft Word 2007, dé lwu tép tin vanbanl.docx dang mé thanh tép
tin vanban2.docx, thirc hién nhw thé nio?

a. Vao Office Button\ Save
b. Vao Office Button\ Save As
c. B4m chubt vao biéu tugng Save (dia) trén thanh cong cu
d. Bam 4 hop phim Ctrl + S
Cau 17. Trong Microsoft Word 2007, sir dung tb hop phim nao dé cin doan
vin ban vao gilra dong?
a. Ctrl + Shift +L
b. Ctrl + R
c.Ctrl + Alt+J
d.Ctrl + E
Cau 18. Trong Microsoft Word 2007, khi nao cin phai mé thé Page Layout?
a. Ghi tép vin ban
b. Dinh dang trang in
c. Thay ddi kiéu chi
d. Thay déi cdu hinh may in

Céu 19. Trong Microsoft Word 2007, st dung t6 hop phim nao dé gach chan
mot khéi viin ban da chon?

a.Ctrl+ B
b. Ctrl + A
c. Crl +U
d.Ctrl + G
Céu 20. Trong Microsoft Word 2007, Header and Footer ¢6 chirc ning gi?
a. Chén dong cht, ngay thang, dudng din dén dia chi luu gifr tép tin
b. Chén s6 trang tyr dong cho viin ban
c. Chén tiéu dé trén, dudi, trang chin, trang 1& khac nhau

d. Ca ba phuong 4n trén déu dung
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SO PHACH: ......
(Do hoi ddng ghi)

Cau 21. Trdng Microsoft Word 2007, dé danh s6 trang tw dong vao vin ban,
thyc hién nhw thé nao?

a. Insert\ Page Break

b. Insert\ Index and Tables
c. Insert\ Page Numbers

d. File\ Page Setup

Cau 22. Trong Microsoft Word 2007, dé chén thém cbt vao phia bén trai vi tri
con tré trong bang, thwe hién nhw thé nao?

a. Layout\ Insert Left

b. Layout\ Insert Right

c. Table\ Insert Columns Left
d. Table\ Insert Columns Right

Ciu 23. Trong Microsoft Word 2007, dé in trang vin ban & vi tri con tr6é dang
dirng, thue hién nhw thé nao?

a. Office Button\ Print\ AH\ OK |

b. Office Button\ Print\ Print\ Current page\ OK
c. Office Button\ Print\ Print\ Page\ OK

d. Office Button\ Print\ Print\ Selection\ OK

Ciau 24. Trong Microsoft Excel 2007, sir dung phim nao dé chuyén ddi dia chi
tuyét dbi thanh twong d6i hodic nguoc lai cho 6 hodc viing di chon?

a. F2

b. F3

c. F4

d.F5

Cau 25. Trong Microsoft Excel 2007, phim nao dwa con tré chudt sang bén
phai ciia 6 hién hanh?
| a. Tab
b. Enter
c. Backspace

d. Ctrl + Tab
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SO PHACH: ......
(Do hdi ddng ghi)

Céu 26. Trong Microsoft Excel 2007, 1am cich nao dé tao dudng vién cho &
dang chon? '

a. Home\ Number\ Border
b. Home\ Alignment\ Border
c. Home\ Font\ Border
d. Ca ba cich trén déu ding
Cau 27. Trong Microsoft Excel 2007, ky hi¢u ##### trong 6 c6 nghia 1a gi?
a. Chuong trinh bang tinh bi nhiém Virus
b. Cong thirc nhap sai va Excel thong bao 15
c. Ldi phong chit
d. Do rong cta cot khong du dé hién thi hét s6 licu

Cau 28. Trong Microsoft Excel 2007, tai 6 Al, nhép cong thirc =MAX(30,10,65,5),
két qua nhin dwee bing bao nhiéu?

a. Khong nhan duogc két qua
b.5

c. 65

d. 110

Cau 29. Trong Microsoft Excel 2007, dé chén thém ct vao vi tri dd chon, thwe
hién nhw thé nao?

a. Home\ Insert\ Insert Sheet Columns
b. Insert\ Table\ Insert Sheet Columns
c. Home\ Insert Columns

d. Insert\ Insert Sheet Columns

Cau 30. Trong Microsoft PowerPoint 2007, sir dung t6 hop phim nao dé ghi
tép tin?

a.Ctrl+ O

b. Crl + A

c. Shift+ S

d.Ctul+S
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SO PHACH: ......

(Do hdi ddng ghi)

Ciu 31. Trong Microsoft PowerPoint 2007, thao tic nao dé tao méi mot bai
thuyét trinh?

a. Office Button\ New\ Blank Presentation
b. Office Button\ New Presentation

c. File\ New\ Blank Presentation

d. File\ New Presentation

Ciu 32. Trong Microsoft PowerPoint 2007, chitc niing nao cho phép thay déi
bé cuc ciia Slide da chon?

a. Layout

b. New Slide

c. Slide Layout
d. Reset Layout

Céu 33. Trong Microsoft PowerPoint 2007, Iip lai thao tic nao dé ap dung
nhiéu hiéu rng cho mot déi twong da chon?

a. Add Effect\ chon hiéu ing
b. Slide Show\ Add Effect\ chon hiéu ting
c. Animations\ chon hiéu tng
d. Slide Show\ chon hiéu ing

Ciu 34. Trong Microsoft PowerPoint 2007, thao tac nao dwge diung dé di
chuyén dén Slide khéng lién ké khi dang thwe hién trinh chidu?

a. Nhin chuot phai tai Slide hién tai\ chon Go to Slide
b. Nhén chudt trai tai Slide hién hanh\ chon Go to Slide
c. Nhan chudt phai tai Slide hién hanh\ chon Slide

d. Nhén chudt tréi tai Slide hién hanh\ chon Slide

Chu 35. Trong Microsoft PowerPoint 2007 dé chén so dd t6 chirc vao Slide, thuc
hién nhw thé naoe? |

a. Chon Insert\ SmartArt\ Hierarchy\ chon kiéu thich hop
b. Chon Insert\ Chart\ chon kiéu thich hop
¢. Chon Format\SmartArt\ Picture\ chon kiéu thich hop

d. Chon Format\ Chart\ Organization Chart\ chon kiéu thich hop
139



SO PHACH: ......
(Do hoi ddng ghi)

Chu 36. Khi nhin dwoc tép tin dinh kém trong hop thw, nén xir 1y thé nao dé
diam bdo an toan cho may tinh?

a. M& tép tin nay ra dé kiém tra loai tép tin
b. Luu ban saoktép tin nay vao dia cirng va m¢& ban sao nay
c. Quét tép tin nay bang chuong trinh chéng virus
d. M& tép tin va in ra gidy
Céu 37. Thuit ngit ding dé trao ddi thw tin qua mang Internet 1a gi?
a. Hé théng dién tir (E - System)
b. Mang dién tir (E - Network)
¢. Thuong mai dién tir (E - Commerce)
d. Thu dién t (E - mail)
Céu 38. Nhitng chwong trinh nao sau day la trinh duyét web?
a. Internet Explorer
b. Mozilla Firefox
¢. Google Chrome
d. Ca ba phuong 4n trén déu dung

C#u 39. Khi soan thio Email trong giao dién bing tiéng Anh, néu mudn giri
tép dinh kém, bam vao nit nao?

-a. Send
b. Copy
c. Attachment
d. File\ Save

Cau 40. ISP 1a gi?

a. Nha cung c4p dich vu Internet
b. Nha cung cp cdng truy cép Internet cho cic mang
c. Nha cung cip thong tin trén Internet

d. Ca ba phuong 4n trén déu dung
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