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LOINOI PAU
Cac em than mén!

Quyén sach Tin hoc 7 tiép tuc giip cac em tim hiéu,
kham pha thé gi6i cong nghé s6, mot cong nghé da dem dén
nhiing thay dbi ki diéu trong nén vin minh ciia loai nguoi.
Qua nhimg chu @ quen thudc, cac em s& co dwoc thém nhiing
kién thirc va ki ning tin hoc ciing nhir kha ning van dung
ngay nhitng hiéu biét méi vao trong hoc tip va cudc song.

Mbi chu dé gém cac bai hoc. O dau mdi bai hoc déu néu
nhiing yéu cau ma cac em can dat dwoc sau khi hoan thanh
bai hoc, bai thuc hanh. Tiép theo la hoat dong Khoi dong va
céc ndi dung kién thirc méi; sau d6 co nhitng cau hoi, bai tap
dé cac em Luyén tdp, Van dung. Cudi mbi bai hoc 1a Cdu héi
twkiém tra va Tém tdt bai hoc. Mot s6 bai hoc con ¢6 Bdi doc
thém, cac em s& tim thay & diy mét so diéu li thu dé mo rong
tam hiéu biét ctia minh. Mdi bai thuc hanh néu cac nhiém vu
vo1yéu cau cu thé. Cac em tu thuc hién theo huéng dan trong
bai. Néu c6 kho khin, cac em nho thay, ¢é tro giup.

Néi dung cac bai hoc trong quyén sach nay di duoc lua
chon ki ludng dé gitp cac em dat dwoc yéu cau cia Chuong
trinh mén Tin hoc, phat trién dwoc cac pham chat chu yéu va
ning luc cot 13i.

Chuc cac em hirng thu vo1 nhitng bai hoc va c6 duogce
nhiéu niém vui tr nhitng san pham so6 do cac em tao ra trong
nam hoc moi.

Cac tac gia
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L( SU LUOC VE CAC THANH PHAN CUA MAYTINH

HAI NIEM HE PIEU HANHVA PHAN|MEM U’NG DUNG\

Hoc xong bai nay, em sé: )

« Nhan biét duoc cac thiét bi vao - ra co ban va thong dung nhét.

. Biét duoc c6 nhiéu loai may tinh ca nhan véi cac kiéu thiét bi vao - ra
khac nhau.

« Biét dwoc mot thiét bj co thé vira la dau vao vira la dau ra.

- = — —

Theo em, nén noéi “mdt chiéc may tinh xach tay” hay “mét bd may tinh xach
tay”? Vi sao?

1. Thiét bi vao — ra co ban cho may tinh dé ban

May tinh ca nhén ta thuong thay trén ban lam viéc trong cac vin phong la mét bo
gbm: hop thdn mdy, man hinh, ban phim va chudt (con goi 1a may tinh dé ban). Ban
phim va chudt duoc dung dé nhap dir liéu va diéu khién hoat dong cua may tinh, do
la cac thiét bi vao co ban. Man hinh hién thi két qua xw 1i thoéng tin hoic thong bao
tGi nguoi dung may tinh, do 1a thiét bi ra co ban.

Hoép than may chira nhitng thanh phan quan trong nhat cia may tinh. D6 1a bo
xu li trung tam (CPU - Central Processing Unit), bd nhé trong (RAM — Random
Access Memory va bd nhd ngoai (6 dia cirng). O dia cirng chtra cac phan mém hé thong
(trong do6 ¢ hé diéu hanh), cac phan mém tng dung va nhiéu tép dir lidu khac. May tinh
khong thé hoat dong néu thiéu nhitng thanh phan nay.

‘ B& nhé ngoai |
¥ ¥

B6 xtr li trung tam (CPU)
+ i

Thiétbivéo\—- \ B6 nhé trong (RAM) | — | Thiétbira

Hinh 1. Cdc thanh phdn co ban clia may tinh




Nhitng thanh phan quan trong nhat cia may tinh la bd xu li trung tim, bo nhd
trong va 6 dia cirng (bd nhé ngoai), nhung con ngudi ciing khong thé sit dung may
tinh néu thiéu cac thiét bi vao — ra co ban (Hinh 1).

Muén may tinh dé ban c¢6 kha niing nhan théng tin dang hinh anh, ta c6 thé cim
thém cho no thiét bi thu hinh truc tiép (thwong goi la webcam). Viéc cdm thém loa
hay b tai nghe kém micro s& lam cho may tinh dé ban ¢6 kha ning xuét ra va nhan
vao thong tin dang am thanh.

2. Thiét bi vao — ra co ban cho may tinh xach tay

Thay vi bbn bod phan tach ro1 nhau, toan bd
hop than may, man hinh, ban phim va chudt cia
may tinh xach tay duogc tich hop chung thanh
mdt khdi, ddm nhiém df;i,y du cac chitc nang cua
cac thiét bi vao — ra va bd phén xu li thong tin.
Mot tim cham hinh chit nhat (Hinh 2) dé cham
ngon tay diéu khién may tinh thay cho chudt.

Tam cham

Bén trong may tinh xach tay thwong c6 sin

Hinh 2. Tdm cham (z‘cfm cam ung)
trén may tinh xach tay

loa dé phat ra 4m thanh, micro dé thu tiéng va
camera dé thu hinh truc tiép.

Hién nay, may tinh xach tay thuong c¢o kha ndng nhan thong tin vao va xuat thong
tin ra dudi dang hinh anh, am thanh.

3. Thiét bi vao — ra co ban cho may tinh bang va dién thoai thong minh

Theo em by phan nao cua may tinh bang, dién thoai théng minh co6 chirc néng
trong ty vo1 ban phim va tAm cham cua may tinh xach tay?

May tinh bang va dién thoai théng minh
(Hinh 3) dung man hinh cham (fouch screen)
hay con goi la man hinh cam trng. Man hinh cam
ng nay xuat hién ban phim ao khi can nhép di

ltc_au; cho phfp ch?m ngon tay dé dieu khién may Bonphin do
tinh thay thé chudt.
Man hinh cam tng vira la thiét bi vao vira la
thiét bi ra. Hinh 3. Ban phim ao trén
dién thoai théng minh



May tinh bang (Hinh 4) ¢6 wu diém la gon nhe
hon so v6i may tinh x4ch tay, chi nhu mét cudn
sd tay ma van thue hién duoc rat nhiéu nhiém vu
clia mot may tinh ca nhan thong thwong. Mot s6
may tinh bang c6 thém khe cim thé STM., co thé
dung dé nghe, goi dién thoai.

Dién thoai thong minh co thé coi 1a mot may
tinh bang thu nhé dé boé vao tui dwoc.

Hinh 4. May tinh bang

Bai 1. Mot bd may tinh gdm c¢6 nhitng thanh phan co ban nao?
Bai 2. Ban phim 4o throng cé & nhitng thiét bi s6 nao?
Bai 3. May tinh xach tay dung bo phén nao thay thé chudt may tinh?

vl
-

4w B me dinh thudng may tinh cho em lam phwong tién hoc tip. Em s& chon

S

loai may tinh nao? Tai sao?

LI

&
Cau 1. Hop than may chira nhirng thanh phan quan trong nao cta may tinh?

o«n
i
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Cau 2. C4c thiét bi vao — ra co ban clia may tinh la gi?
Cau 3. Thiét bi nao vira la thiét bi vao vira 1a thiét bi ra cho may tinh?

TOM TAT BAI HOC
< May tinh la mot hé théng g(’:}m cac b6 phan dé xtt 1i thong tin va cac thiét bi
vao — ra.
< Ban phim, chudt, man hinh la cac thiét bi vao — ra co ban; micro. tai nghe,
loa la cac thiét bi vao — ra thong dung khac.

< Man hinh cam tng vira la thiét b1 vao vira la thiét bi ra.
\ J




Hoc xong bai nay, em sé: y

« Biét dworc thiét bi vao - ra la gi.
« Biét dwoc mot s thiét bi vao - ra qua vi du minh hoa.

Theo em, 6 dia cing co phai la thiét bi vao — ra hay khong?

e .A A . ~
1. Khai niem thiet bi vao — ra

T

Hay ké tén nhirng thiét bi co thé:
1) Thu nhan thong tin dua vao may tinh.
2) Xuét théng tin ra khoi may tinh dudi dang quen thudc véi con nguoi.

3) Poc hay lwu dit lieu sO tir may tinh vao vat luu trit hodc gir1 Ién mang.

Véi chtre nang xir li thong tin, ¢6 thé vi CPU va
RAM la bd ndo ciia may tinh. Néu coi xtt li thong tin la
khau trung tAm thi cac thiét bi gitip may tinh nhan théng
tin vao, xuét thong tin ra s€ dugce got chung la thiét bi
vao — ra hay thiét bi ngoai vi.

Im| Thiét bi vao — ra: tén
goi chung cua cac thiét
bi dé khi hoat dong, may
tinh nhan théng tin twr
thé gi¢i bén ngoai va

O dau vao, may tinh nhan tin hiéu g6 phim, nhay xuat théng tin ra thé gidi
chu6t hay nhan hinh anh, 4m thanh; may tinh cling nhan bén ngoai.
dir liéu sb tur mang hay tir cac thiét bi lwu trit nhu: 6 dia
cing, thé nho, USB, dia CD, DVD.

O dau ra, may tinh hién thi théng tin ra man hinh, in ra gidy, phat ra loa,... tirc la
chuyén dir liéu s6 thanh dang thong tin quen thudc véi con ngudi. May tinh co thé
ohi di liéu s vao thiét bi luu trit; g dit liéu s6 1én mang co day hodc khong day.

Co nhitng thiét bi s6 nhén tin hiéu tir thé gidi bén ngoai, cho két qua dau ra la dit
liéu s6 hoa, vi du may anh $0, ghi A&m sb. Khi két ndi truc tiép vo1 may tinh, nhitng
thiét bj do cung cap dir liéu vao cho may tinh, dong vai tro thiét bi vao. Co nhirng
thiét bi chuyén dit lidu s6 thanh dang thong tin quen thudc vo1 con nguoi, vi du may
chiéu, may in. Khi két ni truc tiép véi may tinh, thiét bi nhu vay tro thanh thiét
bi ra.
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Trong ngodn ngi thuong ngay, thiét bi ngoai vi thuong duoc hiéu la thiét bi ¢ bén
ngoai hop than may, co thé cim thém vao, két ndi thém (khong day) vai thanh phan
trung tAm cta may tinh dé ting kha ning thue hién cac hoat dong théng tin.

2. Mot s6 thiét bi vao — ra

May ghi 4m s6, may anh s, may quay video s6 c6 thé tré thanh thiét bj vao khi két
ndi truc tiép véi may tinh. May quét (scanner) 1a thiét bi chuyén vin ban, hinh anh
thanh tép anh s hoa. May doc chir chuyén dung (OCR — Optical Character Reader)
chuyén vin ban chi in thanh di liéu vin ban cho may tinh. Hién nay ciing dé c6 thiét
bi nhap vin ban bang cach doc thanh 10i.

Cac may quét 3 chiéu (3D scanner) quét cac vat thé co hinh khéi, chuyén thanh
phac thao 3D (3D sketch), co thé xoay dé xem tir nhiéu goc nhin.

Pau doc mi vach & quiy thu ngin cAc cira hang ciing la thiét bi vao. Cac g dung
doc ma QR bién dién thoai thanh phuong tién thanh toan tién lgi. Mot s6 vi du minh
hoa xem Hinh 1.

May quet May doc chir Déu doc md vach

Hinh 1. Mét sé thiét bi vao

May in rat pho bién va da dang. C6 may in cim truc tiép vao may tinh va co may
in két ndi qua mang. Nhitng thiét bi in chuyén dung nho gon dé in hoa don, thuong
dung két néi Bluetooth. M6t s6 loai may in da chirc ning dong thoi lam duoc ca viée
clia may quét, may sao chup. Man hinh 16n, may chiéu dwgc dung phd bién & lop
hoc, hoi nghi, nha hang. [Loa hay ciac dan am thanh hién nay thuong co dau vao Am
thanh s6 hoa, két ndi v6i may tinh bing cap ndi (cong HDMI, céng quang) hodc két
nbi khong day Bluetooth. Mot s6 vi du minh hoa xem Hinh 2.

W _®.
May in My chiéu

Hinh 2. Mét s6 thiét bi ra



Bai 1. Hay ké nhitng thiét bj vao nhan théng tin dang Am thanh va dang hinh anh
ma em biét,

Bai 2. Hay ké nhitng thiét bi ra xut théng tin dang Am thanh va dang hinh anh ma
em biét.

_’Q Néu muén chat video v6i ban bing may tinh dé ban thi em can c6 thém nhiing
thiét bi gi?

Cau 1. Thiét bi vao - ra la gi?
Cau 2. Hay ké tén mot sé thiét bj vao.
Cau 3. Hay ké tén mét s6 thiét bi ra.

e

TOM TAT BAI HOC

4 Thiét bj vao va thiét bj ra cho may tinh déu rat da dang. Co nhing thiét bi
s6 thu nhan thong tin khi két ndi truc tlep vO1 may tinh tro thanh thiét bi vao. Co
nhitng thiét bj sé xuét théng tin khi két ndi true tiép v6i may tinh tré thanh thiét
b1 ra.

¢ Co nhitng thiét bj vira 1a thiét bi vao vira 1a thiét bj ra.

Bdi doc thém
______ GIAO TIEP NGUOI - MAY NGAY CANG TU NHIEN

Khi méi ra d&i, may tinh dién ti cé trong luong hang tan, chiém dién tich hang
tram mét vudéng. Chuong trinh va di liéu duge dua vao may tinh duédi dang cac
day bit bang bang gidy duc 16 — dau doc chiéu sang xuyén qua, Ung Vi vi tri 16
tron la bit 1, vi tri khéng duc 16 1a bit 0. Tuong tu két qua tinh toan cling dudc dua
ra trén bang gidy duc 16.

Cho dén nhiing nam 60 clia thé ki XX, may tinh md&i co ban phim dé gé nhap dd
lidu va cac cau Iénh. Dau ra clia may tinh 1a mét man hinh nhd, chi hién thi chi va
s6. Nam 1984, Macintosh la loai may tinh dau tién cé chuét va man hinh dé hoa.

Hién nay, ngudi dung da cé thé ra I&énh cho may tim kiém bang I5i néi. Mot s6
tro chai giao duc s dung cam bién ¢6 thé nhan biét chuyén déng, tu thé,... cla
co thé con ngudi. D6 goi la giao tiép ngudi dung tu nhién (natural user interface).

Trong tucng lai, con ngusi cé thé diéu khién may tinh bang y nghi (brain -
computer interface).
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Hoyc xong bdi nay, em sé: y

« K&t ndi dwoc man hinh, ban phim, chudt véi may tinh dé si dung.

« Néu dwoc vidu cu thé vé nhitng thao tac khéng dung cach sé gay ra
16i cho cac thiét bi va hé thong xt li thong tin.

1. Két noi dang cach ban phim, chuét véi may tinh
Nhiém vu: Co hop than may, m(",)t, s6 ban ph}im }fé chudt cac loai khac nhau dé
téc’h ré)‘fi bén ,ngoriti. Héi}i ch’Qn ‘céc thiét b1 trén két n61 vo1 may tinh va khéi dong lai
(n€u can thict) d¢ co thé bat dau st dung.

Huéng dan

Bude 1. Nhan biét cac cong cam trén than may c6 thé ding két ndi chuét, ban phim.
— Cbng hinh tron (Hinh ).
— Cong USB (Hinh 2).

Burée 2. Nhan biét ban phim, chudt twong tng.

— Ban phim, chudt ¢6 day gén dau cim hinh tron.
— Ban phim, chuét c6 day gin diu cim USB.

— Ban phim, chuét khéng day (kém dau cim USB).

i cap s B B %. : va chudt co da
Buroce 3. Thuc hién két no1 cho moi loai. Y

— Cam dau cam hinh tron vao cong tron danh dau

— Cim dau cim USB vao cong USB.

, B . i 3
— Lay USB di kem dé két n61 khong day; cam vao - !

—
cong USB.

Hinh 2. Céng USB
Budc 4. Kiém tra hoat dong cua cac thiét bi.

— Liip pin va bat cong tic trén ban phim, chudt (néu can).

— Kiém tra hoat dong cua chudt va ban phim.

Chu v rang ban phim va chu6t la hai thiét bi roi nhau, c6 thé thay thé riéng biét.

11



2. Két noi ding cach man hinh véi may tinh

Nhiém vu: Co hop than may va day cim man hinh céc loai khac nhau dé tach roi
bén ngoai. Hay chon day cdm phu hop va két n61 man hinh vé1 may tinh dé c¢6 thé
bat dau st dung.

Huéng dan

Bude 1. Nhan biét cac cong cim c6 thé ding cho thiét bi xuét hinh anh.

May tinh throng cé sdn mot sb cong xuat hinh anh ¢6 hinh dang khac nhau dé dé
phan biét. Cac loai cong xuat hinh anh nhu: VGA, DVI, HDMI va Display.

Bude 2. Nhan biét dau cim trong ung.

Day ndi tr man hinh hay may chiéu c¢6 gin dau cim thudc mot trong cac loai
VGA, DVI, HDMI hay Display rat dé nhan biét theo hinh dang twong rng (Hinh 3).

VGA DVI HDMI Display

e - o —————— e £ % it et
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Hinh 3. Cong va dau eam man hinh, may chiéu

Burée 3. Thuc hién két noi.

Cam dau cam vao dung cong; bat dién.

3. Mot s6 vi du thao tac gay 16i

Néu thao tac khong dung cach co thé gay 15i, lam cho thiét bi hay hé théng xir i
thong tin khong hoat dong duoc. Dudt day 1a mot so thao tac gay 161 thuong gép:

— Khi két ndi thiét bi vao — ra véi may tinh chon cim sai cé)ng (céng duoc chon
khong trong thich).

— Cam gidc USB (cua chudt, ban phim, may in,...) khong ding chiéu (trén, dudi).

— Liap pin khong ding chiéu cho chuét khoéng day hodc ban phim khong day.

— Lwa chon sai may in.

— Dich chuyén man hrinh’létm cap man hinh kéo ciing, ¢ thé dan dén léqg chd tiép
xuc cua cac giac cam két no1 man hinh vé1 may tinh va man hinh véi nguon dién.

_’?‘_ Céng cim chudt hodc ban phim cia may tinh dé ban bi gay méot chan cim
nén khong thé cadm chuodt hodc ban phim co day. Lam thé nao dé co thé tiép tuc su
dung duoc may tinh?

12



Hoyc xong bdi nay, em sé: y

. Biét dwoc hé dleu hanh & mét phan mém déc biét, lam nhirng viéc
khac véi phan mém (ng dung.

« Phan biét dwoc hé diéu hanh voi phén mém (rng dung.
« Néu dwoc tén mot s6 phan mém (rng dung da st dung.

. Biét dwoc cac bién phap co ban can thuc hién dé bao vé an toan
di lieu.

Hé diéu hanh 1a mot loat phﬁn mém dic biét. Tén goi d6 goi cho em diéu gi vé
chirc ning cua loai phan mém nay?

1. Hé diéu hanh khéi dong va kiém soat moi hoat dong ciia may tinh

MB&i khi bat may tinh, em déu phai chd mét khoang thoi gian ngin may tinh mai
san sang lam viéc. Trong khoang thoi gian ngén d6, hé diéu hanh duoc nap tir 6 dia
cting lén bo nhd trong RAM. Hé diéu hanh sé& kiém tra cac thanh phan cia hé thong,
dam bao ching sin sang hoat dong. Khi tit may, em ciing phai chd mot khoang thoi
gian ngdn may tinh méi ngirng hin hoat déng.

C6 nhiéu hé diéu hanh khac nhau cho may tinh va cac thiét bi sb6: Windows,
MacOS, Linux,... danh cho may tinh; Android, 108,... danh cho dién thoai thong
minh. Ta chon hé diéu hanh Windows 10 rat phé) bién hién nay dé minh hoa.

Em da hoc str dung mot sb phe"in mém: soan thao vin ban, duyét web, giri thu dién
tu, Scratch,... Po la cac phc’fn mém ung dung. Trong qua trinh lam viéc, hé diéu hanh
kiém soat moi thao tac em lam v&i may tinh nhu: nhay chuét, g6 ban phim, cim
USB,... Hé diéu hanh lam trung gian gitta em v6i cac phan mém tng dung.

Hé diéu hanh ty dong chay sau khi bat may tinh; kho1 dong may tinh dé sin sang
bat dau lam viéc; kiém soat moi hoat dong giao tiép gifta ngudi dung va may tinh;
thu don dir liéu, két thic cac chuong trinh va tat may khi nhan 1énh.
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2. Hé diéu hanh quan li nguoi dung may tinh

M6t may tinh c6 thé c6 nhiéu ngudi st dung. Pé dam bao tinh riéng tw, hé diéu
hanh quan li mdi nguoi ding bing mét tai khoan may tinh. Tai khoan may tinh bao
gbm tén ngudi dung va mat khau trong ing. Vi du, hé diéu hanh Windows 10 hién thi
danh sach tén nguoi dung & goc phia dudi bén trai man hinh ding nhap.

H¢ diéu hanh kiém soat nguoi dung ding nhap may tinh théng qua cac tai khoan.

3. H¢ dieu hanh quan li cac phan mém ung dung va cac tep dir liéu

Em hay ké tén mdt s6 biéu twong thwong thay trén man hinh nén may tinh va
cho biét do co phai la phan mém trng dung khong.

Hé diéu hanh cho phép cip nhat phan mém wng dung lén phién ban mdi hon, thuc
hién viéc cai dit méi hay g bo phan mém tng dung; biéu trong cia phan mém tng
dung s& xuét hién thém hoic bién mét.

Khi nhén nut Start, toan bo cac phan mém tng dung c6 trong may tinh s& duwoc
hién thi trong mot danh sach (co thanh cudn) trén man hinh.

Théng thuong trén thanh nhiém vu Taskbar cé biéu twong File Explorer dé ma
clra s6 clia trinh quan 1i hé théng tép. Quan i hé thong tép 1a mot chire ning rat quan
trong cua hé diéu hanh (Hinh 1).

See all your mail in one place

th 3@
And more.,
Danh sach
phdn mém
tng dung
fType here to search =} b B 2 ~ G ’;ll ENG :";”;‘ =]
: . Thanh nhiém vu
Start Task View File Explorer T

Taskbar

Hinh 1. Minh hoa mét sé chirc ndng cua hé diéu hanh Windows 10
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4. Hé diéu hanh hé tro an toan dit liéu

a) Phong chéng virus

Céc hé diéu hanh noi chung déu co6 hd tro phong chéng virus. Vi du, hé diéu hanh
Windows 10 c6 Trung tim an ninh Windows Defender véi tinh ning phong chng virus
(Antivirus).

Néu may tinh ctia em chua ¢6 phan mém phong chong virus, em can cai thém phan
mém diét virus, vi du nhu Avast Free Antivirus.

b) Sao lwu dw phong

Ban sao luu dw phong lvu triv hién trang clia may tinh tai thoi diém sao lwu. Khi
b1 hong dir li€u hoac b1 hong phé“m clrng, tir ban sao luu co thé khoi phuc lai hé théng
may tinh & tinh trang nhu luc sao lwu. Hé diéu hanh cho phép thiét 1dp mét chién
luoc sao luu du phong dinh ki thuong xuyeén va thuc hién khoéi phuc lai khi ¢o su cb.

&

Bai 1. Hay ké tén va néu so lwge chtc ning mot sé6 phan mém tng dung ma
em biét.

Bai 2. Hay néu mét sb chirc ning dic biét ciia hé didu hanh ma phan mém tng
dung khong co.

(g
g Hay tim hi€u va tra loi cac cau hoi sau:
1) May tinh em dang ding di ¢6 phdn mém phong chong virus nao chuwa?
2)yHe diéu hanh ma em biét ¢6 cac lva chon sao luu nao?

|
n:ﬁ

C:élu 1 'I.'Eong cac bi?u tu’?’ng bién,, @ ;}J u';i
dau la biéu twong cua phan mem (rng dung? LY
Cau 2. Trong cac cau sau, cau nao dung?

1) Phong chéng virus va sao lwu dw phong la chire ndng ctia hé diéu hanh, ta khéng
can lam gi thém.

2) Hé diéu hanh hé tro phéng chdng virus va sao lwu dw phong.

TOM TAT BAI HQOC
# Hé diéu hanh khoi dong va lgjém soat moi hoat dong ctia may tinh, lam trung
gian gifta nguot dung vét cac phan mém tng dung.
% Hé diéu hanh quan 1i cac tai khoan nguoi ding may tinh, cac phan mém g
dung va cac tép dit liéu co trong may tinh.
& Hé diéu hanh hd tro sao lvu di liéu, phong chéng VIIus.
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Hoc xong bai nay, em sé: J

« Biét dworc trinh quan |i hé thdng tép 1a gi va nhitng chirc nang chinh

cla no.

« Hiéu dwoc y nghta quan trong clia phan mé rong trong tén tép.
« Biét duoc tép chwong trinh cling la di lieu, dwoc lwu tri trong

may tinh nhu moi tép khac.

« Thao tac dwoc trong clra sd lam viéc cla trinh quan li hé thong tép.

1. Cira s6 File Explorer

Trinh quan 1i hé théng tép 1a mot thanh phan quan trong cta hé diéu hanh. Trong
Windows, trinh quéan li hé théng tép 1a File Explorer.

Ngoai nhitng thanh phan chung ciia moi cira sd, cira s6 File Explorer co ba viing
chinh: viing niit Iénh trén cung cua cura s6 chira nhi€u nut Iénh; vimg diéu huong doc
theo 18 trai va viing hién thi néi dung (Hinh ).

Vung hién thi n6i dun g thu muc thuong co6 thong tin: tén té€p, tén thu muc (Name),
thoi diém sira doi gan nhat (Date); kiéu tép (Type); kich thuée (Size):...

Y

- Home | Share View | Picture Tools |
» BEX le [ W= -
— == Copypuﬂn | {7 Easy access ~ [A edit B8 select none
Pin to Quick Copy Paste Move Com Dele!e R:nlrne MNew Properties _
access [£] paste shorteut | % UK folder - TpHistory | EF invert selection
Clipboard New Open Select

“~— = v 4 [ﬂ « DATA(D:) > DuyenTran > TINHOC > Tinhoc7 > Anhminhhoa >

(3] | | £ Search Anh minh hoa|

Viing
nut l-enh ## Quick access
@ OneDrive B Anh minh hoa 19.06... 511912021 2:38 PM WinRAR archive 168 KB
®ThispC @) bai 1 1/22/2021 2:23 PM Microsoft PowerPo... 1,241 KB
3 3008 ) bai 2 1/21/2021 8:36 AM Microsoft PowerPo... 702 KB
= [ ban phim 30 trén di..  5/10/2021 8:41 AM IPG File 177 KB
P [ aau doc ma vach 5/10/2021 9:12 AM IPG File 27KB
i Documents [ may chigu 5/10/2021 9:13 AM JPG File 320 KB
¥ Downloads [®) may doc chix 9/23/2018 3:15 PM JPG File 225KB
& Music [®) mayin 5/10/2021 9:12 AM JPG File 114 KB
Pictures [ may quét 1/5/2017 5:05 PM IPG File 150 KB .
Vi ng [ videos [=) t8m cham méy tinh ..  6/19/2012 3:05 PM JPG File 794 KB Vung
- i & Local Disk (C) TIN7_BAI- daythy..  2/2/20219:15 PM Microsoft Word 97... 749 KB hi é 0 thi
dieu huong T !
néi dun
¥ Network ¢ =
12 items 1 item selected |
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2. Y nghia ciia dudi tén tép

Trong luc st dung mot phﬁn mém ung dung nao do, néu tao ra va luu mot tep thi
phan mém nay s& yéu cau ta dit tén cho tép mdi. Phan mém tng dung do s& tur dong
thém mot diu “.” va mot sb ki tw vao sau tén tép. Phén cac ki hiéu thém vao do duoc
goi la phan mé rong cia tén tép, hay con goi 1a dudi tén tép. Cac vi du dudi tén tép:
CGdOCX”, ‘Gpdf’: “tx‘t”) “XISX,,’ Kﬁpptx”’..‘

Pudi tén tép cho biét teép dit liéu thude loai nao. Dua vao dudi tén tép, hé diéu hanh
xac dinh duoc nhitng phan mém trong tng c¢o6 thé mo t€p. HE dicu hanh méc dinh lién
két mot phan mém c6 kha ning mé tép véi tép co dudi tén twong tmg. Khi ta nhay dap
chuét 1én biéu twong tép, hé diéu hanh kich hoat dung ung dung do va ma tép.

Dac biét, duoi tén tép “exe” danh riéng cho loai té€p la chuong trinh dé may tinh
thuc hién. Cac tép chuong trinh nay ciing duoc hé diéu hanh quan li nhu mot tép dir
liéu trong hé thong tép.

Pubi tén tép giup hé diéu hanh nhan biét tép thudc loai nao va xac dinh cac phan
mém ung dung c6 thé mo t&p. Khong dwoc tuy tién stra do1 dudi tén tép.

3. Thwe hanh
Bai 1. Tim hiéu Quick access.
1) Hién thi nbi dung Quick access:
— Mé cira s6 File Explorer.

— Hodc nhay chudt vao muc Quick access trong ving diéu hudng cia cira sb
File Explorer dang mo.

2) Quan sat va cho biét thanh tiéu dé hién thi gi?

3) Quan sat vung hién thi néi dung va cho biét ¢c6 nhiing gi duwoc hién thi?

4) Rut ra két luan Quick access dé lam gi? Khi nao thi nén dung né?

Bai 2. Kham pha vung diéu hudng.

1) Nhay chudt vao mot muc nao doé trong viing didu hudng; quan sat thanh tiéu dé,
vung hién thi né1 dung va cho biét tac dung cua thao tac.

2) Tré chudt vao mdt muc nao do trong ving diéu hudng, néu co dau tré xubng
hay déu tro sang phai ] canh tén muc, hdy nhay chudt vao dau nay va cho biét tac
dung cua thao tac.

Bai 3. Xem nd1 dung mot thu muc cu thé.

1) Nhay dup chudt vao biéu trong mot thu muc.

2) Quan sat vang hién thi noi dung mot thu muc va cho biét:

— Tép nao mdi duoc sira doi gan day nhat? Tép nao co kich thude 16n nhat?

— Co6 bao nhiéu tép van ban Word?

1</



Bai 4. Kham pha cach hién thi noi dung thu muc bé’mg cach lva chon ¢ trén dai
1énh View.

1) Tré chudt vao méi 1énh trong nhom lénh Layout va cho biét két qua.

2) Nhay chudt chon (hoac bo chon) File name extensions trong nhom 1énh
Show/hide va cho biét két qua.

3) Trong nhom 1énh Current view nhay chuot chon Sort by va cho biét tén nhiing
muc dang dugc danh dau trong danh sach tha xuéng.

4) Nhay chuét dé thay dbi danh ddu sang muc khac, quan sat ving hién thi noi
dung va cho biét su thay doi.

Bai 5. Pubi tén tép va phan mém dé md mot s6 kiéu tép.

Quan sat va tra 10i cac cau hoi sau diy (md xem cac thu muc khac néu can):

1) Tép co dudi 1a “pdf”, “rar”, “zip” c¢6 thé mé bing phian mém wng dung nao?

2) Em nhan dwoc canh bao gi khi thay dbi mot dudi tén tep?

Bai 6. Kham pha thanh dwong dan (Hinh 2).

Thao tac va tra 101 cac cau hoi sau day:

1) Nhay chudt vao miii tén tré 1én [T & bén trai thanh duong dan, c6 thay doi gi
trong thanh duong dan va trong vung hién thi n61 dung?

2) Nhay chudt vao miii tén tro sang trai (€] diéu gi xay ra?

3) Nhay chudt vao mét tén thr muc trong thanh dwong déan, diéu gi xay ra?

- Home Share View Picture Tools
* D &% cut | x @ T2 New item - W open - EH selectall
% copy path ﬁ ol A ‘

7] Easy access ~ T Edit 3= select none
Pin to Quick Copy Paste Move Copy Delete Rename New Properties
access

. =] )
o~ to™ &7 folder - i History IZE Invert selection

|E| Paste shortcut

Clipboard Organize MNew Open Select

* ThisPC > DATA(D:) * DuyenTran * TINHOC *» Tinhoc7 * Anh minh hoa

£ =i
K A

Miti tén Miii tén il
tro sang trdi tro lén dwong ddn

Hinh 2. Thanh dwong dén

g Theo em, nén hién thi ndi dung thu muc duge Sép xép theo tén hay theo thoi
gian stra doi gan nhat? Hay thao tac chon cach hién thi do.
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Hoc xong bai nay, em sé: y

. Biét va st dung duoc mét s6 nut 1énh thwong ding clia trinh quan li
hé thong tép File Explorer.

« Thao tac thanh thao vai tép va thu muc: tao, sao chep, di chuyén,
doi tén, xoa tép va thuv muc.

1. Nhitng diéu can biét

Hé diéu hanh Wind?ws cho phép thao tac linh hoat theo vai cach khac nhau dé
nhan dugc cung mét két qua. Vi du:

— Nhay nit 1énh ¢6 san trong cira s6 lam viée.

— Chon lénh trong bang chon ndi 1én khi nhay chudt phai.

— Nhén dong thoi 2 hodc 3 phim (6 hop phim tét).

§f1' dung phim tit j[vhufmg nhanh hon vi khong phai di chuyén chudt. Tuy tinh
hudng va thor quen moé1 nguoi, em hay chon cach lam nao tién hon, nhanh hon.
2. Thuc hanh

Bai 1. Tao thu muc méi tén 1a ThuMucMoi trén man hinh nén Desktop va thu muc
ThuMucTam nim trong thu muc Documents.

m Tén thu muc, tén tép khdng duoc chira mét s6 ki tu dac biét sau: <, >, : |
“l/ﬂ\lll?!* .

Bai 2. Sao chép tép, thu muc.

Nhiém vu 1. Sao chép vai tép (mdt tép vén ban bat ki, mot tép anh bat ki, .. .) vao
thue muc ThuMucTam.

Nhiém vu 2. Sao chép thu muc ThuMuclam vao trong thue muc ThuMucMoi trén
man hinh nén.

Bai 3. D1 chuyén tép, thu muc.

Nhiém vu 1. Di chuyén cac tép dang c6 trong thu muc Documents\ThuMucTam
sang 1 huMucMoi trén man hinh nén.

Nhiém vu 2. D1 chuyén ThuMucMoi thanh thu muc con cua Documents.
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vao cud1 tén

Bai 4. Doi tén tép, doi tén thr muc.
Nhiém vu 1. D61 tén vai tép dang co6 trong thu muc Documents\ThuMucMoi, thém
“ tam” hodc tén mdi khac tuy y. Chu ¥ khéng thay dbi phan duoi

mo rong.

Nhiém vu 2. Di tén thu muc ThuMucMoi thanh ThuMucXoa.

Bai 5. Xoa tép, xoa thu muc.
Nhiém vu 1. Xoa cac tép trong ThuMucXoa.
Nhiém vu 2. Xo4 tit ca cac thu muc vira tao ra trong bai thuc hanh.

Néu phat hién dé xoa nham, hay mad tim trong thing rdc Recycle Bin. Khéi
phuc lai bang cach nhay chudt phai vao tép hodc thu muc dé va chon
Restore.

B Gir phim Ctrl va nhay chuét chon nhiéu tép (thu muc) dé thuc hién xo4,
sao chép, di chuyén cac tép (thu muc) d6 cling ldc.

g Trong may tinh thwong c6 mét so tép bai hat rai rac nhiéu noi. Hay tim va di
chuyén tat ca tép bai hat éy {61 thy muc Music va td chirc thanh cac thu muc con,
phén loai theo cach ma em mudn dé tién truy cap.

Bai doc thém
TO HOP PHIM DE THAO TAC NHANH TRONG WINDOWS
Hé diéu hanh Windows ding nhiéu td hop phim tit dé thao tac nhanh hon.

Bang dudi day liét ké mot sé trudng hop thudng dung nhat. Néu muén tim hiéu
thém, hay tim kiém trén Internet véi ti khoa “windows 10 shortcut keys’.

T6 hop phim tit Lénh twong ing Tinh hudng
Ctrl+C Copy Sau khi da chon d6i twong
Ctrl+X Cut Sau khi da chon dbi tuong
Ctrl+V Paste Sau khi da Copy hoéc Cut
Ctrl+N Thém ctra s6 méi gg:gi;ﬁ) f:él%;:) (1)‘3? %ilzilza
Window+E Mo cira s6 File Explorer
Window+S M¢ tién ich tim kiém

Danh sach tat ca cac cua

Window-+Tab 2 :
s0 dang mo
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Dai 7) GIGITHIEU)MANG) XA HO)|

Hoc xong bai nay, em sé: )

« Néu dwoc tén mot kénh trao ddi thong tin thong dung trén Internet va
loai thong tin trao ddi trén kénh do.

« Trinh bay dwoc so lwoc khai niém co ban vé mang xa hdi.

« Biét dwoc mot sb chic nang co ban clia mang xa hai dé giao lwu va
chia sé thong tin.

Em da biét stt dung nhitng cong cu nao sau day dé trao doi thong tin trén Internet?
1) Thu dién tur; 2) Chat; 3) Dién dan truc tuyén; 4) Mang xa hor.

1. Kham pha mang xa hoi
O 16p 6 em da biét sir dung thu dién tu dé trao doi

thong tin véi thay, c0, ban bé va nguon than. Ngoai ra, N8 Mang x& hoi: mot
Internet con cung cap nhiéu kénh trao dbi théng tin tng dung web két ndi
nhw: dién dan trwe tuyén, chat, mang xa héi, .. . Trong cac thanh vién co6 cling
do, mang x4 ho1 dang 1a mot trong nhitng kénh trao doi dac diém ca nhan nhv
thong tin phd bién nhat hién nay. s thich, Itra tudi, nghé

nghiép hay Ilinh vuwe

Dung mang xa hoi, cac thanh vién cé thé két ban, n6i
chuyén, chia sé y twong va so thich. No1 dung duoc dua
lén cac trang mang xa ho1 boi hang traim hodc tham chi
hang tri¢u nguoi khac nhau, khong phan biét thoi gian
va khong gian. Sau day la danh sach méot s6 mang xa hoi
hay dwoc dung hién nay:

quan tam.

— Facebook (https://www.facebook.com) la mdt trong nhing mang Xa hoi phd
bién nhat trén Internet. Facebook 1a noi nguoi dung thlet lap khong gian ca nhan va
két n6i voi ban beé, chia sé hinh anh, chia sé video, noi vé nhirng gi ho dang lam., ..
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— Instagram (https.//www.instagram.cont) 1a ing dung chia sé anh mién phi trén
cac hé didu hanh iOS, Android va Windows Phone cho phép nguoi dung chup anh
trén céc thiét bi di dong va chia sé qua cac mang xa hoi.

— LinkedIn (Attps://www.linkedin.com) 1a mot trong nhitng noi dé két néi véi dong
nghiép hién tai va qua kh ciing nhu cac nha tuyén dung tiém ning trong trong lai.

— Twatter (htips://twitter.com) la mot ing dung cho phép nguoi dung dang va cap
nhat cac mau tin ngén vo1 do dai khoang hon hai tram ki tw trén Internet, 1a no1 chia
sé tin tirc nhanh dang dién ra trén khép thé gidi.

— YouTube (https://www.youtube.com) 1a mot website duoc thiét ké dé nguoi ding
c6 thé chia sé video ctia minh v&i nhiing ngudi khac.

Trong thoi gian qua & Viét Nam ciing c6 nhiéu mang x4 hdi ra doi va dwoc st dung
kha ph(;) bién nhu: Zalo, Zing Me, Gapo, Lotus,...

2. Pic diém ciia mang xa hoi

Mang x4 hoi c6 nhiéu chirc ning khac
nhau va ¢6 thé duoc st dung trén cac
thiét bi nhu: may tinh dé ban, may tinh
xach tay, may tinh bang hay dién thoai
thong minh (Hinh 1).

Mang xd hoi hién nay dang co rét
nhiéu nguoi dung. Theo s6 liéu thong ké
cudi ndm 2020 thi Facebook c6 gén 2.8 ti :
nguoi dung hoat déng mdi thang (Nguén: Hinh 1. Hinh anh mang xa hoi
https://www.statista.com). (Nguon: https://www.semaster-vn)

Nhin chung cac mang xa hét déu c6 nhitng diac diém sau:

— Mang xa ho1 la ung dung trén Internet.

— Noi1 dung trén mang x3d hoi1 1a do nguoi dung tu tao ra va chia s¢ dué:i dang van
ban, hinh anh, am thanh, video. No1 dung duoc dang tai 1én va dugc hién thi ngay
lap tirc.

— Nguo1 dung tao ra hd so ca nhan, két ban trén mang xa hoi.

— Phat trién cong ddng trén mang xa hoi bing cach két nbi tai khoan cua nguoi
dung vdi1 tar khoan cta cac ca nhan, to chire khac.

3. Chirc nang co ban ctiia mang xa hoi

Em hay quan sat giao vién thuc hién mét sb thao tac trén trang mang xa hoi va
cho biét mang xa hoi da gitp giao vién lam nhitng gi?
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Tham gia mang xa ho1, em co thé: . Thuy Anh ot — %

— Tao trang thong tin ca nhan, chia s¢ nhitng v @ cneovan oF
tudng cia minh, bai viét, hinh anh, video. 2100
— Thoéng bao vé mot so hoat dong, su kién trén —
You can now call each other and see information
vt v such as Active Status and when you've read
mang hay ngoai do. messages
— Binh luén, bay t6 v kién doi vdi ndi dung & cac Sl
trang cua ban be. Minh gt¥i ban may btrc anh
vira chup

ban (Hinh 2).

hay cudc goi video.

— Qua Messenger, em con co thé g1 tin nhan cho

— Thuc hién cudc got truc tiép nhu goi dién thoai

OQLW® D r S b

Hinh 2. Vi du vé giti tin nhdn qua
Messenger trén Facebook

@ Trong cac website dudi day, website nao la mang xa hoi?
1) https://www.facebook.com 3) hitps://hoahoctro.tienphong.vn
2) hittps://zalo.me 4) https://thieunien.vn

vl
~ 3

Q Theo em, mang x4 hdi c6 diém gi khac so vdi cac website thong thuong?

Trong cac cau sau, nhirng cau nao dung?

1) Mang xa hdi la mét (rng dung web.

2) Ngwei dung khéng thé dwa théng tin 1&én mang xa héi.

3) S6 lwong ngwdi tham gia két ban trén mang xa héi dwoc gi¢i han duéi 10 nguoi.
4) Ngweoi dung chi co thé chia sé bai viét dang van ban cho ban bé trén mang xa hdi.

K

TOM TAT BAI HOC
< Mang xa hoi 1a mang két ndi cac thanh vién dé trao ddi va chia sé thong tin,
khong phan biét khong gian va thoi gian.
¢ Cac thanh vién trong mot mang xa hoi co thé tro chuyén truc tiép, két ndi
vo1 nhau thong qua cac moi quan hé trén mang xa hdi, chia sé trén trang ca nhan
thong tin do chinh minh tao ra hoac ttr nhiéu nguon khac.
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Hoc xong bai nay, em sé: Y

Tao dwoc tai khoan va ho so ca nhan, chia sé thong tin trén
mang xa hoi.

1. Gidi thi¢u mang xa hoi Facebook

Trong chu dé nay, Facebook dugc dung dé minh hoa cho viéc st dung mang xa
hé1. Facebook do Mark Zuckerberg tao ra vao ndm 2004, khi 6ng dang la sinh vién
dai hoc Harvard. Cho dén nay, Facebook la mot trong nhitng mang xa ho1 phat trién
nhanh nhét trén thé giéi. Pay 1a mot website ma moi nguoi co thé ding ki va tao tai
khoan mién phi. Bing cach tao hd so Facebook, ngudi dung c6 thé dién cac thong tin
vé ban than va chia sé ndi dung (vin ban, hinh anh. nhac, video....) v6i nguoi khéc.

Moi ngu’o’1 ¢o tai khoan Facebook déu co thé két ndi tu nguyén vm nhitng ngu’o'l
ma minh mudn giao lwu va chia sé théng tin. Qua trinh nay bao gom gui yéu cau
két ban va chap nhan 16i moi. Diéu nay giup ngudi ding tr quyén quyét dinh két nbi
hoic khong két ndi voi nguoi khac.
2. Tao tai khoan trén mang xa hoi Facebook

Dé st dung mang xd hoi, em cin tao tai khoan ca nhan trén mang xa ho1 do.
Em chi tao duoc tai khoan trén mang xa héi néu ¢6 tai khoan thu dién t& hoic s6
dién thoai. Trudce khi ding ki tai khoan, em can tim hiéu huodng dan st dung ctuia nha
cung c:ftp dich vu mang xa hoi dé tham gia mang xa hoi dwoc an toan.

Bai 1. Tao ta1 khoan trén Facebook.

) hitps:iwne faceBaok com * .
Sign Up x
It's quick and easy.
[ [First name I l Surname 1
T ] l Mobile number or email address }
New password
facebook -~ | l )
Date of birth @
Facebook helps you connect and share “ | 25 v] [ Sep "l I S =
with the people in your life. = ,
—— i Pang ki
| Female (@] I ’ Male o ] [ Custom cx
Tao tc‘ll By clicking Sign Up, you agree 1o our Terms, Data Pelicy and Caokle Policy. You
* may receive M3 notifications from us and can opt out at any time.
Ul WJ
Create a Page for 3 celebrity, band or busness,
Hinh 1. Giao dién trang chii ciia Facebook Hinh 2. Cua s6 dang ki thong tin

tai khoan Facebook
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Em hay tao mot tar khoan ca nhan trén mang xa ho1 Facebook dé trao doi thong
tin vo1 mo1 nguoi.

Huéng dan

Buée 1. Truy cip vao website: https://www.facebook.com, cira sb xuét hién nhu
Hinh 1. chon Create New Account.

Em c6 thé tim hiéu cac diéu khoan va chinh sach vé st dung mang xa ho1 Facebook
(bang tiéng Viét) tai trang web: https://vi-vn.facebook.com/legal/terms.

Burdc 2. Nhap cac thong tin ?cé nhan (ho, tén, s6 dién thoai hodic email, mat khau,
ngay sinh, gid1 tinh) vao ctra s6 dang ki va chon Sign Up (Hinh 2).

Chity: Em can st dung ho, tén that ciia minh.

3. Tao ho so trén mang xa hoi Facebook

Sau khi tao tai khoan, em c6 thé tao lap hd so v6i hinh anh dai dién, anh bia va céc
thong tin ca nhan.

Bai 2. Tao hd so ca nhan.

Em hay tao hd so ca nhan cho tai khoan Facebook ctia minh.

Huéng dan

bing nhip tai khoan Facebook. Tai ctra sb trang ca nhan (Hinh 3), ¢ thé
thuc hién:

— Cap nhat anh dai dién: chon Update profile picture (biéu twong may anh), chon
tép anh trong may tinh lam anh dai dién, chon Save.

— Cap nhat anh bia: chon Add cover photo, chon tép anh trong may tinh lam anh
bia, chon Save.

— Cap nhat thong tin ca nhan: chon Edit Profile, thay ddi anh bia, anh dai dién,
nhap cac thong tin cad nhan nhw not &, sé thich, ...

0- f & ©® ® = @ew:
Thém anh bia
9 ,-il Them anlh
Thuy Anh citleli
Add Bio
Posts About  Friends Photos  StoryArchive  More = 7 EditProfils e Th ay dé‘; l
1 thong tin
Intro m What's on your mind? 7 Ag
Edit details = 0 50
B4 Live video [ig PhotoiVideo ™ Life Event C{j nhaAn
Add Hobbies.
Posts 25 Filters & Manage posts
Add Festured — - % .
= Listview B2 Grid view Tao bal dang

Hinh 3. Cira s6 trang cd nhdn
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4. Chia sé thong tin len trang ca nhan

Bai 3. Dang thong tin 1én trang ca nhan.

Gi4ao vién yéu cAu mdi hoc sinh tim mot bai hat vé théiy, cO va mait truong, sau do
chia sé trén mang x4 hoi.

Huéng dan

Bude 1. Truy cip vao may tim kiém Google dé tim bai hat vé chu dé thay, ¢o va
mai truong ma minh yéu thich.

Buoc 2. Sao chép dia chi trang web chira bai hat tim duvoc ¢ Buoc 1.

Buoc 3. M& website https.//www.facebook.com, dang nhap tai khoan ca nhan.

Buoc 4. Tal ’cfra 50 trang ca nhan: théy chuodt vao 6 co d(‘)pg chtt What’s on
your mind?, xuat hién cura so Create post dé nhap thong tin bai viét, dan dia chi trang
web da sao chép & Budc 2.

Budc 5. Nhay chuot chon Post va xem thong tin em vira ding lén.

Bai 1. Em hay chia sé lén trang ca nhan Facebook cho cac ban mét t€p van ban
(vi du tép Word) c6 nd1 dung la dé bai tip cua mét moén hoc.

Bai 2. Em tim trén Intemet mot bire anh vé phong canh hodc mot mon dn ma em
yéu thich, viét mot doan gidi thidu ngin gon va ding 1én trang Facebook ca nhan.

E_;

Trong cac cau sau, nhirng cau nao dung?

1) Em khéng thé dwa y kién cta minh 1én cac trang ca nhan cla ban bé trén mang
xa hoi.

2) Em c6 thé thay anh dai dién tai khodn Facebook ca nhan clia mét nguwei ban bat ki.

3) Sau khi tao tai khoan Facebook, em khang thé thay déi nhirng théng tin ca nhan cla
minh trén trang cé4 nhan.

4) Em c6 thé chia sé bai viét cia em cho ban bé trén mang xa héi Facebook.

TOM TAT BAI HOC
+ Dé st dung mang xa ho1 Facebook, can tao mot tai khoan ca nhan thong qua
sO dién thoai hoac dia chi email.

% Co thé tao ho so ca nhan trén Facebook, chia sé cac bai viét, hinh anh, video,

tép voi ban be.
A y,

26



mﬂm

Hoyc xong bdi nay, em sé: y

« Thie hanh giao luu, trao doi thdng tin trén mang xa hdi Facebook.

. Biét dwoc loi ich ctia mang x4 hdi, dong thei néu duoc vi du cu thé vé
hau qua cua viéc str dung thong tin vao muc dich sai trai.

Theo em vi sao c¢6 nhiéu ngudi tham gia mang xa hoi?

1. Tro chuyén qua Messenger

Em c¢6 thé nhin tin, thue hién cudc
got thoai, cugc got video vdi ban be,
gui1 hinh anh, t€p tin cho ban mot cach
dé dang qua Messenger (~] (Hinh I). Tro
chuyén trén Messenger 1a mot chirc nang
co ban cia Facebook.

2. Thue hanh trao doi va chia sé
thong tin trong nhom & Facebook
Gi4o vién chia I6p thanh nhiéu nhém,

moi nhom gdm ba hoc sinh thuc hién

tim hiéu va thao luan vé chu dé “Nhitng
anh huong cia bién doi khi hau dén
cude sébng va méi truong. Em da lam gi
dé chéng lai bién do6i khi hau?”.

Huéng din

Buéc 1. M& website https://www.

facebook.com va ding nhap tai khoan
Facebook ca nhan.

Bude 2. Tao nhom trén Facebook dé
trao doi v6i cac thanh vién trong nhom:

— Tai ctra s trang Facebook ca nhan,
nhay chudt vao * (& phia trén cira sd)
va chon Group (Hinh 2).

() ThuyAnh v

Thuy Anh
You're friends on Facebook

Goi thoai

Goi video

Gui anh

09:56

Chao ban

Ban da lam baj tdp mén Tin
hoc chwa?

-

hodic video

Gui tép tin

IR

B

Nhan tin

Hinh 1. Cira 56 giki tin nhén

{ B Post
®" Share a post on News Feed.

. Story

Share a phote or write semething.

«n, Room

Video chat with anyone, on or off Facebook,
without time limits

P Page

Connect and share with customers or fans.

frén Messenger

Tao

Nhom

” Ad|
"% Advertise your business, brand or
organisation.

4

o
A

Connect with people who share your
interests.

. Event
Bring people together with a public or private
event.

Marketplace Listing
Sell items to people in your community.

- -

94

Hinh 2. Bang
chon tao cac
thanh phdn
trén Facebook
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— Chon va dién cac thong tin vao cOt bén trai cira O  [srous> create group Tén nhom
o Create grou
Create group (Hinh 3). grovp
g = : < = Thuy Anh
+ Nhép tén nhom vao 6 Group name. Admin
+ Chon nhom céng khai (Public) hoidc rnéng tu Group name :
i A 8 . ( ) ; g Nhom 1 Nhom
(Private) tai 6 Choose privacy. % cong khai/
+ Moi thanh vién tham gia nhom: nhay chudt vao 6 8 o riéng tu
Invite friends, g6 tén tai khoan Facebook hodc dia chi Private groups can't be changed to public to protect
. . < - the privacy of group members. Learn more
email cua thanh vién. — Aot thh
+ Chon Create. e vién nhom
’ Y
Buoc 3. Pua noi dung théng tin can trao doi. e e fopiinal ‘
Tai cira s6 nhom, cac thanh vién dua thong tin can
trao do1 bang cach: chon Discussion, nhay chudt vao

Hinh 3. Cira s6 tao nhom

phan tao bai ding What's on your mind s& xuét hién
ctra sO Create Post, nhap n61 dung trao doi, chon Post.

Nhu vy, cac thanh vién cé thé trao déi va chia sé thong tin trong nhom riéng
cua minh.

3. Loi ich ciia mang xa hoi

'1:'1\,1' khi bit diu xuét hién\, mang xa ho1 da mang lai nhfh}g lo1 ich khﬁng nho trong
nhiéu linh vuc, nganh nghé, trong lién hé cong viéc, tuyén dung, trao doi, hoc hai,
kinh doanh, mua ban, tvong tac xa hai,...

— Mang x4 hoi gitp ta co co hdi két ndi véi moi qudi trén thé gidi. Em ¢6 thé tro
thanh “ban be” hoac “nguo1 theo déi1™ a1 do va trao doi thong tin voi ho bat cur luc nao.

— Khi c¢6 nguot binh luan, thich thong tin minh chia sé, s€ tao ra niém vui.

- Sl,il‘ dung mang xa hoi dé dang trao ddi, thao luan vé cac chu dé hoc tap va
cudc song.

— Trén mang xa ho1 em co thé biét thém mot s thong tin.

4. Hau qua cia sw thiéu hiéu biét trong sir dung théng tin trén mang xa hoi

Mic du dem lai nhiéu loi ich. cac mang xa ho1 cling boc 16 nhitng anh hudéng XAu
lién quan dén quyén riéng tu, thu thap thong tin, bao mat, nguy co st dung ching
sal muc dich....

Nhiéu thong tin khéng dang tin cdy, khong duoc kiém soat chit ché, lan truyén
mot cach nhanh chong trén mang xa ho1 da gy ra nhitng hau qua nghiém trong. Vi
du, nhitng video mang nd1 dung xau hodc co6 tinh bao luc lan truyén trén mang xa
hé1 da lam nhiéu em nho bat chude theo va dan dén nhiing hau qua thuong tam. Vi
vay, khi doc tin hodc ding tin trén mang xa hd1 phai chon loc tir nhitng nguon dang
tin cay.
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T\h(")ng tin ca nhan trén mang xa hé1 co thé bi, st dung vo1 muc dich XAu, vi pham
quyén riéng tw. Vi du, khi cong khai thong tin so6 dién thoai, dia chi nha 1én mang xa
hoi, ké x4u co thé dung thong tin nay dé téng tién, de doa; nguoi ban hang co thé goi
dién thoai lién tuc dé quang cio, ban hang gay phién toai. Do vy, cAn han ché téi da
viéc dang hodc lam 10 thong tin ca nhan cua ban than hay cua nguoi khac trén mang
x4 hoi.

Mét s6 hoc sinh bi bt nat trén mang, b1 ap luc tr nhitng binh luén tiéu cuc dan dén
lo ling, cang thing, tram cam. P4 ¢ nhing trwong hop hoc sinh tu tap dua xe hay
lam viéc x4u do bi rd ré trén mang xa ho1. Vi vay, chi nén két ban véi ban be, nguoi
than, nhitng ngwdi ma minh biét trong doi thue.

Viéc lam dung qua nhiéu cac giao tiép truc tuyén, séng 4o, dan dén sw xa roi gifra
nguoi véi nguoi trong thé gidi thuc, lam ta mat di ki niang xa hoi, anh hudng dén
sttc khoe, hoc tap va lam viéc. Em chi nén dung mang xa hoi phuc vu hoc tap, giai
tri, giao lwu v6i ban bé va ngudi than véi su hudéng dan va kiém soat cia nguoi 16n.

Em hay néu bon vi du v€ nhiing viéc can tranh khi st dung mang xa hoi.

viloy
Em hay tao m6t nhom trén Messenger cia Facebook, gtr1 tin nhin, got video
dé trao do1 vé bai tap duoc giao lam theo nhom.

Trong cac cau sau, nhirng cau nao dung?

1) Mang xa hdi gitip em gi¢i thiéu ban than, thé hién quan diém.

2) St dung mang x4 héi qua nhiéu dé dan dén tram cam, hoc tap sa sut.

3) Mang xa héi la noi tuyét déi an toan, khong ai bi lira hay bi 16i kéo vao nhirng viéc
lam pham phap.

4) Mang xa hdi lam tang twong tac truwc tiép gitra ngudi véi ngwdi, giam twong tac
trong cong déng ao.

TOM TAT BAI HOC
< St dung Facebook co thé néi chuyén truc tiép v6i ban bé hodc tao nhom dé
cung hoc tap, trao doi, thao luan.

< Viéc lam dung hoéc st dung thong tin khong dung cach trén mang xa hoi s¢€

mang lai nhiéu anh huéng khong tot.
o8 e
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VAN HOA UNG‘XU’ ,'
QUA PHUONG TIEN TRUYEN THONG SO

HOA\KHI

ai 1. ) ISV vaN |CIAQTIER)

QUAVMANG)

Hoc xong bai nay, em sé: )

Thue hién dwoc giao tiép qua mang (trwc tuyén hay khang truc tuyén)
theo dung quy tac va bang ngon ngl lich sw, thé hién irng xtr co
van hoa.

Theo em, mdi nguoi khi giao tiép qua mang c6 thé hién van hoa ing xir cia
minh hay khong?

1. Ung xit ¢6 viin hoa & noi cong cong

B 1 N

Hay ké nhitng gi em cho la thiéu vin hoa khi & noi cong cong:
- Vé ngodn tir, no1 va viét:

— Vé quén 4o, vé ngoai;

— Vé thai do, hanh vi.

Loi khuyen 1. Ton trong nhimg nguoi xung quanh

Em s€ b1 cori la thleu ton trong nhitng ngu'(n xung quanh néu nhu nhin vao dién
thoai khong roi miit khi dang giao tiép voi ai do. Dang ¢ cung nguoi thén, thay, co,
ban bé ma em nhan cudc goi thoai, chat hay tin nhiin va mudn tra loi ngay, hay noi
xin 16i vi d tach ra lam viéc riéng.

Hay cht v khong 1am phién nguoi xung quanh & nhitng noi ¢ong céng. Em néi vao
may, vao dién thoai khéng c6 nghia la moi ngudi xung quanh khoéng nghe thay. Ping
to tiéng binh pham hay phé 1én cuoi khi tro chuyén, xem mang xa héi hay nhan
tin nhéin, email.
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Chung ta that dang trach néu chiing ta danh nhiéu thoi gian dé két than v6i nhing
nguoi trén mang xa hoi, nhung lai khong cé thoi gian dé quan tim nhiing ngudi than
¢ ngay bén canh.

2. Ung xit ¢6 vin hoa trén mang xa hoi

Mang x4 hdi 1a méi truong céng cong. Quy tic ing xir trén mang ciing nhu quy
tdc rng X1 no1 cong cong.

Loi khuyén 2. Giwr gin hinh dnh ban than trén khong gian mang

Trén khong gian mang, em khong d6i mit true tiép véi nhitng nguoi s& doc nhing
di€u minh viét, s€ nghe nhitng 161 minh no1, s&€ nhin nhiing gi minh lam. Mang xa ho1
la no1 nguoi ta dé boc 16 suy nghi, hanh vi thiéu van hoa. Mat khac, c6 nguoi dung
mang xa hé1 lam not séng ao, song gia déi. Nhé rang trén mang khoéng phai “161 noi
g16 bay”. Nhitng gi da dua 1én mang sé rat kho thu hoi duoc.

Loi khuyén 3. Hay ti té voi nguoi khac trén khong gian mang

Quy tic chung trong ing xv la: Pung lam véi nguoi khac nhitng gi ma chinh minh
khéng mudn phai nhan.

Khéng néi nhitng 10i thé 16, thiéu vin hod; khéng xiic pham nguoi khdc.

Khi ban em mic 14i, hay chon cach hanh xu tir té. Em nén trao ddi riéng qua email,
tin nhan va khong viét 1én noi cong cong.

Khi thay diéu khong vira v trén mang xa hoi, em ciing khong nén tuy tién duwa ra
cac phan xét. That dé xic pham mot nguot khéng & trude mat vi khong lo b1 dap tra.
Tuy nhién, néu khong phai ngay lap tic thi trong trong lai em van co6 thé phai tra
gia cho viéc xtic pham nguoi khac ¢ ngay hom nay. Mang xa hoi khong phai noi xa
con gian.

Khéng “béu xdu” hinh anh ciia nguoi khdc.

Em rit mudn khoe anh hoic video da ngoai cung cac ban Ién mang vi hinh anh em
trong do rat tuyét voi. Tuy nhién, néu ban em khong thich hinh anh cia minh trong
do thi em dung dang, néu khong ban em sé phién long.

3. Ung xi¥ ¢6 van hoa khi dung email, tin nhan

Tra 101 cac cau hor sau:

1) Khi nao thi nén ding email, tin nhiin ma khéng viét 1én trang mang?

2) Thé nao la phép lich su khi trao d6i email, tin nhén?

3) Em d tirng c¢6 nhitng trai nghiém dang nhé khi dung email, tin nhén hay chua?
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Loi khuyén 4. Ton trong quyeén riéng tu ciia nguoi khac

Ban tin trong em nén chia sé nhiéu chuyén riéng tr. Em khong nén chuyén tiép
email, tin nhin. cudc chuyén tro,... khi chua duoc su d(A)ng v cua ban. Vi nhitng “bi
mat” chi gitta hai nguoi rat dé bi chuyén tiép téi nhidu nguoi khac.

Léi khuyén 5. Hay lich su sém tra 1oi email, tin nhan

Néu em da két ban qua mang hay cho ai do théng tin dé lién lac v6i minh (nhu dia
chi email, s6 dién thoai, ... ), hay lich su tra lo1 mot cach nhanh chong moi khi nhan
tin nhiin gwi t6i dich danh em.

Néu em khong thé sém tra 161, nén bao da nhan va hen tra i sau, dung bo do qua
lau. Néu em khong mudn tra loi, nén giri email tir chdi nha nhén.

@yﬁ

Bai 1. Tai sao noi “Quy tdc iimg xir trén mang ciing nhir quy tdc img xir noi
cong cong’'?

Bai 2. Cau n61 “Dung lam voi nguoi khac nhiing gi ma chinh minh khong muon
phai nhan” nhac nho ta dicu gi?

wol

=

]
i

=

1) Em hay cho biét nhitng quy tic cia mdi ca nhan dwoc néu trong Diéu 4 cua
B6 quy tic ing xir trén mang xa hoi ma B Théng tin va Truyén théng ban hanh
ngay 17/6/2021.

2) Néu ban em ding lén mang mot tAm anh c6 hinh em mét nhim, biéu cam khuén
mit rat kho coi thi em nghi gi va s& lam gi?

)
n:?

Cau 1. Em can lwu y diéu gi khi str dung phuong tién truyén théng sé noi céng céng?
Cau 2. Em can lwu y didu gi khi s dung mang xa hoi: déi véi chinh minh; doi véi
nguwoi khac?

Cau 3. Khi sir dung email, tin nhdn, em can lwu y gi vé sw riéng tw, vé phép lich sw?

TOM TAT BAI HOC

Ghi nhé va lam theo nhirng 11 khuyén vé tng xir ¢6 vin hoa khi giao tiép
qua mang.
. =
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D3ai 2. JUNGIXUSTRANHIRUIIRG'T ANG)

-

Hoc xong bai nay, em sé: p

« Biét duoc tac hai clia bénh nghién Internet, tir d6 co y thire phc‘nng tranh.

« Ung xtr ho'p li khi gap trén mang hoac trén cac kénh thong tin s6 nhiing
thong tin cé ndi dung xau, thong tin khong phis hop Itra tudi.

« Biét nho nguoi lén giup do, tw van khi can thiét, chang han khi b bat
nat trén mang.

« Néu dwoc mot s6 vi du truy cap khong hop 18 vao cac ngudn thang tin
va kénh truyén thong tin.

Em hay tra o1 hai cau hoi sau:
1) Nghién game, nghién mang xa hoi co thé dan dén hau qua gi?
2) Em tr danh gia minh ¢6 nguy co b1 nghién game, nghién mang xa h1 khéng?

1. Phong tranh tac hai cia Internet va mang xa hoi

Loi khuyén 1. Pimg dé game, mang xi hoi bién minh thanh né 18

Nhiéu ngudi nghién choi game dén mirc suy kiét sirc khoé. Pa c6 ngudi choi game
lién tuc nhiéu ngay, dan dén tu vong. Hién trong trom Cép, Itra dao dé co tién choi
game khong phai 1a hiém thay.

Nhiéu ban tré tranh thi moi lac dé 1én mang xa hoi, song trong khoéng gian ao
nhiéu hon ngoai doi thue. Lu ngay nhitng nguoi nhu vay s& quen séng khép kin, tré
nén rut ré, thiéu tu tin vi khong co trai nghiém va ki ndng thuc té toi thiéu.

Chung ta dirng dé bi nghién game, nghién mang xa héi. Hay tuan theo quy dinh
han ché cia bb, me hodc tu dit ra mot khung gi& han ché mbi ngay danh cho choi
game hay lén mang va tu giac thuc hién.
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2. Phong tranh rui ro tir Internet

Tra lo1 cac cau hoi sau:

1) Thé nao 1a du db va bt nat trén mang?

2)Em co thé phong tranh viéc b1 du dd va bit nat nhu thé nao?
3) Em s& lam gi khi b1 de doa trén mang?

Loi khuyén 2. Canh giic véi ké du do va bit nat

Ké du do trén mang thuong nhim dén lta tudi hoc sinh. Loi dung su nhe da ca
tin cua tudi tré, ching rit hiéu tAm 1i tré em, khéo gia bo chdm soc em. Tiép theo,
ching 16i kéo em lam nhitng viéc “than mat” hon qua webcam, hen gip dé ting qua,
tam su trwe tiép,... Sau do chiing s& ding
hinh anh ghi lai tir webcam vé mdi quan
hé riéng tu dé de doa. bit nat em, budc
em phai lam theo do1 héi cua ching. Hay
canh giac vo1 “nguol quen trén mang”
kiéu nay. Néu duoc hen gip riéng, hay dé
phong va phai no1 cho nguoi than ma em
tin twong duoc biét. Hay diing cam noi ra
va nho bd, me, th?ly, cO hodc nguoi than

trong gia dinh giup d& mdi khi em bi de

"~ Hinh 1. Hay canh gidc voi
v6i ké du do trén mang (Hinh I). nhitng du dé trén mang

doa trén khong gian mang. Hay canh giac

Loi khuyén 3. Bit nat, tiép tay cho ké bit nat 1a vi pham phap luét

Nhitng hinh anh, clip video, doan tin nhén. email,... c6noi dung kin dao riéng tu,
néu bj cong khai s& lam anh hwdng dén cudc séng ctia nan nhan. Ké xu bit nat bing
cach de doa dang lén hodc phat tan cac nd1 dung nhur vy qua mang xa hoi, blog,
tin nhin, ...

Ké xau co thé tung tin don that thiét hay truc tiép xuc pham, lam nhuc, de doa,
quay roi nan nhan bing cach giri tin nhin, email hay viét trén mang xa hoi. Nan nhan
s& bi tra tin tinh than, suy sup, tham chi tim dén cai chét. Ké bit nat s& phai ddi mit
v6i phap luat. Néu em lan truyén nhitng n6i dung c6 tinh bt nat kiéu nhu trén tire 1a
em da tiép tay cho ké bit nat, do do em di vi pham phap luat.
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3. Khong vi pham phap luat khi dung Internet

Loi khuyén 4. Khong lan truyén tin gia, bai viét xuyén tac su that, hinh inh
doi truy

Di c6 nhitng vu xir phat nguoi str dung mang x4 hoi do lan truyén tin gia, bai viét
xuyén tac su that. Mot sb nguoi thich tung tin giat gan dé gy chu v, cau like trén
mang. Ching ta dirng dé ho loi dung. Cac ndi dung doi truy la phan vin hoa, bi cAm
trén mang theo phap lut Viét Nam. Ca nguoi ding va ngudi lan truyén thong tin xau
déu vi pham phap luét.

Loi khuyén 5. Pumg vo6 tinh “in cap” trén khéng gian mang

Ding mét khau ctia ngudi khac ma khong duoc cho phép 1a “dn cdp”. Dung mat
khau “#n cdp” dé xem nhiing thir khéng thudce vé minh, khong danh cho minh ciing
la “&n cdp”. Viée lay trén mang nhitng hinh anh dep, nhitng bai vin hay cia nguoi
khac, sau do dem ra su dung nguyén géc, col nhu cua minh thi nhe go1 1a dao van,
ning la vi pham luat ban quyén.

“¥% Hay néu cich phong tranh céc tac hai, rii ro va nguy co vi pham phap luat
vira ké trén.

vl

b L
Jaar

1) Em can lam gi khi bi de doa tung hinh anh 1én mang Internet?

2)Em can lam gi khi mudn dung mot tAm anh dep. mot doan vin hay trén Internet?
)
i=p

Cau 1. Internet c6 thé gay tac hai gi?
Cau 2. Céc rdi ro c6 thé xay ra khi dung Internet 13 gi?
Cau 3. biéu gi c6 thé dan dén vi pham phap luat khi dung Internet?

TOM TAT BAI HOC
23 N‘ghién game, nghién mang xa hoi sé bién em thanh né 1& ciia Internet, cin
som dé phong.
<« Hay canh giac voi “nguoi quen trén mang” qua t6t bung, do co thé 1a ké xau
du do deé bat nat em.
% Khong lan t1:uyén tin gia, bai viét xuyén tac su that, hinh anh di truy; khéng
tiép tay cho ké xau, d6 la vi pham phap luat.

# Khong truy cap hodc 1ay vé sir dung nhitng gi minh khong duoc phép.
=

35




BANG TINH PIEN TU CO BAN

PHAN MEM TRINH CHIEU.CO.BAR

~G

Hoc xong bai nay, em sé: )

. Biét duoc phan mém bang tinh dién t&r ding dé lam gi va mét s tinh
nang uu viét clia nd.

. Biét dugc mot sd thanh phén co ban trong clra so lam viéc ca Excel
va mot s6 nhoém |énh, nut [énh twong tw nhw trong Word.

=F I N

Trong thuc té nhiéu s6 liéu dwoc trinh bay & dang bang dé dé dang so sanh, sip
Xep, tinh toan. Bang diém cia 16p em la mét vi du. Em hay néu thém vi du khac.

1. Tir bang trong van ban dén bang tinh dién ti

Khi hoc soan thao viin ban em da biét cach trinh bay thong tin duéi dang bang, vi
du nhu Hinh 1 sau day:

STT Ho tén Chiéu cao (m) | Cdn ning (kg) | BMI Pdnh gid
1 Lé Trung Diing 1.50 56.50 25.11 | Thira can
2 | Nguyén Thao Hoa 1.52 47.70 20.65 | Binh thuong
3 | DPoan Thu Hién 1.48 40.15 1833 | Thiéu can
4 | Vii Manh Huy 1.55 49.70 20.69 | Binh thuong
5 Tran Thanh Van 1.60 3325 21.58 | Binh thuong

Hinh 1. Bang chi s6 BMI ciia mét nhom
Khi dwoc yéu cau tinh toan cac so liéu tong hop trong bang trén nhu téng cdn
nang, chiéu cao Ién nhat, trung binh chi 56 BMI va bb sung thém di liéu vao bang,
ta ¢6 thé tinh va dién vao hoic st dung nut lénh cia Word. Tuy nhién, néu nhu phat
hién c6 nham 14n mét s6 liéu nao do, vi du cin nang cua Lé Trung Diing dung ra phai
14 46,5 (kg) thi can phai tinh lai tdng cAn ning, chi s6 BMI va trung binh chi s6 BML.
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Phin mém bang tinh dién tr ra doi dé ho tro tinh toan véi di lidu trinh bay dudi
dang bang. Phan mém bang tinh dién tr giup ta dé dang thuc hién nhiém vu va tranh
dwoc bét tién vira néu, khi ¢6 16i nhap dit liéu thi ta chi cin nhép lai dir liéu do, 1ap
trc cac so liéu phu thudc sé tu dong thay ddi theo mot cach chinh xAc.

Phin mém bang tinh dién tir la cong cu dé tinh toan cac dir liéu duoc trinh bay
dudi dang bang, tu dong tinh toan theo cong thirc cho trwde, phén tich va téng hop
dit liéu; trinh bay théng tin trrc quan dudi dang biéu do.

2. Bang tinh dién tir Excel

Cé nhiéu phan mém bang tinh dién tr nhu: Excel, Google Sheets, Open Office Calc....
Trong cudn sach nay, Excel phién ban 2016 cia cong ty MicroSoft la phan mém dwoc
lua chon dé minh hoa. Khoi dong Excel bé"mg cach nhay dup chuot 1én biéu turong
trén man hinh nén.

Cira s6 1am viéc cia Excel ¢ nhiéu lénh trong tw vé1 Word, cach thao tac va
tac dung ciing trong tv. Em hay kham pha nhitng lénh twong tw nhau.

Eook] - Ecel

GEEN Insert  Pagelayout Formules Data  Review View  Acobat @ Tell me what youw,

File ant to do... 5
|—> 8 T R = =M o . =) |Fisen - T A
Dga. Adal 1 KA T==2" Bwaplet General l__jl E*;::m- : mv ()

Pute o BIU-H-O0-A-SSE/EE Bwgeacenr~ §-% 2 %35 F::ﬁ:["’ﬁ"::fs;i' Eifomat~ | s
Clipboard = Font [ Alignment n Number n Styles Cells Sl 2
Max
. Al a Min 3
Vung 14 A N O " 2 PO (f YE) K | L | M | N | O oefuncons. —
mit lénh = G
3 : = , Mot s6 ham
a Viing thanh diéu huong "
5
l ; : thong dung
7 va thanh trang thai P
3 dé chon
‘ I
\ f L AT Ghetl] @ a
Viing cac 6 == Sem- 1 o

dit liéu g . \ w
Hinh 2. Cdc viing chinh trong cira s
Excel va mot s6 [énh xw li dit liéu

Cudi dai 1énh Home c6 nhom lénh Editing. Trong nhom nay co 1énh X (AutoSum),
K& phai 1énh nay co dau tré xuéng hinh tam giac v . Nhay chudt vao do s& tha xubng
mot danh sach (Hinh 2) dé chon cac ham s6 (Functions) phuc vu cho tinh toan nhu:
Sum (tinh téng); Max (tra vé gia tri 16n nhét trong tap gia tri);... Pay la mét s6 ham
thuong dung va sé duoc trinh bay trong Bai 8.

3. Thwe hanh lam quen véi bang tinh

Bai 1. Cira s6 trinh soan thao Word dang mé c6 trang vin ban chita Bang chi
s6 BMI cua mét nhom. Hady mo thém cuira sO Excel va sao chép bang nay tr Word
sang Excel.
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Huong dan: Thao tac tvong tu nhu khi hoc soan thao van ban.

Néu chonvtoe‘m bo bang dit liéu, khé‘)pg thira khong thiéu, mot vung hinh chit nhat
6 x 6 0 s& hién thi cac dit liéu chit va s6 twong tu nhu trong Word.

Bai 2. Tinh tong can ning va dién thém vao 6 dudi ciing clia cdt cAn ning.

Huéng dan

1) Trong cot Cdn nang, danh dau chon khdi 6 sb liéu tir 6 dau tién dén 6 cubi cung.

2) Nhay chudét vao 1énh X.

Két qua mdi xuat hién trong 6 dudi cing cot Cdn ndng 1a gi?

Bai 3. Stra 16i nhap dir liéu sai dé biét Excel s& tur dong tinh lai.

Huéng dan

1) Nhay dup chuot vao 6 dit li€u can nang cua Lé Trung Diing.

2) Stra thanh di 1iéu dung 1a 46.5.

Két qua tong cin ning méi 1a bao nhiéu? Co chinh xéac khong?

Bai 4. Tao biéu d6 trinh bay théng tin trure quan vé chiéu cao theo cac bude & Hinh 3:

(3) Nhay chudt

I
(2) Chon File  Home Insert  Draw Pagelayout  Formulas  Data

IIUv t Vao miii tén
S | = e
Paste Bhcopy ~ ‘ Bo7 U |H~ & A-

‘ S ;
2-D Column |
~ <& Format Psinter

i | 2T e v (4) Chon
vao 6 co tén 8 -|i[x v £ teTrungping 1['1!‘1 I_H_H M
|

il 1]
%

mon
e

a ~ 4| » NG [ o E F
Lé Tr’ung Dung, LJ ST Ho tén Chitu cao ﬁ_nqiﬂu!_ BMI | Danhgia |
r 2 A L2]1 L& Trung Diing 15 56.5|  25.11|Thira cin 3-D Column
keo tha ChuOf | 3|2 [Nguyén Théo Hoa 152|  47.7)  20.65 Binh thudng 4
A - . 5P Podn Thu Hign | ‘1.48) 4015 18.33 Thifu cin
Xuong o chira 5|a  [VaManhHuy 155 497 20.69 Binh thubng | Jdm J‘&& J'H'U‘ M
A > | 6|5 |TrinThanhvan 16| 5525  21.58Binh thudng |
chiéu cao cuia 7

Tran Thanh Van Hinh 3. Cde bude tao biéu do

Bai 5. Luu tép, ddi tén mic dinh tir “Book 1 .x1sx” thanh “ThucHanh xIsx”.

_?‘_ Trong bang chi s6 BMI ¢6 duoc & muc Thuc hanh, hay tim s6 do chiéu cao
16n nhét, trung binh chi s6 BMI va dién thém vao bang.

Huong dan: Thao tac tvong tu nhu Bai 2 voi 1an luot cac 1énh Max, Average.

by

=
Cau 1. Hay néu nhirng tinh nang wu viét cia phan mém bang tinh dién tr.
Cau 2. Hay néu vi du minh hoa bang tinh dién tr tw déng tinh lai két qua khi thay dbi
s liéu nhap vao.

e &
TOM TAT BAI HOC
< Bang tinh dién tir 1a phérg mém dé tinh toan ty dong voi cac bang di lidu,
trinh bay truc quan théng tin tong hop thanh biéu do.
# Excel da 1am sin mot sd 18énh tinh toan, vé& biéu dd rat dé dung.
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Dai 2. JUAMIQUENIVGOIFTRAN

Hoyc xong bdi nay, em sé: y

« Biét duoc s6 tinh, trang tinh a gi.

. Biét dwoc 6, hang, cot, tén hang, tén cot, dia chi 6 Ia gi.
« Thuc hién duwoc cac thao tac don gian voi 6, hang, cot.
« GO nhap dwoc di liéu vao dung 6 dich.

Bang trong phan mém bang tinh c6 gi khac véi bang trong phan mém soan thao
van ban?

1. SO tinh, trang tinh va m6t s0 thanh phan co bz’m

'Béng ngang dudi day cua s6 lam viéc cua Excel gom thanh diéu hiréng co cac nit
tién, 10i va nhan chit (Sheetl, Sheet2, Sheet3). ké tiép la thanh cuén ngang. Bén duéi
la thanh trang thai (Hinh 1).

Dia chi 6 tinh A ) CotH
o di h P [E2 Conditional Formatting = ‘ - @
ang wac C _O?’I [ By - | = mber [EZ? Format as Table - C_"Ed“_-
Pafte " % - A. Al|gnmem Nu @Ce!l s klls ttmg Thanh
- I A
Clipboard | Font " pEE! Styles | | & ~ CuO?’i d.oc
Tén trang tinh o) d LI -]
4 A | B | S | B | E | F | & JTEE [«
| ! | ‘
ot 1 N | | g ] Thanh
Hang 6 3 ! ' ! | ' cuon ngang
7 i
?
6 1 | |
Thanh — L Sheetl | Sheet2 | Sheet3 : Thanh
A ’ P eef eel o
diéu huong EaE | == @ o < trangthdi

Hinh 1. Mét trang tinh cua phc’fn mém bdng tinh Excel

Tép Excel md1 mo ¢ tén méc dinh 1a Bookl. N‘hu

vﬁy, mdt tép bang tinh giéng nhu mdt cudn sd, gom m S6 tinh: mét tép cla
nhiéu trang tinh (Sheet). Nhdy dip chudt vio chir Sheet, chwong trinh bang tinh

dién t&r, gdm nhiéu trang

con tré soan thao xuét hién va ta co thé go nhép ki tir tir
tinh.

ban phim dé doi tén trang tinh. Nhay chudt vao dau <+,
mot trang tinh mo1 s€ duoc thém vao sO tinh.

Cot, hang va 6 trong trang tinh

Trang tinh 1a mét ludi ké 6 gdm cac hang va cac cot. Cac c¢dr ciia trang tinh dwoc
xép thir tu theo chir ca1 A, B, C,... cac chir cai nay déng thot la fén cot. Cac hang cua
trang tinh duoc xép tht tr 1, 2, 3.... cac sd nay dong thoi 1a tén hang. Mbi 6 1a giao
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cua mot cot vo1r mot hang. Ghép tén cot voi tén hang ta duge tén 6, cling gor la dia
chi 6. Vidu 6 A3, B5,Cl1,...

Tén c6t 1a cac chir cai, tén hang la cac s6, tén 6 (dia chi 0) la ghép 1ién tén cot voi
tén hang.

Thue hién mdi thao tac va tra 161 cau hoi:

1) Chon mét 6 (hodac mot cot, mét hang), diéu gi cho em biét thao tac chon do
da thanh cong?

2) Kéo thanh cuén dirng xudng dudi, cac tén hang sé thay doi nhw thé nao?

3) Kéo thanh cudn ngang sang phai, cac tén cot s& thay dbi nhu thé nao?

2. Thao tac voi hang va cot
Diéu chinh do rong cot
— Tro chudt vao vach phan chia gitta hai 6 tén cot, chuot s& c6 hinh miii tén vé hai phia;
— Kéo tha chudt dé diéu chinh do rong cot.

Diéu chinh dé cao hang

— Tro chudt vao vach phan chia gifra hai 6 tén hang, chudt s€ c6 hinh miii tén vé
hai phia;

— Kéo tha chuét dé diéu chinh dé cao hang.

Cheén thém cot trong €= |nsert v

Chon mot cot (nhay vao tén cot) va thao tac nhu sau: e
Trong dai Iénh Home, nhay chu6t vao 1énh Insert trong &< Delete ~
nhom 1énh Cells (Hinh 2). @ Eisrroad «

Mot cot mot sé duoce chen thém (theo méc dinh) vao
phia trai cot da chon. Cells

Chén thém hang trong
Chon hang va thao tac twong tw nhu vai cot.
Mot hang moi sé dugce chen thém (theo méc dinh) vao phia trén hang da chon.

Hinh 2. Nhom [énh Cells

n Nhén gitt phim Ctrl va nhdy chudt chon nhiéu c6t (nhiéu hang) sau dé thao
tac chén thi s& thém duoc nhiéu cét (nhiéu hang) cling mét luc.

Xod toan bo cét, toan bo hang
Lam twong tu nhu thao tac chen, nhung chon Delete thay cho Insert.

3. Nhap, stra va xoa dit liéu

Nhdp dir liéu

Dit li€éu dugce nhap vao trang tinh theo tirng 6. Chon 6 sé nhap dit liéu vao do, go
ndi dung can nhép tir ban phim. Di¥ liéu nhap vao la s6 thi s& duoc cin thing theo
bién phai (cta 6), con dit liéu viin ban thi s& dwoc ciin thing theo bién trai (cta cot).
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Day la ché d6 cin bién mic dinh cua Excel cho dit liéu. O nhirng bai hoc tiép theo,
em sé& biét cach thay dbi kiéu hién thi dit liéu trong Excel. Viéc nhap dit liéu cho mot
6 s& két thic khi ta chuyén sang 0 khac. Mot s6 cach chuyén sang 6 khac nhu sau:

— Nhan phim Enter dé chuyen xubng 6 ké bén dudi trong cing cot do.

— Nhan phim Tab dé chuyen sang O ké bén phai trong cung hang do.

— Nhay chudt vao 6 tiép theo mudn nhép néi dung.

— Str dung cac phim miii tén &, &), @), K1)

Swra dit lieu nhdp sai

Stra dit li€u khac vai1 nhap dir liéu mor; trong 6 co sin dit liéu cii, co thé cin gitt
lai mot ph?m.

Budc 1. Dua con tré soan thao vao 6 cin sua dit liéu: nhay dip chuot hoac chon
6 roi nhan F2. Dit liéu cii vAn con, con tré soan thao nhp nhay & trong 6 dit liéu
cAn sta.

Buroe 2. chuyén con trd soan thao dén vi tri sai; stta lai chd sai.

Xod ditliéu: Chon 6 ¢6 dit 1iéu mudn xo4 vanhéin phim Delete hodc phim Backspace.
4. Thuwe hanh nhap di lieu

Mo tép bang tinh “ThucHanh.xlsx™ dé nhap thém mét s6 6 dit liéu vao bang di co.

Bai 1. Thém c6t Dién thoai cho Bang chi s6 BMI ctia mét nhom va nhap di ligu.

Bai 2. Cheén thém mot hang méi ngay bén dudi hang dit liéu cia Nguyén Thao
Hoa, sau d6 nhap dit liéu. Tam bo tréng cac 6 BMI, Pdnh gia, sau nay s€ tu dong cap
nhat theo cong thuc.

Bai 3. Dat tén trang tinh va luu cac cap nhat moi thuc hién.

Huéng dan: Nhay dap chudt vao chit Sheetl; con tro soan thao xuat hién. G& nhép
tén mao1 la BMI va luu tép.

3
E Tao bang Excel trong tu dé tinh chi s6 BMI cta moi nguroi trong gia dinh em
(hodc trong to em) & trang Sheet2 va doi tén trang thanh “MySheet”.
|
n:?
Cau 1. Cac cot trong trang tinh dwoc dét tén nhw thé nao?
Cau 2. Cac hang trong trang tinh dwoc dit tén nhw thé nao?
Cau 3. Mét 6 trong trang tinh dwoc dit dia chi nhw thé nao?
Cau 4. Thao tac g6 nhap dir liéu méi vao moét 6 cé gi khac voi stra chiva div liéu trong 67

4 &
TOM TAT BAI HQC
% Mot t¢p Excel 1a mot s6 tinh, gom nhiéu trang tinh; trang tinh g6m cac hang
danh sb ting dan tir 1 va cac cdt xép theo thir tw cac chit cai bat dau tr A.
4 Mot trang tinh c6 thé chira nhiéu bang dit liéu, mdi 6 cua bang la mét 6
trang tinh; di liéu nhap vao bang tinh theo tung 6.
¢ Nhiéu thao tac vdi cac hang, c6t va 6 trong Excel trong tu nhu thao tac véi
bang trong Word.
9 _/
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Hoc xong bai nay, em sé: J

« Biét dwoc hop tén [a gi, thanh cong thirc a gi va méi lién quan dén

0 di liéu.
« Biét dwoc khdi 6 1a gi.

« Thuc hién duoc cac thao tac sao chép, di chuyén khoi 6.

Em c6 biét 1am thé nao dé chon 6 ABC 123 trong bang tinh mét cach nhanh nhat

khong?

1. Hop tén, thanh cong thirc va dix liéu trong o

Thanh ngang ngay dudi ving nit 1énh va & bén trén cac tén cot, gdbm co:

— Hop tén;
— Cac nut lénh;

— Vung nhap di liéu.

Hop tén hién thi
dia chi cua 6 dwoc

chon (F3)

Cdc mit lénh Thanh céng thurc
; '
3| | ERETTY | b
4 D E | F | |G
1
2 |BMI Panh gia | Dién thoai

24.64 | Di can

20.31 | Du can

Vitng nhdp
dit liéu

Hinh 1. Hop tén, thanh cong thirc va 6 F3 duoc chon

Nhay chudt chon mot 6, dia chi 6 xuat hién trong hop tén.

Hop tén khong chi hién thi ma cling co thé nhap dia chiq 6 dé chon no khi ta biét
chinh xac dia chi. Vi du, g6 nhap “ABC123” vao hop tén dé chon 6 do s€ nhanh hon

dung chuot.

Thanh cong thirc hién thi ndi dung cia 6 dang duwoc chon. Co cac trrong hop:

— Noi1 dung dit li¢u giéng nhu ta g6 vao 6 duoc chon; ta goi la dir liéu truc l]!'é’p;

— Noi dung bt dau véi dau “="; d6 1a mét cong thirc.
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2. Khoi 6

Khbi 6 12 mot nhoém 6 lién ké nhau tao thanh hinh chit nhat. Khéi 6 ¢6 thé 1a mot
nhom 6 1ién nhau trén cung mot hang, cung cét hoac tham chi 1a mot 6.

Tén khoi hay dia chi cia khéi la cp dia chi ciia 6 gbc trén bén trai va 6 goc dudi
bén phai, duoc phan cach nhau bdi dau “:”. Vi du, khdéi B7:E9, khdi E14:G9,. ..
Truong hop khéi 6 1a mot doan lién trong mot hang hodc mdot cot thi tén khéi 1a
cdp dia chi cua 6 dau doan va 6 cudi doan, phan cach nhau bdi dau “:”. Vi du, khéi
B7:2.7 . kKhoi G620,

Chon mét khoi 6

Thao tac kéo tha chuot gibng nhu “boéi den” khi soan thao vin ban. Sau khi da
danh dau chon, duong vién bién khdi 6 s& hién thi ndi bat, khdi s& dwoc “boi den” dé
dé nhan thé,y. Tro chudt vao ding duong vién bién khdi 6, chudt sé ¢o hinh miii tén
4 hudng <, n6 goi ¥ co thé kéo tha khbi 6 tuy ¥ sang vi tri mai.

Sau khi danh ddu chon mot khéi 6 s6 liéu, trén thanh tran g thai xuat hién cac thong
tin vé khdi 6 d6: Count la sb lwong 6 c6 dit liéu trong khéi; Sum la tong sb cua cac
sO liéu trong khoi;, Average la trung binh cdng cia cac s6 lidu trong khoi (Hinh 2).

3 5 | |
< » | Sheett R : ]

Ready Average: 10 Count:3 Sum: 30 | + 100%

Hinh 2. Théng tin cua khéi 6 (da dwoc danh déu chon & bén trén)

B6 ddnh ddu chon: nhay chudt & bén ngoai khéi 6.

Xod dit liéu trong khéi 6: chon khéi 6 sau do nhdn phim Delete.

1) Mo tép “ThucHanh.xlsx; trong Bang chi s6 BMI ciia mét nhom, hay cho
biét 6 nao chwra dir liéu truc tiép.

2) Chon mot khéi 6 va cho biét céc thong tin hién thi trén thanh trang thai.

a) Chon khdi 6 chira cac 6 sb liéu trong mot cot cua Bang chi s6 BMI ciia
mot nhom.

b) Chon khdi 6 chira cac 6 sb lidu trong Bang chi 56 BMI ciia mét nhom.

c) Chop toan bo mot cot, mot hang (cua trang tinh) co6 chira dir liéu; cho biét két
qua hién thi trén thanh trang thai.
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3. Sao chép, di chuyén khoi 6
Sao chép khoi 6 sang ché khac

@ &[r

Thao tac trong tu nhu khi soan thao van ban: chon khéi 6;
nhan t6 hop phim Ctrl+C; nhay chudt chon 6 1a goc trén bén
trai cua dich dén; nhan to hop phim Ctrl+V.

Di chuyén khoi 6 Hinh 3. Tro chudt vao

Thao tac twong tu nhu khi soan thao van ban (Hinh 3). bién khdi 6 dé di chuyén

12
14

olo|~|o|ofs|wln] -]

g

a

Néu dich dén cla khéi 6 khéng phai la ving tréng ma cé di liéu thi Excel
sé hoi, nhac kiém tra dé khéng vé tinh de |én dit liéu cd & dé tur trude.

Chén khoi 6
Gitt phim Shift trong khi thao tac kéo tha khdi 6 dén vi tri mdi thi cac 6 di co dit
liéu s& khong bi viét dé 1én ma bi déy dich sang vi tri khac.

4. Thwe hanh véi khoi 6

Bai 1.

1) Qhon khdi 6 vira du chira tron Bang chi s6 BMI ciia mét nhém va cho biét dia
chi kho1 0 la gi?

2) Kéo tha di chuyén khdi 6 sang vi tri mdi; cho biét dia chi méi cua khéi 6.

3) Cit dan dé di chuyén khéi 6 sang vi tri méi; sao chép khbi 6 sang vi tri méi.

Bai 2. Chuyén vi tri ¢t Dién thoai trong Bang chi s6 BMI ctia mét nhém dé tro
thanh cot lién ké bén phai c6t Ho tén.

g Theo em, trong Béang chi s6 BMI ciia mot nhom, em c6 thé sit dung ham SUM
hay haim AVERAGE dé dua ra théng tin gi hitu ich?
23

u:ﬁ

Cau 1. Hop tén dung dé lam gi?
Cau 2. Khoi 6 dwoc xac dinh nhw thé nao? Dia chi khdi 6 la gi?

TOM TAT BAI HQC

¢ Co thé chon mét khéi hinh chit nhat nhiéu & va sao chép, di chuyén, xoa

bo.,... ca khoi.

% Cac thao tac di chuyen chen thém, xo4 coOt va hang hay khoi 6 co thé lam

theo nhiéu cach: ding cac lénh, ding t6 hop phim hodc kéo tha.
S e
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Hoc xong bai nay, em sé: )

. Biét dwoc Excel da lam s&n nhiéu dinh dang hién thi s6 liéu.
. Thue hién dwoc thao tac ap dung mot sb dinh dang sb thang dung.

Lam cach nao dé Excel nhan biét c6 nhitng sb liéu khoéng ap dung céng trir nhan
chia duoce, vi du nhu so dién thoai?

1. Cac dang hién thi s6 liéu trong Excel

Cac 6 trong trang tinh chira dir liéu. Do la van ban va s6 dé tinh toan nhung thé
hién ndi dung khac nhau, vi du la tén hang, s6 lwong hang hoa, gia t1en ngay thang,
dia chi.... D& nguoi dung dé hiéu, can hién thi ndi dung 6 theo cach van thuong thay.
Khi mé trang tinh mé1, cac 6 ¢6 dinh dang hién thi General theo mic dinh.

Trong cura s6 lam viéc cua Excel, c4c lénh dinh dang hién thi s6 liéu thuong dung
co trong nhom 1énh Number (Hinh I) cua dai Iénh Home.

, . I & B
Danh sach cac General ABC General
cA 3 K 123 no specific format =
kiéu dinh dang ‘ Nurber Mot phan
$ - % 9 | % 12 i
o 00 >.0 ol danh sach
g —
éu
r I f Accounting )
= . o ol dinh dang
Hop thoai chon chi tiét o srenome
vé hién thi sé liéu

Hinh 1. Cdc lénh trong nhom lénh Number

a) Number

Pinh dang hién thi s6 noéi chung, cho phép:

— Quy dinh s6 chit s6 phan thap phan, mic dinh la 2. Thao tac ting s6 chit sb ph?m
thap phan bang 1énh @ (Increase Decimal), giam s6 chit s6 phan thdp phan bang
Iénh % (Decrease Decimal) trong nhom 1énh Number.

— Quy dinh phan cach ting nhém 3 chit s6 (nghin, triéu, ti) bing déu “,” hay
dau “.”. Thao tac nhanh bing 1énh “2” (Comma Style) trong nhom 1énh Number.

b) Currency

Pinh dang hién thi s6 tién, tirc 1a s6 c6 kém thém ki hiéu tién t¢. Mac dinh dung
ki hiéu dong do la. Lénh “$"’ (Accounting Number Format) dé thao tac nhanh, ap
dung hién thi1 so6 tién bang dong do la.
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¢) Percentage

Hién thi s6 liéu dudi dang phén trim. Thao tac nhanh bang 1énh “%” (Percentage
Style) trong nhom 1énh Number.

Mé trang tinh c6 mot cot sb bat ki hoac nhap mot cot s6 liéu tuy v. Chon mét
khéi 6 s6 liéu trong cot nay. Cho biét két qua khi lra chon hién thi sb voi cac
thao tac sau:

1) Nhay chudt vao cac 1énh “$7; <% “9”.

2) Chon ap dung dinh dang Number cho khéi 6: mé danh sach tha xudng cua
hop General va nhay chon Number.

3) Nhay chudt vao 1énh % % dé ting, giam do dai phan thap phan.

2. Thuc hanh véi cac dang hién thi s6 li¢u
Nhiém vu: T€p “ThucHanh xIsx” co bang duogc sao chép tr Word nén cac 6 s6
liéu déu & dang méc dinh General. Hay ap dung dinh dang s6 liéu cua Excel sao cho
thich hgp voi cac cot s6 lidu. Vi du, chiéu cao la s6 co mot chit s6 phan thap phan; can
ning la s6 khong cé chit s6 phan thap phan; BMI la s6 ¢6 hai chit s6 phan thap phan.
_Q_ Thiét ké mot bang Excel dé theo doi két qua hoc tap cua em va du kién dinh
dang hién thi dit liéu cho cac cot. Goi y cac thong tin cAn c6: mén hoe nao; hinh
thirc kiém tra. danh gia la gi; thoi gian (lam bai kiém tra), diém sd: hé s6 diém:. ..
Tao bang trong trang MySheet va nhap dit liéu.
=y

u:@

Cau 1. Pinh dang hién thi General trong Excel ¢é y nghia gi?
Cau 2. Cac lénh nao trong nhém lénh Number dé thao tac nhanh chon mét dinh dang
s6? Tac dung clia cac |énh do la gi?

- - . . 3
TOM TAT BAI HQC
& Ap dl{ng mot s6 dinh dang s6 liéu thong dung rat dé va nhanh, thuc hién b“é,ng
cac l1énh sin c6 ngay trong nhoém 1énh Number.

< M6 hop thoai Format Cells, chon thé Number s€ co thém nhiéu tuy chon

khac chi tiét hon dé hién thi sb liéu.
= oy
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DBai 5. EDINHIDANGISGITIENIWA

Hoyc xong bdi nay, em sé: y

. Biét duoc Excel c6 san cac dinh dang s tién va ngay thang cho nhiéu
qudc gia.

« Thue hién duoc thao tac ap dung dinh dang s tién va ngay thang kiéu
Viét Nam.

Em c6 biét cach hién thi s6 tién theo dong tién cia Viét Nam trong Excel

hay khong?

1. Pinh dang hién thi so tién
'C6 thé 4p dung dinh dang hién thi s6 tién cho mot 6, mot khoi 6 sau khi da dénh

dau chon.

a) Hién thi sé tién bing dong dé la

Thao tac nhanh: nhay 1énh “$”.

b) Ap dung ki hiéu tién 1é mot 56 nwéce khac

Bude 1. Nhay chuot vao dau trérxuf’)ng v canh phai [énh “$” s¢ tha xubng mot
daph sach cac ki hiéu tién t€ mot s6 nudce trén thé gid1 nhu: £ (dong Bang Anh), €
(dong Euro cua EU),...

Buoc 2. Nhay chuot chon ki hiéu déng tién thich hop.

c) Ap dung ki hiéu tién Viét Nam —— -—
Buéc 1. Mé hop thoat Format | |“Font [ oorder |7 [lerotection |
Cells (Hinh 1): Nhay dau tro xubng v cg'-::-’;:'—- . |
canh nit 1énh “$” dé mé danh sach tha | e e
xubng, sau do chon More Accounting rercntage ——— >
Formats. -

Buéc 2. Trong hop thoai Format
Cells, chon Number, chon Currency
trong danh sach Category, nhay dau £ >
tro xuéng & dau bén phai hop Symbol | Sambsmisegme o nentam st vieAcuntng omtstoshon
dé tha xuéng danh sach tat ca cac ki
hiéu tién té co sin trong Excel.

_Buéc 3. Tim va nhay chudt chon Hinh 1. Pinh dang hién thi theo dong tién
dong tién Viét Nam (VND). Viét Nam
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Mo trang tinh c6 mot cot sb bat ki hoic nhap mot cot sb liéu tuy y. Chon khéi
6 so liéu trong cot nay. Cho biét két qua kham pha cach dinh dang hién thi s6
tién v4i cac thao tac sau:

1) Nhay ntt 1énh “$”.

2) M6 danh sach cac ki hiéu tién té nhitng nwde phat trién trén thé gidi nhu:
£.€. ¥ .. valinluot ap dung dinh dang s6 tién cua mot sd nude, khu vire khac
nhu: Anh, EU, Nhat Ban, ...

3) Ap dung dinh dang sb tién theo dong tién Viét Nam.

2. Pinh dang hién thi ngay thang
a) Short Date va Long Date

Buée 1. Nhay chudt vao déu tré xudng v canh phai 1énh General s& tha xubng
danh sach, trong d6 c6 hai muc Long Date va Short Date 1a dinh dang ngay thang
kiéu Anh — M§ (English — US).

Budc 2. Nhay chudt chon ap dung moét trong hai cach.
b) Ngay thang kiéu Viét Nam
Buoc 1. M& hop thoai Format Cells (Hinh 2).

Budc 2. Nhay chudt  [rormat celis 7 x
ChQIl Date trong danh Number [ Alignment ] Font [ Border I Fill | Protection
sach Category. . -
14 r A General A | rSample
Budc 3. Nhay chudt Number 1172007
| A - A o AA Currency
vao dau tro xuong ¢ dau | D
bén phai hop Locale Time 1432012
; Rescentuge 14/3/2012 1:30 CH
1 = A A Fraction 7
(location) sé€ tha xuong iewineid 14/3/2012 1:30 PM
o p 14Thg3 12
mot danh sach, trong Lice 8 14 Théng Ba 2012 i
d , , . Custom 14 mars 12
0 cO Vietnamese. Locale flocation}:
g ; = English (United States) e
Budc 4. Nhay chudt Valendan ~
, n . Venda
chon ap dung mot dinh
- v | |Welsh
dang trong hop Type, Wolof !
’ x h A h A Date formats display dat L ] g
co mau hien t 1 trong o an asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.
Sample.
[ ok || cancel

Hinh 2. Binh dang ngay thdang kiéu Viét Nam
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G6 nhip vao cdt co mot s6 6 dit lidu phu hop véi kiéu ngay thang; chi y c6 mot
s6 ngay 1én hon 12; chon khéi 6 vira nhap. Cho biét két qua cac dinh dang hién
thi ngay thang vdi1 cac thao tac sau:

1) Mo danh sach tha xuéng cua lénh General; ap dung dinh dang Short Date
cho cOt nay.

2) Ap dung dinh dang Long Date cho cot nay.

3. Thuc hanh dinh dang hién thi ngay thang
Nhiém vu
1) Thém c6t Ngay sinh va nhap sb lidu cho Bang chi sé BMI ciia mét nhom.
2) Chon ap dung dinh dang ngay thang kiéu Viét Nam.

Thiét ké mot bang Excel dé theo dbi chi tiéu cua em (hoac cua 1o, cia lop, cua
gia dinh) va du kién dinh dang hién thi di¥ liéu cho cac cét.

Goi y: Mbi khoan thu hodic chi ghi trén mét dong, cac théng tin can c6 gobm: ngay
thang; thu (s6 tién); chi (s6 tién); li do thu (chi); hién con (s6 tién),... Tao bang
trong trang “MySheet” va nhap dit liéu.

Cau 1. Nut [énh nao dé thao tac nhanh chon dinh dang sé tién?

Cau 2. Pinh dang Long Date khac v&i Short Date nhw thé nao?

Cau 3. Pé mé hop thoai Format Cells can lam gi?

Cau 4. Hay tom tat cac buoc thao tac dé ap dung dinh dang sé tién, ngay thang kiéu
Viét Nam.

TOM TAT BAI HQC
¢ Excel 1am sin cac dinh dang hién thi s6 tién va ngay thang cho nhiéu qubc
gia, trong do co6 Viét Nam.
< DPinh dang hién thi sd tién ciia mot s6 nuwde rat dé va nhanh nhé cac 1énh sin
co ngay trén thé Number cua dai 1énh Home.

< Mo hop thoai Format Cells, chon the Number, chon Currency dé hién thi
sO tién theo dong tién Vi€t Nam; chon Date d€ hién thi ngay thang ki¢u Viét Nam.

. J
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Hoc xong bai nay, em sé: Y

« Phéc thao duoc thiét ké so b mét sé theo dai thu chi ca nhan.
« Thuc hién duoc viéc tao 1ap s6 tinh Excel theo thiét ké.
« Nhap dwoc mét s6 6 dir liu vao sd va dinh dang pht hop.

1. Muc dich va nhiém vu
Muc dich: Tu quan li tai chinh ca nhan co ké hoach.

Nhiém vu: Phac thao thiét ké va tao lap mot s6 tinh Excel phuc vu muc dich 1én ké
hoach va theo déi thuc hién thu chi ¢4 nhan theo tuan.

2. Thuc hanh

Bii 1. Phéc thao thiét ké so tinh Excel vé tai chinh ca nhan.

deng ddn: S6 tinh don gian ban dau gdm mét trang tinh, chira hai bang trong hai
khoi 6 khac nhau:

— Bang theo dai tirng khoan chi theo tuan (Hinh I).

Ngay thang Hang muc Khoan chi S6 tién
05/01/2022 Tiéu vat Mua bt chi 20 000 dong

Hinh 1. Bang theo dbi tieng khodn chi theo tudn

— Bang tong hop thu — chi theo tuan (Hinh 2). Bang nay theo di thu va chi cua
tirng tuan trong 1 thang, gdbm hai nhom dong: nhém dong theo doi viée thu va nhém
dong theo do1 viéc chi.

O nhém dong quan li viéc thu, cot Ké hoach ghi s6 tién du kién thu duoc, cudi tudn
em sé& dién sb liéu cho cot Thure té va cot Sai léch.

O nhom dong quan li viée chi, cot Ké hoach ghi sb tién du kién chi, sb liéu &
cot Thuc té va Sai léch duoc tinh dua vao sb liéu & bang theo dé1 trng khoan chi
theo tuan.

Céc s liéu téng hop nhu 7' (;";ng thu, T c‘;ng chi duoc tinh theo céc sb liéu da co.
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Tuan tir ... déen ... Tuan tir ... dén ...

Ké
hoach

Hang muc

thu Ke ' Thucté | Sailéch

hoach Thuc té | Sailéch

An sang
Tiéu vat
Khac
Téng thu

Ke

Hang muc Ké | Thucté | Sailech
: : hoach

chi hoach
An udng
Giai tri

Thuc té | Sailéch

Khac
Téng chi

Hinh 2. Bang téng hop thu — chi theo tudn

Khuyén khich dé xuét cac thiét ké sang tao, mién la dap ing muc dich néu ¢ dé bai.

Bai 2. Tao lap sb tinh Excel theo thiét ké va nhap dir liéu (gia dinh).

Huéng dan tao 1ip Bang theo dé6i timg khoan chi

Bude 1. Tao lap Bang theo d6i timg khoan chi co cac ¢ot theo thiét ké.

Buée 2. Nhiap mét sé hang dit liéu (gia dinh) vao cac 6 trong bang.

Buoc 3. Pinh dang cac cot dir liéu Ngay thang: Sé tién.

Huéng dén tao 1ip Bang tong hop thu — chi theo tuin

Buée 1. Tao lap Bang theo thiét ké.

Buée 2. Nhap dir liéu (gia dinh) it nhat 12 mét tudn vao céc 6 trong cot Ké hoach
& phén thu va phan chi.

Buoc 3. Pinh dang céac cot dir licu lién quan phu hop voi quy ude trong van ban
tiéng Viét.

ﬁ Em hay tra 161 cac cau hai sau:

1) Lénh nao dé thao tac nhanh chon dinh dang sb tién?

2y Cén lam gi dé dinh dang cot Sé tién theo cach thong dung ¢ Viét Nam?
3) Dé ma hdp thoai Format Cells can lam gi?

4) Céan lam gi dé dinh dang ngay thang theo kiéu Viét Nam?
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Hoc xong bai nay, em sé: y

« Biét dwoc cach dung dia chi 6 trong cong thire.

« Thuc hién dwoc thao tac nhap cdng thirc véi mot s6 phép toan thong
dung trong Excel.

. Tao dwoc bang tinh don gién ¢é céc 6 la két qua tinh toan theo cong
thire tir cac 6 khac.

. Giai thich dwoc viéc dwa cac cong thirc vao bang tinh la mét cach diéu
khién tinh toan tw dong trén di liéu.

. Biét duoc Excel co thé tu dong dién cong thirc theo mau.

Em da biét phan mém Excel co thé tw dong tinh toan theo cong thirc cho trude.
Em c6 biét cach ra Iénh cho Excel lam viéc nay khong?

1. Tinh toan s6 hoc trong Excel

O chira mét cong thire duoc bit dau bing dau “=. Gia trj mét biéu thire sé hoc
trong Excel duoc tinh toan theo quy wdc thong thuong. Chon mét & bét ki trong trang
tinh; g& nhéap dau “="; sau d6 nhap bleu thirc s6 hoc; nhan Enter dé két thuc thi gia
tri biéu thuc s& xuét hu;n. Chu v rang néu quén dau “=" thi Excel s& khong coi do la
cong thire va khéng thuc hién tinh toan nhw ta mudn.

) . Déu Ki hiéu Vi du viét Két qui
Tén phép toan . . : cong thirc hién thi
phép toin trong Excel trong 6 tinh trong S
Cong & + =18+3 21
Tru - - =21-4 I3/
Nhan X * =8*5 40
Chia : / =18/3 6
Lu¥ thtra Vi du x? a =62 36
Lay phan trim % % =16% 0.16

Hinh 1. Cdc phép todn sé hoc trong Excel
Co thé ding bang tinh Excel dé lam cac phép tinh sé hoc, tinh gia tri biéu thire
so hoc.
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2. Dung dia chi cac 6 dir liéu trong cong thirc Excel

Em hay tao mot bang tinh trong Excel nhu & Hinh 2 va thuc hién cac viéc sau:
1) G6 =30-23 vao 6 D5 roi nhan Enter, quan sat thanh cong thire va ké‘t qua ¢ o
D5. D61 gia tr1 & 6 C5 thanh 27, quan sat xem gia tr1 & 6 D5 c¢6 thay doi khong?
2) G6 =B2-C2 vao 6 D2 r6i nhin Enter, quan sat thanh cong thirc va két qua oo
D2. D61 gia tr1 & 6 C2 thanh 11, quan sat xem gia tr1 & 6 D2 co6 thay doi khong?
3) Pé tinh céc gia tri cho c6t D ciia bang, em mudn dung cach nhw & ¥ 1) hay
0y 2)? Giar thich tai sao.

liéu dau vao c6 thay doi la moét | A B c b
ddc tinh cia phin mém ban o o Nhiét dé cao | Nhiét dg thdp | Chénh léch
il oans Zhinh g nhit °C) | nhdt ¢C) | nhiétd ¢C)
tinh dién tr n61 chung va cia |[Fimva 55 T6 v
Excel no1 riéng. Dé khai thac | HaiPhong 26 19

- . —_ ¢ |DaNang 31 25
dac tinh nay, t‘rong C4C CONG e s ond Minh > o
thirc tinh toan can dung dia chi | |cinThe 29 23
0 chtra so liéu thay cho so liéu L7

truc tiép. Cac dia chi 0 chinh la Hinh 2. Nhiét dé trong ngay ciia mét sé thanh phé
c4c bién, nhan gia tr1 cu thé 1a
dir liéu dién vao 6. Két qua xuét hién trong 6 dwoc tinh theo cong thic.

Trong bang tinh (Hinh 2) & hoat dong trén, thay vi viét biéu thirc véi sb liéu truc
tiép, cach lam t6t hon la dién cong thire tinh toan dung dia chi 6 chira s6 liéu dé phan
mém bang tinh tr dong tinh toan lai khi di liéu bi thay dbi.

Viét cong thirc co chira dia chi cac 6 trong bang tinh 1a mdt cach diéu khién tinh
toan tu dong.

3. Tw dong dién cong thirc theo mau

Mot tinh nang wu viét cia Excel la tu dong dién cong thire. O vi du trén, trong O
D3 can viét cong thirc “=B3-C3™; tiép theo trong 6 D4 la cong thirc “=B4-C4”;...
Tuy nhién, ta khong phai gd nhap tirng 6 1ap di 1ap lai cac cong thirc tvong tu nhau
nhu viy. Excel biét cach tr dong dién cong thirc khi di ¢6 mau.

Sau khi di danh diu chon mdt 6 hoic mét khoi 6, trd chudt vao diém g6c duoi bén
phai, con tré chuot s€ co hinh dau cong (+), goi la tay ndm. Kéo tha chudt tr diém
nay sé dién dit liéu tu dong cho mét day 6 lién ké.
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Thao tac tw dong dién cong thirc theo madu

Buoc 1. Nhay chuot chon 6 D2.

Burée 2. Go =B2-C2; nhin Enter; két qua phép trir 1a 9 xut hién trong 6 D2.

Buoc 3. Chon 6 D2; tro chuot vao tay ndm cia 6 D2; con tré chudt thanh hinh
dau cong (+).

, Burge 4. Kéo tha chudt cho dén 6 D6; két qua phép trir xuat hién trong cac 6 tir D3

dén D6.

Nhéy chudt chon mét 6 s6 liéu bat ki tr 6 D2 dén 6 D6 sé& thé‘iy dir li€u la cong thic
xuat hién trén thanh céng thic.

4. Thuc hanh
Bai 1. Thao tac theo héng dan trong muc “Tu dong dién cong thirc theo mau”.

Bai 2. Dién cong thire tinh chi s6 BMI vao ¢ot BMI thay cho cac s6 liéu truc tiép
trong tép “ThucHanh.xlsx™.

s
~

&= Trong bang tong hop thu — chi ciia em, hay tinh s6 liéu & cot chénh 1éch va
tinh s6 tién hién con cho ting tuan (bing cach dién cong thirc tinh).

P

n:w
Cau 1. Két qua khac nhau thé nao néu: gé nhap vao  mét biéu thire sé hoc khéng cé
dau "=" dirng trudc va cé mét dau "=" dirng truwéc?
Cau 2. Dung dia chi 6 trong biéu thire tinh toan wu viét hon viét sé liéu truc tiép &
diém nao?
Cau 3. Tai sao noi Excel biét cach tw déng dién cong thirc theo mau vao mot day 67

TOM TAT BAI HOC

¢ DAu “=" bit dau mot cong thirc; cac toan hang co thé 1a sb liéu truc tiép
hay dia chi 6 s6 li¢u. Két qua tinh toan theo cong thirc s€ hién thi trong 6 chira
cong thurc.

¢ Dia chi 6 s6 liéu trong cong thirc gidng nhur mét tén bién va s& nhan gia tri
la so liéu lay tr 6 do.

# Excel biét tw don g dién dit liéu theo mau cho mét doan 6 1ién ké cun g hang hay
cung cot.

\: V.
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DPai 8. FSUJDUNGIMOTISE)

Hoyc xong bdi nay, em sé: y

. Biét dwoc Excel ¢o san nhiéu ham xt li div liéu.

. Biét duoc dau vao cho mot ham c6 thé 1a dir liéu truc tiép hay dia chi 6,
dia chi khi 6.

. Biét cach thirc chung dé nhap d4u vao, s dung ham sb trong
cong thuc.

« St dung duoc cac ham SUM, AVERAGE, MAX, MIN, COUNT.

Nhay chudt vao 1énh £, em s& thay xuat hién danh sach tén cac ham cua Excel
trong do c6 mot vai ham em da ting sir dung. Hay cho biét chirc niing va cach
str dung ciia mot trong sé nhitng ham do.

1. Cac ham co6 san trong Excel

e_22

Thao tac, quan sat va cho biét két qua khi go dau va mot chit cai trén thanh

cong thirc. Vi du g6 “=S", g6 “=A",...

Céc 6 bang tinh chtra diF liéu truc tiép hodc cong thirc dé tinh ra két qua la dit liéu
s hodc chit. Co thé dung cac ham trong cong thirc tinh toan. Céng thirc don gian
nhat dung ham s6 gdm dau “=", tiép theo la mot ham, vi du “=SUM(C3:C7)”.

Quy tic chung viét mot ham trong cong thire: Sau
tén ham 1a danh sdch dédu vao trong cip ddu ngodc don.  SUM(C3,C4,CS,C6,C7)
Danh sach diu vao c6 thé 1a day s6 liéu truc tiép, dia T .
chi mot o, day dia chi 6, dia chi khéi o, .. (Hinh I). [Jiy | Wendms  ddanb.Schaamen
phan cach giira cac tham sd trong ham co6 thé la dau “” ik 1. V3 di mot hai
hoiic déu “,” tuy thudc vao ciu hinh trén may o

Excel ho tro nhap dia chi 6 tv dong rat truc quan,
tién lo1 khi viét cong thic tinh toan hay dién danh
sach dau vao cho ham.

2. Cac ham gdp SUM, AVERAGE, MAX,

MIN, COUNT el
Ham g6p la tén goi chung cac ham nhan dau vao la Hinh 2. Vi du minh hoa y nghia
mot day nhiéu s6, cho két qua dau ra la mot sé (Hinh 2). cuia ham
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Chirc nang cac ham

— Ham SUM: tinh tong;

— Ham AVERAGE: tinh trung binh cong;

— Ham MAX, ham MIN: tim gia tri I6n nhat, gia tri nho nhat;

— Ham COUNT: dém s lwong sb.

Pau vao ciia cdc ham

Danh sach dau vao la day bao gé)m céc sb, dia chi 8, dia chi khdi 6 duoc viét cach nhau

e,

boi dau . hodc dau ;.
m Ap dung cho danh sach dau vao & c&c 6 s6 hodc cong thic tinh ra s8.

Day dia chi 6 va dia chi khoi 6

Dia chi khéi 6 véi dau “:” & giita hoan toan twong dwong véi day liét ké day dua
cac dia chi 6 trong khéi. Vi du, cong thirc “=SUM(C3:C7)” hoan toan twong durong
v6i cong thire “=SUM(C3,C4,C5,C6,C7)”. Két qua déu la tong cac sb trong cac &
thudc day. Cong thirc “=SUM(C3,C7)” 1a khac vdi hai cong thie trén vi chi la tong
hai s6 trong 6 C3 va & C7.

Diing lénh thao tac nhanh

Truong hop hay ding nhét: Tinh téng cia cac s6 lidu trong khéi 6 1a mot doan lién
trong mét cot, mot hang. Excel biét cach tu dong dién ham SUM vio 6 bang tinh sau
thao tac chon khéi 6 co dang nay.

Budc 1. Nhan chudt vao 6 diu, kéo tha chudt dén 6 cudi dé chon khdi & 1a mot
doan lién.

Buoc 2. Nhay 1énh X trong nhom Editing cua dai 1énh Home.

Ham SUM s& duoc dién tr dong vao 6 trong ké tiép lién sau khéi 6 va tong sb
xuat hién trong 6 nay. Nhay chon 6 s& thdy ham dwoc viét nhu thé nao trong thanh
cong thirc.

B Chon 6 trong ké ti€p lién sau khéi 6 s liéu; nhay ndt 1énh .

Dién dia chi cac 6 roi rac

Truong hop d4u vao la danh sach nhiéu dia chi 6 roi rac hoiic 6 chira \C(”)ng‘ thirc &
noi1 khac xa hon thi khong ap dung duoc cé,c!h thao tac nhanh. Lic nay can dién tirng
dia chi 0 tai vi tri con tro soan thao dang nhap nhay cho.

Sw dung cac ham AVERAGE, MAX, MIN, COUNT bc‘i’ng niit lénh thao tac nhanh

Bude 1. Nhin chudt vao 6 diu khéi, kéo tha chudt dé chon khéi 6 1a mot doan lién.

Buoc 2. Nhay chudt vao dau tro xubéng v bén phai nit Iénh T trong dai 1énh
Home; xuat hién danh sach tha xuong.
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Bute 3. Nhay chudt vao 1énh can dung trong danh sach - A I I
(Hinh 3). Két qua xuét hién & 6 cudi day.
St dung cac ham AVERAGE, MAX, MIN, COUNT 2. sum

bing cach gd tén ham, dién dia chi 6 bing cach nhay chuot —

hoan toan twong tu nhu véi ham SUM. Count Numbers
Max
4 Min
Hinh 3. Danh sach

More Functions...

mot s6 ham gop hay ding

Chon 6 tréng ké tiép lién sau khéi 6 s6 liéu; thuc hién tiép Budc 2.

3. Thuc hanh

Bai 1. Mo tép “Thuchanh.xlsx™, dién thém gia tr1 nho nhét cia moi cot sd liéu
Chiéu cao, Cdn ndng, BMI vao cac 6 dudi cliing cua cot tuong ing.

Bai 2. Sira lai mot 6 s6 liéu bat ki trong 5 hang déu tién ctia bang dé khong con 1a
s6 nita, vi du thém chir cai X vao trude. Két qua dau ra cia cac ham gop lién quan
dén 6 nay thay dbi thé nao? Giai thich tai sao.
= Dién cong thire tinh tong thu, téng chi vao Bang tong hop thu — chi theo tudn
cua em trong MySheet.

Cau 1. Quy tic chung viét mét ham trong céng thirc la gi?

Cau 2. Pau vao cho cac ham gbép SUM, AVERAGE, MAX, MIN, COUNT la gi?

Cau 3. Lam thé nao dé Excel tw dong dién ham SUM (hodc AVERAGE, MAX, MIN,
COUNT)?

~

TOM TAT BAI HOC

& Excel ¢o sin nhiéu ham xi 1i dir liéu; cac nut 1énh dé st dung cac ham gop
hay dung nhu SUM, AVERAGE, MAX, MIN, COUNT c6 trong nhom 1énh
Editing cua dai léenh Home.

& Danh sach dau vao cho mét ham c6 thé g(A)m dit liéu truc tiép, dia chi 6, dia
chi khéi 6 duoc gd nhap truc tiép hoic dién bf:ing cach nhay chuot chon 6.

& Excel biét tu dong dién danh sach dau vao cho cic him gop dit liéu tr mot
day 6 lién nhau khi da danh dau chon & ¢o vi tri thich hop.

Ko o

=T



 Hoc xong bii ny, em so:

« Thyc hién duoc cac thao tac dinh dang co ban cho trang tinh, bao gBm
dinh dang chi¥, can chinh di liéu trong 6 tinh.

« Biét cach in trang tinh.

Gia st em la ngudi lam ra phan mém bang tinh, em co6 cung cap cho nguoi dung
‘mot s6 cong cu dinh dang dé lam dep bang so6 liéu trong trang tinh khong?

1. Pinh dang phong chir va can bién dit liéu

D1

1) Hay quan sat cach trinh bay hai bang tinh MySheet & Hinh 1a, Hinh 1b va
tra lo1 cau hoi sau: Em thich cach trinh bay nao hon? Vi sao?

2) Véi kinh nghiém st dung phan mém soan thao vin ban, em hay tim hiéu va
trinh bay trang tinh nhu o Hinh 1b.

Bang chi sé BMI ciia mét nhom

STT |Hotén Chifucao | Canning |BMI Panh gia

1 Lé Trung Diing 1.50 56.50 2511 Thira cn

2 Nguyén Thao Hoa 1.52 47.70 20.65 Binh thirong
3 Doan Thu Hién 1.48 40.15 18.33 Thiéu can

4 Vii Manh Huy 1.55 49.70 20.69 Binh thuong
5 Tran Thanh Van 1.60 55.25 21.58 Binh thuong

Hinh la. Mt bang tinh chwea dinh dang

Bing chi sé6 BMI ciia mpt nhom

STT Ho tén Chiéu cao Can nang BMI Danh gia
1 Lé Trung Diing 1.50 56.50 25.11
2 | Nguyén Thao Hoa 1.52 47.70 20.65 Binh thwong
3 | Poan Thu Hién 1.48 40.15 1833 |  Thiéucan
4 Vii Manh Huy 1555 49.70 20.69 Binh thurong
5) Tran Thanh Van 1.60 5525 21.58 Binh thuong

Hinh 1b. Mot bang tinh sau khi dinh dang

Gi6ng nhu cac phan mém soan thao vin ban, phan mém bang tinh ciing co cac
cong cu dinh dang, can bién dit liéu trong 6, kho1 6.
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2. Thuc hanh dinh dang trang tinh

Em hiy mo tép “ThucHanh.xlsx” va dinh dang cho Bang chi s6 BMI ciia Nhém
em trong trang tinh Mysheet theo huéng dan sau:

Huéng dain

Buéc 1. Diéu chinh do rong cac cdt, do cao hang tiéu dé sao cho hop li.

Burdc 2. Pinh dang s6 v6i hai chit sd thap phan & cot Chiéu cao, cdot BMI va cot
Cdn nang.

Burée 3. Can dit liéu cua cot STT vao giira cac 6. Cin bién phai cho dit liéu s6.

Buoc 4. Pinh dang chit cho hang tiéu de cua bang: phong Calibri, ¢6 13, kiéu chir
nghiéng va dam, chit mau xanh duong, nén 6 chitr mau hong nhat.

Bude 5. Chon kiéu chit va mau chit 1am néi bat mot sb thong tin ¢ c6t danh gia.

3. Tim hiéu cach in trang tinh

Trude khi in mot trang tinh hodc moét vung trang tinh,
em phai xem trrde trén man hinh két qua s& nhan duoc khi
thwe hién 1énh in (Hinh 2). Diéu nay cAn thiét vi phﬁn mém
bang tinh di tu dong phéan chia cac trang in, su phan chia PEES B OB EORE
nay co thé khoéng phu hop véi v cia em. Em c6 thé diéu
chinh lai sy phan chia trang m theo v minh. Sau kh1 xem
trede nhitng gi s& in ra, muén thuc hién in chi can chon
1énh Print.

Cac vi du sau day cho biét cach dé in mot vung trén Hinh 2. Két qua xem
trang tinh va cach diéu chinh ngit trang, trude khi in

Bmlg chi sé BMT

F du 1. Dé chi in ra 4 dong d4u cia Bang chi 56 BMI ctia mét nhom, ban An da
thue hién cac budce sau: chon khdi 6 mudn in. chon Print Selection (Hinh 3) trong
hop thoai cia lénh Print dé xem trudc roi ra 1énh thue hién in.

Vi du 2. Ban Hrong da tao duoc Bang diém téng két Hoc ki T cia TS 1 trong mét
trang tinh gdbm 15 c¢ot. Nhung két qua xem trwde khi in (Hink 4) cho thiy trang in con
thiéu 8 cot bén phai ctia bang diém.

Printer Properties BANGDIEM TONG K
s . . Tién Gido duc | Khoa hoc
Print S tt STT Haes (e van (8 Toan An;i{ cang dan m“rmén
et ngs 1 Pham Hé Thuy Anh 9 ] 10 9 8.5
e % Print Selection 2} Trén I?l“mg Cuong 8 TS5 o 7 7
i - 3 | Nguyén Viét Diing 25 0 [ 10 9
Only print the current selecti... 4 | Nauy2n Thi Anh Duong 7 3 a5 P 7
Il 5 | Lé Trwing Giang g 9 g 7 8.5
Export = O
P Print Active Sheets 6 | Hoang NgocHa 75 85 ] 6 3
Only print the active sheets 7 | Ha ThanhHoa 3 7 15 3 6.5
Publish | o 8 | Pham Thanh Quang 75 3 0 7 75
‘ -] Print Entire Workbook 0 | Vii Minh Xuin 7 9 05 3 65
== Print the entire workbook 10| Bao T Bich Vén 0 7 B 9 8
Close |
| fe]] Frim Selection [ cvo i v W [ w [ w [
| Only print the current selection Biém thip nhit 4 7 75 8 65
Piém trung binh cing cin t 805 835 38 77 7.65
Hinh 3. Chon ché do in vung Hinh 4. Xem truoc
da danh dau khi in Bang diém tong két

=



Ban Huong da phai lam cac bude sau dé diéu chinh ngit trang (Hinh 5):

Signin £ Share

Hame Insert Page Layout Formulas Data Review Acrobat @ Tell me what you want ta do

iii = i ! Page layout | [~/ Ruler  [¥] Formula Bar Q [‘g @ g"ewwhdw ESP’R E]I E} % BM’O'C j 3 TI'Ol’lg
i Nl N B G e W M RS | O 4 = Arrange All [_1Hide 5 2 -
i i [/ Custom Views | [ Gritines. [ Headings Soun A0 szsoe;‘.:,?. [El Freeze Panes~ [JUnhide [ w,snm. Mectoz bang ch(_m Vlew,
Workbook Views | Show Zoom Window Macros Ghon Page
|1 vt % v f | sAneBIEmMTONG KET HOCKI I (T6 1- LGP 74) : .
4|7AT] B T Y [ e e e Break Preview.
1 BANG PIEM TONG KET HOIC Ki I (TO 1-LOP 74)
Gido duc | Khoa hec | Ljch sic .

2 STT Ho vd tén Ngitvin | Todn |Tiéng Anh cong dan |t wbibn |va i i | T 0 | COng nght Buoce 2. Pua
3| 1 |Pham Hé Thuy Ash 9 9.5 10 9 8.5 8 10 8 chudt vao duong
4| 2 [Trin Diing Cudng 8 1.5 9 7 7 8.5 8 7 A :
s | 3 [Nguyén viét Diing 8.5 10 9.5 10 9 8 9.5 8.5 phan chia trang.
6 | 4 |Nguy&n Thi Anh Duong 7 8 85 |[< 7 7 El 75 Kéo tha chuét
7| 5 |Lé Truong Giang==y 9 9 8 7 By 85 | ~g.5 8 A . =
8 | 6 |[Hoang Ngoc HA[™ o= ([ ] &5 8.5 9 6 Fade |27 7 tren du‘ong phan
9 | 7 |HA Thanh Hoa v 3 7 7.5 8 6.5 s 8.5 6.5 : A
10| 8 |Pham Thanh Quang 7.5 8 9 7 75 8 9 9 chia trang dén
1| 9 | Vil Minh Xnan 7 9 9.5 8 6.5 7.5 7 6 bién phéi clua
12| 10 [Pao Thi Bich Van 9 7 3 9 8 8.5 8 8.5 . e

cot cuo1 cung,

d6 1a vi tri ngat
trang ma Huong
muon.

Em hay dinh dang cho Bang téng hop thu — chi theo tudn ctia em (hodc cua to,

cua 16p, ciia gia dinh em) trong trang MySheet dé duoc bang dep va gay duoc chu

v vao nhing thong tin quan trong (Vi du: Téng sé tién da tiéu, Tong sé tién con).
E)

Trong cac cau sau, nhirng cau nao dung?

1) C6 thé chon phéng, kiéu, ¢& va mau chir cho dtr lidu trong trang tinh.

2) Khéng thé dat mau nén va can bién cho cac khéi 6 trong trang tinh, chi c6 thé lam

dieu nay trén trng 6.

3) Viéc str dung cac céng cu dinh dang trang tinh cé nhiéu diém twong tw nhw s& dung

céng cu dinh dang vin ban trong phan mém soan thao vin ban.

4) Khéng thé diéu chinh ngét trang in trong viéc chuan bj in cac trang tinh.

TOM TAT BAI HOC

% Thuc hién dinh dang trang tinh: St dung cac cong cu trong nhom 1énh Font
va nhom lénh Alignment ctia dai Iénh Home.

¢ Thuc hién in trang tinh: Can xem trude trang in va néu can c6 thé thuc hién

cac diéu chinh phu hop trude khi chon 1énh Print dé in.
N e
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Hoc xong bai nay, em sé: y

« S& dung duoc mot s chirc ndng co ban clia bang tinh.

. Tao dugc bang tinh dé giai quyét mot vai cang viéc cu thé, don gian,
thiét thuc.

Nhiém vu: Em hay dung phan mém bang tinh dé tao mot phiéu diém ca nhén theo
méu & Hinh 1.

4| A B [ ¢ [P #F AN | 4| |
1 PHIEU PIEM CA NHAN
2 Ho tén: Neuyén Ngin Hiurong
3
5| 1 |Ngitvan 7 .5 8 8 7 8 7.6
6| 2 |Toan 8 G5 7 10 8 g
7| 3 |Tiéng Anh 9 3 7 B 8 10 8.7
8 | 4 |Giao duc cong dan 8 10 9 9 9.0
9 | 5 |Khoahoc tinhién 8 8.5 9 9 8 8.4
10| 6 |LichstvaDbiali 7 8 9 7 9 8.1
11| 7 |Tinhgc 10 8 8 7 T
12| 8 |Cong nghé 7 7 8 7 73
Hinh 1. Mét mdu Phiéu diém cd nhan tao bang bang tinh
Huwong ddn

Buoc [. Kich hoat phé‘m mém bang tinh, tao mot s tinh méi, trong trang tinh
Sheetl tao bang co ciu tric cua Phiéu diém cd nhin theo mau & Hinh 1 va nhép
dir liéu.

— Cin chinh cac tiéu dé cua bang;

+ Dé cin chinh tiéu dé cia bang “PHIEU DIEM CA NHAN” vao giita doan A1:11
nhw Hinh 2a. ta cin chon khdi 6 A1:11, rdi nhay chudt vao nut 1énh E (Hinh 2b).

‘A‘ B \ c \ D \ E \ F \ G \ H \ I J
1 PHIEU PIEM CA NHAN

Hinh 2a. Két qua can chinh tiéu dé
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2) Nhay chudt vao
Merge & Center

Foxit PDF

File Insert  Page layout  Formulas  Data  Review  View! Acrobat

wta, [T iy ;o wew =

N N B B (& axE|Ze iy O
B2 Copy - i [RIFin-

Paste $ - % » |58 f | Conditional Formatas Cell | Insert Delete Format | o Sort & Find &

-+ Format Painter
Clipboard

Formatting ~ Table> <r- Filter = Select ~

™) Chon khéi 6 A1:11

Elr g-l%-i&'.&-|

Font = Number

[a1 “Ji[x v A | emifuoiEmcinnan
e
1

Hinh 2b. Céin chinh tiéu dé

Em hay tiép tuc cin chinh “Diém danh gia thuong xuyén” vao giita doan C4:F4,
cin chinh “Piém trung binh cac mén” (¢ hang cubi) theo ¥ minh.

+ Dé tiéu dé “Piém danh gia gitta ki” tr dong ngit xubng dong sau tir “gid”, cin
chon 6 ¢6 nd1 dung do (G4), roi nhay chudt vao lénh Wrap Text =F (Hinh 3a). Két qua
nhan duoc s& nhu Hinh 3b. Tuong tu, thuc hién tu dong ngét Xuéng dong voi “Diém
danh gia cubi ki” va “Piém trung binh mén hoc ki”. Can can bién cho tiéu dé véi nut
lIénh can bién gitra =.

2) Nhay chugt vao
v Wrap Text — 5
= = & Insert ~ =
EF Wrap Text General | co I Fo?i % e pelete - | [3]-
g o €0 .00 itional Format as "
Blimerge aconsr ) $55'% | i Formatting - Table~ Styles - | BSIFormat™ | & -
ment & Number i Styles Cells
== =1 i
[ bchonscs H & . J J
|
- v - =
Diém ddnh gid g|Diém ddnh gid c Diem trung binh mon hoc ki

Hinh 3a. Ddt tw déng ngdt xuéng dong

= Insert ~

> -

@ Merge & Center ~

|General

B =

$-% » |f£ ;% | Conditional Formatas Cell

Ex Delete ~ | [¥] ~

Formatting -~ Table - Styles~
Styles

ment [ Number [

{& Format ~
Cells

& -

H

Diém ddinh gid
giita ki

Diém ddnh gid c Diém trung binh mén hoc ki

I

I

Hinh 3b. Két qua ddt tw dong ngdt xuéng dong
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— Nhap dit liéu cho cac cot: Diém ddanh gid thuong xuyén, Diém danh gid giita ki,
DPiém déanh gia cudi ki.

— Can chinh d6 rong cua cac c¢dt hop li.

Buoce 2. Dién dit liéu tu dong vao cot STT.

Go nhap hai 6 d4u tién cta c¢ot STT, chon khdi & gé‘)m hai 6 nay, roi kéo tha chudt
tir diém tay ndm xudng dén 6 cudi trong bang (A12).

Buoc 3. Bién dir liéu tu dong vao cot Diém trung binh mon hoc ki cua moén hoc.

[ 15 - | £ | X v Kk || =(C5+DS+ES+F5+2*G5+3*HS)/(COUNT(C5:F5)+5)
4 A | B |15 SN | S | 50 = M| S PR | G H R O
1 PHIEU DIEM CA NHAN
2 Ho tén: Nguyén Ngan Hwong
3 Lop: 7A \
SIT Modn hoc Diém ddnh gid thuong xuyén Diém fcmh_ gid | Diem diu th_ gid | Diém trung bf"h
4 giita ki cudi ki mén hoc ki
BBl 1 [Ngi vin 7 [ 75 | 8 | 8 7 8 1.6

Hinh 4. Diém trung binh mén tinh tw déng bdng cong thirc

Piém trung binh mén hoc ki cia cac diém kiém tra mot moén tinh bing
cong thtre:

(Téng diém danh gia thuong xuyén + (2 * Piém danh gia gitta ki) + (3 * Diém
danh gia cudi ki)) / (86 diém danh gia thuong xuyén + 5) (Vi du Hinh 4)

Em hay tinh Diém trung binh mén hoc ki cho mdi mén hoc bing cach dwa coéng
thirc phit hop vao cac 6 céan tinh.

Butéc 4. Trinh bay bang Phiéu diém cd nhén véi cac cong cu dinh dang.

— Can bién cho cac c6t dit liéu vor cac nit lénh thudéc nhom Alignment va dinh
dang s6 phu hop bing cach sit dung nhom 1énh Number.

— DPinh dang chit (phong, kiéu, ¢&, mau, mau nén) dé duoc bang dep va nh4n manh
duoc thong tin quan trong (Hinh 3).

PHIEU PIEM CA NHAN
Hp tén: Nguyén Ngdn Hwong
Lop: 74|
STT Mén hoc Didm dink gid thuomg xuyén |2 “’m 24| P “"L’udﬁf;’fk'i‘ g\ B 'i’:;:“h';f z;""

1 Ngir van 7 S 8 8 7 8 7.6
2 Toan 8 95 7 10 8 7 79
3 TiéngAnh 9 8 7 8.5 8 10 8.7
4 Giao duc cong dan 8 10 9 9 9.0
5 Khoa hoc ty nhién 8 8.5 9 9 8 8.4
6 Lich st va bjali 7 8 9 7 9 8.1
7 |Tinhoc 10 8 8 7 7.9
8 |Céng nghé 7 7 8 7 73

Hinh 5. Mot mau Phiéu diém ca nhdn
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Duadi day la mot s6 bai tap lam theo nhom. Mobi nhom (tr 3 dén 4 hoc sinh) thuc
hién mét bai tap. Ca nhom can tim hiéu mo ta nhiém vu va yéu cau cia bai tap, sau
do s& cung nhau thwc hién va bao céo két qua & 1 tiét hoc. Két qua cua mdi bai tap
nhom déu gdm 2 tép:

— Tép thir nhdt chtra trang tinh thé hién n6i dung theo yéu cau, day 1a san phim cua
bai tap. Cac tiéu chuan danh gia san pham dwoc néu trong Hinh 1.

— Tép thir hai chitra bao cao cia nhéom, duoc chuén bi bé"mg phz';‘m mém soan thao
van ban hodc ph?m mém trinh chiéu, noi dung cua bao cao tra lo1 cho cac cau hoi ¢
Hinh 2.

Nhirng néi dung trong bao cio
tinh hinh thwe hién nhiém vu
cua nhom

Tiéu chuén danh gia sin pham
trang tinh

1) San pham thé hién day du cac théng tin
theo yéu cau cua nhiém vu.

2) Trang tinh c6 tiéu dé, cac cot (hoic hang)
dit liéu déu c6 tidu dé.

3) Céc cot sb lidu duoc dinh dang hop 1i.

4) Trang tinh c6 nhitg dir liéu dugce tinh
toan bang cong thic (theo yéu cau cu thé
néu ¢ ting nhiém vu).

5) Trang tinh dugc trinh bay dep, cac thong
tin quan trong noi bat.

v" Nhom da dung nhiing chirc nang
(hay cong cu) nao cuia phan mém
bang tinh?

+ Khé khin nhat cia nhom khi lam
bai tap la gi? Nhom da lam thé nao
dé vuot qua kho khin do?

« Thich diéu gi & san phim cuia
nhom va muén lam gi dé san phim
d6 tré nén tét hon?

Hinh 1. Tiéu chudn déanh gid Hinh 2. Noi dung bdo cao

Bai 1. Bang diém tong két Hoc ki 1.

Hay tao bang tinh dé nhap dir liéu va tinh diém téng két Hoc ki I cia mot to (hoac
nhém em). Bang diém téng két c6 két qua (bing diém) cua tit ca cac mén hoc.
Hinh 3 sau diy minh hoa mét mau Bang diém tong két Hoc ki I.

Chi y:

— Dit liéu & cac hang Piém cao nhat, Diém thap nhdt, Piém trung binh céng ciia t6
theo thur tu phai dugce tinh bé"mg cach su dung cac ham MAX, MIN, AVERAGE.
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— Tuy v trinh bay dé dwoc trang tinh dep va ndi bat nhitng thong tin can luu y
(vi du minh hoa chi la mot go1 ).

4] A ] B | ¢ | o | e ] F \ E | 0 ] \ J
1 BANG DIEM TONG KETHQCKII(TO 1 - LOP 7A)

T = PR
2 | SIT Ho vit tén Ngri win Toan Ij‘::;f f;:; g;'f: _?_;;:;,Z‘f ‘f‘;u;'i:,:; " Tin roc | Cong nghe
3 1 Pham Hé Thuy Anh 9 9.5 10 ] 8.5 8 : 10 8
4 2 Tran Diing Cuwong 8 75 9 7 7 8.5 3 8 rd
5 3 | Nguyén Viét Diing 8.5 10 9.5 10 (4] 8 . 9.5 8.5
6 4 | Nguyén Thi Anh Duong 7 8 8.5 6 7 7 : 9 75
7 5 Lé Trudong Giang 9 8 7 8.5 8.5 ‘ 7.5 8
8 6 Hoang Ngoc Ha 71 8.5 9 6 8 7 ! 7 7
9 7 | Ha Thanh Hoa 8 7 7.5 8 6.5 8 . 85 6.5
10 8 Pham Thanh Quang 7.5 8 Ls] 7 T8 8 9 9
11| 9 |Vii Minh Xuin 7 9 9.5 8 6.5 7.5 7 6
12| 10 |Pio Thi Bich Van o 7 8 o 8 8.5 8.5
13
14 | Piém cao nhit 9 10 10 10 9 8.5 10 [
15 | Piem thap nhat 7 7 7.5 6 6.5 7 7 6
16 | Piém trung binh céng cua té 8.05 8.35 88 7.7 7.65 7.9 8.35 7.6

Hinh 3. Mét mdu Bang diém tong két Hoc ki

Bai 2. Bang s6 liéu xuit khau gao cua Viét Nam.

Hay tao bang tinh dé nhap dit liéu vé xuat khau gao ciia Viét Nam trong hai nim
lién tiép gan nhét va thuc hién mot s6 théng ké. Viét Nam xuat khau gao sang nhiéu
nudc, tuy nhién bang nay chi theo déi tinh hinh xuét khau sang 10 nude ma Viét Nam

dat duoc lvong xuat khau lon nhat & nam dau tién trong hai ndm duoc thong ké vao
bang. V&1 moi nudc, di liéu nhap vao bang tinh gom so6 lugng gao xuat khau sang

nudc d6 & mo1 ndm (don vi nghin tan) va tong gia tri cua luong xuat khau (don vi

USD). Hinh 4 minh hoa mgt bang nhu vay.

4| A | B | c | D | E | F c | H
: XUAT KHAU GAO CUA VIET NAM SANG MOT SO NUOC
(2019, 2020)

2 Nam 2019 Nam 2020 Téng hai nam 2019, 2020

T STT Thj truong Lugng Tri gia Lugng Tri gia Lugng Tri gia
(tan) (UsD) (tan) (UsD) (tan) (usD)

4 1 |Singapore 100.474 $53.390.628

51 2 |Senegal 96.655 $32.620.273

6 | 3 |HongKdéng 120.760 $63.310.183

7 | 4 |Philipines 2131.668 $884.947 516

8 | 5 |Trung Qudc 477.127 $240.391.971

9 | 6 |Malaysia 551.583 $218.798.985

10| 7 |Ghana 427.187 $212.648.202

11| 8 |BoBiénNgi 583.579 $252.633.047

12| 9 |Iraq 300.100 $154.439.249

13| 10 |Mozambique 57.335 $27.581.105

14 Tong cong 4846.468 |  $2.140.761.159

Hinh 4. Mét méu Bang $6 lidu xudt khdu gao cua Viét Nam
(Nguon dir liéu lay tir hitps://vinanet.vn, ngay 30/01/2020)
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Sau khi nhap dit licu, can thue hién:

— Thém cac cot dé thong ké téng s6 lwong gao xuat khau va tong gia tri xuat khau
cia Viét Nam sang moi nude trong hai nim d6 (dit liéu ciia cac cot nay phai duoc
tinh bing ham).

— Thém hai hang cudi bang dé thé hién dit liéu théng ké tong sé lwong gao xuat
khau cia Viét Nam sang 10 nuwde va sé lrong xuat khau nhiéu nhét sang mot nude
(dit liéu cua cac hang nay phai dwoc tinh bing ham).

Chit y:

— Bao dién tir cia Trung tam thong tin Cong nghiép va Thuong mai — Bo Cong
thwong Viét Nam (dia chi: https://vinanet.vn) thuong ding so liéu vé xuat khau gao
ctia Viét Nam sang mot s6 nudc trén thé gidi trong cac nim qua. Cac em co thé tim
& trang thong tin do hodc ¢ cac ngudn thong tin tin ciy khac.

— Tuy ¥ trinh bay dé dwoc trang tinh dep va ndi bat nhirng théng tin cn lru .

Bai 3. Bang thong tin vé cac nwdc Pong Nam A (ASEAN).

Hay tao bang tinh dé nhap dit liéu vé cac nudec Pong Nam A. V6i mdi nude, di
liéu nhép vao bang tinh gém: ST'L Quéc gia, Thu do, Ngay Quéc khanh, Dién tich,
Dan s6. Hink 5 dudi day minh hoa mot bang nhu vay. Dua trén dit 11éu da nhap vao,
hay thuc hién méot s0 théng ké: Mat do dan sb (nguoi/km?), Téng dién tich va téng
dan s cua khdi ASEAN, Mat do dan cu cao nhét va thép nhAt.

Chu y:

— C6 thé tim trang thong tin mdi nhat vé cac nude Dong Nam A (trong sach giao
khoa Pia li hoiic & cac ngudn théng tin tin cdy trén Internet).

— Thém cac hang dé chura dit liéu vé mat do dan cu cao nhit, thé,p nhét.

— Cac dir liéu théng ké phai dugc tinh tu dong duva trén nhitng di liéu nhap vao
ban dau (bing cong thirc, bing ham).

— Tuy v trinh bay dé duoc trang tinh dep va ndi bat nhirng théng tin can lwu ¥

4] A | B | g \ D \ 3 | F | G
: CAC NUGC PONG NAM A
(Dir liéu ndam 2019)

o — - Lo Dién tich Dan s6 Mat do dan soé
2 | STT Quoc gia Thu do Ngay Quoc khanh ('kmz) (Nguo) (Ngu;z'ﬁ/knﬂ
3 1 Brunei Bandar Seri Begawan 23/02/1984 4770 433.285 75
4 2 Campuchia Phnom Penh 9/11/1953 181.040 16.486.542 91
5 3 Béng Timor Dili 28M1/1975 14.870 1.293.119 87
6 4 Indonesia Jakarta 17/08/1945 1.913.580 270.625.568 141
7 5 Lao Viéng Chan 211211975 236.800 7.169.455 30
8 6 Malaysia Kuala Lumpur 31/08/1957 330.345 31.949.777 97
9 i Myanmar Naypyidaw 4/1/1948 676.590 54.045.420 80
10 8 Philippines Manila 12/06/1898 300.000 108.116.615 360
11 9 Thai Lan Bing Céc 5/12/1927 513.120 69.625.582 136
12| 10 |Viét Nam Ha Néi 2/9/1945 331.230 96.462.106 291
13| 11 | Singapore Thanh bang Singapore 9/8/1965 719 5.703.569 7933
14 Tong céng 4.504.064 | 661.911.038
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Hoc xong bii nay, em sé: y

« Nhan biét dwoc mét s6 loi ich co ban clia phan mém trinh chiéu.
. Biét tao bai trinh chiéu c6 tiéu d&, theo cau trlc phan cap.

Em biét nhitng phin mém nao sau ddy la phdn mém trinh chiéu: Word, Excel,

PowerPoint, Keynote?
Em da lam duoc nhiing gi v6i phan mém trinh chiéu ma em biét?

1. Gigi thiéu phan mém trinh chiéu

O tiéu hoc, em da biét sir dung phé“n mém dé tao bai trinh chiéu don gian. Co rat
nhiéu phan mém trinh chiéu nhu: PowerPoint cia Microsoft, phan mém ma ngudn
mé OpenOffice.org Impress, KeyNote ciia Apple,... Thém nira, khi may tinh co két
nbi Internet, em co thé tao bai trinh chiéu trwc tuyén bang tng dung trinh chiéu mién

phi nhu Google Presentation,... (Hinh I).
&4 Google
w Presentations

@ PowerPoint aPRESS
Vé co ban, cach sir dung cac phan mém nay la twong tw nhau va déu giup em: tao

Hinh 1. M{t s6 phdn mém trinh chiéu
bai trinh bay sinh dong; két hop van ban, hinh v&, hinh anh, video trong bai trinh bay;
trinh chiéu bai trinh bay 1én man hinh may chiéu.

Chu dé nay dwoc minh hoa bing phan mém PowerPoint. Cliing v&i phan mém
soan thao vin ban Word va phin mém bang tinh Excel, PowerPoint ciing 1a mot
phé“m mém trong bo cong cu Microsoft Office. Khi khoi dong, man hinh lam viéc
ctia PowerPoint 2016 xudt hién nhw Hink 2. Man hinh 1am viéc twon g tu trong Word,
gém thanh tiéu dé. thanh thuc don, thanh cong cu va thanh trang thai. Ngoai ra, cot
bén trai hién thi danh sach cac trang chiéu cia bai trinh chiéu, vung soan thao hién
thi trang chiéu dang duoc chon.
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Hinh 2. Man hinh lam viéc cua PowerPoint 2016

2. Bai trinh chieu va noi dung trang chieu

Ban Quan di tao mdt bai trinh chiéu bf?mg PowerPoint gidi1 thiéu vé ban than

(Hinh 3). Hay nhan xét bai trinh chiéu cia ban Quén theo cac goi y sau:

— Hinh thire trinh bay co6 dep khong?
— Bai trinh bay gém nhitng ndi dung nao? Co6 day du théng tin khong?

— C6 nhitng déi trong nao trén cac trang chiéu?

Trang
tiéu dé

Hinh 3. Bai trinh chiéu giéi thiéu
ban thdn cua ban Quan

« Ho tén: Nguyén Anh Quan

« Noi sinh: Ha Néi

o Lop: 7TA1

+ Dia chi: 23 Nguyén Thi Minh Khai

Y

Théng tin cd nhén

\

I

Tiéu dé < Sé thich
Imr@ = Nghe nhac
thi « Boc sach « Choi c&‘vua
dung ... e P
trang ﬂ} g;il gﬁ
L a5 i

® Xem phim hoat h'nk

Cac
tramg
noi
dung

thirte=23 .

Mot bai trinh chiéu g(A)m cac trang chiéu (shide), duoc tao ra boi phén mém trinh
chiéu va lvu trén may tinh duéi dang tép. Céc trang chiéu thuong duoc danh s theo
tr trang chiéu déu tién dén trang chiéu cudi cung. Co thé chén thém

trang chiéu vao bt ¢t vi tri nao va khi do6 cac trang chiéu duoc tu dong danh lai $O
thir tu tr trang chi€u dau tién.




Mot trang chiéu 1a mot trang co thé hién thi vin ban, biéu do. hinh anh va video.
Trong ltic trinh bay, trang chiéu co thé xuat hién véi cac hiéu ing khac nhau khi chuyén
tiép cac phan ndi dung, nham thu hat sy cha ¥ tir ngwoi xem. S dung trinh chiéu la
lva chon phé bién trong giang day, cac bubi hop, sinh hoat chuyén moén, gié1 thi€u
san pham,...

Trude khi tao bai trinh chiéu cin chuén bj cac ndi dung mudn trinh bay va sip xép
céc ndi dung theo ciu tric rd rang.

Bai trinh chiéu thuong gdém trang tiéu dé va cac trang ndi dung.

— Trang tiéu dé: la trang déu tién cia bai trinh chiéu, c6 tén bai trinh bay va tac gia.

— Cac trang ndi dung throng bit dau bang mot trang giGi thiéu liét ké cac muc noi
dung chinh cta bai trinh bay. Cac trang tiép theo trinh bay chi tiét nhung ngén gon, siic
tich vé tirg muc & trang gidi thiéu. Phan vin ban trén trang chiéu can trinh bay dudi
dang cac gach dau dong va phan cép theo cac mirc do tir khai quat dén chi tiét dan.

— Trang két thiic bai trinh chiéu: thwong c6 10i cam on ngudi tham dur.

' Em hay str dung phdn mém PowerPoint tao bai trinh chiéu twong tu nhu &
Hinh 3. Sau d6 b6 sung sau trang tiéu dé mot trang chiéu gidi thiéu cac nd1 dung
chinh cua bai trinh bay gém: thong tin ¢4 nhan, thanh tich, s& thich.

Em hay chuan b1 mot s6 hinh anh hoac video dé dua vao cac trang chiéu ma
em da bo sung ¢ phan Luyén tap.

Can ap dung nhirng chi dan nao trong cac chi dan dwéi day?

1) Bai trinh chiéu bét budc phai c6 trang tiéu dé.

2) Noi dung trén cac trang chiéu phai ngan gon, nén trinh bay dwéi dang cac gach dau
dong va phan cap theo mirc do chi tiét dan.

3) Nén bé trang tiéu dé dé bai trinh bay dwoc ngén gon.

4) Trén trang chiéu phai la mot doan van chi tiét va day da thong tin vé van dé trinh bay.

TOM TAT BAI HOC
o lzhén mém trinh chiéu hd tro hiéu qua trong tao bai trinh bay sinh dong,
hap dan trén may tinh.

¢ No1 dung bai trinh chiéu duoc viét theo cac y mot cach ré rang nhung ngén
gon, stc tich, mdi v lai dwge trinh bay chi tiét dan theo cau trac phan cAp.

2 =
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Hoc xong bai nay, em sé: Y

« Thuc hién dwoc chon mau nén cho trang chiéu.
« Thire hién duoc dinh dang van ban cho trang chiéu.

1. Chon mau nén cho trang chieéu

Mau séc s€ lam bai trinh chiéu tré nén 16 rang,
dep va hap dan hon. Mau sic trén trang chicu
gdm mau nén, mau chit va mau cac hinh anh.
Viéc lya chon mau nén hop li s& lam n61 bat
nhiing no1 dung can trinh bay. Chang han, nén
chon nén mau sang (mau trang, vang nhat,...) de
lam no1 bat chit mau t61 (mau den, xanh dam.,...)
hodc chon nén mau toé1 vo1 chit mau sang.

Bai 1. Lva chon mau nén cho trang chiéu.

Em hay lam cho trang chiéu c6 mau nén nhu
o Hinh 1.

Huéng dan

Buoe 1. Chon trang chiéu can diéu chinh mau
nén (trong danh sach trang chiéu & cot bén tran).

Budéc 2. Nhan chuot phai vao trang chiéu duoc
chon & cot bén trai, chon Format Background.

Bude 3. Tai cira s6 Format Background:

Trong muc Fill chon Solid fill, sau do6 tai muc
Color chon mau nén trong bang Theme Colors.
Vi du chon mau vang (Hinh 2) dé c6 mau nén
trang chiéu nhu Hinh 1.

4

Hinh 2. Cita s6
Format Background
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Hinh 1. Trang chiéu minh hoa

Format Background X
N
4 Fill
® Solid fill
C Gradient fill
O Picture or texture fill
O Pattern fill
[ Hide background graphics
Color | é’ - |
Transparen Automatic

Theme Colors

TEFEEF
Niiisis
TR

Standard Colors
EEN EEEEEN

#j More Colors...
/' Eyedropper

| Apply to All ' I Reset Background




Format Background b S

O

4 Fill

® Solid fill

O Gradient fill

O Picture or texture fill
QO Pattern fill

O Hide background graphics

@]

| - iy |
HEUUEW
SEEU8E
L el 1
888088

2. Pinh dang vian ban cho trang chi¢u

Preset gradients

Dé co trang chiéu dep, em can dinh
dang vin ban cho trang chiéu bao
g6m thiét 1ap cac thudc tinh: Bullets
(danh dau dau doan), Numbering
(danh sb tu doéng), Alignments (cin
18), Line Spacing (gidn dong), chon
phong chit, mau chit, cd chit va mau
nén phu hop.

Viéc dinh dang van ban trong
PowerPoint cling twong tu nhu o
phan mém Word.

Bai 2. Dinh dang van ban cho
trang chiéu.

Cira s6 man hinh lam viéc cua
PowerPoint dang m& c6 trang chiéu
vé thanh tich nhu trong Hinh 4. Em
hay thay dbi hinh thtc trinh bay cho
trang nay nhu em muén.

Néu muén thém hiéu ng mau cho
mau nén, chon Gradient fill (trong muc
Fill) va chon hiéu ting trong muc Preset
gradients (Hinh 3).

Néu mudn chon hinh anh co sin lam
nén, chon Picture or texture fill (trong
muc Fill), chon File va chon t€p anh lam
hinh nén.

Truong hop mudn ap dung mau
nén cho tit ca cac trang chiéu trong bai
trinh chiéu thi chon Apply to All. Néu
khong mubn thiét lap mau nén, chon
Reset Background.

Viéc chon mau chit cho trang chiéu sé
dwoc thue hién & phan dinh dang vin ban.

4

Hinh 3. Hiéu ung mau cho mau nén cua trang chiéu

Thdnh tich

» Két qua hoc tap: Kha

o Két qua rén luyén: Tét

« Giai nhat piano cép trweng
« Gidi nhi c& vua cp Quan

”
B ’
« /8

THANH TiCH: ‘
Két qua hoc tap: Kha ‘
Két qua rén luyén: Tét
Giai nhat piano cép trudng
Giai nhi c& vua cap Quan

Hinh 4. Hai trang chiéu minh hoa
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Huéng din
Bude 1. Chon doan vin ban can dinh dang.

Bude 2. Trong dai 1énh Home, chon cac Iénh trong nhém Font dé thay dbi phong
chit, ¢& chit, kiéu chit, mau chit va mau nén.

Buoe 3. Trong dai [énh Home, chon cac 1énh trong nhom Paragraph dé can 1é,
gian dong (Hinh 35).

Chon phong chie Chon c& chik Gidn dong Chon mau nén

Insert Design Transitions Animations Slide Show Review View MathType Acrobat Foxit PDF Format

% [ Mmoo o (| . [TenDincions | \OOO g, () asuwers” | Dreu
l ID B - Lj SIReset Times New Rc ]EO |A A Pl F = [ Align Text - AL LD &0 - po LW Q;i [Z Shape Outline~ | 3 Replace ~
= sl.ﬂe' “Bection~ | B 1 U S ses f-ha- [~ =" I Convert to SmartArt - M s smlﬁ. & Shape Effects = | [ Selact~
Clipboard = Slides * Font i) A Paragraph L) Drawing ] Editing
Chon kiéu chir J Chon mau chir — Canlé

Hinh 5. Dai lénh Home

Phan mém trinh chiéu PowerPoint c6 sin cac mau (Themes) bai trinh chiéu dé em
c6 thé str dung ma khong phai mat cong thiét ké. Day 1a mau chung cho tat ca cac trang
chiéu trong bai trinh chiéu. Dé thuc hién, em vao dai [énh Design va chon mAau phu hop
(Hinh 6). V6i cac mau thiét ké co sin, néu mudn em c6 thé thay déi mau sic va kiéu
chit cia mau bang nhom 1énh Colors va Fonts.

Chon mau bai
trinh chiéu

File Home Insert i Transitions Animations Slide Show Review  View MathType Acrobat Foxit PDF Q Tell me what you want to do...

e o) S 2 [ |

Themes Variants

Hinh 6. Dai Iénh Design

[«

W]

1) Em hay tao bai trinh chiéu giéi thi€u mét bat hoc thudée mén hoc em yéu thich,
sau d6 do1 mau chit va mau nén cac trang chiéu ma em muon.

2) Em hdy chén thém mét s6 hinh anh phu hop va dinh dang lai cac trang chiéu
cho bai trinh chiéu & céu 1.
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Hoyc xong bai nay, em sé: y

Tao duoc hiéu (ng xuat hién cho cac trang chiéu va cac dbi twong
trén trang chiéu mot cach phi hop.

Lam thé nao dé tao duoc bai trinh chiéu co nhiing phﬁn no1 dung xuat hién tuin
tr theo cac kiéu xuat hién khac nhau?

1. Hiéu &ng cho trang chieu

DPé bai trinh bay thém sinh dong, cuon hut nguoi xem, em co thé duwa mot s6 hiéu
ung vao trang chiéu. Hi¢u ing 1a cach xuat hién hoac bién mat cac trang chiéu, cach
dua nhitng do1 twong trén mot trang chi€u xuat hién hoac bién mat ¢ nhirng thot diém
khac nhau. Cac phan mém trinh chiéu déu cung cip nhitng hiéu tng nhu vay. O dai

lénh Animations cua PowerPoint, em s€ tim théy nhiéu hiéu ung co thé chon cho
mot dbi twong trén trang chiéu (Hinh 1). O dai lénh Transitions cé nhiéu hiéu ung
chuyén trang chiéu (Hinh 2).

File o nsert Design ransitions Slide Show Review  View  MathType Acrobat 9, Share
,% * * * ‘* * # = ¢ -l* 2dAnimation Pane B Start: | On Click ~| Reorder Animation
e w B . o ¥ Trigger- O Duration: 0050 .| 4 Move Earlier

2 Appast fastia Spik Wge = | Options | Animation = % Animation Painter | (Delay: (0000 3| ¥ MovelLater
Preview Animation 7] ‘ Advanced Animation Timing ~

Hinh 1. Dai [énh Animations

MathType Acrobat Faxit POF

4, Sound: | [No Sound] Advance Slide

© Duration: 0010 [] On Mouse Click

. | B Apply To Al |:|Aft=

Timing

l@@lL

Preview | pone u Fade Push Wipe Split Reveal  RandomBars  Shape Uncover || FEffect

Preview | Transition to This Slide

Hinh 2. Dai lénh Transitions

2. Tao hiéu itng cho cac doi twong trén trang chiéu

Vin ban la dbi trong thwong dwoc sit dung nhidu nhat trong bai thuyét trinh. Do
vy, PowerPoint xay dung sin nhiéu kiéu hiéu tng thi vi cho timg dong chit, chit
hoac ki tu cua doan van ban trong Text Box hay cho ca ddi teon g Text Box. Viéc thiét
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lap hiéu tng cho cac dbi twong khac nhu hinh anh, hinh v&, doan phim,... cling hoan
toan nhu cach thiét 1ap hiéu tng cho vin ban. Trong dai 1énh Animations c6 bon
nhom hiéu trng: xuét hién (nhém Entrance Effects), bién mét (nhom Exit Effects),
nhén manh (nhom Emphasis Effects), di chuyén (nhém Motion Path).

Em hay tim hiéu xem c6 thé thém nhiéu hiéu tng cho mot dbi twong trén trang
chiéu duoc khong.

Cac budrc tao hieu ing cho cac doan van ban

Buoc 1. Trong dai 1énh View, ché d6 Normal, chon doan vin ban hoic ca hop van
ban cén tao hi¢u ing.

Buwdce 2. Chon dai Iénh Animations, chon nhom hiéu tng dé mé danh muc cac
hiéu rng.

Buée 3. Chon kiéu hiéu ung, vi du
Hinh 3 minh hoa st dung hi¢u Ung
xuat hién vor kiéu Kly In trong nhom
Entrance Effects. Khi do bén doan van
ban xuat hién thém so thu tu 1, tic la

o | Théng tin cd nhan
= ‘: + Ho tén: Nguyén Anh Quéan

il " \ g « Noi sinh: Ha Ngi
hi€u ung cho doan nay sé dugc thuc = S o
) X T . . | 4 A ) « Bia chi: 23 Nguyén Thi Minh Khai
thi dau tién khi trinh chiéu trang chiéu. a3 /
Tht tu .x,iuat hién cac do1 tu’(yr.lg trén 7l 3. fhon hidu vmg Fly In
trang chiéu s€ theo thir tv chon hiéu tng
cho chung.

P Start: | On Click ~ | Reorder Animation

Luu y: Khong nén st dung qua nhiéu hiéu ung : " _
@Durallon: 00,50 | 4 Move Earlier
dong vi lam giam sy tip trung cua ngudi xem vao T

phan nodi dung. Chi nén dung hiéu tng néu né givp
cho ndi dung trang chiéu rd rang va hiéu qua hon.

Buroc 4. Nhay chon lénh Effect Options va chon
huwdéng xuét hién cia déi trong khi dién ra hiéu Gng.

- |l ¥ Move Later

Timing

Hinh 4. Nhom Timing cho
dai [énh Animations

Bude 5. Chon nhom Timing dé thiét 1ap thoi gian cho hiéu tng (Hinh 4).

3. Tao hiéu ung chuyén trang chiéu

Céc kiéu chuyén trang chiéu nim trong dai 1énh Transitions.

Cic budc tao hiéu ing chuyén trang chiéu

Buoc 1. Chon trang chiéu cén tao hiéu ung (& cot bén trai man hinh).

Btré’f: 2. Chon dai 1énh Transitions, trong nh(’n:n Transitions to This Slide chon
mot kiéu hiéu ing trong danh muc. Vi du chon kiéu hiéu ttng Doors nhu Hinh 5.

74



Buoc 3. Chon 1énh Effect Options
va tuy chon thém cho kiéu hiéu ing vira
chon & Budc 2 (chon Horizontal hodc
Vertical).

Buée 4. Chon nhom Timing dé thiét
lap thot gian cho hiéu ing Transitions
(tinh 6).

Dé thiét lap hiéu tng cho tat ca cac
trang chiéu trong bai trinh chiéu, nhay
chon lénh Apply To All trong nhom
Timing,.

Luu y: Chi c6 mét hiéu ting xuat hién
cho chuyén tiép cac trang chiéu. Khi lura
chon mét kiéu xuit hién khac thi kiéu
xuét hién da chon trude do s& méat di.

Thénh fich

» K&t qua hoc tap: Kha
o K&t qua reén luyén: T8t
+ Gidi nhat piano cép Treong

s E if » Gidi nhl cér vua cip Quan
|

S o

Hinh 5. Chon hiéu ung Doors
cho chuyén trang chiéu

"Q,Sound:I[No Sound] ~| Advance Slide

(® Duration: |00.10 = On Mouse Click
I3 Apply To Al [] After: |00:00.00 2
Timing

Hinh 6. Nhém Timing
cho dai lénh Transitions

Em hay tao bai trinh chiéu gidi thiéu mot chu dé vé qué hwong em, ching han

vé danh lam thing canh, danh nhan vin ho4, nganh nghé thu céng, mén an dic

san,... Trong bai trinh chiéu do can st dung cac hi¢u ting cho cac do1 twong trén
trang chiéu va hi€u ing chuyén trang chiéu.

Hay b sung vao bai trinh chiéu & phan Luyén tip: hinh anh minh hoa, dia chi
nhitng trang web gidi thiéu chi tiét vé mot ndi dung trong bai trinh bay.

Em da lam dwoc nhirng viéc nao sau day?

1) Tao dwoc hiéu trng cho cac doan van ban trong trang chiéu.

2) Tao duoc hiéu tng cho cac hinh anh trén trang chiéu.

3) Tao dwoc nhiéu hiéu trng cho cling mét doan vén ban hodc hinh anh trén trang chiéu.

4) Tao dwoc hiéu trng chuyén tiép gitka cac trang chiéu trong mét bai trinh chiéu.

dong va hap dan hon.
\

TOM TAT BAI HOC

Tao hiéu g chuyén trang chiéu va hiéu rng xuat hién hodc bién mét cho cac
phan noi dung trén trang chiéu mot cach phu hop s& lam cho bai trinh chiéu sinh
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Nai 15 TéNG

BAINTRINHICHIEU)

Hoc xong bai nay, em sé: Y

« Néu dwoc cac chirc ndng co ban clia phan mém trinh chiéu.

« Tao duwoc bai trinh chiéu phuc vu hoc tap va cong viéc trén phan mém
PowerPoint.

« Sao chép dwoc dit liéu tir tép van ban sang tép trinh chiéu.

1. Chirc niing co ban ciia phan mém trinh chiéu
Bai 1. Tim hiéu chirc ning co ban ciia phan mém trinh chiéu.
Theo em, phan mém trinh chiéu cung cap nhitng chirc niing co ban nao sau day?
A. Cung cép cong cu tao bai trinh chiéu dudi dang dién tir va luu trén may tinh.
B. Tinh toan va thong ké.
C. Trinh chiéu ndi dung trang chiéu ra toan bo man hinh.
D. Tao cac hiéu tng dé hién thi noi dung lén man hinh mot cach sinh dong.
E. Cung cap cong cu tim kiém va thay thé cac doan vin ban.
F. Cung cap cong cu dé dé dang thé hién noi dung phan cap tir khai quat dén chi
tiét dan.
G. Cung cap thu vién cac mau trinh bay da dang.
Phan mém trinh chiéu duoc st dung’ dé tao bai trinh chiéu vé&i ndi dung ngrfm gon,
1o rang va duogc trinh bay sinh dong, hap dan.
Bai 2. Tim cac lénh hodc nhom 1é€nh thuc hién cac chic nang co ban.
Em hay cho biét mbi 1énh hoic nhom 1énh sau day thuc hién chirc ning nao
trong cac chirc ning co ban da chi ra & Bai 1: Themes, Slide Show, Animation,
Transition to This Slide.

2. Sao chép dir liéu sang tép trinh chiéu

Em ¢6 thé sao chép cac nd1 dung (van ban, hinh anh....) trong t€p van ban hoac
website sang tép trinh chiéu. Cach thuc hién teong tw nhu sao chép dit liéu tr t€p van
ban nay sang tép van ban khac. Thuong nguoi ta sé sao chép outline (cac headings)
tir tép viin ban sang tép trinh chiéu.
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Luu y: Khi sao chép’ sang bai trinh chiéu cin f:hon loc cac y chinh cho Phl‘] hop.
T\{@i dung bE‘{i trinh chiéu nén & dang cac gach dau dong, vd1 cac tir tom tat, khong
can la cau day du.

3. Tao bai trinh chi¢u

Bai 3. Tao bai trinh chiéu chia sé kinh nghiém hoc tap vé m6t mén hoc.

Lop hoc chia thanh cac nhom (méi nhom 5 ban). Moi nhom thao luan, lua chon
mot mon hoc dé tao bai trinh chiéu gid1 thiéu kinh nghiém hoc tap cia nhom.

— Bai trinh chiéu gém khoang 6 trang;

+ Trang thir nhat 1a trang tiéu dé.

+ Trang thit hai liét ké cac muc nd1 dung chinh.

+ Céc trang tiép theo trinh bay chi tiét cac muc ndi dung & trang thir hai.

+ Trang két thiic ¢6 101 cam on hodc 10 chao.

— C6 hinh anh minh hoa & mét s trang chiéu. Cac phan ndi dung bai trinh chiéu
co cac hiéu trng xuét hién hoiic bién mat khac nhau.

— Chon mau nén cho trang chiéu dau tién va trang chiéu cudi cing khac mau nén
cac trang chiéu con lai trong bai trinh chiéu.

— C6 hiéu mg chuyén trang chiéu cho mét s6 trang chiéu.

Go1 y n01 dung bai trinh bay gém: dic diém moén hoc, kinh nghiém hoc trén lop
va hoc & nha, két luan. Noi dung va hinh anh trong bai trinh chiéu co thé sao chep tu
cac tép tai liéu hodc trén Internet.

Huéng dan

Buréc 1. Thao luédn va lap dan y cho cac no1 dung sé trinh bay.

Buoc 2. Khot dong phffm mém PowerPoint va tao tép moi, chon mau bai trinh chiéu.

Burée 3. Nhap ndi dung cho trang tiéu dé.

Budc 4. Thém cac trang chiéu méi, soan ndi dung da chuén bi & Budc 1, dinh dang
cac trang chiéu, thém hinh anh va hiéu tng cho phu hop.

Buée 5. Chon trang chiéu dau tién, thay déi mau nén theo y muén. Chon trang
chiéu cudi cung, thay doi mau nén theo y mudn.

Buréc 6. Trinh chiéu dé xem tht va chinh sira (néu cén).

Buée 7. Luu bai trinh chiéu.

g Dé san pham cia Bai 3 duoc trinh chiéu trong 5 phut, em hay dit thoi gian tw
dong chuyén trang chiéu cho bai trinh chiéu do.
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Dai 1) TiM) KIEM|TUAN) TU)

Hoc xong bai nay, em sé: )

« M8 phéng duoc hoat ddng clia thuét toan tim kiém tun tw trén mét bd
dir liéu dau vao co kich thwdc nho.

. Biét duoc khi day khdng cé thir tu thi phai tim kiém tuan tu.

« Biét dwoc co hai loai bai toan tim kiém.

F -

Giao vién day Tin hoc 16p 7A tra két qua bai kiém tra va théng bao: “Trong 16p
c6 duy nhat mot ban dat diém 10”. Xem danh sach lop kem cot diém ki€ém tra,
em lam thé nao dé biét a1 duoc diém 10?

1. Tim kiém tuan tw mét s6 trong day so

Nhiém vu dit ra & trén dan dén bai toan tim mot sb trong moét day 0 khong co thu
tr. Quy trinh cac bude dé tim mot sb trong day sbé khong sép thir tr dwge minh hoa
qua vi du sau day.

Vi du: Cho diy sb 18, 94,42, 44,06, 55, 12, 67. Hay tim xem c6 s 44 & trong day
nay hay khéng. Néu co thi dua ra vi tri dau tién tim thay.

al 612 as Cl4 a5 aﬁ a7 as

Dy xuAt phat 18 | 94 | 42 | 44 | 06 55 | 12 67

Goi s6 phai tim 1a x (x = 44). Cac budc thuc hién tim kiém duwoc mé ta & Hinh 1.
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Buadrc Thuwe hien

So sanh s6 ¢ dau day voi x:

! Via =18+# xnén chuyén sang xét s6 tiép theo a, trong day.
’ So sanh s6 dang xét V(’)’i:XTI o

Vi a, = 94 # x nén chuyén sang xét s6 tiep theo a, trong day.
3 So sanh s6 dang xét voi x:

Vi a, = 42 # x nén chuyén sang xét s6 tiep theo a, trong day.

So sanh s6 dang xét voi x:
4 Yig =44z
Két luan: Tim thay x ¢ vi1 tri thir tu trong day; két thue thuat toan.

Hinh 1. Minh hoa cdc budc tim kiém tudn tw
Néu thay x = 30 thi cac bude tim kiém x trong day trén khong ding lai & Bude 4
ma tiép tuc cho dén hét day (Budc 8) va cho két luan “Khéng tim thay x trong day”.

2. Thuat toan tim kiém tuan tw

Y tuong cua thuat toan tim kiém tuan tu rat don gian: Xuat phat tr dau day, néu
s6 & dau day khong phai la s6 can tim thi chuyén sang s6 tiép theo trong diy xem c6
phai la s6 cin tim khong. Cir nhw thé cho dén khi tim thay hodc da xét hét day.

Vi day sé di cho & vi
du trén, em hay thuc
hién thuat toan duogc

Bude 1. 56 dang xétla sb & dau diy
Burée 2. Lap khi (chia xét hét day s6)
Néu S6 dang xét # x: Chuyén dén xét s tiép theo trong day

m(’é ta ¢ hinh bén va cho Trai lai: Thong béao vi tri im thiy x va két thic thuat toan
bi€t do co phai la thuat Hét nhinh

toan tim kiém tuan tu Hét lap

h ay khf)ng‘? Buée 3. Thong bao khéng tim thay x va két thiic thuat toan

3. Bai toan tim kiém

Bai todn tim kiém trong day khéng sdp thir tw

Tinh huéng néu trong phan Khai dong dan dén bai toan tim kiém trong day khong
sép thtr tw. M6t vi du khac: Tap bai kiém tra cia 16p chua duoc Xép theo thur tu bang
chit cai ddi véi tén hoc sinh. Mudn tim bai 1am cia em, gido vién phai xem tén hoc
sinh ghi trén tirng bai, lan luot tir bai dau tién cho dén khi tim thay bai clia em.

Khi day khong sip thir tw thi can thuc hién tim kiém tuén tu.
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Bai todn tim kiém trong ddy da sdp thir tw

Néu trong phan Khai dong bang diém bai kiém tra in ra to gidy riéng, ¢ do cot
diém kiém tra di duoc sép thr tw giam dan thi viéc tim xem diém 10 & dong nao, co
ban nao dat diém 10 hay khong s& nhanh hon nhiéu. Tuong tu, néu danh sach tén hoc
sinh trong 16p duogc xép theo thir tw chi¥ cai trong tir dién thi em co thé nhanh chéng
tim thay dong c6 tén cia em.

C6 hai loai bai toan tim kiém:

1) Tim kiém trong day khong sap thir tu;

2) Tim kiém trong day da sap thu tu.

' Cho mot day so:

al al a3 a4 aS a6 a? a8 a9 alO al 1

47 63 12 59 67 45 97 35 13 34 11

Em hay thé hién timg budc cua thuat toan giai bai toan “Tim xem sb 45 ¢o trong day
nay khong? Néu ¢6 thi nim & vi tri nio?”.

Bai 1. Em c6 cach nao khac dé giai bai toan tim kiém trong day khéng sip thi tu
khong? Tat sao?

Bai 2. Em c6 thé ap dung thuat toan tim kiém tuan tw cho day da sip thir tw khong?
Ta1 sao?

e
n:ﬁ

Cau 1. Hai kha nang xay ra khi két thac tim kiém tuan tw 1a gi?
Cau 2. Khi nao thi viéc tim kiém tuan tw két thuc & gitra chirng clia day?
Cau 3. Khi nao thi viéc tim kiém tuan tw do tim dén phan tlr cudi day?

TOM TAT BAI HOC
< Bai toan tim kiém chia lam hai loai: tim kiém trong day khong sép thi ty va
tim ki€ém trong day da sap thir tu.
¢ Khi day khong co6 thir tw thi phai tim kiém tuan tw dé dam bao khong bo sot,

cho dén khi tim thay hoiic hét day va khong tim théy.
Ao o
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Hoc xong bai nay, em sé: y

« M6 phdng duoc hoat dong ctia thuat toan tim kiém nhi phan trén mét
b d¥ liéu dau vao cé kich thuéc nh.

. Biét dwoc tim kiém nhj phan nhanh hon tim kiém tuan tw.

« Néu duoc y nghta ctia viéc chia mot bai toan thanh nhirng bai toan
nhd hon.

Néu phai tim mét sb trong day da sap xép theo the tr ting dan hodc giam dan,
em c¢6 cach nao tim nhanh hon tim kiém tuén tw khong?

1. Chia d6i dan dé tim kiém mot s6 trong day s6 da sap thi tw

)
C6 8 theé, mbi thé c6 ghi mot sé nguyén trén do. Tat ca cac thé duoc sip xép
thanh day theo thir tr khéng giam ciia cac s6 ghi trén do va dit sap mit ghi s6
xubng ban dé em khong nhin thay. C6 gido doc mét sb, goi 1a X ching han.
Can tra 10i cAu hoi: C6 hay khéng mot thé ghi s6 X? Hay sir dung it nhat s6 lan
1at mot thé 1én xem ma van tra 101 dwoc cau hoi. Ban Thanh An cho rﬁng chi
can khong qua ba 1an 14t thé 1a tra 16i dwoc. Em dong v v6i Thanh An khéng?
Vi sao?

Y twong chia doi din dé tim mét s trong mét day s6 duoc minh hoa bai vi du
sau day.
Vi du: Tim x = 44 trong day 8 phan tir di xép thir tr khong giam 6, 12, 18, 42, 44,
55,67, 94. Bang dudi minh hoa ting budce chia doi dan dé tim kiém.
a a a a a a a a

] ) 5 4 5 s ; 5
Xuit phat 6 12 18 42 44 55 67 94
Buor 1 42 44 55 67 94
Buoe 2 44 33
Buwoc 3 44
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Chia déi lan 1: Pham vi tim kiém la day ti a, dén a, Lay a,la sO ¢O Vi tri gitta
day; Vix > a, nén ntra dau day (c6 nén mau xanh nhat) chic chin khong chira x = 44,
tiép theo chi can tim trong nwra sau cua day. Nhu vay, pham vi tim kiém tiép theo la
day con tur a, dén a,.

Chia déi ldn 2: Pham vi tim kiém 1a day tir a, dén a, Lay a la s6 ¢o Vi tri gitra day;
Vi x < a, nén ntra sau day chéc chin khéng chita x = 44, tiép theo chi can tim trong
ntra dau cua day. Nhu vay, pham vi tim kiém 1iép theo la day con chi con mét sd a,.

Pham vi tim kiém chi con mot sd. Két thic thuét toan véi két qua: Tim théy X0 V1
tri thir nam.

2. Thuit toan tim kiém nhi phan

Thuét toan tim kiém nhi phan la thuat toan tim kiém x trong day da sip tht tu vdi
v twdng chia doi dan dé giam nhanh pham vi tim kiém.
Khi bit dau thuat toan, pham vi

tim kiém 1a day da cho ban dau.
Lay phan to dimg gitta day la

Burée 1. Pham vi tim kiém 1a ddy ban dau

Birde 2. Lap khi van con Pham vi tim kiém
a) Xac dinh phﬁn tw a, & gitta Pham vi tim kiém

a dt? so sanh vé1 x. Néu a = x b) Néux=a; |
thi két thuc. Trai lai, co hai treong Théng béo tim thay x ¢ vi tri m
h op: ' .Ké.t thtic thuat toan
Trai lai:
— Néu a < X thi chic chin Loai b6 nita ddy chiic chin khong chita x
A r 7 A ol ~ P; ! -t‘ k!j = nu dm C 1 1
khong cé x trong nira dau cua day:; . TORT T QPRSI Cay COTL L
Het nhanh
— Néu x < @, thi chic chan Het Lip
khf)ng cO x tron g na sau cua dﬁy Bicde 3. (Dd hét diy sé ma khéng thdy x): Thong bao khong co

g . x trong diy
Tiép theo chi can tim trong

nua day con lai. Pham vi tim kiém  Hinh 2. Mt mé té ciia thudt toan tim kiém nhi phan
giam di mot nira.

Lap lai theo cach nhu thé cho dén khi hoiic tim théy hodc do dai day pham vi tim
kiém 1a bang 0. Hinh 2 1a mot mo ta thuat toan tim kiém nhi phéan.

Thuat toan tim kiém nhi phan chi ap dung duoc cho day da sap thir tu.

3. Phuong phap “chia dé tri” voi bai toan tim kiém

Co cau truyén ngu ngon khuyén ta, dé bé duoc nhiéu chiéc diia, cin chia bo diia
thanh cac bé nho hon, vi mdi bo nho hon s& dé bé hon bo to ban dau. Twong tu, dé
giai mot bai toan 16n, nguoi ta tim cach chia bai toan ban dau ra thanh cac bai toan
nho6 hon r6i giai nhiing bai toan nho sé dé hon. Cach lam nay goi la “chia dé tri”.
Chia dé tri 1a mot phwong phap rat hiéu qua dé giai nhiéu bai toan.
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Thuat toan tim kiém nhi phan chia bai toan ban diu thanh hai bai toan con nho hon
va chi phai tiép tuc giai mét trong hai bai toan con dé. Ap dung lién tiép cach lam nay
cho dén khi nhan dugc két qua.

o Cho day s6 5, 11, 18, 39, 41, 52, 63, 70. Hay mo ta dién bién timg budc tim
kiém nhi phan dé tim kiém x = 60 trong day trén.

Goi y: Co thé trinh bay thong tin mé ta dudi dang bang nhu trong bai hoc.

7’?‘7 Em hiy mé ta cach tra ctru, tim giai nghia mét tir trong tir dién. C6 thé goi
cach tim do la ap dung thuat toan tim kiém nhi phan khong?

|

n:w

Cau 1. Hay mo ta quy trinh chia déi dan dé thuc hién tim kiém nhi phan.

Cau 2. Theo em, c6 phai voi bat cr day sé nao ciing cé thé ap dung dwoc thuat toan
tim kiém nhj phan khéng? Giai thich tai sao.

TOM TAT BAI HOC
¢ Tim kiém nhi phan 1a tim kiém bang cach chia day lam hai nira, loai bé nira
day chic chin khong chira phan tir can tim, chi tim kiém trong ntra day con lai.

¢ Khi day co thir tw thi mdi ap dung duoc tim kiém nhj phan.
. #

Bai doc thém ; L
CACH TRA TU DIEN

Tra ti dién cé phai a tim kim nhi phan hay khéng?

Gia sl cudn ti dién c6 khoang 300 nghin muc ti. D& dé tinh toan, ta coi la tu
dién c6 218 = 262 144 muc tii. N&u tra tim mét ti trong tu dién bang cach tim kiém
nhi phan thi sau mét lan chia déi, pham vi tim kiém giam di, chi con mét nla, tuc
la eon 27 = 131 072 muc tu. Dé thay rang néu theo thuat toan tim ki€ém nhi phan,
ta phai chia déi 17 lan cho dén khi pham vi kiém 12 2° = 1 muc ti thi md&i tim thay.

Thuc té cho thay dé tim dude muc tii can thiét khong mat dén 17 |an tim cac
trang tu dién nhu tinh toan & trén. Em c¢6 thé giai thich Ii do tai sao khéng? Theo
em, trung binh sé& can bao nhiéu 1an ma cac trang tu dién dé tim mét muc tu?
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Hoc xong bai nay, em sé: y

. Biét dwoc bai toan sép xép 1 gi.
. Biét dwoc y twdng sap xép chon.

« Mb phéng dwoc hoat dong clia thuat toan sap xép chon bang cac budc
thu cong trén mét bo div liéu co kich thwde nho.

Co6 mot bo que tinh dai ngin khac nhau, em hay xép cac que tinh thanh day tir
trai sang phai theo thir tw ngan dan.

1. Y twong sap xép bang cach chon dan

Gia st cAn dbi chd cac sb hang trong day s6 55, 19, 42,94, 18, 67 dé tao ra duoc
day co thir tr giam dan. Y twdng giai quyét bai toan nay dwoc thé hién qua cac bude
sau day va duoc minh hoa & Hinh 1.

Bude 1. $616n nhét trong day s6 (94) can dwgce chuyén vé vi tri thi nhét trong day,
do dé dbi chd 94 véi 55. Sau budce nay, vi 94 da ¢ ding vi tri mong mudn nén tiép
theo chi cin quan tam dén day sb con lai: 19, 42, 55, 18. 67.

Bude 2. 86 16n nhét trong day s6 con lai (67) can duwge chuyén vé dau day nay, do
do dbi chd 67 voi 19. Sau bude nay c6 thém s6 67 di & ding vi tri mong mudn, day
s con lai chua duoc sé"lp xép 1a 42,55, 18, 19.

Tiép tuc lap lai viéc “Chon Iﬁy b 16n nhat trong day s6 con lai va doi chd no véi
s6 dirng dau day nay” cho dén khi hét day ban dau.

Day (a) a, a, a, a, a, a, Giai thich

Ban ddu 55 | 19 | 42 | 94 | 18 | 67 | Tiép theo: ddiché 94 vaa,
Sau buoc 1 94 f9 42 95 18 6"'7 Tiép theo: dbi chd 67 va a,
Sau bute 2 94 | 67 | 42 | 55 18 | 19 Tiéptheo: dbichd 55 vaa,
Sau buée 3 9 | 67 | 55 | 42 | 18 | 19 Tiép theo: khéng d6i chd
Sau budc 4 94 67 55 42 1*8 1*9 Tiép theo: dbi chd 19 va a,
Sau budce 5 94 67 55 42 19 ﬁ Tiép theo: khéng déi chd
Day két qua 94 | 67 | S5 | 42 | 19 | 18

Hinh 1. Minh hoa y tuong sdp xép bang cach chon dan
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2. Thuét toan sap xép chon

Bai toan sap xép & muc 1 trén day c6 gi gidng va khac véi bai toan sip xép néu
o phan khot dong? Y twong sap x€p & muc 1 co gi giong va khac vdi y twong
sdap xép em da st dung & phan khét dong?

Bai toan sap xép dit ra nhu sau:

Pau vao: Day s6 a,a,...a g01 la day (a)

Pau ra: Day sb a, a’2 " gom cac s6 cua day () nhung thir tw giam dan.

Thuat toan sip xép chon (Selectlon Sort) thé hién y twong da néu 6 muc 1 trén day.
Thuat toan gdm mét vong lip n -1 lan. Méi budc lip nhdm dua mét sb cia day vao
ding vi tri mong muén (tire la vi tri ctia n6 trong day két qua). Dé lam duoc dleu do,
¢ mo1 bude lap cén thire hién chon s6 16n nhat trong day s6 con lai chura sdp xép va
dua no vé dau day nay bing cach d6i chd no6 véi sO dung ¢ dau day. Trong minh hoa ¢
Hinh 1, sau mé1 bude: Day so trong cac 6 mau tring bén phai & moé1 dong 1a déy con
lai chua dwoc sip xép, cac sb trong cac 6 mau xanh bén trai & mdi dong di & ding

vi tri cAn c6 trong day két qua.
Sau n -1 lan lap thi tat ca cac
s trong day (a) da ¢ ding vi tri
mong muodn va day da duoc sdp
xép giam dan. Hinh 2 1a mot cach
mo ta thuét toan sip xép chon.

Lap véi 7 tx 1 dénn— 1:
a) Tim s6 lom nhdt trong diy s6 a,a,,., agoilaa
b) Boi ché a, va a, cho nhau

Hét lap

Hinh 2. Mot mé ta thudt toan Scfp xép chon

Trong céc budc trén co yéu cau tim s6 16n nhat (ki hiéu la a ) trong diy s6 cho
truoce (a).

Cic buwéc dé tim dwoc s6 lom nhit ciia mot day s6 ndm & vi tri nao (Hinh 3):

Buoc 1. Tam ghi nhan vi tri cua 56 Ién nhat 1a 1.

Da"y al az as a4 as aﬁ
55 19 42 94 18 67
: - ) Két qua: Két qua:

Buge ML Vi tri 56 ?é’n nhit Y zéf nhit
Buwoc 1 Tam co1 g, la s6 16n nhat 1 55
Butde 2 a,<55 1 55
Buore 3 a,< 55 1 55
Bude 4 a,>55 4 94
Bude 5 a,< 94 4 94
Buoc 6 a,< 94 4 94

Két qua: Vi tri s6 16n nhat 1a 4. S6 16n nhat 1a 94.

Hinh 3. Minh hoa cdch tim sé lém nhdt trong déy sé
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Bude 2. So sanh a, voi 56 Ion nhdt, néu a, l6n hon 56  I6n nhdt thi ghi nhan lai vi
tri 56 Iém nhdt la 2.

Cir tiép tuc nhie vy, dén khi so sanh xong a voi s6 lém nhdt va ghi nhan lai vi tri
clia s6 I6n nhdt (néu can) thi s6 Ién nhdt chinh la s6 1on nhét trong toan bo day va ta
da tim dwoc vi tri m cia s6 16n nhat trong day.

3. Bai toan sap xép

Sip xép l1a bai toan co sé trong tin hoc. Duy tri dit liéu dwoc sap Xep ding thir tu
s€ lam giam dang ké thoi gian tim k1em dir liéu. Cac bai toan sip xép trong thuc té
rat da dang. Khi phat biéu bai toan can xac dinh ré:

1) Day dau vao: Sip xép nhiing gi?

2) Tiéu chi: Sap xép theo cai gi? Thir tw ting dan hay giam dan?

Vi du, sép, xép danh sach két’qué, diém kié:m tra mon Tin hoc theo thir tw fir
cao xudng thap la bai toan sap x€p. Tiéu chi sap xép la diém kiém tra theo thu tu
giam dan.

Trong thuc té, khi sip xép thu cong (khoéng dung dén may tinh), thuét toan sip xép
chon thuong dugc dung.

@*“ Trinh bay dién bién tirng budc cuia thuat toan sip xép chon cho day s6 11, 70,
18,39, 63, 52, 41, 5 theo mau & Hinh 1.

g Trong thuét toan sip xép chon:

1) Khi nao khong can thue hién thao tac “Péi chd a vaa chonhau” ma két qua
sip xép van dang?

2) Néu thay “Tim gia tri lon nhat” bing “Tim gi4 tri nhé nhat” thi két qua nhén
dugc la day s6 co thir tu ra sao?

=)
LT

Cau 1. Hay néu vai vi du bai toan sap xép trong thwec té va noi ré tiéu chi sap xép.
Cau 2. Hay tém tat badng mot cau tra 1&i cho cau héi: Thé nao la sép xép chon?

TOM TAT BAI HOC
+ Bai toan sap xép c6 mo hinh chung la: Péi chd cac phan tir trong day dé day
co thr tr ting dan (khéng giam) hodc giam dan (khong tang).
< Sip xép chon dan la mot thuat toan mo6 phong cach sip xép: Chon phén tir

16n nhat trong day chua sip xép con lai va xép vao dau day do.
- j
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Ddai 4. FSARXERINGI[BON,

- Hoc xong bai nay, em sé: y

« Biét duoc thé nao |3 sap xép ndi bot.

« M8 phdng dwoc hoat ddng cla thuat toan sap xép ndi bot cho mot day
dau vao kich thudc nhd.

Lam thé nao dé cho may tinh biét mét day da co thir tw ting dan?

1. Y twong sip xép bang cach doi chd cac phan tir lién ké

Gia sﬂr, c6 mot day hop keo, moi hop chira mot s6 keo nao do. Co mot chi robot
chi biét Ie‘tm’hai thao tac: ?

— So sanh s6 keo trong hai hdp canh nhau; m

— Hoan ddi vi tri hai hop keo canh nhau. 6 0

Theo em, chu ’robot phai lam thé nao dé ?(ép lai cac m

hép sao cho so keo trong cac hop ting dan? v

Vi du: Cho day 5 hop keo véi s lwong keo trong mdi hop khac nhau, trong img la:

5 1 B 2 8

Robot da thuc hién nhu sau (Hinh 1):

O Iuot thir nhét, so sanh hai hop diu tién, néu s6 keo & hop diung trudce lon hon sb
keo & hop ding sau thi dbi vi tri hai hop nay cho nhau. Tiép tuc lam nhu vay vé6i hop
thir hai va thir ba, voi hop tha ba va the tu.... cho dén hét day hop keo 1a hét mot Zieot.
Sau khi thuc hién cac thao tac nhu vay, hop cudi day la hop chira nhiéu keo nhét.

Tiép tuc céc hrot thit hai, thtt ba theo cach nhu lirot thit nhat, cit lap lai nhu vay
cho dén khi gip mot hret ma sudt ca lirot do robot khéng phai dbi chd hai hop nao
thi day da dwoc sip xép xong, robot két thiic cong viéc.
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» Ddi chd v \L
~— 51428 —~ 14258 —~1|2[4]5]|8
# Ddi cho #—~ Dbi chd
o . >
~1|5[4(2|8 ~1|4]|2[5]8 ~1|2|4]5]|8
#~ Doi chd
\a \a o
14528 ~1]|2(4|5]|8 ~{1]2]4|5]|8
o 0 o
>l1]4]2|5|8 >11]2]|4(5|8 > 1]2]|4[5]|8
Sl1lal2]s5]sb— S{1l24ls]s8b— Sl1|2(4]5]s

Lueot thir nhét Luwot thie hai Luweot thir ba

Hinh 1. Mé phong sdp xép bang déi ché céc phén tir lién ké

2. Thuat toan sap xép noi bot

Trong vi du trén, robot thuc hién mot sb hrot di chuyén tr dau dén cubi day dé so
sanh va d6i chd cac cip phan tir lién ké néu chiing chwa ding véi tht tu ting dan.

O mdi lwot, robot di thuc hién:

_ ?;uétﬂﬂphét tir dau dﬁy, i.: 1, xét c‘ép (a, a,),néu a > a, (trai thr tr mong mudn)
thi do1 cho cho nhau; trai lai khong can lam gi.

— Dich sang phai m6t vi tri, x€ét ¢ap (@, a,). so sanh va doi ch6 néu can.

— Qua trinh tiép tuc, dich sang phai mét vi tri, xét ¢dp (a,.,, @, ,). so sanh va dbi
cho néu can.

— Khi hét day thi xong mét Juot xét cac cip sb ké nhau dé dbi chd.

Chu v ring sau /gt d6i chd thir nhét, gia tri Ién nhét 1a 8 da & cudi day, dang vi tri
cudi cung ciia n6; nhung chi mot lugt dbi chd chua dam bao day co thi tw ting dan.

Néu day chua duoc sip xép ding thir tu thi trong day s& con c¢ip phan tir lién ké
ma khong dung thir ty ting dan. Nhu vay robot phai thue hién nhiéu /ot cho dén khi
khong con bat ki cdp lién k€ (a, a,, ) nao trai thir tu mong muén, tirc 1a trong mét /ot
khong con xay ra ddi chd 14an nao nita. Trong vi du, robot thuc hién ba /uot, khong
can lam tiép lirot nao nita vi trong liret thir ba khéng xay ra lan doi chd nao.
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V61 day s6 dd cho & o
iy dl.l trén, p— hﬁy Lap khi (dév chira sap xép xong = dang):

a) Thue hién mét /irot so sanh cac cip phan tir lién k& va déi chd ki

thuc hién thuat toan trai thy tu ting din

du‘QC mo ta & hinh bén b) Néu trong hrot vira thire hign xong khéng cé déi ché:
| AL o4 5 - diy chira sdp xép xong = sai

va cho biét do co phai g s HEBSESNERRRE
. N i . z Hét nhanh

la .thua,t toan sip xép Hit lap

no1 bot hay khong?

gi”“ Hay mo phong thuét toan sip xép ndi bot cho mét day sé nguyén tuy chon,
khong it hon 5 phén ti. Sau bao nhiéu lwot di tir dau dén cudi day dé so sanh va doi
chd thi thuat toan két thuc? Tong sb c6 bao nhiéu 1an doi chd hai phan tir lién ké?

2

Bai 1.
1) Trong thuat toan sap x€ép no1 bot thi dau hiéu dé
bict day chua sap xEp xong la gi? Lap véii sl denn—1:
r 3 * 3 ~ ~ ~ o . Lk =~ Né“ aj = aHl 7 dél Ch6 (I! Ch_o ai+l
2) Theo em, c6 phai hinh bén da mo ta chi tiet mot Hét nhanh

luot robot thuc hién so sanh cac cép ph.’;‘m tr lién ké  Héthap
va doi chd khi chung trai thir tw mong mudn khéng?

Bai 2. Theo em, vi sao thuat toan sép xép trén lai co tén la sip xép ndi bot?

Cau 1. Trong thuat toan sap xép ndi bot, khi nao hai phan t lién ké dwoc doi ché?
Cau 2. Thuat toan sép xép ndi bot két thuc khi nao?

Cau 3. Khi nao thwe hién thuat toan sap xép néi bot chi can mét lwot so sanh cac cap
phan t& lién ké va déi ch?

%

TOM TAT BAI HQC
Thuat toan sép Xép ndi bot thuc hién nhiéu lwot so sanh va ddi chd cac cap
phén tr lién k€ cho dén khi khéng con bét ki cdp phan tr lién ké (a, a,,) nao
trai thir ty mong muon.

A
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Do 5. JHUCHANHIMOIRHONG)

CACITHUATRTOAN|TIM KIEM, SAPXEP

Hoc xong bai nay, em sé: y

M8 phdng duorc hoat ddng cla mét sb thuat toan tim kiém, sap xép
bang cac bwéc thi cong (khong can dung may tinh) trén maot bo d liéu
co kich thwdc nho.

Em hay van dung cac thuat toan tim kiém, s:ftp Xép da biét dé thuc hién cac nhiém
vu dudi day.
Bai 1. Cho day s6 ban dau nhu sau:

al aZ a3 a4 aS aﬁ a’? aS a9 alO

8 17 23 1 12 7 5 1 13 10

Hay m6 phong thuét toan tim kiém tuan tr mét sé trong day s bang cach trinh bay
dién bién cac budc thuc hién dudi dang bang.

L) Limn.%= 5

2) Timy.2= 8.

Bai 2. Cho day s6 ban dau nhv trong Bai 1. Bing cach trinh bay théng tin dudi
dang bang, hdy mé phong dién bién cac bude cia thuét toan sip xép chon dé sip xép
day s6 theo chiéu khong ting.

Goi y: Dua theo cach 1am trong Bai “Sap xép chon”.

Bai 3. Cho day s6 ban dAu nhu trong Bai 1. Bing cach trinh bay théng tin dudi
dang bang, hdy mo phong dién bién cac budc cua thuat toan sip xép noi bot dé sip
xép day s6 theo chiéu khong ting.

Goi y: Dua theo cach lam trong Bai “Sép xép ndi bot”.

Bai 4. Hiy m6 phong thuét toan tim kiém nhi phan trong day sb da sap thw ty 1a
két qua cua Bai 2 va Bai 3.

) aix= 5

2) Timx = 6.

= Néu duoc yéu cau sép xép mot day 0, em lwa chon thuét toan Sép Xép chon
hay sap x€p no1 bot? Giai thich tai sao.
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BANG GIAI THICH THUAT NGU’

Thuat ngiv Giai thich Trang
e viée bao vé dit liéu s6 tranh khoéi bi lam hong, lam mat, 1ay trom., ...
an toan dir lieu 5% e . L = 2 13
: bai ke xau hodc do sy ¢6 ngau nhién
(RAM — Random Access Memory) la noi luu trit tam thoi div
. ligu, cac 1énh x1r li, ket qua tinh toan,... dé CPU truy xuat va xw
bo nhé trong S N ok e 5 L 5
: li; khi mat nguon dién, dir liéu dwoc luu trir tam thoi trong RAM
$& b1 mat
bo xiw li (CPU — Central Processing Unit) la thanh phan chinh ciia may 5
trung tam tinh thuc hién cac hoat dong xir li va xuat/nhap dix liéu so
A < tén goi chung cac chi tiét phan ciing c6 trén than may tinh, thiét bi
cong cam Sl s ey - 11
s0 de ket noi thém vai thiet bi ngoai vi
2z tén g01 chung chi tiét phan ctmg ciia thiét bi ngoai vi dé cim vao
dau cam 11
cong cim nhim két ndi véi may tinh
doi twong trén 1a cac noi dung co trén trang trinh chiéu: vin ban, hinh anh, im 7
trang chieu thanh, bang bicu
. n ham s6 nhin dau vao 1a tip hop nhidu s6 va dau ra la mot sé
ham gop £ 35
duy nhat
G cach chuyén tiép trang chiéu, cich xuit hién hodc bién mat cia
hiéu img = : < 69
cac do1 twong trén trang chicu
WA 1k (trong Excel) noi hién thi tén (ciing goi la dia chi) cia 6 tinh, cia 4
’P kho1 6 tinh khi nhay chuét danh dau chon 6, khoi 6 do
i mmh h(’)n?l h(iat (Eongxcua th;uat toan (tim kiem, sap xep) thong qua 3
vi du vo1 mot day so cu the
(back up) tao ra mgt ban sao hién trang cua may tinh tai thoi diém
< n6 dang hoat déng binh thwong dé néu khong may xay ra sw o
lvu dw ph SR S . S 15
SR UL CAEPRONE | 5 the ¢ do khoi phuc lai tinh trang may tinh nhw tai thoi diem
tao ra ban sao
tai khoan (user account) mét cap gom tén dang nhip va mit khiu ma hé 15
nguoi dung diéu hanh ding dé quan 1i mdi nguoi ding
I3 e tén goi hai hodc ba phim trén ban phim can dwoc nhan dong thoi
S ph it dé ra 1énh cho may tinh thue hién mot viéc cu thé nao dé Lo
thi&t bi neoai vi tén goi chung ciia cac thiét bi nhin théng tin vao, xuét théng tin g
I ngod ra khi ket hop voi phan trung tim cia may tinh dé xwr li thong tin
thiét i 5 thict bi dién tir st dung d¢ thu thap, x 1i, truyén, trao doi, luu trir 7

dir liéu so
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