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LOI GIGI THIFU

Cude cdch mang khoa hoc - ¢Ong nghé trén pham vi toan thé
giot dang bude vao ky nguyén mdi - ky nguyén céng nghé tin
hoc. Vi vay, hanh trang cong ngh¢ tdt y¢u phai cé dé bude vao
the ky XXI 1a mdy vi tinh. Mudn song hanh budc vio the ky
mai khong qua lac diéu so voi cde nide, ching ta phai gdp nit
trang bi mdy vi tinh v dng dung rong rii cong nghé tin hoe vao
tat ca moi linh vyc hoat déng cba doi séng xd hoi, trong d6 c6
viéc quin Iy van thu, lru tri va the vien. Ung dung tin hoc vao
viée do1 mai cong tac van thu, luu trit va thu vién 12 mot khau
guan trong trong viéc v dong hod céng tdc hanh chinh - van
phong cua cdc ¢o quan Nha nude d€ cung cip thong tin diy du,
chinh xdc, gon nhe va kip thoi, ddp \ing moi yéu cau cta linh
dao co quan trong vi¢e ra quyét dinh va tién hanh cong viée ¢
hi¢u qua. L.am duge nhu viy 13 gép phin thuc hién mot van
phong khong gidy t& hoac mot vin phong tu dong hod.

Trén co s¢ dé 1ai nghién cifu ¢ip nhi nude “Vé tng dung tin
hoc trong ¢ong tdc van the - luu trii” vi qua thé nghiém trong
thue 1€, Phé ti¢n s Duong Van Kham va Ky swe 18 Van Nang
bién soan cudn: “Tin hoc hod cong tic vin thu, luu it va thu
vién” nham gidp cho cdc cdn bo, chuyén vién, nhimg nguoi 1am
cong tdc hanh chinh van phong ¢6 thém tir liéu nghién citu, hoc
tap va van dung vio ¢Ong viéc clia minh hing ngay mot cich
diing din, c6 chat luong va hiéu qua.



iy 14 cudn sdch veé img dung tin hoc trong cong tdc hanh
chinh - vin phong phuc vu kip thdi cho viée déi méi ki thuit
hinh chinh, gép phan thue hién cai cach nén hanh chinh Nhi
nudce ta hién nay.

Nhi-xuit ban Chinh tri quéc gia vd Vu Hanh chinh - Van
phong Chinh phu xin gidi thiéu cudn sdch vai ban doe.

Thdng 5 nam 1995
NIIA XUAT BAN CHINIT TRI QUOC GIA
VA VU HANH CHINII - VAN PHONG CHINTL PEHU



LOINOI BAU

Sau khi cudn sdch “Tin hoc va doi méi quan 1y ¢Ong tac van
thu - fuu triy” duoc Nha xudt bin Chinh tri quéc gia 4n hanh,
ching 61 di nhan duge nhitu thur khich 16 cta cac co quan va
cd nhan trong toan qudc. Cée doc gid déu coi cudn sich da 29p
phan vio giai quy¢t yéu cau d6i mdi k¥ thuat hanh chinh - van
phong va thong yua dé, gép phan vao su nghi¢p cai cach nén
hanh chinh Quoc gia. Sang dau nim 1995, cdc co quan & trung
uong va dia phuong dat mua cudn sich trén véi s6 luong tuong
doi nhicu. Do viy, viée (@i ban cudn sich duge dat ra rit cdp
hich. Nhumg khi ti ban, ching toi thdy ¢an thiét phai bd sung
kim dé dip dng nhitu hom nguyéen vong v pham vi tng dung
1n hoc cna ¢ic doe gia. Vai mong mudn dé, chung t61 dua thém
phin “Thicl k€ h¢ théng co s dit Licu thu vién” hé guan tri co
s& dir licu (CSDL) van thu viél trén FOXPRO va bé sung
chuong trinh WINWORD dé soan thao van ban ¢ ky thudt cao
Irén cic mdy tinh 386 trg lén.

Cung nhu ¢cudn sich trude di dn hanh, néi dung cudn sich
“lI'in hoc hod cong tde van thu, lwu it va thu vién" dugre bién
tap dé hicu, danh cho nhimg ngudi mudn tu hoc ng dung tin
hoc, ngudi kKhong chuyén vé tin hoc. Vi vay, ngoai phan cédc
quy trinh Ung dung tin hoc, cdc tdc gid khéng di sdu vio cic
phan thuat todn va ngon ngir lap trinh. Do vy, yéu ciu xir ly
thong tin 1ién mdy nham thiét k& hé thong cdc CSDL trong van
thy, huu trif vi thu vién dé sir dung né sé 1a trong tim cia cuén
sdch. Tuy viy, dé gidp cdc doc gia méi lam quen voi viéc dng



dung tin hoc, hoac mudn tu hoc tng dung tin hoc, ching toi
van dua vao cudn sdch phin tin hoc dai cuong,

Riéng cdc phin mém nhu cic chuong trinh dng dung
{Application Programs system), cic hé quan tri co s¢r dif ligu
(Database Management), cdc chuong trinh chéng virnit mdy tinh
(ATV)..., (hi ngoai phan hudng din s dung da trinh biy trong
sach, tdc gia ru giit tai Cuc fuu trit Nha nude cde chuong trinh
hé théng di ghi trén dia meém dé phuc vu doc gid ¢6 nhu cau.
Vay nhimg doc gia ¢in sac chép cde phin mém néu trén ¢ thé
lién h¢ vai Cue Linu triy Nha nude.

PTS. DUOING VAN KITAM
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Chuong I

TIN HOC DAL CUONG

I- PHAN BIET MOT 8O KHAI NIEM TRONG TIN HOC VA
THONG TIN HOQC:

1. May tinh (Computcr):

Khii ni¢m :

- Mdy tinh 1a mdy xir ly dir liéu d¢€ xut ra théng tin can
thi¢t cho nguti s dung.

- Xir ly dit ligu (Data processing) ¢6 ngu v su thay déi
duge thye hicén, bao gom sy sdp x&p, td chiic, hoac tém
luge lai cdc dit iéu dé dua ra nhiing tri thitc mdi.

- C6 thé mo ta mo hinh xir ly di liéu nhu sau:

DULILU
(nhap)

(xuat)
XULY
(mdy tinh)

W

THONG TIN



Ta phan biét cdc loai mdy vi tinh hién nay véi mdy tinh
s& hoc nhu sau

May vi tinh xir 1y dir lidu thue hién tr dong hod, con
may tinh s6 hoc cin dén sy can thiép cha con ngudi & mdi
budce xtr ly, vi chiing khong ¢6 hé chuong trinh phin mém.

Thi du: & cong $6 3 v6i s6 5 bing mdy tinh s6 hoc ta
phai thao tdc theo thi tu -

- Pua vao mdy s6 thit nhit: s6 3.

- An phim c¢Ong,

- Pua vao may s0 thit hai: s6 5.

- An phim két qua (=) sau 46 ghi 16ng s 1a 8.
Phan loai mdy vi tinh:

- Mdy tinh bo tdi: Pay 1a mdy tinh s6 hoc. Dung luwong
nho, phuc vu vige tinh todn ¢ licu thong thuomg hang
ngay. Nguon cung cip thudmg bang pin. May trao déi véi
bén ngoai théng qua cic phim nhod va man hién s§ dwoc
£an lién vao may.

- Mdy tinh gia dinh: Cdc loai thudng duoc diing nhu:
ZX 81, MO5, Alicc ...
Thiét bi cia mdy ¢6 bo xu 1y trung tam va bo nhd loai

nho va ¢é kém cde san phdm mém. May chi ¢ ban phim
don gian, khong ¢d thiét bi ngoai vi.

- May tinh Micro:



Céc mdy da timg duge sir dung & loai ndy nhu: TR-80,
Apple IT.CoOn hi¢n nay trén thi trudng thé gidi dang duge
ding pho bi¢n 12 cdc loai IBM - PC, Macintosh va cac loai
tuong thich véi né.

Trong ho mdy tinh nay, tuy theo bd vi xir Iy dwoc ding,
ngudi ta con chia ra cac kiu mdy nhu :

+ May XT: Dung bd vi xir 1y 8088.

+ May AT: Dung bo vi xir Iy 80286, 80386, 80486...

+ May xach tay: PCjr

2. Dir li¢u (Data):

D& [i¢u [a cdc sy kién riéng biét, rii rac, khong ¢ cdu
tric, khong ¢d y nghia rd rang cho dén khi chiing duoc xir
Iy, duge 16 chice lai. Ve hinh thie, dit licu duge dua vao

mdy tinh d¢ xi 1y, khi xuft ra duge théng tin ¢in thiét theo
yéu cau caa ngudi diing tin.

3. Thong tin (Information):

d tiéng Viét, thong tin duge hidu theo hai nghia:

- Nai dung tri thitc ¢6 16 chitc duge mo ta ve cac doi
tuong, sy vat va hién twong. Nhu vay, thong tin & sur phan
dnh cna vit chét theo mot trat tr sdp x¢p qua ban, tay con
nguti. Thong tin khong thé hiéu va dinh nghia ngoai he
thong.

- Nghia thir hai cda thong tin duge hifu nhu dong tir: d6é
14 qua trinh mo ta d6i tugng, su vat, hicn tuong.

4. Tin hoc (Iformatic):



Mon khoa hoc xit 1y théng tin bing tu déng hod ma
cbng cu t6i uu cda né (A may tinh dién 1.

C6 nhiu ngudt goi tin hoc 1a dién todn, hoac dong nhit
tin hoc vdi khoa hoc mdy tinh. 1liéu nhu vay 1a it chat
hep vé6i tin hoe. Can chd ¢ ring, dac diém co ban cta tin
hoc 1a xtr Iy cdc dit liéu bang tu dong hod. Cang thitc quen
thuoc bang ti€ng Anh: “Processing  information
automation”.

5. Thong tin hoc (Informatic):

Mon khoa hoe vé moé ta va truyén tin. Vé hinh théi tir
vimg & tiéng nudc ngodi ¢6 gidng nhau nhung ta cin luu ¢
khong 1an gitta tin hoc va thong tin hoc.

11- LICH SUPHAT TRIEN MAY TiNH:
1. Khii quat:

C mdi bude phit trién cla khoa hoc va cong nghé thi
viée xur ly thong tin lai ghi thém nhimg tién bé mdi gdn
lien v&i cdc phit minh cia mdy méc va dung cu van
phong. Tir viéc xir 1y s6 liéu tho so cla thai ¢d xua, x4 hoi
l0d ngudi da phat trién ra cdc mdy tinh co khi vao thé ky
XVI, dién hinh 13 cdc mdy tinh cong 6 hing va céc may
tinh €6 truc cén bac. Nhung bude vio dau thé ky XX, da
xudl hién mdy tinh ding thé duc 16 lim co s& cho giai
doan tinh todn nira v dong hod. Dat nén méng cho giai
doan nay 1& phdt minh ctia Hermann Lollerith, nguci My.

Ong da lmg dung may tinh ching loai d6 cho digu tra dan
$O MY,
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Bude vao gilta the ky XX, mot bude céi tién cdc mdy
mdc tinh todn ddng ké 12 viéc sit dung hé truyén dong mo
to dien. Phdt minh d6 da lam tang t6c do va don gian hod
viée tinh todn. Nhung digu ddng quan tam nhat 13 vice
phdt trién cdc mdy mdc van phong c6 role dé xir Iy tu
dong cédc thong tin. C6 thé néi mdy tinh dién tir 13 mot
trong cdc phét mirh vi dai nhat ctia thé ky XX

Su xudt hi¢n cha may tinh di¢n r d3 tao ra budce ngost
vé phuong phdp xir 1y di licu va doi hoi mot nganh khoa
hoc mdéi ra doi- nganh tin hoc. Pac diém co ban cia tin
hoc 1a xr Iy cdc dir ligu bang tu doéng hod... & day can
phan bict v&i mot so khdi niém trong quy trinh xir 1¥ tin,
nhu h¢ tin hoc. He tin hoe duge tao nén bdi tap hop céc
phuong phdp va phuong tién xt 1y tin, hoac hé tin hoc Ia
h¢ thong tin cong v6i méy tinh. Quan diém vé tin hoc,
truée hét tap trung vao viée dwa may mée vio trong mot
16 chitc va tap trung vo van de ty dong hod. Mdy tinh la
trdl im ma xung quanh né ta thict 1ap nén he théng thong
tin.

Quy trinh xt 1y tin dién ra theo cdc cong dpan ndi tiép
nhau, bit dau tir nguodn phdt tin, ma he4 tin hiéu truyén di
d¢ dwa vio kenh lién lac, réi truyen dén ngudi nhan tin,
giai ma...

Qud trinh d6é goi 13 kénh lien lac thong tin. Sy van dong
ctia thong tin trong kénh lién lac thong tin con bi chen vao
cdc ngudn khde, cde mach phife tap 1am &nh hudng dén
quy trinh truyén tin.D¢ 1a van de can duge luu ¥ gidi quyét
trong quad trinh img dung tin hoc,
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2. Cac thé hé may tinh:

Ngay nay cdc nudc st dung chu véu 13 may vi tinh
(Minicomputer hoac Microcomputer).

Ngudn gdc ctia mdy vi tinh xudt phdt tlr cic mday tinh
I6n. Tac do phét tridn va cai tién mdy tinh dicn tit dién ra
rdt nhanh. Vao cudi nhimg nam 60, nganh ch¢ tao linh
kién dién tr dd dat duoe nhing thinh cong  ddng ké. Cac
béng bdn dan, mach IC va cic mach vi dién 1k hién nay di
thay thé c4c den dién . tao nén nhimg bude 1ién bd ding
ké. C4c phat minh d6é din d€n su ra doi cha mdy vi tinh.
M4dy vi tinh ¢é kich thude nho hon nhiéu so véi cde mdy
tinh 16n trudc day, nhung cling ¢6 cdce chite nang cha may
tinh 1én. Mdy vi tinh van cOn dang trong qud trinh cai tao
kha nang cua ching.

Ban dau, mdy con gian don véi cdc bd vi xi 1y 8 bit ma
dén nay da xudt hién trén thé gidi nhitng mdy 32 bit hoic
cao hon, cho phép nhiéu bd vi xur 1y hoat dong dong thai
va cdce 16c do hoat dong tang hon gdp nhitu [an. C4c thé
hé cta mdy tinh dugc sap x&p nhu sau :

. Thé hé thif nhat -

Diac trung ¢ ban cia mady tinh thé hé dau 13 sir dung
cac dén dién tir, 1ap rdp mach riéng ré. May tinh loal ndy
ra divi vao nhitng nam 1950, Mdy tinh dén dién tt ¢6 ciu
tao cong kénh. Ml mdy tinh chim ca mot 103 nha, gid
thanh dat. Vi vay ching khong thé dp dung rong rdi trong
cdc nganh san xudl md chu ycu ding trong quan sy,

Thé hé thit hai:
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Pa st dung dén ban ddn thay thé cho dén dicn tk, ciu
tao theo mach in va k¥ thuét linh kién khoi. Hé mdy tinh
nay ra doi vao nhiing nam 1960. Tuy rang vé c4u hinh da
gon hon loai dén dién t, nhung méi mdy van chi€m hét ca
mot phong. Vi viay mdy van chua duoe sir dung rong rii,
ma chd yéu dung cho cic nganh san xudt 1dn. Cic loai
mdy dién hinh da st dung trong thé hé nay nhu IBM 1070
cua My, MISK cia Lién x6 trude day va R300 clia Duc,

Thé hé thit 3:

Pac trung co ban ciia may tinh the¢ hé ndy 1a sir dung
mach vi dién tr. Mdy ¢é ¢du hinh nhé - SSI (Small Scale
Integrated), ¢é mat do vai chuc linh kién dién ti trén
Imm’, hodc ¢ vira - MSI (Medium Scale Integrated) cd
mat do vai tram linh kién dién tr trén Imm’. Quy mo
trung hinh cla mdy bang mot cdi ta. Hé may nay xuft
hién vao nhitng nam 1970 vé&i cde chiang loai nhu Ec -
1055 cia iic , [BM-386 cita M§ va MISK - 32 clia Lién
xO trude day.

Thé hé thif tu:

BPac trung ctta mdy tinh thé h¢ nay 13 st dung vi mach
¢@ 16n va cuc 1on.

C& 16n - LSI (Large Scale Integrated) 6 mat do hon mot
nghin linh kién dién tir trén Imm®; ¢& cuc lon - VLSI {Very
large Scale Integrated) cé mat 46 18n dén hiang tram ngin
linh kien di¢n ti trén 1mm’. Thdi gian xudt hién mdy tinh
the hé tha tu 12 vao nhimg nam 80 véi hai thé loai chinh 13
may vi tinh cd nhan va mdy vi tinh chuyén dung. Cau hinh
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cha chiing chi ¢on bing mot phan tu cha cac loai thé hé
trude nd, nhimg t6c d¢ tinh todn lai rdt nhanh, gid thanh
ha. Do vy mad mdy tinh da dugce 4p dung rong 13i & cic
nganh va xam nhap vao cdc trudng hoc v cédc gia dinh.
Ciing do nhu cau trao doi théng tin theo hé théng ma di
xuét hién cdc mang may tinh theo timg quy mo trao déi
dit liu, nhu mang qudc gia, mang dia phuong,...

Thé hé thif nam:

Budc vao nhitng nam 90, viéc nghién ciu dé dira ra mot
loai mdy tinh thé hé méi dugce xic tién manh. Ngudsi ta hy
vong s€ ¢6 mot loai may tinh ¢6 tri khon nhan tae ra doi.
P6 12 loai may tinh suy dodn nhu ngudi, cé kha ning d6i
thoai bang ngoén nglt tu nhién véi ngudi. Loai may tinh
nay vira ¢6 kha nang tinh todn, vira ¢6 kha nang suy luan
trén co s tri thite da duge nap vao mdy. Vay chi qua hon
10 nam, mdy tinh da dat duoc quang ducmg phat trién khi
dai. C6 [€, trong lich s chua ¢6 mot Iinh vic nao lai dat
duge trinh do phét trién nhanh nhu vay.

Trong khi mdy tinh thé€ h¢ thit nam chua dua vio san
Xudt va Uing dung phd bién trén thi trudmg thi mot s& co sé
nghién citu tin hoc trén thé gidi dd cong b mdy tink thé
h¢ thif sdu. Vudng méc co ban cho su ra doi ¢ta hai the hé
cudi nay clia mdy vi tinh 1a thiét 1ap “tri khon nhan tao”
cho mdy tinh th€ nac dé ngudi c6 thé déi thoai truc tiep
duge vér may. Nhr vay, cé nghia 1a may tinh khong can
phan mém hoac tap hop lénh duge dong nhédt hod trong
cdc thi€t bi ctia phan cing.

Til- CAU TRUC PIHAN CUNG CUA MAY VI TINH:
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1. Khai quét:

Dé bao dam cho may vi tinh hoat dong duge, ching
phai dugc dat vio trong mot hé théng phan cing. Trong he
théng dé, phan quan trong nhat 13 mach tich hop goi 12 bo
XU 1y trung tam - Central processing unit (CPU), hozc bo
vi xtr Iy Microcessor (MP), céc thist bi co ban va m& rong
can thiét cho hoat dong cua mdy dé giao 1i€p véi ngudi s
dung. Nguyén tic hoat dong cta mdy vi tinh 13 mdy nhin
dit li¢u tir cdc thiét bi nhap vao bd xur 1y trung tam. O day
cde dit licu duge xir 1y roi gii két qua ra thiét bj xust.
Trong qué trinh d6, néu can luu tri, thong tin s& duge chita
trong bd nhé cia may. Qui trinh hoat dong d6 duoc mo ta
trong so d6 sau:

Nhap dir Xirly - Xudt |
licu trung tam dit lidu

Luu tri
trong bé nhé

Hinh 2

O day ¢an phan bigt gilta may vi tinh vi h¢ mdy tinh.
M4y vi tinh bao gom 161 thiéu cdc thanh phan nhu b6 nhdg,
phan mém noi tai, thiét bj dicu khién nhap xudt va dién
nguon. Su khdc biét gilta mot mdy vi tinh v4i mot he
thong clia né 1a & chd, ngoai mdy vi tinh, ¢6 thém céc thiét

15



bi ngoai vi (peripheral device) ¢an thiél dé bao dam cho
may heoat dong duge binh thudémg. Mot hé may vi tinh bao
goém: may vi tinh, ban phim, man hinh, dia cing, hai 3 dia
mém, may in. Ta ¢é thé khai quat so do hé mdy vi tinh

nhu sau (hinh 3):

Cic & dia

Man hinh

\

May vi tinh

Mavy in

1
Ban phim

Iinh 3

2. Thanh phin cia mdy vi tinh:

a) Bo xu Iy trung tam (CPU):

Bo xir ly trung tam (CPU) ¢on goi 1a bo vi xtr 1y {(MP).
Chitc nang cua bd xur 1y trung tam 12 thu thap cdc dit kién,
cac chi thi, xtt 1y ching, gidi ma, truyén tin hi¢u dicu
khién... Ngudi ta coi CPU nhu hop den tiép nhéin cdc xung
di¢n tir ngoai vao, xuir Iy va truyén ra nhimg xung dién méi
hitu fch theo yéu ciu thiét k& |
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Bo xur 1y trung tam ducge phén loai thanh bo 8 bit, 16 bit,
32 bit... Céch phan loai nay dua vaoe s¢ bit chita trong mot
dom vi dir liéu xir ly boi CPU. Phéan chia 16 chite nang
trong CPUta thdy: Bo xir 1y thye hién cdc tinh toan duoe
xde dinh bang chuong trinh. Con viée bao ddm quan ly,
dicu hanh toan bd hoat dong clia may 1a nhicm vu clia bo
ditu khicn Iénh.

Thi¢t k¢ ben trong mdy vi tinh phai bao dam thuc hién
cdc chife nang trén, bao gom:

B phan s¢ hoc logic - ALU (Arithmetic Logic Unit) thue
hi¢n cdc phép todn thong thuomg ve x& 1y di licu nhu
cong, tri, nhan, chia; cde phép todn logic (AND, OR,
NOT) vd mot s¢ cde phép todn so sdnh bang (=), 1én hon
(>). nho hon (<), 1én hon hoac bang (>=), nho hon hoac
bing (<=), diu thang (#). Qua linh todn tu dong, két qua
s¢ duge luu trir trong thanh ghi cda ban thin CPU hoiac &
b¢ nha trong. Theo yéu ciu cha ngudi st dung, cdc két
qua trung gian duge luan chuyén gita thanh ghi cua CPU
va bd nhd va bién déi dan thanh thong tin doi héi cudi
cung.

Bao dam cdc mdi lién h¢ bén trong clha mdy tinh 13 bo
phén ditu khién - CU(Control Unit). Trong tién trinh thue
hién cac bii todn, cde dir licu duge chita tam trén cdc thiét
bi cua CU gol 1a cdc “Thanh ghi” nhu:

Thanh ghi [¢nh, chi thi IR (Instruction register). ¢ day
¢de ma Ienh duce ghi lai, duge dang ky, duoe phan tich va
chuyén tdi cde by phan khic nhau cha may hoac cap nhat
c4c gia tri mai.
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- B6 phan dém Iéph cta chuong trinh - PC (Program
Counter). PC c6 nhiém vu xdc dinh cdc ma lénh ndi tiép
nhau tr bd nhd chuong trinh.

- Thanh ghi dia chi - AR (Address Register). AR Twu gii
dia chi cic 6 nhd dit liéu trong bd nhé khi cé truy nhap
vao bd nhd.

- Mot thanh phin quan trong nita ¢ha bo xir 1y 13 dong
ho. N6 phdt sinh cic xung thai gian chinh xdc dé dong bo
hoa céc thanh t§ khic cia bo xir 1y,

Ta ¢6 thé khdi gudt thanh phan bo xit ly v m&i quan he
véi b6 nhd nhu sau (Hinh 4):

Bé xw 1y trung tam

Pong ho

Bom vi ditu baom vi tinh
khién chi thi todn s& hoc

Cac thanh ghi

hinh 4

b) B6 nho (Memory):
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BO nh¢ clia mdy vi tinh 14 bo phan thyuc hién viée huu trit
cde dit licu, .chi thi, I¢nh ¢in thiét cho hoat dong cha may
tinh d¢ xir 1y thong tin.

B0 nhd gom 6 hat loai: b nhé trong va bo nhd ngodi.
- BO nho trong:

Qua xem x¢t hoat dong cta may tinh ta thdy CPU ¢6
chitc nang co ban 12 xUr Iy di licu, nhung dé bao dam yéu
cau hoat dong cha minh, cdc dit licu ciing duoe ghi nhé
tam va st dung & ngay CPU. 130 nhé cha CPU gom tap hop
cdc tir ¢6 gid tri khdce nhau goi 13 bit. Chiéu dai cta tir 12 s6
bit tao nén.

Kha nang xir ly dit hicu cha CPU rat Iém. Song cdc dir
licu duge luu gitr trén cde thanh ghi noi tai cda ching
khong thé bao dam cho nhu chu nhitu mat clia ngudsi sir
dung. Trong hoadn canh nhu vy, néu lai thuc hi¢n truy
xuat dit liéu tr ngoai vao thi qua cham dai véi CPU. Ngudi
ta dd st dung bo nhd trong bang bdn din chifa ducce hang
tram kilobytes dé bao dam trao doi dit licu nhanh véi CPU,
O day talai gap cdc khdi niém méi “bit” va “byte”. Bit la
don vi thong tin cor ban duoc sir dung dé€ biéu dién mot
trong hai trang thdi 1 hoac 0. Byte 12 t6 hop 8 bit, 13 don vi
bicu dién dir licu co ban. Trong bé nhé, byte nhu mot 6
nh¢d ¢6 kha nang chita mot day 8 s6 1 hoac 0. Byte ¢6 cdc
dom vi dén xudt:

1 Kilobyte = 2 byte = 1024 byte
1 Megabyte = 2% Kilobyte = 1024 Kilobyte
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Ngoai ra ta con gap don vi thong tin 2 “ti”. Tuy theo
céu tric cua mdy tinh dién (0 ma mot 1 ¢6 thé bao gom
mot s@ byte, thudmg 1a 1,2 hoac 4 byte, thi du: Mdy Apple
[ co do dantirla 1 byte (tr = 1 byte): mdy PC 16 bit ¢6 do
dai tir 12 2 byte. Don vi dan xudt cta i [a kilo tir.

1 kilo tir=2""tir = 1024 1,

Po dai tir ddnh gid t0c do xur ly cta mdy, tdc do tinh
todn s6 hoc, dong théi cling ddnh gid 16¢ do chinh xdc cta
cdc phép tinh. Nhu vy, do dai tu cang 16m thi toc d6 va do
chinh xdc¢ xir 1y cda mdy cang cao.

130 nhd trong ciia may vi tinh bao gom hai loai:

+ Bo nhd truy xudl true ticp - RAM (Random Access
Memory):

RAM thuc hién ciac chdc nang ghi giit cic thong tin,
chuong trinh va cung cap trd lai cic thong tin theo dia chi
cua phan 1 nhé. CPU ¢6 thé doc va viét dit 1iéu 1én RAM.
N6t chung, trong RAM duge ghi cdc chuong trinh dé giai
cdc bai todn, cdc dir kién va cde két qua trung gian.

Chi ¥, dit licu trong RAM sC bi mat di khi ta tat mdy. Vi
vay, néu cac dit licu ¢an lwu giir ¢¢ dung lai phai ghi trén
dia cing hoac dia mém. Dung luong cua RAM quy dinh
16¢ d6 va kha nang hoat dong cta mdy tinh. Dung lueng
dé ¢d lién quan dén kha niang s dung phan mém. Vi vay,
khi st dung phan mém phai bi¢t dung lugng RAM cua
may.

+ B0 nhd cd dinh - ROM (Read Only Memory):

ROM dich sat nghia 12 bd nhd chi d¢ doc. ROM thudmg
do cac hing san xut mdy tinh ghi vao theo don dat hang.
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ROM chi doc cdc d@ licu ghi trén d6. Cac dir licu dé
khong bi mat di khi 141 may.

ROM ¢6 k&t hop lap trinh duge goi 1a PROM
(Programmable Read Only Memory). Ngui 13p trinh nap
ndi dung mong mudn vao mdt n bing phuong tién dac
biét.

BO nhd o6 dinh xda duge va 1ap trinh duge goi 1a
[EPROM (firesable Programmble Read Only Memory), Vé
ky thuat, ngudi ta dung tia cuc tim xod noi dung cii dé ghi
mdéi bang di¢n.

C’a bon loai RAM. ROM, PROM va EPROM déu ¢cé thé
¢é trong cling mot may vi tinh.

- Bo nho ngoai:

Khi bé nhd trong khong b ste chiéa cde div licu can
thict cho yéu cau xir 1y tin thi ngudi ta phai dung dén bo
nhd ngoai, Phuong tién dang phd bién cho bo nhé ngoai 14
cic dia tu, bang tr, v.v.. BO nhd ngodi ¢6 dung luong rat
16n, cé thé chita dén hang ty byte dit licu. Nhung bo nhd
ngodi cé toc do xu ly thip hon nhiéu so vdi bd nhd trong,
vi qué trinh x& ¥ cdc dit liéu van phai chuyén vae bd nhd
trong. Vay can nhd rang, toan bo qud trinh xir Iy cdce dit
liéu chi duoc thue hién & bd nhd trong.

c) H¢ thong s6 nhi phan (Binary):

¢ hiéu nguyen téc hoat dong cla mdy tinh ¢6 lién quan
dén bo xit 1y va bo nhé néu trén. ta ¢an tim hidu so bg vé
h¢ théng sd nhi phan.

Treng sinh hoat hing ngdy ta ding cdc sd thap phan. He
théing s& 6 1a phi hap. ¢6 thé do ta ¢é 10 ngén tay. Mot
may tinh dung cdc sO nhi phan bai vi cdu trmie cta né phu
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hop vdi s6 nhi phan. Ching ta di biét, trong hé thap phén,
mat sO duoge xdc dinh khong nhiing bdi gid tri cda nd, ma
con boi vi tri cua nd. Clng mot s6 xuat hién & hai vi tri
lién k& nhau sé bidu dién gia tri lén, nho hon nhau 10 fan.
Nhu vay, s6 10 la co 58 cua hé ghi s8 va cdc luy thira cla
16 tao thanh co s¢ cla hé thap phan. Néu ta ldy corsa 2 ta
duge hé nhi phan. Co s cha hé nay 1a luy thira cua 2, vin
tudn theo qui tac chit $¢ nhin véi gid tri cua vi tri.

Mot mdy tinh hoat dong dua vao cdc xung dién wr - dua
vao trang thai ¢ xung va khong ¢é xung cua cic mach
dién tir. B& nhé ghi cdc trang thal tat-md nay. 11¢ théng sd
nhi phan minh hoa rd sy biéu dién trang thai dién t& dé
thong qua hai ky hi¢e O va 1. Trong h¢ théng nhi phén,
cAc gia tri vi tri 12 cdc boi s6 cua 2: 1, 2, 4, 8, 16,..D¢ tim
gia tri cua bat ky mdt s8, ta nhan méi chir s6 dé véi gid tri
vi tri roi ¢Ong tich lai, vi du (Hinh 5):

; 32116 [ 8 | 4 [ 2] 1
; é I . 0~ 0xl=0
) — 1x2=2
i 10 b 1= Ixl=l
Lo L oxo=
: 1x4=
5

hinh 5

d) Cic thiét bi ngoai vi (Peripheral Device):
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Ve mat cdlu tric, mdy vi tinh ciing tuan theo cdc nguyén
tdc chung clia mdy tinh dién tir thong thuomg. Céc thiét bi
ngoai vi thue hién chic ning nhap va xudt dit liéu (xem
hinh 2). Khéi ni¢m vé thiét bi ngoai vi mang ¢ nghia phén
chia chitc nang xir ly théng tin va mang ¥ nghia lich st.
Ngay nay, v6i két cdu mdy vi tinh, nhigu thiét bi duge gan
vao may, nhung van coi 1 ngoai vi. Mat khic, c¢6 nhimg
thi€t bi ngoai vi lai 13 nhimg coéng ngh¢ mdi, gid ca dat
hon mdy chinh. Sy phét trién ciia khoa hoc va ky thuat 1am
da dang hod cdc thict bi ngoai vi clia may tinh. & pham vi
cudn sdch nay chi gidi thicu c4c thist bi ¢6 tinh chit théng
dung.

- Ban phim (Keyboard):

Bian phim fa thi¢t bi dé dua thong tin vio may va
phuong tién d¢ ngudi sir dung tin d6i thoai véi mdy. Ban
phim c6 nhitu loai. Sy khic biét giita ching thé hicn &
phiwrong phédp lap dat ban phim, vi rf sdp xép céc phim,
cong dung va hi¢u qua cla ching. C6 loai ban phim duge
thi€t k€ lién vao mdy, c6 loai tach riéng biét. Dudi day ta
xem x¢t hai loai ban phim cha may IBM-AT va IBM-XT.
Pai v6i hai loai ban phim nay, téng s6 ¢6 trén dudi 100
phim. 86 phim dugc phan 1am cdc nhém nhu sau:

- NhSm phim chif c4f. Gom 26 chit duoc b6 trf trén 16
-phim. S6 phim nay duge ding cho ¢a chit hoa va thudmg,

- Nhdm phim 56 Gom 10 56, tr 0 dén 9.

- Nhom phim cdc déu: Gom céc ddu trong van ban va
trong toan hoc.
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- Cidc phim di¢u khiém:. Cac phim ndy gigp thuc hién céc
1énh hozc diéu khién cdc ky tu trén man hinh nhw dich lui
diém nhay, xod ky tu, in, chén ky wr...

Trong khi si dung cdc phim dicu khién ngudi ta phan
bi¢t ditgu khién don va ditu khién kép. Dicu khién kép la
ngoai viée sit dung cie phim dicu khién, con phai bam tigp
cdc phim khac.

Cidc phim chife pang: Gom (i F1 dén F10 (méy XT) va
tir 1’1 dén F12 (mdy AT).

Phuong phép st dung mdy tinh qua ban phim s& duoc
gidi thicu & chuong 11: HE dicu hanh MS-DOS.

- Man hinh (Display)

Man hinh ghi chép toan bo noi dung doi thoai gifra
ngudi va mdy. Cac ky tu, chi thi duge dua vao mdy qua
ban phim trude hét duge trinh bay trén man hinh dé quan
sal v hiéu chinh. Ngugc lai, mdy cling bdo cho nguoi, qua
man hinh tinh trang x{r Iy di liéu, nhu bdo thti gian, bdo
161, thong bao céc chi din ghi k& qua may tra 1d1...

Mdy tinh thé h¢ bon dat duge tién bo 16n ve thict k&
man hinh. Kich thude thong dung hi¢n nay clia man hinh
12 14 inch, trit cdc min hinh chuyén dung ¢é thict k¢ lon
hon. V& thé loai hién nay <6 cic loal man hinh
monochrom {don sdc) va man hinh color (mau) ¢ céc loai
EGA, VGA, SVGA.

- Bang tir(Tape, Cassctle)






(Hinh 6)

Caps Num Scroll
Lock lock . . Lock




Bang tr ¢6 wu diém 14 chida duge nhigu tin, gid ré, dé
bdo quéan va van chuyén. Nhung bang tir hoat dong theo
nguyén tac truy xuat tuan tir, nén rt cham. Ngoai ra, sl
dung bang tix ddi hoi phdi tdch biét hai phan doc va ghi
dong thdi & hai bang khdc nhau, khong thé thuc hién dugc
ch€ do nap tra dong thai nhu dia tir.

- Dia o
Pia mém (Floppy disk, diskette)

Pia mém 12 bd nhé ngoai thong dung. Céc loai dia mém
dang ding hién nay 12 8, 5, 3'” inch. Dia mém 1A mot
“tam hinh trdn, lam bing chat déo. C4 hai mat dia dugc phi
mot 16p 6xyt tir, bén ngeai duge boc bdi I6p nhua dé bao
vé.

Thong tin dugce ghi trén dia theo cdc vong déng tam goi
12 ranh (Tract). Mdi ranh duge chia 1am mot s6 ving goi 12
cung (Sector). Sirc chita cia dia mém tuy thudc vao s6
ranh trén inch, s6 mat dia st dung va phuong phdp ma hod
tin hi¢u trén dia. hién nay cac dia mém cé sitc chita 1| MB
dén 1.44 MB.

Pia mém ¢é vu diém 12 don gién, ré tién va dé sir dung.
Song nhuge diém cua dia mém 12 t6c d6 xudt nhap tin
cham, do tin cdy khong cao, dé bi anh hudng cua dién
truomg, moi trudng, v.v.. Téc dd quay cia dia mém bi han
ch& béi su tiép xiic gitta dau doe, viét véi mat dia. Téc do
quay cang nhanh thi khodng cach nay cin phai 16n dé dam
bao sir an toan. Ngugc lai, méat d6 tin trén dia cang cao thi
khoang cich nay cin phai thu nho lai d€ ddm bao do tin
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cay khi doc, viét. Dé dat duoc t6e do quay 1én véi khoang
céch ti€p gidp nho doi hoi phai dung loai dia cing.

Dia ciing (Hard Disk):

Dia ciing thudmg ding ¢6 cac loai 5" inch, 8 hoac 14
inch dugc gan lién vao mdy quay dia. Sic chita clia dia
cting hién nay tir 10 dén hang nghin MB. T6c ¢ dia ctng
Ién hon dia mém hang chuc Fan, Do dia cing gin ¢d dinh
trong ¢ quay dia & trong mdy nén tranh duoc bui, khéng
dnh hutmg dén mot trudmg. Do vay dia cing ¢6 do tin cay
caa.

- M4y in (Printer):

Méy in 14 thi€t bi xudt tin cta hé thdng may tinh phuc
vu yéu cau ngudi dang tin. Cic loai mdy in dung phd bién
hién nay la:

- May in kim (ding ma tran kim - Dot Matrix). C4c ma
tran kim cé 9 kim. Nhung hién nay ¢6 mdy in ding dén
12, 18, 24, 36 kim in.

- Mdy in dung ky tu dic san nhu mdy chit dién.

- M4y in nhiét d6t néng béng tia lascr.

e) Quy trinh hoat dong cita mdy tinh dién ti:

Mady tinh dién t¥ duge dung dé luu trit quan 1y mot
CSDL, dé€ xir ly bien déi tin va dé tra tim st dung lai cdc
dir liéu dé. Ban dau thong tin duge dua vae mdy qua thiét
bi nhép (ban phim). Thong tin dé duoc luu trit tai bo nhG
trong, sau dé chiing duge chuyén dén bo phan xir 1y (bo
phan s& hoc logic) dé thuc hién cic bai toan can thiét. Két
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qua trung gian do6 lai duge chuyén dén bo phd trong dé luu
trit. Qud trinh xur 1y tin & bo phan s¢ hoc duoc 1ap di lap lai
nhicu [an dé dat k&t qua mong muén cudi cing. Nhd bo
phan di€u khién, qué trinh x 1y tin dugce thuc hién tu dong
vén chuyén tin hiéu trong mdy. Qu4 trinh d6 con ngudi c6
thé can thiép, bé sung thém céc lenh khic tir ngodi vio
qua ban phim. Két qua trung gian va k& qua cubi cling
déu duoc Iuu giit tai by nhd trong. Néu kha nang bd nhé
trong khong chia hét CSDL thi ¢6 thé luu git & bo nhd
ngoai.

TV- PHAN MEM CUA MAY VI TINH.

1. Khii quit :

Phan mém (Sofware) clia mdy tinh 12 mét tap hop céc
chuong trinh; hé ditu hanh va cic ngdn ngit mdy nhim
glup con ngudi st dung cé hiéu qua cdc thidt bi miy tinh.

Xét theo cdu tric va hinh thic st dung, ngudi ta cé thé
phan ra phan mém hé théng va phan mém ing dung. Phan
mém hé thong bao gom cdc chuong trinh can thiét cho
hoat dong cia mdy. Phian m&m hé théng thudmg duge gin
vae mdy, thi du hé digu hanh MS-DOS, cic chuong trinh
tién ich, cac ngon nglt 14p trinh... Phan mém dng dung la
¢dc chuong trinh chuyén dung nhu cic chuong trinh
chuyén cho xir ly s8 liéu, cdc chuong trinh xir 1y van ban,
thi du CDS/SIS... Sy phan chia phan m&m hé thdng va
phan mém tng dung chi 1a tuong dai.

2. Phan loai phiin mém:
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' Phan mem ciing c6 thé phan leai theo tinh chét sir dung
nhur:

- Ngon ngit 1ap trinh

- Céc he ditu hanh

- C4c chuong trinh dich va thong dich
- C4c he théng quan tri.

Duéi day ta di sdu xem xét cdc thé loai phian mem :

a) Ngén ngif (Language) -

D¢ gitp cho viec giao 1i¢p gilta ngudi va may ta can sit
dung cdc ngédn ngi chuong trinh. D6 1a cic dang mi may,
cac 1¢énh dugc gan v6i cdu tnic cua mdy, hoac nim trong
mot hé dieu hanh dé gitp ngudi st dung giai quyét cdc bai
toan dit ra. Npgon ngit nay duoc chia ra loai cép thdp va
cép cao.

- Ngon ngit cap thép (Low-Level language) 13 loai gin
v@i clu tric cha mdy, duoc viét truc ti€p theo dang lénh
mdy. Ngdn ngft ndy duoc thay déi tuy theo loai mdy vi
chiing thudng duge nap truc ti€p vao bo nhé. Pién hinh
cla ngon ngit cdp thdp 13 ngon ngit “Assembler”. Ngon
ngir Assembler gilp cdc nha 14p trinh viét cdc chuong trinh
va phan mem h¢ théng. D6 12 mot cong cu manh, duge
ding cho ca yéu cau kiém tra cdc thiét bi, th nghiem va
higu chinh cdc chuong trinh c6 két hop véi chuong trinh
DEBUG ciia MS-DOS.



- Ngbn ngit cap cao (High - Level Language) khong phu
thu¢c vao cau tric clia mdy tinh. Ngon ngit c4p cao phan
nhieu phuc vu ngudi sir dung, duge viét dudi dang ngon
ngt lap trinh, gan vdi ngdn ngl tuw nhién cha con ngudi,
nham gidm b6t sw phic tap d6i véi ngudi sir dung, tang
hiéu qua sir dung mdy tinh. Nhung ngén ngit c8p cao ciing
khic v6i ngdn ngit tu nhién 12 tir vung han ché, sir dung
chat ché cho yéu cau xit 1§ cu thé théng tin chi khong dién
dat triru tugng céc ¥ niém. Ngon nglt cdp cao rdt gan giii
véi céc dién dat binh thudmg cia con ngudi.

Ngon ngit cdp cao dugc sit dung tuong d6i phd bien 1a
cac ngon ngit BASIC, FORTRAN, PASCAI., COBOL, C,
PROLOG, LIST.

- BASIC : LA mot ngon ngit viét cdc chi thi cho may
dudt dang ky hiéu twong trung, dé& hiéu, danh cho ngudi
méi bat dau str dung méy tinh. Nhung dic trung cha ngén
ngit BASIC 12 ngon nglr khong ¢6 cdu trdc nén t6n nhidn
lénh mdy. Tuy rang viéc 1ap trinh ¢6 linh hoat, nhung
cham va dé sai s6t khi viét chuong trinh 16n.

- PASCAL : La ngon ngir ¢6 cdu tnic cao, dé& sir dung
nén da duge phd bicn rat nhanh trong Iinh vuc m4y tinh.

- FORTRAN : La ngon ngit thong dung cho giai cic bai
loan khoa hoc ky thuat. Ngon ngit nay khong phu hop véi
yéu cau xu 1y tai [itu dang van ban. |

- COBOL : La ngén ngt duoc tng dung cho céc bai todn
vé quan ly kinh t&

29



- C : La ngbén ngit 1ap trinh nhu PASCAL, c¢é kha nang
can thiép sdu vao mdy. Vi vay ngdn ngit ndy thudng duoc
ting dung vao cdc bai todn ditu khién va phét trién phan
mém hé théng. Ngon ngit C thién vé quan 1y, nén chua
dugc diing phé bién nhu PASCAL.

- PROLOG va LIST : 1a cac ngdn ngit 1ap trinh dang
trén da phat trién , chua duge iing dung nhicu.

b) Hé diéu hanh (Operating System) :

Hé diéu hanh 13 mot thp hop céc chuong trinh lam
nhiém vu diéu khién cdc hoat dong cha mdy tinh va cic
thiét bi ngoai vi nhu phan chia va quan ly bo nhdg, didu
khién céc giao ti€p vdi céc thiét bi, quan 1¥ cac tap tin va
su hoat dong cta cdc chuong trinh. Hé diéu hanh la cau
ndi gilta nguti va mdy, gilp con ngudi st dung ¢é hiéu
qua céc thiét bi may mdéc. Hé digu hanh cdn gidp ghép néi
nhigu mdy dé x{ Iy tin trén quy mo 1n.

P¥n nay, cdc hé diéu hanh duoc sir dung nhue MS-DOS,
CP/M XENIX, UNIX, trong dé h¢ diéu hanh MS-DOS
dugc sir dung phé bién nhat cho cic loai may vi tinh.

He di2u hanh ¢6 4 chitc nang chinh sau day :

- Dizu khién va thuc hién cdc chuong trinh. O day, he
ditu hanh thuc hién quan 1y CPU bao gém: nap, thuc hién
chuong trinh va xir 1y cdc sai sét trong chuong trinh cla
ngudi st dung.

- Phan chia va thu hoi bd nhé RAM.
- Quan 1y cdc hoat dong xuat, nhap.
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- Quan ly tap tin.
¢) Cdc chuong trinh dich va thong dich:

Chwong trinh dich (Compiler) va thong dich (In-
terpreter) gitip may tinh ¢6 thé hiéu va thi hanh céc chi thi
duoc viét bing ngén nglt cdp cao. Chuong trinh dich thuc
hi¢n nhiém vu phién dich mot chuong trinh tr ngén ngl
cfp cao sang ngdbn nglt Assembler hodc ngén nglt may
{Macchine code). Chuong trinh dich con ki€m tra cdc sai
s6t clia chuong trinh c6 ngon nglt miy duge bién tap va
nap vao bd nh¢ d&é sit dung.

Chuong trinh thong dich kiém tra va thuc hién céc cau
lénh viét theo ngbn ngir cdp cao. Chuong trinh nay thyce
hién timg lénh ngay sau khi doc nd. Diém khéc nhau gilra
céc chuong trinh trén 13 chuong trinh phién dich ph&i doc
todn bo van ban clia chueng trinh ngudn, sau d6 bién déi
ra md mdy dé thyc hién, cdn chuong trinh thong dich s€
doc va dich timg 1énh d€ thuc hi¢n ngay.

D61 v6i ngudi lap trinh it kinh nghiém, sit dung chuong
trinh thong dich thuan loi hon, d€ phat hién sdi st d€ stra
chita, tuy ring t6¢c d6 cham.

Trén mot hé ditu hanh, mbi ngon nglt cip cao déu co6
cac chuong trinh dich va thong dich riéng. Thong thudmg
chuwong trinh dich duoc nap trén dia mém, cdn chuong
trinh thong dich dugc chia trong ROM. Mét s6 chuong
trinh dich thudng ding 12 BASIC, PASCAL, C..., , con
chuong trinh thong dich 13 BASIC.

d) Phin mém ung dung (Application Sofrware):
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Sy phét trién ciia phin mém néi chung rat cham chap so
v6i bude tién trién nhanh cda phin cing. Ly do co ban 13,
bén canh nhu ciu da dang vé img dung may vi tinh va sur
ti€n bo khong ngimg clia céng nghe thong tin, rét khé c6
nhimg phan mém tng dung viét sin phii hop véi nhu chu
da dang v2 thich ting twong d&i bén vimg.

Phan mém tng dung thudng bi 1¢ thudc nhidu mat.
Trude hét ching bi 1¢ thuée vao heé didu hanh, vio kha
nang clia b nhé va vaoe su tuong thich nhét dinh clia cic
thi€t bi ngoai vi. Nhiing mat t6i wu ctia phin mém thudng
thé hién & t6c do xir 1y dit liéu, su tién dung, dang té chitc
dit li¢u, thd tuc thao tac... Nhung r4t khé thdy c6 mot phan
meém tng dung phi hop toan dién vdi céc loai CSDL. Sau
day ta xem xét mot s6 thé loai phin mém :

- Phin mém CDS/ASIS -

CDS/ISIS 12 he thong tim ki€m va luu trit cdc théng tin
tong hop ding dé quan 1y cdc CSDL ¢6 céu tric dang van
bén. Sy phat trién tit CDS/ISIS 1.0 1én 2.3 v nay la 3.0,
3.07 da cho phép téng quét héa cao trong viéc xit 1y tin,
tao cho CDS/ISIS quan 1y mot s6 lugng khong han ché cic
CSDL; trong d6, méi CSDL ¢6 thé chira cic phan tir dix
liéu hoan toan khdc nhau

- Phin mém DBASE :

Sy phét trién cho dén nay da c6 cic DBASE II, DBASE
III, DBASE IV cling nhu FoxBASE dua trén nguyén Iy ciia
cdu tric CSDL (data base). Phin mem DBASE va
FoxBASE dugc sir dung déc Iuc cho yéu cau luu triv va xir

32



1y s6 liéu, chuyén st dung cho théng ké, k&€ toan, quan 1y
vat tu...FoxBASE c6 diac diém ndi bat ve téc do xtt 1y s6
liéu, twong thich v6i DBASE plus dén 90% va nhanh hon
DBASE IIT plus 6 Tan. Hién nay DBASE dugc dung rat
phé bién. 1i¢ DBASE IIT 1a su phét trién dau tién cha hang
san xuit phan mém ASHTON - TAPLE (1984). Trong khi
DBASE II duoc viét ra cho th€ hé may tinh 8 bit thi
DBASE 111 duge thiét k& chi yéu cho loai 16 bit IBM - PC.
Hé DBASE 111 da tian dung hau hét cidc th€ manh cia miy
IBM -PC va cac loal mdy tuong thich nhu may COMPAQ,
CORONA... phan mém DBASE III bao gdm mot dia mém
hé théng cha hé quan tri co s dif 1iéu, mét dia meém chita
céc tap, mOt tap tai lidu hudng dan sir dung day 479 trang.

- Phin mém LOTUS:

LOTUS duge dng dung rong rii trong viée thiét lap cic
biéu bang téng hop, cdc miu ching tir ma cic h¢ khdc
thue hién khd. Véi hé LOTUS ngudi ta ¢6 thé in tir két qui
trén man hinh nhu &6 thi va cac thong tin khac nhau.

M¢i ra ddi nam 1983 nhung LOTUS 1a h¢ dd manh va
tien dung cho x& ly tin.Tén day du cta hé 1a “LOTUS
ACCESS SYSTEM” (11é truy nhap LOTUS). Phin chinh
ciia LOTUS gom he théng 1-2-3 (vi vay ching duge goi 1a
LOTUS 1-2-3) va cdc chitc nang khic nhu hé quan 1y dia,
quan 1y cac file twong tu nhir DOS. Céc h¢ cha LOTUS cho
phép chuyén déi dit lieu v&i mot s§ hé meém khdc nhu
DBASE 11, VISIVALE...

Hé théng LOTUS ducc luu trén dia mém :
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1 - SYSTEM 1-2-3: Liu hé théng 1-2-3 gic.
2 - SYSTEM 1-2-3: BACKKKUP:Ban sao clia hé géc.
3 - UTILITY 1-2-3: Chuong trinh tién ich.

4 - PRINTGRAPH 1-2-3: C4c chuong trinh in do thi
gdc,

5 - TUTORIAL 1-2-3: Day sir dung LOTUS,

- Cdc phan mém soan thao vian bin:

C6 nhigu phan mém phuc vu yéu cau soan thdo van ban
tuong doi thong dung hién nay phai k& dén chuong trinh
EDLIN cia MS-DOS. EDLIN 12 chuong trinh xit 1y van
ban timg dong. Ngudi ta ding EDLIN dé khdi tao, sira
chita va dua ra man hinh mot tép tin van ban. Tép tin - dé
dwoc tao 1ap va trinh bay timg dong véi s6 tugng ki tu quy
dinh.

Cdc phan m&m khac dung dé xi 1y van ban ¢6 thé ding
la SIDEKICK, PE2, WORDSTAR, WORDPERECT,
MICROSOFT - WORD, VIETSTAR, VNI, BKED, VSM,
VIETRS...

- Mot s6'1ing dung phin mém khic:

+ CAD, AUTOCAD 12 phin mém chuyén diing cho viec
thiét k&, kién tric.

+ CAM dung cho ditu hanh san xuit.

+ CAl diing cho giang day, hoc tap.
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+ STORY BOARD dung cho thiét k& so d6 mach dién
i, trang tri, v& quang cdo.

+ PMMAIN diing d€ in lich, thi€p mdi,
3. Vinit tin hoc va cdch phong chéng:
a) Bdn chdt cua virdt tin hoc.

Virtit tin hoc ¢on goi 1a virtit mdy tinh, 12 nhitng doan
chuong trinh mang hiéu tng pha hoai, tu hoat dong vao
nhimg thdi diém nhat dinh, phd hoai h¢ digu hanh, cdc tép
tin trén dia cing méi khi mdy kh&i dong. Khac v6i vinit
sinh hoc 12 xu#t phat tir thién nhién,virdt tin hoc ia do
nhan tae. Vinit dugc tao 13p ti chuong trinh ac ¥, hoéac
chuong trinh bao vé nao d6. Numg giira virtt tin hoc va
virGt sinh hoc c6-nhitng di€m tuong dong ki la, nhu ching
c6 thé tao ra cac ban sao giong hét ban dau. Bénh dich do
vinit tin hoc gay ra cé thé lay lan trén dién rong.

Hién tuong vinit tin hoc ¢6 thé & mc lanh tinh hoac 4c
tinh. Cac hién tugng i3nh tinh nhu d6i khi xuét hién trén
man hinh vai cau dua nghich, hay dot nhién phét ra ti¢ng
nhac khi miy dang chay... Cdc hién tugng nghiém trong
hon 13 virtit phd hoat hé digu hanh, khién cho may khong
khai dong duge hoac hoat dong sai iéch, tao ra cac dir liéu
v6 nghia. Cling ¢6 khi virit xod bd moét phan hoac todn bo
céac dit liéu fuu trit trén dia tir, 1am hong céc thiét bi ngoai
vi, 1am ket dau doc, r6i gidy, gy kim trong mdy in. Vi nit
tin hoc cdn ¢6 thé 1am phét ra loa tiéng keéu khé chiu, lam
nhiéu man hinh, lam “treo mdy”, nhiém vao mét chuong
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trinh dang ma mdy lam cho chuong trinh r6i loan khong
thé 1am viec duoc.

b) Nguyén nham va cdch hoat dong cia virdt tin hoc.

O phan trén di xdc dinh, virit tin hoc 1% do nhén tao.
Tha pham tao ra céc vinit tin hoe 13 do c4c nha tin hoc gay
r6t. Trudng hop lanh tinh 12 do khi 1am viéc ho mudn cai
dat dir liéu dé tréu choc ngudi khac. Trudng hop 4c tinh ¢6
thé do ho mudn trimg phat hoc tra thd ai dé. Thi du nhu,
ho muén tra thi chd do tra cong ré mat, hoic dat biy cho
nhimg ai mudn sao chép trém cic ban quyén chir khong
chiu mua. ‘

Vi it xuat hién nhue mét chwong trinh do mot ngudi nao
5 vi€t v duoc dich sang dang m3 may. Thong thudmg ¢6
nal nhém virit chinh 1a virit boot record ¢6 thé tam dich
ia vinit chuong trinh mdi. Chuong trinh nay dwoc hru trix
trén mot hodc hai sector dau tién cia dia. Boot chi bao
gom mot vai chi thi, nhung céc chi thi nay da dé doc phan
con lai cita h¢ diéu hanh vao bo nhé. Vi mit & boot record
lay nhiém kha nhanh khi ta doc mot tép tin trén dia. Con
virtt file 12 virdt t¢p tin. Vi nit nay ph4 hoai nhigu tép tin,
nhwmg da phan chi nhiém vio céc tép tin ma may. Thong
thuong cdc t¢p tin van ban khong bi nhiém virdt nhung
van bi virtt tdn cong 1am mat théng tin. Ngoai hai loai
virdt thong dung trén, ngudi ta cdn phat hién ra cic loai
virit khdc nhu virdt nhiém b6 xit 1y lénh (command-
nrocessor infector), virdt da muc tién (multi-purpose
nfector), v it da nang (general purpose infector)...



Dimg lai & mot vai loai vinit tin hoc thong thutmg dé ta
xem chiing hoat dong nhe the nao.

Thong thudng, virit nhiém vao dau chuong trinh.
Ching lay lan va duge ghép thém vio mot chuong trinh
khi chuong trinh dé chay. Trudc hét vinit phat vao RAM.
Tir d6 virtt d& dang nhiém sang boot record cla mot dia
chuong trinh khdc. Cic cdng trinh nghién citu con phan
loai vinit bing phuong phdp nhidm. Céc phuong phap
nhiém d6 dugc khii quat: phuong phap thém, phuong
phép chén, phuong phép dinh hudng lai, phuong phép thay
thé€, phuong phéap vo boc vinit (Viral Shell).

c) Phong va chong vinit.

Pham vi phdng vi chdng virit tin hoc bac gom mot so
cong viéc nhu phong, chong, chin doan va chita. Puong
nhién trong céc bién phap dé, viéc phdng nhiém vinit tin
hoc bao gidy cling dugce dat 1én hang dau véi phuong cham
“phong bénh hon chita bénh”. Céc bién phédp thong thudng
duoe sir dung dé phong vinit nhiém may nhu

- Khong st dung cdc dia mém khi chua rd ngudn va
chua thir.

- Khong cho ngudi ia sir dung mdy tinh.

- Khong sao chép gian 1an cic phan mém cua ngudi
khac.

- P61 voi cde chuong trinh tng dung, hoac DOS phai ¢6
dia hé thdng sach riéng biét va 4p dung bién phap chép luu
thong tin trén 2 ban.
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Ngoai ra, ngudi ta mudn diét vinit, chita cdc tép tin ¢6
virit, chéng vinit phai 4p dung mot phan mem chéng virtit
tin hoc. Trudc hét ngudi ta st dung phin mém dé thi, phat
hién ra cdc vinit trong cic chwong trinh khic, trong RAM
va diét, 12m sach.

Mot ditu quan trong 13 phai chédn dodn duge miy c6
nhiém vinit hay khong, vi trong nhigu trudng hop, may da
c6 vinit ma khong biét; nguoc lai, do thao tac sai, may
khong hoat dong duoc lai d6 tai mdy c6 vinit. Sau day ta
xem mét s& ddu hicu b vinit:

- Méy thao tdc cham chap khac thudng. Nhat 13 khi nap
chuong trinh (hién twong “Lazy” - ludi biéng).

- Céc chuong trinh truy nhap vao b nhé ma trude day
chiing khéng 1am nhw vay hoac truy nhép vao dia vio cac
thoi diém va tin sudt khic thudng,

- 86 lwong cic sector dia bj hong tang dan.
- Khong gian dia chua ghi (frec) bi giam nhanh.
- 86 luong bo nhé RAM bi giam dot ngot. -

- Céc chuong trinh hoat dong khong binh thudng va cé
cdc 161 ma trude day khong gap, hodc o6 cic thdng tin la,

- Céc tap tin bi thay c4c thong tin méi hoic bién mt...
d) Xir Iy mdy tinh d3 bi nhiém vinir,

Ditu ding ti€c 13, nhitu ngudi sit dung di biét mdy tinh
ciia minh ¢6 hién tugng nhiém vinit, nhung céng viéc
hang ngay vin cif ti€n hanh binh thudng, khong d& ra bién
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phép xir Iy chong vinit. Mdy nhiém virit cng tri hodn
lau, thi cang c6 hai; dén khi diét vinit ma khong thé ctu
dugc cdc dif liéu trén may.

Vi vay, khi phat hién mdy tinh c6 virit, ta phai ding
ngay viéc sit dung mdy d€ xir 1y, cdc bute xir 1y 1

- T4t mdy tinh, che 60 giay.
- Lay c4c dia mém hodgc bang tir ra khéi may.

- Tach rdi céc thi& bi ngoai vi (trir bﬁn phlm va man
hinh).

- Pua ban sao gdc clta MS-DOS di d4n nhian bao ve vao
& A, déng 6 dia va bat mdy,

- Thuc hién céc chiong trinh tim, diét virdt.

- Néu virit mdy tinh vin xuft hién lai thi phai tao
khuéon dang lai dia.

- Cai dat lai cdc chuong trinh tng dung.

- Noi cac thiét bi ngoai vi nhu ed.
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Chuong II
HE DIEU HANH MS-DOS

I- LICH SU PHAT TRIEN, THANH PHAN, CHUC NANG CUA
MSDOS.

Céc phan trén di trinh bay vé chitc nang hé ditu hanh
(Opereting system) nhu chiéc cau néi gifta ngudi va may
dé gitip con ngudi digu khién dirgc hoat dong cia mdy tinh
va cac thiét bi ngoai vi. H¢ dieu hanh d3 ra 4ot vao cudi
nhiing nam 40, nhung phai dén cudi nhimg nam 60 cing
Vi sy ra doi cia mdy tinh thé hé 3 thi hé digu hanh méi
duge sir dung nhu nhing phan khéng thé thi€u duoc kém
theo phan cimg.

Trong toan bd phin mém hé théng, hé digu hanh cé lién
quan chat ché véi phan cimg. Nhumg hé digu hanh chi
chay trén mot bo vi xit 1y duy nhat.

Hé dizu hanh MS-DOS 12 hé dieu hanh r4t théng dung
cho méy vi tinh hién nay. D6 1a chit viét tdt cia chit 1ichg
Anh Microsoft Disk Operating System. MS-DOS 14 h¢ digu
hanh dia ding cho cdc mdy tinh thiét k& trén cédc bd vi xUt
ly (Microsoft). MS-DOS phat trién rat nhanh. Gitta nam
1981, MS.DOS xuét hi¢n véi Version 1.0, dén nay di phat
trién dén Version 6.22...H¢ dieu hanh nay cé sutién bo
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nthanh nhu vay nhd su phat trién cia cong nghée mdy tinh,
nhat 12 su hé trgy va khuyén khich clia cic cong ty san xudt
mdy tinh.

Xust phit diém clia he di*a hanh MS-DOS 12 cc he
- CPM 80 va QDOS do Tim Paterson viét  cho Cong ty
Seattle Computer Products. Sau nhitu lan cii ti€n, dén
cudi nam 1980, QDOS méi tréy thanh 86-DOS.

Ti€p sau, c4c cong ty Microsoft va IBM (Inter-
nationnal Business Machines Corporation) ¢6 vai trd quyét
dinh cho su ra doi cia MS-DOS. Bude vao thap ky 80,
Microsoft van chwa cé moét he digu hanh nao ngoai viéc sir
dung MBASIC. Nhung cong ty nay ¢ loi the 12 duge cong
ty Seattle Computer Products nhudng cho quyén béan hé
diéu hanh 86-DOS cla Paterson. Pén cusi nam 1981,
Microsoft mua ban quytn 86-DOS dé phéi hop v6i Tim
Pateson sit dung thém cdc wu diém cha UNNX cai tieh 86-
DOS va déi tén thanh MS-DOS.

[BM da chuyén nhanh tix san xuft may dién todn l6n
sang san xudt mdy vi tinh va da xdc tién nghién cliu ting
dung cdc phin mém. Vio mita thu nam 1981, khi dot may
IBM-PC dau tién ra ddi, ho da chon MS-DOS 1a hé diéu
hanh cho méy cda ho va goi 1a PC-DOS Verson 1.0, IBM
cing chon mot s6 he dién hanh khéc nita dé ing dung cho
may IBM-PC nhu CP/M-86 hoac P-System, nhung cic hé
dé cdn nhiéu nhuoc diém so véi MS-DOS (PC-DOS). Vi
vay hang IBM d3 cho toan bé cac thiét bi thudc cong ty
cta minh chay dudi hé digu hanh PC-DOS,
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‘Ngay nay, DOS dugc sit dung phé bién cho céc hé may
vi tinh, nhung cin luu ¥ 12 DOS 1.0 va 2.0 thudng st dung
trén mdy vi tinh XT. Cdc Version tix 3.0 tr& 1én chay trén
may vi tinh XT va AT.

Céc ngdn ngit 1ap trinh quan trong nhu BASIC, COBOL,
FORTRAN, PASCAL déu 12 san phdm cta Microsoft va
deu chay dusi MS-DOS.

Trong thianh phan cta MS-DOS c6 cac tép sau :
- COMMAND.COM: Bo sit 1y 1énh cita MS-DOS.
- DOS.SYS: He digu hanh MS-DOS.

- I0.SYS: Chuong trinh khéi dong DOS.

He digu hanh MS-DOS thuc hién céc chifc nang chinh
la:

- Chuyén giao thong tin giita dia va bo nhd.

- Tim kiém thong tin trén dia.

- Nap va thuc hién cdc chuong trinh ing dung tir dia.
- Phan chia bd nhd RAM.

- T chic théng tin trén dia tix.

- Lién lac véi thiét bi ngoai vi.
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TOM TAT QUA TRINH PHAT TRIEN
CAC VERSION CUA MS.DOS VA PC-DOS

HPH va cic Thi
version gian N&i dung phit trién k¥ thuat
M ) &)

MS-DOS 1.0 1981 Duoc bien soan lin diu va ding cho

PC-DOS 1.0 m4y IBM-BC.

MS-DOS1.25 6-1982 Sira chita cdc sai s6t clia version 1.0,

PC-DOS 1.t ngoai ra con stt dung duoc dia mém 2.
mat, cai tién sy déc 14p vé phin cimg
trong phin DOS kernel.

MS-DOS 2.0 3-1983 Bd sung thém cau tric thy muc tép tin

PC-DOS 2.0 hé tang.

MS-DOS2.25 | 10-1985 | Mo rong phin quéc 1€ (twong thich véi
MS-DOS 3.0) gom ca cic bo ky wr
Nhat va Trigu Tién.

MS-DOS 3.0 8-1984 Ra ddi cling v&i may IBM-PC/AT c6

PC-DOS 3.0 thém dia mém 1.2 MB va dia cimg,

MS$-DOS 3.1 11-1984 | Sira chita 16i sai ciia Version 3.0 vi

PC-DOS 3.1 thém phin mang ciia Microsoft.

MS-DOS 3.2 6-1986 Cai tién s& dung dia 3,5 inch va gin

PC-DOS 3.2 thém format dia vao tép ditu hanh
thiét bi (device driver)

MS-DOS 3.3 1987 Thuc hién gin chuc cii tién d6i véi

PC-DXOS 3.3 Version 3.2.
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Bing I tiép:

d)

(2) 3
MS-DOS 4.0 1988 Thém cdc lénh mdi, dac bigt 1a DOS
PC-DOS 4.0 Shell ¥ edic chuong trinh chiém 5 dia

imem 360 KB (vi Version 4.0 chua dn
dinh nén chua dwoc si dung nhigu nhur
3.3)

TI- MOT SO THUAT NGU'CUA MS-DOS
1. Tep tin (File).

Tép tin 13 mot tAp hop cic thong tin ¢o lién quan véi
nhau duoc lwu giit trén dia heac bang tit. C6 thé coi t&p tin
nhu mot ho so luu trit trén gia, chiém moét vi tri va ¢6 dia
chi tra tim. M&i mot tép tin trén dia c6 nhimg dac diém
riéng nhu tén 6 dia, tén tép tin, phan mé rong...

®_ Cii tién theo phuong phip DOS Shell giip ta thuc hién cac
lénh ma cin nhd ding k¥ hiéu cd phap 1énh nhr vao ché dé thwe don
trén man hinh. Ngoai 1a cii ti€n dé cho phép 1ap cic khu dia l6n hon
32 MB trén dia cimg. Céi ti€n nay ciing déng thoi cho phép ching ta
stt dung hé m& rong (Expanded Memory Systcm) ngodi bo nhd trén

mach chinh.




2. Tén tép tin (File nams) :

Ten tép tin ¢ hai phan : Phan tén tép tin va phan mg
tong (extension). Phan tén duoc viét tir 1 dén 8 ky tur ;
phan mé rong tir 0 dén 3 ky tu duogc tich biét véi tén bang-
ddu cham.

Thi du : AUTOEXEC.BAT, HSNS.DBF

Mot s6 phan mé rong hay dugc ding 1a ;

- EXE (chit viét tdt cia Executable)

- COM (chit viét tat ciia Command)

- BAS (chir viét tat cia Basic)

Trong tén file DOS khéng phan biét chir 16n (Upper
casc) hodc chit nho (Lower case).

3. Thur muc (Dircctory)

Thu muc hay cdn goi 12 danh muc tép, 12 mot 16 chic
phan cép cic tép tin theo cac déc trung khac nhau trén mot
dia, nham khai thic nhanh va bao v¢ céc tép tin trén dia
khi ¢6 nhieu ngudi sir dung.

Cing ¢6 thé hiéu thu muc nhuw mot “cay tin ¢6 nhidu
canh va 14”. Phuong phép té chitc cay tin d¢ 1a x4c dinh
cic tinh chat chung va riéng d€ dua c4c 1ép tin vé cing
mot cap do va mot nhém. Phuong phép 16 chite tin nhu
vay ciing gidng nhu nguyén tic ciu tao cia ngon ngit tim
tin kiéu phan loai. Phuong phdp dé duge st dung rat phé
bién trong vice td chitc quan ly tai ligu, tu lieu ciia mot co
quan, mét kho Iwu triz, thu vién,v.v.. '
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Cdp d9 cao nhat cta thu muc 13 thu muc gbc (Root
directory). Thu muc géc duge 1ap tuw dong khi ta tao khuon
cho dia. Cic thu muc con (Subdirectory) duge tao ra do
c4c 1énh tao thu muc (Makedirectory). Thu muc gé&c chita
cac thu muc con va cdc tép. Ban than ting thu muc con lai
¢4 c4c tép, cde thu muc bd sung khic dudi né. Ngoai ra ta
cdn 14p cédc thu muc bd sung bing cic 1énh ciia MS-DOS.
Ve 1y thuyét, ta cé thé tao ra cac thu muc con chi tiét dén n
lan. Nhamng trong thuc t&, yéu cau sir dung chi ¢an tao céc
the muc cé 4 cap d¢. Ciu tao thu muc nhw vay di gidp
ngudi st dung khu biét nhanh [inh vuc tin can thiét. Khi
ngudi st dung dang lam viéc v&i mot thu muc con nao dé,
thi cdc tép tin trong dé doc lap véi cac tép tin thuoe thu
muc khéc.

4. Nhin dia va 6 dia:

- Nhan dia (Volume label) 12 ky hiéu riéng ciia dia dé
phan bigt giita chiing vGi nhau. Nhén dia cin dén 1én phia
ngodi dia dé xiac dinh noi dung va tra tim dia nhanh
chong.

- O dia (Disk drive) ¢an x4c dinh dé nap dia khi sir dung
tép tin vao chuong trinh. Cac & dia mém c6 tén 12 8 dia A
va B. O dia cimg dat trong may thudng duoc goi 12 C, D...

- Tén 6 dia (Drive name) duoc thiét 1ap bdi chit cdi cla
6 dia va dau hai chdm. Khi s dung m6t 1énh ta phai khai
bdo & dia trudc, sau d6 mdi néu tén ciha tép tin.

- O dia chuéh (Default drive) 12 noi ma khi ta vao 1énh,
MS-DOS s€ tim kiém cic tép tin dau tién trén dé.

46



Khi mu6n thay § dia chudn ta dua vao tén & dia 10i ghi
dau hai chadm. Thi du: 6 dia chufin 13 A, mu6n 1am viéc véi
cdc tép tin & & dia B ta dua B vao va thuc hien:

AN> B: <Enter>

C4u tric thu muc:

Gé6ce

{Root)

Cdc tép tin van | Cic tép dit liéun Cac chuong Chuong trinh
ban (Texts) (Data) trinh tro choi
(Programs) (Games)
VB B VB bén
TL TL
phdp qui thudng
Hinh 7
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Cay thu muc phé bién trén dia cing (Hinh 8):

Root

|

COMMAND.COM C DBASE BASIC

—

PRG DBF

Hinh 8

[1[- KHOI DONG Hf: PIEU HANH MS-DOS TREN MAY

1. S dung ban phim:

Ban phim mdy tinh khaic véi ban phim mdy chix & chd
cé nhigu phim dic biét dang cho MS-DOS, nhat 1a trong
nhém phim digu khién. & day thuémg ding két hop mot sé
dé 1a0 ra nhitng chifc ning riéng biét.

- Trong nhdm phim chi¥ c4i (26 phim) muén déi chit
thudng ra chit hoa 4n phim Capslock. Lic mdy khéi dong,
phim & dang chit thudng. Khi tién hanh ghi tin qua ban
phim , cac chif cai vin gilt nguyén dang ban dau. Néu ta
&n phim Shift dong thdi 4n phim chit c4i thi chit d6 s& ddi
nguoc lai.
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- Nhdm chif s6'khi ta st dung can chi ¢ ; May tinh phan
bi¢t sur khdc nhau giita s6 1 va I nho khic véi may chir.
Ngoai ra chit O hoa khic s6 khong. Mot s¢ may ding ky
hi¢u ¢ thay cho s§ khong khi diing Ienh MS-DOS.

- Cidc phim digu khién -

Phim Capslock dung d€ thay déi kiéu chif nhr da huéng
dan trén. Phim Shift ding dé phan biét hai ky tu trén mot
phim. An phim Shift s& tng v6i k¥ tu ghi trén phim ca
mat phim. Giit nguyérn, s€ tng véi ky tu ghi bén dudi.

Phim Enter ¢6 ky hiéu .1 goi 12 phim Return dung dé
bdo két thic dong lenh.

Phim Control (Cirl) dugc ding két hop véi cdc phim
khéc, d¢ tao thanh mot t8 hop phim 6 chic nang nhat
dinh, thi du :

Ctrl + C = ngiing thyc hién lénh

Cul + Z = keét thic ban ghi, két thic lénh

Ctrl + Printscreen = in hét ¢4 trang trén man hinh

Ctrl + P = Bua vin ban ra méy in; néu 4n t1€p lan nira
nhu vay 13 dimg viéc dua ra mdy in.

Ctrl + Numlock = dua thong tin ra man hinh. Man hinh
gilf nguyén céc thong tin hién c6 cho t6i khi #n it mot
phim nao d6 thi cdc thong tin lai dua ra.

- Phim Alt ciing duge ding k&t hop véi cac phim khic dé
tao ra mét gia tri nhu :

Alt + P =Print
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Alt + T="Then

Alt + D = Delete

Alt + 1= Input

Alt + O = Open

Alt + G = Goto
- Alt + F=For

Phimm Delete: X6a mot kﬁ tu thita hoac ghi sai. Muén
&6a ta dua con trd man hinh dén ky te can xda, &n phim
Delete.

Phfm Insert. Chén ky tw. Khi chén ta dua con trd dén
ding ky tu ding sau ky tu mu6n chen, in phlm Insert 16
an ky tz can chén.

Phim Spacebar (ghi trén mdy XT): Chuyén con tré sang
phai. :

Phim Back Space: Dich chuyén con trd sang trdi va ket
hop x6a hodc sita cdc chit trén dong,.

- Cdc phim chifc nang:

Khi s dung cic phim chiic nang can luu ¥ rang, d6i v6i
c4c ngdn ngir 14p trinh khic nhau, cdc phim chife nang ¢6
thé giit c4c nhiém vu khong gitng nhau. Trong hé théng,
cac phim chifc nang gitp soan cic 1énh, thi du : F1 12; sao
chép timg ky tu ctia dong lénh da soan; F3 12 sao chép tur
vi tri con trd dén hét dong lénh, v.v..

Nhimg & ngon ngit BASIC cdc phim chic nang c6 tac
dung khéc, thi du : ’
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F1 = LIST: Hién van ban

F3 =LOAD: Nap chuong trinh tir dia.

F10 = SCREEN: Ra man hinh, v.v..

- Cdc phim di chuyén con tré6 man hinh.

Phim T: chuyén con trd lén 1 dong.

Phim : chuyén con tré xuéng 1 dong.

< :chuyén con tro sang tréi 1 ky tu.

—>  :chuyén con trd sang phai 1 ky tu.
Cirl_—: chuyén con trd sang phai 1 tir.

Ctrl _¢«: chuyén con tré sang tréi 1 tir.

“Home: chuyén con tro ve géc trdi dong trén ciing.
End: chuyén con trd dén cusi dong clia chuong trinh..

Cirl + Home: Xod man hinh, dua con trd v& géc trdi
ddng trén cung. .

Ctrl + Delete: Xod phan cdn lai ciia dong lénh.
2. Khdéi dong:

Viéc khdi dong hé digu hanh bdt dau tir budce nap hé
théng. Khi bat dau nap ta can chii ¥ cdc diém sau:

- Kiém tra cic giic cdm
- Kiém tra dién ngudn.

- Ly dia g6c MS-DOS ra khdi vo, cho vio 8 A, déng
ndp & dia. '
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- Bat dién nguon man hinh va may tinh.

He MS-DOS duoc nap trong khoang tix 3 dén 45 giay
tuy thutc vao dung luong bd nhd clia may.

Néu cic thao tac trén ding thi may s& duge kiém tra cdc
phan sau:

- Kiém tra CPU, RAM, ROM, cic IC diéu khién, cic
card digu khién nhap xuit,khdi dong cac IC.

- Kiém tra c4c thiét bi ngoai vi ndi vao may.

Sau khi MS-DOS dugc nap vao bo nhd, va khi my tinh
tr dong kiém tra cdc thiét bi phan clmg, ta thdy dén hién

sdng trén & dia va nghe thiy am thanh do may doc dia. Sau
46 trén man hinh xuét hién:

MS-DOS Version x.x.x

Copyright 1981, 1982 Microsoft corp.
Command V.2.02

Current ciatc (mm;dd-yy)

Ta ¢6 thé vao ngay thang hién thoi tir vi tri con tro. Thi
du, néu 1a ngay 12 thang 8 nam 1988 ta dwa vao 08-12-88,
roi 4n phim Enter. Néu ta khong mudn tra 1oi vé ngay,
thang, ta 4n phim Enter dé b qua.

Sau dé mdy tinh thong bdo gidr va yéu cau dua gis vao,
thi du 1 gi¢ 30 phit trua ta dwa vao dong 13: 30 roi &n
phim Enter.  day néu khong can thiét tra 1 mdy vé gid,
ta 4n phim Enter dé€ bo qua.
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Néu ta dua ngay, thdng, gid sai thi ding phim
BACKSPACE d¢ stra 16i.

3. Ra khoi h¢ didu hanh MS-DOS.

Trong h¢ diéu hanh MS-DOS khong ¢6 lénh ra “Quit”.
Vay ta ¢6 thé ket thiie MS-DOS don gian nhu sau:

Khi két thiie 1énh cudi cung (hién ddu nhic AN > ).

- Lay dia DOS ra khoi 6 dia.

- Tat ngudn may va ngudén man hinh.

IV. MOT 8O LENT CUA HE BIFU HANH MS-DOS,

MS-DOS phan bi¢t hai-loai lénh néi trd va ngoai trd.
Cdc 1¢nh noi tri duge dwa vio bo nhé tir khi khdi dong
mdy. Chung thudng tri trong dé cho t6t khi tat mdy. Cac
1énh ndi trd duge sir dung nhi¢u hon khi 1Am viéc nén can
phai dugc thudng tri trong bo nhd. Pay 12 nhitng lénh don
gian. H¢ diéu hanh tap hop va luu irit trong tép tin lénh
COMMAND.COM va duoe tai vio bd nhd mdi khi khoi
dong mdy.

Cidc leénh ngoai trit ném trén cac file trén dia. Pay 1a cic
1¢p chuong trinh kiéu COM, EXE hodc BAT. Vi vay khi
can thuc hién mot 1¢nh ngoai trd ta phdi nap ching vio
mdy tr cic tép tin trén dia tir.

Cdc lénh cia MS-DOS déu ¢6 hai phan:

Phan Iénh va phin chon. Phan chon ¢é thé ¢ nhigu
tham s6. Cac tham s ¢6 ngoac nhon bat buse phai dua
vao trong iénh; con cdc tham s§ cé ngodc vuodng ta dua
vao hay khong la tuy timg truomg hop. Khi ddnh Iénh phéi
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chii  dénh déng ot phap I¢nh, Ienh duoc ddnh tir du nhic
caa DOS. Lénh ddnh bing chir thudmg hay chit hoa déu ¢
tdc dung nhir nhau vi MS-DOS s& chuyén sang chit hoa.
Keét thic lénh g Enter dé he ditu hanh nhan 1énh, giai ma.
Man hinh s€ thong bdo két qua thuc hién lénh hodc thong
bdo rd nguyén nhan khi i¢nh chua thue hién dong théi
hudng dan ngudi sit dung xir 1y tiép theo.

Céc lénh cia MS-DOS duge phan loai ra cdc nhém sau:
- C4c 1énh lién quan dén thr muc.

- C4c 1énh lién quan dén tép tin.

- Cdc iénh lién quan dén dia tir.

- Cé4c 1énh lién quan dén hé théng va xir 1y dit Licu.

1. Cac 1énh lién quan dén tha muc:

DIR (ndi tri) _

Cong dung: Liét ké tal ¢d cac tép tin trong 1 thu muc.
Cii phap: DIR {drive:] [pathname] [/p] [/w]

- /p chon ch€ &6 phan trang. Viéc iiét ké& tam dimng khi
day mét trang man hinh, 4n phim bt k¥ d€ 1iép tuc.

- fw 1a chi thi liét ké mot cach ngdn gon. Chi cho hién ra
tén t&p ma khong cd cic thong tin khdc (nhw kich thude,
ngay gid tao 1ap file). Mbi ddong man hinh chi hién 5 tén
files).

Trong lénh DIR cé thé sir dung cac ky fu toan cuc, vi
du:

DIR /p
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DIR fw

DIR \*. TXT

DIR TINAB®, *

- MKDIR (néi tri)

C0ng dung: Tao mot thu muc méi

Cd phap: MKDIR [drive:] path

hoac

MD [drive:] path

vl

Drive 13 tén ¢ dia ma ta can tao thu muc trén do.
Path xdc dinh 19 trinh cla thu muc can tao.

Lénh MD che phép tao thu muc trong cdu tric thu muc
nhi¢u cdp, vi du:

CA>MD T1
CA>MD TINT2
- CHDIR (Nbi trd)

Cong dung: DGt thy muc hién hanh clia DOS, cho bict
16 trinh cta thu muc hién hanh.

Ci phdp: CHDIR |drive:} [path]
hoac:
CD [drive:] [path)

vii:
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drive 1 tén & dia chifa thu muc hién hanh ma ta can déi.

path xde dinh 1§ tfinh cha thu muc ma ta mong mudn
chuyén sang.

Néu ddnh CD rbi Enter thi DOS s& cho biét 1§ trinh ciia
thu muc hién hanh.

Vi du: Pang & thu myuc T1 mudn chuyén sang thu muc
T2 1a thu muc con cia thu muc T1 thi d4nh lenfl:

CANT1>CD T2

Dang hoat dong trong thy muc con ¢6 thé chuyén hoat
dbng sang thu muc cha bang 1énh CD... ho#c

CD\ dé€ trdr vé thu muc géc.
- RMDIR (ni trt)

Cong dung: Xod thu muc con trong céu tric thu muc
nhieu cdp.

Ci phdp: RMDIR [drive:] path
hay RD {drive:] path '
Lénh RD cho phép xo0d 1 thu muc tréng.

Trude khi ding RD dé xod 1 thu muc phai xod tit ci
cac file trong thu muc dé.

Lénh RD khéong cho phép xod 1 thu muc ¢6 chia tép tin

Néu dang hoat dong trén 1 thu muc va mudn xéa thu
muc dé thi phai chuyén thu muc hoat déng sang thu muc
khic bing lénh CD, néu khong DOS sé bido:
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Invalid path, not directory, or directory not empty
Vi du:

RDNUSERVOIIN

- PATI (N4i tr)

(ong dung. Thiét lap 16 trinh tim kiém cho cdc 1énh
ngoa tri.

Ci phdp. PATH [drive:] {path] {;[{drive:] [path]... ]

Néu dinh PATH r6i Enter thi DOS sé trinh bay tat ca
¢dc 10 trinh tim ki€m hién ¢6 cho cdc 1énh ngoai tni.

C4c 16 trinh ngan céch nhau bdi dau chdm phéy ;)

N¢u ching ta dinh 1énh ngoai tra, DOS s¢ tim 1énh
pgoai tri dé trong tha muc hién hanh dé thuc hién, néu
khong tim thdy, DOS s€ tim tiép trong cdc thu muc chi ra
b&ni 1énh PATLH.

N&u vin khong tim thdy 1énh, DOS s& bado:
3ad command or filename

Vi du:

PATH CNDOS6.2; DASK; EAWORDSTAR
- TRIE (ngoai tra)

(ong dung: Trinh bay day du 10 trinh cia tat cd cdc thu
muc cla 6 dia duge chi ra

Ci phap: TRELE [drive:] {/¥]

Vai:

57



fF liét ke day dn 4t ca cdc files trong timg thu muc.

Vi du:

TREE B:

TREE C: /F | MORE (trinh b2y trén ting trang man
hinh) |

TREE C: [F>PRN (trinh bay ra méy in) -

2. C4c lenh lién quan dén t&p tin:

- ATTRIB (ngoai tri)

Cong dung: Cho phép thiét 1ap hodc xo4 thude tinh hwu
trit va thugc tinh chi doc (read only) cla tép tin, trinh bay
nhimg thudc tinh hién tai-cta tép tin.

Cli phdp: ATTRIB [+/-R] [+/-A] [D:[path] filename [/S]

Véi:

+R Thiét 1ap thudc tinh chi duoc doc cia 16p tin.

- R xda thudc tinh chi duge doc cua tép tin.

+ Athi€t 1ap thudc tinh luu tri¥ cha tép tin.

- A x6a thuodc tinh Iuu trit clia tép tin.

[path] filename: chi ra tép ma ta muén thay dSi thudc
tinh. |

/S tién hanh cho tt ca cde thu muc con cia 16 trinh d3
chi ra,

Vi du

Leénh ATTRIB filel.txt cho két qua 1a:
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R Afilel.txt
hoic:
Afilel.txt

Cic lenh BACKUP, RESTORE, XCOPY s& st dung
thudc tinh archive cua t¢p tin.

Vi du: Néu thiét 1ap thudc tinh I trit cho file thi khi
dung lénh XCOPY/M file sé ducc copy, n€u khong file s&
khong copy duoc.

- BACKUP (ngoat tri)

Cong dung: Sao chép mot hoac nhigu tgp tir dia nay
sang d1a khéc.

Ci phap BACKUP drivel:[pathj{filename)
drive2:[/s}{/M][/AJ[/F]
[/D:date] [/T:time]
[A.[drive:][path][filename]]
Var:
drivel: & dia mudn backup.
drive2: & dia dich (target disk) chita 1&p ducc backup.
/S: backup cho ca cdc thu muc con.

/M: chi backup cdc files da duc}é thay déi tir Tan backup
trudce.

/A backup them cdc tép lén ‘dia d dugc backup. N6
khong x6a cdc files ¢l di duge backup trwée d6.
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fi°: cho phép format dia dich néu dia chwa duge format.

Khi dung tham s§ nay format.com phai nim trén cing
thu muc

/T: time chi backup nhing file duge tao hoac duge sta
déi ké tir sau ngdy dugc chi ra.

/D: date chi backup nhing files dugc tao hoac duge sira
ddi ké tir sau gidy duoc chi ra.

[/AL[drive:][path][filename]} thuc hién sao chép dau vao
backup.log trong file chi ra. Néu khong chi ra ten tép
backup s€& thuc hién sao chép 1 1¢p backup.log trong thu
muc nguodn cua dia chita cic files dang backup.

Can dat t¢n nhan vao sd thi tr cho mdi dia khi backup
.an luot d€ ¢6 thé phue hoi chinh xdc céc tép bing icnh
RESTORE.

Khong duge dung lenh RESTORE cta cic version trudce
d6i vdi cac tép duge backup bing lénh backup cia DOS
6.2 Trr trudmg hop véi tham so/j}, con lai backup s&€ xoa
cdc tep cil tren dia di backup va thém céc tép méi.

Vi du:

backup tat ca cdc tép trong \USER\NEMILY trén & dia C
tdi 1 dia tréng da duge format tai & dia A:

AN> Copy*.LST + * REF COMBIN.PRN
AN> COPY *IST +. REE * PRN

- DEL (no6i trid) (ERASE):

C0ng dung: X6a 1 hay nhiéu tép tin.
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Cd phép:

DEL [D:]pathname

Hay:

ERASE |D:]pathaname -
Vi du:

AN> DEL ANFIL.BAT

AN DEL CNEVEL]D  x6a tat ca cdc tép tin trong
CNLEVELL.

Khiding  cdc ky ty 2.* trong tén tép ¢6 thé dan dén
nhiéu t&p tin bi x6a, vi du:

A> DEL Brx.*
Khi dé trén man hinh xuit hién thong bao: -
Are you surc {Y/N)?

Lénh DEL khong thé diing xGa cdc 1ép tin ¢6 thudc tinh
chi doc hodc the muc con.

Cac 1¢p tin 4n clia hé théng 10.SYS. MSDOS.SYS khong
bi x6a bai 1énh DEL

- RENAML (noi tri)

Cong dung: thay doi tén tép tin.

Cid phip: REN  [d:][pathlfilename] filename?

Vi du | |

béi ten tép BC1.TXT trén 6 dia B: thanh BC2.TXT
AN> REN BABCL.TXT BC2.TXT
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C6 thé sir dung ? va * trong lénh REN
Vi du:

AN> REN * TXT *.DOC

_TYPE (noi trd)

Cong dung: Cho hién n6i dung clia mot tép tin ra man
hinh.

Cd phdp. TYPE [d:]filename
Céac ky ty 7.* khéng duoce st dung trong filename.

C6 thé diing TYPE dé€ déi huéng ra mdy in hoic ra mot
file khac.. '

Vi du:

AN> TYPE HOLIDAY.TXT

AN> TYPE HOLYDAY.TXT > PRN
AN> TYPE HOLYDAY. TXTt MORE
- RESTORE (ngoai tri)

Cong dung: Phuc hoi céce tép tin da duge backup bang
lénh backup.

Cu phap. |
. RESTORE drivel: [drive2:][pathname][/S]{/P}{/B:date]
[/E:time][/L:time] [/M][/N]
_ Véi: drivel [a & dia chia cic tép da duoc backup.
[drive2:}[pathname] 1a & dia dich, thy muc v tén t&p
sau khi phuc hoi.
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/S phuc hoi cic tép tin trong thi muc hién hanh va cic
thu muc con.

/P cho phép lénh RESTORE nhdc nhd xem ¢6 can thay
ddi gl trude khi thuc hién.

M:date chi phuc hdi cic tep da bi sira déi k& tir triede
ngay xac dinh boi date.

/A:date chi phuc hoi céc tép di bi stra déi k¢ tir sau ngay
xac dinh b&i date.

/E:time cht phuc hoi cdc tép di bi sira d8i k€ tir trude
thi gian xdc dinh bdi time.

A:time chi phuc hoi cac tép da bi stra déi k& tir sau thoi
glan xdc dinh boi time

/M chi phuc hoi cdc tép di bi sira déi tix khi ching d3
duge backup.

- /N chi phuc hoi ¢dc tép ma khong con {6n tai trén dia
dich.

Vi du:
AN>RESTORE A:CNF*/S

- Phuc hoi tit ca cac tep ké c¢d cdc thu muc con trén § A
vao 6 C.

- REPLACE (ngoai trii)

Cong dung: Thay the mot cdch ¢§ chon loc cic tép trén
dia dich bng cdc t¢p tring tén trén dia ngudn hay thém
cdc tép tir dia nguon vao dia dich.

Ci phap: REPLACE [d:][pathnamel] [d:][pathname2]
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[/AI[/PH/R][/S][/W]

Vai: '

pathanamel thu muc va tén tép nguon.
pathaname?2 thu muc va tén tép dich.

/A thém cdc tép mdi tir ngudn dich, cdc tép nay chua tdn
tai trén dich,

/P dua ra thong bdo sau moi khi thay thé 1 tép trén dia
dich hoac thém tép.

/R thay th& cic tép ¢6 thude tinh chi doc (read only)
trén dia dich.

/S REPLACE thuc hién tim ki€m tép tin thay th€ & tat ¢
cac thu muc con trén dia (khong st dung cing vt /A).

/W doi dua dia vao trude khi bat dau tim kiém cac tép
1in nguon.

Néu khong tham s6 /w vao lénh sé thue hién ngay.

Néu ¢ /w ma khong ¢ /A thi DOS s€ théng béo:

Press any key 1o begin replacing file(s)

Khi file duoc thay thé hoac dua thém vao REPLACE s¢
hién tén tép Ién man hinh. Cudi cliing s¢ thong bio vé 5§
tép duoc thay thé. Khong thé ding lénh REPLACE dé thay
th& cdc t¢p 4n va hé théng.

Vi du: ANSREPLACE ANPHONFES.LST CVS s thay thé
timg tép trén 6 dia C: ¢6 tén 1A PHONES.LST bing tép
PHONES.LST trén 6 dia A..
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- DISKCOPY (Ngoat tri)

Cong dung‘ Sao chép toan bo ndi dung cua dia nguodn
sang dia dich.

Cd phap: DISKCOPY [drivel:] [drive2:][/1]
drivel: 6 dia ngudn.

drive2: & dia dich.

/1: chép mot mat.,

Néu dia dich chira dugc FORMAT lénh DISKCOPY sé
format dia dich y nhur dia ngutn. '

Chii y: Lénh nay chi diing cho dia mém.
Sau khi chép xong s€ c6 thong béo:
Copy another diskette (Y/N)?

Vidu: .

ANDISKCOPY A: A

- XCOPY (ngoai trd)

Cong dung: Sao chép céc tép va luu cdc the mue ké ca
cdc thu muc con bic thap hon néu cé:

Cuiphdp: XCOPY[d1:][pathname] [d2:][pathname][/A]
[D:DATE][/E]/MU/PI/SIH/VHWVI

[d1:][pathname}: xdc dinh tép ngudn hoac thu muc
mudn chép.

[d2][pathname]: xdc dinh tén t¢p dich hodc thu muc
dich. :
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/A thue hién sao chép cic tép nguon 1a cac tép cé thude
tinh huu trix.

/D:date chi sao chép céc 1ép duge tao hoic slra déi ké tix
sau ngay thang d3 duac chi ra bai date.

/E: sao chép bat cit thu mue con nio ngay ca cdc thu
muc ndy tréng. Phai ding tham s6¢ niy cling véi tham s6

/S

/M ciing ging nhu tham s& /A nhung sau khi copy sé
x04 thudc tinh luu tri trong 1&p nguon.

/P: dua ra thong bao cho timg tép (YN) cho phép ta xac
nhan lai treée khi sao t¢p d6 hay khong. S~

/S: thue hién sao chép cdc thu muc va thu muc con bic
thdp hon ngoai trir trudng hop cic thu muc rdng. Néu bd
qua tham s6 nay XCOPY chi thuc hién trong mot thu muc.

{V: 1am cho 1énh XCOPY thuc hién kiém tra tép khi ghi
len & dia dich, dé bdo dam tép dich dugc ghi ding nhu tép
nguon.

/W d€ lenh XCOPY doi trude khi thuc hién sao chép tep
va dwra ra thong bdo:

press any key when ready to start copying files

an phim bat ky dé tiép tuc thuc hién 1énh XCOPY, hoic
Ctrl-C dé huy bd 1énh nay.

3. Cac 1&nh lién quan dén dia tix :
- VOL. (ndi trd).
Muc dich: Cho biét nhan cia dia tur.
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Cif phdp: VOL. [d:]

Vi du: khi format ta dat tén nhin cho dia 1a DISKI. Sau
d6 néu mudn xem nhin cda dia, ta ¢é thé dung lénh VOL.

AN> VOLL

Trén man hinh s¢ hién thong bdo: Volume in drive A is
DISK!.

- LABEL (ngoai trd)

Cong dung: cho phép khdi tao, thay déi hodc xéa nhin
cia |l dia. '

Cu phap: 1.ABEL. [d:]{1abcl]

Véi:

label 12 nhin mdéi cta dia, né ¢6 t6i da 11 ky tu v hoan
loan gidng nhén tao ra bang lénh format/V.

N¢u khong dua vao tham s nay thi hé thong s€ thong
bdo:

Delete current volume label (Y/N)?

Né&u mudn xéa thi 4n phim Y, con mudn giit nhan cii thi
an phim N.

Vi du:

- Khdi tao 1 nhin:

A N> label A MYDISK

- Thay d6i nhin:

ANLABEL A ta s€ nhan duoe théng bdo sau:
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Volume indrive A is MYDISK _

- Volume label (11 charcters, enter for none) ?
Ta dua vao PROGRAMS
Nhén cda dia ldc ndy trd thanh PROGR AMS.
- VERIIFY (not tri).

Cong dung: Thiét 13p chic nang kiém tra khi thuc hicn
ghi dia.

Ci phdp. VERIFY [ON/OFF]
Diing 1énh nay d¢é kiém tra tép khi ghi lén dia.
Lénh nay turong duong V6 1énh copy vdi tham s& /V.

f&nh VERIFY khong ¢ tham s& on/of s& thong bio veé
trang thdi cha 1énh hién tai.

Vi du: A> VERIFYON
- FORMAT (ngoai tri).

Cong dung: Dinh dang | dia cho phl hop véi h¢ digu
hanh MS-DOS.

Cit phap: FORMAT d:{/S)
d: tén & dia can dinh dang.

/S: sao chép cdc t&p tin chinh cla h¢ digu hanh sang &
dia mdi duo¢ dinh dang.

4. Cic Ienh lién quan dén hé théng va xit ly di licu:

- Time (noi tnd).
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Cong dung: Hién gio chia dong ho hé théng, cho phép
dua vio hodc thay d6i gia tri ca né. Khi tao hoac digu
chinh tép thi ngay, gid tao tép s€ dugc chinh lai theo thdi
gian cda hé thong.

Ci phdp. TIME [hh:mm:[ss[.xx]]}

Véi: hh x4c dinh gi¢r. Pua vao 1-hay 2 s tir O dén 23.
mm x4c dinh phiit. Dua vao 1 hay 2 s6 tix O dén 59

ss xdc dinh gidy. Pua vao 1 hay 2 s8 tir s& O dén 59

xx xdc dinh phan tram gidy. Dua vdo 1 hay 2 s6 tir O
dén 99.

Néu dua vao 1énh TIME khong ¢6 tham s& thi thong bdo
sau s€ xudt hién:

Current time is hh:mm:ss:xx
Enter new time:

Néu khong mudn thay déi thoi gian clia he théng thi 4n
phim Enter, néu mudn thay déi thi dua thoi gian méi vao
“va in phim Enter.

Néu dua thoi gian vao sai khuon mdu, DOS s¢ yéu chu
thue hién lai:

Invalid time
Enter new time:

Néu chi dua mét phan thdi gian vao thi phin con lai s&
bi xéa vé O.

- DATE (noi tri).
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Cong dung: Thiét 1ap hodc cho hién ngay thang nam cla
hé théng.

Cif phap: DATE [mm-dd-yy]
Vi mm xéc dinh thdng, nhan gi4 tri tir 1 dén 12.
dd x4c dinh ngay, nhan gi4 tri tr 1 dén 31.

yy x4c dinh nam c6 thé dua vio 2 chit s6 tir 80 dén 79
hodc 4 chit s tix 1980 - 2079,

Néu dua vao DATE ma khoéng c6 tham s& thi théng bio
s€ xuit hién: '

Current date is mm-dd-yy
Enter new date (mm-dd-yy):

Néu dua ngay thing nam khong ding khuoén miu thi
DOS s€ cd thong bdo:

Invalid date
Enter new date (mm-dd-yy): '

Khong duge dua thit cia ngay trong tuin vao trong lénh
DATE.

Khéng khdi dong hé thdng thong bio ngay gids sé khong
dugc hién ra néu sir dung tép tin AUTOEXEC.BAT. Do d6

¢6 thé cho hién ra ngly thang bing cch thém lénh DATE
trong FILE AUTOEXEC.BAT.

- PROMPT (N6i trd).
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Cong dung '\hay do6i diu nhic cia MS-DOS. Thong
thudng d4u nhic cia DOS gom mot chit c4i tén & dia, thu
muc hién thdi va ddu >, vi du A N> hodic CA\>.

D#u nhic cia DOS bdo hiéu MS-DOS da san sang nhan
1&énh.

Ct phdp. C\> PROMPT $P$G.

Nhin vio ddu nhic ngudi stt dung biét dang 1am viéc & 8
dia, thuy muc mac nhién nao tir dé danh 1énh véi cd phép
phu hop. :

Dang & ddu nhdc khic, mudn trd lai diu nhic théng
thudng cha DOS ta danh 1énh PROMPT khong 6 tham sd.

- VER (n6i trd). .

Cong dung: Thong bio version chia hé ditu hanh MS-
DOS dang lam viéc.

Cii phap: VER
Vi du:
Néu dang 1am viéc véi hé digu hanh DOS 6.22
A N> VER
Thi'két qua s& la:
MS-DOS version 6.22
- SYS (Ngoai tri).

Muc dich: Truyén cac tép tin hé théng tix d~ a trén 6 dia
chudn sang & dia quy dinh.

Cd phdp:. SYS drive:
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Vi du: Néu mudn sao cdc tép hé théng MS-DOS tir thu
muc dang hoat dong sang & dia A ta vao lénh nhu sau:

SYS A:

- CHKDSK (Ngoai tri)

Cong dung: Kiém tra c4c sai hong trén dia.

Cif phap. CHKDSK [drive:][pathname] [ /][]

Viéi:

/f dénh dau 16i trén dia, néu khéng chi ra tham s6& ndy

CHKDSK khéng sira 16i khi né phat hién thdy trong thu
muc.

Tuy nhién cling dua ra théng bdo ve tép can danh dau.
/v hién ra tén timg tép trong timg thu muc.

Lénh CHKDSK sé chi ra trang thdi ctia dia. Thuc hien
CHKDSK khi can kiém tra 16i trén dia. Néu phat hién
CHKDSK sé& dua ra thong bdo ve 161

Néu mu6n kiém tra 16i trén dia & 6 A va sita 16i hay dua

vao:
A N> CHKDSK A ff

Lénh nay s& thue hién va o6 géng sira 16i khi phét hien
ra 16i, dong thoi s& théng béo céc thong tin can thist.

- MORE (ngoai trd).

Muc dich: Trinh bay thong tin ra timg trang man hinh
maot,

Cif phdp: MORE
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MORIZ 12 mét bo loc (filter) ding dé doc tir thiét bi
nhép chudn va trinh bay timg trang man hinh mot. 1.énh
MORE thudmg ding d¢ xem nhimg tép tin dai. Hét 1 trang
man hinh MORE tam ding va dua dong théng bdo -
MORE- Mudn tiép tue phii d&n phim [nter, qud trinh tiép
dién cho dén hét tap tin.

Vidu:

ANSMORLETL.TXT

ANSDIRI MORI:

CN>TYPE BAT1.TXT | MORE
- SORT ( ngoai tra).

Cong dung: Poc dir Tiéu vao (tir thict bi vao chudn), sip
xCp dit lidu, sau dé dua ra man hinh hoac thiét bi khdc.

Cd phap: SORT [#1{/+n]

SORT 1a mdt bo loc (filter). 1D Ticu duge doc vao, sip
x¢p theo thi tu va duge xudl ra.

/R sap x€p theo thit ty ngugc lai.

/+n chi ra bat dau sap x&p tr ¢ot n. Gid tri mac nhicn 13
1. Do dai file t8i da c6 thé sdp x&p 12 63KB.

Lénh SORT khong phan biét c¢hit in hoa va chi in
thudng.

Vi du:
Ieénh AN>SORT /R UNSORT.TXT SORT.TXT



Poc tép UNSORT.TXT sip xép theo thd tr dao va dua
ra tép SORT.TXT

Lénh AN>DIR | SORTAH14

Sdp x&p thu muc bat dau tir cot 14 va hién thi k&t qua
1én man hinh.

- FIND (Ngoai trd).

Cong dung: Tim 1 chudi k¥ tr xac dinh trong 1 hay
nhiéu tap tin dang van ban, sau dé dua két qua tim kiém ra
man hinh.

Cii phap. FIND [N /c][/n] “string” [drive){path]

filename

/v trinh bay tat ca cdc ddng khong chida chudi ky tu.

fc chi trinh bay s6 dong chda chudi ky tu

/n trinh bay s6 ddng chita chudi ky tur va s@ thit tu twong
ddi cia dong trong tép tin.

string 1a chudi can tim.
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Chuong HI

UNG DUNG TIN HOC VAO CONG TAC VAN THU

[- KHA NANG UNG DUNG TIN HOC VAO CONG TAC VAN THU
1. Khai niém :

Theo cdc so licu thong ké hang nam trén thé gidi, da cé
dén 80% vicc dng dung tin hoc duoc tip trung vao linh
vue quan 1y, dac biét 14 trong pham vi trao déi théng tin
trong quan 1y va kinh doanh cua cac xi nghi¢p. Di¢u do
din dén viéc ngudi ta khong thé chip nhan quén 1y cong
van gidy to duge hinh thanh tir chinh ¢ong viéc quan 1y dy
bing phuong phdp thu cong. Ho mo ude dén vice thuc
hién mot van phong khong gidy 1o (paperless office) hodc
mot van phong tr dong héa (office automation). Ching ta
gial quydt van de trén théng qua viée ing dung tin hoc vao
¢cOng 1ac van thu.

Vay tng dung tin hoe vao coéng tic vin thu 1a qué trinh
xtt 1y cdc k¥ thudt tr dong hda vao cdc qui trinh nghiép vu
van thu trong dé cong cu quan trong 1a may vi tinh.

2. Kha nang:

Hién nay ¢4 rit nhiéu co quan da {ing dung mdy vi tinh
vao cong tdc van phong va duge khii quat bang thuat ngi
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‘tin hoc van phong” Song trong thuce t€ & nhitu co quan
khd nang gidi quyel ctia m4y vi tinh trong ¢Ong tic van
phong con rat han hep. Tham chi nhitu co quan con khong
xdc dinh duoc ding noi dung dng dung tin hoc trong coéng
téc van thu. D€ xdc dinh 18 kha nang cfia vige tng dung
tin hoc trong van thu ta can xem xét cu thé dicu ki¢n giai
quyét clla chiing trong nhiing linh vuc van thy nh:

a/Soan thdo va in &n van bin

b/ Quan Iy van bdn

¢/ Tra tim phuc vu str dung

d/ Chuyén giao van ban.

Riéng viée quan ly va sir dung con ddu cling 1a ndi dung

vua ¢ong tde van thu, nhung phdm vi cong viéc khong can
yCu ciu tr dong hoa.

Sau day ching ta nghién ctu chi tiét timg mat tng dung
tin hoc trong cong téc van thu.

{I- SOAN TTIAO VA IN AN VAN BAN
1. Soan théo vin ban:

O day ta dimg & cong doan soan thio van ban, tach
riéng cobng viéc danh mdy, nhan ban va sac in. Soan thao
van ban, k€ ca soan bing mdy tinh hay soan thil cong,
chinh a qua trinh sir Iy tir (word processing). Xt 1 tir bat
dau tit xr 1y ky tu cia timg tir rieng biét dén viée xur 1y cac
mOi quan h¢ ngit nghia va licn két gira cdc tir d€ thanh
van ban.
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Khi soan thao van ban bang tay ta phai b4t dau trén gisy
nhdp, duoc sira chita hoan chinh. Cong viéc nay cé khi
phai t6n nhigu Tan soan, chép lai dé c6 thé dat tiéu chudn
clia van ban. Dugc duyét, soan bang mdy tinh dwong nhién
ta ¢6 thé xod, chén, thém chit, thém doan ma hoan toin c6
thé tao thanh ban sach ngay trén mdy truée khi in ra gidy.
Mdy tinh con c6 th¢ gidp ta chuyén d6éi cdc phan doan
khdc nhau trong van ban dé dang. Ngodi ra, néu mdy di
dugc chudn bi trude dé nap sdn cdc mau van ban véi day
dl thé thic theo tiéu chudn thi ngudi soan thio sé-thusn
loi rat nhigu d€ di sau tap trung vio phan noi dung cda van
ban.

Song hién nay, viéc soan thio cdc loai vin ban & cic co
quan khong phai chi 1ap trung thuc hién & phong mdy tinh,
ma duoc phan cong dén cac phong chuyén mon, dén cac
can bo khic nhau. Vi vay, cong viéc soan thio van ban
ph6 bién van 4p dung phuong phép tha cong. Ngoai ra
vi¢c ky duyét van ban cta cdc thi trudng phai dugc thue
hién trén béan thao bang gidy. K€ ca nhimg trudng hop van
ban di duoc soan thao hoan toin bing may ngay tir dau
van phdi in ra dé trinh duyét va ky tét trén bin bing gidy &
van phong thu truémg. Day 14 nhitng mat con ton tai dang
yéu cau nghién ciiu dé khép kin duge qui trinh soan théo
vén ban hoan toan tr dong héa.

2. In &n van ban:
Ban thao da duogc stra chira hoan chinh, duoe ngudi cé

thdm quyén duyét, ky 1at 12 bit dau dén giai doan in n
van ban. ‘
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Trong phuong phép thi cong, ban thao thudng duoe dua
di ddnh mdy theo timg tdp, mbi tdp dugc mot ban. Tuy
theo s& luong ban ma nguti ddnh mdy phai dinh mot ban
hodc ddnh may toan b vin ban mdt s§ lIan. Ngudi ddnh
miy cling c6 thé ddnh mot ban trén gidy nén roi quay may
in r6né6 ra nhiéu ban. Cac phuong phdp thi cong néu trén
déu rat nang ng, ton kém lao déng ma cdc vian ban vin
khéng bao dam duge yéu cau giao dich trong pham vi
qudc gia va qudc té€ trong dién kién hién nay.

Phuong phdp in 4n duge cdi tién ban tu dong héa la
ding ban chinh ¢ta ban ddnh mdy sao in fotocopy d¢ nhan
ban. Phuong phdp nay duge d4p dung rdl nhitu & céc co
quan vi don gian va tuong déi ré so vl cde phuong phip
tr dong hoa. Nhitng mat han ché ctia né 14 nét chit in don
diGu, hoan toan phu thude vao k¥ thuatl ché ban ciia ngudi
danh may va kha nang cua mady chi.

K§ thuat in tu dong héa bing mdy vi tinh dd dat duoc
mit¢ do 161 vu ma bat ky cdc phuong phdp in 4n trudc nd
chua cé. Ngay tir khi soan thae ban dau da néu trén, mdy
vi tinh d3 tao kha nang tao ra mot [an ban sach, vita ¢d
thé sira chita van ban ngay trén mdy ma khong 16n kém
gidy t, noi bat trong vice in &n bang mdy vi tinh la ta ¢6
thé chon ché do trang tri van ban tily y nhd cdc ky thuit
nhir in nén, in gach dudi, in dam. in thua, in chir nghiéng,
in chitto... Ngoai ra, van ban hoan chinh dugc luu trén dia
d¢ tr d6 in ra s0 lugng ban tuy theo nhu cau ma khoéng
phai danh mdy lai qua ban phim nhi2u lan. K¥ thuat in nay
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van cho phép trich in timg doan theo yéu cau clia ngudi su
dung.

buong nhién viéc soan thao va in an bang mdy vi tinh
khong don gidn, vi ta phai st dung mot phan mém ng
dung nhét dinh. C4c phan meém phé bi¢n duoc sir dung cho
viée soan thao va in van ban hién nay la : VIETRES.
SIDEKICK, VNI, VSM, BKLD, WINWORD...Day la cac
chuong trinh soan thao van ban bang tiéng Viét ¢ thé
chay trén cédc loai may AT hoac XT. Riéng d6i véi chuong
trinh WINWORD phai sir dung loai may AT 386 trd 1en.

3. Budng dan sir dung mot s3 hé chuong trinh soan thao
van ban.

a) Hudng dan sir dung Vietres Version 1.1A
a-1/ Khdi quit vé VIETRIS.

VIETRES l1a hé théng chuong trinh soan thdo van ban
ticng Viét trén mdy vi tinh do cong ty SEATIC (cong ty
phat trién khoa hoc va cong nghé san xudt). Ngoai cac
chdc nang soan thao van ban ra VIETRES con ding dé cai
font tiéng Viét vao cdc hé thong chuong trinh quan 1y khdc
nhu : FOXPRQO. DBASE...

B¢ st dung hé thong chuong trinh VIETRES ban cin
phéi ¢6 cédc file chuomg trinh sau

Churomg trinh Chifc nang

VR.COM Trer gidp tidng Viét va soan thao
VRE.COM Soarn thio

VR HIP Hudng dan soan thao
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TEST.TXT In &n kiém tra VIETRES

VR.DOC Thong tin cila VIETRES

VSCODE.COM Chuyén ma tir mi tiéng Viét khac
sang VIETRES hoiic tir VIETRES
sang Ventura

CHDBF.PXP File chuong trinh ctia FOXPRO

ding dé€ chuyén ma tir cdc mi tiéng
Viét khic dang mi clia VIETRES
cho cdc file. DBF cia FOXPRO

VRINDE.MEM File memo cta FOXPRO, dung cho
cdc chuong trinh sdp thit no va tim
ki€m chit Vi¢t trong FOXPRO.

Néu chi ding chifc nang soan thao van ban thi ta ch can
mot trong 2 file VR.COM hoac VRE.COM 1a da (c4c file
nay chi€m rét it khong gian bo nhé).

a-2/Khoi dong VIETRES:

Truéc khi chay mot chuong trinh bat ky trén mdy tinh ta
phai bi€t chuong trinh dé duge cai dat & thu muc nao, trén
6 nao (néu chua dat dudmg dén trong AUTOEXEC.BAT).

Gia sit toan bo h¢ théng chuong trinh VIETRES duge
cai dat trong thu mue VIETRES trén & C:, khi d6 dé khai

~dong VIETRES & DOS ta 1am nhur sau:

CN>CD VIETRES <Enter>

CAVIETRES>VR<Enter> (néu chi ding dé¢ soan thao
ma khong can xem huéng dan thi thay vi g6 VR <Enter>
ta g0 VRE <Enter>). :

a-3/ Vao VIETRES kich hoat
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a.3-1/ VIETRES sau khi duoc nap vao bd nhé sé nim
thudng trii trong bo nhé va sin sang hoat dong. Dong dudi
cung trén man hinh sau khi nap 6 thong béo:

Nhén Ctrl TAB hoac Ctrl + d€ vio VIE'I‘RES1 hodc
Pleasc press Ctrl Tab or Ctrl + to activate! Ta c6 thé vao
VIETRES hodc ra khoi VIETRES b#t ¢t Iic nio bang
¢dch bam mot trong cac t6 hgp phim:

Ctrl _ Tab

Alt _ Tab

Ctrl_+

Alt_ +

{(Phfm + mau xd4m bén phéi ban phim)

a.3-2/ Cai d3t tham s6 lic nap VIETRES

Tuy theo ung dung ma ta c6 thé dat tham s6 ldc nap
VIETRES. Néu thudng xuyén dat mot s6 tham s6 nao dé,

ta ¢6 thé tao mot file BAT dé nap VIETRES véi cac tham
s6 mong mudn mot cich nhanh chéng.

C4ch dat tham s& nhu sau:

VRIMJ[/NI[AI/EI[/AI[/B] hoic

VRE[m][/N][/W][/Al/B].

Trong d6 téc dung cua timg tham s6 nhu sau:

/n chi ra rang kich thude t6i da cla van ban can soan
thdo la n KByte (n 1a mot s6 trong khoang tir 1 dén 64)

Vi du: CAVIETRES>VR 45 <Enters>. Dong lénh néy cd
nghia 12 nap VIETRES va dat kich thudc t6i da cia van
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ban soan thao 1a 45 KByte. Trong trudng hop n = 0 ¢6
nghia 13 chi ding bo tro gidp tiéng Viét cho mot phan
me&m nae d6, (ding dé tiét kiém bod nhg) lic d6 VIETRES
co lai chi con khoang 36 KByte.

/MN: Nap VIETRES ma khong dwa ra xudt x& cla
VIETRES ma chi dua ra vii ddng thong bdo ngdn gon
bang tiéng Anh. .

/W: Lam viéc v VIETRES ngay mi khong ¢an biam
phim kich hoat.

/E: (Chi diang v6i VR.COM) cho phép 1am viéc ngay
vl VIETRES ma khéong can chon tir MENU chinh.

/A: Chi diing Ctrl_TAB hodc Alt_TAB dé€ kich hoat.
/B: Chi diing Ctrl_+ hoac Alt_ + dé kich hoat VIETRES.

(Muc dich st dung hai tham sG& nay 14 khi ding
VIETRES hé trg viéc xir 1y ti€ng Viét cho mot phin mém
khdc ¢6 sir dung cic phim nay khong bi va cham).

Ghi chii: Ta ¢6 thé dat két hgp nhigu tham s6 ciing mot
lic trén mot dong 1énh, vi trf clia cdc tham s6 khong quan
trong.

a-4/ Hé MENU trong VIETRES

Méi khi mét menu ndo d6 xuét hién, ta cé thé diing cic
phim di chuyén con trd dé di chuyén dai sdng trén menu
dén muc can chon va bdm phim <Cnter>, hodc 4n phim
*hr céi cé mau sdng trén muc can chon. Néu chua 18 muc
can chon, ta hdy bdm phim F1 dé xem hudng dén chi tiét
v& menu nay.
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a4-1/ MENU chinh (main mena)
Menu nay xuit hién dau tién khi bAm phim kich hoat.

VietRes-Ver 1.1A

Huéng dan F1
Soan thao

Tiéng Viét Tat
Pat/ghi cdu hinh

Loai bo

F1 Chi dan - ESC thodt

Giat thich MENU

Huéng dan: Hudng din st dung menu trg giip ti€ng
Viét. Tuong i nhu bam phim F1.

Soan thao: Chon vio [am viéc véi phan soan thao van
ban. Pay 13 mot trong hai cdch 1am viéc vdi phan soan
thdo. Cdch khdc 13 khi nap VR.COM dat tham s& dong
lénh nhu sau: VR/E <Linter>.

Tiéng Viét: Diing dé thay déi ch€ do ti€ng Viét Tat <->
Bat (& trang thai tat phan trg giip ti€ng Viét khong gy
anh hudng dén cic phan mém khidc: Néu ta mudn soan
thao mot van ban tiéng Vict thi phai chon ch€ do bat).
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Dat/Ghi cdu hinh: Vio menu cfiu hinh dé stra déi cfu
hinh 1am vigc. Néu thfy can thiét ta ¢6 thé ghi ciu hinh
nay va mdi khi khé&i dong VIETRES thi c4u hinh nay duge
thiét dat.

Loai bd: Loai bd VIETRES khoi bo nhé.

a.4-2/ Menu xé4c 14p c4u hinh

it ghi cdu hinh

Ti€ng Viét Tat
Kiéu g& phim TELEX
Xt Iy ban phim  Nhanh
Maiy in - LQ
Kiéu in Roman

Ghi cdu hinh vio:
Thu muc ViétRes
Thu muc hién tai

F1 - Huéng din

Menu ndy xu4t hién méi khi ta chon muc “Pat/Ghi cau
hinh” trong menu chinh.

Giai thich menu
Tiéng Viét: Nhu phan tiéng Viét tron g menu chinh.

Kidu g6 ban phim: Chon mot tfrong céc kiéu bd dau:
“ELEX, VNSEA, VNI, VSM, FORFIGN.
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Xir Iy ban phim: C6 hai ché d6 “nhanh” v “tr&”. Ch& do
Xt Iy ban phim nhanh 1a ch& d6 ngam dinh. Diing ché do
nay dé bd ddn tieng Viet cho cic chuong trinh tng dung
cla minh mot cdch linh hoat. Ta ¢6 thé rdi con trd di noi
khdc sau d6 quay vé bé ddu mot cach binh thudmg ma
khong can phéi xod chir d6 di gb lai.

Ché d¢ xit Iy ban phim “tré” ding trong truong hop mdy
tinh cda ta x(r 1§ cdc phim gd vao quéd chdm hoac do ngudi
g0 vao qud nhanh (d6i véi ngudi nhip d liéu chuyén
nghiép). Néu dé ban phim & ché do xit 1y nhanh c6 thé
may khong xir 1y tiéng Viét ding. O ché d6 nay néu ta
mudn bo dau lai mot chit, ta phai xéa chit d6 di va £0 lai.

Mdy in : May tinh ndi v6i méy in nao thi ta phai vao
muc ndy dé chon mdy in thich hop dé méi khi thuc hién
in ta khong phai chon may in trong menu nifa.

Kiéu in : Chon kifu in ngam dinh Draft hoac Roman (in
Draft nhanh nhung chit x&u, in Roman cham nhung chir
dep). '

Ghi cdu hinh vao the muc VIETRES : Ghi lai cdc thay
doi trén vao file cfu hinh VRCONFIG.VR vio thy muc
hién tai. Khi khét dong, VIETRES tu dong tim file cdu
hinh va ty dong dat cac tham sG nhu di ght. TruGe tién,
VIETRES tim trong thu muc hién tai néu khong thdy né sé
di tim trong thi muc chita VIETRES. N&u vin khong thiy
né thi ddt cc tham s6 theo gid tri ngam dinh.

a.4-3/ Menu ding trong soan thio.

Menu nay xudt hién méi khi bam 10,
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Vietres - Editer

Hudng din F1
Kiéu go Viét AF12
Bang chif cai

Gidr

Mady tinh

In 4n PrnScr
Mode man hinh

Trd vé menu chinh

Loai bo soan thao

F1 Chidin  ESC Thoat

Giai thich menu :

Hudng dan : Xem hudng dan chi tiét toan bo VIETRES.

Kiéu g6 Viét : Thay d6i ché€ 46, ban phim Viét < Géc.

‘Bang chit cai : Xuft hién bang mi ASCCIL. Ta cé thé
ding cdc phim di chuyén con trd dé di chuyén dai sing
trong bang chit cai ndy, dé chon mot ky ty nao dé vao vi
tri con trd trong van ban.

Gid : Xudt hién gi¢r cia hé théng trén gée bén pha: méan
hinh (ta ¢6 thé thay ddi gid hé théng bing 1énh time cla
MS-DOS).

'Méy- tinh : Xuit hién mdy tinh bén trén géc phai cla
man hinh gitip cho viéc tinh todn trong kho soan thao van

7

ban.
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In &n : Menu in &n xudt hién.

Mode man hinh : Thay d6i ch€ d6 man hinh TEXT <

GRAPHICS.
a.4-4/ Menu in 4 ;

Menu ny xust hién mdi khi &n phim Print Screen hoac

chon muc in 4n trong menu ding trong soan thao.

ViétRes - Ver 1.1A In viin ban

Phén trang (dong/trang) = 37
bt trang bang tay

Bo phan trang

Dat tham s& in

Cho may in: FX

Kiéu in: Roman

Nap phéng mdy in: Chua
Trang s in: 1

In dén hét trang: 999
Thuc hién in trang

Giai thich menu:

_Phan trang (donghrang) = 37: Tu dong phan trang véi
37 dongftrang. C6 thé thay d6i gid tri ndy bing cich chon

muc “Dat tham s¢ in”.

Dl trang bing tay: Di chuyén con trd dén vi tri can
phan trang trong van ban sau d6 chon muc nay dé phan
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trang theo ¥ mudn, tranh trudng hop moét h1nh v& bi cat
gitta chimng.

Bo phan trang: huy bd cdch phan trang d3 thyc hién.

Dat tham s6 in: Vio dit lai cac tham s8 in : sG
dongArang, mat d¢ in 10 CPI hay 12 CPI

(10 hay 12 ky ty/1 inch), khé in binh thuong hay in nén,
I& trdi in, in tiéu d¢ khong, ddy trang khong sau khi in hét
trang.

Cho mdy in: Chon loai mdy in thich hop véi may in
hién dang néi v&i mdy tinh (néu chua chon treng muc
Pat/Ghi cdu hinh).

Kiéu in: Thay déi kidu in Draft <> Roman.

Nap phong cho miy in: Can phai chon muc nay néu
may in chua duge nap phong chit Viét.

Trang s& in: Thay d6i trang s& in (gid tri ngam dinh 13

1).

Diénh 56 trang nay: Ding d¢ danh s6 trang sip in theo ¥
mudn.

In dén hét trang: (Gidi han trang cudi ciing duge in.

Thuc hién in trang: Chon muc nay dé thuc hién in vin
ban sau khi di chon cdc tham s6 ¢an thiét trong menu in.

a-3/ Hé leénh trong VIETRES.
a.5-1/Gic phim chifc nang (function key).
F1: Huéng dan thao téic v6i VIETRES theo ngit canh.
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1°2: Ghi van ban soan thao vio dia.
F3: Mo mét file mai.

F4: Cdt mot khoi van ban, hodc khéi hop tir man hinh bén
ngodi VIETRES vao van ban.

F5, F6:Ddnh ddu mot khéi hop (khéi cot).

Ctri-F5: Ké nhanh khung, bifu bang nét don.

Ctrl-F6: Ké nhanh khung, biéu bang nét doi.

F7, F8 :Bdnh dfu mot khéi dong.

Cirl-F9 : Thu nho hay phéng to cira s vin ban (Zoom).

Alt-I'9 - Hién/khong hién cdc k¥ tu digu khién in trén toan
trang. Khi hién cé chif p trén dong trang thai.

F10: Vao lya chon menu cia VIETRES.

F12 1 Chuyén déi ch do xir ly ban phim ti€ng Viét theo céc

kiéu gé cla VIETRIS (bat) hay tra lai cich xir Iy ban phim
trude lae vao VIETRES (tat).

Ctrl-F12 : Chuyén déi cde kidu g0 dau tiéng Viét. Néu dang
xU dung ban phim khong cé phim F12, ta hay bam Alt-K d€ vao
menu d€ chon kiéu g& tichg Viet va chon kiéu minh cin.

Ins : thay d6i ché do chen <-> dé va nguoc lai.

Esc : Thoat khdi VIETRES trd ve MS.DOS.

a.5-2/ Cdc lénh trong soan théo.

Chic nang He¢lgnh  Phim chitc ning
Di chuyén con tr6

Sang trdi mot ky tu

«
Sang phai mot ky tu -
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()

Sang trdi mot ti

Sang phai mot tir

Lén trén mot hang
Xufng dudi mot hiang
[.én trén mot trang
Xudng dudi mot trang
Ve diu dong

Pén cudt dong

Nhay dén dan trang
Nhay dén cudi trang
Nhdy dén dau van ban
Nhay dén cudi van ban
Nhay dén dau khoi
Nhiy dén cudi khdi

a.5-3/Chéa va xda.

Chon ¢h¢ do chen/de chir
Xod mét dong

Xéa phan cudi dong,

Xod mot tir bén trii

Xoa mol chir tai con trd

X6a mo6t chif bén trdi con tro

a.5-4/ Cdc Iénh vé khoi.
Pnh ddu dau khdi chiv
Bdnk dau cudi khai chu
P2dnh ddu diu khoi dong
Dénh ddu cuoi khot dong
Hién/khong hién khot
Sao chép khdi

Chuyén Khéi

Xod khdi

Cirl QR

T QulQ_C

Cirl_Q_B
Crl_Q_K

©QrllY

Cirl Q.Y
il T

Cirl KB
Ctrl_K_U1
Crrl K C
Cirl KV
Cul K'Y

Ctrl - -
Ctrl - —
2

¥

PgUp
PgDn
Home
Fnd
Cirl_Home
Ctrl_Eind
Curl_Pglp
Ctrl_Pgn

Ins

De!
<1 (BS)

s
Fo
[7
B4



boc mot file tir ngodi vao
vin ban

Ghi khoi viin ban ra dia
In khéi van ban

Ctrl K R
Cirl KW
Cisl K P

Ghi chi : Cdc chic nang hién, sao, chuyén, x6a dung chung
cho cd khdi chir va khoi dong. Khéi duoe thue hién 13 khai bi

diao mau sau khi danh dau.

a.5-5/ Cdc lénh tong hop

Cheén mot khoang trang

Ba, dat ¢ché do chinh diu dong

khi Enter (Indent)

Banh dau vitri con tro
bat can [& tu dong
Chuy¢n d6i vin ban thinh
chit nho (Down)

Chuyén toan bd van ban thanh

chit to (Up)

Can ¢ khdi van ban

Bt ticu dé trang in

Tim kiém

Tin va thay the

I ap lai tim kiém

Bt ngay thit vao con tro
Nhay dén diém dénh dau
Nhay dén dong thirn
Khong sira déi trong dong
Pt mi bsc

In van ban ra may in

Bt tit chix in dam

Bt tit ¢hir in hoa to

Cull - (tab)

Crl_ K I
Cirt_ K 1.4
Cirf_ O_O

Cerl_O_D

Ctrl_O_U
Ctrl_O-R
Curl_O_T
Cirl_Q_F
Ctrt_Q.A
Ctri_ L
Crl_Q D
Cirl . Q_1..4
Cirl_Q_n
Crl U
Curl_P_|
Cirl_Print Screen
Cirl_ P B
Curl_P_F
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Bat tat chit in 16n gdp doi  Cul_P_G
Bat tat chit in cao gdp doi Ctrl P_H
Bat tat chit in nghiéng Ctrl_P_1

Bat tat chix in chi s& trén Crl P.T

Bat tat chit in gach chan Cul_P_U
Bat tat chif in chi s6 dudi Cirt_P_V
Bat tat chit in rong gip doi  Ctrl P_W

Duti day lacic vidu in :

Mu chit in dam

MAU CHUIN HOATO

Mau chit in 16n gap doi

Mau chif in nghiéng

Mau chif in chi 6 trén ax’ + bx” + cx = 0
Mau chit in gach chan

MaAu chit in chi s6 dudi H,S0,

a.5-6/ Ké biu bang :

a.5.6-1/ Ké bicu bang thi cong.

Nhin shift trai trong trutmg hop ¢d Céps Lock + mot
trong cdc phim mau trdng bén phai ban phim:

Home T PgUp -

- 5 ' +

End A PeDn




tuong Ung tao thanh:

Ghi chi: S& dung Shift phai dé ké cic nét doi.
a.5.6-2/ K¢ biéu bdng nhanh.

- Bam F'S d€ goi thi tuc k& bidu bang nét don, F6 d€ goi
thd tyc bicu bang nét doi. Trong qud trinh 1am viéc, ¢6 thé
chuyén déi kidu nét ¢an ve,

- Ding hai phim ham chitc nang F5 va F6 dé xic dinh
pham vi can ké.

- Sau khi goi thi tuc IS hodc I'6 1a c6 thé xem hudng
dn ¢ cudi man hinh dé chon dudng ké : hop bao quanh
kh&i hop, dudmg ké ngang, dudmg ké dimg bén trong khoi
hop va di qua vi trf con trd. Néu nhw da ké mot dudmg ndo
d6 ma khong theo ¥y mudn, ta ¢d thé x6a bing cich bim :

+ Ctrl_F10 : X6a mot khung hop theo dudmg vien trong
cua khdi hop.

+Crl 8 1 X6a mot dudmg ngang trong pham vi khéi
hop tai dong 6 con tro.
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+ Ctrl_F9: X6a mot dudmg ding trong pham vi khoi
hop tai ¢Ot c6 con tro.

a.5.6-3/ Nhap ky tu trong khoi hop.

~ Trong pham vi kh6i hop ta ¢ thé g chi binh thudmg.
Né&u ngoai khdi hop ban gd mot ky tr bat k¥, con tro s€
nhdy vé khGi hop vi phat mot 1i¢ng chuong. Céc h¢ 1énh
Ctrl_K, Ctrl_O, Ctrt_Q, Cirl P, Ctrl_R khong duge phép
st dung khi dang & ¢h& do ke bi€u bang. Cé thé dung dong
thdi cdc chitc nang trong phan a.4.6-1 va a.5-7 dudi day dé
tang hiéu qué ké bicu bang.

Ghi chii : - cic dudmg ké khung s& d& 1én ky tu tai vi tri
di qua. Ta nén ké khung trudc roi go chir sau.Dé tranh chit
mdi gd vao 1am xé dich khung ¢a k¢, ta bam phim Insert
& chuyén ve ché d6 soan thao binh thudng &n phim Fsc.

a.5-7/ V& cdc dang midj tén :
Bam Shift + mot trong cdc phim dudi day:
T

|V | > | Tuong ing tao thank: <« T 5 1

a.5-8/ Cdc Ienh doi vai bang tinh (hé lénh Cirl R).
Ctrl_R_B: Panh ddu dau khéi hop (nhu F5)
Ciri_ R_K: Panh déu cusi khai hop (nhu F6)

Ctrl_F: Khai bdo qui cdch s¢ dung trong cdc chitc nang
tinh toan.
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Ctrl_R_E: Tinh toén trong khéi hop va dat két qua vao
vi tri con tro.

Ctrl_R_W: Tinh todn-trong khéi hop vao cira sé tinh
toan va kiém tra.

Ctrl_R_T: Tinh to4n theo hing trong kh6i hop.
a-6/ Cidc kiéu g6 tiéng Viét trong ViétRes.

ViétRes cung cip cho ngudi six dung siu kiéu g& dau
tiéng Viét nhu sau: '

a.6-1/Kiéu TELEX

aa

- a f - Huyen
aw  — i 5 - Sdc
e - é r — Hoai
oc - 0 X - Ngi
ow - o ] - Nang
W u dd - dd
WW w bBD — DD
dd — d
DD - b
z - Loai bo thanh ddu

Vi du: G& Coongj hoaf xax hooij chur nghiax Vieet]
Nam tao thanh Cong ho xa hoi chi nghia Viét Nam,

Ghi chii: Kidu g6 TELEX 12 kiéu bd dfu t6t nhat hién
nay vi dé hoc, nhanh, ding chinh ta.

a.6-2/ Kiéu TELES
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Kiéu bd ddu ndy khong ding trong b0 tro gitp ticng
Viét. Thue chat 13 kicu bo dau theo kidu TELEX. Nhung
khong chuyén déi tiéng Viét ngay trong lic dang gd ma
chi chuyén déi hodn chinh sau khi ta g xong mdt tir ma
ding dau cdch (dung phim space), déu chim, dadu phay.
Dung kiu nay thuan lgi trong trudng hop van bdn xen lan
cic ky hiéu hoac tiéng nude ngodi, dé trdnh béd dau tiéng
Viét vio nhiing tir d6 ta diing phim di chuyén mdi t&n sang
phii d& ket thic mot tir.

2.6-3/ Kidu VNSEA

Luat bd ddu tueng tu nhy chif vict tay, gd chlr cdi can bo
d4u trude, dau sau.

w — U \ —» [{uyén Shift_[ — Diu mii
j =0 - — Sac Shifi_\ — [Dau mi huyén
f >a |- Hoi Shift_] —» Déu mi héi
z —d ~— Ngi Shift_- — Diumii nga

[ — Nang

a.6-4/ Kicu VNI
Luit bd dau nhu kidu VNSEA

1 — Sic 6 - 4,60
2 - Huyén 7 — u, o
3 — Hoi 8 - a
4 - Ngi Q -y d, b
5 - Ning
a.6.5/Kic¢u VSM
Luat bd dauw nhu kiéu VNSEA
- 4, b 5\ - [Tuyén
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, - o, U ‘ - Sace
- a ? - Hoi
A 4,80 ~ —  Nga
— Nang

a.6.6/ Kieu FOREICN

N o Huyeén ? — o
, —» Sic / - é
“ — e :
< - a,e, o

b/ Hudémg dan sit dung BKED Version 6.2
b. 1/ Khdi qudt vé BKED.

BKED 13 hé soan thac van ban bing tiéng Viét do
Trudmg dai hoc Bach khoa Ha Noi san xuét. Ngoai viéc
soan 1hao van ban thong thudng, BKED cdn cho phép soan
thao cdc ky tu déc biét nhu: ké o, vé miii tén, cdc dau toan
hoc théng dung, chir Hy Lap... Ngoai ra, BKED con cho
phép vE cédc bidu bang (thdng ké&, k€ todn).

H¢ thdng chuong trinh BKED duge t6 chife thanh nhigu
1¢p. MOi tép ¢6 mot chite nang rieng. BE 1am vigc duge
v BKED ta chi can ¢é mot t¢p BKED.EXE 1a du. Tuy
nhién dé dam bao day du céc chitc nang, dic biet A che
chifc nang in dn ngudi sir dung can phai lién hé vdi tic gid
dé mua bo chuong trinh hoan chinh.

b.2/ Khdi dong BKID.

Cing nhu ViétRes ta phai biét chuong trinh hé théng
BKED dugc cii dit & 6 dia nao, thu muc nlo.
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Vi du ; Gia st chuong trinh he théng BKED duoc cai dat
trong 8 C, thu muc THU, @€ khdi dﬁng BKED ta cé thé
lam:

Biim C : <ENTER>
..CD THU <ENTER>
.. BKED <ENTER>

Sau moét vai gidy man hinh xuét hién thyc don chinh
(main menu). Trong d6 gh1 xuft xi cia BKED va mdy yéu
cau ta tra 1on ¢

- Tén van ban mudn soan thao (*.VNS)
C6 nhigu cich tra 1oi :

- Hay go truc ti€p tén van ban (Text file name). Phian
md rong ngam dinh cia tén van ban 1a ((VNS), nghia la
néu ta chi gd vao phan tén van ban ma khong ¢é phan mo
rong, thi BKED tw dong dat tén vin ban 1a tén ma ta via
g0 va phan md rong 13 ((VNS).

Vi du : ta g& vao BAOCAO <Enter>> thi may ty dong
thém vao thanh BAOCAO.VNS.

Né&u ta gd vao ca tén va phan md rong thi mdy s¢ 14y tén
nhu ta da dat (vi du: CONGVAN.TXT).

- Nhin <Enter> néu mudn chon tén van ban nao dé di
¢d trén dia. Lic dé BKED s€ hién 1&n mét bang danh muc
cdc tép c6 trong thu muc hién thdi duge sap xEp theo van
chit cai ABC, kém theo kich thuGe cia timg tép tinh theo
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byte. (Cé thé chi ra tén § dia va thu muc bat ky néu mudn
chon mét tép trong do).

Khi mudn chon tép no chi viéc di chuyén dai séng bing
cac phim di chuyén con tré dén tép can chgn sau dé bam
phim <Einter>.

b.3/Soan thao trong BKED.

Sau khi chon duoc tép van ban dé€ soan thdo, BKED s&
chuyén sang ch€ d6 soan thio. Trén man hinh s€ hién lén
todn bo van ban can soan thao (néu van ban da cé dugc
chon tir dia). Néu 12 vian ban mdi thi ta bat dau soan thao
tr dau.

Hai dong dau tién trén man hinh 12 hai dong trang théi
b4o cho ta biét mot s¢ thong tin can thiét nhw sau :

Alt File Trang 12 Khoi kiéu Chit tiM xOa 61 F9; Viet "F9.TELEX

CONGVAN, VNS Dong: 45 Cot: § De fgtran: | Phai: 75 BAK 39

Giadi thich dong trang thai : .

- Nhin Alt dong thoi véi cde chit mau sdng trén dong
dau tién dé€ vao cdc muc cua MENU.

- F9 hoac Ctrl_F9:

Thay di ché€ do kicu ban phim.

Nhin F9 dé chuyén ché do Gée ¢ Vigt

Nhin Ctrl F9 @& chuyén ché do TELEX <> Ddnh méy.
- CONGVAN.VNS : Tén van ban dang soan thao.
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- Dong: 45, cot: 5: Toa do cua con tro trén man hinh.

~pe: Ché d¢ hién thoi 1a dé chit (OverWrite), nhin
phim Ins dé thay ddi D& <> Cheén (Insert).

- L& trdi: 1, [& phai : 75; 1.2 trdi v phai cia van ban 1a 1
va 75. :

Nhan Curl O 1, Ctrl O R dé thay déi.

- BAK : C6 luu trir tép *.BAK, nhan Alt-F3 dé thyc hién
viéc nay.

- 39: S& th tu cua ky tu tai vi tri con trd trong bang mad
ASCCIL.

b.4/ H¢ Iénh trong BKED.
b.4.1/Dich chuyén con tro.

Chic néng Phim chic nang
Sang trdi mot ky tu «
Sang phai mat ky tu -
Sang trdi mot tir Cul_ «
Sang phai mdt tir Ctrl_ —
Lén trén mot hang t
Xudng dudi moét hang \
[&n trén mot trang Pglp
Xuéng dudi mot trang Pglln
Ve dau dong Home
Ve cudi dong End
Nhay dén dau trang Crrl PeUp
Nhay dén cu6i trang Ctrl_Pglon
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Nhdy dén dau van ban Ctrl_Home
Nhay dén cudi van ban Ctrl_End
Nhiy dén dau khoi Curl_Q_B
Nhay dén cubi khoi Cuel QK

Ta c6 thé nhan Alt_I (nhan Alt va T dong thot) dé chon
muc t6i trong MENU 12 myc hudng dén céch di chuyén

con trd t¢i dau trong van ban.

b.4-2/Chén va xod

Chon ch& d6 chén/dé chir Ins

Xoa mot dong Ctel Y

Xo4 phan cudi dong Cul QY

Xo4 mot tix bén phai Cuel T

Xod mét chif tai con tré Del

Xo4 moét chir bén trdi con trd | (BS)

b.4-3/ Cdc lénh v¢ khoi

Panh ddu diu khéi chi F5

Péinh ddu cudi khdi chit F6

Dinh ddu diu khoi dong Ctrl K_B hoac F7
P4nh didu cudi khoi dong Ctrl_K Khoic F8
Hi¢n/khong hién khoi Cul K H

Sao chép kh6i Ciri_ K C
Chuyén khéi Cirl K V

Xo4 khdi Cirl. K Y

Doc mdt file tir ngodi vao vanban  Crl K R

(hi kh6i van ban ra dia Ctri_K_ W

Ghi cht: Céc chifc nang hicn, sao, chuyén, xod dung
chung cho cd khoi chit va khéi dong. Khoi duge thue hién
12 khéi bi ddo mau sau khi dénh dau.
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b.4.4/Dat 1é va can dong

Trong khi soan thao BKED s& luén luén te dong sip xé&p
hai bén I& sao cho thing tdp (ca ben phai va ben trai) theo
cic gid tri duoc x4c dinh bdi cic 1énh sau:

Pat 18 trai Ctrl_QO 1.
Pat I¢ phai Ctrl_ O R
Can Ie khéi van ban duge xé4c dinh Ctrl_R
bai F7, I8

Ghi chud: Trude khi cin [ cho khéi van ban can phai dat
Ie trdi, phai bang hai lénh dau tien, sau d6 thue hién lenh
thit ba.

b.4-5/ Tim kiém va thay thé

Tim kiém . Cul_Q_F

M4y s& hoi ta tim chit gi.

Sau khi ta gd nhimg gi ta can tim, may sé& hoi ti€p tim
theo cach gi d€ ta chon c4c iy chon (Option) sau:

(r: (Global) Tim tir d4u van ban

B: (Back) Tim nguoc tir vi tri con trd vé dau van bar

U: (Upcase) Tim va khéng phan biét chit in hay chit nho.

Vi du: Tim véi tuy chon U thi cdc tir “Lau &, “luu
Trit”, “LUUR®"... 12 nhu nhau.

W: (Word) Tir can tim 12 nguyén mot tix
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Vi du: Tim véi tir tuy chon nay néu mudn tim tr “ca” thi

t “can” duge bo qua.

Ghi chd: Ta ¢6 thé két hop nhigu tuy chon vé6i nhau nhu
GU, nghia 12 tim tir dau, khong phan biét chit in va chit
nho.

Tim ki€m va thay thé Ctrl_Q_A

May sé hoi ban tim gi.

Ti¢p sau mdy s€ hoi: Thay thé bang gi?

Sau d6 may hoi ti€p tim theo cdch nao. Ngodi céc tuy
chon nhu trén codn ¢6 cic tuy chon sau:

N: Tim va thay thé ma khong cn hoi lai 13 c6 thay
khong, vi binh thudng méi khi tim duge tir ¢an tim may
s€ hoi ¢6 thay khong.

n: Mot s6 nao dé dé chi s6 luot can tim, mdy sé tim va
thay the tir 1 dén s fan dé.

Vi du: 12N nghia 1a tim va thay the 12 Ian va khong can
hoi lai.

D¢ lap lai thi tuc Ctrl_Q_F va Ctrl_Q_A da dung Ian

cudi ciing ta go: Ctrl_L.

Chic nang tim ki€m va thay thé c¢6 thé tra citu trong
MENU bang cdch nhin All_M: tiM.

b.4.6/ Mot s& Iénh khic

Pénhdauvitrity 1 dén9  Ctrl_K_va mot s& tir 1...9
Trs vé vi tri dd ddnh ddu CirlLQ_vamoét s6tir1,,.9
tr 1 dén 9
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bat dong hién tai Ctr]_ O_C

(dong chia con trd) vao giita

Pua con tro vé dong thit... Cirl.O N
Pt dong didu khién phim TARR CtrlO.T

Xic dinh khoang cich dau dong Cul_O_E

khi nhin Enter

Chon mau man hinh Ctrf O M
Chon kiéu con trd Cirl_ Q0O

Ghi chil: - V& man hinh EGA, VGA, ta ¢6 thé chon
nhiéu mau khic nhau. BKED s& hoi ta chon miu chit:
Dung phim con tré 1én xudng dé chon mau (chon mot
trong s6 64 mau). Cudi cing BKED hoi ta chon mau vién
quanh. Ta hdy chon mdt miu ma minh thich.

- [.an dBu tién cii dat BKED vio mét dia ndo d6, ta ¢an
phai:

+ Xdc dinh mau man hinh theo s thich.

+ Xéc dinh kiéu con tro.

b.5/Cdch g chi Viét

b.5-1/Cédch gé chir Viét theo kicu TELEX
Nhu kiéu TELEX ciia ViétRes

b.5-2/ Cdch go chiv Vict theo kiu mdy chir

Mac du dura kiéu may chit vao BKED nhung hién nay rat
it ngudi sur dung ki¢u gd nay.

Céc phim 1, 2, 3,4, 5, 6, 7, 8, 9 tuong tng tao thanh 4,
a, &, 0, huygn, hoi, ngd, sic, nang.
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] - u 1l — [
oo u {H - {

[ - Y )1 - ]

{ - o 1 - }
dd o d ddd — dd
DD - b DDD — DD

Ghi chii: - Cach gd chit Viét trong ché do nay dugc thuc
hién nhu trong luat viét tay tu nhién (g0 nguyén am trudc
khi bo dau).

- Khi bo dau nham, ta chi viéc bo ddu méi, may s€ slra
lai nguyén am Vigt theo ddu mdi.

b.6/ Sita 10i chinh 14 ticng Vit

Sau khi soan thao mét van ban ta nén dung chitc nang
stra 161 chinh ta bing cdch nhdn phim I'4 (hodc chon muc
File v&i chitc niang so4t 16i chinh ta), BKED s€& ra sodt va
s(ra 181 chinh ta tir vi tri con tro dén cudi bai, do vay tanén
nhan Ctrl_Home dé dua con tro vé ddu vdn ban trude khi
nhan 14,

BKED sé ra sodt 161 chinh ta va xir Iy nhu sau:

]

- Néu 12 18i ¢6 kha nang tu sira, vi du gap céc chit “cud”,
“1617, “hoi”.... thl né sé& tu sira thanh “cha”, “16i”, “hoi”...
hoac mot s6 cum tir phé bi€n sai nhu: “bd xung”, “xk
dung”, “sic xudt”.. s& dugc stra thanh “bé sung”, “si

L Y 3

dung”, “x4c sudt”...

- Néu 12161 khong c6 kha ning tu sta BKED sé dimg lai
tai chit nghi vén dé nghi ngudi st dung xem xét lai.
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b.7/ Trinh bay kiéu chit
BKED c¢6 hai kiéu digu khién thuoc tinh (attribut) chir:
b.7.1/ Ding t6 hop phim Ctrl

BatAat chit in dam Cul B
BatAdt chif in hoa Ctrl_A
BétAat chir in cao gip doi Crl F
BatAat chit in nghiéng Ctri_N
Bat/at chit in chi s& trén Ctri T
BatAar chir in gach chan Ctrl_C
Batftat chit in chi s& duéi Gt v
Bat/tat chir in rOng gap doi Crl_W

Ghi chii: Ciing nhur ViétRes ta c6 thé chon nhigu kiu in
ung mot hic nhu vira dam, viva gach chan... '

b.7.2/ Ding ky hi¢u digu khién !

In dam ‘B . K&t thiic in dam 'b
In nghiéng, 'T K&t thiic in nghiéng fi

In gach chin J Két thic in gach chan '
In nén -1 Ké thdc in nén fc
In réng gidp doi W Két thic in rong gap doi 'w
In cao gép doi 'H K¢t thic in cao gdp déi  'h
In Elite (12 ky tu 'E Két thiic in Elite le
/inch)

Ghi chii: - Tac dung di¢u khién clia cdc ky tu dizu khién
I, cG tac dung cho dén khi gap k¥ tu két thic tuong ting,

- Cdc lénh diéu khicén dung Ctrl.. chi ¢é tic dung trong
moét dong. Khi chuyén sang dong méi thi tic dong cla
Ctrl.. te dong tat.
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- Hitu ing in diang Ctrl B, Ctrl_A Ctrl N, Ctrl T,
Ctrl C, Ctrl_V duoc thé hién ngay trén man hinh, con
ding ! s€ khong gay hiéu ting trén man hinh.

b.8/ K8 biéu bing

Sir dung cdc phim mau trang bén phai ban phim:

Home 1 PglUp

€ 5 ¥ +

End J PgDn

Tirong img tao thanh

r T "
oo+
L 4 J

b.9/ V& cac phim mii tén

W tuong ing T

Nhan Alt + A S tao thanh <« -
z )

b.10/ Ké biéu bang nhanh

- Trude hét ding F5, F6 dé chon khéi can ké. Tiép theo
nhén:
Alt_V: V& dudng vién bac quanh kh6i duoc danh déu.
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Alt_D: Ke dudmg doc tir trén xu6ng trong pham vi khéi
danh d4u, di qua vi tr{ con tré.

Alt_N : Ké dudng ngang tir trai qua phai trong pham vi
khoi dwoc danh diu.

Ctrl_<« :N6i rong thém mot cot sang phai.

Ctrl_—> :N6i rong them mot cot sang trai.

Ctrl _PgDn : Néi xuéng phia duéi.

Ctrl_Y : X6a dong.

Alt_F5 va Alt_ F6: Pua con tro v& vi trf ddnh d&u F5 va
Feé.

b.11/Can 1é trong khoi IS, F6:

V6i: khéi F7 - I8, BKED sap deu hai mép Ie qua lénh
Ctrl_R. Vi khai F5-F6, ta ¢6 thé can I8 mot bén, trai hoidc
phai, twong ting béi hai lénh sau :

Ctrl_J_L: Can 18 bén mép trai.

Ctrl_J_R : Can I2 bén mép phai.

b.12/ Cong so'licu trong khoéi F5-1°6:

DE 1am vicc d6 ban thuc hien Ian luot cic bude sau :

- Péanh déu ving s6 liéu ma ban cin thyc hién phép
coOng bang F5-F6.

- Bua con tro dén vi tri mudn dat két qua.

- Nhén Crl_J_A: P& thue hién phép cdng cic s6 viét
theo ki€u Anh-My (dung dau chidm d¢€ ngan c4ch phan
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thap phan va phin nguyén, ddu phdy dé ngan cach céc s6
hang nghin).

- Nhin Ctrl_J_V: D¢ thuc hién phép cdng cic s6 viét
theo kidu Viét -Phap (Dung ddu phdy d€ ngan cach cac s6
phan thap phan, ddu chdm dé ngan cdch cic s6 hang
nghin).

b.13/Lén trang va in dn:
b.13-1/Fhan trang:

~ Trude khi in, van ban bao gi& ciing phai dugc phan

trang sao cho phlt hop véi khé gidy. Viée phan trang ducc
tién hanh bing cich nhin Ctrl P_S. May s& hdi mbi
dongftrang?. Ta hay gd vio mot gid tri ndo dé (v6i kho
gidy A4, in vdi mat do ngam dinh thi nén dat 52
dongftrang). '

Song trong mot s& trudng hop khi mudn két thic trang
tai mot vi tri ndo d6. Vi du ¢ mot hinh v& bi cét doi khi
phan trang bing Ctrl_P_S. Trong trudng hop nay ta mudn
cho hinh v& nim gon trong mot trang. Hay di chuyén con
1rd dén vi tri mudn két thic trang va nhin Ctrl_P_M, khi
nhin Ctrl P M mady ciing s& tv déng phan trang lai toan
b0 vin ban. '

Sau khi phan trang, & cudi van ban ¢6 mot phan khoang
4-5 dong nhu sau :

T s Phian diu méi trang khi in.-----mesomvmeman
-5

A Ranh giGi két thic van ban
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Khi in mdy in s& in phan dau nay cho mei trang (trir
trang dénh s 12 1). Vi phan d4u ny ciing 12 van ban nén
ta ¢6 thé sira, xda ...

MB@i lan in, ddu $ s& dugc thay the bang s& thit ty clla
trang. N&u khong muén danh s§ trang ¢6 thé xda ddu $ di,
hoac ¢6 thé diéu chinh vi tri d4nh s6 trang & gitta hay léch
sang mdt bén, bang cdch di chuyén ddu $ dén vi tri mong
mudn.

b.13-2/ Thay ddi dp dan ddng khi in.

Khdc véi cdc hé soan thio van ban ticng Viét khdc
BKED cho phép ty digu chinh d¢ dan dong khi in. Dé thire
hién viéc nay ta hay go vao ddu % & dau dong, theo sau 13
mot con s6 tr 0 dén 9. % O cho d¢ dan ngam dinh 52
dongfrang M. S6 sau % cang lén thi d¢ din dong cang
thura.

b.13-3/ Thao tic in van ban.

Sau khi soan thdo, digu khién cic thuoc tinh in va phan
trang, ta cé thé bat dau in bing cch nhén -

Ctrl_P_P. Trén mén hinh xuit hién thuc don nhr sau :

E: D0 dai trang in 30 cm

L: L& trdi khi in 25 ¢m

K Chon loai mdy in FX, L.Q

M: Kiéu chif in Draft, Roman

N: Nap lai phong in

Vin bin ¢6 34 trang.

An PgUp, PgDn dé chon trang in

An T | aéthay déi dnh s& trang.

An Enter d€ in, 4n Esc dé guay v& soan thio.
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Giai thich Menu

Khi mu6n thay déi cic gid tri trong MENU chi viéc go
chit cdi tuong tng & dau dong.

- Chitu dai trang in: Ngam dinh la 30 cm, tuong tng véi
khé gidy A4. Tham s6 ndy mdy in dung dé ddy gidy ra
khoi mdy sau khi in hét phan can in ra.

- L& trai khi in: La khoang cach bat dan in chi trén méy
in, tinh theo mm ké tir vi tri g6c ctua dau trang in. Diéu
nay tranh cho ta khoi phai dat 1€ trdi 16n hon 1 trong khi
soan thao.

- Chon mdy in: Chon mdy in thich hop v6i may ban
dang co.

- Kiéu chir in Draft, Roman: BKED cung c4p hai kiéu
chit Draft (in nhanh nhung khong dep ding dé in nhap),
Roman (in cham nhung dep).

b.14/ Thoat khoi BKED tro vé MS.DOS
- F2: Luu van ban
- Alt_X: Thoat khoi BKED va trg vé MS.DOS.

C/ HUONG DAN SU DUNG MICROSOFT WORD FOR WINDOW
VERSION 6.0 -

c.1/Khéi quét vé microsoft word for window.

D¢ st dung t6i wu cdc thiét bi mdy tinh trong cong viéc
~goan thao van ban & van phong, ngudi st dung phai ¢6 hé
thong chuong trinh (phan mém) di manh. Vi vay ngoai
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cdc h¢ chuong trinh ViétRes va BKED di néu trén, cac tac
£ia xin gidi thiéu phan mém MICROSOFT WORD. Microsoft
word 13 bo xir Iy tir duge thiét k€ chay dudi moi truomg
window. Fay khong phai 12 phan meém ché ban chuyén
dung, nhung né ¢6 day dit t&t ca cdc tinh ning cla mot
phan mém ché ban, cho phép ngudi st dung c6 thé tao ra
cdc van ban tr don gian dén phitc tap véi cac ky hiéu, hinh
v€, hinh anh nghé thuat,

Ngoai ra Microsoft word con 12 phan mém dé hoc,
cung cdp cho ngudi sit dung nhidu phuong phip chon lua
céc chite nang khdc nhau nhu: Menu bar, Tool bar, Ribbon
va cling ¢6 thé dieu chinh vin ban truc tiép trén Ruler
(xem giai thich Menu bar, Tool bar, Ribbon, Ruler trong
phén sau).

Trong phan nay chidng toi gi6i thiéu cing ban doc he
th6ng chuong trinh MICROFOFT WORD FOR WINDOW
VERSION 6.0, v&1 hy vong cung cip cho nhing ngudi lam
cong tic van phong moét cong cu soan thio van ban di
manh trén mdy vi tinh.

Tuy nhién, do khuon khé cha cudn séch ¢6 han, chiing
foi chi ¢6 thé gidi thieu nhing phin chinh m4 qua thuc t&
ching 161 thdy can thiét va thong dung trong cong tic van
phong.
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c.2/ Khdi dong winword.

Pé khoi dong chuong trinh soan thao van ban
Microsoft Word, ding mot trong hai cach sau:

Céch 1:Khdi dong Winword tir hé diéu hanh DOS.
Tir ddu nhic cia DOS, dung 1énh: WIN WINWORD
Cidch 2: Khoi dong tir trong Window, g‘Om’ 2 budc:
a/ Mo nhom chuong trinh Winword:

Tir ctra s6 Program Manager ctia Windows, doi con tro
chuot (mouse pointer) vé hinh tuong Microsoft Office va
an dip phim trdi chudt (left mouse), hoac dung céc phim
mili tén doi vét sang (highlight) vé hinh tuong nhém va én
Enter khi dung ban phim. Clra s6 nhém Microsoft Office
xudt hién:

Hinh tuong Microsoft word

Woid Word Readme
Help

b/ Khéi dong chuong trinh soan thdo van ban Microsoft
Word:
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D€ khdi dong chuong trinh soan thdo van ban, chon
hinh tuong Microsoft Word bang cich 4n diip hinh tuong

bing mouse hodc doi vét sing vé hinh tuong va 4n Enter
khi dung ban phim.

¢.3/ M& cira s6 soan thao van ban

Sau khi Winword dugc khdi dong, mot cira sé soan
thdo vin ban s& hién thi lén man hinh nhu dudi day:

c.3.1/ Cira s6 Word (Word Window)

Cira s6 Word 1a man hinh cira sé chinh ciia Winword.
GOm céc phan tir sau:

Isert point

End of document mark

Document window

Horzontal scroll bar Status line  Scroll box Vertical scroll bar

- Title Bar : Dong chita tén ca tap tin van ban.
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- Menu Bar : Dong chita céc 1énh cia Winword.

- Tool Bar : Dong chita mot s6 ky hiéu ( Icon ) thé hién
mot s6 1énh thong dung chon céc 1énh bang Mouse. Tool
Bar ¢6 thé tit hay m& bing 1énh View/ Toolbar.

- Ribbon : Dong chita mét s6 ky hiéu dinh dang thong
dung chon céc ky hiéu dinh dang bang Mouse. Ribbon c6
thé tit hay m& bing 1énh View Ribbon.

- Status Bar : Dong trang thdi cia Winword, cho biét
trang thdi ciia hé thdng dang thuc hién.

¢.3.2. Cira s6 van ban (Document Window)

Khi méi khdi dong Winword, mot cira sé soan thao
van ban ¢6 tén 1a Document1 duoc md& khi chua cé tép tin
cu thé ndo duge md. Méi cilra s6 van ban duoc hién thi bén
trong cira s6 Word va khong bao gid vuot qua cira sé
Word.

Cira s6 van ban chira cdc phan tir sau:

- Insert point (diém chén ky tw): LA mot thanh ding
nhdp nhdy dé biéu thi vi trf ky tu s&€ dugc chén vio vin
ban dang soan thdo.

- End of document mark (d4u két thic van ban): La
mot thanh nam ngang chi vi tri chdm dit van ban. Insert
point khong bao gi& vuot qua ddu nay.

- Title bar: Tai dinh clra s, chita tén van ban. Néu

kich thuéc clra s6 van ban dat kich thudc t6i da, Title bar
cha clra s van ban va clra s6 Word 12 mot.
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- Ruler: Dong chita mot s6 ky hiéu dinh dang thong
dung, chon céc ky hiéu bang Mouse. Ruler c6 thé tit hay
m& bang 1énh View/Ruler

- Vertical scroll bar (thanh cu6n ding man hinh)
nhim mo phong qué trinh cu6én man hinh van ban theo
chiéu dimng.

- Horizontal scroll bar (thanh cudn ngang man hinh)
nham mo phong qué trinh cudén man hinh van ban theo
chiéu ngang. ’

c.4/ Sit dung Ban phim (keyboard ) - chu6t (mouse).

c.4.1. Sir dung ban phim

M3di chuong trinh menu, 1énh, yéu ciu, déu c6 tén. Mbi
tén c6 mot ky tu dai dién, 12 ky tu c6 du gach duéi.

Céch st dung ban phim:

Dé vao Menu bar, vio Control Menu 4n Alt_ - ky tu dai
dién

- Lua chon chuong trinh Menu, 1énh trén menu popup,
thong tin trong cdc hop danh sich (list box): diing céc
phim mii tén doi vét sdng v tén cic tuy chon &n Enter,
hoac 4n t6 hop phim Alt- ky tu dai dién.

- Lua chon cdc yéu cau trong hop hoi thoai (dialogue
box): Dung phim Tab. Néu yéu cau c6 dang nit bam
(button), nit dugc chon s& c6 dang OK. Dé thuc hién 4n
Enter.

c.4.2. Sir dung Mouse
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Trén man hinh, Mouse pointer dugc biéu thi bang 3
hinh tuong:

- A Xuit hién khi & ché€ d6 chon lénh.
- B : Xudt hién khi Winword dang thuc hién 1énh.
- I: Xudt hién trong cira sé soan thao van ban.

Pé chon chuong trinh menu, 1énh, tép tin hoac nhap dit
licu, doi mouse pointer vé ding tén chuong trinh, 1énh
hoac vi tri can di chuyén insert pointer dén, &n dip
(double click) phim trdi cua mouse.

Phuong phép “drag and drop”: dn left mouse trong khi
di chuyén mouse sao cho mouse pointer dich chuyén v& vi
tri m&i va tha left mouse.

c.5/ Soan thao, luu va in van ban
¢.5.1/ Tao van ban moi.

Khi méi khai dong Winword lan dau tién, Winword s&
tur dong md cilra s6 soan thdo van ban c6 tén 1a Documenti
(i = 1,2... 1a s6 thit tu cha clra s8) v6i miu dinh dang
Norman. Sau khi soan thdo xong, dé luu trén dia dung
File/Save As va chinh thic dat tén van ban.

Pé& md ctra sé van ban mdi, dung mot trong cic phuong
phap sau:

- Nhéan nut New 1 trén Toolbar, Winword s&€ md
clta s6 van ban tén Documenti véi méu dinh dang
Norman.
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- - Chon Iénh File/New trén File menu, Winword $& mdy
hop hoi thoai New cho phép Iva chon céc tap tin dinh
dang.

¢.5.2/ M6 tip tin van bidn di c6 trén dia.

- Str dung Iénh File/Open, hoic nhan niit Open
trén Toolbar, Winword s&¢ m& hop hoi thoai Open cho
phép ta lya chon 6 dia, thu muc, tén tap tin can mé.

¢.5.3/ Soan thdo van ban

Nguyén tac nhap mot van ban trong WINWORD
- Khong g6 ENTER d¢é xuéng dong.

- ENTER dung d€ ngdt mot doan (Paragraph).

Mot s6 phim dieu khién don gian trong soan thao vin
ban: :

Phim Téac dung

Del Xod ky tu tai vi tri insert pointer.

Backspace Xod ky tu & trudc insert pointer

<« Doi insert pointer vé truéc mot ky
.

—> Doi insert pointer vé sau mot ky tu.

\ Déi insert pointer xu6ng dong dui
(néu dong di co).

T Doi insert pointer vé dong trudc.

Ctrl_« Ve dau tir trude. '

Gyl o Ve dau tir sau.

Home Ve dau dong.

End Ve cudi dong.
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Crl_ T Ve doan trudc.

Ctrl_Jv Vé doan sau.

Ctrl_PgUp Ve ky tu dau tién cha clra s0.
Ctrl_PgDn Ve ky tu cudi ciing cla cira s6.
PgUp - Ve trang trudc.

PgDn ' Ve trang sau.

Ctrl_Home Ve dau vin ban.

Ctrl_End V& cu6i van ban.

C6 thé dung Mouse dé cudn van ban theo chiéu doc
hoac chiéu ngang trén Vertical Scroll Bar va Hortzontal
Scroll Bar.

- Ch€ d06 Insert (chén ky tu): khi nhin mot ky tu tir ban
phim, ky tu ndy s€ hién tai vi tri ciia insert pointer dong
thdi insert pointer ddi qua vi tri méi ngay k& bén phdi.
Day 12 ch€ d6 mac nhién cia Winword.

- Ch€ do Overwrite (viét d&): ch& do xay ra khi nhédn
Ins va trén dong trang théi xudt hién tir OVR. Lic nay néu
nhin mot ky tu ti ban phim, ky tu ndy s& xuét hién tai vi
tri Insert pointer. Néu vi trf Insert pointer c6 ky tu, ky tu
mdi sé deé 1én ky tu ¢l va ky tu cii bi xo4 di.

Ngoai ra c6 thé dung mouse dé di chuyén Insert pomter
dén vi tri can thiét trong cira s soan thao.

c.5.4/Luu van ban

Khi méi chay chuong trinh, Winword mac nhién m¢&
mot cira s6 soan thdo van ban c6 tén la Document1. Trong
khi 1am viéc véi van ban, ndi dung chi duge luu gilt tam
thoi trong bo nhé néu chua dit ché do ghi tw dong, c6 thé
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dat lai ch€ do ghi tu dong sau mdi khoang thdi gian bang
cach chon Tools/Options/Save/Automatics Save Every. Sau
khi hoan tat van ban phai ghi van ban trén dia.

D€ luu mot van ban ding céc phuong phap sau:

- L tap tin da ¢6 trén dia: nhin
dung File/Save clia File menu.

i trén Toolbar hoac

- Luu tap tin m&i hoac sao chép tap tin d3 c6 dang md
dung lénh File/Save As hoac nhin F12.

- Luu tdt ca cdc tap tin da ¢ dang md, diung lénh
File/Save All cha File menu.

Sau khi chon thyc hién 1énh lwu. Trong trudng hop luu
tap tin méi hodc sao chép tap tin, Winword s& hién thi mot
hop hoi thoai tén Save As yéu cau cung cp mot s6 thong
tin lién hé dén tap tin nhu sau:

File name: Tén tap tin mudn luu.
Directories: Tén thu muc chia tép tin.
Drives: Tén § dia chita tap tin.



File as Type: Loai tap tin mudn luu (thong thudng
phan m& rong 1a DOC).
Option: Thiét dat mot s6 thong tin cho van

2

ban.

Sau khi cung cip cdc thong tin can thiét, nhin OK.
Winword hién thi hop hoi thoai Summary Info, yéu cau
cung cdp cdc thong tin tom luge vé van ban dang soan
thao nhu sau:

“iMicrosoft [Thailand)

»

File name Tén tap tin (da chon).'
Directory Téﬁ thu muc (da chon).

Title Tiéu dé van ban.

Subject Chu dé van ban.

Author Tén ngudi soan thao van ban
prwords T khod dai dién.
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Comments Chi thich vé van ban.
Statistics Chon hién bang thdng ké ve tap tin.

Céac thong tin cung cdp cho Summary Info nham tro
gilp do tim tap tin khi sir dung 1énh dd tim File/find.

¢.5.5/1In van ban

Pé in van ban dang-soan thao c6 2 cich:

- Nhn nit Print
in van ban.

- Chon Iénh File/Print tir File menu.

trén Toolbar. Winword sé tu dong

Hop hoi thoai Print sé xudt hién cho phép cung cédp céc
_y<u cau in van ban:

Printer Tén mdy in mac nhién.

Print what Loai tap tin mudn in (khi in van ban
hiy chon Document).

Copies S ban in.

Range Cho phép chon giGi han in van ban.
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All . In tat ca.

Current page Chi in trang
chira insert
pointer,

Pages Cho phép in
mot sO trang

Vi du: mudhn in trang 1, trang 3, va tlr trang 5 dén trang
12 thi viét nhu sau:1,3,5-12.

Print to file Chon in ra tap tin dang nhi phan.

Collate Copies  Trong khi in kiém tra tinh dong
nhét cta cdc ban in.

Print Chon in t4t ca, chi in trang chan
hoic chi in trang 1€.

Sau khi cung cfp céc yéu cau in b&m OK dé bat dau in.

¢.6/ Céc lénh v khdi

¢.6.1/ Chon khoi

Thong thutmg dé sir dung cdc 1énh ¢6 tac dung trén mot
doan van ban hoac mot hinh anh trong van ban dang lam
viée, phai ra chon doan van ban (hinh anh) truée khi ra
lénh. Viéc lya chon nay goi 1a chon khéi.

C6 2 loai khdi 12 khai dong va khoi cot: - Khoéi dong
chita cdc dong van ban.

_ Kh6i cot: khoi duoe chon ¢6 hinh chit nhat bit ky
trong van ban.
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- Chon khoi dong bang ban phim.
4+ Ddi Insert pointer vé dong dau cua khéi.

+ Git phim SHIFT va cdc phim di chuyén Insert
Pointer dé chon.

- Chon khdi dong bang Mousc.
+ D&t Insert pointer vé dong diu cua khéi.

+ Ding k¥ thuit “drag and drop” Mouse tir dau khoi
dén cudi khoi.

- Chon khoi cot.
+ D&t Insert pointer vé dong dau cua khéi.

+ An Curl - Shift - T8 d& chuyén sang ch€ do chon khéi
cot. Trén dong trang thai xudt hién tir COLL.

+ S dung cdc phim di chuyén Insert pointer ¢€ chon
khdi.

D¢ thodt khoi ché do chon khot, an Esc.

¢.6.2/ Sa0 chép khoi

- Svr dung Menu.

+ Chon khét mudn chép

+ Thuc hién lénh EDIT / COPY ( ¢hép) trén Menu.
+ Di chuyén Cursor dén vi trf méi.

+ Thue hién 1énh EDIT / PASTT ( d4n ) trén Mcenu.
- S dung Tool Bar.
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+ Chon kh6i mudn chép.
ey

+ Click Mouse trén ky hiéu £224 trén Tool Bar.
+ Di chuyén Cursor dén vi tri méi.

+ Click Mouse trén ky hiéu : trén Tool Bar.
¢.6.3/ Di chuyén khéi
- Sir dung Menu.

+ Chon kh6i mu6n chuyén.

+ Thuc hién 1énh EDIT / CUT ( cét ) trén Menu.
+ Di chuyén Cursor dén vi tri méi.

+ Thuc hién 1énh EDIT / PASTE trén Menu.

- St dung Tool Bar.

+ Chon kh&i muén chuyén.

+ Click Mouse trén ky hicu k&1 tren Tool Bar.

+ Di chuyén Cursor dén vi tri méi.

+ Click Mouse trén ky hiéu 5l trén Tool Bar.

c.6.4/ Xod khoi

+ Chon kh6i mu6n xo4.

+ GO phim Delete (Néu ding Mouse thi bdm vao biéu
trén Toolbar).

.7/ Dinh dang ky tur (Formating character)

‘Phan nay gidi thiéu cdc phuong phap trinh bay céc ky
ty trong van ban dang soan thdo nhu: Font chit, kich
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thudc, kiéu chit, mau sic. Cong viéc nay goi 1a dinh dang
ky tu.

Trudce khi tién hanh dinh dang ky tu, phai lva chon céc
ky tu can dinh dang. Néu khong c6 khéi ky tu ndo duoc
chon, ky tu sdp ddnh vao vi trf insert pointer s& duoc chon.

c.7.1/Binh dang ky tir bing lénh Format/Font.

Khi diing 1énh ndy Winword s& hién thi hop hoi thoai
Font nhu sau:

Trong d6 cho phép céac lua chon:

Font Cho phép chon Font chit (danh sach font
chir ¢6 san phu thudc vao viéc cai dat font).

Font Style Cho phép chon kiéu chi.
Regular Binh thuong.
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Bold Pam.

Italic Nghiéng.
Bold italic Dam va nghiéng.
Size Co chit.

Under line Chon céc kiéu gach dudi, ¢6 céc gié tri sau:

None Khong gach.
Single Gach bang nét don
Words Only Chi gach duéi céc tir
bang nét don (khong
gach dudi cic
khoang tring).
Double Gach dudi bang nét
- doi.
Effects Chon cédc dang chit, c6 cic gid tri sau:
Strikethrough Gach ngang ky tu.
Hidden Che nh6ém ky tu.
Superscript Chi s6 trén.
Subscript Chi s6 du6i.
Small Caps  Kiéu chit hoa nho.
All Caps Kiéu chit hoa thudng.

¢. 7.2/ Pinh dang ky tu bang Ribbon.
\
Ding Ribbon ¢6 thé dinh dang ky tu véi cdc lua chon:

- Font chir: I}-_FNTime_
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- Kl'cl_l thudce: L.

- Kiéu chit dam, nghiéng, gach dui: L2
c.8/Dinh dang Paragraph
c.8.1. Paragraph 12 gi ?

Paragraph 12 mo6t phan van ban két thic bhéng ddu phan
doan. Ddu phan doan duoc tao ra khi #n Enter. Trong
‘rudng hop mu6n xu6ng dong nhung khong chuyén sang
paragraph khéac, 4n Shift-Enter.

c.8.2/ Chon paragrapb.

- Chon 1 paragraph: Dat Insert pointer bén trong
paragraph.

- Chon nhitu paragraph lién tuc: Panh ddu kh6i céc
paragraph muén chon.

c.8.3/Binh dang paragraph bing Format/Paragraph.

Khi dung 1énh Format/paragraph, Winword hién thi trén
man hinh hop hoi thoai Paragraph, cho phép lua chon va
cung cip mot s§ yéu cau dinh dang paragraph nhu sau:
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- Sap xép lai paragraph.

Pé sap x¢&p lai vi trf c4c ky tu bén trong paragraph chon
Alignment. Alignment c6 4 gid tri sau:

Left Lam phang I¢ bén tri.

Right Lam phang I¢ bén phai.
Centered Can vao gita.

Justify Lam phéng & ca trdi va phai.

- Canh Ié paragraph (Indent)

Chon Indentation. Muc nay chita céc dinh dang sau:

From Left Khoang cach bién trai paragraph va
I¢é trang gidy.

From Right Khoang cdch bién phai paragraph va
[¢ trang gidy.
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Special

Khoang céch giita dau dong dau tién
va bién trdi paragraph.

- Xdc dinh khodng c4ch.

D€ xéc dinh khoang céch, chon Spacing. Spacing gom

céc lua chon sau:

Before

After

Line Spacing
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Khoang céch gita paragraph dang
dinh dang va paragraph trudc.
Khoang cach gita paragraph dang
dinh dang va paragraph sau.
Khodang céach giira cdc dong trong
paragraph cé cac gid tri sau:

Auto Ty dong dicu chinh khoang
cich can thiét dng vdi kich thude ky
tu trén dong.

Single Khoang céch la 1 1L

1.5 Line Khodng cach 1a 1.5 Ii.
Double Khoang cich 13 2 1i.

At least Néu chon khoang cdch
dong nho hon chitu cao ky
tw. Word tu dong diéu chinh
khoang cdch dong sao cho
dat duge khoang cich viva
bang khodng cdch kv 1w

Exactly Giit diing khodng
céch da chon.



c.8.4/Pinh dang paragraph bang Rz’bbon.
Trén Ribbon ¢6 céc nit cho phép sap

theo Left, Center, Right, Justify: =
¢.9/ Dinh dang trang van ban.

D¢ dinh dang trang van ban, dung Iénh File/Page Setup,
Winword m& hop hoi thoai Page Setup nhu sau:

x€p lai paragraph

Page Setup

hole Document

¢.9.1/Cai dit Ié trang van ban.

Dé cai dat Ié chon Margins, Winword hién cdc phan lua
chon nhu trén cho phép lua chon céc gia tri:

Top L& trén.
Bottom Le dudi.
Left 12 trdi.
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Right
Gutter

From Edge

Apply To

Preview

Dfault

12 phai.

Khoang cich tir mép gidy dén [&

trdi.-

Header D% rong cia tiéu de.

Footer D6 rong cia ha muc.

Cho phép xic dinh pham vi anh

hudng cai dat trén van ban. Cé cic

gid tri sau:

Whole Document Anh hudong
trén toan bo
vin ban.

This point to Forward Anh hudng tur
vi tri con trd
dén hét van
ban.

Mo td dang van ban trén trang gidy

tuong \ing véi cac lua chon.

Cic gia tri cai dat dugc coi 12 gi4 tri
ngam dinh.

¢.9.2/Cai dat kich thudc trang gidy.

DE cai‘dit kich thudc trang gify, chon Paper size,
Winword hién thj cic Iya chon, c4c gid tri c6 thé chon nhu

sau:

Paper size

Orientation
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Portrait In theo chigu doc
trang giay.
Landscape In theo chidu ngang
trang gidy.
¢.9.3/Cai dat Paper Source.
Trong trudng hop mdy in ¢ nhitu khay gidy (paper

tray), Winword cho phép diing hai khay gisy khdc nhau
cho van ban.

First Page Cho phép chon khay gidy cho trang

dAu tién.
Other Page Cho phép chen khay dat gidy cho

cdc trang con lai. C6 cic gidtri sau:

Default Tray Khay mic
nhién(chuyén
gifly e dong).

Upper Tray Khay trén
{(chuyén
gidly tu dong).

Manual Feed Khay cho

: gidy tir bén

ngoai.

Envelope Khay in bao
thu (chuyén
gidy tu dong).

c.10/ Tao bing (TABLE)
c.10.1/Bang 12 gi ?



Bang 1a mot mang (array) gom nhiing hang (rows) va
nhimg cOt (columns) ma trong d6 van ban duoc sap xép lai
nhim 1am 15 noi dung theo dang théng ké. Cic thong tin
lwu trong mot cOt ¢6 cling y nghia va cic thong tin luu
trong mot hang ¢6 cing dac trung.

¢.10.2/ Tao badng
GOm céc budc sau:
- Dai con tré vé vi trf ¢an tao bang.

- Chon 1énh Table/Insert table hodc 4n nit table trén
Toolbar.

Sau khi chon Table/Insert table Winword md hop hoi
thoai Insert table nhu sau:

=

Céc lua chon c¢6 thé 1a:

Number of Columns Cho phép khai bio s6 cot
cua bang.

134



Number of Rows ~ cho phép khai bdo s6 hang
cla bang.

Column Width Cho phép khai bdo do rong
cot, néu chon Auto cic cot
¢6 do rong bang nhau.

Wizard, Auto Format Cho phép chon mét s6 mau.
¢.10.3. Di chuyén con tré bén trong bing

- Dung Mouse: doi Mouse pointer v& vi tri can di
chuyén dén 4n left mouse.

- Ding ban phim:

Di chuyén con trd TS hop phim

- Pén vi tri k€ tiép Cic phim mii
tén

- Dén cot k€ (néu 1a cot cubi cing cia Tab

hang thi Winword tao ra hang méi)

- Vé cot trude Shift-Tab

- V& c6t diu tién ctia hang hién tai Alt-Home

- V& ¢6t cudi cung cla hiang hién tai Alt-End

- Ve 0 (cell) dau tién cha c6t hién tai Alt-PgUp

- V& 6 cui ciing ctia cot hién tai Alt-PgUp

¢.10.4/ Chon bdng.

- Chon cell.

Do mouse pointer vé cell ¢an chon, “drag and drop”
mouse dé chon cell va céc cell bén canh.

- Chon row.
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Dot mouse pointer ve cell dau tién ciia row ¢an chon sao
cho xudt hién dang mousc pointer hinh mii tén, an left
mouse.

- Chon column.

D&i mouse pointer v& dau column c¢an chon sao cho
xudt hién ky hiéu mii tén xudng dudi, 4n right mouse
hoac 4n dup left mouse.

- Chon Table.

Doi Insert pointer vao table ¢an chon, chon lénh
Table/Select Table

C6 thé dung phuong phap chon cell d€ chon tat ca cic
cell cla table.

¢.10.5/Chen, xod cell, row, column, table.
- Xod cell, row, column, table.

+ Chon ccll, row, column, table.

+ Chon [énh Table/Delete cells

- Chén cell, row, column.

+ Di chuyén con trd dén vi tri ¢in chén hodc chon kh6i
tat vi tri ndy v6i sG cell, row, column bang ding s6 can
thém vao.

+ Chon thuc hién lénh Table/Insert Cells, Winword md
hop hoi thoai Insert Cells. Cho phép cac lua chon sau:

Shift Cells Right Chen thém cells vao table
ngay tai vi tri Insert pointer
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dong thoi ddy cac cells da
chen sang phai.

Shift Cells Down Chen thém cells vao table
ngay tai vi trf Insert pointer
dong thdi ddy cic cells da
chon xudng dudi.

Insert Entire Row Chén thém row vio table
ngay tai vi trf Insert pointer
dong thoi ddy cic row da
chon xuéng dudi.

Insert Entirc Column Chon thém column vao table
ngay tar vi tri Insert pointer
dong thtvi ddy cdc column d3
chon sang phai.

Trong trudng hop mudn thém row vio cudi table, chi

can ddi insert pointer vé cell cudi clia Tow va &n tab.
¢.10.6/Pinh dang table.

- Chon céce column can dinh dang.

- Chon Table/Cel! Height and Width, Winword md hép
hoi thoai Cell height and width cho phép chon:
Column Width of column Cho phép thay d6i do
réng cot.
Space between Cols  Cho phép ditu chinh
khodng cich gifta cdc
cot.
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Previous Column Thuc hién 1énh nay déi vai

~ cic cot ké.
Row Height of Row Chon diéu chinh chiéu cao.
Alignment Sip xé&p lai vi tri cdc row
trong table theo I& trang
gidy.

C6 thé thay déi do rong cOt bang mouse bang cich doi
mouse pointer vé dudng vién ding bén phai cot can thay
déi do rong sao cho xudt hién ky hiéu « |- , “drag and
drop” mouse dé dich chuyén dudng vién vé vi tri méi, cdc
column con lai bén phai ciing dich chuyén theo. Trong
truong hop muén column k& bén phai cling thay déi do
Ang, khi “drag and drop” 4n kém shift, tdc dung ciing
.wong tu khi dich chuyén dudng vién ding bén trai ¢ kem
shift.

c.10.7/ Vién kbung table.

- Chon phan can vién.

- Chon 1énh Format/Borders and shading.

c-11/ Chon thay thé€ céc tir viét tat

'Khi soan thao van ban ngudi st dung muén dinh nghia
mot sO tir vict tat thay vi phai go ca cum tir, Winword cho
phép lam ditu dé6 bang cich chon 1énh
Tools/Autocorrect/Replace.....With.... tai c0t Replace dua
vao cic ky tu viét tat, cot With twong ing dua vao cum tur
dugc thay the sau d6 dn Add va lai ti€p tuc doi véi céc
cum tir khéc, 4n OK dé két thiic.
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Vidu:

Replace With

VI Viét Nam

cltnn Cuc Luu triy Nha nude

¢.12/T1dn in (Print merge)

€6 doi lue ngudi s dung mudn tao c¢dc bie thu, gidy
mdi... v mot vai thong tin thay d6i. DE khong phai tao
nhicu [an cde bice thu chi ¢d it su khdc biét, Winword cho
phép phin chia bac thu thanh 2 phin:

- Phan giong nhau (ndi dung bitc thu) goi A main
document.

- Phiin khice nhau (di kién) goi 1a data source.

Maéi thong tin thay doi trong data source s& dugce in
trong btc thu mdi, cic bude tién hanh nhu sau:

- Tao data source.

+ Chon I¢énh Tools/Mail Mcerge. Sau khi chon menu
Mail Merge Helper xuat hién, gom c4c lya chon dudi day:

1} Main Document
<Creatc>
2 Data Source

<(iet Data>
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3) Merge the Data with the Document
<Merge>

+ Chon <Create> cua Main Document, Winword cho
phép lya chon cac mau:

1) Form letters

2) Mailing Labels

3) Catalog

+ Chon Form Letters/Active Window .

+ Chon <Get Data> ctia data source. Néu tao data
source mGi thi chon Create data source, néu mé data
source dd c6 thi chon Open data source. Sau khi lua chon
menu Create data source xudt hién cho phép ta thém
trudng (add field), loai bd truong di cé (remove field),
dich chuyén th tr cdc trudng (move field). Chon OK dé
két thic va dat tén Data Source.

+ Chon Edit Data Source dé vao cac dit kién cho Data
Source, sau modi dit kién thi 4n Enter dé vao dir kién tiép
theo. Mudn két thic viéc vao dit kién chon QK.

- Tao Main Document

Sau khi chdm dit viéc tao Data Source, Winword tu
dong md cira s6 main Document. Trong khi soan thao van
ban chinh, tai nhitng vi trf can chén céc théng tin ctia Data
Source, ding Mousc chon Insert Merge Field trén dong
sau ctia Ribbon, chon trudmng ¢an chén va nhén left mouse.
Mudn bé sung thém cac dit kién vao Data Source thi thuc
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hi¢n Iénh Tools/Mail Merge/Edit Data Source hoac chon
bi€u tuong cudi ciing trén dong sau Ribbon (di chuyén con
tro chudt trén bicu tuong khi xuét hién Edit Data Source)

- In tron Main Document va Data Source

Sau khi tao xong Main document, dé in bic thu, chon
Tools/Mail Merge/Merge trong Merge the Data with the
Document, Winword m& hop hoi thoai merge cho phép
cac lua chon sau:

Merge to Document  Luru céc bite thu vao tap tin,

moi bic thu dat trong moét
section riéng.

Print In cdc bigc thu ra may in.

(C6 thé chon trén biéu tuong: E% )

Records to be merged All  Tron tit ca cac
Records

From...To... Xic dinh giGi
han Records
can tron in.

When merging records Don’t print blank lines when
data fields are empty (khong
in cdc dong trong khi dit liéu
cua truong rong)

Print blank lines when data
fields are empty (In cic
dong trong khi dix

liéu clia trudmg réng).
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II- QUAN LY VA TRA TIM VAN BAN.

1. Khdi quiat ‘
. Noi dung quan 1y van ban gan chat ché véi yéu ciu tra
tim chiing. Yéu cau d6 dat ra nhiém vu 12 phai thigt k& he
théng d€ xay dung ducc CSDL quén Iy ur dong hod tai lieu
trong van thu. Van ban 12 phuong ti¢n hoat dong clia mot
co quan hodc ¢ nhan. Vi vay, viéc phén tich v thiét k& he
th6ng khong thé nim ngoai pham vi chitc nang, nhiém vu
ctia cdc chi thé d6 nhu cic CSDL theo chuyén dé cha tai
liéu luu trix.

2. Phan tich he théng:

‘Phan tich h¢ théng gitp ta ndm vitng dic diém cha céc
d6i tuong can xay dung CSDL. Noi dung phan tich he
théng gidng nhu yéu cau khéo sit d€ chinh 1y mot phong
tai licu Iwu trit. Vi vay, phan-tich hé théng gidp ta ndm
dugc chifc nang, nhiém vu clia co quan d3 san sinh ra van
ban. Tir d6 ta xdc dinh dugc ding thanh phin va noi dung
cia CSDL. van thu. Thuc € cong tdc van thu cho thay,
trong hoat dong ciia mot co quan, tai liéu hinh thanh rat
nhiu loai, thi du : cic van ban phap quy, van ban giao
dich hanh chinh gilta co quan s& tai véi co quan khéc, bién
ban céc cude hop, cdc gidy td cdp cho ¢4n bo di cong tac,
cac chiing tir thanh todn kinh phi, cdc ¥ kién ghi trén gidy
cua thu tradng, don tit khiéu nai, v.v..
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Nhu vay, khong phai bat ky thong tin & van ban, gify t
nao ciing dugc dua vao CSDL clia van thu. K&t qué nghién
citu va phén tich cho thiy, nhimg loai van ban sau day c6
thé dua vio CSDL quan 1y va tra tim tai liéu trong vén thur:

- Nhitng van ban phan 4nh chic nang, nhiém vu cia co
quan. Py 1a chitc nang, nhiém vu, quyén han dang hién
hanh duroc thé hién trong c4c van ban phdp quy v& thanh
1ap co' quan, hoac van ban thay ddi, b sung chic nang,
nhi¢ém vu cua co quan. Nhw vay nhiimg van ban gii dé
biet, cdc tu ligu tham khdo... khoéng thudc thanh phin tai
liéu dua vao CSDI. van thuw.

- Nhiing van ban ¢d gid tri phap 1y thi hanh. Néu chi xét
mat chiic nang, nhi¢m vu cla co quan dé chon van ban
dua vao CSDL thi chwa dd, vi hang ngay, dé€ giai quyét
mot cong viée, dd ¢ nhitu gidy to, thi dy : xay dung ké&
hoach t6ng két 10 nam thi hanh Phép lenh béo vé tai lidu
luu trit Quéc gia, ¢é rit nhigu tai liéu hinh thanh nhu bién
ban hop, ban du tri kinh phi, ban dang ky cic doan di dia
phuong hudng dan téng két phdp ienh, ban du thao téng
thé k€ hoach... Tuy céc tai lidu trén déu phan dnh nhiing
cong vigc thude chifc nang, nhiém vu ciia co quan, nhung
chi c6 thé dua k¢ hoach cu6i cling dugce ban hanh, c6 gi4
tri phdp 1y thuc hién vao mdy vi tinh.

3. Thict k& hé thong:

Trén co s phan tich hé théng, ta c6 thé thiét k& he
théng CSDL quan 1y va tra tim 13i liéu van thu. Thiét k& hé
théng phai dat yéu cau dua toan bo céc dit lidu ciia nhimg
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van ban c6 gid tri vae mot 16 chic chat ché d¢ quan 1y va
tra tim ching. Mudn vay, viéc thiét k€ hé¢ théng CSDL. van
thu phai tién hanh thi tu cdc bude nhu sau :

a) Xay dung danh muc van bdn dén va van ban di can
duoe dua vao CSDI: Noi dung cla cdc van ban nay phan
anh nhing hoat dong thudc chite nang, nhiém vu cua co
quan.

Riéng d61 v@i van ban dén, lai ¢ nhitng van bdn c¢in
phai ¢é phiic ddp. Nhimg van ban nay sé duge ghi ky hicu
riéng khi bién muc vio phifu mé td tien mdy (bicu ghi
nhap di liéu).

b} Xay dung danh muc co quan o6 quan hé giao dich
van bam Danh muc nay gidp ta theo doi vice giai quyét
van bdn trong hé thong cdc ¢o guan ndi nganh va oo quan
ngoai nganh ¢6 quan h¢ giao dich. G day CSDL. ¢4 thé
gitip theo doi pham vi the hién chde niang nhiém vu cla
minh trong cdc mdi quan hé vdi co quan khac trong pham
vi quéc gia hodc qudc 1€,

c) Par yéu ciu khai thic CSDE. Muc dich xay dung
CSDL da duge xdc dinh tr dau 1a phuc vu quan 1y va tra
tim cdc¢ van ban. Quan 1y van ban bang mdy tinh s¢ thay
th¢ cdc s6 dang ky van ban di va dén. Ngoai ra, ta ¢6 thé
theo ddi c& viéc chuyén giao van ban, theo doi vige gidi
quyét van ban va iap ho sa.

Viéc tra tim van ban phai thay th¢ dugce phuong phap
tim thl cong trén sO vin ban dén, vin ban di va xem trye
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ti€p cic van ban d6 trén tap cong van luu & cic hd so cong
viéc.

Tra tim bing mdy s€ giai quyét nhu ciu tim cdc y&u td
clia timg van ban riéng biét trén s6 van ban di vin ban
dén. Ngoai ra, phdi ddp tng yéu cau thong tin téng hop
cla nhiéu van ban gop lai, th%du :

- Théng ké cic van ban theo timg co quan giao dich.
- Tim'vin ban theo ngudi ky.

- Tim van ban theo chuyén dé, theo nganh hoat thg.
- Tim van ban theo don vi gidi quyét.

- Tim vin ban theo mie d6 méit.

- Tim cdc van ban theo thé loai van ban.

- In k€t qua tra tim thong tin van ban ra gidy...

) Chon hé quan tri CSDL -

Cho dén nay ¢ cdc -co guan trung uong va c4c tinh
thutmg dung cdc hé quan tri CSDL nhu : CDS/SIS,
FXBASE, FOXPRO. Mbi h¢ niy déu cé nhing mat wu
diém va nhuoce diém. O cudn sdch nay, cdc tdc gia gié"i.c
thiéu va hudémg dan sir dung hé quan 1y van ban duge viét
trén FOXPRO nhu sau:

HUGNG DAN SUDUNG HE QUAN LY VAN BAN VIET TREN
FOXPRO

1/ Cai dat va khdi dong hé théng
- Cai dat he thdng
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He th6ng chuong trinh quan 1§ van ban nay ducc lap
trinh trén FOXPRO. Hé th6ng gom nhigu modul, méi
modul thyc hién mét chitc niang nio dé ma ngudi st dung
khéng cin quan tam.

Dé chay duoc chwong trinh quan 1y van ban, ngudi sit
dung can phai c6 cic hé théng chuong trinh sau:

- Foxpro version 2.5 cai dat tai CNFOXPRO.
- VietRes cai dat tai CAVIETRES.

~ Chuong trinh quan 1y van ban QLVB.FXP cii dat tai
CAQLVB.

(C6 thé cai dat & § dia, thu muc khic, léc dé noi dung
file QLVB.BAT sé khic).

Tao file QLVB.BAT tai C:\ ¢6 noi dung nhu sau:

CD\QLVB
CAVIETRES VRO
CAFOXPRONFOXPRO QLVB.I'XP

- Khai dong hé théng
Tai C\gd vao QLVB . (phim enter)

-Sau mot vai gidy trén man hinh xuat hién xuat x& ciia he
théng, tiép theo gd  d€ vao Menu chinh (main menu).

2/ Cé4c chic nang cia hé théng
- Menu chinh
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HIE CHUONG TRINH QUAN LY VAN BAN

CUC LU TRUNHA NUGC
VAN BAN DIN HE THONG VAN BAN DI
A Cép nhat I'. Béo tri hé théng L. Cap nhat
B. Tra ciu G.Cap nhit danh muc | M.Tra ctu
C. Tim kiém H. Khai bdo nam N.Tim kiém
D. Théng ke J. Tao ho so dau nam | O. Théng ké

E. In danh muc

K Két thiic

P. In danh muc

Trén Menu chinh gom 3 phan: VAN BAN DEN, HE THONG,
VAN BAN PIL. Trong mdi phan ¢6 cdc phian lua chon
(option) nhu: Cap nhat, tra ciu nhanh, tim kiém... dé 1a
toan b chitc nang chinh (chic nang cip 1) cia hé théng,
ding cdc phim di chuyén mii tén dé di chuyén dai sang
trén menu hoac bdm chit cdi dau tién trén cac dong tay
chon dé thuc hién chitc nang tuong ting.

2.1/ Cp nhiat van ban di, dén

Biéu mAu nhap dit liéu van ban dén hodc van ban di xust
hién mdi khi ta chon A hoac chon N tai Menu chinh nhu

s3u:
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NHAP VAN BAN DEN

1. 86 dang ky VB

2. Ngay dén / /

3. <Noi gui>

4. 83, k¥ hiéu V.Ban

5. Ngay thang V.Ban / /
6. Tén loai

7. <Pon vi nhan va xu ly>
8. Trich véu

9. Phén loai theo ndi dung
10. Miitc 46 mét

11. Thii han xir 1y

12. S8 luong ban sao

13. Tra Iti van ban

14. Ba gidi quyét (T/F)
15. Lau ho so s@

Fi -Trggigp  F2- Ghi

< Nhip méi>
< Két thic >
< Nhiép lai >
< Xod >

F10 - K&t thic va khong ghi

Cédch nhap diT liéu:

- 86 dang ky dé€n (di) he théng tu cap nhat theo tha ty
tang din. Thong thudng nhan b dé bd qua gid tri nay.
Trong trudng hop vao lai s6 ding ky dén (di), néu s6 d6 di
~ ¢6, he théng sé thong bio s6 dang ky dén (di) d3 <6, b
sta lai van ban d6 khorg (C/K?), néu ¢6 thi bam C, khong

bim K
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NHAP VAN BAN DI

. 56 dang ky di

. Ngay thing van ban / /

. 86, ky hiéu van ban

. Tén loai

. Ngudi ky

. <Bon vi soan> <Nhip mé&i >
. Mirc do mét < Két thic >
. <Noi nhin> < Nhip lai >
. <Phan loai> < Xod >
10. T'ra lir van ban

11. Da giai quyét (T/F)

12, Luu hé so s6

13. Trich yéu

W R - ICR N, R

o0 =3 O

D

F1-Trgghip  F2-Ghi  FI0 - Ké thic va khong ghi

- Nhap cdc trutmg 6 ky hiéu < > vidu: <Noi gui>,
cO 2 céch:

+ Nhin . dé trich dan théng tin tir mot danh sdch da cé.
Sau khi nhén - danh sdch thong tin lién quan dén trudng
dang nhép dir li¢u xuat hién trén man hinh, dung cdc phim
mii tén di chuyén dai sang dén thong tin can thiét va nhin
-~ dé chon. Thong tin dugc chon xem nhu thong tin nhap
vao tr ban phim.

+ Nhin TAB d€ di chuyén con tré vao viing nhap dit liéu
va nhap dit liéu vao tir ban phim '
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- Trudng da gidi quyt(T/F) 12 trutmg ¢6 kifu logic nhan
mot trong hai gid tri T (ding), F (sai). D61 véi cdc vin ban
khong can giai quyét thi nhan T (coi nhy van ban d3 giai
quyét), ngiroc lai d6i véi van ban phai giai quyét thi nhan
I dé bd qua (gia tri mac nhién 13 F). Sau ndy s& dugce he
thdng tu ddng cap nhat khi cd mot van ban tra 161 van ban
I'l?.{}'.' :

- Trudng tra 161 van ban 14 co s& cho viéc cip nhit giita
van ban dén va van ban di.

- Tnrdmg mic d& mat qui dinh nhw sau:

1- Binh thudng

2 - Mat

3 - Tuyét mat

4 - T6i mat

Sau khi nhdp xong mot van ban cé cic lra chon sau:

+ <Nhip méi>: Ghi lai van ban vira nhp, ti€p tuc nhap
van ban mé&i _

+ <Keét thic>: Két thic cap nhat

+ <Nhap lai>: Nhap lai van ban vira nhap.

+ <Xo4d >: Xod van ban vira nhgp

F1 - Xem thong tin huéng din

F2 - Ghi van ban dang nhap

F10 - Két thic nhap van ban va khong ghi lai van ban
dang nthap \

2.2/ Tra ciiu
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Menu tra cifu xudt hién moi khi nhdn B hodc M tix Menu
chinh.

Hé théng cung cdp cho ngudi sit dung phuong tién tra
citu nhanh thong tin theo timg chi tiéu saun:

- 56 dang ky dén (di)

- 88, ky hiéu van ban

- Phan loai theo ndi dung

- Trich y&u

Néu ¢é yéu cau tim ki¢ém téng hop, in 4n thi phai chon
chitc nang tim kiém.

2.3/ Tim kiém

Trude khi tim kiém phai badm H tai Menu chinh dé khai
béo viéc tim ki€m trong nam nao. Néu 1a nam hién thoi thi
khong phai thuc hién thao tic nay.

Phuong tién nay xudt hién khi ta bdm C hoac N tai
Menu chinh.

Viéc xéc 1ap biéu thic tim ki€m tuong tu nhu qué trinh
nhap dit liéu ve van ban di, dén.

F1 - Tro gidp: Xem thong tin trg gidp.

F3 - Tim: Két thiic viéc xé4c 1ap bifu thic tim ki€m va
bat dau tim ki€m '

F8 - Xo4 digu kién tim: Xod biéu thic tim vira roi va
quay lai cho ta vaoc biéu thiic tim mdi.

F9 - Thoét: Trd vé Menu chinh.
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TIM KIEM VAN BAN DEN

<88 dén>
<Ngay dén> / /
<Noj gii>
36, ky hiéu van ban
<Ngay thing van ban> / /
| <bon vi nhin>

<Tén loai>

<Phén loai>

Trich yéu

Mitc do mat

<Ngay xong> / /
P giaj quyét

<Laru hd s¢f 56>

Fl-Trggiip F3-Tim F8-Xod DKtim F10 - Thoat

TIM KIEM VAN BAN pI
<86 ding ky di>
<Ngay thdng van ban> / /
S6, ky hiéu van ban
<Tén loai>
Nguwi ky
don vi soan
Mic 46 mat
Noi nhén
<Phin loai>
Trich yéu
ba gidi quyét
<L hd su 6>

F1-Trogiip F3-Tim F8-Xod DKtim F10 - Thodt
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- Trong chuong trinh tim kifm da st dung mot thuat
todn dac biét gitp cho ngudi st dung c¢6 thé tra ciu thong
tin ngay trong phan xic 14p biéu thitc tim kiém (biéu thite
tim kiém gom cédc dom vi thong tin co s két hop véi nhau
bdi cdc phép toan logic vi du: Noi gui 12 Bd Gido duc va
Dao tac va ngay gl nam trong khodng tir ngay 010193
dén ngay 01/05/93 1A mot biéu théc tim kiém...), béng
cich han ch€ (loc dan thong tin trong CSDL méi khi c¢6
mot chi tiéu nao dé duoc chon).

Vi du: Tai chi tiéu <Phan loai> chon HTQT (Hop tdc
qudc t&).

- Di chuyén con trd 1én chi tieu <Noi glri>> nhan . khi
dé trén man hinh xudt hién danh sdch tat ca cic noi ghi
clla ¢dc van ban dén vé HTQT, ¢é thé chon mot noi g
nao dé ching han “Van phong Quéc hoi” hodc xem cé
nhitng noi gti nao thoi va ra.

Khi khong mudn vao thong tin tim ki€m nGa thi bdm
phim <['3> hoidc dung phim <TAB> d¢ di chuyén con trd
ra khéi viing vao biéu thite tim kiém. Khi d6 hé théng sé
tr dong két hop cdc chi tiéu lai v6i nhau thinh mot biéu
thitc tim ki€m bdi phép todn “va” logic, sau dé hé thong sé
tim ki¢€m cho ta 14t ca cac biéu ghi thoa man biéu thitc tim
ki€m va cho hién trén man hinh. Nhd cdc chi dan trén man
hinh nhu: Biéu ghi trudc, sau, dau, cui... ban cé thé truy
nhap dén céc biéu ghi dé mot cdch dé dang bang céch dua
con trd vao vi tri twong tng va nhan ..

2.4/ Théng ké.
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- Muc dich, chic nang cia Modul 13 théng ké ton bo s&
lwong cong van di dén trong mot khodng thoi gian hoac
trong ngay. Két qua dau ra cho biét téng s& cong van, s6
luong da gidi quy&t, s6 luong chua giai quyét cho timg loai
cong van va thong ké s8 cong vin di quéd thoi han giai
quyét ma chua duge giai quyét.

Phuong tién théng ké xust hién mbi khi ta bam <D>
hoac <O> tai Menu chinh.

- Théng keé theo thoi gian tengay / / dén ngay / /

Phan gi6i han “dén ngay” ludn luon 13 ngay hién thon
cta h¢ théng (ngdy hién thdi cla he théng ¢6 thé thay déi
b&i 1énh TIME clha DOS). Do vay mudn thong ké dén
~nay hién thoi thi khong phai nhap tai thong tin trong muc
nay, trong truong hop nguoc lai thi phai xod va vao lai
ngay mdi. Néu mudn théng ké trong mot ngay thi chi viée
vao muc “dén ngay” con muc tir ngay bo tréug.

- Néu thong ke cdc van ban qud thdi han gidi quyét thi
14t ca nhitng cong van di qué thei han ké tir diu tép CSDL
cho dén thdi diém thong keé sé duge théng ke. Tir két qua
thdng ke d6, cho biét ¢dn ton dong bao nhiéu van ban cin
phai giar quyél. Nhitng loai van ban nao, phong ban nao
chiu trach nhiém phai gidi quyét.

Sau khi o6 ket qua tim kiém, he théng cho phép xem
hodc in ra gidy.,

2.3/ In danh muc
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Bam E hoac P tai Menu chinh dé xem hoic in sé ding
ky van ban di, dén theo thoi gian.

2.6/ Bdo tri hé thong
Bam I tai Menu chinh hé thdng cung ¢ip 2 chic nang:

-+ Tao du phong: Pua diy liéu tit dia ciing ra dia mém dé
sao luu tranh mal thong tin do sw ¢d k§ thuat hoac dia
cing da day.

+ Khoi phuc du phdong: Pua dit 1iéu tir dia mém vao dia
cimg d€ khaj thac str dung.

2.7/ Cap nhat danh muc

Bam (i tai Menu chinh Mcenu cdp nhat danh muc xuft
hién:

CAP INHIAT DANEE MUC

A bon vi soan
B. Noi gt

", Noi nhin
12. Phin foai
I, Ket thide

Ding cdc phim miii tén di chuyén dai sang trén Menu
d¢ chon cip nhat danh muc cin thi€ phuc vu cho viéc
trich dan thong tin tir clra s6 trong qud trinh nhap dir Iidu.
Trong qu4 trinh cap nhat sir dung céc t§ hop phim Ctrl_N
dé thém danh muc, Ctrl_W dé ghi va két thiic cap nhat.

2.8/ Khar bio nam
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Béim H tai Menu chinh dé chon nam cho CSDIL.
e) Thiet k& biéu ghi nhap dit liéu :

Viée thi€t k& va bién muyc biéu ghi nhap dit liéu van ban
khong phic tap nhu biéu ghi h6 so luu trit hoac biéu ghi
phong hru tr, vi s6 luong cac thong tin cin quén 1y vatra
tim clia mgt van ban don gian hon nhigu. Thong thudng
nguoi ta chi can théng ké danh muc cic yéu t6 can nhap
mdy cita mot van ban. Cdc danh muc yéu t6 théng tin nay
khong nhat thiét phai bién muc trén biéu ghi ho so luu tri,
ma ¢6 thé 18y true tiép it van ban dé nhap mdy. Céc yéu t6
thong tin caa moét van ban can quan 1y tuwong tu nhir cic
¢Ot muc trén s8 dang ky van ban di hoic s6é dang ky van
ban dén, ¢6 thé bd sung thém mot s6 muc khic theo yéu
cau cla ngudi s dung CSDL., hoac md rong thém cic muc
3 ¢ trén s6 dang ky van ban. Muc duge md rong hon 1a
phan “trich y& noi dung van ban”. Mic do tém tit noi
dung van ban ¢6 thé rit sau dé c6 thé sit dung thay ban
chinh (xem biéu ghi nhap tin van bdn dén va van bdn di &
phin trén).

g) Quién Iy CSDL:

Van ban dén va van ban di thuong duoe thiét k& trén hai
CSDL riéng biét, vi vic¢e thi€t k€ cAc trudng cla biéu ghi,
ycu cau quan ly, theo doi hai loai van ban nay khéc nhau.
Nhung hai CSDI. nay ¢6 lién quan véi nhau, luén so sdnh
d61 chiéu véi nhau.

b6i v6i van ban dén, hang ngay ti€p nhan, néu ching
thude danh myc vin ban néu ¢ muc a, thi nhap may, déng
thdi in ra gidy theo s§ tht tu nhu sd dang ky van bin dén.
iDanh muc nay dung dé theo ddi ngoai mdy va lam sé giao
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nhan (ky nhan) cdc van ban phan phoi trong ngay. Céc
trang in duoc sip xEp theo thif tu thodi gian trong nam va
déng lai thanh sé.

P&i véi van ban di ¢6 thé luu hé théng & hai mic do
khac nhau:

- Luu toan bo van ban trén dia tir sau khi soan thdo va
ban hanh van ban. Tuy da luu van ban trén dia t, song
van phai luu mot ban chinh & van thu va mot ban chinh o
don vi 1am ra van ban. Pén nay nhiing thong tin luu trén
mdy chi ¢6 thé phuc vu duge yéu cau tra cGu ndi dung van
ban chit chua bac dam 1a co s& phdp 1y dé gidi quydt
nhitng vin dé quan trong:

- Luu céc y&u to trén biéu ghi cta van ban di. Cach hau
nay gidng nhu dang ky vio mdy nhiing van ban dén. Vicc
luwu trit trong may nhu vay 12 can thiét dé tra ciu, d6i chidu
so sanh gitta van ban di véi van ban dén, thi du so sdnh
dang ky trudmg 13, trucnaye 12 cia van ban dén va van ban
di.

h) St dung CSDL :

Viéc sir dung van ban trong CSDI. dat kha nang tSi wu 1a
tim théng tin tdng hop mot cich nhanh chéng. Cic méu
tim ¢6 thé thiét k& bang tir chudn (Descriptor) hodc ¢6 thé
bing cdc md qui wdc két hop tir chudn. Yéu cau tra citu,
khai thdc CSDL gidng nhu moi nhu ¢iu ma cic co quan
vin tra cttu nhitng vin ban cu thé trong ho so (461 véi van
ban dén) va trong t¢p van ban luu hodc trong ho so cua
don vi soan ra van ban (d6i véi van ban di). Ngoai ra, ta
¢é thé khai thac cdc thong tin 16ng hop trong CSDI. nhu
trong muc ¢: Pat yéu cau khai thac CSDL.
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Chuong IV

UNG DUNG TIN HHOC VAO CONG TAC
LUUTRU

I- KHA NANG UNG DUNG TIN HOC TRONG CONG TAC LUU
TRU.

Khi buce sang thii k¥ phat trién tin hoc, ¢6 nhicu ngudi
da tuyCt doi hod kha nang cia may tinh trong cong tic luu
trit. Tham chi ¢6 ngudri quan niém rang may tinh thay th¢
hoan toan cong tdc lwu triv. Thuc t& khéng phai nhu vay,
boi vi trong cong tdc van thu, khi phan tich cdc qui trinh
nghi¢p vu cta né. ngudi ta chi 6 thé tng dung mdy tinh
Va0 VIEe sao in, quan 1y vi tra Gim van ban . chit khéng
thé gidi quyét toan bo cong tde van thu bang mdy tinh.
Con trong cong tic luu triv gom cdc cong viee nhu thu
thap, bé sung luu trit, xdc dinh 2id tri thi licu, chinh Iy
théng ke, bao quéan an todn va (8 chic sir dung tai liéu thi
cong doan nao ¢o thé img dung tin hoc ? Thue t& nohién
cu tr ndm 1985 tr lai day cho bict, viée tng dung tin
hoc trong cong tac luu trit ¢6 1hé gidi quyct duge mot 56
véan dé sau:

L. Xdy dung CSDI. thong ké via qudn Iy Phong fuu triv
Qudce gia.

2. Xdy dung CSDL qudn Iy va tra tim t3i fiéu huu irip
theo phong.
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3. Xay dyng CSDL quan 1y va tra tim tai liéu o trix
theo chuyén de.

4. Thiét k& phong bao hiém tai licu luu trit.
5. Xay dung CSDI. thong tin cap 11 tai Licu luu trit...

Tir nhitng CSDIL. néu trén, nguot thidt k& he thong CSDL
¢G thé dat yeu chu gidi quyét timg vin d¢ dat hang chi tict
cla ngudi sir dung.

Nhimg nam gan day, mot s6 Bo, nganh do chura tim hiéu
toan dién ve viéc tng dung tin hoc trong cong 1dc lua tri,
da de nghi Cuc Luu trit Nha nudc cho phép huy tai licu luu
trit ban gdc, khi nhimg tai licu dé da duoc dua vao mdy
tinh. Cuc Laru trir Nha nude dd c6 van ban gii di cho cac
C quan trung wong va dia phuong yéu c¢iu khong duge
huy tai liéu luu trir khi da st Iy mdy tinh vi nhitng 1y do
sau:

- Thong tin tai liéu luu trir ¢6 tinh chédt dac bict khac véi
cic loal thong tin hdng ngay trong x3 hoi 12 ching phai
gan vai vat mang tin 12 thi licu lun triv, Tai licu luu it cé
do tin cdy cao, 1am bang chiing cho moi véin dé trong xa
hot v didu kién 13 chdng phai 13 14l liéu ban chinh. ¢6
ngudn poc rd rang.

- Ngudi s dung tai liéu luu trt khong nhimg chi sir
dung thong tin duoce ghi trong tai liéu, ma con xem xét
toan bo kidu ché 1dc 131 lidu, nét ghi va cdc bt tich trén tai
liéu... Trong trudng hop ndy thi mdy tinh khong thé dap
tng thod man.
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- Cong nghé mdy tinh & nu6e ta con phét wrién chua
dong bd nén néu khong c6 ban géc 13 lidu hru trit d€ so
sdnh, hoac d€ danh cho nhimg ngudi khong c6 kha nang
st dung tai 1iéu mdy tinh thi gay trds ngai cho s0 dong doc
gia. Hon nifa, nan virus tin hoc van dang 13 nguy co cho
nhiéu CSDL ma4y tinh.

Nhung dau sao, viéc dng dung tin hoc vao Iuu trit van 13
yéu cau tdt y&u d¢ giai hod sy tri tré trong c6ng tac luu tri.
Nhiing uu the co ban cilia viée tin hoc hod trong cong tac
luu trit thé hién & ché:

- Yéu ciu sk 1y théng tin tién mdy (ai liéw luu trit da bat
budc cdc kho luu trit phai phan loai, chinh 1y, théng ké va
[am c6ng cy tra cu truyén théng. Thong qua d6, tin hoc
da thic ddy cdc kho luu trit nhanh chong di vao n2 nép va
thuc hién day di cde yéu cau clia khoa hoc luu trix. Trong
nhieu trudng hop, ngudi ta d3 khai théc kha ning cila may
tinh, mdy in d€ x4y dung nhanh chéng cdc cong cu truyén
théng nhir muc lyc, cdc bo thé chuyén dé, thesaurus,...

- Trong khi cdc kho hm trit ngay cing duoc bd sung
nhitu tai licu thi viéc quan Iy tra fim céc théng tin can
thi€t mot cdch nhanh chéng qua 12 khong gian don. Dac
bi¢t 1a khi c¢6 mot yéu cau tim tin téng hop, tim tin theo
chuyén de, thi chi cé mdy tinh méi Lé thé gidi quyét dugc
kip thdi,

Méy nam gan day viéc giao luu qudc t&€ da phét trién
manh, Nhiu nginh khoa hoc clia Viét Nam da trao déi
thong tin v6i cdc nude khdc trén the gidi bang k¥ thuat tin
hoc. Néu khong nghién citu tmg dung tin hoc thi chinh
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nudc ta s€ vap phai su bé tic trong viée hop tic khoa hoc,
k¥ thudt véi cac nuée khac.

Negay trong pham vi qudc gia, nhiéu ¢ quan va tinh da
tmg dung tin hoc vao cong tac van thu va luu trit. Cuc Luu
trir Nha nudc duge Nha nudce giao cho nhiém vu quan 1y
thng nhét cong tic van thu, luu trit thi khong thé loai trir
quan 1y tng dung tin hoc.

II- NGONNGUTIM TIN TAI LiFU LUU TRU
1. Khdi quat:

Nguoi st dung mudn ti¢p cin vdi tai licu caa motl kho
hwu trif hede thu vién thudmg phai thong qua mot phuong
tién tra tim nhu cdc thoéng tin trén bo thé, muc luc va cic
dang théng tin ¢dp II khic. Nhitng thong tin dé goi 1a
ngoén ngit tim tin, Khdi niém v& ngdn ngit tim tin xuit hién
do gia tang tai licu. Con ngudt mudn tim lai duge nhimg
thong tin ¢an thiél trong khéi lugng 16n 13 licu bat budc
phai ¢& phuong tién chi duimg dé 13 ngodn nglt tim tin.
‘Ngén ngit tim tin phét trién da dang theo nhieu thé loai va
duge chudn hod khi ¢ yéu chu tng dung céc k§ thuat tin
hoc. Vay ngdn ngit tim tin 12 mot tO hop cdc tir, cau, cdc
bidu twong. cac k¥ hiéu quy udc va cdc chir s6 dang dé
phan 4nh moL noi dung cdc 1ai 1iéa dang thong tin ¢dp 1. vi
thé nguai ta thudng goi ching la thong tin ¢dp 1.

Tuy theo tinh chét ctia timg CSDL. va dic diém cda k¥
thuat ghi tin ma ¢6 thé quy ude cic hé ngon ngit tim tin
khic nhau. Npudi ta goi ngdn ngii tim tin {3 ngdn ngir
nhan tao vdi v nghia ching duge quy ude theo muc dich
st dung cta con ngudi. Ngon nglt nhan tao dé lai duoc
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hinh thanh tIr ngén ngi tw nhién, nhung' khi st dung trong
yéu cau tim tin, chiing khdc ngon ngit tr nhién & tinh chat
mot nghia. Tinh chat d6 da loai trir kha nang nhiéu tin
trong qud trinh tim tin va tao cho ngdn ngft nhan tao stic
manh nglt nghia. Khd ning luong: hod cao ndi dung tai
licu trong pham vi 61 thiéu clia ngon ngit thong tin chinh
1a sw 161 wu cla chdng, va 1a tieu chudn dénh gid chat
luomg ngdn ngilt tim tin.

Ngon ngit tim tin thudng duoc phan 1dm hai loai chinh

.

la:
-Ngon ngit tim tin kiéu phan loai.
-Ngon ngit tim tin kiéu tir chudn.
2. Ngon ngit tim tin kiéu phan loai:

Ngén ngir tim tin kiéu phan loai duge tao 1ap qua qud
trinh phén chia noi dung théng tin theo mot phuong an
phén loai, theo mot cay tin tir tdng thé dén chi ti& nhu
ki€n triic h¢ tang. C4dp do phan loai cudi cling s€ tao ra céc
don vi tin nho nhét tuong tng véi yéu cau tim va s dung
lin cita ngudi diing tin. Kém theo cdc cdp do phan loai
dugc sir dung mét he théng cic ky hiéu.

Phuong phap phan loai theo truyen théng duoc sit dung
phd bién sau: '

-BBK (phén loai theo the muc - thu vién).
-UDK (phan loai theo thap tién)...
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Céc kifu phén loai trén di dugc 4p dung cho cic khung
dé muc thong tin khoa hoc - k§ thuat quGceeia, khung
phan loai théng tin Phong hru trir Nha nudc, v.v..

Ngon ngit tim' tin kiéu phan loai dé 4p dung, vi thé
chiing dugc ding phé bién trong cac kho tur li¢u, thir vién
va lyu trt. Mat han ché€ cta ng6n ngit tim tin kiéu phan
loai 1a céc thong tin cén tim déu duge bé hep trong so do
phan loai, kém sitc linh hoat va md réng. Vi th€ ngudi ta
thudmg mong mudn ¢é loai ngdn ngilt tim tin ¢6 chidu sau
hon. Pén nay, ngon ngi kiéu tir chudn di duoc coi 1a ngon
ngif ¢6 nhigu wu thé nhat dé€ gidi quyét yéu cau dé.

3. Ngon ngit tim tin kiéu tir chudn:

Pic di€m cda ngon ngl tim tin kifu tir chudn 13 cdc chit
liéu tim tin dugc phan dnh tir noi dung 13i liéu véi s¢ luong
khoéng han ch€ cac tir vumg tim tin. Uu the clia ching 12 su
phan dnh st véi ndi dung tai-licu, tang duge do sau cla
vice tim 13 liéu. Chat liéu tao nén ngdn ngl tim tin nay 13
c4c th mang trong tam thong lin duge rit ra tir tai licu. Cac
tr d6 goi 14 tix khod. Tap hop cdc tr khod ctiia mot CSDL
chua thé ding chat licu d€ 1ap cic mau tra tim tii licu, ma
phai sira chita lai theo nguyén tdc va phuong phép théng
nhat. K& qua cha qué trinh chinh 1y dé tae nén cac tir
chudn dé tim tin (Deskriptor}. Chinh qu4 trinh chuén hod
cdc tir khod ciing gittp khic phuc sy nhiéu tin do 8 dong
cdc tir khod gay ra.

Tim tin nh& hé thong cac khai niém tlr chudn duoc 4p
dung rdt phd bién cho cac CSDL tu dong hod. Qué trinh
tim tin duge ti€n hanh bang phuong phap so sanh céc nhu
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cau tin trong mdu tim vdi 10ng s& khai niém c6 trong kho
tin. Ngudi diing tin s& duge tra 101 va cung cap thong tin
khi nhu cau cua minh va cde thuét ngit dac trung trong kho
tin trung hop nhau. Gid tri co bén clia phueong phép tim tin
ki€u tir chudn cho phép ta st dung trong miu tim tai licu
s6 luong khong han ché cdc thuat ngit. Chinh vi vay da
giam duge sy mél thong tin qua viée tang s§ luong tring
hop khai mi¢m tim tin khi thuc hién tra tim. Song, ngon
ngif tim tin ki€u tir chuén ciing ¢6 mat bt loi. Nguyén
nhan chi yéu do tang lugng tir khod tr do, din dén hién
tueng nguoi ta da tim cdch phan loai, so sanh cac thuat
nglr mang tin, xdc dinh moi quan h¢ giita ching véi nhau.
Mot loai cong cu gidp giai quyét yéu cau trén mot cach ¢6
biéu qud 1a tir dién tr chudn.

4. Tir dién tir chudn:

Tir dién tir chudn(Thesaurus) di xudt hien tr thdi trung
¢0. Trong tiéng Uy Lap, tir dién tir chudn ¢ xwa cé nghia
la kho bdu, v6n dir trit. Nhung dan dan trong tién trinh lich
su, thut ngit trén phat trién theo nghia Lexikon hodc nhu
tx dién thong tin. Véi quan diém hién dai, Thesaurus dugc
coi nhir tic dién tim tin. T dién tir chudn 12 phuong tién
quan trong dé so sanh, “ché bi¢n” thong tin dua vio may.
Noéi dung cong vice trong qud trinh xay dung tr dién
chudn 13 thé hi¢n duge cdc méi quan hé ching loai, hodc
quan h¢ lién k&t gilta cdc khal ni¢m mang tin. Tir d6, gi6i
han duge cic phan tr gdc (tr chudn). Qua phuong phdp
6, s€ loai trir duge su 1an 1on khdi niém khi tra tim do c4c
l.1én tuomg dong nghia, da nghia, dong am khic nghia, v.v.
trong ngon ngi tw nhién gay ra,
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Thi du : Néu ta 14y tit “Con lon” lam tir chudn, thi “Con
heo” 12 tir khong chudn dang dong nghia, hodc ldy chir
“Nha khoa hoc”” 12 tit chudn thi yéu 16 kém theo “Viet
nam’...1a khéng chudn & dang md rong.

DéE xay dung tir dién tir chudn cho bét ky Iinh vyc khoa
hoc ndo déu phai twan thd cdc nguyén téc qubc t€ hoac
quéc gia. Thi du, tiéu chudn quéc 1& ISO s6 7788 v& xay
dung tir dién tir chudn da dugc 24 nude trén the gidi ky tén
thanh nam 1972 cta T8 chite tieu chudn qudc t&.

Trong pham vi mot nudc, khi xay dung tir dién tir chuén
phai bdo dam cac nguyen téc qudc gia, vi tir dién d6 can
phéi phan 4nh dic trung ngdn ngl déan tdc theo cac mdi
quan hé cd phdp va quan h¢ hinh thic nhét dinh. Ngodi ra,
muén tir dién dat dugc yéu ciu tra tim cao, phai bim ré
sau vio lich st ngén ngi va lich s dén toc dé cac thuat
ngif tim tin phan dnh ding ban chét cia ngén ngi dan toc
theo tién trink lich str. Thi du: khéi tai liéu luua trir trude
Cach mang thang Tam 1945 bao gom tai li¢u cha céc tritu
dai phorig kién Viét Nam, tai liéu cGa chinh quyén thuc
dan Phép... khong thé cé chung ngén ngif tim tin véi céc
khdi tai liéu hién dai. ’

Sut phitc tap khdc d6i véi viéc bien soan tir dién tit chudn
[a sy cap nhat kho tin, nhdt 12 cdc kho tin hién hanh. Sy
phat trién cta khoa hoc va cong nghé da 1am xudt hi¢n
nhiéu thuit nglt mdi la. Vi vay, dsi véi mot nganh, yéu
cau tir 3 d€n 5 nam can bd sung hoac soan mdéi cac tix dién
tir chudn. Cdc tix chufin trong ti dién can dugc sap x€p
thanh 2 loai: '
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. ~Sép x€p theo van chir c4i.
- Sap xép theo hé théng (theo Tinh vuc hoat dong xa
hoi).
O mdi quyén tir dién tr chudn deu o phan gidi thich
nguyen tic bién soan, ciu tao v huéng dan sir dung.
1II- THIET KE HE THONG CSDL LUU TRO:
1. Dic diém thong tin clia CSDL luwu trit:

~ Keét qua xir 1y théng tin tién méy CSDL luu trir cho thay
cdc dac di€m cla thong tin cha ching nhu sau :

a) CSDL luu trit ¢6 lugng thong tin tuong d6i 6n dinh,
nhdt 13 cdc phong luu trir déng, d6 cap nhat CSDL th4p. Vi
vay, viéc quan 1y va khaij thdc CSDL c6 nhizu thuan loi.

b) Gia tri cua tai licu luy trix thuong gan chét ché véi vat
mang tin tai ligu. Vi vay v6i cong nghe may tinh thé hé 4
dang phé bién & Vief Nam hien nay va cdc thiét bi ngoai vi
hi¢n c6, khong thé chép nhan'ding CSDL trong bo nhé
may vi tinh thay thé dé huy ban géc tai lidu luu trir.

¢) Tai ligu hru trit rat da dang, vi ching phédn 4nh cdc
hoat dong toan dién chia x3 hoi. Khi xdy dung cdc CSDL,
phai phan tich téng thé kho luu trir va xac dinh 16 muc
dich clia CSDL.

d) Tai liéu hru triv 6'céc\ kho luu trit clia Viet Nam
thudng o6 chat lugng chinh 1y, x4c dinh gid tri v3 bién
muc rét thip. H¢ théng cong cu théng ke, tra cthu ddu
thi€u. Vi vay, budc vao ing dung tin hoc trong hwu trix phai
bt dau viec t6i ru hod thanh phén va noi dung kho luu
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trly; cdc d6i tuong xit 1y tw dong hod phai chinh 1y hoin
chinh.

Toan bo nhimg vin d& néu trén da xdc dinh yéu ciu
- quan trong cta viée xir 1y thong tin tién mdy.

2. Quy trinh x& 1y thong tin tién mdy CSDL. luu trit:
a) Khdi niém vé CSDL uu triv

CSDL lou trit duoe hiéu nhu mot tap hop nhat quén cic
thdng tin can thiét cho mét t6 chic. Cdc thong tin dé duoc
phan loai, mé hod, liru gitt va tim ki€m theo nhing nguyén
téc nhdt dinh. Vay CSDL luu tri¥ vita phai I3 hinh nh thuc
tai cua mét t6 chic, thf du cia mot don vi hinh thanh
phong [uu trif, vita phai d&m bao cap nhat céc dir lieu méi
va phai ¢ kha nang truy nhép duoc céc dit lieu d6 trong
pham vi co cdu t6 chic cia cdc tap dit lieu. T8 chic cic
tép tin cia CSDL luu trit duge hinh thanh theo 2 loai:

- Mot 14, theo cdu trnic thu muc trén céc hoat dong cua
don vi hinh thanh phong. Trudng hop nay duge 4p dung
cho CSDL ctia timg phong luu trix riéng biét.

- Hat 13, theo cdu tric phan loai thong tin cia timg 16
hop tai liéu lwu trir theo chuyen dé, hoac theo phan loai
thong tin clia phong luu trir doc 1ap.

Thi du: néu x4y dung CSDL phong lwu trit Bo Gido duc
va Pao 1ao, hai mat trén duge hidu nhy sau :

- Mat thi¥ nh#t, cay thu muc duoc hinh thanh theo co cdu
t6 chitc clia Bo Gido duc va Do tao.
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- Mat thit hai, cfu tao thu muc s& theo cdc mit hoat
dong cla Bo Gido duc va Pao tao nhu:

1. Tai li€u v& gido duc mam non, miu gio.
2. Tai licu v& gido duc phé thong.

3. Tai licu v& bd tie van hod.

4.Tai licu vé dao tao va boi dudng gido vién.

5. Tai liéu v& do tao trung hoc chuyen nghiép va day
nghe.

6. Tai liéu vé dao tao dai hoc va sau dai hoc.

7.Tai lieu vé& gido duc chinh tri, rén uyén thé chat hoc
sinh.

8. Tai liéu v& téng hop.

9. Tai liéu vé k& hoach, théng ke.

10. Tai liéu v& t6 chitc can bo.

11.Tai ligu vé lao dong tign luong.

12. Tai liéu ve k¢ todn tai vu.

13. Tai liéu v& x4y dung co ban.

14. Tai liéu v& hoat dong khoa hoc va c6ng nghé.

15. Tai liéu v& hop téc qudc t&.

16. Tai liéu v& kiém tra, thanh tra vi trong tai kinh €,
17. Tai liéu v& vin thu, lwu triy.

Xét ciu tao cdc tép dir licu trén, tr s& 1 dén s6 7 1a

thong tin dac thi hoat dong nghiép vu riéng biét ciia don
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vi hinh thinh phong; tir s6 8 dén s6 17 1a nhiing hoat dong
tiéu bicu ¢6 & nhigu B, nganh khic.

b) Quy trinh x& ly théng tin tién mdy CSDI. luu trit.

Budce 1: Phan tich doi tuong: Pay 1a giai doan phan tich
tong thé kho luu trit gén véi muc dich xir 1y tu dong hod.
N6i cdch khic, can cif vao nhu ciu cla ngudi ding tin dé
chon ddng déi trong can lap CSDL. Tuy theo muc dich
gidi quy¢t cua CSDL, ma pham vi phan tich d6i tuong
dimg & mot kho hau trit hay vuot ra ngoai kho luu trit. Thi
du: néu dat yéu cau tng dung tin hoc d€ quan 1y Nha nudc
tai licu Phong luu trir Qudc gia. thl pham vi gial quyét tién
may bao gbm toan bo cdc kho lun trf ¢§ dinh tir Trung
wong dén dia phuong. Néu vy ciu chi b6 hep & viéc thong
k¢, 1ap cOng cu tra cdu cua mat trung tam ke trit, hodce 1ap
CSIA. ¢ho mét phong luu trd thy pham vi d6 chi tap trung
trong mot trung tam heu trit.

Mait khéc, néu lap CSDL chuyén dé, thi tuy theo quy mo
ma pham vi di¢u tra tim kiém dit liéu c6 thé vuct ra pham
vi ¢ua nhiéu co quan luu trit. Thi du: CSDL vé tai liéu luu
trlt Cach mang thing Mu0i cua Cong hoa 1ién bang Nga
dd dic¢u tra thu thap thong tin cta 140 nghin phi€u tir trén
100 cor quan luu tri.

Bude 2: Pat két qua dau ra caa CSDI..

Sau khi da xac dinh duge thé loai CSDL. nhat dinh, can
phai dat ra k€t qua dau ra clia ching, tic 12 dat hang cha
ngudi quan 1y hoac ngudi sir dung CSDL sau nay. Viéc dé
¢ y nghia quan trong d6i véi hinh thie bién muc cic hd
s¢ tai liéu luu trir va phuong phap nhap tin vao bd nhd.
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Né&u ngudi st dung dat yéu cau thong tin cho CSDL lau trix
phai thoa man nhw thong tin trong ban gdc tai héu luu trit,
thi mdt ho so lwu trit phai bién muc chi tiét timg tai licu,
hozc ¢6 thé sao chup todn bo tai lieu bang phuong phép
nhap tin laser hoac scanner. Trong yéu cau st dung CSDL
phong luu trit Phil Tha twéng cha Cuc Luu trit Nha nudc,
chi dimg & mitc d6 quan ty va tra tim cac thong tin tém tét
timg ho so Inu trit dé chi dén ngudi sir dung tim dén céc tai
liéu ban g&c. Do dp dung céc tép ddo clia hé chuong trinh
CDS/ASIS ma véi s¢ luong ti khoa nhat dinh d3 tao dugc
nhiéw miu tim khéc nhau thod min yéu ciu cia ngudi
quan 1y va sit dung. Hién nay, CSDL Phong Pha Thi: tudng
dap vng cdc mit nhw sau:

- Xem chi ti¢t ndi dung timg hd so trong 3.000 hd so da
nhéap.

- Téng hop thu muc tai liéu theo van dé, theo tén goi,
theo tac gia...

- [.4p bo thé hé thdng, chuyén d&.

- Tim tai liéu ¢6 gia tri dic biét, cé bt tich cia Cha
tich H6 Chi Minh va clia cdc ldnh tu khdc cua Dang va
Nha nudée.

- Thong k¢ tai licu ¢d tiéng Anh, Phdp, Han, tiéng dan
tOc it ngudn.

- Tim tai liéu hu hong, tai liéu tinh trang vat Iy kém cén
stra chita.

- Lap danh muc céc thuét ngi tim tin.

- In nhitng nhu caw tin ra gidy...
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¢ day ta thdy dac diém céc di lieu va nhu ciu ngudi
diing tin 12 cdc y&u t6 quan trong dé xdc dinh nhu cau lap
trinh, thi€t k& biu ghi va bién muc céic hd so heu trif.

Budc 3: Chon phan mém tng dung.

Phian mém 1 cdc hé théng bao dém chuong trinh cla
mdy tinh c6 chitc nang quén 1¥, diéu khién hoat dong cua
méy v x{r I§ cdc bai toan cy thé.

Cé nhigu loai phan mém nén ta can phan biét chung va
biét m&i quan hé giita chiing véi nhau. O phan niy ta can
biét chitc nang cua phan mém img dung hoac chuong trinh
tng dung (Application program). Chuong trinh ing dung
thuc hién nhiém vu cha ngudi st dung & tang giao ti€p
cudi cting (Enduser task) nhir cdc chuong trinh trd choi,
chuong trinh soan the van ban... Di¢u ta quan tam hon ca
13 he quan tri CSDL (Data base management system). He¢
quéan tri nay gidng nhu mot ngon ngi lap trinh. BE xay
dung dwoc mot CSDL , ta phai mo ta cdc dr lieu theo mét
can tric heé théng. He quan tri CSDL s& chuyén cdc moé ta
logic thanh cdu trdc vat 1y can thiét dé truy xuat dit ligu &
cdc thiét bj phan cimg. Nhu vay, thong qua h¢ quan tri
CSDL, he dizu hanh gidp chiing ta chuyén d6i cic yéu cau

- logic thanh nhimg cau lénh cu thé (cau nh vat iy). Hé
quan tri CSDL déng vai trd nhe mot phuong phép truy
xuft cip cao, thu nhdn cic yéu cau nhap - xudt logic dé
dua ra cdc yéu cau nhap - xudt vat Iy nham luu trit-hoac tra
tim cdc dit liéu can thiét. Vi vay ngudi ta rdt mong mudn
¢6 mot phan mém (he quan tri CSDL) t6i wu.
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Qua thuc 1€ khao sat, ching t6i thdy rét khé ¢6 mot
phin mém nao lai c6 kha ning ing dung phit hop toan
dién véi céc loai CSDL.

Cuc Luu trit Nha nuoe da sir dung phan mém CDS/ISIS
cho CSDL Phong Luu tr Phi Thit tudng, song khong thé
khang dinh. day 13 phan mem duy nhat dugic lra chon cho
tit cd cde CSDL lwu trit, bosi vi thé loa tai liew luu trit rat
da dang. Thi du: néu CSDL diic thd cho yéu céau thong ke,
k€ todn, quan 1y vat tr thi ¢6 thé chon phan mém DBASE
hogc FoxBASE, hodc ncu dac diém cdc dit licu 1 cdc biéu
bang tong hop. cdc mau ké khai, cc so d6, mo hinh... thi
¢6 thé chon phan mém LOTUS, v.v.. Riéng cic phong luu
trit < cdc tinh, cdc bo, ma tai lieu phé bicn 14 qudn 1y hanh
chinh thi trong cdc phian meém di cé & Viét Nam dén nay,
nén chon CDS/ISIS . CDS/ASIS duge chon véi Iy do, qua
thir nghiém thdy chidng pho hop véi yéu ciu quan 1y CSDL
hau it ¢6 cdu tnic dang van ban. Sy phat trién dén
CSD/ISIS 2.3 va 3.07 di cho phép téng quat hod cao trong
viéc xur 1y tin, tao cho CDS/ISIS quan ly mot khéi hrong
khéng han ché cdac CSDL, trong d6 méi CSDL ¢6 thé chita
céc phan tir dit lieu hoan toin khac nhau.

- Trong pham vi cudn sach nay, h¢ chuong irinh
CSDAISIS, version 2.3 duoc gidi thiéu tém tit nhu sau:

Phan I /Téng quan hé thong
1/ Cor so dit licu CDSASIS

- CSDL/ISIS cho phép xay dung va quan ly cdc dit licu
dang van ban ¢6 cfu tric, nghia 12 cic CSDL trong do
phan chh yéu 13 van ban.
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- Mai mét thong tin -hru irir trong CSDL tao thanh mdt
phin i dix li¢u riéng ré.

- Cdc phian 1o dif liéu duoe luu trix trong céce trudng, moi
trudmg duge gan mol nhin bing s& dé chi ra not dung cla
né. Nhan truomg ¢ thé coi 1a tén trudng trong CDSASIS
(khiac FOXBASE +, IF'OXPRO).

- Tap hop cdc trudng chita tit ca cdc phin tir dir liéu cua
mol d6i tuong théng tin ndo dé duoc goi 13 biéu ghi
(record).

- Trong mot trudmg ma chita nhicu phan t& dit lidu ta nodi
trutmg do c6 chda cac trudng con.

- Trong bicu ghi mi chda nhitu hon mot gid tri cua
truomg nao do ta noi trudng do6 1a truomg lap.

Vi du: Truedomg xudt ban gém 3 trudmg con:
+ Nhi xudt ban
+ Noi xudt ban
+ Thot gian xuil han

Trudmg tdc gia 1a trudmg lap ¢6 chda n gid tri cua trudng |
lap:

+ Tdc gia 1

+ Téc pia 2

+ Tdc gian

2/ Cde chife ndng cua hé thong.
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- Nhép biéu ghi méi vao CSDL,
- Stra d64, hicu dinh, x6a cic bidu ght d3 ¢4 trong CSDI.,,

- Xay dung tr dong hoac duy tri cic file truy nhap
nhanh cho timg CSDL. mice 4 tim kiém dat mice do t6i da.

- Tim cdc biéu ghi théng qua noi dung cha chdng nhdy
ngon ngit tim tin hét sitc phong phii.

- Trinh bay toan b hoic ting phan noi dung clia CSDI.
theo yéu cau clta ngudi dung.

- Sdp x&p cdc bifu ghi theo mot trat ty y y.
- In ndi dung CSDL theo yéu cau.

- Phat tri¢n cdc chuong trinh tng dung ricng bing cich
sir dung kha nang 1ap trinh trong CDS/ISIS PASCAL.

Cdc chic nang trén dugc thé hién qua 8 phuong tién (8
chuong trinh) chia ra 1am 2 loai.

+ Céc phuong tién cia ngudi sir dung (dé thao téc dai
v61 CSDL d3 ¢4 séin) bao gom:

¢ ISISENT - Nhap, hiéu dinh.

* [SISRET - Tim ki¢m.

¢ ISISPRT - Chifc nang in 4n.

e ISISINV - Duy tri va 1am viéc véi file dao.

+ Céc phuong ti¢n he thong (dung dé tao lap CSDL mdi,
phttc tap doi hoi phai c6 k¥ thuat va kién thitc co ban vé
lap trinh): '
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o ISISDEF - Xdc dinh CSDI. méi hoic sita doi CSDL da
co.
¢ [SISUIL - Cic chifc nang tién ich cita h¢ théng.

o [SISXCIH - Trao déi dit licu v6i céc hé théng khdc va
cac chiic nang bao tri file cha.

o ISISPAS - Phuong tién 13p trinh.
Phan 11/ Cic k¥ xdo.
1/ G4 tride CSDL.

Bang xdc dinh trudmg FDT (ficld definition table): Xdc
dinh cdc trutmg (cde thude tinh cia cdc bi€u ghi trong
CSDL).

a/ Bang xdc dinh trudng:

Bang x4c dinh trutmg (FDT) © " CSDL: KHOSACH
NT | Tén tnsmg Dai Kicu Lap Dau
PC/Mau

1 i Tén sdch 30
2 | Tic gia 20
3 | Xudtban |50

4 | Gid uén 6

abc

Z K XX
=

- Mdi dong cia FDT xédc dinh mét truomg cla biéu ghi
file cha va chia 6 tham s&:
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a.1/ NT (nhan trudng): 13 mot sd tir 1 dén 32767 diung
dé nhan biét trudmg. '

a.2/ Tén truong: dang cho ngudi sir dung nhan biél.

a.3/ P6 dai cha trudmg: ¢d gig tri tir 1 dén 1650 chi do
dai 161 da ¢6 thé ¢6 cta noi dung (gid tri cta trudng).

a4/ Kiéu truomg: Nhan mot trong cac ma ky tu sau:

+ X - Kifu bat ky (CIS/ASIS khong kiém tra).

+ A - Trutmg ¢hi chita ky ty chit (ddu cdch khong duce
coi ]a ky tuw chi)

+ N - Truong chi chita ky tir s6 (0 - 9)

+ P - Truong chia cdu tric o6 dinh va duge kiém tra
theo mau, mau duge xdc dinh trong Worksheet nhap di
li¢u,

a.5/ Tinh lap cla trudmg (Repeat):

Truong lap 1a trudmg ¢ tr 2 gid tri trdr 1en trong bidu
ghi. (Trudmg dang mau (Pattern) khong dugic coi 1a trudng
lap. s6 luong lap phu thude vao do rong 161 da ciia trudmg).

a.6/ Trudong confdang mau:

+ Trudng con: Neu trutmg ¢6 chida cic trudng con thi
cae dau qui dinh ¢ day theo trat dang nhu néd dwoe xuit
hign.

+ Dang mau trudmg qui dinh timg vi tri mot trong pid tri

cua trudmg theo mot mau cho trude, Cic mi clha miu nhi
sau:;

+ X - Vitd ¢6 the chifia ky tu bit ki
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+ A- Vi tri chia ky tu chit.
+9 - Vi tri chita ky ty s6.

Cic vi tri khac vi tri ndy phai chita ky ty tuong tmg (X,
Aphai 1a chit in hoa).

Vi du: Mau trudng Nhap vao ‘
99-999/AA 35-672/ QN ding
35-A712/XY  sai
Chu ¥: Trudmg P c6 nhiing han ch¢ sau:
- b6 dai t6i da 12 20.
- Khong c6 kha nang 1ap.

- Khong ¢6 trudng con.
b/ Stra d6i FDT:
Su thay déi FDT dan dén viéc can thi€t thay déi trong

FST, FORMAT hién hinh, WORKSHEET nhap dir liéu
(gi6i thiéu phan sau).

. Thém trumg: Din dén viéc thém trudng trong
worksheet nhap dir liéu, format hien hinh, FST.

_ Xo4 trudng: CDS/ISIS tu dong d6i thanh nhan dé trong
workshect tranh duoc viéc nhap dit lieu vao truong dé. C4
thé xo4 truomg khoi worksheet bing phuong tign ISISDEF,
x04 trudng trong Format, néu trudng da ¢6 dit ligu. thi
ding ISISXCH dé xod n6. Néu trudng d duge dao thi xod '
né trong FST va déo lai.
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- Déi nhan trudng: Thye hién nhu khi ta xo4 trudmg cd
va thém trutmg méi. Sir dung ISISXCH &€ ddi nhan trudng.
Néu trudng da duge dio thi lam lai file ddo.

- D6t tén trudng: din dén ddi ten trong format,
worksheet (néu thay can thiét).

- Bdi kiéu; CDS/ISIS tu dong d6t ki€u trong worksheet.
C4c bidu ghi trong CSDL phai sira thi cong néu khong phit
hop.

- Lam trudng 14p: Déan dén viec tang do dai trudng néu
can thiét, sira déi file do, sia format cho phit hop.

- Lam cho c4c trudng khong lap: Din dén phai xo4 thu
cong noi dung thira trong CSDI.. -

- D8i mAu trudmg: Dan dén viéc phdi sira n6i dung cho
phut hop.

2/ Ngon ngi¥ tao FORMAT,

a/ FORMAT hién hinh: Sir dung d€ trinh bay bidu ghi
trén man hinh hoic may in.

b/ FORMAT chon loc dir licu: Sir dung trong FST dé
xdc dinh dit lieu dira vo file dio.

¢/ Cdc 1énh chon trudmg:

- L&nh chon trudmg:

Cit phap: Vn

Trong d6: V- Trudmg ¢6 d6 dai bign déi bio cho
CDSASIS bigt 13 ta mudn chon trudmg da.

n - Nhan trubng ma ta mudn chon.
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- Lénh chon truémg con:

Vnta, Vb, Vnic...

Trong d6:  Vn - Lénh chon trudng.
A~ Ma chon trudmg con..

a, b, ¢ - C4c ddu phan cdch trudng con duge
x4c dinh trong FDT ma ta mu6n chon céc
trudmg con tuong ting do.

- Trich mot doan clia trudng hoéc trudmg con:
Vn*offset.length

Vn*offset

Vo length

Vntra*offset.length

VnAa*offset

Vn*alength

Trong d6:  Vn - Lénh chon trudng.

offset - Chi vi tri ky tu s& dugc 1dy ra tur
trudng hodc trudng con (vi tri dau tien 12
0).

Length - S6 k¥ ty dugc 14y ra. Néu bo qua
thi to3n b6 phian con lai cia trudng (hoac
trudng con) bt dau tr offset s& dugc 1y ra.
Vi du: Trudmg k n2o d6 c6 gié tri 1a: Cuc L tri¥ Nha
nuéc thi khi dé: '
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Format Pau ra

Vk*.4 CucL
Vk*1.4 uc L
Vk*12 Nha nutée
- Lénh 1am phang Fe:

Khi CDS/ISIS xit 1y cdc Iénh chon trudng hoac trudng
con, né thudng tao noi dung & dau ra tai vi tri dong hién
tai, vi trf ndy phu thudc vao lénh cu6i cung duoc xir ly.
Néu trutmg khéng chita di trong dong hién tai, CDS/ISIS
5€ 130 ra nhing dong bo sung can thiét, thudng thi dong
ticp theo bat dau tir vi tri 1 ta o6 thé sia déi chiing bang
céch b6 sung l1énh 1am phéng Ie, iénh nay phai tiép ngay
sau 1énh chon truomg (hosc trutmg con) ky hiéu (h,c) hoac
f.

Trong dé: - Chi ra s6 cde khodng tréng thut 1ii ké tir
mép tréi trude dong dau tién clia trudng, né chi ¢é hieu luc
néu trudng dwoc format & vi trf dau tién cia dong, néu
khong né b bd qua.

¢ - Chi s6 Iugng céc khodng tréng thut 1di ké tir mép tri
trude tat ca cic dong thi 2 trés di (néu ¢d) clia trudmg (néu
khong chi ra ¢) ngdm dinh 13 0.

- Lénh MFN:

Ci phdp: MEN(n). Trong d6 n 12 s cic chit s§ cin trinh
bay (gi4 tri ngam dinh 13 6).

- Cé4c ché€ d0 trinh bay:
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CDS/ISIS trinh bay dit liéu theo 3 ché do:

+ Ché d06 kiém dinh: Trudng duge trinh bay nhu trong
biéu ghi ctia file chi (CDS/ISIS) khong chén cdc khoing
- ir6ng gilta cdc truong hoac giira cdc gid tri cha trudng 1ap.

+ Ché db tieu d&: CAc ky hiéu didu khién Tong trong dit
liéu, cdc ddu <, > duoc bo qua, ddu phan céch trudng duge
thay thé bang ddu ngit cau.

+ Ch€ do dir lieu: Nhu ché do tieu d& ngoai ra cudi mdi
trudmg dwoc tr dong thém ddu chdm (.}, hoac 2 dau trong
néu trudng keét thic bang diu ngat cau.

Trong 2 ch& do ticu dé va ché d¢ dit ligu thi:
Aa thay bing d4u cham phéy (;)

Ab thay bing ddu phdy (,)

Cdn lai thay bang dfu cham (.)

M4 ciia cde ch& d6 Ja: Mmc

Trong d6:  m - K¥ higu cla ch€ do ¢6 thé nhan cic gid
tri sau:

P - Ché d6 kiém dinh.
H - Ché do tiéu de.
D - Ché do dit lieu.

¢ - Kiéu chit dugc trinh bay, ¢6 thé nhan
cac gid tri nhu sau:

U - Dit liéu ducc chuyén thanh chix
hoa.
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L =Dit lieu giit nguyeén.
CDS/ISIS ngam dinh ché do ta MPL.
- Céc I¢nh tao khodng tr6ng ngang vi doc:

+ Xn: Chen n khoang tréng trude trudng TEXT dugce
FORMAT.

+ Cn: Chuyén dén vi trf thit n ciia dong.

 +/: Xu6ng ddng méi néu dong trude khong phai 13 dong
tréng.

+ #: Xudng dong méi vo digu kién.
+ %: Xoa mot dong tréng néu cd.
- Céc hing;

+ Hang ¢6 digu kién duoc long trong dgu nhdy kép ...
Chi xudt hi¢n khi trudng twong ting ¢ mat trong bidu ghi
(hang chi xuit hién mot [an d6i véi trudng lap).

+ Hang lap : Pugc long trong L.l Vidu: | Ten sich |,
tdc dung nhu hiang c6 didu kién nhung hing xuft hién
trudc timg gid trj cha trudng lap.

+ Hang v6 didu kién : Hang v6 didu kién duoc Iong
trong nhdy don *..." Tuén ludn cé mat khong phu thudc
vao su ¢6 mat cia trudng trong biéu ghi.

3/ Bing chon truong FST (field select tablc)

a/ Vi du vé mot FST: v
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Tén CSDL: KHOSACH FST cho file ddo Tén FST: KHOSACH

b IT FORMAT tdch dit liéu
1 4 | mh], vl
2 2 [ v2
3 ] 0 [v3
4 0 | v4
Trong do6:

ID - D4u nhan biét trudmg.
IT - K§ thuat INDEX.

FORMAT téch dit liéu (theo ngén ngit mo ta FORMAT
da trinh bay & trén),

b/ Cac k§ thuat INDEX hay k¥ thuét déo :

- K§ thuat 0: Tao ra méi phan tir tir mOt dong duge tach .
ra khéi format.

- K¥ thuét 1: Tao m6t phan tir tr méi tredng con hoac tir
mot dong duge tdch ra tir format bdi vay phai x4c dinh
ché do kiém dinh (proof mod).

- K§ thuéat 2: Tao mot phan tir tir mdi thuat ngit hoac
mobi cau nam trong ddu <...>. Vi du : Trong co s& dit liéu
mot trudng nao dé clta mot s6 cdc bidu ghi cé chia
<baklLdk> va trong FST ta chon ky thuat do 2 cho tnromg
dé thi CDS/ISIS s€ dua tir DakLdk vao file dao va ta ¢6
thé tim ki€m theo tir khod Dic Lic. CDSASIS s& chon tat
ca cdc biu ghi c6 chita Ddc Lac vata ¢6 thd xem noi dung
cta céc biéu ghi d6 trén man hinh hoac in ra méy in.
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- K¥ thuét 3: Giéng nhu k¥ thuat 2 chi khic 12 cdc thuat
ngit duoc long trong dau I...L.

-

- K¥ thuét 4: Tao ra mdi phan tir tir cdc t trong van ban
do format tao ra. Khi ding k¥ thuat nay ta phai loai bo céc
tir vo nghia khoi file bang cach liét ke cdc tix vo nghia dé
trong mét file dac biét goi la stopword file.

¢/ Dau nhan biét truong (field indentifier) : LA mét s§
nguyén trong khodng tir 1 dén 32767. N6 sé gin cho mdi
- phén tir dugre tao ra trong bude tao INDEX, ¥ nghia ciia né
phu thudc vao muc dich ma FST dugce sit dung dudi day :

- File dao FST: La ddu han dinh to4n hang dung trong
tim ki€m (phan sau).

- FST d€ sdp x€p: Diu nhan biét trudmg 12 nhén trudong
s€ dung trong format tiéu dé do ngudi sir dung cung cap.

- FST d¢ format lai: D4u nhan biét trudmg 13 nhin I1SO
duge gén cho trudng xudt ra hedc nhan cha CDS/ISIS gan
cho trudmng nhap vao.

4/ Ngon ngi¥ tim tin cua CDS/ISIS.
af Céc kiéu thuat ngit tim :

- Thuat ngir chinh x4c.

- Thuat ngit bi chat phai.

- Thult ngit ANY.

+ Thudt ngiv chinh xéc :
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Khi sir dung thuit ngit chinh xdc ¢¢ tim thi ta phai xdc
dinh né theo ding cich ma CDS/ISIS da bigt. Chi mot sai
sOL nhd dan dén CDS/SIS xir iy khong ding,

+ Thuét ngl bi chat phai :

Thay vi tim theo thuat ngir chinh xdc ta chi can chi ra
gde cua thuat nglt d6. Vice chat phai dugce chi ra bai dau $
ngay sau ky W cudi cing cia gdée. Vi du @ Danh sdch cic
thudt nglr tim ¢4 chira cac tap thudt ngd sau :

Ba Binh - Ha Noi; Ba Dinh, Ha Noi; Ba Pinh/Ha Noi

Khi d6 trong cong thie tim ta gd vao : Ba Pinh$ dicu do
tuong diomg v

Ba Binh - 13 Noi + Ba Dinh /a Noi + Ba Binh, 11a
NOL.

Ba Pinh - $ twong duong vi vict
Ba Dinh - Ha Noi (xem cdc todn tor tim).
+ Thuat ngir ANY :

Thuat ngir ANY 12 thuat ngit tap thé dai dién cho mot
nhém cdc thuat nglt duge xdc dinh trude. Khi su dung
thudt ngit ANY d¢ tim CDS/ISIS s& tu dong ket hop todn tu
OR véi cdc thual ngi ing véi thudt nglt do. Trude khi sir
dung kha nang ndy thi ta phai xay dung file ANY ma (¢n
file tring tén v CSDI. - phan md rong 13 . ANY. no1 dung
bao gdm danh sdch 14t ¢ céc thuat ngdt ANY bat dau tir ¢dt
1 (lam pﬁéng I¢ bén trdi) va cdc thuat nglt ¢an tim bén trdi
bat dau tir cot 31 (Iam phang 18 bén trdi) 6 thé dua vio
hang chil to nho tuy .



Vidu:

Cot 1 Cot 31

ANY Ho Chi Minh Ho Chi tich

ANY H6 Chi Minh Nguyén A Quée
ANY Ho Chi Minh Nguyén T4t Thanh

Khi d6 trong bifu thic tim tin 1a dua vao Hd Chi Minh
CDS/ISIS s& tim cho ta tat ca cice bidu ghi c6 chita Ho Chi
tich, Nguyén Ai Quéc, Nguyén Tat Thanh (Ho Chi Minh
dai dién cho Ho Cha tich, Nguyén Ai Quéc, Nguyén Tit
Thanh). )

b/ Céc todn tix tim :

- Toan tir cong 1ogic OR ky hiéu +

- Todn tr va logic AND ky hi¢u *

- Todn 1 tim & mutc trnrdng lan can :

+ (G) : Cling m(f)t. trudng (L&t ca cdc gid tri cia
truong lap duge coi 1a don vi nguyén).

Vidu : Ha Noi (G) Fai Phong sé tim t4t ca cdc bidy ghi
c6 chita thuat ngit Ha Noi va Haj Phong trong cling mot
trudmg.

+ (F) : Cing mot trudng hoic cling mot gid tri cla
trudng lap. :

Vi du : Ha not (F) Hai Phong sé fim 4t ca cic bidy ghi
c6 chita thuat nglr Ha Noi va Hai Phong trong cing mot
trutng hoac trong cling mot gi4 tri clia trudng 1ap.
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+ (n dau cham) : Nhu (1) nhung thém dicu
ki¢n 1a khong ¢6 qud n-1 tlr nim gi¥a hai thuat ngfr.

Vidu : AB AB ding sat canh nhau.
A..B Nhicu nhat 12 ¢6 hai tir gifta Ava B.

+ $$..% (n ddu do 1a) : Nhu (F) nhung thém Jl .
Kién c6 ding n-1 tir ndm gilta hai thuat ngi,

VI du: A$B: A, B diing canh nhau.
ABSB: Gilta A B ¢6 diing mat tir.
A$$SDB: Gilta AB 6 ding hai

¢f Mte do wu tién cha cdc todn

(0 Se (I, (G, %, +

Viduo 1: A+ B*C

CDS/ISIS thye hién B * C trude sau dé thuc hieén OR
gita AvaB* C,

Vidu2: (A+B)*C

CDS/ASIS thue hién A + B trute sau dé thuc hién AND
gita A + BvacC.

d/ Dau han dinh cho todn hang:

Cd phdp: Thuat ngit im/A1l, t2..... tn) trong dé ti (1 =
...... n) 1a tap dau hi¢u nhan bidt trmg ma c6 thuat ngix
tim trong do.

¢/ Todn tr NOT (ky higu A):

Cl phdp: A*B 6 nghia tim tdt ca cac bidu ghi ¢6 chia
thudt ngtr A va khong chia thuat ngit B.
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g/ Tim van ban tu do:

Tim theo céc thuat nglt khong duce dua vao file déo.

Cd phdp: ?Vn: ‘Bicu thic tim ki¢m’ hoac Mn ‘Biéu thic
Dk Kiemy?

Trong d9: 2 - Chi ra rang can tim tu do.

V- Han dinh tan treng trudmg ¢b nhin 1a
n.

#n - [lan dinh tim trong pham vi k&l qua
cua chu hoi thir n. N6 ¢6 thé 13 hicu thite
tim theo file ddo, biéu thie tim ty do hoac
k&1 hop ¢a hai.

- Bidu thic tim kiém: La cdc biéu thic bool cta
CDS/SIS nhu did mao 4 ¢ phan trén,

Vidu 1: 7 V4: ‘1141 Phong” and val(v5)>=199().

Co nghiz 13 Tim 4t ¢d cde biéu ghi ¢6 chita thudt ng
[1ai Phong trong trutmg ¢6 ddu nhan biét 1a 4 va gid tn
truong ¢ dau nhan bidt 1a 5 1én hon heac bang 1990,

Vidu 2: 742 (ptv24) OR p(v29) and v26°b: ‘[Ha Naot')

Co nghia 13 Tim 14t ¢a cdc biéu ghi ¢é gid tri trong
treomg ¢ diu nhan bict 12 29 va trong trudng  con thi hai
cua trudmg ¢6 ddu nhan biét 12 26 heac trong trudmg co
dau nhan bidt 1a 24 ¢6 chita thuit ngl 114 Noi trong sd cdc
bicu ghi tim ducc trong cau hoi tha 2.

Budic 4: Thiét k¢ va bién muc biéu ghi
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Can ¢ vao yéu ¢au khai thac CSDI. bi€u ghi ¢6 thé thi&t
k& nhu sau (Hinh )

CSDL lru trir 12 mot tap hop ¢6 t6 chifc cdc don vi thong
tin phlt hop vdi nguyén tac phan loai tai liéu luu trit va
thong tin tai liéu luu trit. Trude khi dua thong tin vao may
dé tao lap CSDL. cdc don vi tin duge bién muc theo cic
nguyén tic théng nhat trén mot to miu goi 12 biéu ghi
(worksheet). Biéu ghi [a phuong tién quan trong dé kiém
tra, chinh 1y thong tin tién mdy. Cac phan ur di lieu dugce
luu trit trong cdc & muc goi 12 trudmg (field). Méi trudng
dugce dat nhin riéng bing s6 hoac bang bang ky hiéu quy
wde. C6 thé coi nhan trudmg nhu &n riéng cta trudng dé hé
chuong trinh dng dung nhén bi€t nd. Vay tap hop céc
trudmg chita 14t ca cdc phan to dir liéu cua mot don vi
thong tin dugc goi 12 bicu ghi.

Kinh nghi¢m cho thdy. khi thi¢t k& va bién muc bic¢u ghi
nhap dir licu luu trir, phdi tuan thi cdc nguyén tac cy thé
sau:

- Phai phi hop v6i dac diém cia phan mém Ung dung.

- Phai phit hop vdi tinh chét riéng bi¢t cia tieng CSDL
furu trit.

- Phai thoa min yéu cau dat hang cua ngudi quan ly va
ngudi sir dung CSDILL luu tri.
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BM:

01: DIA CHI TL

02: KY HIEUTT

03: TIRUDE

04: CHU GiA_I

05: TUKHOA

06: THOI GIAN TL

07: PIA PIEM SK

08: GIATRI-DO GOC

09: TAC GIA

10. BUT TiCH

11: NGON NGU

12: TL CA NHAN

13; TINH TRANG VL

Viec bién muc biéu ghi, theo Nghi quyét ciia Hoi thao
Quéc 1€ ve “Uhg dung tu dong hod wong Iuu tri” tai Kuala
Lumpur, Malaysia nam 1990 duge danh gid 14 vén d€ ton
tai nhidu nhat déi v6i nhidu nude trén the gidi hién nay.
Viéc bién muc nay ¢6 vai trd rét quan trong, vi né quyét
dinh chét luong ca CSDL lwu trif va qua d6 quyét dinh
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Can cit vao yéu cau khai thac CSDL biéu ghi ¢6 thé thiét
ké& nhu sau (Hinh 9}

CSDL luu trix [a mot tap hop ¢6 té chide céc don vi thong
tin phli hop véi nguyén tic phan loai 1ai liéu luu trit va
thong tin tai licu luu trir. Trude khi dua thong tin vao may
dé tao lap CSDL, cic don vi tin dwge bién muc theo cdc
nguyén tdc théng nhit trén mot 0 miu goi 13 biéu ghi
(workshcet). Biéu ghi 12 phuong tién quan trong dé kiém
tra, chinh 1y théng tin tién mdy. Cac phan i dix lién duge
luu 1y trong cdc & muc goi 12 tnrdmg (field). Méi trudng
duoc dat nhian riéng bing s6 hoac bang bang ky hitu quy
ude. C6 thé coi nhin trudmg nhu tén riéng cua truong dé he
chuong trinh Ung dung nhan bi¢t né. Vay tap hop céc
trudng cha tdt ¢a cac phan ur dir liéu ctia mot don vi
thong tin duge goi 12 biéu ghi.

Kinh nghiém cho thay, khi thi¢l k& va bién muc biéu ghi
nhip dir liéu lwu tri¥, phai twan tha cdc nguyén tdc cu thé
4l

- Phai phit hop véi dac diém ciia phan mém ing dung.

- Phai phit hop véi tinh chit riéng biét caa timg CSDI.
fuu trix.,

- Phai thod man yéu ciu dat hang cia ngudi quan ly va
ngudi st dung CSDL luu tri.
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chal luong cua ngdn nglt tim tin cua ching. Tuy theo yéu
cau phuc vu st dung ma quy dinh bién muc timg tai liéu
hay timg don vi ho so luu trit. Song bat ké bién muc theo
phuong phap ndo déu phai thuc hién cac bude chudn bi
sau:

- Lap k& hoach va viét ban hudng dan bién muc.

- Lua chon kiéu ngén ngit tim tin (ngdn ngit ki€u phan
loai hoac kiéu tir chuén).

- Té chirc 18p boi dudng k§ thuat bicn muc, dic biét 1a
boi dudmg pbuong phap chon tir kho4, tir chuén.

- T& chidc cdc té cong tac, trong d6 chon mot s6 ngudi
2idi dua vao 18 kiém tra va hiéu dinh cdc biéu ghi va hiéu
dinh di licu trong bd nhé khi di nhap tin.

Chi ¥ rang, mdi dot dao tao ngudi bién myc déu gin
vao yéu cau hudng din xir 1¥ thong tin cia mét CSDL cu
thé, khong nén tdch 161 khdi dit licu ¢an xit IY. Truong hop
bién muc timg ho so, khi d& ¢6 muc luc ho so chi tiét hoac
bo thé chuyén dé roi déu phai kiém tra lai tng tai ligu
trong ho s¢, tic 12 phai bién muc truc ti€p véi thong tin
cdp L. Qua thuc t€ bién muc CSDL luu trir Phong Phu Thu
tudng, nhing ngudi bién muc di phat hién ra nhiéu sai sét
clia qud trinh chinh 1y ca phong, phd bién 12 tiéu de ho sa
khong phil hgp véi ndi dung ho so. Viéc nhap may cic
biéu mau theo hé CDS/SIS, yéu cau phai format man hinh
dé dua wmg biéu miu vao qua ban phim. Song khi khai
thac CSDL,, ¢6 the theo nhidu kiéu khéc nhau. Ta cling ¢6
thé 14y toan bo thong tin ca ho so dé in, nhung khong

191



nhat thi¢t phai theo format ban dau. Thi du, ngudi sit dung
cé thé xem cdc ho so theo kidu sau:

+ Trich CSDI. luu trit Phong Phi Tha tudng:
HS 00106

01.
02.
Q3.

05.
06.
O07.
08.

10.
. Thili¢u.cd nhan: Ho Chi Minh
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bia chi: Phong Pha Tha tudng, 2, 1, 1548

Ky hicu TT: A, 10

Ti¢u d¢: Tap tai liéu kéu goi nhimg ngudi Phdp yéu
nude cung Mit tran Viét Minh danh dudi phat xit
Nhat va thanh 1ap nuGe Viét Nam dan chi coOng
hoa nam 1942-1945.

Chu giai: HO sor gdm o6: Thu ciia Mat tran Viét
Minh kéu goi nhitng ngudi Phip yéu nudce, binh
linh Phép, 1& duong cing danh Nhat. Ngoai ra ¢on
¢6 1ai §iéu: Tuyén ngon doc lap, Tuyén bé thodi vi
cua Bao Pai, Chinh sdch ddi ngoai cua Chinh phd
VNDCCI.

Tit khod: ngoai giao. dich vin.

Thoi gian bat dau: 10, 10, 1942 - 3, 10, 1945.

Do goéc: Chinh, sao.

S6 o 22

Téc gia: Mat tran Viét Minh, Ho Chi Minh, Bao
Pai, Chinh pha VNDCCH. *

Ngon ngit: Viét, Phip.



12.
3.

Tinh trang vat ly: Binh thutmg, ¢6 2 t mat géc.
Nhém gid tri: A

HS 00029

O1.
02.
03.

04.

05.

06.
07.
08.
09.
10.
11.
12.
13

Dia chi: Phong Phit Tha tudng, 2, 1, 285.
Ky hieu TT: B, 10, 10, 02.

Tiéu dé: Bao cdo cua UBKC thanh phS Ha N6i
trude Hoi nghi khing chién toan qudc nam 1948,

Chu gidi: Quan sy: ¢6 ban do chién su todn thanh
pho Ha Noitr 19 - 12 - 1946 dén 31 - 5 - 1948;
Tinh hinh chinh tri, kinh t&, tai chinh, van ho4, xa
hoi, tinh hinh UBKCHC céc cép, cic co quan
chuyén mon. Ngoai ra ¢dn ¢6 3 phu luc vé kinh
nghiém chong hot t&, chong buén 14u, chéng bat
phu bat linh, chdng thu¢, chéng khing bé.

Tix khod: T6 chifc bo mdy chinh quyen, d4u tranh
chinh tri, d4u tranh kinh té&,

Thoi gian bat dau: 1948

Pia diém SK: Ha Noi

D6 goc: Chinh

S tér: 13

Téc gia: UBKCHC Ha Noi
Ngén ngit: Viét

Tinh trang vat ly: Binh thudng
Nhém gié tri: A
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HS 00034

01.
02.
03.

05.

07.
08.
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Dia chi: Phong Phi: Thi tudng, 2, 1, 922
Ky hiéu TT: D, 00

Tiéu d&: B4o cdo veé tinh hinh hoat dong cia Nha
Cong an nam 1950, c6 thém mot s6 bdo cdo cha Ty
Cong an Ha Noi.

Chi gidi: H6 so gdm céc vén d& quan su: lyc luong
quan sy dich tai Bong Duong, phan phdi binh luc,
hoa luc, tang gidm binh luc & cdc chién trudng va
b6 phong. Chinh tri: Chinh quy&n nhan dan ngy
cang viing chac, lirc lugng cach mang phét trién, su
lien minh Anh'- M¥ - Phép. Vién trg M§ cho Dong
Duong va tranh chdp M§ - Phép. Kinh t& tai chinh:
Tinh hinh san xu4t nong nghiép & Péng Duong,
chin nudi, 1am san, k¥ nghe, giao théng van tai,
xudt nhap hang ho4, ngan sich cha Phap & Dong
Duong, sinh hoat ctia dan chiing. Van hod xa hoi:
T6 chitc nén hoc chinh & Bac Bo va Trung B9, 16
chic ctu t&, cédc hoi dam, nhitng cudc tranh du
cla hoc sinh trong viing dich hau. Dan chiing tai
cdc lang t&, thanh phd. -

Tir khod: Cing 8 bd may chinh quyen, gido duc
phd théng, anh hudng ciia M§. Van ho4 Viét Nam.

Thoi gian bt dau: 5, 1950
Dia diém SK: Ha Nai, Bic Bo, Trung Bo.
P géc: Chinh



10.
I1.
12
13.

S6 t: 330

Téc gia: Bo Noi vu, Nha Cong an, TU.
Ngon ngii: Viét

Tinh trang vat 1y: Binh thuomg

Nhém gia tri: A

+Trich CSDL Dia chit:

biém quang (huéng din bién muc, chua c6 thong tin
that). Phi€u mo diém quing bao gom cic yéu t6:

Ol
02.

03.

04,
05.

Khoang san: Ten khodng san chinh ctia mo.
Khodng san di kém: Tén cdc khodng san di kem c6
g1 tri cong nghiep.

Ky hiéu Iuu trir: Ky hiéu cha tai litu mo t3 & Lan
trit Dia chét (tai Lieu géc).

Tén mé: Tén mo ghi trong céc tai litu mo ta & mod.

Tén bdo cédo: Tén bdo cdo dia chdt mo ta md & Luu
tri¥ Dia chat.

06. Vi tr{ hanh chinh: Tén mé ghi theo tén gon hanh

07.

08,

chinh (tén mo, x3, huyén, tinh).

Toa d¢ dia 1y: Toa do mo theo kinh, vi do hoac toa
do vubng gée clla mo.

To ban d6: Danh phap t& ban do i 1e: 1:200. 000
chira mo.

Mic do nghién citu: Mitc do tim kiém, tham db,
danh gid mo.
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10. Tac gia: Tén tic gia chinh cla tai lieu goc mo ta
mo.

11. Tudi dia chét cha quing ho: Tubi dia chat clia mo.

12. Nguodn gde: Nguodn gdc’ mo.

13. Thoi gian ndp bao cdo: Nam nop bdo cdo mo ta
vao Luu trie Dia chat.

14. Bac diém dia chat: Mo ta s luge dac trung cia
mo, thtng ké s6 luong, the nam, chidu day va
phuong hudng, vi trf phan b6 c4c than quing.

15, Trir luong: Pon vi tinh trit lwong va con s6 trix
luomg  quang, theo cép trit lwong A, B, Cl1, C2, va
P.

16. Chét luong: Chat luong quang ghi theo ham luong
mot s6 nguyén 16 chd yéu clia quang.

17. Khai lLI(_)‘ﬁg: Khoi luong cia cic cong tac dia chat
da ti€n hanh & mo.

18.  Cdc thong tin khac: Céc thong tin vé cac déc trung
kinh t&, dicu kién khai thic mo.

19. Ngay lap phicu:

NUSC NGAM (huéng dan bicn muc, chua c6 thong tin

that).

Pac diém chung: Phiu md ta nuée ngm gom cic muc

(vhi€u 16 khoan, giéng).

OL. S6 hiéu 16 khoan (giéng): s6 hiéu 16 khoan ghi

lrong  bao cao, :
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02. Phudmg (xd), don vi hanh chinh.
03. Quan (huyén).
04. Tinh (thanh phd):

(5. Ban dé dia hinh: Danh phép t& ban do dia hinh ti J¢
1:200.000.

06,07, 08. Toadod X, Y, Z (toa d6 vadng gdc).
(9. Coquan: Pon vi tién hanh khoan, dao giéng
hodc mé ta tai liéu.
10. Ngay khdi cong: Ngay khdéi cong 106 khoan (giéng).
11. Ngay két thic: Ngay ket thdce 16 khoan (giéng).
12. Chitu sau(m): Chicu s 16 khoan, giéng quan tric.
13. Tang chia nude: Tén tang chita nude ghi trén ban
do.
14. Dang thi nghiém:
Pac tinh nudc:
15. Nhiét d6 nude: Ghi theo nhiét d¢ bach phan.
16. Nhiét d6 khong khi: Ghi theo nhiét do bach phan.
17. P trong sudt:
18. Do PH.
K¢t qua hat mude thi nghiém:
15. Khoang thi nghiém tr: D9 sau bat dau quan trac.
20. th—}éng thi nghiém dén: D6 sau két thic quan trac.
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21. DPudng kinh ong loc.

22, Muc nudce tinh: PO sau muc nude tinh.

23. 86 hiéu dot: Tinh theo dot quan sét (bomn,hit).

24.  Thdi gian kéo, dao: Thoi gian thi nghiém tinh
bang gid.

25. Thoi gian hoi phuc: (h)

26. Muc nuée ha thdp: (m)

27, Tilugng: (1/s)

Bac tinh hod hoc:

28. CO, ty do: (mgh)

29. CO; lién hé: (mg/)

30. CO, xam thuc: (mg/l)

31. Téng do khodng hod: (mg/l)

32. Bo6 aing chung: (mg EA)

33. D0 cing tam thdi: (mg EA)

34. B cing vinh vién: (mg EA)

35. SiO,: (mg/)

IV - THIET KE HE THONG CSDL THONG KE QUAN 1Y TAI
LIEU LUU TRU

1. Muc tiéu chung:

Theo Nghi dinh s& 34-HDRT ngay 01-3-1984 cta Hoi
dong Bo truimg, Cue Luu trit Nha nude ¢é chifc nang quan

198



1y nha nudc cong tac luu trit va quan 1y tai licu luu trit. DE
thuc hién chifc nang trén, ngodi viéc xay dung cdc van ban
luat phip dé quan 1y, kiém tra huéng dan cic qui trinh
nghiép vu, con phai tién hanh thong ke, nam chat ché s6
lrong, chit luong tai hicu luu trid. Trén co s¢ d6, méi ¢6
thé huéng din doc gid khai thac tai liéu phuc vu cho céc
yéu cau xa hol.

X¢t tinh hinh thue t€, tai lieu Phong luu trit Qudc gia
Viet Nam cho dén nay, chat lugng théng ke, quin 1y con &
trinh 4o thap. Nguyén nhan dan dén hau qua nay 13, cic co
quan luu trit, k€ ca cdc luu trir of dinh & trung wong, chua

“¢6 kha nang 16 chic khoa hoo duge khéi tai liéu do chinh
minh quan 1y. Chét luong phan loai, chinh ly, thong keé
com han ch& Nhigu tai ficu qui chua thu thap duge ve kho
hre LriX, thanh phin tai licu rong kho mat can déi. Tai lieu
chua chinh Iy van con ton tai. Cdce kho luu trit thye hi¢n
ché do bdo cdo thong k¢ vé Cuc Luu trit chwa déu déan.
Nhimg 1y do trén lam cho Cuc Luu trit nha nuGe khong
nam duoc chic chin s& luygng va chat luong tai ligu Phong
lru trix Qudc gia.

Vi vay, théng ké phuc vu quén ly 1ai ligu dang 1a yéu
cau ¢dp hach, can phai nghién cifu dé giai quyét. Nhung
nghién ctu, thue hién thong ké quan 1y tai liéu vao thap ky
nay khéong chi bal dau tir thong ké truyén théng nhu cac
nude khic da 1am, ma phai dong thai dng dung tu dong
hod. Su tién bo cha k¥ thuat tin hoc hién nay hoan toan c6
kha nang gitp nhiém vu thdng ké quan 1y, rit ngén giai
doan dua cong tic thong ké tai liéu luu trit vio n2 nép.
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Véy ytu cau xay dung dugc mot CSDL thong ke quan ly
tr dong tai lieu Phong luu trit Quéc gia duoe dat ra nhu
mét muc tiéu co ban dé thyc hién chitc nang quan 1y tii
Liéu.

D¢ tién hanh xay dung CSDL théng ké mot cich khoa
hoc, phii tién hanh cic bude sau:

- Nghién ciru phuong phdp xay dung CSDL théng ké
quan 1y tai liéu lwu trit.

- Nghién ctu cde quy trinh x& 1y théng tin tién may dé

xay dung CSDL théng ké quan ly ty dong hod Phong luu
trit Qudc gia.

- Nghién ciu thiét k& cac bi€u mau théng ké-tu dong
hod.

- Nghién ctiu ting dung mot he quan tri co s& dit licu
vao thong ke quan 1y 13i lieu lwu trix.

- Thir nghiém mot CSDL thdng ke, trén co sé do, cap
nhat, phat trién 1am CSDL chinh thdc cia Phong luu triy
Quéc gia.

Nhung pham vi cuén sich nay chi gidi quyét dugc mot
phédn nho trong cdc yéu cau néu trén.

2. Xir Iy thong tin titn miy CSDL théng ke, quan ly tai
li¢u lyu trit:

a) Phan tich hé thong 1ai licu Phong luu trif Qudc gia.

Thong ke, quan 1y tai lieu Phong lwu trit Quéc gia mang
tinh chét vit mo. Vi vay, khi phan tich d€ thiét k¢ he thong
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CSDL theo phong hwu rit hoac theo chuyén de¢. pham vi
phan tich h¢ thOng niy trudc hét bao gém viée phan tich
pham vi thim quyén thu thip quan 1y tai liéu luu trit, phan
tich tinh chat gid w1 cda tai Liéu hru trit va hé thong kho
bao quan tai licu. Tir dé xdc dinh loai tan lidu ndo can
théng k¢ quan 1y nha nude, 131 licu ndo khong can théng
k& hoac phan quyén cho co s quan ly.

Tai 1icu xudt hién, phuc vu cho ¢dc Iinh vue hoat dong
xd hoi. Khi tai liéu da két thie & van thy, chiing van con
cin thiél luu trit lai d€ theo doi cdc cong viée da duoe giai
quyét. Tai licu d6 ¢ gid tri thye tién (gid tri hién hanh).
(CCdc loai tai licu ndy duge bao quan thude pham vi luu trd
cor quan. HE thési han bao quan ¢ luu trit co quan, nhing
tai lidu 6 gid tri lich st duge chuyén vao bdo quan & lun
urit cd dinh ¢é tham quyén. Nhimmg tai liéu hét gid tri hién
hanh, khong ¢d gia tri lich sir s€ duoce huy. Vay, nhitng tai
liéu luan chuyén ¢ hm trir co quan khong 13 déi tuong
théng ké quan 1y Nha nude cia Phong luu trit Qudc gia,
ma chi 1a doi tugng thdng ké, theo déi cta luu trik ¢6 dinh
¢d thdm quyén. 61 tuong thdng ké quan 1y Nha nude 12
cac phong luu trl & cdc hru el ¢6 dinh & Trung wong va
dia phuong. MGi quan hé gifta cic luu trit duge thé hién
trong so do mang uéi T thuge Phong LT QG VN (Hinh
10).

b/ Pt két qud dau ra cia CSDL.
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Viéc dat trude yeu cau khai thac CSDL rdt quan trong
dGi v6i phuong phép thiét k€ hé théng CSDL; viéc 46 sé
gilp tryc ti€p cho k¥ thuat xay dung va bién muc biéu ghi.
Nh& vay viéc khai thac CSDL sé dé dang. Nhung hau hét
cdc phian mém tng dung deu c6 kha nang gidp khai thac tu
do ngoai yéu cau da dit hang trudc. Nhimg kiéu khai thic
tir do s€ phai t6n kém nhiéu lénh tim.

Nhu cau khai thic CSDL théng ké quan 1y tai licu
Phéng luu trit Quéc gia phé bi¢n 1a:

- Xem xét va in noi dung cla timg biéu ghi phong luu
trt hodc bo suu tap luu trit tr CSDLL (hinh 11) dé tim hiéu
toan dién v& tinh hinh tai liéu cla phong luu trit, b6 suu
tap luu trit.

- Théng ke tong hop toan bo hd so va cdc yéu 16 khéc
cia cdc phong fuu trit dd cap nhat trong toan qudc tinh
theo thdi gian.

- Théng ké s& luong téng hop céc phong luu tri da cap
nhét vao CSDL tinh theo thdi gian.

- Thong ké s& luong cac phong luu trid, bo siu tgp luu
irir theo chuyén d¢ c6 chi din ndi bao quan (4p dung khi
thong ke toan Phong luu triy Qudc gia) dé hudng dan doc
gia st dung tai lidu (Hinh 12).
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‘ Phong LT

Quac gia
| |
" Phong LT Dfmg‘ ‘ Phong LT NN
1
S—
[
[ |
LT ¢6 dinh

\ LT ¢ quan

(LT hién hanh) |

—

-

(LT lich si)

|

L trit {Lu‘u trir LT | 17e8 || LTc6 | | LT e
co quan co quan Quée ‘ dinh dinh dinh
khong la gia chuyén dia khic
1a nguon nganh | | phuong
nguon ndp hru
nop lwut | '.

1

BS sung 1ai liéu
Hinh 10

Hai muc vira néu trén duoc format va mo td nhu sau

{hinh 11):

203



Téngs6 | Téngss | Tai licu | SGlwomg | S fwgng
phong I.T ho sar qut ra hé ser ¢6 hd sucéd
da dé cap met gid £id tri gia tri

loai A loai B
() (2) 3) @) (5 )
Hinfi 11
86 Chuyen da ‘Fén phong 1.T, bo Thei Noi bao
1T sy tap hwu trix gian cla quan
1ai ligu
{1 (2) 3) ) (5}
Hink 12

- Tao bo theé phong tir CSDL gom cac néi dung sau;
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THE PUONG

86 ky hicu phong: (3i¢1 han thod gian:

Tén phong:

TScap ISmét  Tongsd Phuc hoi Sao chup Tubd
diCl. chua CI. 1DVBQ (trang) (trang)  (trang)

Tém tat noi dung:

- Bao cdo téng hop tinh hinh tai liéu tinh dén ngay bdo
¢do theo miu sau:

BAQ CAQ
Tinh hinh rai licu tinh dén ngay: .../.../...
Téng s6 phong, bo suru tap hién céu..........

Téng 4 tai liéu hién ¢é gom: .......cap = .......mét gid.

S6 luong tai liéu da chinh Iy : ... cap = ......mét gid.
S6 luong tai ligu chua chinh 1: ... mét gia.
Téng s6 cii..n.n. muc tuc, véi....... don vi bdo quan.
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+ Nhén ban dé 1am bo tai ligu thit 2:.........
+Tu b6 va phuc ché:...............
56 tugng mét gia chua chinh 1y ciia ting phong:
S6 lugng mét Tén phong

- Cung céip thong tin chon loc & c4c field clia worksheet
c6 gidi thieu dia chi cdc phong luu trit, b6 suu tap lu trir,

- Xay dung danh muc tir chuén (Descriptor) dé lap cac
tir dién tir chudn (Thesaurus).

- Cép nhat tai liéu mdi vao timg phong lwu trit, qua d6
cap nhat CSDL.

16 1a cac hudng dan mAu dat két qua dau ra cia CSDL.
Tuy ting co' quan luu trit khdc nhau va dac diém nhu cau
cha ngudi sir dung dé dat két qui dau ra cho timg CSDL
nhat dinh.

¢) Chon hé quan tri CSDL.

Khi chon h¢ quan trj CSDL, bit buoc phai phan tich dac
di€m dit lieu. O day, céc dif lieu théng ké hru trit bao gom
dit ligu s6, dit liéu van ban. Vi vay, xét dac diém cé4c phan
mém di néu trén, ta cd thé chon DBASE, FOXBASI:.
CDS/ISIS, FOXPRO.

be tai nghién cuu dng dung théng ke tu dong hod cla
Cyc Luu trit Nha nude da chon FOXPRO dé sir dung quan
ly cac dit liéu théng ké Iy tri.
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d) Thiét k& CSDI. dau vao va cdc biéu ghi nhdp di¥ Iiéu
( Workshceet).

- Thong tin dau vao:

D¢ ddp tng cac yéu chu dau ra cia hé thong tin quan 1y
phong luu trit quéic gia, can phai t6 chitc cdc CSDL dau
VAo sau:

+ CSDL quan 1y phong luu trit quéc gia.
+ CSDI. bd sung sau méi dinh kY.
- Biu ghi nhap dit lica CSDL. guan 1y phong:

Biéu ghi nay con goi 12 phiéu nhap tin hodc phigu mé ta
titn mdy thdng ké luu trit hodc cdn goi 1A thé phong. Mdi
the phong duoc sit dung ghi théng tin cho mdt phong lwa
tri tyong iing goi 1a “biéu ghi”. Biéu ghi ciing duge chiara
cac 6 muc: mbi 6 muc cdia biéu ghi phan 4nh mét mat clia
ndi dung, hodc mot thudce tinh cia phong, goi 1a trubng
(ficld). Méi trudmg 6 s8, ky hi¢u riéng goi 12 nhan trutmg
(ficld tabel). Nhir truomg cia biéu ghi phong ciing duoe
coi nhu tén riéng cua trudng d€ chi sy khdc nhau giita cac
trudmg va dé may tinh ¢6 thé nhan biét chiing.

Thé phong phai dugc thiét k€ véi ndi dung sao cho dép
g duce yéu cau cia ngudi quan 1y. Méi mot phong luu
trit dirge phan dnh nhing thong tin chon loc trén thé phong
nhu mdt don vi théng tin hodn chinh. V&i nhiém vu théng
ké, the phong chita cac thong tin v& s6 lugng tai héu, noi
dung tai licu, tinh trang vit 1y, su bién dong caa tai liéu...
Vi vay, dif liéu clia phong ¢6 su bién déi sau khi bién muc
lan dau. Cac dir licu duge ghi trén timg thé phong phin
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nhicu 13 dit liéu dang van bén. Thong tin trong céc trudng
cla biéu ghi duge phin ra cdc nhém nhu sau:

- Nhdm v¢ dia chi cuta tai licu.
- Nhém ve noi dung cla tai licu.
- Nh6ém theo déi sy thay d6i ve s6 lugng, tinh trang vat
1y cua tar licu.

- Nhém theo déi vé thed gian va trdch nhiém bién muc
biéu ghi.

Cdce nhém trén duge phan chi tiét ra cde trumg trén bidu
ghi ¢ gidy Ad. Tong s céc trudmg 13 21.

Xin tuu ¥ ring, O lugng cdc trudmg trong biéu ghi phu
thudc vao yéu ciu clha nhi quan ly tai licu va phu thude
vae mot h¢ quan tri CSDL. nhat dinh. Ngudi ta ¢6 thé thict
k¢ thém cde truomg dé dua them cice thong tin khidc vao
bicu ghi, néu cic thong tin dé can thiét cho yéu cau quan
ly tai li¢u va yeu chu dat hang két qua dau ra cita CSDL.

) Bién muc bidu ghi.

Phin bitn muc bifu ghi phéng luu trir duge tién hanh
nhu sau: Trude hét phai xem xét dac diém cla phian mem
Ung dung d¢ st dung c4c ky hiéu bién muc cho phir hop.

+ Bien muc bifu ghi cho CSDL quan 1y phong (hinh
13):

Thi tu bien muc cde trudng 1a:

O1. 't¢n kho lwu trit: Ghi rd tén kho hodc co quan dang
hao quén phong luu trit dong thdd ghi rd dia chi.

(2. 'Tén phong: Ghi tén don vi hinh thanh phong, 1én
bd suu tap luu trir.
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d) Thiét k6 CSDL diu vao va cde biéu ghi nhip dir liéu
( Worksheet).

- Théng tin dau vao:

Dé ddp tng cdc yéu cau dau ra cta hé thoéng tin quan ly
phong luu trit quéc gia, can phai t6 chitc cdc CSDL dau
Vao sau:

+ CSDL quan 1y phong lIwu trir quéc gia.
+ CSDL b6 sung sau méi dinh ky.
- Bidu ghi nhap dit licu CSDL quan 1y phong:

Biéu ghi ndy con goi 12 phi€u nhép tin hoac phiéu mo ta
tién may thong ké lwu trit hodc con goi 1a thé phong. Mbi
thé phong duoc sit dung ghi thong tin cho mét phong hau
trit twong tng goi 12 “biéu ghi”. Biéu ghi ciing dwoc chia ra
chc O muc; mbi & mue cha biéu ghi phan 4nh mot mit cha
ndi dung. hodc mot thude tinh cha phong, got 13 trdong
(ficld). Méi trutmg ¢6 56, ky hicu riéng goi 12 nhan trudng
(ficld label). Nhar truomg cua bidu ghi phong ciing duoc
coi nhu tén riéng cia trudng dé chi su khdc nhau gitta cac
trudmg va dé may tinh c6 thé nhan biét chiing.

Thé phong phai duge thiét k€ véi ndi dung sao che ddp
tmg duoc yéu cau cua ngudi quan 1y. Mi mot phong luu
trit dugie phan dnh nhimg thong tin chon loc trén thé phong
nhu mot don vi thong tin hoan chinh. V& nhiém vu théng
ké, thé phong chira cdc thong tin vé s6 lugng tai lieu, noi
dung tai liéu, tinh trang vat 1y, su bién dong cila tai liéu...
Vi vay, dit liéu cita phong c6 su bién ddi sau khi bién muc
lan dau. Cac dir lidn duoc ghi trén timg thé phong phin
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(3. 86 ky hiéu phong: Ghi ky hiéu qui udce 1a dia chi
tra tim cua phong tai li¢u.

04. Thdi gian cha tai lidu: Ghi thoi gian bat dau va két
thiic cta phong tai li¢u.

05. Loai gid tri: Ghi foai A hoac B (A danh cho tai licu
c6 gid tri diic biét. 13 danh cho tai ligu luw trit phé
thong).

06. Phép st dung: Ghi 3 mic do nhu the truyén thong

-

la:
- Chua phuc vu sir dung.
- Sir dung han ché.

- Str dung rong.

(7. Tém tat ndi dung tai liéw: Muc nay doi hoi ngudi bicn
muc phai khao sat, nghién ctru cu the 13i licu va muc luc ho so
cla phong mai ¢6 thé ghi duoc. C6 nhitg phéng tai liéu c6 dén
5.000 ho so thi vide xem xét noi dung clia phong dé bién muyc
12 mot vige rat kho khan. Qua thuc t€ khao sdt tai li¢u cho thiy,
mudn bién muc duge phdi nghién ciu cu thé fich sit don vi hinh
thanh phong, trong d6 xél cu thé hoat dong theo chite nang,
nhiém vu va quyén han cha né, Ngodi ra phai xem xét cu thé
cac loai ¢ong cu tra ¢t hién co.

Khi bién muc xong s¢ tién hanh chon tr khod., Noi dung cla
tai liéu & trudmg 07 1a digu kién dé xdc dinh nhém gid tri tai
licu va J¢€ vira quén ly, vira hudng din doc gia sir dung tai liéu
Tuy trir.

08. ‘T'ir khod, miu, ky hicu tra tim: G 6 muc nay ghi cdc
thuiit ngit tim tin xual hién thém do ngudti bién muc chuin hod
hodc (hi¢t 1ap mdai khi cde tr khod & 0 muc khidce khong ddp ang
yéu cu tim tin, Mat khde, néu kha nang phin mém khong cho
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Phép lua chon tw dong cdc tir khod ¢6 ghi déu, thi phai ghi riéng
cic tr khod vdo 6 muc nay dé [am thuat ngl tra tim nhimg
théng tin vé phong luu trit.

09. Téng 54 cap dd chinh 1y: Ghi ¢ luong cip da chinh Iy.

10. 'Tai liéu chua chinh 1y: Ghi s& lugng tai licu chua chinh 1y
tinh theo mét gid.

1. S0 lugng don vi bdo quan: Ghi sé luong dan vi bao quan
cua 1oan phong luu trit,

12, 86 muc luc: Ghi s6 luomg muc luc cla phong luu tré.

13. 86 trang can phuc ho6i do bi mé, nhoe: Ghi ton bo s6
trang can phuc hdi lai do bi md, nhot cha toan phong Iuu trif,

14. 86 trang nhan bin: Ghi $6 trang ¢an nhan ban dé lam tai
liéu thi 2.

15. S5 trang tu b3: Ghi s6 trang cin thict phai tu b6 lai clia
toan phong lru trit.

16. Tai liu anh, ghi am: Ghi s6 luong tai liéu anh (phim
ncgativ hode positiv) va bang ghi am duge bio quan riéng,

17. Ngon ngir: Ghi tém tdt “Viét”, “Phdp” hoac “Viél” +
“Phdp™... Chon tir khod.

18. Tinh trang vat ly: Ghi hién trang cna tai liéu vao thoi
diém bién muc, thi du: méc, 4 trang bi ron... Chon tir khod.

19. B4 nop tai lieu dén nam: Ghi nam cudi cing di nop tai
liéu vao kho liru trix.

20. Ngay nhip bi€u ghi vao CSDL: Ghi ré ngay, thing, nam.

21. Ho tén ngudi bién muc: Ghi ho tén ngudi bién muc dé
theo ddi trach nhiém bién muc bicu ghi.
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Biéu ghi dit liéu phong luu trit (¢ gidy Ad)

(CSDL quan Iy phong )

56 BG
01. Tén kho luu trix 02. Tén phong luu erit
03. 88/ky hiéu | 04. Thdi gian | 5. Loai gid [ 06. Phép su
phéng cua tai lién tr1 dung

07. Tém tat ndi dung tai lidu

08, T kbod, miu, ky hicu tra 1im

09. Toéng s& cap di
chinh 1y

10, Td1 hiéu chua
chinh 1y (bd, mét
£14)

11. 88 luong dom
vi bdo quan

12. 86 luong muc luc

13. S6 wang danh
mdy lai

14. 56 trang nhan
ban

15. 83 trang tu bd

16. T4i liéu anth, ghi am kem theo

17. Ngon ngit

18. Tinh trang vat ly

19. i nop tai liéu
dén nim

20. Ngay nhap higu ghi vao CSDL

21. Ho tén ngwdi bién muc

iiinh 13

Sau khi ¢&p nhét lan dau cho mbi phong, dir liéu ca
phong ti€p tuc bj thay déi, vi vay dé bdo dam d6 chinh
xdc, sau mdi dinh k¥ ¢an phai cap nhat su thay déi dé.
Thong tin thay déi duoc xac dinh trong CSDL b6 sung. ¢
thdng sé tu dong cip nhat gitta dir liéu bd sung va dit licu

da cé.



+ Bién muc bidu ghi cho CSDL bS sung (hinh 14):
Tha ty bién muc cdc trudmg gitng nhw phin bién muc
cho CSDI. quan 1y phong d3 néu.
Bi¢u ghi dit ticu phong luu trit c& A

(CSDL b6 sung)

53 BG:

01. 85 ky hi¢u phong

(02. Nam cip nhat

03. Téng s& cap da
chinh 1§

(4. Tar lien chua
chunh 1Y (mét gid)

05. 8¢ luong don vi
bao quin

[ 06. S5 luong muc fuc

o1 Sa
phuc hoi

trang c¢in

08. S0
nhin ban

lrang cin

09. 8 trang cin tu
bo

10. 56 mét gis xuat
ra d¢ chinh Iy

1l. Ngay nhap biéu
ghi vao CSDI.

12, Ho tén ngudi
bién muc

Hinh 14

&) Nhdp tin, thir nghiém CSPIL va

dung.

viét hudng din sir

- Nhap tin va slta chita: T4t ca nhing cong chic d3 hoc
qua 1dp pho cap tin hoc déu ¢6 thé nhap tin duge. Viee
nhdp tin ciing khong kém phan quan trong, vi bién muc ¢6
bao dam chinh xdc, nhung nhép tin sai, vin dua ra mot
CSDIL. kém gia tri. Vi vay, viéc kiém tra, stta chita cic bidu
ghi dd nhap vao mdy 12 mot yéu cau bat buoc. Nhung
ki¢m ira stra chira trén man hinh dé 1am cho ta nhanh moi
mét va két qua kém chinh xdc. DE gidm bét digu phic tap
trén, ta ¢6 thé in ¢dc trang man hinh ra gidy qua printer dé
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kiém tra, hiéu dinh trén gidy sau dé mdi sira chita trén
may.

- Thir nghi¢m: Sau khi d3 sira chita chinh xdc khoi lugng
bifu ghi trén may, c¢an thir nghi¢cm CSDL dugc thiét k&
theo mot mo hinh nhat dinh va theo phuong thiic quan 1y
va tra tim ctia mot hé quan tri, (& day 1a FOXPRO). Noi
dung thir nghiém trudc hét tap trung vao yéu cau thir tim
theo cic nhu cau, tim tr do. Néu CSDI. duoc nghiém thu
thi ¢6 thé cho dng dung. O day can luu ¥, néu CSDL thi
nghiém duoc két cdu tiy tai liéu cla co quan chl gudn, thi
viée tng dung khong phai 1am lai tir dau theo qui trinh xir
1y tin hoc, ma chi can ti€p tuc cap nhat, m¢ rong CSDL.
Sau d6 sir dung truc ti€p CSDIL., thi nghiém.

- Viét ban hudng déan st dung CSDI.:

Hudng dan st dung CSDL, dac biét 1a hudng dan shr
dung hé quan tri CSDL (phian mém tng dung) phai duoc
dat ra trong qui trinh thiét k€ h¢ thong nay. Thuc t&, ¢
phitu co quan khi tmg dung tin hoc dé xay dung CSDL,
nhu nha tin hoc va ngudi thiét ké hé thong da lam nhu viéc
riéng ctia ho. Cu thé 12 ho da gil kin cdc qui trinh sir dung
CSDI. ma thi¢u sy hudng dén cla ho, ngudi khac khong sir
" dung duce. Hién nay, viée tng dung tin hoc trong théng
ké, quan 1y tai liéu luu trlk khong cho phép lam nhu vay.
Nhing ngudi thict k&€ CSDL phéi viét ban hudéng dan s
dung CSDI. ma ta quen goi 12 “chuong trinh giao dién thén
thién” véi ngudi sir dung dé bat ky ai khong chuyén vé tin
hoc nhimg duge doc ban huéng dén hodc duge hudng dan
truc 1idp mot vai gidr 1a ¢6 thé van hanh sit dung duoc
CSDL théng ke, quan 1y tii licu hru trr.

213



Chuong V
UNG DUNG TIN HOC VAO CONG TAC THU VIEN

I YEU CAU ING DUNG TIN HOC TRONG CONG TAC THU
VIEN ‘

1. Yeéu cau chung.

& bat ky thdi ky lich sir n2o, “thu vién” deu dugc coi la
kho trf tu¢ chia loai ngudi. Nhu ciu sir dung thu vién rat
rong 1di. C6 €, khong ¢6 mot linh vuc hoat doéng nao
trong xa hoi 12 khong can dén thu vien.

Qui mo cla thu vién phat trién g4n lin vé6i su phat trién
x4 hoi va phin nganh san xudt.Thu vién ngay cang da
dang v& n6i dung va lén vé 58 luong, Ngay nay nhiéu thu
vién nganh da cé s6 lugng hang van cuén séch; Thu vién
Quéc gia c6 hang triéu cudn sich. Su bién dong d6 tao nén
sy phifc tap v& mét quan 1y va tra tim sich. Digu phic tap
hon 14 xir Iy théng tin trong séch dé ngudi sir dung tim
nhanh dugc sdch cin thidt phuc vu cho cdc van de nghién
ciiu,

Trong khi tim ki€m cdc giai phap khic phuc tinh hinh
trén, médy tinh da thé hi¢n 12 phuong tien t6i wu nhat. Tuy
theo nhu c3u cla timg thu vién, méy tinh c6 thé giii ddp
dwoge cic van & & nhidu midc d¢ khic nhau. Phé bién nhat
Rmaiy tinh gidp quan 1y va phuc vy tra tim thay thé céc
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thong tin cdp II chia thu vién. Miic do cao hon 12 mdy tinh
di tao kha nang tu dong hod sau thong qua viéc thiét 1ap va
str dung cdc CSDL thu vién tu d6ng hod va trao déi thong
tin thu vién trén pham vi quéc gia va quéc t€ qua cic dia
CD - ROM.

2. Kha ning iing dung tin hoc trong cong tic thu vién.

D thuc hién tin hoc hod cong tac thu vién, ngudi ta c6
thé thiét k& cdc CSDL sai:

- CSDL quéan 1y cic bo the thay th€ cdc bo thé truyén
thong, nhi€u nudc goi CSDL thay céc cong cu tra cifu
truyén thong 1a CSDL thong tin c¢dp II. Loai CSDL nay cé
thé 4p dung dugc & nhitu thu vien khdc nhau, Viéc quén 1y
cdc dir liéu clia cdc b thé trén mdy tinh s& giam duoc
khong gian bao quan & phong doc va nang cao chét luong
tra tim bao dam tim 'thdy nhiing thong tin cin thiét duoc
nhanh va chinh x4c, nhdt 12 c4c thong tin téng hop.

- CSDL séch chon loc theo chuyén dé: loai CSDL nay
nham giip déc gia tim théng tin tuong d6i sau vio timg
cudn sach theo mot chit dé nhét dinh. Mu6n vay, cic y&u t6
tim tin thudng dugc mé réng trén céc biéu ghi nhap dit lidu.
Thi du: cdc biéu ghi 4p dung dé bién muc cho cic séch clia
Thu vién Quée gia 1én dén gan 30 muc ( trudmg ). Mitc do
tang s6 trudmg dé bdo dam tim tin sau trong mot cudn sdch
phu thugc nhiéu vao yéu clu tra ciru cla cdc nha quan 1y va
ngudi str dung.

- CSDL thay th€ tu lieu ban g6c: CSDL nay c6 thé néi 1a
thr vién tu ddng hod hoan toan. Timg cuén sich, sau khi

215



duge lya chon va dage nap vao mdy theo nhiing phuong
phép khac nhau sé& dugc hoa nhap vao CSDL dé phuc vu
yéu cau cia doc gid. Ngdy nay, ngudi ta st dung phan
nhicu cic bo nhé ngoai, nhw céc dia quang d€ dung nap cic

sach nham bao quén va luan chuyén trong pham vi st dung
cta nhidu thu vién.

Khai niém thir vién lién quéc gia, thu vién qudc té€ chi ¢6
thé thyc hién duge trén co s& thu vien tu dong ho4.

Ky thuat d¢ tao 14p ra cac loai CSDL thu vién néu trén
phit trién khong ngimg. Ngoai cic phin mém t6i wu, ngudi
ta con st dung nhidu phan cing mdi. Thi du, viéc nhap dit
liéu cia sich vao may, tuy theo miic do phitc tap cia CSDL
ma ngudi ta ¢6 thé sl dung céc phuong tién nhap tin khédc
nhau nhu Keyboard, Mouse, Scanner...

II- QUI TRINH XAY DUNG CSDL THU VIEN
1. Phan tich d6i tuong

Muén Gng dung tin hoc, viéc khao st dé nam viing tinh
hinh hién trang mét thur vién 1a digu rét quan trong. Két qua
khdo sét, phan tich, d4nh gid s€ qui dinh m6 hinh xi 1y tin
hoc, dac biét 1a qui dinh hinh thitc CSDL va mitc d6 dau tu
lao dong khoa hoc va kinh phi.

Nhiing théng tin can ndm viing trong viéc phan tich dsi
tuong dé xir 1y tin hoc mot thu vién nhu:

+ SO luong séch cdc loai hién cé. Ngoai sich, canndm
dugc s6 luong céc tu liéu khac nhu tap chi, bdo; d6 cap nhat
hang ném cta sich, bio, tu licu,
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+ Ngon ngit cia sdch va tap chi, bao.

+ S0 d6 phan loai ( Bang phan loai ) dang 4p dung, cic
loai cong cu tra citu truyén thong.

+ 86 lugng doe gid dén st dung thu vién trong mot nam.
+ Phurang tign, thict bi hién c6 cia thu vién.

Viéc phan tich néu trén can thiét cho t4t ¢a cic loai hinh
thu vién, nhung chiing khidc nhau v& qui mé phan tich khao
sdt gifra cac loai thu vién nhu : Thu vién Quéc gia, thu vién
chuyén nganh, thu vién co quan, thir vién trudng hoc, thu
vién tinh, huyén...

Trong cdc yéu t6 trén, viée phan tich cac loai cOng cuy tra
cttu [a quan trong nhat. Co sé d€ xay dung c4c loai cong cu
tra ctu cda cac thu vién 13 cdc bang phan loai, khung de
muc. Tuy theo tinh chat cta thu vien ma ngudi ta 4p dung
cde loai bdng phan loai khéc nhau, song phé bién van 13 cic
bang phan loai BBK ( phén loai thu muc ) va bang phan loai
UDK ( phan loai truc ti€p ). Thi du, trén co s& cic bang
phan leai quée (€ hién hanh, nam 1991 Thu vién Quéc gia
da xay dung Bang phan loat ding cho cic thu vién khoa
hoc tong hop, trong dé ¢6 cic mon loai nhu:

0. Tong loai
1. Tri€t hoc - tam 1y hoc - 16 gich hoc

[

. Chu nghia vo6 than, ton gido
3. X3 hoi - chinh tri
4. Ngon ngit hoc
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5. Khoa hoc tu nhién va todn hoc
6. K¥ thuat

7. Nghé thuat

8. Nghién citu van hoc

9. Lich sir, v.v..

Sau khi phan tich déi tugng, ta ¢6 thé di dén quyét dinh
mot kiéu CSDL. Cong viéc 1iép theo 14

2. Pt két qua dau ra ctia CSDL

Tu¥y theo kiu CSDI. ma ngudi ta cé thé thu nhan dugc
két qua dau ra khac nhau. Nhung khi da dinh hinh dugc mot
loai CSDL, viéc xdc dinh 10 két qua dau ra 1a can thiét, vi
viéc xdc dinh nay sé qui dinh muic do giai quyét cac budc
ti€p theo cua qui trinh xay dung CSDL. Nhimg két qua dau
ra clta mot CSDL. thu vién c6 thé 1a

+ Tim thong tin tém tat vé mot cudn sach

+ Tim mot y€u t& trén nhigu cudn sich trong CSDL
+ Tim tén sich theo cic thong tin d3 ¢é

+ Lap thue muc chuyén d¢ trong toan CSDL

+ Lap danh muc thuét nglt tim tin va Thesaurus ( Néu sk
dung Heé chuong trinh CDS / ISIS)

+ In nhu c3u tim tin ra gidy; ...

3. Chon hé quan tri CSDL



Phan m&m phdé théng nh4t hién nay dung d€ quén 1y céc
dir ligu cda thu vien 12 hé chuong trinh CDS/ISIS, version
3.07. Can chii y rang, khong nham 1n viéc lua chon phan
mem gilta ¢ quan tri CSDL (Database Management
System) vGi chuong trinh ting dung (Application Program).
Céc chuong trinh tmg dung gian don chi ¢6 chitc nang soan
thao, théng ke, chi khong da kha nang quan ly dir liéu va
tim tin mét céch phic tap.

Hién nay v6i phuong phép 1ap trinh méi, ngudi ta c6 thé
ding hé¢ chuong trinh khic ngoai CDS/SIS , thi du ding
Foxpro d€ viét bd sung, tao cho chiing ¢6 chitc nang tim tin
da dang; vita tim theo md, vira tim theo tir chufin v theo
cdc phuong phdp khéc. O cutn séch nay , céc tic gid gidi
thieu h¢ chuong trinh CDS/SIS, phian t6ng quan h¢ thong,
huéng dan st dung. Ngoai ra, cdc tic gia chudn bj chuong
trinh h¢ th6ng ctia CDS/ ISIS dwgc cai bién phan giao dién,
c0 cai dat ti€ng Viet d€ cung cdp dong bo cho cac doc gia
¢6 yéu cau sl dung trén mdy riéng ciia minh.

4. Thiét k& va bién muc biu ghi

Trong qud trinh x4y dung CSDL thir vién hedc CSDL hru
trir phan thi€t k€ va bien muc biée ghi phu thuoc vio thé
loai CSDL va noi dung dat két qua dau ra cita CSDL. Bifu
ghi (worksheet) 13 phuong tién trung gian dé dua di lieu
cha sdch vao mdy. Nhumg mot CSDL thay th€ théng tin cdp
L, ttic 12 dua todn bo ndi dung cha sdch vao may, thi chic
hén 12 khong can thiét bien muc biéu ghi. Ngoai ra, néu
CSDL chii yéu d€ théng ke, dang ky sich véi céc yéu t6
gian don thi khong nhat thiét phai bién muc trudc trén biéu
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ghi. Nhu vay, bi€u ghi chi ¢an thiét cho céc loai CSDIL. cé
thong tin tém tat nhicu yéu t& cha timg cudn sich. S¢ heong
cic yéu t¢ duoc thict k€ va bién muc trong biéu ghi rat linh
hoat, do ngudi thiét k& CSDIL. quy dinh. Néu ngudi sir dung
co yéu cau tim tin da dang vi sau vao timg cudn sach thi
phai tang s6 lugng yéu t& bién muc, dong thdi tang cic 6
muc (trudng) trén biéu ghi.

Sau day tic gia gidi thiéu biéu ghi va phuong phap bién
muc biéu ghi phé thong ¢é thé 4p dung cho nhitu loai hinh
thu vién d€ phuc vu quan 1y va tra tim sach, tim thong tin
téng hop cla nhieu sach (Xem hinh 15).

Timg cudn sach duoc bién muc theo biéu ghi nhu sau:
Trén biéu ghi, muc “S& BG™: Ghi s¢ dang k¥ thit tu biéu
ghi ciua mot CSDILL.

01- Ky hiéu tra tim: Ghi t6 hop ky hiéu tra tim sach theo
qui wdc cha thu vién tir cong cu tra cfu truy®n théng.

02- Ky hi¢u phan loai: Ghi ky hiéu mén loai theo bang
phin loai thir vién.

03- Téc gid/chh bién: ghi ho, tén tdc gia theo mo ta thuén.
Né&u sich do tap thé viél, ghi ¢hill bién.

04-  Tac gia tham gia: Ghi ho, tén cdc tdc gid tham gia
viét ciing chl bién.

05- Ngudi dich: Néu sich duyc dich tir tiéng nude ngoai
ra ti€ng Viét, ghi ho tén nguti dich.

06- Tén sdch: Ghi ding (én trén bia ngoii cua sdch.
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07- Tém tat n6i dung: Phan phdt trién cla trudmg 02 -
trrong mon foai. Phan ndy ghi n6i dung ngan gon cia
sdch khodng dudi 100 tir. Day 13 phan quan trong dé
hudng dén doc gia tim sdch theo noi dung nghién ciu,
vi trong thuc t€, nhigu tén sdch rat xa noi dung ciia

sdch.
Bidu ghi dit liéu sach thu vien (C5 gis Ad) _
| S84 BG
01. Ky hiéu tra tim | 02. Ky hiéu phan loai |
03. Tdc gid/chibien | 04. Tic gia | 05, Nguot dich
tham gia
06. T&n sach

07. Tém tat noi dung [

08. ' chuéin, mdu, ky hiéu tra fim |

09. C& sdach 10. S8 luong trang
11.Nha xuat 12. [an xuét ban
bin '
13. Noi xuat 14. Niam xuft ban
ban
15.Ting thw 16. SL ban trong
thar vién

17.Ngay cap 18, Ngudi bién
nhat CSDL _ | muc biéu phi

Hinh 15
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08- Tir chudn, miu, k¥ hiéu tra dm: Ghi c4c tir chuén xuat
hién mdi ngoai cac tir khod di darge chon tir khod da
duoc chon tir bi€u ghi. Ngoai ra, & mdt s§ phiin mém 4p
dung tra theo mi qui wdc, cin ghi ma tra tim.

09- (& sach: Ghi s6 lugng xang ti mét 2 chitu dai x rong
séch biing s6 A -rap.

10 dén 18: Ghi binh thuong theo yéu ciu cta timg trudng,
song & tdt ¢ cAc trudmg cin chid ¥ dén cdc ky hiéu qui
udc ma timg phan mém riéng bi¢t doi hoi. Tuy theo yéu
cau cua cdc nha quan ly thu vién ma ngudi thiet ké hé
théng CSDL c¢6 thé 1ao ra cdc bi€u ghi khédc nhau.

5. Cai dit he thng vi viét huéng diin sir dung CSDL

Timg biéu ghi, sau khi di bién muc v hiéu dinh xong,

¢ 1i€n hanh nhap mdy theo mot heé chuong trinh. Khi
Lnap may xong can kiém tra sira 161 nhap mdy. Thong
thuong, cdc dit litu duwoc ghi trén O dia cing cia mady,
nhung dé bao vé an toan CSDL ¢in sao luu ra dia mém dé
bao quan & ngoai mdy. Dif licu trong mdy rit dé bi hu hong
do nan vi rdt may tinh.

Khi CSDL van hanh binh thudng va dap ung duge céc
yéu cau tra tim dit trude ¢an viét hudng dan st dung CSDL.
Yéu ciu viét hudng din phai bao dam dé hiéu, dé sir dung
dé cho nhitng ngudi khong chuyén tin hoc 6 thé 1am viée
duge voi may va khai thidc dugec CSDL. Ban hudng dan st
dung CSDI. can duoc phé bién theo cic 16p tap huan tin hoe
dé€ nhidu ngudi ¢6 thé sit dung duoe CSDL. O céc thu vién
can khic phuc tinh trang tin hoc hod thu vién 1a doc quyén

ia mot vii cong chitc. Dén khi cong chic dé ving, hoac
chuyén cong téc thi co quan khong thé st dung duge CSDL.
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PHU LUC

I - THUAT NGUTIN HOC ANH - VIET

A- Language

Abort

Access mechanism
Add

Address

Address Register
Algorithm
Annotation
Antonym
Application program

Application software

Arithmetic logic Unit (ALU)

Array

Artificial intelligence
Asscmbler

Back up

Batch

N 26n ngit thudl todn

Loai bo giita ching

B6 truy nhap, truy xuét

Thém vao

Bia chi

Thanh ghi dia chi cia bo xir 1y
Thudt todn

Su gidi thich

Tir phan nghia

Chuong trinh ting dung

Phéin mém dng dung
B6 phan s6 hoc - ogic
Maing
Thong minh nhén tac

. Trinh hop dich, hop ngit
Dur phong
Chuéi 1énh
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Baiwch processing
Baud

Baud

Binary

Bit

Boot

Border

Buffer

Bus

Byie

Carriage return key
Cassctte

Central processor unit (CPL)
Chanel

Change

Character

Character printer
Character recognition
Character sclection
Character sct

Clipboard
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Xir 1y theo Lo

Bon vi tray@n tin tinh theo s&
Bit truyén trong mot gidy
Nhi phéin

Don vi luua trit co 56 clia mdy
tinh

Chyong trinh méi; chuong
trinh khé&i dong

Budmg vien

Viing dém

Cidc lién két, duimg trao déi
Do vi luu trir (thuimg 13 8 bit)
Phim di chuyén con trd
Bang tir

Bo xtr 1y trung tam

Keénh

Thay déi

Ky e

May in ky tu

Su nhin dang ky tu

Su hra chon ky tu

BS ky tw, tap ky wr

Liru trit tam {trong RAM)



Codding
Cold boat
Collate

Column

COM tr chit Command

Command langunage
Command processor
Cormments
Compare tiles
Compatible
Compiler
Computer
Configrm
Configuration
Control statement
Contrel unit (CU}
Copy

Cosole

Create
Cross-reference file
Cursor

Cursor movement

Cut

Mai hod

Khdi dong ngudi

Bai chiéu, so sanh

Cat

I.énh

Ngon ngit 1enh

Bo xtr Iy 1énh

Chii thich, din giai

Su so sanh cdc tép tin
‘Twong thich

Chuong trinh bién dich
Méy tinh

Xic nhin

‘I'hirc hién cdun hinh hé thong
[.¢énh dign khién

Bé digu khién, kiém tra
Sao in

Ban digu khién, ban phim
Tac lap

Tap tin thamn khdo chéo
Con trd

Phim mii tén, di chuyén con
tro

Cat



Data

Data base

Data communication
Data Dictionary
Data management
Data processing
Data processor

Data structure

Debug

Default Declaration
Default drive
Default option
Default statement
Default value
Delete

Delete character
Descriptor

Device control character
Device name
Device type

Digital

Direct access

Directory
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Dir liéu
Cu s dif lieu
Viéc truyén dit héu

Tir dién dit lien

He théng quén Iy co s& dit lieu

Xit 1y dit liéu
B4 xir ly dit liéu

Céu triic dif licu

G& r6i, tim va sia cdc 16t trong

mot chirong trinh

Khai bao chuin

& dia chudn, 6 dia méc nhién

Chon chudn

Lénh chuin

Giié tri chudn

Xod, loai bd

Ky tu loai bo

Tir chudn

Ky tw dieu khién thi& bi
Tén céac thiét bi
Kiéu thiét bi

Bd dit lién

Truy xudt truc lié’f:

The muc



Dircctory entry
Disk

Disk drive
Disk pack
Diskcopy
Diskette
Display
Display screen
Distributed data
Dot matrix
Draft

Drive

Drive name
Edit

Fditing key
Equation

Erasable programble read
only incmory (EPROM)

Lirase

Erase character

Error messages

EXE, tir chit: Executable
Executable statermment

Execution time (E-time)

Diu vao thu muc

Pia

(3 dia

B dia

Sao chép ndi dung cna dia
Dia mém

Man hinh

-Man hinh hién thi

Xir 1y dit liéu phan tan
Ma trin Kim

Phic thio, nhip

O dia

Tén 0 dia

Sean thio

Phim soan thio

Su iam ¢dn bing

B6 nhé 6 dinh c6 kha nang
Xod va lap trinh

Xod

Xem delete character
Thong bio 15i

Thue hién duge
Lénh duoc thyce hién
‘Thasi gian thue hién
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Explain

Extention

External command
Fetch

Ficld

Field definition table

Fifth-generation language

File
Filename
Filetype
Floppy disk
Footer
Footnote
Format
Frame
Fron-end device
Function key
Glossary
Graphic
Grid

Hard disk

Hardware
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(iai thich

Phin mo rong

I.énh ngoai tni

Tim nap

T:ru('mg

Bang xdc dinh trutmg

Ngon ngit thé hé thi nam
{ngdn ngii k&t hop véi tr tud
nhan tao)

Tép tin

Tén tép tin

Kiéu tap tin

bia mém

Ha muc

Chi thich cudi trang
Khé, khutin dang
Khung

Thi& bi diu cudi
Phim chiic nang
Tir di¢n thuat ngit
bo thi

Ludi, dudng ké 6
Dia cimg

Phiin cing



Header

Hidden fiie
High-level language
ITyphenation

Ignore

Index

Informatic
Information
Information bit

Information management
systcm

Input

Input/output control
system {IOCS)

Insert

Insert diskette in drive
Instruction

Instruction control unit
Instruction register
Instruction register {IR)
Instruction set

Instruction time (I-time)

Instruction unit

Interface

Tieéu de

Tép an

Ngon ngl cap cao
Dédu ndi tir

Bo qua, 1&r di
Bang chi muc

Tin hoc

Thong tin

Bit théng tin

Hé quan 1y thong tin

Nhip

11¢ thang digu khién nhap

Ch€ do chen

Nap dia vao & dia

Chi thi

Bom vi dieu khién chi thi
Thanh ghi lénh trong bo xir 1y
Thanh ghi 1énh

Tap hap chi thi

Thoi gian dién dich chi thi k&
tiép

Thiét bi x&r 1y lénh

Giao dién
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Intergrate circnit
Internal command
Interpreter
Interrupt

Invalid time
Keyboard

Keyword

Keyword midifier
Keyword parameter
Label

Language

Lay-out

Level

Library

Line

Linker

List structure

Load

Local area networking
Low-level Language
Lower case
Machine code
Machine cycele

Machine drum
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Mach tich hop, vi mach
Lénh néi tri

Chuong trinh thong dich
Ngat

Dua ngay thang sai

Ian phim

Tir khod

Bién déi tir khod

Théng tin tir kKhod

‘T'én, nhin

Ngén ngit

(Zach b6 tri, trinh bay, maket
Mite, cap do thy muc
Thu vién chuong trinh
Buong truyén

Chuong trinh két hop
Ciu triic xiu

Nap

Mang cuc bo

Ngon ngit cip thip

Nét chit thuong, nét chit nhd
M3 miy

Chu trinh may

Trdng tir



Machine language
Magnetic Media
Magnetic tape
Main processor
Mainicnance
Make directory
Maker dircctory
Mark

Master floppy disk
Masterfile

Matrix

Matrix printer
Memory

Menu

Merge
Micro-computer
Microprocessor

Microsoft Disk Operating
system (MS.1X0S)

Minicomputer

Module

Mono user (mono task)
Mummerical keypad

Natural language

Ngén ngir mady

Vit hru trir thoag tin nhiém
Rang 1

B4 xu ly chinh

Bao tri

Tén thu muc

‘T'ao lap thu muc

Déu, nhin hiéu

bia poc

Tép tin chi

Ma trian

May in ma trin

B& nha

Nhau ¢iu, thuc don
Tron, két hop

M4y vitinh

Bo vi xir Iy

Hg digu hanh nap tir dia

Mdy vi tinh
Médul, don thé
Bon tac vu

Khung phim s&
Ngon ngit tu nhién
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Network

Noise

Normal

Object

Operating System
Optical media
Option

Outline

Qutput

Overwrilce

Paperless office

Paragraph

Parent dircctory
Password

Paste

Path

Pathname
Peripheral Device
Personal Computer

Pixel

Plain
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Mang

Nhiéu

Binh thudng

bai tuang

Hé ditu hanh

Vat Iwu trir thong tin quang hoc
Lwa chon

Dai cuong, nét chinh

Xuit, 161 ra

Vict irap lén -

Van phong khong gidy to, vin
phong tng dung tu dong hoa
thay thé phuong phép van thu
thu céng

Boan

Thu muc me

Mat khiu

Dian

Budmg dan, 16 trinh

Teén dudng din, 1én 16 trinh
Thiét bi ngoai vi

Mady tinh cd nhan

Diém anh, di€ém chon ciia man
hinh do6 hoa

Pon gian



Plotter

pointer variable
Port

Press key

Preview

Primitive command
Printer plotter
Printter

Problem definition
processing
Processor

Program

Program counter

Program rcad only
memory {(PROM)

Prompt
Punched card
Random access

Randorn access memory
{RAM)

RKead - write head
Reading head
Reading pluse

Reboot

Maiy v&

Sir bi¢n ddi con trd
Céng

An phim

Xem trude, duyét tnude
I.enh co 58

Miy in v&

May in

Xic dinh bai toidn
Xir 1y

Ba xir ly

Chwong trinh

Ba phan dém lénh caa chuomg

trinh

B& nhé chi doc 6 két hop lip

trinh

Dau nhdc

Phidu duc 16

Truy xuat ngiu nhién

B6 nhé truy xudt truc tiép

Biu doc ghi
Pau doc
Xung doc
Khéi dong lai



Record

Register

Remeove directory
Rename

Rename dircctory
Repeat

Replace

Rescl

Resolution

Restore

Retry

Ribbon

Root dircctory
Routine

Scaner
Secondary storage
Section

Sector

Seek time
Scquetial access
Shadow

Show

Software
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3an ghi, ho so, mau tin
Thanh ghi

Xod thur muc

Thay i tén

D61 tén the muc

Lap lai {tinh chat cla trudng)

Thay th¢
Phuc hoi

bé phan giai

Phuc hoi cdc tép tin d3 sao hvu

trr

(o gang lai

Dai, bang

Thu muc goc
Boan chuong trinh
‘Thiét bi nhap, quét hinh
I35 nhdé phu

Khu vuc, tiét doan
Cung

Thai gian tra tim
Truy xudt tin e
Béng

Sur tnng bay

Phin mém



Sort

Source diskette
Source program
Speaker

Split

Satistics
Storage (Store)
Stored program
Style
Sobdirectory
Suggest
Superscript
Supscript
Synonyms
system

System analysis
System board
System software
Tape

Target diskette

Tempiate

Terminal

Sip xép

Dia nguén

Chuong trinh géc
Loa am thanh

Chia ra, tdch ra
Théng ké

B& nhg, kho tin
Chuong trinh duge hra trie
Loai, ki, ding
Tha muc con

Pé nghi

Chit viét 1én trén
Chit vi€t xuéng dudi
Tit déng nghia

Hé théng

Phan tich hé théng
Pau may vi tinh
Phin m&m hé thdng
Bing tir

Dia déi tuong dé sao chép, dia

dich
Cach viét khic

Tram dau cudi
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Thesanrus

Teols

Tract

Type writer key area
Undo

User

Utility program
Verify

Version

Vidco disk
View

Virtual disk
Virlual memory
Voice 1/O
Volume label
Wail state
Warm boot

Word

Word processing
Working directory

Worksheet
Zoom
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Danh muc tir chudn, tit dién tir
chuidn

(Cong cu

Rinh dia

Ving cdc phim ddnh mdy
Thao, cdi, md

Nguis st dung

Chuong trinh tién ich |
Kiém tra 1¢p tin ghi trén dia

Phurong dn, thuat dng dung cia
hé mém, an ban

Pia Video

Khung canh

ia av

Bo nhé o

Nhap, xuat qua tiéng néi
Nhin dia

‘I'rang thai doi

Khdi déng nong

Tir, dom vi hru trit trén may
(tuy thude vao hé théng mdy)

Xir 19 tir
Thw muc hién hanh
Biéu ghi
Gidn nd



II- TAI LIEU THAM KHAO

Carl Townsend

Corotcop AV

Dorgorucovui TN

va cdc tdc gia.

6 Phac

Goloxap D.V va cic
tdc gia

Ha Thanh Ngin
Matthew HOL. t#
Nguyén Quéc Anh

(CB)

Nguyén [im va cic
1ic gid

The best baok of MICROSOFT WINDOWS,
1989. (Xem bdn dich, NX33 KIIKT, 1992).

- Nguyén tac co ban trong viée thiét k& va
hoat dong cia hé thong tin khoa hoc - ky
thuat, (tai li¢u: Phong Ly trit Nhi nudce Lién
X6, M, 1980. ban tigng Nga).

- Thu thap thong tin dé xay dung hé thong tin
khoa hoc - k¥ thuat, (tai liéu: Phong luu tri
Nha nude Lién X6, M, 1983, ban 1iéng Nga).
- Hudng din thuc hanh MS.DOS Version
3.30, TP. HOM, 1990,

- Nhiing vin d¢ trong viéc thiét k¢ hé théng
tin khoa hoc - k¥ thuat. (Phong luu tric Nha
nude Ligén Xo, M, 1981, ban tiéng Nga).

- C4m nang tin hoc van phong, TP. HCM,
1993.

- Str dung Ventura trong in dn. (Xem ban luoc
dich ctia Trén Phi Khanh, 1992).

- VIRUS may tinh, TP. HCM, 1991

- Tir dién thuat ngir tin hoc Anh - Phép - Viét,
Ha Néi, 1991,
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Richard B

Truag tm TT-TL-
KH va CNQG

VNIDAD

Vo Hiéu Nghia

William S. Daves
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- The computer Virus Handbook Osborne Mc
Graw-Hill 1990. (Bin ti€ng Anh).

- He théng lvu trit vA tim kiém thong tin
CDS/ISIS, Version 2.3, Ha Noi, 1990.

- Thiét k€ va bién muc thé phong d¢ nhap di
liéu vao he thong tin khoa hoc - k¥ thuit.
(Phong lrn trir Nhiv nwée Lién X6, M, 1987,
ban tiéng Nga).

- C4m nang tin hoc, TP, HCM, 1993.

- Cdm nang ché ban dién ti tir A dén Z, TP.
HCM, 1992.

- May . vi tinh, nhimg kién thikc co ban.

Miami university oxford, OHIO, 1989, (ban
dich 1991).



MUC LUC

- LOT GIGI THIEU
- LOTNOI DAU

Chuong I
‘TIN HOC DBAI CUONG

I- Phin biét mot s6 khii niém trong tin hoc va thong tin
hoc

I;Méy tinh

2. Dit liéu

3. 'Thong tin

4. Tin hac

5. Thong tin hoc

II- Lich sir phit trién mAiy 1inh
t. Khdi quat

2. Céc the hé mdy tinh

- Céu triic phiin cimg cia mAdy vi Linh
L. Khdi quét

2. Thanh phin cia may vi tinh
a) Bo xir Iy trung tdm (CPU)
b) B¢ nhé (Memory)

Trang

10

14
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¢) He th&ng s6 nhi phan (Binary)

d) Cac thiét bi ngoaj vi (Peripberal Device)

) Quy trinh hoat dng cta méy tinh dién e
IV- Phiin m&m cua mdy vi tinh

1. Khai quat

2. Phan loai phiin mém

a) Ngon ngit (Language)

b} Hé¢ digu hanh (Operating System)

c) Céc chuong trinh dich va thong dich

d) Phin mém vdng dung (Application Software)
3. Virtt tin hoc va cich phong chéng

a) Ban chét cua vinit tin hoc

b) Nguyén nhén vi cich hoat dong cua virit tin hoc
¢) Phong va chong virit

d) Xir 1§ m4y tinh da bi nhiém virit

Chuong IT
HE BIEU HANH MS-DOS
I- Lich st phat trién, thanh phin, chitc ning cia MS-DOS
II- Mox s& thuat ngit ciia MS-DOS
1. Tep tin (File)
2. Tén tép tin (File name)

3. Thu muc (Directory)

240

27

40
44



4, Nhin dia va § dia

ITI- Khéi dong hé ditw hanh MS-DOS trén miy
1. Sit dung ban phim

2. Khdi déng

3. Ra khéi hé diéu hanh MS-DOS

IV- Mot 58 1énh caa he dign hanh MS-DOS

1. Ciéc lénh lién quan dén thr muc

2. C4c lénh lién quan dén (2p tin

3. Cc lénh fién quan dén dia tic

4. Cldc 1énh lién quan dén he théng va xir 1y dif lien

Chuong 111

NG DUNG TIN HOC VAO CONG TAC VAN THU
I- Khi ning g dung tin hoc vio cong tic van thi
1. Khdi niém
2. Kha pnang
11- Soan thio vi in 4n van bin
1. Soan thao van ban
2. In 4n vin ban

3. Hudmg dan sir dung mt s& hé chuong trinh soan thio
vin ban

a) Hudng din sir dung VIETRES, VERSION 1.1 A
b) Hudng dan sit dung BKED, VERSICN 6.2
c) Huéng dan st dung MICROSOFT WORD FOR

48

53

75

76

144
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WINDOW VERSION 6.0

- II- Quén 1y v tra tim van ban 142
1. Khat qudt

2. Phin tich he théng

3. Thiét k& he théng

a) Xy dung danh muc van bin dén va van ban di cin duac
dua vao CSDL

b) Xdy dung danh muc co quan cé quan hé giao dich van
bin

¢} Dat yéu ciu khai thac CSDL

d) Chon hé quan tri CSDL

- Huéng din si dung hé quan 1y vin ban viét trén FOXPRO
¢) Thiét k& bi€u ghi nhap dit liéu

£) Quan ly CSDL

h) Sir dung CSDL,

Clnromg IV
UNG DUNG TIN HOC VAQ CONG TAC LUU TRUY
I- Khi néing iing dung tin hoc trong cong tic len trit 158
II- Ngon ngit fim tin i Lieu hrw trit 161

1. Khéi quat
2. Ngén ngit tim tin ki€u phan loai
3. Ngoén ngir tim tin Kiéu tir chudn

4. Tir dién tir chudn

242



ITl- Thiét k& hé théng CSDL hru triv

1. Dac diém théng tin ciia CSDIL. Ly trit

2. Qui trinh x1t Iy thong tin ti2n mdy ciia CSDL lw trit
a) Khdi niém vé& CSDL hru trit

b) Qui trinh xit I¥ thong tin tién mdy CSDL ium trif

- He théng chuong trinh CDS/ISIS, Version 2.3

1V- Thi€t k& h¢ th6ug CSDL théng ke quin 1y tai lieu lex
trir

1. Muc tiéu chung

2. Xir 1y théng tin tien may CSDL théng ke, quan 1Y i lidu
luu trit

a} Phan tich hé théng tai licu Phong luu trit Quéc gia
b) Dt két qua diiu ra cia CSDLL

¢) Chon hé quan tri CSDL

d) Thiét ke CSDL dau vao va cic biéu ghi nhap dit lieu
e) Bién muc biéu ghi

£) Nhp tin, thir nghi¢m CSDL va viét hudng dén st dung

Churong V
UNG DUNG TIN HOC VAQ CONG TAC THU VIEN
| I- Yéu ciu img dung tin hoc trong cong tic th vién
1. Yéu cau chung
2. Khd nang (ng dung tin hoc trong cdng tic thy vién

I1- Qui trinh x4y dung CSDL thir vi¢n

166

198

214

216

243



1. Phén tich d6i tuong

2. Dt két qua diu ra cva CSDL

3. Chon h¢ quén tri CSDL

4, Thiét k& va bién muc biéu ghi

5. Cai dat hé théng va viét hudng dan st dung CSDL

PHU LUC

I- Thuat ngif tin hoc Anh - Viét 223
II- T2i liéu tham khio 237

In 1200 cuén. Kho 13x19 cm. Tai Nhain  Giao thong
S5 XB: 201CXB. In xong va nop huw chiéu thang 6 - 1995
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NHA XUAT BAN CHINH TRI QUOC GIA

24 Quang Trung, Ha Noi.
PT: 2.52008 Fax: 84-4-251881
TIM POC

* % *
- Nhimg quy dinh v& hinh thic van ban va
viéc ban hanh van ban cia cic co quan
hanh chinh Nha nudc.

* x %

- Cong tac khoa gido va su lanh dao
cua Dang.
NGUYEN VAN THAM:

- Soan thao va xir Iy vin ban trong cOng tic
cua can bo lanh dao va quan ly.

Gia: 20.000 d
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