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BAI 6: BAO MAT VA IN AN
M3 bai: 07.6

Gioi thiéu:

In 4n 1a viéc rat quan trong, dac biét dbi voi nhitng ngudi moéi1 hoc word,
chua c6 nhiéu k¥ nang vé in 4n. Qua cac chirc nang trong bai nay, gitp ta biét cach
bdo mat duogc file van ban, quan sat dugc cau tric trang in, ndi dung chi tiét trén
trang in. Qua d6 s& c6 nhitng diéu chinh hop i, kip thoi déi véi tai liéu dé khi in ra
s& c¢6 dugc két qua nhu ¥ mudn.

Muc tiéu:
- Thuyec hién duoc thao tac tao mat khau cho van ban.
- Chon lya ché d6 va hi¢u chinh trugc khi in 4n.
- Thuc hién duogc cac thao tac tron van ban.
- Thuyc hién céac thao tac an toan véi may tinh.
N6i dung chinh:
1. Bao mat :
Muc tiéu: Bao vé do an toan cho van ban bcing mdt khau
Tao Password cho van ban:
+ Tai thé File, chon Info, chon Protect Docunment, chon Encrypt with
Password
+ Tai hop Encrypt Documnent go vao Password, sau d6 chon OK
+ Tai hop Confirm Password, Go lai Password va nhin chon OK

5
Encrypt Dacument ‘ L“a‘* &J

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ oK || Cancel l

Hinh 6.1: Hop thoai tao Password
2.In an

Muc tiéu:
- Dinh dang van ban truoc khi in
- In van ban soan théo ra gidy.
2.1 Dinh dang trang in
Mbi khi tao file moi, trong cira s6 van ban d c6 sin mot trang gidy tring dé bat
dau soan van ban (thuong 13 gidy letter hodc gidy A4)
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-Tab Page Layout, nhom Page Setup, chon miii tén dudi goc phai d¢ mo hop
thoai Page Setup

Insert Page Layout References

[y Orientation » %= Breaks ~

Ij Size v 3Q Line Numbers
EE Columns >  b& Hyphenation ~
Page Setup D
‘ , X
Hinh 6.2: Chon nhom Page Setup
| Layout i oil
| Layout | Chon loai giay —
Paper size: Tab Paper
44ab raper
Letter v - Paper Size :
. .\ " ~ M (A
Width: chon loai giay,
Height: |11" ¥ 4 )
Eig Nhap thude tuong

Hinh 6.3: Hop thoai chon loai gidy in(Paper) mg s€ hién ra
trong width va

height, néu chon Custom phai cho s6 do Nhap thudc gidy trong width va height
2.2. Pat I¢ cho trang in

N \
- Top : L& bén trén

cua trang in
Margins - Bottom : L& bén

Top: 1" = Bottom: 1 < s o .
~ ~ dudi cua trang in
Left: 1" = Right: 1" = Lef: L'\ ,. )
Gutter: o" i 73 Gutter position: Left v - eft : ¢ trai cua
Orientation trang n

- Right : Lé phai cua

trang in

Portrait Landscape _ Gutter . KhOéng
Pages , . X 47 ,
_ — cach dung dé dong gay
Multiple pages: {Normal v i
sach
o - From edge: Khoang

cach tor mép cua to
gidy dén header hodc

= footer
[ - Orientation : chon
: hudng in
Apply to: | Whole document v o Portrait - Giéy doc
[ o ][ cace 0 Landscape: Gidy
ngang

Hinh 6.4:Dat 1é trang giéy
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- Mirror margins : Dit 1& d6i xtng nhau. Néu 1énh nay c6 dung, gidy s& dugc
phan biét 1a co trang 1¢ va trang chin (Odd and Even), thudong ap dung dé in sach.
2.3. In tai li¢u

-Thé File, chon Print

Home Insert Page Layout References
il save
7 2 Print
L save As ==
g = Copies: 1
3 en
e Print
i Close
Info Printer
Recent ,_\® HP 2500C Series
Read
New
Pri 2
Settings
Share Print All Pages
J Print the entire docurment
Help
Pages: :
] Options
-1 *1 Print One Sided
[Se | OB DO S ShE el SR e
Collated
EHEl, S5 4 55 Es
"] Portrait Grientation -

I Letter

~

T Left: 1 = 1
1 Page Per Sheet -~

Hinh 6.5 : In tai liéu

- Copies: chon s6 ban in
- Printer : chon tén mdy in twong Gng dd duoc cai dat trong Windows. Néu may in
dang st dung khong co tén trong danh sach nay (nghia la chua dugc khai bao) thi
phai thuc hién cac budc sau:
o Nhip Start, chon Settings va nhép Printers.
o Nhap dup vao biéu twong Add Printer.
o Thuc hién cac budc cai dat may in cua chirc nang Add Printer
Wizard
- Pages : in s6 trang chon Iya bang cach gd céc s trang vao, dung déu «,” dé
phan cach cac trang roi, ddu gach nbi “-* dé in cac trang lién tiép
3. Tron van ban
Muc tiéeu:
- Xac dinh dung dang van ban can thuc hién tron thu
- Thuc hién thanh thao thao tdc tron thu
3.1. Cac khdi niém
Trong thuc té, d6i khi chiing ta can phai in van ban goi cho nhiéu ngudi
chang han nhu thu mai, phiéu bao diém, gidy chimg nhén, bang tot nghiép.
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Thay vi pha1 g0 nhu:ng thong tin cua tirng nguoi vao ndi dung cla tu’ng gidy chung
nhan (rat d& nhdm 14n), ta c¢6 thé dung coéng cu Mail Merge dé giai quyét van
détrén mot cach nhanh chong.

3.1.1. Tap tin data source

Mot file chira dit liéu ngudn thudng duoc trinh bay dudi dang bang biéu don gian
nhu table, sheet (cua Excel, Access) bao dam du sb cot, hang va ndi dung trong céc
0.

3.1.2. Tdp tin main document

Mot file vin ban mau da dugc trinh bay hoan chinh

3.2 Tron thuw
Budc 1. Tao tip tin Main chinh trong WORD nhu sau

Cong Ty TNHH XYZ
999 Pasteur, Q.1, TP.HCM
8223344 Ngay 30 thang 3 nam 2012

THU MOI
©Oe 3t o
Kinh goi:
Sinh nam:
Dia chi:

Moi sip xép thoi gian dén dy cudc phong van tuyén nhan su cho Cong ty.
Thoi gian:  gio, ngay
Dia diém:
Giam dbc
Tran Vin B

Budc 2. Tao tap tin nguén dir 1iéu trén Excel voi cac cot co tén tuong ung

Budc 3. Trén tap tin Main chinh trong Word

Chon Start Mail Merge trén tab Mailings va sau d6 chon Step by Step Mail
Merge Wizard.

Trinh Wizard s& m& ra mot cira s6 bén phai tai liéu. Ctra s6 ndy c6 thé di
chuyén bﬁng chuot dén mot vi tri mdi trén man hinh va ciing c6 thé thay doi kich
cO.

Pé thyc hién mail merge can phai qua 6 budc, lam theo hudng din bang
cach
chon nhitng tiy chon pht hop rdi nhan Next ¢ dudi cung ctia hop thoai, néu mudn
quay lai thi nhan vao Previous.

Trong muc Select document type da chon san Letters. Chon Next qua budc 2
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Trong muc Select starting document da chon san Use the current document.

Chon Next qua budc 3

Mail Merge

Select docun t type

¥ X [Mail Merge

what type of document are you
working on?

Select starting document

¥ X | Mail Merge

Select recipients

How do you want to set up your
letters?

(®) Use an existing list

(O select from Outlook contacts

© Letters (®) Use the current document
(O E-mail messages ;
() start from a template O Type a new st
O Envelopes
O Labels () start from existing document et et hra et
O pirectory Use the current document Use names and addresses from a
file or a database.
Letters Start from the document shown
Send letters to a group of here and use the Mail Merge | Browse...
people. You can personalize the wizard to add recipient
| h i . i ion. i = e
etter that each person receives information _‘/ Edit ,[ Select recipient list fil
Click Next to continue.
Step 2 of b Step 3 of 6

Step 1 of 6
D Next: Write your letter

@ MNext: Select recipients

= Next: Starting document
€ Previous: Starting document

s 2

@ Previous: Select document type

Hinh 6.6: Cac budc thuc hién Mail Merge
Trong muc Select recipients nhan nit Browse. Chon va mo file danh sach excel

da luu.
Chon Sheetl, OK
Select Table
MName Description  Modified Created Type
Sheet1$ 12/13/2009 6:07:23 AM  12/13/2009 6:07:23 AM  TABLE
Sheet2¢ 12/13/2009 6:07:23 AM  12/13/2009 6:07:23 AM TABLE
Sheet3$ 12/13/2009 6:07:23 AM  12/13/2009 6:07:23 AM TABLE
<l 1 | 3
First row of data contains column headers If OK I [ Cancel ]/
2|

Hinh 6.7: Chon file dé 1iy dir liéu

o) hdp thoai Mail Merge Recipents, ta cé thé loai bo hodc trich loc nhirng hang
khong mudn tao thu moi.

Nhan OK.

Nhén Next qua budc 4.
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Mail Merge - X

Write your letter

If you have not already done so,
write yvour letter now.

To add recipient information to
wour letter, click a location in the
document, and then click one of

Mail Merge v

Preview your letters
One of the merged letters is
previewed here. To preview
another letter, click one of the
Following:

Recipient: 1

Mail Merge - X

Complete the merge

Mail Merge is ready to produce
vour letters.

To personalize your letters, click
“Edit Individual Letters."” This will
open a new document with your

merged letters. To make changes
to all the letters, switch back to
the original document.

the items below.

5] Address block...

Find a recipient...
Make changes

You can also change your
recipient list:

=% Edit recipient list. ..

Merge

25 Print...

:g_] Edit individual letters. ..

=] Greeting line...

:j Electronic postage...

=8 More items... [ Exclude this recipient ]

When yvou have finished [ Merge to new document

previewing your letters, click
MNext. Then you can print the
merged letters or edit individual
letters to add personal
comments.

when you have finished writing
wour letter, click Next. Then vou
can preview and personalize each
recipient's letter.

Step 4 of 6 Step 5 of 6

= Next: Preview your letters % MNext: Complete the merge Step 6 of 6

4 Previous: Select recipients 4 Previous: Write your letter % Previous: Preview your letters

Hinh 6.7: Thyc hién budc 4, 5, 6 tiép theo
Trong muc Write your letter, nhin chon More items...

Dit con trd text ¢ vi tri xac dinh trong van ban mau, noi can chén dir 1i€u vao, 1 an
lugt chén cac field vao trong main document nhu sau:

Cong Ty TNHH XYZ
= 999 Posteur, Q.1, TP.HCM
8523344 MNgay 30 thang 3 ndm 2012
THU MOI
e
Kinhggi: «OBC» «HOTEN®

Sinh ndm: «N5»

Bia chi: «DIACHI»

Hinh 6.8: Chén cac Fiel can Merge

Nhén nut Next sang budc thi 6.

Chon Print néu muén in cac thu moi tryc tiép ra may in, chon Edit indidual
letters néu mudn xem trudc cac thu moi trong vin ban.

Trong hop thoai Merge to New Document c6 thé chon tao ra toan bo cac thu moi
c6 trong danh sach hodc chi chon tao thu moi cho mot ) nguoi.
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Merge records

() Current record
O From: ‘ ‘ To: ’ [

[ oK ][ Cancel ]

Hinh 6.9: Hop thoai lya chon dé xuét thong tin sau khi da dugc Tron dir liéu

BAI TAP THUC HANH WORD 5
KIEN THUC
Céau 1: Trinh bay cac budc va céch thuc hi¢n tron van ban?
Céu 2: Gia str ¢ van ban thuctap.doc. Hiy thyc hién cac yéu ciu sau:
- Xem van ban trudc khi in
- In céc trang chin
- Incac trang 1¢
- In tit ca cac trang
- In 3 ban thuctap.doc
Céau 3: Trinh bay cac chic nang hop thoai Page Setup?

Page Setup 3]
" l Paper H Layout
1 = Bottom: [1* ES
& Right: P |
Gutter: [o" = Gutter position: Left ~ ]
Orientation
| |
Portrait Landscape
Pages
Muiltiple pages: ‘ MNormal ~
Preview
Apply to: | whole document v1
Set As Default I OK I [ Cancel J

KY NANG:
YEU CAU :
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Ding chire niing trén viin ban dé in gidy quyét dinh lwong

BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUGNG CAO PANG NGHE DA NANG Péc lap - Tu do - Hanh phiic
S6:1234/TCCB-QDNL e
Pa Néing, ngay 31 thang 12 nam 2011

QUYET PINH CUA HIEU TRUONG
V/v nang bac luong cho nhan vién

HIEU TRUONG
- Can cir Nghi dinh s6 25/CP ngay 23/05/1993 ctia Chinh phii ban hanh tam thoi ché do
tién lwong ciia Cong chirc, vién chirc hanh chinh, su nghiép;
- Can Thong tu s6 04/1999/TT-TCCP ngay 20/03/1999 ciia Ban T6 chirc Can bo Chinh
phi, hudng dan thyc hién Nghi dinh s6 95/1998/ND-CP cua Chinh phi vé tuyén dung,
st dung va quan ly cong chirc;
- Theo dé nghi ciia Ong/Ba Trudng phong TCHC.

QUYET PINH
Piéu 1: Nang bac luvong cho Ong (Ba):
Pon vi :
Ngach : M4 s6:
Tu hé s6 :
Lén hé sb: ké tir ngay

Piéu 2: Ong (Ba) co tén ¢ didu 1 chiu trach nhiém thi hanh quyét dinh nay.

HIEU TRUONG

Noi nhan:
- Nhu diéu 2.
- Luu VT, TCHC

1) Soan danh sach nhan vién dugc nang luong va luu vao file ¢6 tén
“DanhSachNanglLuong.doc”

. A Mad |Tuhé | .. . | Lén ) .
TT Ho tén Tén ngach ngach ¥ Tu ngay hé s Tén don vi
1 | Lé Van Thanh | Chuyénvién | 1003 | 2.67 | 1/10/11 | 3.0 Ph"cﬁnl;anh
2 | Ngo vanHign | Chvenvien o0 | 30 | 111001 | 333 | Phonghanh
chinh chinh
3 Nguyén Vin Liém Ch“yerclg;en “% 1001 | 5.08 | 15/5/11 | 5.42 | Phong thiétbi
. . Phong k¥
4 | Pham Minh K¥ su 6033 | 3.33 | 11/12/11 | 3.33 oat

5 |LeLan Ch“cyhei?ﬂflen 10021 508 | 154/11 | 542 | Phong quén tri

Phong tai

6 | Nguyen Huong Chuyén vién 1003 3.66 | 5/9/11 3.99 chinh
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l. Soan mau nhu sau luu véi tén QbNangLuong.doc va thyc hién tron Qb
nang luong ty dong cho cic nhan vién
2. Tao PassWord 123456 cho file QbNangLuong.doc cho file

4. In file QDPNangLuong.doc
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Bai 7: TONG QUAN VE BANG TINH EXCEL
Ma bai: 07.7
Giéi thi¢u:

Hang ngay cong viéc thuong xuyén nhét cia mot nhan vién van phong 6 1a
soan thao vian ban. Pay 1a mot cong viéc d& gay nham chan. Nhung néu chung ta la
mot ké toan vién thi cong viée tinh toan 13 cong viéc gan giii nhit. Dé phuc vu cho
cong viée tinh toan day cang thang va dam bao tinh chinh xé4c tuyét d6i cling nhu
qui md tinh toan va d¢ phuc tap, Microsoft viét ra mot trinh ung dung chuyén vé
tinh toan d6 1a MS Excel.

Muc tiéu:

- Trinh bay dugc khai niém vé bang tinh;

- M0 ta duogc cach thic to chirc 1am viéc trén bang tinh;
- Thuyec hién cac thao tac an toan v&i may tinh.

1 Gi6i thiéu Excel :

Muc tiéu:

- Hiéu diing chirc nang co ban ciia phan mém Excel la tinh todn.

- Trinh bay diing khdi niém vé bdng tinh
1.1 Gidi thigu vé Excel:

Microsoft Excel 1a mot phan mém hay 13 mot chuong trinh tmg dung, ma
khi chay chuong trinh tmg dung nay s€ tao ra mgt bang tinh va bang tinh nay gitp
ta dé dang hon trong viéc thyc hién:

e Tinh toan dai s, phan tich dir liéu

e Lap bang biéu bao céo, to chirc danh sach

e Truy cép cac ngudn dit liéu khac nhau

e V&do thi va cac so do

e Ty dong hoa cac cong viéc bang cac macro

e Va nhiéu tmg dung khac dé gitip chung ta c6 thé phan tich nhiéu loai hinh bai
toan khac nhau.

1.2. Trinh bay cdc khdi niém:

Ribbon 1a gi?

Ribbon: Excel 2010 thay doi giao dién nguoi dung tir viéc str dung cac thanh thyc

don truyén thong thanh cac cum 1énh dé& dang truy cap dugc trinh bay ngay trén

man hinh goi 1a Ribbon. C6 cadc nhom Ribbon chinh: Home, Insert, Page Layout,

Formulas, Data, Reviews, View, Developer, Add-Ins.

Home Insert Page Layout Formulas Data Review View & @ =
= e . a7 | = z . = . E;| ! g, EeInsetr  E - A }}
B T~ Calibri 11 A =¢  General ) 0 (B 2 oetete + | [ Z? .
¥ B F U~ liv M- A~ = = x| $ v Y% 9 %8 ;% Conditional Format Cell Sort & Find &
o e F-3 = 00

Paste o
hd Formatting v as Table v Styles» | £l Format~ | &2~ Fitter+ select~

Clipboard Font Alignment MNumber Styles Cells Editing
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Hinh 7.1 Thanh c6ng cu Ribbon

Home: La noi chira cac ntt 1énh dugc st dung thuong xuyén trong qua trinh lam
viéc nhu: cat, dan, sao chép, dinh dang tai li¢u, cac ki€éu mau c6 san, chén hay x6a
dong hoac cdt, sap x€p, tim ki€m, loc dit liéu,...

Insert: Chén cac loai d6i tuong vao bang tinh nhu: bang biéu, v& so dd, do thi, ky
hiéu, ...

Page Layout: Chita cac nit 1énh vé viéc hién thi bang tinh va thiét 1ap in an.
Formulas: Chén cong thuc, dat tén vung (range),

cong cu kiém tra theo ddi cong thuc, diéu khién viéc tinh toan cua Excel.

Data: Cac nut 1énh thao d6i voi dit liéu trong va ngoai Excel, cac danh sach, phan
tich dir liéu,...

Review: Cac nut 1énh kiém 16i chinh ta, hd trg dich tir, thém cha thich vao cac 0,
cac thiét 1ap bao vé bang tinh.

View: Thiét 1ap cac ché do hién thi ctia bang tinh nhu: phong to, thu nho, chia man
hinh, ...

Developer: Tab nay mac dinh duoc an vi chi hiru dung cho céac 1ap trinh vién,
nhitng nguoi c6 hiéu biét vé VBA. Pé md nhom nay nhéan vao nut Office ->Excel
Options ->Popular ->Chon Show Developer tab in the Ribbon.

Add-Ins: Tab nay chi xuét hién khi Excel mé mot tap tin co6 s dung céc tién ich
bo sung, cac ham bo sung, ...

St dung thwe don ngir canh (shortcut menu)

Khi mudn thuc hién mét thao tac nao do6 trén dbi tuong (0, vung, bang biéu, dd thi,
hinh v&...) trong bang tinh, chiing ta hiy nhip phai chudt 1én d6i twong d6. Lap tirc
mot thanh thuc don hién ra chtra cac 1énh thong dung c6 thé hiéu chinh hay ap
dung cho ddi trgng ma chung ta chon.

Calibri 11~ A" A7 % - % o+ B4

B 7 = & - A - 5l o- 50 00 g

: d&  Cut

H5=  Copy
[F=N Paste Options:
=
e Hinh 7.2 Thyc don ngit canh
Insert...
Delete...
Clear Contents
Filter
Sort

Insert Comment

9L

Farmat Cells...
Pick From Drop-down List...
Define Mame...

) Hyperlink...
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1.3 M6 ti ciu triic ciia mét bang tinh:

o Workbook: Trong Excel, mot workbook 1a mdt tap tin ma trén dé chung ta lam
viéc (tinh toan, v& dd thi, ...) va luu trit dit liéu. Vi mdi workbook c6 thé chira
nhiéu sheet (bang tinh), do vy chiing ta c6 thé t6 chirc, luu trit nhiéu loai thong
tin ¢6 lién quan voi nhau chi trong mot tap tin (file). Mot workbook chira rat
nhiéu worksheet hay chart sheet tiiy thudc vao bo nhd may tinh cta ching ta.

o Worksheet: Con goi tat 1a sheet, 12 noi luu trit va lam viée véi dit liéu, con duoc
goi 1 bang tinh. Mot worksheet chtra nhiéu 6 (cell), cac 6 duoc to chirc thanh
cac cOt va cac dong. Worksheet dugc chtra trong workbook. Mot Worksheet
chtra dugc 16.384 cot va 1.048.576 dong (phién ban cii chi chira dugc 256 cot va
65.536 dong).

e Chart sheet: Cling 12 mot sheet trong workbook, nhung chi chira mdt dd thi.
Mot chart sheet rat hiru ich khi chung ta mudn xem riéng 1é timg d0 thi.

o Sheet tabs: Tén cia cac sheet s& thé hién trén cac tab dat tai gbc trai duoi cua
ctra sO workbook. D¢ di chuyén tir sheet nay sang sheet khac ta chi viéc nhip
chudt vao tén sheet can dén trong thanh sheet tab.

Workbook

[ Worksheet [ J [ Chartsheet J [ Chartsheet ‘ ‘

——

1048576 dong 16384 cot

Worksheet

Cells

Hinh 7.3 Cac thanh phan caa Workbook

Excel 2010 dung dinh dang tap tin mic dinh 1a “.XLSX” (dya trén chuan XML
gitip viée trao doi dir liéu gitra cac tng dung dugc dé dang hon) thay cho dinh dang
chuan trude day 1a “XLS”.
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m Home Insert Page Layout Formulas Data Review View & a o B E2
= Calibri i - = 5;1 St General || A galnsert I v W \?a
& B3 B 7 U~ | A & =EE- $-% ¢ . % Delete - | [g]v # o
RS E & A EE WS *" | EiFomat~ | 2+ Fiter~ selecte
Clipboard Font = Alignment MNumber Fl Cells Editing
D3 - b -
A B C D E F G H 1 J K =
A |
2
El —
.|
) =
= =
7
8
9
10 LS
11
12
13
14
15 4
4 4 » M| Sheetl  Sheet? - Sheet3 ~¥J 4] il | » 1
Ready | 73 | |[E@E 0% = { T

Hinh 7.4 Giao dién Excel 2010

e Nut Iénh Office chira cac 1énh rat thuong hay sir dung nhu tao tap tin méi, mo
tap tin, luu tap tin, ... va danh muc céc tap tin da mé trude d6. Nut Iénh Office
gidng nhu thyc don File ciia cac phién ban trude.

e Chung ta c6 thé ché bién thanh cac 1énh truy cip nhanh chita cic 1énh ma ta hay
st dung nhét. Nhan vao |¥ dé mé danh muc cac 1énh va Y lvao céc 1énh can cho
hién 1én thanh 1énh truy cdp nhanh. Néu cac nat 1énh & day con qua it chung ta
c6 thé nhan chon More Commands... 3é mé ctra s6 diéu ché thanh Iénh truy cap
nhanh

Data evie

File

Home

Insert

Page Layout

Formulas

el Save
Save As
= open

B Close

Recent
New
Print
Share
Help

3 oOstions

B et

Information about Bookl

I Product Activation Required

- Microzoft Office Mondo 2010 requires a valid product license. Activate your

S product key now to obtain a valid product license.
Activate
Product

— Permissions

0= 4

(=T Anyone can open, copy, and change any part of this workbook.
Protect

Workbook =

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and author's name

,,,,,

Versions

You can open or delete a version file. Most autosaved versions are deleted when

you close this file,

aaaaa %1 There are no previous versions of this file.

Hinh 7.5 Cac 1énh trong thyc don Office
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Customize Quick Access Toolbar

Mews

Cpen

Save

E-mail

Quick Print
Print Preview
Spelling

Unda

Redo

Sort Ascending
Sort Descending
DJpen Recent File

KMore Commands...

Show Below the Ribbon

Hinh 7.6 Bang luya chon 1€nh truy cép nhanh

General 7j . I
‘% Custamize the Rikbon.
Formulas
Choose commands fram: G Customize the Ribbon: G
Proofing |Papular Commands ~ [Main Tabs 4
Save
All Chart Types... -~ Main Tabs
Cepp e iT Borders v = Hame
Advanced Calculate Mow Clipboard
————— Center Font
| customize Ribbon | Y Conditional Formatting > Alignment
i 1 Connections Mumber
Quick Access Toolbar Copy Styles
= Custom Sart.. Cells
Add-Ins i Editing
Trust Center Decrease Font Size Insert
Delete Cells... Page Layout
Delete Sheet Columns Formulas
Delete Sheet Rows Crata
=1 E-mail Review
Filter =] wiews
Font e [l Developer E]
M Faont Color » =] &dd-Ins
Font Size & Background Removal
= Format Cells...
# Format Painter
EE Freeze Panes »
A Increase Font Size
5= Insert Cells...
J= Insert Function...
4" Insert Sheet Columns
TS Insert Shest Rows
L [ MewTab | [ Mew croup | [ Rename.. |
[F3d Merge & Center
8 Mame Manager Customizations: :
“%. Bgenn. F Import/Export ~ |G
[ oK ] [ cancel ]

Hinh 7.7 Hop thoai dé ché bién thanh céc 1énh truy cap nhanh

2. Cac Iénh co ban d6i véi bang tinh

Muc tiéeu:

- Thao tac thanh thao véi cac 1énh thuc hién doi véi bang tinh dung theo yéu cau.

2.1 Tao mdi bdang tinh

Chon nut Office ->New, mot hop thoai hién ra (xem hinh bén dudi) cung cép nhiéu
lua chon dé tao workbook nhu: workbook tréng, workbook theo mau dung san,
workbook dya trén mot workbook di co. Pé tao workbook tréng, chung ta chon
Blank workbook va nhip nut Create.
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g Home Insert Page Layout Formulas Data Rewviews wiews
Ll Save

B save As

Available Templates

ES ©open fat Home
Eaf Close
Info | 1 p
Recent Blank Recent Sample Iy templates Mew from
werkbook templates templates existing
m Zil S =
Print - E——
Share = H
. Agendas Budgets Calendars Expense Forms Inventories
P reports
[z Add-Ins =
o —
g =
] Options T =0 —
23 4 i
B3 Exit F
Invoice: List: Plan Planne Purchase Receipts
orde
Gl
| B
Schedules Staticnery Time sheets More

categories

Hinh 7.8: Minh hoa Tao bang tinh mé&i
2.2 Mo bang tinh da tao:

Mot tap tin c6 san c6 thé duge md bang nhiéu cach:

1. Chon nut Office ->chon tén tap tin trong danh sach Recent Documents,
c6 thé co tdi da 50 tén tap tin dugc s dung gan dy nhat trong danh sach
nay (dé diéu chinh thi nhin vao nat Office ->Excel Options ->Advance -
>phan Display ->Show this number of Recent Documents ).

2. Dung trinh quan 1y tap tin nhu Windows Explorer, im dén noi luu trit tap
tin va nhap chudt hai lan 1én tén tap tin.

3. Chon nut Office ->Open, hop thoai Open hién ra. Trong hdp thoai Open,
chung ta phai tim dén noi luu trix tap tin (tai Look In) va chon tén tip tin cn
mo sau d6 nhan nit Open dé ma tap tin. Céac tiy chon cta nit Open trong
hop thoai Open: Open (md binh thuong), Open Read-Only (Khong luu de
duoc nhitng thay doi), Open as Copy (Tao ban sao cia tap tin va mo ra),
Open in Browser (M0 tap tin bang trinh duyét web mic dinh), Open and
Repair (R4t hitu dung trong trudng hop tap tin bi 16i).
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Loak in: | h"j My Docurnents w |
= ) Dowrloads
_,.J My Daka Sources
My Office Live || my Music
Worlispace lj‘_n}My Pictures
L\§ )My Received Files
3 )My Scans

My Recent @My Videns

bocuments [y Virtual Machines
= [)5naglt Catalog
’- Iﬁtest
Deskiop [52)My sharing Folders
E st xlsx

&

My Docurments

Hinh 7.9: Minh hoa M¢& bang tinh d3 tao san
2.3 Luu bang tinh

ot diéu can luu y khi lam viéc trén may tinh 1a cac chiing ta phai nhé thuc hién
1€nh luu lai cong viéc da thuc hién thuong xuyén. Viéc ra 1€nh luu trir khong ton
nhiéu thoi gian nhung néu may bi hong hay cip dién dot ngdt co thé mat tong ca
gid lam viéc cua chung ta. Nham an toan cho dit liéu, chung ta nén bat tinh nang
Auto Recover, Excel sé ty dong thuc hién 1€nh luu theo thoi gian qui dinh (méc
dinh 13 10 phat luu mot 1an). Dé sir dung tinh ning Auto Recover ching ta chon
nut Office ->Excel Options ->€av2_sau d6 danh dau chon [I[1vao Save

. . 10 .
AutoRecover information every' *| minutes.
Save As E]gl
Save in: |[D My Documents vl @ - X CwE-
J g IE)ﬂ?fmlé)naI?: c;sources

ty Office Live | |28 vy Music
Wurﬁspace [ﬂMy Pictures
LMy Received Files
5 LMy Scans
B | (B vies
(MY irtual Machines
= L) Snaglt Catalog
@ btest
Desktop (51 My Sharing Folders
EH est. xlsx

Map Metwork Drive..

Properties
Meek Options: |Book1.x|sx v|
G | Opti
EERERCIens |Excel workboak (*,xlsx) v|
LCompress Pictures...
]

Hinh 7.10: Minh hoa luu tap tin
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Mot s6 cach luu workbook:

1. Chon nut Office ->Save

2. Nhip chudt 1én nat = trén thanh 1énh truy cip nhanh (Quick Access Tollbar).
3. Dung t6 hop phim <Ctrl+S> hodc <Shift+F12>.

Néu tap tin da duoc luu trude do6 roi thi Excel s& luu tiép cic phan cap nhat, con
néu la tap tin dugc ra I¢nh luu lan dau thi hop thoai Save As hi¢n ra. Trong hop
thoai Save As, chung ta hay chon noi luu trit tip tin (tai Look In) va dat tén cho
tap tin tai hop File name, chon kiéu tap tin tai Save as type va sau do nhéan nat
Save dé luu trir.

Qui tat dat tén: Dt tén tap tin Excel dung chung qui tit dat tén tap tin cua
Windows. Tén tap tin c6 thé dai téi 255 ky tw bao gdm ca khoang trang. Tuy nhién
trong tén tap tin khong dugc dung cac ky hi¢u nhu: \ 2 : * “ <> |

Pé bao mat tap tin, chiing ta c6 thé gan mat ma bao v¢, khi do can phai biét
mat ma mdi duge phép mo tap tin (trir nhitng cach ta dao!).

B1. Nhén nat Office ->Save As, hop thoai Save As hién ra.
B2. Nhan nat Tools ->chon General Options..., hop thoai General Options hién ra

B3. Nhap mat ma mé va hiéu chinh workbook (hai mat ma nay nén khac nhau dé
ting bao mat). Sau d6 nhan nat OK

B4. X4c nhan lai mat md m& workbook. Sau d6 nhan nit OK
B5. X4c nhan lai mat ma hiéu chinh workbook. Sau d6 nhan nit OK

B6. Nhin nut Save dé hoan tat.

General Options @@ Confirm Password @@

[] abways create backup Reenter password to proceed,
File sharing ssneel
Password to open: TTYTYY

Zaution; If you lose or Forget the passward, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place, (Remember that passwords are case-sensitive. )

Password to modify: (ees

[] read-only recommended
I (0] 4 I [ Zancel ] [ K ] [ Zancel

Hinh 7.11: Dung mat ma bao vé workbook

Céc tuy chon trong hop General Options: Always create backup (tao ban sao cd
dudi * xlk trude khi gan mat ma), Password to Open (mat ma dé mo workbook),
Password to modify (mat ma dé cap nhat ndi dung workbook), Read-only
recommended (m¢ dudi dang chi doc).



93

2.4 Két thiic lam viéc véi Excel:

Mot sb cach dong:

1. Chon nut Office ->Close

2. Dung chudt chon nit % & goc trén bén phai (trén thanh tiéu dé).

3. Dung t6 hop phim <Ctrl+F4> hoic <Ctrl+W>. Néu workbook co sy thay doi
noi dung thi Excel s& nhic chung ta luu lai cac thay doi do.

* Sip xép workbook

Khi mé nhiéu workbook cung lic va can tham khao qua lai, dé thuan ti¢n ta nén
sap xép lai: R€ chudt nhan vao nhom 1énh View ->chon nut

Arrange All ->Chon kiéu bd tri thich hop.

iew | view
) 5 m = ]
=] [B] | L ===
Mormai| Page 9 Gridiines [@] Head om  100% Zoom to Save  Switeh | Macros
Layout B Fu cadng Selectio orkspace Windows ~
Workbook - indo Ma -
Fa1 - E|x
] reuter.xls [Compatibility Mode] GA
B & A B c D
; 1 SOHD  SOHLENH REFORDERID CONFIRMNO
;- - 2 (00001050 'B000231009014077 23/10/200900:54:52930240 | 23/10/200900:54:54,
3 00000999 'B000231009014085 23/10/200900:56:29920248  23/10/200900:56:40
4 |Date Tine 4 00000999 '8000231009014088  23/10/- 1 23/10/:
5 02.Dec-0! 5 00000999 'B000231009014094 23/10/200900:58:18930257 23/10/200900:58:19
6 6 00000999 '8000231009014095 23/10/200900:58:26930258  23/10/200900:58:27
; [T el ns of eetve e ke 7 (00000999 "3000231009014100 23/10/200900:59:00930263 | 23/10/200900:59:00:
& 00000993 8000231009014104 23/10/200900:58:16930267  23/10/200900:59:16
35 9 (00001050 '3000231009014108 | 23/10/200900:59:41930271 | 23/10/200900:59:41
1 10 (00000999 "5000231009014111 23/10/200300:59:57930274 |23/10/200900:59:57
12 Lt
136 i 56 1=l
14 Match Price _Net Change Pct. Change Trs || =
. T g |||
16 15
17 1 -A |28
s : o |1
=N 18
20 4 -P :
21 5 v (P2
22 6 -5 2
23 7 -5 |22

Hinh 7.12: Sép xép cac workbook trong cira s6 Excel

3. Cac thao tac can ban trén m¢t bang tinh:

Muc tiéu:

- Thuc hién thanh thao cac thao tac trén bang tinh.

3.1. Di chuyén trong bing tinh:

Chung ta c6 thé dung chudt, cac phim ->, thanh cudn doc, thanh cudn ngang, sheet
tab, cac to hop phim tat dé di chuyén qua lai giita cic sheet hay di dén cac noi bat
ky trong bang tinh.

Thanh cudn doc, thanh cudn ngang

Thanh cuén doc va thanh cubn ngang dugc goi chung 1a cac thanh cudn (scroll
bars). Bi vi man hinh Excel chi ¢ thé hién thi (cho xem) mot phan ctia bang tinh
dang thao tac, nén ta phai dung thanh cuén doc dé xem phan bén trén hay bén duwéi
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bang tinh va diung thanh cuén ngang dé xem phan bén trdi hay bén phdi ciia bang
tinh.
-Thanh cudn doc la thanh dai nhat, ndm doc & bén 1& phai; hai dau c6 hai miii tén
1én va mili tén xudng; ¢ gitta co thanh trugt dé cudn man hinh 1én xudng.
-Thanh cudn ngang 13 thanh nim ngang, thir hai tir dudi man hinh dém 1én. C6
hinh dang gidng thanh cudn doc, chi khac 1a nim ngang.
14 I b

Hinh 7.13: Thanh cuén ngang
Thao tac:
-Nhip chudt vao miii tén sang trai d¢ cudn man hinh di sang trai.
-Nhip chudt vao mili tén sang phai dé cuén man hinh sang phai.
Thanh Sheet tab

Pé di chuyén qua lai giita cac sheet ta nhap chudt 1én tén cia sheet trén thanh sheet
tab. Ngoai ra ching ta cé thé dung <Ctrl + Page Up> ¢ di chuyén dén sheet lién
trude sheet hién hanh va <Ctrl+Page Down> d¢ di chuyén dén sheet lién sau sheet
hién hanh. Dé trd vé sheet diu tién chiing ta nhap chudt va nit 4 trén thanh sheet
tab va dé dén sheet cudi cung thi chiing ta nhip chudt vao nit trén thanh * sheet
tab. Néu mudn dén mot sheet nao d6 trong truong hop c¢6 qua nhiéu sheet thi
ching ta hiy nhap phai chudt vao thanh * 4 » ¥ va chon tén sheet can dén.

|4 4 » ¥ Sheetl ~Sheet2 ~ Sheet3 ~¥J

Dén sheet dau Sheet hien hanh Tao sheet mai

We sheet trroc | Pen sheet cuoi
Peén sheet san

Hinh 7.14: Sir dung cac to hop phim tit dé di chuyén
Pé dén duogc noi can thiét trong bang tinh ngoai viéc dung chudt cudn cac
thanh cudn ngang va doc, cac phim mili tén thi chiing ta nén nhé céc t6 hop phim &
bang bén duéi dé giup di chuyén dugc nhanh hon.
Cic phim tat di chuyén nhanh trong bang tinh

Nhén phim Di chuyén
— hodc Tab Sang 6 bén phai
<« hoac Shift + Tab Sang 6 bén trai
i Lén dong
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! Xubng dong
Home Dén 6 ¢ cot A ciia dong hién hanh
Ctrl + Home Dén dia chi 6 Al trong worksheet
Ctrl + End Dén dia chi 6 co chtra dit liéu sau cung trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trai mot man hinh
Alt + Page Down Di chuyén 6 hién hanh qua phai mot manh hinh
Page Up Di chuyén 6 hién hanh Ién trén mot man hinh
Page Down Di chuyén 6 hién hanh xudng duéi mot man hinh
F5 Mo hdp thoai Go To
End+ —>ioac Ctrl + Pén 6 bén phai du tién ma trude hodc sau 13 6 trong
End + « hoac Ctrl + T Y ] . , . N
- Dén 0 bén trai dau tién ma trudce hoac sau la 6 trong

End + 1 hodc Ctrl + 1 | Lén 6 phia trén dau tién ma trén hodc dudi 1a 6 tréng

End + | hodc Ctrl + | | Xudng 6 phia duéi dau tién ma trén hoic dudi 14 6 tréng

Ctrl + Page Up Di chuyén dén sheet phia truéc sheet hién hanh

Ctrl + Page Down Di chuyén dén sheet phia sau sheet hién hanh

3.2 Chon vung lam viéc:
Nhén dang 6 va vung (cells, range)

Dia chi mét 6 trong Excel dugc xac dinh béi ti€u dé cot va sb tht tu cua
dong. Mot viing trong bang tinh dugc xac dinh bang dia chi cia 6 & goc trén bén
trai ctia ving va dia chi 6 goc dudi bén phai ctia viing (c6 ddu : phan cach). Pic
biét, dia chi cia cd mdt cdt hodc dong dugc xéac dinh 1a <¢én cor>:<tén cor> (vi du
cOt A thi duoc xac dinh ngén gon la A:4) va <sé d()ng>:<s6' dong> (vi du dia chi
cua ca mot dong 4 1a 4:4).

A B c D = 7 G H b
1 Baitedn ddutw| ]
2 T#n  DPdutut6ida Sudt thulgi S6ndm TP dai han iRR-ItRR}
3 Trai phiéu dadg tu 250% hingnim ddo han (l-ves,0-no) Pinhgid |(l-yves, 0-no) !
4 | ACME Chemical 365% 1 1 1Cekiétl 0 !
DynaStar | i 950% 10 1 T R
6 | Eagle Vision i 10.00% 6 0  4Knitd | 1 |
7 | MicroModeling | | 875% 10 1 1-Cckits 0 !
8 OpiiPro 1 925% o Tt} 1|
9 | Sabre Systems (N i 0.00% 13 1 IRttt 10 ! e
10 | Téng ddu tu: L 4 Téng: " TI Téng: | 1 Tdng: i
11 —Fiéndanges»] $750,000 Véucdu: $375,000 Chophép: | $262500 |
12 Fli-BII603 Hit- B35 i Bl
13 \ P
Lk Bil <H2:H12
15
| 4

ar — —
4 4 M| GRIPT-TH  QHTT-TH, DHV-TH  Investment - TH - GaiPT . QHTT  DHIN ¥

Hinh 7.15: Dia chi 6 va vung



