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LOI NOI PAU

Cho t6i nay, hau nhu ai sir dung may vi tinh cho cong viéc cia minh déu
str dung phan mém vin phong nao d6 nhu xir 1y vin ban, trang tinh dién tir, quan
tri co s& dir li¢u, st dung Internet, thu dién tir, thiét ké trang web... Hiéu biét va
str dung thanh thao tin hoc vin phong 1a nhimg diéu can thiét dau tién khi bat
dau str dung may vi tinh. Nhimg phin mém méi thuong xuyén duge dua vao cac
tinh ning mai tan dung cdu hinh may tinh ngay cang manh hon lam cho viéc sir
dung mdy vi tinh trong cong viéc van phong ngdy cang don gian hon. Nhiéu
cong viée trude dy phai 1ap trinh rit vat va va phirc tap, nay da duoc giai quyét
bang mot vai thao tac va ciing chi cin vai thao tac ngudi st dung c6 thé dén
dugc tng dung minh can quan tdm. Piéu d6 1am thay doi tan gbc cach tiép nhan
va truyén dat céc tri thirc vé phan mém tng dung. Vi vdy hoc dé giam thoi gian
tién hanh cong viéc ctia minh so véi khi theo cach cii, déng thoi voi nguoi bat
dau thi khong phai mat thoi gian tim hiéu, hoc tap nhiing thir d3 lac hau va kém
hi¢u qua.

M6 dun tin hoc van phong 1a mét mo dun chuyén moén cua hoc vién nganh
stra chita may tinh va quan tri mang. M6 dun nay nham trang bi cho hoc vién
cac truong cong nhan k¥ thuét va cac trung tAm day nghé nhiing kién thirc vé tin
hoc van phong..véi cac kién thic nay hoc vién co6 thé ap dung truc tiép vao linh
vuc san xuat ciing nhu doi séng. M6 dun nay ciing c6 thé 1am tai liéu tham khao
cho cac can by k¥ thuat, cac hoc vién cua cac nghanh khac quan tam dén linh
VUc nay.

Mic du di c6 nhitng ¢ gang dé hoan thanh gido trinh theo ké hoach,
nhung do han ché vé thdi gian va kinh nghiém soan thao gido trinh, nén tai liéu
chic chin con nhitng khiém khuyét. R4t mong nhan duoc sy dong gop v kién
ctia cac thay co trong Khoa ciing nhu cac ban sinh vién va nhitng ai st dung tai
liéu nay.

Xin chan thanh cim on !

Ha Noi, ngay..... thang....nam 2021

Chu bién: Lé Trong Hung
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CHUONG TRINH MO PUN
Tén mo dun: Tin hoc van phong
Ma s6 mé dun: MP 09
Thoi gian mé dun: 60 gid (Ly thuyét: 18 gid; Thuc hanh, thi nghiém, thao
ludn, bai tap: 40 gio; Kiém tra: 2 gio)
I. VI TRi, TINH CHAT CUA MO PUN
- Vi tri:

+ M6 dun dugc bo tri sau khi sinh vién hoc xong cdc moén hoc chung, Anh
van chuyén nganh. Trudc cac mon hoc/mo dun dao tao chuyén mon nghé.

- Tinh chét:

+ La md dun co s& bét budc.
II. MUC TIEU MO PUN

- V& kién thuc:

+ Soan thao dugc cac van ban theo dung tiéu chuan, quy cach trinh bay
van ban.

- Vé k¥ ning:

+ St dung thanh thao phan mém soan thao vin ban (Microsoft Word) dé
tao cac tai liéu dat tiéu chuan vin phong;

+ Str dung thanh thao phan mém bang tinh (Microsoft Excel) dé tao 1ap,
biéu dién cac kiéu dir liéu: s, chudi ky tu, thoi gian, biéu dd...;

+ Sir dung thanh thao phan mém trinh dién (Microsoft PowerPoint) dé tao
1ap, trinh dién bao cdo, chuyén d& mot cach chuyén nghiép.

-Vé nang luc tu chu va trach nhiém:

+ Nhanh nhen, linh hoat trong thao tac soan thdo van bang, bang tinh;

+ Binh tinh khi thuyét trinh voi sy hd trg ctia phan mém may tinh.



I11. NOI DUNG MO PUN

Thoi gian
Thuc hanh, | Kiém
TT | Téncicbaitrongmé dun | Téong | Ly | thinghiém, | Tra*
sO | thuyét | thao luin,
Bai tap

1 K¥ thuéat soan thao van ban | 15 3 12

2 | Xt 1y bang biéu (Table) 3 3

3 | Bao mat va In 4n 1 1

4 | K¥ thuat xu 1y bang tinh 2 2

5 | Ham va Truy van dit liéu 15 3 11 1

6 | Do thivaIn an 4 1 2

7 | Tong quan Powerpoint 3 2 1

8 | Hiéu tmg va Trinh dién 12 3 8 1

Cong 60 18 40 2




Bai 1
Ky thuat soan thiao van ban

Muc tiéu

- Hiéu duogc trinh soan thao vén ban;

- Nam duoc céc thao tac can ban trén mot tai liéu;

- St dung duogc cac ddi tuong va hiéu ing dé trinh bay van ban;

- Nam duoc céc cach thuc dinh dang van ban;

- Nhanh nhen trong thao tac g6 van ban;

- Thich th v nhitng tién ich hd trg soan thao van ban nhanh.
1.1 B4 phian mém tin hoc vin phong Microsoft

Soan thao van ban 1a cong viéc dugc sir dung rat nhiéu trong co quan, xi
nghiép, truong hoc cling nhu nhu cau cua bat ky cd nhan nao hién nay.

Ngay nay khi ma cong nghé thong tin con dang phat trién ram rd, cong
nghé thay doi timg ngay, nhiing bai toan, nhiing khé khan ciia con nguoi dang
dan dan duoc may tinh hoa, thi viéc soan thao nhitng van ban bang may tinh da
tré thanh nhiing cong viéc rat binh thudng cho bat ky ai biét sir dung mdy tinh.
Mot trong nhitng phan mém duoc may tinh duoc st dung rong rai nhét hién nay
1a Microsoft word cua hing Microsoft hay con goi 1a phan mém winword

Ra doi vao cubi nam 1980, dén nay ph?m mém Winword d3 dat duoc téi su
hoan héo trong linh vuc soan thao van ban cling nhu trong linh vuc van phong
cua bd phﬁn mém Microsoft Office noi chung. Co thé liét ké dic diém noi bat
ctia phan mém nay nhu sau:

Cung cap day du cac k¥ ning soan thao va dinh dang vin ban da dang, dé
st dung.

Kha niang d6 hoa d3 manh dan 1én, két hop voi cong nghé OLE (Objects
Linking and Embeding) ban c6 thé chén duoc nhiéu hon nhimg gi ngoai hinh
anh va am thanh 18n tai liéu word nhu: biéu d6, bang tinh,vv...

C6 thé kiét xuat, nhap dir liéu dudi nhiéu dang dinh dang khac nhau. Dic
biét kha nang chuyén doi dit liéu giita word va cac phan mém khac trong bo
Microsoft Office da 1am cho viéc xtr Iy cac ing dung van phong tr& 1€n don gidn
va hiéu qua hon.

Dé dang két chuyén tai liéu thanh dang HTML dé chia sé dit liéu trén dang
ndi b, cling nhu mang Internet.



Khéi dong Microsoft word

sau day dé khoi dong:

Co rat nhiéu cach co thé khoi dong duge phan mém word. Tuy vao muc
dich 1am viéc, s& thich hodc su ti¢n dung ma ta c6 thé chon mdt trong cac cach

Cach 1: Chon Iénh Start cuia Windows: Start | Programs | Microsoft
Word

windows, vv...

Ciach 2: Nhay kép chudt 1én biéu tuong ctia phan mém Word néu nhu nhin
thay no bat ky & chd nao: Trén thanh tic vu (task bar), trén man hinh nén cta

Ciach 3: Néu mudn mé nhanh mot tép van ban vira soan thao gan day nhat
trén may tinh dang lam viéc, co thé chon Start | Documents, chon tén té€p van

ban can md. Khi d6 word s€ kho1 dong va mé ngay t€p van ban vura chi dinh.
Thoat khoéi méi tredng lam viéc
cach sau:

Khi khong lam viéc vé1 Word, ban co thé thuc hién theo mot trong cac
- M6 muc chon File | Exit hodc Nhan t6 hop phim tat Alt + F4
Moi trwong lam viéc

Sau khi khéi1 dong xong, man hinh lam viéc cua word thuong c6 dang
nhu sau:

Quick Access Thanh system
. _~ Toolbar button —__
G B L ¥ = _I I 'r—|. _= -
Tvateche [ «| X & | &= 0 ! AsBbCel| AaBbC Aab daltbi e
B F M cemax -'-I'.'-. IIIII LI 1 1 4 ;
| ||. |
_— W
Thude ngang, "
. Tab cong cu
thiecée doc .
soan thao
Vung soan
thao
Thanh Status

Bar

Hinh 1.1 Cua s6 lam viéc cua microsoft word
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Thuong thi mdi trudng lam viée trén word gdm 4 thanh phan chinh:

- Cira s6 soan thao tai liéu: La noi dé ché ban tai liéu. Ban c6 thé gd vin
ban, dinh dang, chén céac hinh anh 1én day. Noi dung trén ctra ) nay s¢ duoc in
ra may in khi st dung Iénh in.

- Hé thong bang chon (menu): Chira cac 1énh dé goi téi cac chirc ning
ctia word trong khi lam viéc. Ban phai ding chudt dé mo cac muc chon nay, doi
khi ciing c6 thé dung t6 hop phim tat dé goi nhanh t&i cac muc chon.

- H¢ théng thanh cong cu: Bao gdm rat nhiéu thanh cong cu, mdi thanh
cong cu bao gé)m cac nat 1énh dé phuc vu mdt nhém cong vi¢c nao do. Vi du:
Khi soan thao van ban, ban phai st dung dén thanh cong cu chuin Standard va
thanh cong cu dinh dang Formating; hodc khi v€ hinh can dén thanh cong cu
Drawing dé lam viéc

- Thuwée ké: Gom 2 thude (ruler) bao vién trang van ban. St dung thudc
nay ban co thé diéu chinh duogc 1& trang van ban, cling nhu thiét 1ap cac diém
dich (tab) mot cach don gian va truc quan.

- Thanh trang thai: Giup ban biét dugc mot vai trang thai can thiét khi
lam viéc. Vi du: ban dang 1am viéc ¢ trang may, dong bao nhiéu,.....

Thanh cong cu va an hién cac thanh cong cu:

Vao View \ Toolsbars dé an / hién thanh cong cu

Vao View \ Ruler : An / hién thudc.

Vao View \ Zoom : Phong to thu nho man hinh.

1.2. Cac thao tac can ban trén mot tai li€u
1.2.1. Tao mgt tai liéu méi

Lam viéc v6i word 1a 1am viéc trén cac tai liéu (Documents). Moi tai liéu
phai duoc cat 1én dia v6i mot tép tin 6 phan md rong .DOC. Thuong thi cac tép
tai liéu ctia ban s& duoc cat vao thu muc C:\My Documents trén dia cing. Tuy
nhién, ban co thé thay d6i lai théng sd nay khi lam viéc voi word.

Thong thudng sau khi khéi dong word, mot man hinh trang xuat hién. D6
cling la tai liéu mo1 ma Word tu dong tao ra. Tuy nhién dé tao mot tai liéu méi,
ban c6 thé sir dung mdt trong céc cach sau:

- M& muc chon File | New..;

- Nhén nut New 2 trén thanh cong cu Standard;
- Nhén t6 hop phim Ctrl + N



1.2.2. Mé tai liéu da ton tai trén dia
Tai li€u sau khi da soan thao trén word dugc Iuu trén dia dudi dang tép tin
co phén mo rong la .DOC. Pé md mot tai lidu Word di c6 trén dia, ban co thé
chon mot trong cac cach sau day:
- M& muc chon File | Open hoic Nhan t6 hop phim tit Ctrl + O

Hop thoai Open xuét hién:

R I ————

X ) s v Libraries » Documents » w | ¥4 (|| Search Documents p|
ol
Organize * Mew folder =~ [l @

-~

v, Microsoft Officew—  Documents library

Arrange by:  Folder =

| Templates Includes: 2 locations
Mame . Date modified Type i
I & Favorites . |
B Deskiop - J BlA GA 25/09/2018 09:04 File folder
B Downloads J Custom Office Templates 04,/06,/2021 06:10 File folder -
5 Recent Places ) Fax 01/05/2019 09:41 File folder B
; OneDrive J i5pring Suite 9 13/12/2019 09:48 File folder
i J i5pring Suite 9 13/12/2019 09:47 File folder
=3 Lihearies My Data Sources 20,/04/2020 04:32 File folder
J My 150 Files 04,/06/2021 12:15 File folder
o Homegroup J Scanned Documents 01,/05/2019 09:41 File folder
| Zoom 04,/06,/2021 09:15 File folder
o e e e
1M Computer - | 4| m | r
File name: | - [AIIWord Documents v]
Toaols - [ Open |~v] ’ Cancel I

Hinh 1.2 Cira s6 open

Hay tim dén thu muc noi chtra tép tai liéu can mé trén dia, chon tép tai
liéu, cudi cung nhan nat Iénh Open dé tiép tuc. Tép tai liéu s€ dugc mo ra trén
man hinh Word.

1.2.3. Ghi tai li€u 1én dia
bé ghi tai liéu dang lam viéc 1én dia, ban co thé chon mot trong cac cach sau:
- Mé muc chon File | Save... hoic Nhan nut Save E trén thanh cong cu
Standard;
- Nhén t6 hop phim tit Ctrl + S
S€ c6 hai kha nang xay ra:

Néu day 1a tai liéu mdi, hop thoai Save As xuét hién, cho phép ghi tai liéu
nay béi mot tép tin moi:



[ u Save As ﬁ1

'\,_/"\,J [ | « Gigotrinh Chudn » Gido trinh Trung cép + [ 3 ||| Search Gigotrinh Tung i~ 2|
Organize » Mew folder 4== = E@l
T -~
=il Recent Places o Mame Date modified Type at:
& OneDrive ) I ) )
@ 16 MD tc 164 trang Lap rap va cai dat ma... 05/06/2021 01:27 Microsoft Word 9
. ) ) @ 19 MD 19 SuaChuaMayTinh 05/06,/2021 01:30 Microsoft Word 9| =
= Libraries . ) \ 1
@ 29 MH tc 105 trang HE DIEU HANH 05/06,2021 01:41 Microsoft Word 9
- E@ MB 09 - Tin hoc van phang 0 Microsoft Word 9
3 Homegroup 3 . .
@ MB 10 - Internet Microsoft Word 9
. @ ME 17 - X Iy s cd phin mém Microsoft Word 9
M Computer . L . ) ) I
3 . @ ME 20 - Sira chifa bé ngudn Microsoft Word 9
je Local Disk (C3) . . N o . ; \
@ MBP 21 - K thudt sira chita man hinh 13/06,2021 02:50 Microsoft Word 9
—a Data (D:] e R e e e vas eal
= lacal Disk (Fn 7 1 m b
G =RRNE 09 - Tin hoc van phéng -
Save as type: ’Word 87-2003 Document -
Authors: [Et'sgO! Tags: Add atag
[ 5ave Thumbnail
~ Hide Folders Tools ~ save | [ Cancel
[ — —— ]

Hinh 1.3 Cura so save as

Hay xac dinh thu muc (Folder) — noi sé& chta tép tin méi nay roi gd tén tép
tin vao muc File name

Néu tai liéu cuia ban da dugc ghi vao mot tép, khi ra I1énh cat tat ca nhiing
su thay doi trén tai lidu s& duogc ghi lai 1én dia

1.2.4. Dong van ban
- Vao bang chon File | Close
- Nhén t6 hop phim tat Ctrl + W
1.3. Soan thao tai li¢u
1.3.1. Bj go tiéng viét

Ban dau, may tinh chua c6 bang mi tiéng viét ma chi c6 duy nhat bang ma
chuan ASCCI. Bang mi nay bao gdm 128 ki ty Latinh (cac phim chir, cac phim
s6 va mot sd cac ki hiéu dic biét).

Pé co thé dua duoc tiéng viét st dung trén may tinh, cac nha lap trinh phai
xdy dung phan mém gd tiéng viét va cac bo phong chit tiéng viét di kém.

Hién nay c6 kha nhiéu cac bd gd tiéng viét dang dugc st dung nhu: VNI-
dugc sir dung rong rai ¢ phia Nam, VietWare- duoc sir dung nhiéu ¢ mién trung
va ABC, Vietkey thi duoc s dung rong rii ngoai Bac. Téi nay Unikey ciing
dugc nhiéu nguoi str dung vi tinh tién dung va dung luong nho.
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Do mdi noi sir dung nhitng bd gd riéng (bang ma tiéng viét ciing khac
nhau) nén viéc trao d6i thong tin gip rat nhiéu kho khian. Méi dy chinh phu da
khuyén céo st dung bd gd va phong chit Unicode. Vi hé thong mdi nay viée
trao d6i thong tin da tré nén don gian hon rat nhiéu. Tuy nhién né van gip phai
mot s6 kho khan vi tinh tuong thich véi cac hé thong phan mém cii trén may tinh
khong cao. Pén nay, Unicode di 1a giai phap tiéng Viét théng dung nhat.

Phan mém tiéng Viét chung toi gidi thiéu trong cubn gido trinh nay 1a
ABC hoic Vietkey vdi kiéu gd Telex. May tinh ctia ban phai cai dit phan mém
nay dé c6 duoc bd gd va bd phong chir di keém.

e,

khi ban c6 thé g& duoc tiéng viét. Néu biéu twong xuat hién chi g El (kiéu g
tiéng Anh), ban phai nhan chudt 1én biéu tuong 1an nita hodc nhan t6 hop phim
noéng Alt + Z dé chuyén vé ché do g tiéng viét. Quy tic g tiéng Viét theo kiéu
TELEX nhu sau:

. \ A \ 1 5 A [N < R W -
Khi nao trén man hinh cua ban xuat hién bi€u tugng | hoac

Go Puoe chir Go Puoe dau
aa |4 f | huyén
aw | a s SAC
0o |0 r hoi
ow | o X nga
W u ] nang

Vi du:
Mubn gd tir: “Cong hoa xa hi chii nghia Viét Nam”
Ban phai bt tiéng viét va gd lén tai lidu nhu sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”

* Néu gé z, tir tiéng Viét sé bi bo diu.
Str dung ban phim

Bat tiéng viét (néu ban mudn g0 tiéng viét) va st dung nhiing thao tac soan
thao thong thuong dé soan thao tai liéu nhu 1a:

Cac phim chir a, b, c,..,z

Céc phim s6 tir 0 dén 9

Céac phim dau: ¢, ><? []{}

Str dung phim Shift dé g chit in hoa va mot sé dau
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Str dung phim Caps Lock dé thay d6i kiéu gd chit in hoa va chir thuong
Str dung phim ! Enter dé ngat doan vin ban
Str dung phim Tab dé dich diém Tab
Str dung phim Space Bar dé chén diu cach
St dung cac phim mili tén: < T4 — dé dich chuyén con tro trén tai liéu
Str dung phim Page Up va page Down dé dich chuyén con tré vé dau hoic
cudi timg trang man hinh
Phim Home, End dé dua con tro vé dau hodc cudi dong van ban
Phim Delete dé x6a ki tu vin ban ding ké sau diém tro
Phim Backspace dé xéa ki tu dtimg ké truéc diém tro
1.3.2 B¢ font tiéng Viét va font Unicode
Pé hién thi tiéng viét theo bd gd tiéng viét thi can cac Font chit tiéng viét.
Nhu voi bang ma TCVNS3 thi can st dung kiéu gd Telex va sir dung cac font chir
.vntime, .vntimeh, .... Cha y cac font chit thudng c6 .vn & dau. Con véi bang ma
VNI Windows thi str dung kiéu gé VNI va can cac font chit ¢c6 chit VNI dau.
Nhung trong céc hé diéu hanh nhu Windows thi khong c6 cac font chit nay nén
dé go tiéng viét thi ta phai cai thém cac font chit tiéng viét nhu cac font chit co
.vn dau hodc cac font chit VNI. Thong thuong véi bd gd Vietkey khi cai dat thi
s& duoc cai dat ludn cac font chir tiéng viét. Ngay nay kiéu gd Unicode duoc st
dung rong rai thi st dung luén mot s6 font chir ctia hé diéu hanh Windows nhu
font TimeNewRoman, Arial, ..
Bai tap thuc hanh 1
1. Cac thao tac vé thuéc:
< Bavtit thuoc: View/Ruler.
<> Chon don vi do thudc 1a Centimeters néu don vi do trén thuée 1a Inches,

chon don vi do trén thudc 1a Inches néu don vi do trén thudc la
Centimeters:

Tools— Options— General-> Measurement units —
Centimeters/Inches

<> Bat ché do hién thi theo trang in: View— Page layout
2. Thanh cong cu:

<> Chon View—Toolbars sau do tat tit ca cac thanh cong cu dang mo
< Chon View—Toolbars sau d6 m¢ 3 thanh cong cu: Standard,
Formatting va Drawing.
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< Dung chudt “kéo” thanh Drawing dit ¢ canh trdi ctra sO, kéo thanh

Drawing vé cho cil.

<> Rightclick 1én mot thanh cong cu dang mé sau d6 tit thanh coéng cu
Drawing, Rightclick 1én mot thanh cong cu dang md sau d6 mo thanh

cong cu Drawing.

3. Nhap vao doan tho sau:

AO TRANG

Lau qua khong vé tham xém dao

T ngay binh Itra x6a qué huong

Khoi bom che 1ap chan troi cii

Che ca truong xua néc gido duong
Muo1 nam cii em con di hoc

Ao tring diém to doi nit sinh

Hoa tim cai duyén 1én 4o tring

Em la ¢6 gai tudi bang trinh
Truong anh ngd mat gido duong
Gac chudng thuong nhé 1au chudng
Buon ba thay chuong nhac dao
Ron ra thay chuong nha truong
Lan nita anh ghién nghe tiéng chudng
Lam tho siu mudn dét tinh thuong
Pé nghe khe khé 161 em nguyén
Tho than chd em trude thanh duong
MB®i 1an tan 18 chudng ngimg d6
Hai bong cung di mot 16i vé

E 1é em cau kinh nho nhé

Ngai ngung anh dung lai khong di
Sau muo1 nam 1é anh tho1 hoc

Nt né chudng duong budi biét ly
Ron i timg hoi chudng x6m dao
Tién nang 4o tring budc vu quy.
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Yéu cau:

< Luu vao thu muc gdc 6 dia hién
hanh véi tén AOTRANG.DOC

< Dbong tap tin AOTRANG.DOC.

< Mo tap tin AOTRANG.DOC vura
dong.

< Ghi tap tin AOTRANG.DOC vaéi
tén moi la AOTIM.DOC

< Bong tap tin AOTIM.DOC.



Bai tap thuc hanh 2

M¢ tap tin AOTRANG.DOC trong thu muc gé)c b dia hién hanh va dinh
dang lai nhu sau:
AO TRANG
Lau qua khong vé thim xém dao
Tiur ngay binh lira x6a qué huong
Khéi bom che lap chén troi cii
Che ca trwong xwa noc giao duwong

Muo1 nam cti em con di hoc

Ao tring diém to doi nit sinh

Hoa trang cai duyén 1én 4o tim

Em la ¢6 gai tudi bang trinh
Truong anh ngd mat gido duong
Gac chudng thuong nhé 1au chuéng
Budn b thay chudng nhac dao
Rdn rad thay chudng nha truong
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Bai 2
Xir 1y bang biéu (Table)
2.1. Chén béng biéu vio vin ban
Cach 1: St dung muc chon Insert Table.

Pé chén mot bang maoi 1én tai liéu, mo muc chon: Insert/Table /Insert
Table. HOop thoai Insert Table xuét hién:

il N
Insert Table |2 [t
Table sze
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

£l

@ Fooed column width:  |[Auto
AutoFit to contents
AutoFit to window

Remember dimensions for new tables

| ok || cancel |

N

Hinh 2.1. Chén bang biéu vdo vin bdn
Pién thong tin vé cau trac bang mai 1én hop thoai nay:

- Muc Table sizi: Cho phép thiét 1ap s6 cot (Columns) va s6 dong (Rows)
cho bang:

+ GO sO ¢dt cua bang vao muc: Number of columns
+ GO s6 dong cua bang vao muc: Number of rows

- Muc AutoFit behavior: Thiét lap mdt s6 cac thudc tinh tu dong can
chinh:

+ Fixed column with: S€ c6 dinh chi€u rong cua moi cdt 1a: Auto- ty dong
can chinh chiéu rong cho cot, hodc god vao dd rong ciia moi cdt vao muc nay (tot

nhat chon Auto, vi c6 thé can chinh do rdng cua cac cdt sau nay).

+ AutoFit contents: Ty dong diéu chinh d6 rong cac cOt vura voi dir ligu

trong cot ay.

+ AutoFit window: Tu dong diéu chinh d6 rong cac cot trong bang sao

cho bang c6 chiéu rong vira voi chiéu rong trang van ban

- Cudi cuing nhan OK d¢ chén bang 1én tai liéu
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Cich 2: St dung thanh cong cu: Nhan niit Insert Table trén thanh cong cu
Standard dé chén mot bang 1én tai liéu. Bang chon sau day xuét hién, cho phép
chon s6 dong va s cot cua bang:

3x3 Table
N O
N O
N
I O [
I O [
NI O [
I O [
/.
j Insert Table...
j Draw Table
_El Excel Spreadsheet
T Quick Tables 3

Hinh 2.2. Chén bang biéu vao vin ban
2.2. Céc thao tac trén bang biéu
2.2.1. Thém dong, cot

Sau khi d4 chén mot bang vao vin ban, ban van c6 thé thay doi ciu trac
bang bang cach: Chén thém dong, cot ciia bang.

Gia stir ban da cheén va nhap dit li¢u cho bang nhu sau:

2.2.1.1. Thém dong

STT Ho tén Ngay sinh
1 Nguyén Vin A 12/12/200
2 Nguyén Vin A 11/11/1999

bat con tro tai dong can chén/ chon Layout
fﬁ,,\“ H9w-6)= ‘u_g_rm HOC VAN PHONG [Compatibility MuderMicrosoftWordv‘ ~ Table Tools i S|
i

Home Insert Page Layout References Mailings Review View B cdng cu Violet Dresign Layout
EM_ 5 i e - =
% E 7 ‘:El ﬁ % ﬁ === EE_II' Sa=s ﬁ 4] Height: 087 em 2 || B Distribute Rows
Select  VWiew Properties | Delete | Insert Insert Insert Insert Merge Split  Split AutoFit j Width: 546 cm X ‘j_l‘f Distribute Calumns
- Gridlines - Above Below Left FRight Cells  Cells Table -
Table Rows & Columns (F] Merge Cell Size (F]

Hinh 2.3. Chen thém dong
- Insert Above: Chén thém dong phia trén so v&i dong hién tai
- Insert Below: Chén thém dong phia dudi so véi dong hién tai
Vi du: Dat con tro tai dong s6 1. Nhan vao Layout/ Insert Above ta duoc:
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STT Ho tén Ngay sinh

1 Nguyén Vin A 12/12/200
Nguyén Vin A 11/11/1999

[ ]

Hinh 2.4. Chen thém dong phia trén so voi dong hién tai

Pit con tro tai dong s6 1. Nhan vao Layout/ Insert Below ta dugc:

STT Ho tén Ngay sinh
1 Nguyén Vin A 12/12/200
2 Nguyén Vin A 11/11/1999

Hinh 2.5. Chen thém dong phia dudi so voi dong hién tai
2.2.1.2. Thém cot

Pt con tro tai cot can chén/ chon Layout

- . 2 — - . T —
ED“M' L‘;_-‘ -3 M ' 09_TIN HOC VAN PHONG [Campatibility Mode] - Microsoft Word Table Tools -l
AT —
-’ Home Insert Page Layout References Mailings Review View Bd cong cu Violet Design Layout
=% e 4 b . "
L@ E A ~ E'j' ﬁ GE E ﬂ =8 J 21| Height: 087 cm 3 || 3 Distribute Rows
select  View Properties | Delete | Insert Insert Insert Insert Split  Split || AutoFit :" Width: 546 em 5 ‘j_l'* Distribute Columns
~  Gridlines T Above Below Left Right Cells  Table T
Table Rows & Columns {F Merge Cell Size {F

Hinh: 2.6. Chen thém cot
- Insert Left: Chen thém cot phia bén trai so vdi cot hién tai
- Insert Right: Cheén thém cot phia bén phai so vo1 ¢ot hién tai

Vi du: Dit con tro tai cot Ho tén/Chon Layout/ Insert Left ta duoc:

STT Ho tén Ngay sinh
1 Nguyén Vin A 12/12/200
2 Nguyén Vin A 11/11/1999

Hinh: 2.7. Cheén thém cét bén trai so voi cot hién tai

Vi du: Dit con tro tai cot Ho té€n/Chon Layout/ Insert Right ta duogc:

STT Ho tén Ngay sinh
1 Nguyeén Vin A 12/12/200
2 Nguyen Vin A 11/11/1999

Hinh: 2.8. Chen thém cot bén phai so voi cot hién tai
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2.2.2. Canh trai, phai, giira, déu 2 bén ciia ¢t va dong
Cich 1: Chon (B6i den) cot, dong can can chinh:
+ Nhén t6 hop phim: CTRL + L (Cin bén trai)
+ Nhan t6 hop phim: CTRL + R (Can bén phai)
+ Nhén t6 hgp phim: CTRL + E (Cin giira)
Cach 2: Chon (B6i1 den) cot, dong can can chinh:

|i= = 1= - | |EE EE| 2] || T |

. — i— i- =5

Hinh: 2.9. Canh trdi, phdi, gitia, déu 2 bén cua cot va dong
2.2.3. Chon bang biéu

Dit con tro tai vi tri can chon/ Chon Layout/ Select

09_TIN HOC VAN PHONG [Compatibility Mode] = Microsoft Word
Home Insert Page Layout References Mailings Review View Bd cong cu Violet Design Layout
[% E Baze > Eﬁl @‘ ﬂ E‘ === IE' :I# j (] Height: 087 em = || BT Distribute Rows
Select | View Properties | Delete | Insert Insert Insert Insert Merge Split  Split AutoFit j\-‘.fidth: 3.8 cm : 'I{Distribute Columns
- Gridlines - Above Below Left  Right Cells  Cells  Table hd
Table Rows & Columns F} Merge Cell Size [F]

Hinh: 2.10. Chon bang biéu

Sau khi chon Select s€ co cac lua chon sau:

Select Cell
Select Column

Select Row

i E

Select Table

+ Select Cell: Chon 0
+ Select Column: Chon cOt
+ Select Row: Chon hang
+ Select Table: Chon bang
2.2.4. Xo4 bang, xoa dir liéu, dinh dang
2.24.1. Xoa bing
Buwéc 1: Chon bang biéu can xoa
Buwéc 2: Nhin vao Layout/Delete/Delete table
18



2.2.4.2. Xoa hang, cot

Budc 1: Chon hang, cot can x04

Buwéc 2: Nhan vao Layout/Delete

+ Delete Rows: Xo04 hang

+ Delete Columns: Xo04 cOt

2.2.4.3. . Dinh dang dit liéu

Vi¢c dinh dang dir li€u trén bang biéu thyc hién theo nhu dinh dang phr:in

dinh dang van ban.
2.2.5. Thay déi kich thwéc
2.2.5.1. Thay déi dp rong ciia cjt

Binh thuong dg rong cua cot cd kha nang tu hi€u chinh theo ndi dung van
ban trong 0, mdc du vay ta van co thé thay doi do rong cua cOt theo cac cach
sau:

Cach 1: Bua con tr6 chudt t&i duong ludi doc cua cot té1 khi con trd chudt
c6 hinh hai miii tén ("”" ), ta nhan nut trai chudt va kéo chudt theo chiéu ngang
dé thay d6i d6 rong cta cot.

Cach 2: Panh dau chon cot can diéu chinh, vao thé Layout tai nhém Cell
Size thay ddi do rong coOt trong 6 Width.

Home Insert Page Layout References Mailings Review View Acrobat Design Layout

I/@ E ﬁ_j ﬂ UEI gﬁ ﬁ_‘ ﬁ II_II' i j 8] Height: 0.55cm | B Distribute Rows 233 % J %l i% j’;:

Select  View Properties Delete | Insert Inset Insert Insert Split  Split | AutoFit ;j}‘."."idth: 1475m * 'ij\smbule Columns Text Cell Sort Convert Formula
v Gridlines & Above Below Left Right Cells  Table k4 ==l Direction Margins to Text
Table Rows & Columns Merge Cell Size Alignment Data
@ o0 30 T B[ I [EL2 0 31 & B 61 7 1 B § 1 W 1D 1 B W 1 B RET T
= ; g T g T g g T g

Hinh 2.11. Hop thoai thay doi kich thude ciia cot
2.2.5.2. Thay d6i chiéu cao ciia dong
Pé thay doi chiéu cao ctia dong ta c6 thé thuc hién theo hai cach:
Cach 1: Dua con tré chudt té1 duong ludi ngang cia dong, té1 khi tro
chudt ¢6 hinh (¥) thi nhan nut trai chudt va kéo ré theo chiéu doc dé chinh sira
do cao cua hang.

Cach 2: Panh dau chon hang can hiéu chinh, vao thé Layout tai nhom
Cell Size thay d6i chiéu cao cot trong 6 Height.

— _ o . - -
File Home Insert Page Layout References Mailings Review View Acrobat Design Layout
e , £l . N = = F — [

L\? E 2 o~ Iﬂ g}L;‘ GA-E E EEE‘ B j &) Height: DB5Em > | HE Distribute Rows 553 A—~ J %l

, : - : H2EE —
elect  View Properties Delete  Insert Insert Insert Insert Split  Split  AutoFit ;j}‘.".'idth: Wi5em * 'L'Distribuﬂ(olumns Text Cell Sort
v Gridlines v Above Below Left  Right Cells  Table @ = = < Direction Margins

Table Rows & Columns Merge Cell Size Alignment

Hinh.2.12. Hinh anh thay déi kich thuéc cia hang
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