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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin ¢ thé duoc phép
dung nguyén ban hodc trich dung cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1é€ch lac hodc st dung véi muc dich kinh doanh
thiéu lanh manh sé& bi nghiém cam.



LOI GIOI THIEU

Gido trinh Tin hoc dugc bién soan lam tai li¢u hoc tap, giup hoc sinh —
sinh vién nganh Cong nghé may nam viing kién thirc co ban tir d6 gitip hoc sinh
— sinh vién tng dung, tiép thu c6 hiéu qua cac mon hoc chuyén nganh.

Tai liéu bao gdm 3 phan véi nhiing ndi dung co ban nhat:
Phén I: Xt Iy vin ban nang cao
Chuong 1: Thiét 1ap méi truong
Chuong 2: Dinh dang néng cao
Chuong 3: Tham chiéu va lién két
Chuong 4: Truong va biéu miu
Phan II: Sir dung bang tinh nang cao
Chuong 1: Thiét 1ap méi truong
Chuong 2: Thao tac bang tinh
Chuong 3: Bién tap va lan vét
Phan III: Sir dung trinh chié nang cao
Chuong 1: Lap ké hoach cho viéc trinh chiéu
Chuong 2: Trang thuyét trinh chii va cac mau
Chuong 3: Cac ddi tugng d6 hoa
Chuong 4: Lién két, nhlng, nheip/xuét cac trang chiéu, ban trinh chiéu
Chuong 5: Quan 1y cac ban trinh chiéu

Mic du da rat nhiéu c¢6 ging trong qua trinh bién soan, song khong thé tranh
duogc thiéu so6t. Ching t6i mong nhan duoc su gop ¥ cia ban doc dé gido trinh
ngay cang dugc hoan thién.

Xin chan thanh cam on.
TPHCM, ngay...... thang...... nam.........

Tham gia bién soan
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2. Lé Thi Thu
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GIAO TRINH MON HOC/MO PUN

Tén moén hoc: TIN HOC
Ma mon hoc: ,MH 05
Vi tri, tinh chat caa mén hoc: ’ q
- Vi tri: La mo6n hoc dugc phan bo vao hoc ky 2, danh cho sinh vién cao dang.
- Tinh chat: La mon hoc chung, bt budc trong chuong trinh dao tao.
Muc tiéu mon hoc:
- Kién theec:
+ Trinh bay dugc cac chure nang tuy chinh nang cao trong Word
+ Trinh bay dugc bang tinh chuyén nghiép trong Excel
+ Hiéu duoc cac hiéu tng nang cao trong PowerPoint dé tao ra cac bai thuyét
trinh khac biét va 4n tugng
+ C6 trinh d6 Tin hoc twong dwong chuan k¥ niang sir dung CNTT nang cao
- Ky nang:
+ Dinh dang tham chiéu, lién két, trudng va biéu miu trong van ban
+ Thiét 1ap cac ham xu 1y dir liu trong bang tinh
+ Ung dung cé4c hiéu tng nang cao trong thiét ké trinh chiéu
- Nang lyc tw cha va trach nhigm:
+ Tich cuc tham gia ty hoc, xay dung bai hoc, lam viéc nhom
+ Reén luyén tinh can than, thao tac chuan xac
Noi dung caa mon hoc/Mo6 dun



Phan I: XU LY VAN BAN NANG CAO
Chwong 1: THIET LAP MOI TRUONG LAM VIEC TOI UU

I. Lwa chon ché dé va thiét 1ap phu hop
1. Cai dat trang in mac dinh

Tai thé Page Layout, chon Margin, lya chon cac thong s6 nhu 18 trang, hudng
in,... r0i chon nit Set As Default, chon Yes.

Margins ~ Paper | Layout I

Margins
Tap: |2.54 em (2] Bottorm: |2.54 cm =
Left: |2.54 em (2] miaht |2.54 em ==
Gutter: 0 em o=l aGutter position: ‘ Laft El

Orientation

[&]] = |

Portrait Landgcape
Pages
Multiple pages: j Naormal | > I
Preview
—

Apply to! i Whaole document [El

Set As Refault [_ex ][ concer |

Hinh 1.1

Do you want fo change the default seftings for page setup?

This change wil affect al new documents based on the NORMAL template.

Yes 1ﬂ° ‘

Hinh 1.2



Phan I: Xir Iy vian ban nang cao

2. Chon font chir mac dinh

Tai th¢ Home, nhém Font, nhan nt
miii tén ¢ goc dudi bén phai.

Fant style:
Tarws New Roman oGl

Symbol - - -
Tahoma Rokc Home Insert Page Layout References
Team\ewerd =1 [Bola D

S == =
SR —— - B 5 calibri "l AN | A | B

Fort coler: Wndecine shyla: Underts 1 =
=) I Paste B 7 U ~abe x. X Ay, A
Autumatic - {nonel T - \, . =

iMoas — Clipboard 15 Font o
Strikethroogh Smeil cops , ~ X ,
Double sksthrough il caps Lua chon cac thong so cho font, sau do

Supersoript Hdden

oA nhan nat Set As Default
i Chon OK

Times New Roman

This 15 a Truglfype tort. This font wikl be used oo both prster and screen,

Setds Defeuht | | Fert it | L"—‘l | comce Do you want to set the default font to Times New Roman, 12 pt for:
( :) This document only?

@'EAII documents based on the Normal.dotm template?:

oK l [ Cancel

Hinh 1.3
3. Chon don vi trén thwéc do

Chon menu File /Options/Advanced

Trong muc Show measurements in units of, chon don vi do phu
hop, OK

' WOrc'l" Options

Géneral || Expand all headings when opening a document !

Display Display

Proafing Show this number of Recent Documents: 325 =2 )

=ave [ Quickly access this number of Recent Documents: |4 =

Language Show this number of unpinned Recent Folders: |5 -

Advanced Show measurements in units of: %Cemume!ers % ]
Hinh 1.4



Phan I: Xir Iy vian ban nang cao

4. B6 ché dé sira 16i tw dong

Chon Proofing
General . Trong nhém When

Change how Word corrects and formats text as you type:

Lisplay . .

Proofing When correcting spelling in Microsoft Office programs CorreCtlngS Spel Ilng and

gala ¥] Ignore words in UPPERCASE grammar in Word: Click
(V| 1gnore words that contain numbers 5 X .z A

Language o . bo chon tat ca cac hop chon

X [v] Ignore Internet and file addresses -

Advanced

[¥] Flag repeated words

Customize 0 .
Customize Ribbon || Enforce accented uppercase in French

Quick Access Toolbar || Suggest from main dijctionary only
Add-Ins I Custom Dictionaries..
Trust Center French modes: | Traditional and new spellmgsl—;—'
Spanish modes: | Tuteo verb forms only El
[ When correcting spelling and grammar in Word ]

[v| Check spelling as you type

[] Mark gramqymar errors as you type
[T Frequently confused words

[¥] Check grammar with spelling

[ Show readability statistics

Hinh 1.5
5. Luru tap tin tw dong theo dinh ky

Vo Chon Save

Trong muc Save
General E Customize how documents are saved. g :
Display AutoRecover
Proofing Save docnments information every
)
Save Save files in this format: \Word Document (*.docx) e e .
chon thoi gian dinh
Language [¥] Save AutoRecover information every |10 = minutes
| Advanced [¥] Keep the last autosaved version if I close without saving ky Word S€ tu dong
luu nhirng thay doi

trong tap tin. Mac
dinh la 10 phdat.
OK

Hinh 1.6
6. Chon thw muc lwu tap tin mic dinh

Chon Save, trong muc Default local file location, nhin Browse dé duyét 6 dia
chon thu muyc luu tap tin mac dinh



Phan I: Xir Iy vian ban nang cao

e Q Customize how documents are saved.
Display
Proofing Save documents
; k | Save files in this format: Word Document (*doc) E
Language V' Save AutoRecover information every _10 _i minutes
Advanced 1 Keep the last autosaved version if I Sosewitholl saving
Customize Ribban AutoRecover file location: C\Users\Useri AppData\Roaming\Microscft\Word\, Browse...

Quick Access Toolbar Don't show the Backstage when opening or saving files

Add-Ins V. Show additional places for saving, even if sign-in may be required.

[ Save to Computer by default

Trust Center } )
[Default local file location: C\Users\User\Documents),  Browse..

Hinh 1.7
I1. Ap dung miu
1. Sir dung mau co san trong Word
Chon menu File >New, nhip chudt vao miu c6 sin, tip tin méi s& c6 sin bd
cuc va dinh dang trang tri nhu mau
Home Insert Page Layout References Mailings Review Vigw

[ save

Save As

Available Templates

3 Open -+ {2} Home
(' Close B L I | =
(el |
Info | £ L2 = [
K5 O L )
Recent Blank Blog post Recent Sample My templates ~ New from
document templates templates existing
New Office.com Templates [Search Office,com for templates 1=
i N B £ AN
Print = | ; }
] e— | | | B 2 2 /
Share 7 =% :-7_5@ = [%_?'* )
Hel Agendas Award Brochures Business Calendars Contracts 1
i certificates cards
Add-Ins B\ B
|
[ Options 7' g
Exit = E. L;J
Envelopes Greeting
cards
N !
| ‘:';‘ ] \ =7
= =7
Invitations Invoices Labels Letters Lists Memos

Hinh 1.8

2. Tao miu méi

Ban tao mot tap tin word theo mau riéng, khi luu thi luu véi kiéu .dotx
-9-



Phan I: Xir Iy vian ban nang cao

- Dung Iénh File/New/My Templates, click chon Template/OK

Templates

qoom]  owm] ow
18U Blank NormallsP... MormalOld.... Preview
J.dotx Document

]

i

ilPre....

Preview not available.

Create New

() Document

Hinh 1.9
- Tao ndi dung tép tin mau, rdi luu lai, tap tin s€ dugc luu vao thu muc chira tap

tin mau cua Word.

Seaveh) Teeryiiate
Ceganize > Teew 10icer > '
A Dowmnioads = Mame ; Dt moditied
a» Recent Paces
b Documnent Thames
). UveContont |
oo Lbranes
L. SmastAn Graphics
*3 Hamagraup 3
& Compuser
& SYSTEM (C)
> WORK (Dx)
AT ~ 2 i ’
Fie pame: '1\‘,.: HOW -
Save as type' Word Templmte * dots) -
AUTRES LI TS MO @ 18y
Save Thymonail
* Hide Foloers G |  Cancel
Hinh 1.10

Pé st dung mau, khi tao tap tin mdi, chon New =>My Templates, cac miu
riéng s& hién thi dé chon.
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Phan I: Xir Iy vian ban nang cao

i Available Templates

Bl Save as

@8 Open « + ) Home

o close O B » B

| | |

- @D e

Recent Blank Biog post Recent Sample
gecument templates templates

Print

Save & Send

Help

23 Options

Exit

Hinh 1.11
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Phan I: Xir Iy vin ban nang cao

Chuong 2: PINH DANG NANG CAO

. Van ban
1. Pinh dang mau nén cho trang

- Chon thé Page Layout
- Chon tiép biéu trong Page Color

Home Insert Page Layout References Mailings Review View Add-Ins
A Ll Colors» [] B3 =N »=! Breaks ~ b '
] O =& 0O =33 A B
" Fonts v : 9 ¥ Line Numbers ~ \
Themes Margins Orientation Size Columns % ) Watermark | Page | Page
- [:] Effects v B B B v bc” Hyphenation v - Borders
Themes Page Setup .. Page Hackgrojnd

Hinh 1.12
- Chon mau
2. Tao hinh nén bao vé trang vin ban
Watermark gidp ban dinh dang nhitng dong chit mo nam dudi céc ky tu trén
trang van ban (BAN GOC, KHONG BUQC SAO CHEP, BAN THAO,...) nham gilp
bao vé van ban gdc cua ban tranh bi trudng hop ngudi khac Photocopy

CONFIDEMTIAL 1 CONFIDEMTIAL 2 DO NOT COPY 1
Hinh 1.13

- Chon Watermark trong thé Page Layout

- Co6 thé chon hinh nén m¢ (Picture watermark) hodc chit mo (Text watermark)

-12-



Phan I: Xir Iy vian ban nang cao

(") No watermark

(") Picture watermark ]

Select Picture...

Scale: |Auto [/] washout

@) Text watermark
Language: Engllsh(US)
Text: KM&NN'TH
Font: jVTimes New Roman
Size: ;Auto IZI
Color: ‘7 B [Z] Semitransparent

Layout: (@) Diagonal () Horizontal

Apply H oK

Hinh 1.14
3. Tao khung trang
- Chon tiép biéu twong 1énh Page Borders trén thé Page Layout

Borders and Shading - _Ilﬂ
Borders  Page Border | Shading |
Setting: Style: Preview
= _ _j Click on diagram below or use
= Nons buttans to apply borders
A
"""""""""" s o
RERRRNS
""""""" T= 0
S - k &
; =l LURANNY
= Color| [
|E| R | Altamatic =
= ik
=] custom | ot =
. Apply to:
Ark: IWhoIe document 3
vien véi bla van ban L. |

ok ] conce |

Hinh 1.15
Setting: lwa chon cac mau vién khung.
- None: khdng vién khung.
- Box: vién khung bang nét vién quanh van ban.
- Shadow: vién khung bang hiéu tng bong d.
- 3-D: vién khung bang hiéu ¢ng nét vién 3D

- Custom: khung vién tu lua chon theo y ban.
13-



Phan I: Xir Iy vin ban nang cao

Style: lya chon kiéu nét vién khung.
Color: lya chon mau nét vién khung.
Width: d6 day nét vién khung.
- Art: lra chon hinh dé thay thé nét vién quanh khung
- Horizontal Line: lya chon céc hinh tir ngoai vao dé 1am khung vién. Khi ban
nhan chon s& hién thi hop thoai Horizontal Line hién thi:

Horizontal Line l‘él
Search text: I Go I

™ Include content from Office Online

13

=

oK l Cancel I

Hinh 1.16
- Import: lya chon c4c hinh tir ngoai vao dé lam vién khung trang van ban.
I1. Poan

Sir dung miu kiéu dinh dang
Mot s6 mau kiéu dinh dang dugc tao san gilp ban dinh dang nhanh doan van
ban, dé sir dung ban thao tac:
- Dat diém chén con tro chudt tai vi tri doan can dinh dang.
- Chon nhém Iénh Home.

- Hién thi cac miu kiéu dinh dang trong 1énh Style:

AaBbCcl | AaBbCI AaBh( - %.

Normal |7NoSpac.. Headingl - Change |
Styles ~

L Styles s

Hinh 1.17
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- Nhén chudt vao biéu trong ™ More
- Mot danh sach cac kiéu mau dinh dang hién thi
Lwa chon mot mau dinh dang ap
AaBbCcl | AaBbCA AaBhC S
B dung cho van ban, khi di chuyén chudt

T Mo Spaci.. Headingl Heading2 N
Ién cac mau dinh dang thi doan van ban

AaE delblol dabbel chon dinh dang s& hién thi cho xem
Title Subtitle  Subtle Em...  Emphasis , e ) .
truoc ngay ket gua trong vung Soan
AaBbCcl daBbCcl 1ol thao van ban trén Word.
Intense E... Strong Quote Intense Q...

e Khi dang ap dung bat ky kiéu dinh
\1BECC AABBCC AaBbCcl dang nao, mudn quay lai kiéu mic dinh

Subtle Ref... Intense R.. BookTitie TListPara...
AaBbCcl
Save Selection as a New Quick Style... g

Normal

435, Clear Formatting ban dau ban nhan chon nhu
4, Apply Styles.. hinh bén.
~ e Save Selection as a New Quick
Style: luu kiéu dinh dang cta ban vao
danh séch dé sir dung lan sau.
1. Cot

Mot van ban c6 thé duoc t6 chirc thanh mét, hai hay nhiéu cot. Hinh thic to
chac nay c6 thé gap o cac trang béo, sach, quang cao,...
Thong thuong co hai cach dinh dang cot trong van ban: nhap noi dung van ban
trudc sau d6 dinh dang cot; hoac dinh dang cot trude rdi nhap van ban.
- Chon toan khéi van ban can chia cot.
- Chon nhém Iénh Page Layout
- Chon tiép vao lénh Columns

Home Insert Page Layout References Mailings Review View Add-Ins
1 » [— =l I 7
A Colors ~ [1 53 ; ‘ *—, Breaks ~ a iy
JBee 0 B 1O|E|S a @0
= Fonts ~ ‘ 5 #) Line Numbers ~ ' ! ‘-
Themes Margins Orientation Size |Columns| __ ) Watermark Page Page
. [@]Eeffects - . . v . be~ Hyphenation v - Color~ Borders
Themes Page Sqtup .. Page Background
Hinh 1.18
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[iu‘ [ln

L

N

One

Mot menu Iénh hién thi cung cap cho ban cac kiéu dinh dang

cot, hdy chon mét kiéu dinh dang cét thich hop véi van ban dang

soan thao.

Two

Néu mudn cé cac lva chon riéng dinh dang cot theo y thich,

Three

Left

Right

EE  More Columns...

-
Columns

Presets

One

Number of columns: |1
Width and spacing
Col #  Width:
(1 | less"
[]
[]

Equal column width

Spacing:

Apply to: | Whole document B

i
LT

Three

I
™
—*

a

ew column

=

chon vao Iénh More Columns ...

o Presets: chon xac dinh dang chia cot theo mau
dinh san.

o Number of columns: chon xéac dinh sé cot can
chia trong van ban.

o Width and spacing: xac dinh chiéu rong va
khoang cach gitra cac cot.

- Céc 6 trong cot Col# hién thi tén cot.

- Céc 6 trong cot Width hién thi chiéu rong cua
cac cot twong ng.

- Céc 6 trong cot Spacing hién thi khoang céch
gitra cac cot twong Gng.

o Equal columns width: danh dau check dé tu
dong diéu chinh chiéu rong cac cot, hoic bo check
dé tu thay doi cac thdng so trén cho cac cot trong
cac 0 gia tri tuong ung.

Line between: danh dau check dé hién thi duong phan chia giira cac cot.
Khi thuc hién cé4c thao tac lua chon, khung Preview s& hién thi cho ban xem trugc céc lya

chon do.

Sau khi thuc hién xong, click OK dé chap nhan va thoét khoi hop thoai Columns.

IV. Bang
1. Tao bang

Inset Page Layout References Mailings Review
pr— BHE [T T
| == g 1Y 4= Il @@+
Table Picture Clip Shapes SmartArt Chart Screenshot
- Art v -
Tzbles [Hustrations
Hinh 1.19
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5x2 Table
L Ll | | I {
A | O I
[ | I [ | I
| A I {
| § I I I {
N | O {
| I I {
| | I {
1 Insert Table...
:j Draw Table
_ii Excel Spreadsheet
1 Quick Iables >
rInsert Table l ? iﬂi-j
Table size
Number of columns: 5 3
Number of rows: 2
AutoFit behavior

@ Fixed column width: | Auto
~) AutoFit to contents

) AutoFit to window

|| Remember dimensions for new tables

Lo ]|

Cancel ’

Mubn tao mot bang c6 bao nhiéu hang va cot
thi ban nhan gitr va di chuyén chudt chon bay nhiéu
0 trong danh s&ch. Trong minh hoa ching t6i chon
mot bang c6 2 hang va nam cot, cac 6 ban chon sé
thé hién & dang mau cam. Khi ban tha chuét ra ban
s& dugc mot bang tng vai sé 6 ban chon.

v  Insert Table: néu khéng mudn sir dung cac 6 dé
tao bang, c6 thé nhan chon 1énh Insert Table. Hop
thoai Insert Table hién thi:

« Table size:

Number of columns: sé luong cot can tao.

Number of rows: s6 lugng hang can tao.

« AutoFit behavior:

Fixed column width: xac dinh chiéu rong cho céc
cot, ban chon Auto d¢é Word tu dong diéu chinh gia
tri nay.

AutoFit to contents: do rong cua bang s& hién thi
theo gid tri ky tu ban nhap vao mdi khung.

AutoFit to window: d6 rong cua cac khung duoc
canh theo bang d6 rong cua trang van ban.

Nhitng dinh dang nay sé& dugc gitt mac dinh cho lan tao bang sau.

Nhan OK dé 4p dung.

Draw Table: st dung bit dé vé tao bang trén trang van ban. Ban nhan giir chuot
va kéo trén trang vé dé tao bang, mdi lan ban kéo vé& s& tao ra mot duong thang va
bang s& do nhiing duong thang do ghép lai. (nhan gitr phim Shift dé vé duong thang
hang), néu ban kéo theo duong chéo sé& tao ra mot hinh chir nhat.

_______________________________

Kéo dé tao duong thang kéo theo duong chéo
Quick Tables: tao nhanh bang dua theo cdc mau co san.
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Insert Table...

Draw Table

Excel Spreadsheet

B & (M E E

Quick Tables r

Ciry or Tawn

Uppercase Lowercase

A
H
r
&
E
7
H
a

AN YRS

!

Point A Paint 8

Letter name Uppercase

=
“aT W Eme

Paint C Point D Pont E

Point A
Point B
Point €
Point D
Foint E

Tabular List

a7

64 56
X 32
9 35

ATEM  NEEDED |

fooks

Magazines
Notebooks
Paper pads
Pens
Pencls
Hghighter

Scissors

1
3
1
1
3

2

2 colors
1 paie

With Subheads 1
Hinh 1.20

2. Trinh bay bang trén vin ban

- Nhan chon bang.

[

Matrix

Evenly spaced matrix, using em
dashes to indicate invalid states;
uses the Medium List 2 - Accent ]
table style

- Click chudt phai I&n trén bang, mét menu Iénh hién thi.
- Chon Iénh Table Properties.

AutoFit »
|83 Table Properties...
i=  Bullets [% -
i=  Numbering ’
& Hyperlink...
i Look Up..
Synonyms L4
Translate >
Hinh 1.21
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rTabIe Properties l 2 -gil
Table l Row I Column l Ccell ‘
Size
0 = n: |Inche
Alignment
| | Indent from left:
H | B | s
|
Left Center Right
Text wrapping
B | EE
None Around
Borders and Shading... I [ Options... 1
l OK l [ Cancel ] ‘
Hinh 1.22

- Alignment: xac dinh céch trinh bay bang trong van ban canh trai (Left), canh
gitta (Center), canh phai (Right). Néu chon canh trai thi xac dinh tr I& trai
trang van ban dén bang trong 6 Indent from left.

- Text wrapping: xac dinh chr trong van ban c6 bao quanh bang hay khéng.
Khéng bao quanh (None), c6 bao quanh (Around).

- Xac dinh xong, click OK dé lra chon

3. Di chuyén bang trong viin ban

- Dua tré chudt dén bang can di chuyén cho dén khi trén goc trai cua bang xuat

hién hinh .

- Pua tro chudt dén hinh 2, tré chudt s& hién thi hinh. L{\\"a'
- Nhan giit chudt va dong thoi kéo bang dén vi tri mai.

@hén chon va kéo dé di chuyén dén vi tri m&i
W7

Hinh 1.23
4. Phong to, thu nhé kich thwéc caa bang

- Dua tré chudt dén bang can thay ddi kich thudc cho dén khi goc dudi phai cua
bang hién thi hinh B, Ban dua tro chuot dén hinh T, tré chuot s& chuyén
sang hinh T ,
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- Ban nhan giir chudt va kéo dé phong to hay thu nho bang.
)
|

nhan va kéo dé thay déi kich thuéc
Hinh 1.24
5. Chia mgt bang thanh hai bang
Dé chia mot bang thanh hai bang con c6 tong sé hang bang sé hang cua bang
cii, tién hanh theo hai budc sau:
- Pua dau chén dén hang mudn chon 1am hang dau tién trong bang thir hai.
)

N

QL

—

[m

Hinh 1.25
- Chon nhém Iénh Layout.
Page Layout References Mailings Review View Add-Ins Design Layout
X ] e EH S B fineeeor
Delete | Insert Insert Insert Insert erge Split  Split | AutoFit = = width: 2,08" 2
v Above Below Left Right : Cells Table =
Rows & Columns p Merge Cell Size
Hinh 1.26

Ban chon tiép Iénh Split Table. Lap tic bang dwoc tach 1am hai bang.

D

bang dwoc tach thanh 2 bang ]

Hinh 1.27
6. Tao dong tiéu dé bang
Truong hop vian ban caa ban ¢ chira mot bang 16n thé hién trén nhiéu trang,
nén lap lai cac dong tiéu dé bang & ddu mdi trang.
- Chon hang muén tao tiéu dé trong bang.
- Chon Iénh Repeat Header Rows trong nhom Iénh Layout.
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