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LOI NOI PAU

Tin hoc vin phong hién nay 1a mét trong cong cu rat can thiét trong cong viéc vin
ban hang ngay. Dac biét dbi vai sinh vién chuyén nganh Céng nghé thdng tin, thi viéc am
hiéu tin van phong 1a mot diéu kién quan trong. Chinh vi 1y do d6, mén hoc Tin vin phong
da dugc dua vao giang day truc tiép cho sinh vién cia khoa Cong nghé théng tin. Muc dich
cuia mdn hoc nay 1a trang bi cho sinh vién nhiing kién thirc co ban nhat vé k§ ning soan
thao, trinh bay vin ban, 1ap bang tinh va trinh dién dién tir trén may tinh.

Trén co so cac kién thic tiép thu dugc sinh vién c6 thé tu trinh bay cac bai béo céo
tiéu luan, d an, thyc tap va khoa luan tét nghiép ... trén méi trudng Microsoft Office. Dé
dap tng véGi yéu cau hoc tap cua sinh vién chuy@n nganh Cong nghé théng tin, Trudng Dai
hoc Kinh té - Ky thuat Cong nghiép té chic bién soan tai liéu hoc tap “Tin hoc vin
phong”. Tai liéu nay duoc soan theo dé cuong chi tiét mdn Tin hoc vin phong cia Khoa
Cong nghé thdng tin. Muc tiéu 1a nham gidp cac ngudi dung sinh vién chuyén nganh cé
mot tai liéu co dong dung 1am tai liéu hoc tap, dong thoi ciing gitp sinh vién tiép can véi
cbng nghé mai, phién ban mai cua Microsoft Office. Vi vay trong tai liéu nay, chdng toi
sir dung phién ban Office 2016 Ia bo ng dung vin phong mai véi nhiéu cai tién manh mé
vé ca tinh ning 13n giao dién dap tmg day du nhu cau cia ngudi ding, hoat dong twong
thich trén nhiéu nén tang, ké ca nén tang Windows 10 méi nhat, bao gom cac ung dung
Word 2016, Excel 2016, PowerPoint 2016, dap tng nhu cau ctia nguoi ding trong viéc xu
Iy van ban, bang tinh, bai thuyét trinh va email ciing nhiéu chirc nang khac.

Tai liéu hoc tap duoc bién soan theo dung chuong trinh dao tao va cac quy dinh vé
cach trinh bay ciia Nha truong. Noi dung caa tai liéu hoc tap bao gom cac chuong, trong
mdi chuong bao gdm céc phan néi dung cha yéu nhu sau:

- Muc tiéu cua chuong.

- Noi dung bai giang ly thuyét.

- Bai tap van dung.

Do thoi gian va trinh do ¢6 han nén tai liéu hoc tap kho c6 thé tranh khoi nhimng
thiéu sét nhat dinh. Ching t6i ludn mong nhan dugc sy gop ¥ cua ngudi ding doc dé cudn
tai liéu duogc tai ban hoan thién hon trong nhitng lan sau.

Xin chan thanh cam on!

BIEN SOAN

Vi Thu Uyén
Vi My Hanh

-Xi -



CHUONG 1: SOAN THAO VAN BAN

Muc dich:
Sinh vién can nim viing va thuc hanh dugc cac thao tac lién quan dén:
- Soan thao, trinh bay van ban
- Dinh dang van ban, doan van ban, trang van ban
- Biét cach chén hinh anh, bang biéu, cac ky tu dic biét vao trong vin ban
- Tron thu va in 4n.
Noi dung ciia chwong
Microsoft Word 2016 1a mét ¢rng dung xtr Iy vin ban nam trong bo tng dung Office
cua hang Microsoft, cho phép nguoi ding cé thé tao ra mot loat céc tai liéu, bao gdm thur,
so yéu Iy lich va nhiéu vin ban tai liéu khéac. Trong chuong nay s& tap trung giGi thiéu mot
s6 tinh ning chinh trong MS Word nhu:
- Giao dién MS Word 2016
- Thanh Ribbon va Quick Access Toolbar (thanh truy cap nhanh)
- Cac thao tac can ban trong soan thdo van ban
- Cach dinh dang van ban, dinh dang trang in an
- Cach chén hinh anh, bang biéu vao vin ban
- Mot s6 chue nang nang cao trong MS Word nhu: tron thu, tao muc luc tu dong
1.1 Tong quan vé MS Word
1.1.1 Giao dién MS Word 2016
Lan dau tién mo Word, ctra s6 Start Screen s& xuat hién va hién thi trén man hinh.
Tai ddy nguoi ding s& c6 thé tao mot van ban méi, chon mot template va truy cap cac tai
licu mai chinh sra gan nhat. Tir man hinh Start Screen, diéu hudng va chon Blank
document dé truy cap giao dién Word.

Search for online templates yel
Suggested searches:  Business  Personal  Industry  Print
Design Sets  Education  Event
Blank document Welcome to Word
Aa Title 7]

Hinh 1.1. Man hinh khéi dong Microsoft Word 2016
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Hinh 1.2. Man hinh ctra s6 1am viéc cia MS Word 2016

Gidng nhu cac phién ban khac, Word 2016 tiép tuc sir dung cac tinh ning nhu
Ribbon va Quick Access Toolbar - noi ngudi ding s& tim thay céac Iénh dé thuc hién céc
nhiém vy, thao tac don gian trén Word.
1.1.2 Tabs trén thanh Ribbon

Céc phién ban Word tir 2007 dén nay sir dung hé thdng Ribbon theo tab (thé lénh)
cha khéng con sir dung menu truyén thong nhu trude nira. Ribbon 1 ¢ong cu chira toan bo
noi dung diéu khién cia chuong trinh, bao gom céc Tab (hay con goi la céc the) va cac
commands (cac 1énh) thyc thi, diéu khién. Nguoi dung co thé tim thay cac tab nay ¢ gan
phia trén cira s6 giao dién Word.
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Hinh 1.3. Cac the trén thanh cong cu



1.1.3 Chirc nang cia cac Tabs

> File: Chira cAc muc lam viéc véi tép nhu ma dong tép, in an, ...
Home: Chura céc cdng cu vé dinh dang, ...
Insert: Chira cac muc vé chén ky tu, tranh anh, bang, ky tu dic biét, ...
Design: Chira cac muc vé thiét ké, dinh dang mau vin ban
Page Layout: Chira cac muc vé dat 18, kich thudc trang van ban, dat vi tri anh, ...
References: Chtra cac muc dat chd thich, kiéu cach, dinh dang muc luc, ...
Mailings: Chira cac céng cu vé dinh dang kiéu phong bi thu, tron thu, ...
Review: Chira céc 1énh vé kiéu tra ngdn ngit, ghi chd, ...
View: Chtra cac 1énh vé hién thi man hinh, thanh thudc, ngét cira so, ...

YV VYV VYV VY

Tuong ng mdi tab lai chira nhiéu group (nhém) lién quan dén céc 1énh. Cho vi du,
group Font trén tab Home chira cac 1€nh chinh stra dinh dang van ban cho tai liéu van ban
cta ngudi dung.
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Hinh 1.4. Chirc nang cta cac Tabs
Ngoai ra mot sé group khac cé thém biéu tuong miii tén nho & goc dudi cliing bén
phai, khi nguoi ding click vao biéu twong mili tén d6 s& hién thi thém nhiéu tly chon khac
nhau (hay goi d6 1a Hop thoai cua nhom Iénh)
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- Customize your text using advanced
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You can add a variety of styles and
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1.1.3.1 Hién va an thanh Ribbon

Néu cam thay thanh Ribbon chiém dung khong gian man hinh qué nhiéu, nguoi
ding c6 thé thao tac vai buéc dé an thanh Ribbon di. Pé 1am duogc diéu nay, click vao biéu
tuong mii tén Ribbon Display Options & gdc trén cung bén phai thanh Ribbon, sau d6 chon
mot tuy chon mo ta tir menu drop down:

------ Auto-hide Ribbon

0 Hide the Ribbon, Click at the top
of the application to show it.

AaBbCcl

Ma Spacir F Show Tabs
Show Ribbon tabs only. Click a

Styles tab to show the commands.

' 5 — | Show Tabs and Commands

= | Show Ribbon tabs and
commands all the time.

Hinh 1.5. C4ch an va hién thanh Ribbon

- Auto-hide Ribbon: Tu dong hién thi tai liéu ciia ngudi dung ¢ ché do toan man
hinh va an thanh Ribbon hoan toan. Dé hién thi Ribbon, click vao Iénh Expand Ribbon &
goc trén cung man hinh.

- Show Tabs: Tly chon nay dé an tat ca cac Iénh trong group khi ngudi ding khong
sir dung dén, nhung cac tab thi van hién thi. Bé hién thi Ribbon, rit don gian chi can click
vao mot tab.

- Show Tabs and Commands: Tly chon nay dé t6i da hoa Ribbon. T4t ca cac tab
va lénh van s& dugc nhin thay. Tuy nhién theo mic dinh tiy chon nay s& bi an trong lan
dau tién ngudi ding mo Word.
1.1.3.2 Sur dung tinh nang Tell me
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Hinh 1.6. Cach str dung tinh nang Tell me



Néu dang gip kho khin trong viéc tim kiém cac 1énh muédn sir dung, tinh ning Tell
me ¢6 thé gitip ngudi ding 1am diéu nay. Tinh ning nay hoat déng twong tu nhu thanh tim
kiém (Search bar) thong thudng: Nhap tiy chon mudn tim kiém, va trén man hinh s& hién
thi danh séch cac tiy chon. Ngudi dung c6 thé sir dung 1énh tryc tiép tir menu ma khéng
can tim trén thanh Ribbon.

1.1.4 Quick Access Toolbar (thanh truy cap nhanh)

Nam ngay trén thanh Ribbon, Quick Access Toolbar ciing cho phép ngudi ding truy
cap cac lénh phé bién ma khong can phai chon tab. Theo mic dinh, Quick Access Toolbar
hién thi cac Iénh nhu Save, Undo va Redo, nhung ngudi dung c6 thé thém céac 1énh khéc
vao néu muén.

Thém Iénh vao Quick Access Toolbar

Dé thém Iénh vao Quick Access Toolbar, ngudi ding thyuc hién theo cac bude dudi
day:
1. Click vao biéu twong miii tén dang tha nam géc bén phai Quick Access Toolbar.

D Calibri (Body) ~111 - A
Paste ¢ B I U -amx X

Clipboard = Font

2. Chon lénh muén thém vao menu.

Customize Quick Access Toolbar

e Mew I .-

D Calibri (Boc E T
Open

Paste - =

- » | B I U W Save Q=
Clipboard Ermail

L Quick Print - 1

- Print Preview and Print
: Spelling & Grammar
+ Undo
+ Redo

Draw Table

Touch/Mouse Mode

More Commands...

- Show Below the Ribbon



3. Va lénh sé duoc thém vao Quick Access Toolbar.
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Clipboard Font

1.1.5 Thanh trang thai — Status bar

Pay la thanh cong cu nam phia dudi ciia man hinh soan thao, chira cac thong sé dé
nguoi dung theo ddi duoc cac thong tin co ban caa vin ban dang soan thao, nhu: so trang
hién tai, tong s trang dang co trong van ban, tong s6 tir da soan thao. Ngoai ra goc bén
phai cua thanh trang thai con cho phép ngudi ding chon ché d6 xem vin ban

Bam chudt phai vao thanh trang thai, ngudi ding cd thé tly chinh thém cac tinh
nang hoic théng sé muédn hién thi 1én day

[ Paraaraph I
1 .| Customize Status Bar

Formatted Page Number

Section 1

v Page Number Page 5 of 259

Page50f 259  42255words  English {United States) Vertical Page Position
Line Numper g
Column 2

v Word Count 42255 words

v Spelling and Grammar Check

= v Language English (United States)

@ :I$I - I + 1%{: v Signatures Off
Information Management Pelicy Off

Permissions Off

Track Changes Off

Caps Lock Off

Overtype Insert

Selection Mode

Macro Recording Not Recording
v Upload Status
v Document Updates Available No
+  View Shortcuts
v Zoom Slider

1005

v Zoom 003

Hinh 1.7. Céac thanh trang thai trong Word
1.1.6 Khung tac vu
Pay la chic nang giup nguoi ding di chuyén quanh vin ban cia minh mét cach
nhanh chéng, tim kiém nhanh mét tir, cum tir trong van ban hogc chinh stra cac théng sb
cua cac doi tugng dugc chén vao trong van ban



1.1.6.1 Navigation Pane.

bé md Navigation Pane, kich vao nut Find trong nhém Editing cua tab Home,
hodc nhan phim tit Ctrl + F, khung nay sé& xuat hién phia bén trai caa man hinh soan thao:
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Hinh 1.8. Navigation Pane

Theo mic dinh, bang diéu khién Navigation s& duoc mo ra & phan bén tréi cua cta

s6 Word. C6 3 muc dé lya chon:

> Headings la cac gié tri tim kiém dugc phan theo muc, viéc phan theo muc nay phai

duoc thiét 1ap tir trudc.

L

Navigation T
N

Search document Fe ]
Headings  Pages Results 2
g -

A

CHUTNG 1: MICROSOFT WORD

4 1.1Téng quan v& MS Word
1.1.1 Giao dién M5 Word 2016
1.1.2 Tabs trén thanh Ribbon b

15

I*1.1.3 Chifc ndng cia cac Tabs E

b 1.1.4 Quick Access Toolbar (th... T
1,15 Thanh trang théi - Status... -

1.1.6 Khung tac vu uj

1.1.7 Phim it (Keytips) .

4 1.2 C4c thao téc soan thao ca ban Z
1.2.1 Khéi déng MS Word !

1.2.2 Thoat khdi MS Word ‘

[ 1.2.3 Thao téc véi File van ban :
1.2.4 Lua chon van ban 7

1.2.5 Sao chép/di chuyén khéi... d

1.2.6 Phéng to - thu nhé tran... .:.

4 1,3Pinh dang vin bn -
1.3.1 Dinh dang ky tu bang nh... =

1.3.2 Binh dang Paragraph s

1.3.3 Tao khung va nén ‘;L‘

> Pages tim kiém theo ting trang néu d6 1a van ban dai, c6 nhiéu trang



Navigation

Search document

Headings Results

Pages

> Results dua ra két qua caa qué trinh tim kiém mot tir hoic mot cum tir ndo do6 trong

van ban.

Trong hop nhap liéu Search Document trén cung, nhap vao cum tur nguoi dung
mudn tim. Két qua s& hién thi tu dong (néu khdng ngudi dung nhan Enter hoic biéu turong
chiéc kinh IGp bén phai cua hop search).

M6t hinh thumbnail nho hién thi cho nhitng doan vian ban xung quanh mdi tir/cum
tir dugc nhap vao. Bé nhay t6i doan van ban nay, chi can kich vao thumbnail thich hop.
Cac tir/cum tir duoc tim thay s& c6 mau dam noi bat gilp nguoi dung dé dang xac dinh
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Cha y: Chi can di chuyén cho tré chuét téi mdi thumbnail ngudi ding s& nhin thy
vi tri s trang cuia doan vin ban d6, ddng thai néu kich chudt vao thumbnail ngudi ding sé
duoc nhay tgi trang tuong (ng.

Navigation Pane khéng chi tim kiém chit ma c6 rat nhiéu chtic nang, tinh trong
Navigation Pane ngudi ding c6 thé tim thay néu nhan vao phan mili trén trong Navigation
Pane, tai day chung ta s& co6 cac tinh nang sau:

- Options: Noi cho phép tuy chinh tim e -

- L - - . . L e 1 Kl

kiem Navigation Pane. Navigation vx 'y O
- Advanced Find: Che d¢ tim kiem |, ., x| - 1.1

nang Cao. 24 results Options... a
- Replace: Ché do thay thé tir tron ieadings Pages  Resus & 2dvancedfinde L

ab  Replace...

Word' Khi vigt mét tai ligu, khdng chi dé xe 3 GoTo. g

_ GO TO: Ché dé nhéy bu.(').c trong Vﬁn v luu trl¥, ma cd nhitng van ban ban Find: %

c&n phai in ra dé bao

ban, cho phép ngudi ding di chuyén hie 5p chs 2 cho rang stiew | 2 CPPES
dén mot vi tri nhat dinh trong van ban. B Lables

- Graphic: Ché do tim Kiém anh trong 5o o i iew ot fheme ot st Footmotes/Endnore
Navigation Pane. chAt A t3p hop cita rét [ Comments '

- Tables: Ché do tim kiém trong tables, ~ 77T
&p dung bang biéu.

- Equations: Ché do tim kiém theo cong thuc.

- Footnotes/Endnotesaz: Ché do tim kiém theo chu thich sin c6 trong Navigation
Pane.

- Comments: Tim kiém cac chu thich, nhan xét trong Word.

1.1.6.2 Format Option

Pé ma khung Format Option, ngudi dung bam chudt phai vao bat ky déi tuong
nao trong van ban va chon muyc Option ..., khung nay s& xuat hién ¢ phia bén phai cia man
hinh soan thao:

theme c6 anh hudng téi phong cach TU Equations
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Hinh 1.9. Cach m¢ khung Format Option



1.1.7 Phim tit (Keytips)

Trong qué trinh 1am viéc trén may tinh, dé day nhanh céc thao tac, nhat Ia cac thao
tac soan thao vian ban, thi viéc sir dung cac té hop phim tat s& gitp ich rat nhiéu cho nguoi
ding. MS Word cung cap cho ngudi ding rat nhiéu cac phim tit trong soan thao vin ban.

Tuy nhién trong cé4c phién ban Office hién nay, ngoai cac to hop phim tét quen thuoc
ngudi dung phai nhé dé sir dung. Thi bay gid, c6 thé sir dung cac to hop phim tit trong
Word néi riéng va trong cac ung dung Office n6i chung bang cach bam phim ALT -> Trén
Ribbon Iic nay s& xuét hién cac chit cai dai dién cho cac phim tit dugc hién 1én

TLHocTap_TinVP{Excel)_2019 - 2
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Hinh 1.10. Bam phim Alt d¢ m& phim tat
Céch st dung hé thdng phim tit nay don gian 12 bam vao chit cai dai dién cho 1 tab
nao d6 mudn dung, cac Iop phim tat s& tiép tuc duoc hién ra. Diéu nay gitp cho nguoi ding
thuan tién trong qua trinh thao tac va khéng phai ghi nhé nhiéu
Vi du: Mudn mé tab Insert dé sir dung céc 1énh chén bang (Table) trong d6 thi ngudoi
ding thuc hién cac thao tac nhu sau: Bam phim Alt -> N -> T
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Trong cac phdn tiép theo, tai lidu ndy sé gidi thi¢u cac té hop phim tdr twong 1ing
Vo1l cac lénh, cac thao tdac thuong xuyén dwoc Sur dung trong qua trinh soan thao, dinh dang
van ban trén MS Word.
1.2 Cac thao tac soan thao co ban

1.2.1 Khéi dong MS Word

Cach 1: Nhéy dip chudt vao bicu tuong  EAREEIERNNELEIIELT L

Chrome Cracle 10.7

Microsoft Word trén ctra s6 Desktop

Céach 2: Kich chudt vao nat Start chon .] ‘ W g
All Programs chon Microsoft Office chon e 7]
Microsoft Word 2016. ThislBls C-Free3  Word 2016

Luu ¥: Néu chwa c¢é chieong trinh ta c6
thé sir dung phirong phdp cai dat hodc néu da
c6 chwong trinh ma chira c6 biéu twong ta sir dung phwong phdp tao biéu tirong
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1.2.2 Két thiie MS Word

Chon menu File chon muc Exit (hoic nhan té hop Alt + F4) Hoac bam vao nit Close
& goc trén bén phai man hinh MS Word, sau d6 chon luu (hoac khong luu) cong viéc vira
thuc hién va thoat khoi cira s6 1am viéc cia Microsoft Word.

Thu Uyen Vu F;"_ Bl Close

£ Find -
bCc | AaBbCcl AaBb( AaBbCcl CHUC 11 Aal 111 Ac | g o
wdC

dich | T MNormal Tiéudé  TMoSpac.. Headingl Heading2 Heading3 < [ Select -
3

Styles m  Editing ~

L NI TR ST R AP I &= SR RIS . IR B LIPS [ IR A
Hinh 1.11. Két thdic Word bang nut Close

1.2.3 Tao van ban méi
» Cach 1: Lua chon menu File chon New sau d6 nhan chuét vao Blank document

Document] - Word

New

Search for online templates yel

Suggested searches:  Business Cards Flyers Letters Education  Resumes and Cover Letters  Holiday

Blank docurment
Account Blank document

Options

‘We don't have any featured templates right now.

You can use the search box to find a specific template.,

Hinh 1.12. Tao van ban mai
> Céch 2: Nhan t6 hop phim Ctrl +N.
> Cach 3: Mudn tao mot tai liéu méi tir mau c6 san: Lya chon menu File chon New
sau d6 nhan chuot vao mat tai lieu mau ndo do san cé khi cai dat MS Word & muc
Sample Templates. Néu khdng c6 thi nguoi ding cé thé tim kiém mau online tai
thanh tim kiém trén man hinh

-11 -



Document1 - Word 2 - a8 X

Thu Uyen Vu

New

£ Home  Business yel
. F Category [l
e
Street Adcress Business 120
Ciy.S12p Code
Presentations 50
Name Letters 24
et Addess
Cily. S12IP Code. Business Cards 19
Technology 15
- Name
= oot Addoss Labels 1%
City. ST 2P Codle: -
Business Plans 13
Blue curve letterhead ¥ Hexagon labels (30 per... Small business email m... e i
Forms 11
Account
Newsletters 9
Options. Planners and Trackers 9
Themes 9
Lists 8
Budgets 6
Sales 6
Avery 5
nias s Charts 5
L
Analysis 4
Home business startup... Small business startup c... Phone script small busi... Small business client int...
Financial Management 4 =

Hinh 1.13. Tim kiém van ban mau online
Sau d6 chon mdt mau van ban can tao. Nhan ndt Create dé tao mot tai lieu méi tir
mau da chon.

Restaurant..
Provided by: Microsoft Corporation

Promote your restaurant, food, or hospitality
business with this tri-fold brochure. This template
will guide you through each step of creating
attractive and useful content. Use as is, or easily
customize with your own images, fonts, and colors.
This is an accessible template,

Download size: 2189 KB

Account

Options

Hinh 1.14. Lya chon vin ban mau c6 san

1.2.4 Lwu van ban

Khi thuc hién luu trir van ban ta nhan vao menu File chon Save (hoic bam t6 hop
phim Ctrl + S) hoic Save As (hoic bam phim F12), hodc Chon biéu tugng Save trén thanh
Quick Access Toolbar.

H ©- 0O
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Véi Word 2016 c6 mot s6 dinh dang co ban trong phan Save as type nhu sau:

Save as type: |Word Document (*.docx) -
Word Document (*.doc)

T Word Macro-Enabled Document (*.docm)

Word 97-2003 Document (*.doc)
Word Ternplate (*.dot)

Word Macro-Enabled Ternplate (*.dotm)
Word 97-2003 Termnplate (*.dot)

de Folders PDF (*.pdf)

#PS Document (*xps)

Single File Web Page (*.mht;".mhtml)
Web Page (*.htr;*.html])

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.td)

Word XML Document (*xml)

Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

Hinh 1.15. Cac mau dinh dang File khi luu
*.doc: Pinh dang cii cua Office tir 97-2003.
*.docx: Binh dang méi Office 2007, 2010, 2013 va 2016.
*.pdf: Binh dang sang dang File PDF.
*.xps: Binh dang chi doc trén Windows.
* dot: Tao ra mau Template theo Office tir 97-2003.

* dotx: Tao ra mau Template theo Office 2007, 2010, 2013 va 2016.

* dotm: Tao ra mau Template cho phép sir dung Macro.

» Thao tac luu File chua c6 tén vao 6 dia:

Save As

—=  OneDrive - Personal
&g |

Hinh 1.16. Man hinh Iénh luu file
» Hop thoai luu File hién ra
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4] Save As lﬁ
@p-v| .« Local Disk (C:) » Program Files » - | 3 | | Search Program Files o I
Organize « MNew folder 4= - .j@.
=] Pictures * Name Date modified Type *
E Videos X ~ X =
J Bkav Corporation 11/21/201512:19 ... File fol
@ H J BkavHome 1/8/2016 9:23 AM File fol
SR . Canon File fol
_ . Common Files File fol
1M Computer )
£L Local Disk (C:) . DVD Maker File fol
w Local Disk (C:
— Dats 0 = | Foxit Software File fol
ata (D: 1
= | Goagle A Filefal
= Phanmem (E:) S - .
, HTML Help Workshop 12/6/20158:46 PM  File fol
&i Metwnrk ad]| [ ! ol [
File name: Docl.docx -
Save as type: ’Word Document (*.docx) -
Authors: Admin Tags: Add atag
[ Save Thumbnail
4 Hide Folders Tools - [ Save l ’ Cancel ]

Hinh 1.17. Hop thoai luu File van ban méi

- Budc 1: Cira s6 bén trai: lva chon 6 dia hodc thu muc chira File méi can luu.

- Bu6c 2: Cira s6 chinh: nhay diip vao thu muc chira File can luu.
- Budc 3: Go tén File van ban can luu trong hop File Name.
- Bu6c 4: Nhan n(t Save.
> Thao tac ghi File c6 mat khau:
- Muc dich: Chi ngudi ding gd dung mat khau méi mo dugc File .
- Thao tac:
+ Budc 1: Kich chudt vao menu File chon Save As... (hoic nhan F12),

+ Budge 2: Kich chudt vao nat Tools chon General Options gb mat khau vao muc

Password to Open: G6 mat khau nhan OK, may nhac lai lan nita va nhan OK.
General Options l ? &‘

General Options

File encryption options for this document

Password to open: |

File sharing options for this document
Password to modify:

[ read-only recommended

Protect Document...

Macro security
Adjust the security level for opening files that might
contain macro viruses and spedfy the names of =

trusted macro developers.

Hinh 1.18. Hop thoai tao mat khau khi mé File vin ban
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Luu y: Sau thao tac dé khi mé File déu phai gd mdt khau.
- Thao tac bé mat khau:
+ Budc 1: Kich chuot vao menu File chon Save As...(F12)

+ Budc 2: Chon nat Tools chon General Options, x6a mat khau.
+ Budc 3: Kich chudt chon OK
» Thao tac luu thém noi dung File da co6 tén:

Lwa chon menu File chon Save (hoic nhan t6 hop phim Ctrl + S)
1.2.5 Mé van ban da co

> Kich chudt vao menu File chon Open (hoic nhan té hop phim Ctrl + O) chon vij tri
lwu trit tap tin cAn mo.

Chon nhimg tap tm
Open ke
Chon nhing tap tin
@ Recent — dwoc ou trén SkyDrive
A= OneDrive - Personal
(= neDrive rsona ] Chon nhitng tip tin
- dwoc hru trén dia cimg
El;l This PC

Chon not heu khéac

Hinh 1.19. Man hinh mé File da cé
Hoic tai man hinh nay bidm vao nat Browse s& xuit hién hop thoai moi

f ——

1) Open . A S5
'\..)"U —| .« Local Disk (C:) » Program Files » - | ‘,| | Search Program Files o
Organize v Mew folder =« i .@.

4 Downloads n MName ° Date modified Type =
1= Recent Places . )
J Bkav Corporation 11/21/201512:19 ... Filefol 2
I . BkavHome 1/8/2016 9:23 AM File fol
ol Libraries i e )
j . . , Canon 1/4/2016 7:48 PM File fol—
t| Documents
J’ e . Commoen Files 12/6/2015 8:47 PM  Filefol
usic
- , DVD Maker 12/30/201512:29 ...  Filefol
k= Pictures
é . L , Foxit Software 1/14/2010 2:30 PM File fol
ideos E
| Google 1/8/2016 10:01 AM File fol I
, HTML Help Workshop 12/6/20158:46 PM  Filefol
Q@ Homegroup )
J Internet Download Manager 12/26/20151:16 PM  File fol
i C ] J Internet Explorer 12/30/20151:03 PM  File fol
1™ Computer
= & | pl Disk (C:) . Microsoft ASP.MET 12/28/2015 3:37 PM  Filefol
= Local Disk (C:
= . Microsoft Games 7/14/2008 2:50 PM File fol -
ca Data (D) Sla | m | >
File name: - ’AII Word Documents (*.docg ™.« VI I
Tools = [ Open |v] ’ Cancel ]

Hinh 1.20. Hop thoai mo File van ban luu trong may



+ Budgc 1: Chon 6 dia hodc Folder chta tén File can mé
+ Budc 2: Xuat hién danh sach File, kich chugt chon tén File. Chon nit Open dé
mao File.
Cha y: Trong Word cho phép mé nhanh céc File méi mé bang céach kich chuét vao
menu File chon Recent va chon tén File can mé.
- Cuing lic ¢ thé mo duoc nhiéu File, do d6 dé chuyén t6i cac File dang dugc mo
ta lya biéu twong File trén thanh Start va chon tén File can chuyén téi.
- Dit liéu gitra cé4c File c6 thé sao chép véi nhau.
1.2.6 Hién thi vin ban
Trong Word, ngudi ding c6 thé hién thi mot tai liéu trong mot loat cac cach hién
thi khac nhau, mdi dang phi hop véi mot muc dich cu thé. Céc cach hién thi bao gdom Print
Layout view (mac dinh), toan man hinh — Reading, Giao dién web — Web Layout, dang
nhin Outline, va Du thao - Draft.
Dé chuyén doi gitra céc cach hién thi :
~ Vao Tab View > groups Views—> chon dang muén hién thi tai liéu:

File Home Insert Design Layout References Mailings Review View Q Tell me what you want to do...
= i V| ; . .
| | |:| ) [=] outline Ruler q [E) [El one Page EE E [ View Side by Side EI:I'_j D
@ [= Draft Gridlines El gR Multiple Pages
Read | Print  Web o Zoom 100% ) MNew Arrange Split Switch Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window  All Windows =

Views Show Zoom Window Macros

—

Hinh 1.21. Menu View
~ Hoac bén phai trén thanh Status Toolbar = chon dang hién thi:
Hién thi dang
soan thao

Hién thi dang
Web

Hién thi dang
doc ta1 héu

> Hién thi thudc trong Word
Dé hién thi / 4n thanh thudc ngang va thuéc doc trong ctra s6 soan thao, ngudi ding
chon Tab View - group Show > check Ruler:
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File Home Insert Design Layout H

= [Z] Outline [+ Ruler
I:] |:| l__‘@ (=] Draft

Gridlines
Read = Pnnt Web

Mode Layout Layout Mavigation Pane
Wiews Show
L 1 i .‘ Lo o« v e s . | 3 F
=L : T J
. Thudc ngang
L. _—
~
[~ Thuoe doc

> Téch trang tai lidu dé so sanh
Khi nguoi ding soan thao mét van ban khé dai, hang tram trang, va cé nhitng phan
ngudi ding mudn so sanh voéi nhau nhung lai nam trén nhitng vi tri xa nhau. Vi du nhu
ngudi ding mudn so sanh mé dau va két luan caa mot bai tiéu ludn dé co thé viét tot hon.
Split Window trong Word sé& gitup ngudi ding giai quyét.
- Tab View - group Window -> Split

;:;:; Tell me what you want to do...

e DEI E [0 View Side by Side

Pages ) Synchronous Scrolling
Mew Arrange | Split
dth Window  All Reset Window Position |y,
Window
Pt Ee 4150 gplit Window

See two sections of your document
at the same time,

This makes it easier to look at one
section while editing another.

Dé tro lai man hinh nhu ban dau - Tab View = group Window = Remove Split
> Hién thi dong thoi nhiéu cira s6
C6 nhiéu ldc ban l1am viéc trén nhiéu tap tin tai liéu khac nhau, that 1a bt tién khi
phai mé tung tap tin, Word cho phép ban hién thi cting lic trén man hinh nhiéu cira s6 lam
viéc, hay ma déng thoi mot tap tin trén hai cira s6.

;:g; Tell me what you want to do...
=1 [ ™ [C[View Side by Side C
e : S ==
. Synchronous Scrolling .
Mew Arrange Split - N Switch
Window  All Reset Window Position | windows ~
Window
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- New Window: Mé thém 1 cira s6 méi chira tai liéu hién tai
— Arrange All: Sap xép tat ca cac cira s6 Word trén ciing mot man hinh
~  View Side by Side: Chon cira sb hién thi dong thoi
» Phong to/thu nho van ban
Khi mo hay 1am viéc véi cira s6 Word, ngudi ding c6 thé phong to — thu nhoé trang
Word dé d& 1am viéc hon.
- Cach 1: Chon Tab View - group Zoom - Zoom:

Document2 - Word

References Mailings Review i } Tell me what you want to do.

Q [E) [ one Page 1 E . [ View Side by Side

e e Bl Multiple Pages

Zoom 100% New Arrange  Split
€l Page Width Window  All Reset Window Pasition
Zoom Zoom ? X
|-1-|-a-|-1-0|-2- o}
Zoom to
() 200% () Page width
) 100% () Text width
(D) 753 (C) Whole page —
Percent: |100%: 3
| Preview
AaBbCcDdEeXxYy
Zz
AaBbCcDdEeXxYy
Zz
-
,_\|:r)_\ An DI a T T o e Was

Hinh 1.22. Thao tac phdng to — thu nho van ban
Céch 2: Str dung cbng cu trén thanh Status Bar
R ——

Thu nho Phong to

1.2.7 Thudc tinh cia van ban

Cac khai niém co ban

> Ki tw (character): La don vi co s& cta van ban, ki tu duoc nhap tryc tiép tir ban
phim va Iénh Insert/ Symbol.

> Tir (word): nhiéu ki tu (ki ty tring khdng phai Ia tir) lién nhau ¢ nghia.

> Cau (sentence): Cau tap hop cac tir két thic bang ddu ngat cau (.2 :1;).

> Poan vin ban (paragraph): Nhiéu cau c6 lién quan véi nhau hoan chinh vé ngi
nghia. Trong vian ban doan duoc két thic bang phim Enter.

> Trang (page): Vung van ban dugc thiét 1ap kho giay, I8, vién, ...

» Phén doan (section): La tap hop cac doan c6 cung dinh dang.
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» Dong (line): Tap cac ki tu trén cung mot duong co so (baseline) tir bén trai sang bén

phai man hinh soan thao.

> Xubng dong: Tu dong va bang tay (Shift+Enter).

Luuy:

Khi g6 van ban khdng ding phim Enter dé xudng dong. Phim Enter chi dung dé két
thic mot doan van ban hoan chinh.

Giira céc tir chi ding mét dau khoang tring (phim spacebar) dé phan céch. Khéng
sir dung du khoang trang dau dong cho viéc cin chinh Ié.

Cac dau ngat cau nhu cham (.), phay (,), hai cham (), cham phay (;), chim than (1),
hoi cham (?) phai duoc gd sét vao tir dung trudc no, tiép theo 1a mot dau khoang
trang néu sau dé van con noi dung.

Céc dau ma ngoic va mé nhay déu phai dugc hiéu la ky tu dau tir, do do ky tu tiép
theo phai viét sat vao bén trai cia cac dau nay. Tuong tu, cac dau dong ngoic va
dong nhay phai hiéu 1a Ky tu cudi tir va duoc viét sat vao bén phai cua ky tu cudi
cung cua tir bén trai.

G0 xong toan b van ban mai thuc hién hiéu chinh va dinh dang van ban.

Diém chén (insertion point — con tré vin ban) 1a duong thang ding nhap nhay trong

man hinh 1am viéc cia Word. N6 hién thi vi tri nguoi ding ¢d thé nhap vian ban trén trang
tai liéu. Ngudi dung cd thé sir dung diém cheén theo nhiéu cach khac nhau. Néu khi mé mot
tai liéu tréng, diém chén s& xuat hién & gdc trén cuing bén trai cua trang. Néu mudn nguoi
ding c6 thé nhap van ban tir vi tri nay.

File Home Insert Design Layout References Mailings
alls . i i
D Calibri (Body) ~|24 - A A Aa- &

5 2 &
Paste ” B I U ~abe X, X° _l__!u'r'a‘,/rﬁ'r &T_ A i

-

Clipboard = Font a Paragraph

Hinh 1.23. Man hinh vi tri bat dau soan thao van ban

1.2.8 Lwa chon khdi viin ban

Trude khi dinh dang hoic di chuyén vin ban, ngudi ding s& phai lva chon vin ban

d6. Bé 1am duoc diéu nay, ngudi dung co thé sir dung 1 trong 2 thao tac véi chudt hoic
ban phim.
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» Thao tac vai chuot

Nguoi dung click va kéo chudt dén doan vian ban mudn chon, sau dé tha chudt ra.
Poan van ban duoc chon sé€ dugce boi den.

B H:0[5ignature Wash

Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

Mgt sé thao tac khac:

- Nhay chuot trai 3 1an lién tiép tai 1 vi tri, khi d6 ca doan vin ban da duoc lya chon

- Di chuyén chudt ra Ié trai cia van ban, kich chudt trai vao dong vin ban can lua
chon. Hoac nhay chuét tréi 2 1an lién tiép dé lya chon ca doan van ban doé.

- Chon nhiéu doan van ban, di chuyén chudt ra I& trai cua doan van ban, nhan chugt
trai gitr va kéo ré cac doan can lya chon.

» Thao tac vai ban phim
Nhan va giir phim Shift, sau d6 chon dung cac phim mili tén lya chon.
- Lya chon tat ca File trong van ban: nhan to hop phim Ctrl + A

Khi lya chon van ban hoac hinh anh trong Word, mét thanh Toolbar chara cac phim
tit Iénh sé& xuét hién. Néu thanh Toolbar khong xuat hién, thi di chudt qua muc da chon.

Calibri (Body) ~ |14 =| A" A" o Ag-
B I U¥-4Aa-~:=-i=- St;es
B H.0pignature Wash
Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

1.2.9 Sao chép/di chuyén khdi vin ban
Pé thuc hién thao tac sao chép/di chuyén khéi van ban nguoi dung can thuc hién
viéc chon khéi vin ban d6 trude. Sau d6 thuc hién mot trong céc thao tac Iénh sau:
> Chon Iénh Copy (dé sao chép) hoit Iénh Cut (dé di chuyén) tir biéu tuong trén Tab
Home - group Clipboard

H ©- :

File Home Insert Design Layout References
“ - -

B &6 Cut Calibri (Body) |14 ~| A A Aa-
: ER Copy

aste - 2R . 8k,
> ¥ Format Painter B I U-~abex. X &
Clipboard P Font

Hinh 1.24. Lya chon Iénh Copy/Cut
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> Bam chuét phai (Right Click) trén doan vin ban da chon dé sao chép/di chuyén >
Copy/Cut
Song & do chang ai c6 thé hoan thién pei=le—t000s ~bo=m~ it nhit phai hoc cich dé

A . . . 5 4 Cut 3 -2 . .
song 1am sao cho ven toan. Cach xt s | g _Cut | |1g dong tién cua cac ban
B Copy

~ 3 2 A - - A ~ ) E
s& anh hueong dén con cat, dén cude songl—
im Paste Options:

———  Dichuyén vin bin
o - il
Sao chép vin bin 0
Trudce hét viée 161 mudn noi dén do lathi A Font. .ﬁy sach day lam giau.
T6i chura doc hét mét quyén nhumg so so 55 Parsgraph. 1au va chung quy 1a dé
cdp dén van dé lam sao dé gidu, cac cach Define 213u, va cac ban doc no
chic chin rfi.ng mong & hoc dwoc cdi gi Synonyms r

@3-;‘ Translate

'fa; Search with Bing
T4t nhién_ 1im giu ai chang mo wde, ai ¢ e trén mot con xe siéu
>hén dai vay quanh?
: t i

£ 43 g

Hyperlink...

sang ndo do, dwge séng trong mot biét th i

New Comment
il el -] -] 1. o 1 1.

> Hodc sir dung to hop phim tat Ctrl + C (Copy)/ Ctrl + X (Cut)
Chon vij tri cin dan doan van ban = chon Paste:

» Chon dan tir I€nh Paste trén Tab Home - group Clipboard
> Bam chudt phai trén viing mudn dan doan van ban > chon Paste

[y Paste Options:

= 2 s LA
A  Font
=g Paragraph...
Define

Synonyms k

@ﬁ Translate
€3 Search with Bing
> Hodac sir dyng t6 hop phim tat Ctrl + V (Paste)
1.3 Pinh dang van ban
Pinh dang vin ban nham muc dich dé thu hat sy chd y cia nguoi doc vao 1 phan

cu thé nao d6 cua tai liéu va nhan manh cac thong tin quan trong trong d6. Trong Word,
ngudi dung ¢d nhiéu lua chon dé chinh stra van ban, bao gom font chir va mau sic font
chir. Ngoai ra, ngudi ding ciing ¢6 thé diéu chinh cin 1 vin ban dé hién thi thay doi theo
y mudn trén tai liéu.
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1.3.1 Pinh dang ky tw bang nhém I¢nh Font

Lya chon vin ban ma can dinh dang va céc thao tac dinh dang & muc nay s& lam

viéc trén thé Home -> group Font
Home Insert Design Layout
“DEE’ Calibri(Body) ~|14 - A A Aa- #&»
&~ A~

(]

Paste . B I U -abx, X°

-

Clipboard Font

Hinh 1.25. Man hinh thé Home

References Maili

binh dang Font chit mac dinh trong Word khi mé mét trang soan thao méi la Font
Calibri, nhung ngudi ding ciing co thé thay doi bat ci khi nao theo y minh.
Dé thay d6i dinh dang font mac dinh > nguoi ding moé mot trang Word tréng >
chon Font va mét s6 dinh dang nguoi dung can > Tab Home = Group Font > M¢ cia

s6 Font ™ (Hoac bam t6 hop phim Ctrl + D)

Font | Advanced Chqnﬁle ——— Chon kich co'

Chon Font mic dinh
Font: Foft style: Size:
[imes Mew Roman\ Regular 1ﬂ
—

sylfaen \ A a A
symbol Italic 9

fahoma Bold 10

fempus Sans ITC Bold Italic 11 "
e

Font calor: Underline style: Underline color:
Automatic ol Lrnnnm i
Chi tai liéu
Effects . .
hién tai

[] strikethrough
[] Double strikethrough
[] superseript

(®) This“document only?

D All docu@sed on the Normal.dotm template?
] | Cancel

This is amyilciénh

[] subseript
Preview AF‘ dung dlo
tAt ca tai ]lt_en
Chon dinh dang

vill be used on both printer and screen.

Il SetAsQefauItI Text Effects... | ok || cancel |

Hinh 1.26. Hop thoai Font

- Pé thay d6i Font chit © Chon khéi van ban can dinh dang
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Pi khap thé gian khéng ai tét bang me
Ganh ning cudc déri khéng ai khé bing cha
Nwéc bién déng khéng dong day tinh me
M4y troi long 16ng khéng phu kin cong cha
Tan tdo sém hém me nudi ta khon lém

Sau khi chon khéi vin ban can dinh
dang ->> thanh céng cu mini xuit hién

Mang ca tdm than giy cha che ché cho con ©2mbre (Heac -|13 - A" a4° ¥ As

1

Ai con me xin dirng lam me khoc B I U W-A-:=-:= - Stes

Pirng dé budn trén mat me nghe khéng?
Hoac dinh dang trén nhém cong cu Font caa Tab Home:

TimesMNewRo ~|13 ~| A A Aa- &
B I H "'a-b;xz xz ‘-_'E"J.Ta‘t?vﬁv

Font =

Tirmes Mew Ro| =

binh dang Font : Click - chon Font muén dinh dang.

Chon kich thudc chir IH—" - chon kich c& theo danh sach c6 san, hoic tu nhap.
Téng kich thuéc : (A

Giam kich thugc: (A

Change Case: A2~ > chuyén d6i tir chit hoa = chit thuong, nguoc lai, ...

Viét hoa dau cau.

AHT -'I!' :: - ;:

— I

. Sentence casd,
chir thwon
g\..[n:wern:ase Hl:-a IN HOA
UPPERC AS/C

Viet Hoa Pau Tie—__Capitalize Each Word
tOGGLE cASb——g AU U vIET tHUONG
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Chit in dam: B> chon khéi van ban = (Ctrl+B) / click
bidu teong  ®
Chir in nghiéng: S chon khéi van ban = (Ctrl+1) /

click biéu tuong

Chit gach dudi: © =>chon khéi van ban > (Ctrl+U) /
click biéu tuong

Cuehghiate:
Chisdtrén: * = ax?+bx=c

Chi s dudi: * > H,0

cn - A Be=E== =D
Hiéu ung font: =
A A A\ /\

M\ /

A A A A

& Qutline »

\ Shadov »

/A Reflection »

A Glow 4

123 Number Styles 4

ﬁ Ligatures »

~ To nén font: ¥-.A- ==== _Tbmau chir

Mo Color

il

U - abe x, x° /&~ 3.

Mone

More Underlines...

& Underline Color 3

ﬂ - -
B Automatic

Theme Colors

Standard Colors

HE EEEEN
wy  More Colors..,
[ Gradient 3
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Lwu y: Mau sic trong menu drop-down s& bi gigi han.

N , . 2 A A Colors ? x
Chop More Color ndm dlI(Tl menu de tfuy cap hop —
thoai Colors. Chon mot mau ma ngudi dung muon, sau do click | wes p—
chon OK.
s b | Xbadinhdeng 2>
- Xoba dinh dang: 2> Xoa
dinh dang
Ngoai ra, nguoi ding cé thé thay ddi khoang cach e -
giira cac tur, vi tri tir trong hang, ... ma cirasé font > chon

Tab Advance
Font. -

Tang giam ti 1é

Fopt | Advanced

Character Spacing Tang giam kl}oang
scate:  [100% v céch céc ky te
Spacing: | Normal v " . ‘

Position: | Normet— | v By:

[] xerning for fonts| <1 Paints and above

Thay d6i 12 trén dudi cia hang

|

OpenType Features
Ligatures: None
Number spacing:  Default

Numberforms:  Default

<|l<|l<]l<

Stylistic sets: Default
[] Use Contextual Alternates
Preview

i Times New Roman l

This is a TrueType font. This font will be used on both printer and screen,

Set As Default Text Effects... oK Cancel

Hinh 1.27. Hop thoai Font Advance
1.3.2 Pinh dang Paragraph
Dinh dang paragraphs cho phép nguoi dung thay doi cach nhin trén toan b tai liéu.
Nguoi ding c6 thé truy cap vao cac cong cu cua dinh dang Paragraphs bang céch chon
Tab Home, chon nhom Paragraph.

Layaut References Mailings Review View W Tellr

alla
Paste . )
= * Format Painter
Clipboard M Font I

E T T 0 7.4 -3 .+ .4 .2 .C. 1 -CL..

Hinh 1.28. Nhom Iénh Paragraph
Canh & trong Paragraph: Canh I& cho phép nguoi dung thiét 1ap cach van ban xuit
hién. Bé thay doi Ié ta thuc hién nhu sau:
— Chon doan van ban, rdi nhap vao tab Home, rdi chon n(t thich hop cho viéc canh
& trén nhom Paragraph: | = = =
—  Align Left (Ctrl+L): vian ban dugc canh I& sang mép bén tréi.
— Center (Ctrl+E): Vian ban duoc can giita cac 1é.
~  Align Right (Ctrl+R): Vin ban dugc canh I& sang mép bén phai.
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— Justify (Ctrl+J): Vian ban duoc dan déu ca hai bén trai va phai.
Thut & doan: Thut I& doan cho phép nguoi dung xac dinh van ban trong mot doan
canh I& khac nhau. C6 mét sé tly chon cho viéc thut 1&:

L Paragraph

EHIE
|"l 47 f L = e O I I I [ I LI |
T T T T T T

Canh 1€ trong Paragraph: Canh 1¢ cho phép

[ef Dban thiét 14p cach vin ban xuat hién. Dé thay doi

& ta thuc hién nhu sau: Right
Chon doan vin ban, r6i nhap vao tab

Home, r6i chon niit thich hop cho viée

canh

— First Line: Biéu khién duong bién bén trai cho dong dau tién cua doan.

~ Hanging: biéu khién duong bién trén trai voi tit ca cac dong trong moét doan
ngoai trir dong dau tién.

~  Left: Diéu khién duong bién bén trai véi moi dong trong mot doan.

- Right: Biéu khién duong bién bén phai véi moi dong trong mét doan.

Tao khoang cach gitra cac dong: Trong van ban, ky thuat dan trang giup trinh bay
van ban rd rang va dep mat. Néu nhu trudc day ngudi dung thuong tao khoang cach bang
phim Enter dé xubng dong thi gio day ngudi dung s& sir dung cac cong cu c6 san trong
chuong trinh soan thao MS Word dé 1am viéc nay.

~ Chon céc dong can dinh dang khoang céach cho chdng. Chon chuc nang Line and
Paragraph Spacing

s-iz-he &5 N0 T cHpUua

=== I§v v RS T Chuong

<,

phim Ei
trinh so
Chon ¢ 2 Remove Space Before Paragraph

Line Spacing Options..,
Chonl T Remove Space After Paragraph

~ Thay ddi céc thdng s trong phan Spacing dé tao khoang céch giira cac dong.
C6 thé ma hop thoai Paragraph dé chinh céc théng sé trong dinh dang doan
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Paragraph

General

Indentation
Left:
Right:

[ mirrar

Spacing
Eefare:

After:

Preview

Indents and Spacing

Alignment:

Justified ~

QOutline level: | Body Text ~

0 cm

4k 4F

0O cm

indents

3 pt

4F 4k

3 pt

Line and Page Breaks

Collapsed by default

Special:

First line

Line spacing:

At least

By:

127 emp=

At

w| [18pt =

|:| Don't add space between paragraphs of the same style

N

1.3.3 Tao khung va nén

Hinh 1.29. Hop thoai Paragraph

Nguoi ding ¢ thé thém duong vién, tao khung va nén cho cac doan van ban va
toan trang. Dé tao mot duong vién bao quanh mot doan hoic cac doan, ta thuc hién nhu

Sau:

Lwya chon viing van ban noi nguoi ding muén ¢ duong vién hay hiéu ang té bong.
Nhap nat Borders trén nhoém Paragraph, chon Border and Shading. Hoic mo hop thoai

Border and Shading dé chinh
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‘ TChuong  THNormr

Bottom Border

Inside Horizontal Border

Top Border
e . cho khung
Setting: Style: Left Border
E A Click on diagram below or

None use buttons to apply borders Right Border

Box - [ No Border
L || [EPPE—— All Borders

Shadow —memmeme—ee & Outside Borders

. Color: Cliass ! i Inside Borders

r Automau. >
Width:
= | Custom g Inside Vertical Border
Chond i b \Paragraph Diagonal Down Border
o g 6 rong dudng vi :
khung | Qptions... Diagonal Up Border

oK ][ Cancel ] Horngzontal Line

Draw Table

View Gridlines

R R R

Borders and Shading...

Hinh 1.30. Hop thoai Border and Shading tao duong vién

| Borders I Page Border Ehadm?l
Fill | Preview
[ v]] Chon méu tb
Patterns
stle: || crear El
Color Automatic W |
Chon Style
Chon d6i trong 4p dung
Apply to:
Paragraph E
| ok || cancel |

Hinh 1.31. Hop thoai Borders and Shading tao mau nén

1.3.4 Pinh khoang cach Tab Stop
Dé dit diém dung Tab cho mot van ban, nguoi dung ¢ thé dat Tab truc tiép
trén Tab Selector, hoic ma ctra s6 Tab dé thiét ké.
> Dit truc tiép trén thudc
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e
Paste | )
. ~ Format Painter

Clipboard ]

Céc logi Tab:

~ Lefttab = - Pat vi tri bat ddu cua doan text ma tir d6 s& chay sang phai khi
nguoi dung nhap liéu.

- Right tab - > Nam & nguoi dung phai cudi doan text. Khi nguoi diing nhap
licu, doan text s& di chuyén sang trai ké tir vi tri dat tab.

~ Centertab '+ - Pat vi tri chinh gitta doan text. Poan text s& nam giira vi tri dat
tab khi nguoi dung nhap liéu.

~ Decimal tab - - Khi dat tab nay, nhitng dau chim phan cach phan thap phan
s& nam trén cing mot vi tri.

- Bartab "' - Loai tab nay khéng dinh vi tri cho text. N6 s€ chén mét thanh
thang ding t6i vi tri dit tab.

Diém dimg Tab

[ .. Y Y T .. s ow o i s & g & N T . E
Co cau giai thwong
Thé loai Giii Thuwdng

Dé dit Tab > chon Tab tir Tab Selector > L-Click trén thanh thuéc ngang tai vi
tri muén dit tab.

~  Pat mot tab bat ky trén thuéc ngang > double click trén biéu tuong tab do:

1"'|l"'><"'."

Double click

> Datquactraso Tab
Dé ma cira s6 thiét 1ap Tab, tachon: Tab Home = group Paragraph = Paragraph setting
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Preview

Bion e G5 ba 500.000

I
Il
il
11
4
4
4

Paragraph

Tabs... | |5etAsgefaurt| | oK ‘ | Cancel

— Cura s6 thiét lap Tab:

Tab stop position: Default tab stops:

- o5 4 1

0.5

3.5 . A Tab stops tg be cleared:

. N‘;‘f&fm Dit khbang cach
= mic dinh khi nhén

phim tab

Alignment

(W) Left () Center () Right
() Decimal ) Bar

Leader

@1Nnne

Sau khi di thiét lap tit ca cac thudc tinh cho cac Tab, dé thuc hién Tab cho mdi vi
tri, nguoi ding chi can nhan phim Tab trén ban phim.
1.3.5 Pinh s6 cot cho vin ban
C6 nhitng van ban sau khi soan thao muén chia ra 1am nhiéu cot nhu cac bai bao,
tap chi - thi dang cot con duoc sir dung rat thuong xuyén. Dé thuc hién thao tac nay, nguoi
dung thuc hién theo cac thao tac sau:
~ BO6i den doan vin ban muén dinh dang.
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Tran Bach Dang nam 938 la mét trén dénh gifta quin din Viét Nam - thai d6 goi 1a Tinh
Hai quin va chwa cé quéce hiéu chinh thize - do Ngb Quyén linh dao véi quin Nam Han
trén séng Bach Pang. Két qua, quin dén Viét Nam gianh thing loi. Dy 1a mét trin
d4nh quan trong trong lich st Viét Nam. N6 dénh diu cho viée chdm ditt hon 1000
nim Bac thude cia Viét Nam. Trin Bach Dang nam 938 ¢ § nghia quan trong déi véi
Viét Nam vi n6 dé gifip chAm di¥t 1000 nim Bdc thugc trong lich sit Viét Nam, m& ra
mot thot ky doe ldp tw chu cho Viét Nam. Chién th.!“ing Bach Ba;mg c6 thé coi la trin chung
két toan thing cia din toc Viét.

Chon thé Layout, click Columns va mét danh sach sé hién ra.
Chon sé ¢t ma ngudi ding mudn tao.

Home Insert References Review View '\; Tell me w

Mailings

@ D\v [E % = Breaks ~ Indent Spacing [ [z align~
D i[ClLine Numbers= 2= Left  0cm . IZ Before: 0 pt . U Group
Margins Orientation  Sze  Columns ~ L — | Position Wrap  Bring Send  Selection
- - - - bt Hyphenation~  =&Right 0cm gpt - Text~ Forward = Backward Pane Rotate
Page S [F] Paragraph [Fl Arrange
. One S -E-\-1-.‘z-.‘3-.‘4-.‘5-.-6-.‘7-.‘s-.‘9-.‘10-.‘11-.-11-.‘11-.‘14-.‘15-.‘16‘0-1?
Two
~
- Three
Left = x = E—y—— E= C—— = FE e —
Trdn Bach DPang nam 938 1a mét trin danh gitta quin ddn Viét Nam - thoi d6 goi 1a Tinh
Aokt Hai quédn va chira ¢6 quoc hiéu chinh thite - do Ngé Quyén ldnh dao viéi quin Nam Hén
g 2 o & i = A N s P & - a2 12 = ’
trén song Bach Piang Két qua, quin din Viét Nam gianh thing lo1. Diy 14 mot trin

danh quan trong trong lich st Viét Nam. N6 dénh ddu cho viée chdm dit hon 1000
nim Bac thube cia Viét Nam. Trin Bach B?mg nam 938 co y nghia quan trong 361 voi
Viét Nam vi né dd giip chdm diet 1000 nam Bdec thudc trong lich si Viét Nam_ mé ra
mdt thoi ky doc lap tw chi cho Viét Nam. Chién théng Bach Ba:mg 6 thé coi 1a trin chung
két toan thang cia dan toe Viét.

== More Columns...

R AR R R

Hinh 1.32. Chia ¢t doan van ban
Van ban s€ dugc dinh dang dudi dang cot.

Trin Bach Ding nam 938 1a mét trin
danh gifra quin ddn Viét Nam - thoi d6
goi 13 Tinh Hai quan va chwa co qudc
hiéu chinh thite - do Ngd Quyén lanh dao
v6i quin Nam Han trén séng Bach Dang.
Két qua, quan din Viét Nam gianh thing
loi. Pay la mét trén danh quan trong
trong lich sit Viét Nam. No danh diu cho

viée chim dit hon 1000 nim Béc thude
cua Viét Nam. Trin Bach Pang nam 938
c6 ¥ nghia quan trong d6i v&i Vist Nam
vi nd d4 gitip chdm d@t 1000 nam Bdc
thugc trong lich s Viét Nam, mé ra mét
thénr ky doc 1dp tw cha cho Viét Nam.
Chién thing Bach Pang c6 thé coi la trin
chung két toan thing ctia din toc Viét.

Dé mé cira s6 Column = More Columns:
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Columns

Presets

©
3
m
—
I=
o
g
=
-
m
m
=
=]
= |l

Left

4

Number of columns: |2 [J Line between

Width and spacing Preview
Col # Width: Spacing:
[ ][ 0.5°

[ ]

Equal column width

4r 404
4| 4r 4

Apply to: This section v Start new column

X

Hinh 1.33. Hop thoai Column

Line between: Ké/Khong ké duong phan cach gitra cac cot.
Width and spacing: B¢ rong cua cot va khoang cach gitra cac cot.
Apply to: Pham vi chia cét.

File Hame Insert

Margins Orientation Size Columns

Design Layout

0 & DEE

§D Line Mumbers ~

be Hyphenation »

Two
- Three

Left

- Right

= More Columns...

Presets: chon mot trong cdc mau c6 san hoic nhap sé cot vao 6 Number of

Luu ¥: Khi chia cot nguoi dung thuong méc céc 16i nhu chia hai cot dit liéu nam
tron mot cot, khdong khong chia qua cot tha hai... Cac 16i nay xay ra ¢ khau quét chon
dir liéu (thuong la khdng ngit doan). Bé chia cot ludn thanh cong nguoi ding nén bat
nGt Show/Hide dé khi quét chon dix liéu khdng quét phai dau Enter cudi cling

» Xoa cot

Dé bo dinh dang cot vira tao, dit tro chudt
tai bat ki vi tri nao trong bang, sau d6
chon Columns trén tab Layout va chon One. . . .

Page 5
One
L
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1.3.6 Panh s6 tu dong
» Bullets and Numbering
Trong trinh bay van ban, c6 mot doan tai liéu liét ké dang danh sach, dé tai liéu duoc
dinh dang mét cach nhanh chong va dep mat, chiing ta sé sir dung cong cu dinh dang Bullet
and Numbering.

— Chon doan tai liéu can dinh dang.
- Chon Tab Home - group Paragraph - Bullets/Numbering

Numbering
= A
= o, g
Bulle’rs h1u1h1e1 el LlSt
» Cac dang Bullets (ky tu):
ar A G2-iS-%i- =% 2 T AaBbCal AaBbCel AaBbC AaBb Assbced
‘- A~ Recently Used Bullets Mo Spac.. Heading1 Heading2 Heading 3
Gl — * ° 0:0 Styles
. I SRR BN - SRR BERCR N SRR
Bullet Library
1IN cUOC SONG
None | __ Y O ] +
Quan tr bén minh, ma 14 nhitng gi ban d3 déng
@ o[> v
Quan t Document Bullets @elobioe b daiheite
Quan tt co duoc trong dot, ma la § nghia that
sweiar < O = L4 - v
E;Ia;txk _ 1w .:. ‘- > ma 14 nhing gi ban da truyén lai cho
‘Crzuﬁa;g - = 4+ ™ Qf h la tinh cach — la nhitng gi ban cw xir
- + -

Chon dang
Bullets khac

Define Mew Bullet...

Hinh 1.34. Binh dang Bullets
PIEU KY DIEU TU CACH NHIN CUOC SONG

# Quan trong khéng phai 13 nhitng thir ban mang theo bén minh, ma 13 nhimg gi ban
da dong gop.

# Quan trong khéng phai 1a nhiing thir ban nhin dwoc ma 1a nhitng gi ban da cho di.

¥# Quan trong khéng phai 1a nhitng thanh ¢6ng ban d4 c6 dwoc trong dot, ma 14 ¥ nghia
thit swr cua ching.

> Quan trong khéng phai 13 nhing thir ban hoc dwoc, ma 1a nhimg gi ban d4 truyén
lai cho ngwrin khac.

#» Quan trong khong con la ning hre cia ban, ma chinh 13 tinh cach — 13 nhimg gi ban
Cu X1 V01 mol ngurot xung quanh.

> 1.3.6.2 Cac dang Numbering (s0):
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- == o9

= Recently Used Number Formal

1

kS

rong |

rong |
t ban

Thél |

3

Numbering Libsrary

Mone 2

s

)]
(2}
)]

1)
2)
3)

a)
B

AaBbCel

a) Quan trong khong chi 14 nhimg ki trc, ma phai 14 ky {rc vé nhimg ngwoi d yéu
thuong ban.
|

b) Qum; trong ddu chi 1a ban s& dwoe mo1 ngwon nhe dén trong bao 1du, ma I3 ho nhé
gi ve ban.

¢) Quan trong khong phai 14 ban quen biét thit nhiéu ngudi, ma la bao nhiéu ngui sé
dau xot khi mat ban trong doi

Chon dang
Numbenng khac

Hinh 1.35. Binh dang Numbering

> Dang phan cap - Multilevel List

C6 nhitng doan tai liéu c6 nhiéu phan cap, ngudi dung khdng can phai chon ting
dang Numbering va Bullets, Word 2016 s¢ giup nguoi dung dinh dang nhanh chéng chi
can mat lan cho tat ca cac cap.

I) BO DINH DANG (style)

1) Khdi niém:

Style 1a mét tip hop céc dinh dang c6 san trong Word hoac do ngudi diing tao ra va
du'_n_:fc gan cho mét tén ridéng. Style co thé chira cac dinh dang kv ti, doan vin ban,
diém dimg Tab, ...

2) Thao tdc trén Style
a) Hoép thoat Style (Format/ Style)
b) Tao mot Style m

IT) TAP TIN MAU (TEMPLATE)

1) Khdi niém

Template 1a mét dang tép tin van ban déc biét (co phﬁn ma rong _dot) chira cac dinh
dang tao san va mot s6 ndi dung nao do.

2) Tao tdp tin mdu mdi
a) Chon lénh File/ New, hop thoai New sé xuit hign.
b) Trong muc Create New, Click chon Template. Nhdp nd1 dung va dinh dang.
¢) Chon lénh File/ Save dé luu lai véi phdn mé réng mic nhién 1a dot.

Hinh 1.36. Mau dinh dang tai liéu theo phan cap

Chon doan tai liéu mudn dinh dang.

- Vao Tab Home - group Paragraph > Multilevel List - Define New Multilevel

List
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Chon cdp dé
dinh dang

Define new Multilevel list

S\ Click level to modify:
1

7 IEN

1| D)
O |Em D)
4 a
5
$ (1()
7 A
8 !
®)
2 1
a |
- Chon Style cho Chinh font cho
Number forma st e o
Enter format: tung cap o
a) font...

Number style for @ Inclugde level numbe,
ab,c.. v v

1) BODINH DANG (style)

1) Khii niém:

III)  Style 13 mét tip hop cdc dinh dang c6 sin trong Word hosc do ngudi dikng tao ra va duoc
gan cho mdt tén niéng. Style cé the chira cac dinh dang k¥ tw, doan vén ban, diém dimg Tab,

IV)  Thao tic trén Style

V) Hép thoai Style (Format/ Style)

VI)  Tao mot Style mén

VII) TAPTIN MAU (TEMPLATE)

VIID) Khéi niém

IX) Template Ia mét dang tip tin van ban déc biét (c6 phin md réng .dot) chira cac dinh dang
120 sén va mdt 36 ndi dung ndo 5.

X) T30 tjp tin miu méi

XI)  Chon lénh File/ New, hop thoai New s& xuat hién.

XII) Trong myc Create New, Click chon Template. Nhap né1 dung va dinh dang.

Posit A
osition XI1I) Chon lénh File/ Save dé v lai v6i phin mé rong mac nhién 12 dot.

Number alignment: || o0y v| Alignedat: (o5 s

Text indent at: 0.75 $ Set for All Levels...

- Chon OK hoan @

thanh
Hinh 1.37. Binh dang Multilevel List

Sau khi Click OK dé hoan thanh thi doan vin ban s& chay Cap dau tién, dé cho céc
cap con lai theo y minh, nguoi dung chi can chon cac déi twong cling cip = nhan phim
Tab trén ban phim. Dé Ui ra mot Tab thi nguoi ding st dung t6 hop phim Shift + Tab.

I) BO DINH DANG (style)
1) Khaiiniém: _
Style 13 mét tdp hop cac dinh dang ¢6 san trong Word hodc do ngwdi ding tao ra va durgc

gan cho mat tén riéng. Style c6 thé chira cdc dinh dang k¥ tr, doan vian ban, didm dimg
Tab, ...

More oK

Cancel | |

2) Thao tac trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mét Style mdi
II) TAP TIN MAU (TEMPLATE)
1) Khii niém )
Template 1a mot dang tip tin vin ban dic biét (c6 phan mé rong dot) chira céc
dinh dang tao san va mét 6 ndi dung nao do.

2) Tao tip tin miu méi
a) Chon 1énh File/ New, hop thoai New s& xuét hién.
b) Trong muc Create New_, Click chon Template. Nhip ndi dung va dinh dang.
¢) Chon 1énh File/ Save d& luu lai v6i phin mé rong mic nhién 1a dot. |
1.3.7 Tao chir cai 16n dau dong
Day la dang trinh bay van ban ¢ vi tri dau mét doan, ky tu dau tién cta doan van
ban s€ c6 kich thudc lon va c6 @6 cao bang nhi¢u dong van ban.

Béu tién, boi den chir cai dau dong, vao menu Insert chon

[El Quick Parts~ [# Signature

Text

cong cu Drop Cap chon kiéu chir cai 16n dau dong can sir A WordArt - [ Date & Tir
dung Box- |~ DropCapr [T]Object ~
- - X . A X M
Hodc chon Drop Cap Option dé lua chon cac thong so o
khéc. Tai déy, can cha ¥ cac thong s sau: A= Dropped
~ Lines to drop: Chon sb dong s& hién thi chit céi I6n dau |
A In margin

dong.
- Distance from text: Khoang cach giita chir cai 16n dau
dong va doan vian ban.

A= Drop Cap Options...
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Drop Cap ? x

Paosition
HNone Dropped In margin

Options

Font:

Times Mew F.oman

<

Lines to drop: 2

LI ARIE I 3

Distance from text: |0 cm

Hinh 1.38. Hop thoai Drop Cap Options
- Thao tac bo chir hoa:
+ Budce 1: Kich chudt chon ky tu can bo
+ Budéc 2: Kich chudt chon Drop Cap chon None.

1.4 Pinh dang trang in

Khi viét mot tai liéu, khdng chi dé xem va luu trir, ma c6 nhitng van ban ching ta
can phai in ra dé bao cdo, hay dé luu trir lai. Thi chtc ning Layout trong Word 2016 s&
giup nguoi dung thyuc hién viéc nay:

File Home  Insert  Design References  Mailings  Review  View Q Tl me what you want to do...

¥ oo = Breaks - Indent Spacing Ll [¢ Align-
05D a}!

i[lineNumbers~  3=left 0cm - 0= Before 3pt

- = | R . ) . Group
Margins Orientation  Size  Columns . y = — | Postion Wrap  Bring  Send  Selection
o o o « b Hyphenation=  =%Right Ocm | 4=After 3pt . i B gl e Rotate
Page Setup fa Paragraph fa Arrange

=

1.4.1 Thiét 1ap ciu tric trang
1.4.1.1 Bat 18 trang in:

L& 1a khoang cach giira van ban va mép giay. Theo mic dinh, kho gidy ciia van ban
méi dugc cai dat ché do Normal - khoang cach 1a mét inch giita van ban véi ting canh
gidy. Nguoi dung ciing c6 thé thay doi kich ¢ 1é trong Word

Vao Tab Layout - group Page Setup - Margins
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Eﬂ (A% = ¥ Breaks *
0 U B g, o pagesewp M

Margins |[Orientation  Size Columns
- - - = b Hypher Margins | Paper | Layout
_____ Last Custom Setting . Marging
Left: 1 H  Right: 1
Mormal Gutter o “ Gutter position: | Left [v]
Top: 1° Battarm: 1° o
Left: 1 Right 1° OIr\-tma‘tlon. i .
i
Lecfl: :313 :c;::m .:; . Portrait .Landi(ape
— | Choncicleda Fages -
Moderate A . b Multiple pages: Homal w
1 Top 1 Borom 1 | | Grorc thiét 1dp san -
Left: 075 Right: 0.7
) Preview
T Wide —
Top: 1° Battarm: 1° =
Left 2 Right:  2* 1
Mirrored —
Top: 1" Bottom: 1" —
e Insides  1.25" Outside: 1" .
gy TU’ thiét lap cho spplyte:  Whole document | v |
Custom Margins.. o
| - trang cia ban
. Set A5 Default oK Cancel

Hinh 1.39. Pat I& cho trang vin ban
C6 4 thdng sb 1& cua van ban: Lé trén (Top), Lé dudi (Bottom), L& trai (Left), Lé
phai (Right)
1.4.1.2 Chon hudng cho trang:
- Chon tab Layout.
- Kich 1énh Orientation trong nhém Page Setup.

File Home Insert Design Layout References Mailings Review  View Desig

P@ N ¥— Breaks ~ Indent Spacing
iy e I

g ) 2 ; f[MLine Numbers~ =Left 0" T I: Before: 0 pt E

Margins Orientation Size Columns ) W g 22 ~

- v % = =, bc Hyphenation~ =€ Right 0" - |+= Afterr |0 pt I
Page Setup P Paragraph [

Hinh 1.40. Chon huéng cho trang in
~ Menu tha xudng xuat hién, chon Portrait (trang doc) hoic Landscape (trang
ngang) dé thay do6i dinh hudng trang.
File Home Insert Design Layout References Mailings Review View

DW & ¥— Breaks ~ Indent Spacing
iny e N

5 T ; f[Line Numbers~ 3= Left 0" % |2= Before: Opt
Margins Orientation Size Columns —li=
- += After 0 pt

- v - - be Hyphenation~ =& Right 0"
N : up P Paragraph [P
L_'%hportrar_t O RO SRR TR SCR: SIS T SRR IO SO

Landscape

4r 4

- Dinh huéng trang cua tai liéu ldc ndy da dugc thay doi

-37-



1.4.1.3 Chon kich ¢c& gidy in:

Mic dinh khé gidy caa van ban mai 1a 8,5 inch x 11 inch. Tuy thudc vao tai liéu,
ngudi ding co thé ty diéu chinh kho gidy. Piéu quan trong can chi y 1a chding ta nén kiém
tra kho giay ph hop véi may in trude khi xac dinh kho gidy mic dinh.

C6 rat nhiéu khé gidy duoc thiét 1ap sin trong Word dé lya chon.

- Chon tab Layout, sau @6 kich 1énh Size.

File Home Insert Design Layout References Mailings Review View

F“Q s %= Breaks ¥ Indent Spacing
Nl b=

7 T 3 :[Line Numbers~ 3= Left: 0" . I: Before: 0 pt S

Margins Orientation = Size Columns i g it N

v v 5 h »  bc Hyphenation~ = =¢Right: 0" . 4= After |0 pt I
Page Setup [ Paragraph M

Hinh 1.41. Chon kich c& gidy in
~  Menu tha xubng hién thi, kho giay hién tai s& duoc danh dau. Bay gio, luya chon
kho gidy co san phi hop véi tai liéu cua nguoi dung.

File Home Insert Design Layout References Mailings Review View

[_h&: —_ "= Breaks ~ Indent Spacing
0 s 10

g T 3 {[ILine Numbers~ 3= Left: 0" . I: Before: 0 pt
Margins Orientation = Size  Columns o g V102
- v v »  bc Hyphenation~ =€ Right 0" . 4= After 0 pt

4 rje)

j Letter Paragraph [

X 85" x 11 3 4 5
L 85" x 11" YR, S O W Vi
-

m
L1 85" x 14" h

Executive
L 7.25"x10.5"

1 A4

L1 8.27"x11.69"

EASE JOIN US FOR GROVE PUBLICATIONS’

- Kho gidy cua tai liéu da dugc thay doi.
Tay chinh kho giay Word cho phép ngudi ding diéu chinh kho giay trong hop Page
Setup.
~ Tu tab Layout, kich Size. Chon More Paper Sizes tir menu tha xubng.
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File Home Insert Design Layout
@ Dn‘ IE "= Breaks ~ Indent

5 : 3 3 ;D Line Numbers~ 3= Lefl
Margins Orientation = Size  Columns o
> - - bc Hyphenation~  =%Rig
Letter (=

85" x11"

D 4

L -

Legal
8.5"x 14"

Executive
7.25"x 105"
A4
8.27"x11.69"

A5

5.83"x 8.27"

Y Y I

7 B5 (JIS)
) 7.16"x 10.12"

~ Envelope #10
4.12"x9.5"

Envelope DL
433" x 8.66"

Envelope C5
6.38"x 9.02"

Envelope B5
7 6.93"x9.84"

% Envelope Monarch
- 3.88"x7.5"

A6
4.13"x5.83"

Double Japan Postcard Rotated |~
" More Paper Sizes... l}

- Ctra 56 Page Setup xuat hién.
- Thay ddi gia tri Width (chiéu rong) va Heigth (chiéu cao), sau d6 4n OK.

Page Setup ? X

Margins  Paper  Layout
Paper size:

| Custom size (>l

Width: |5

Height: 7]

Paper source

First page:

Default tray (Automatically Select
Automatically Select

Printer auto select

Manual Feed Tray

Tray 1

Tray 2

Tray 3

Tray 4

Other pages:

Default tray (Automatical
Automatically Select
Printer auto select
Manual Feed Tray

Seleci]

Preview

Apply to: | Whole document v[

Set As Default

Print Options... .

|

Cancel

Ngoai ra, ngudi dung c6 thé mé Page Setup trong Layout bang cach nhip chuot

vao mili tén nho phia dudi ctia Page Setup.

-39 -



File Home Insert Design Layout References Mailings Review View Design

@ r‘%\f [E == "= Breaks Indent Spacing
: ) D : —  i[Line Numbers~ 3=Left (0" % |1= Before: Opt
Margins Orientation Size Columns x

4r 4

- - - < bc Hyphenation~ = =&Right 0" 4= After  Opt
Page Setup Paragraph !
L S —— ﬁh TRIRLIRT, 3 R Page Setup
T — )

o i Don't see what you're looking for?

Check out the full set of page
formatting options.

Nguoi ding c6 thé st dung tinh ning tién ich Set as Default cia Word dé luu tat ca
cac thay do6i dinh dang ngudi dung di tao va ty dong ap dung ching vai ca tai liu moéi
khac
1.4.2 Pit tiéu dé dau trang va cudi trang

Tiéu dé trang la phan hién thi o Ié trén, con chan trang 1a phan hién thi ¢ 1 dudi cua
van ban. Hai vi tri nay thuong chira cac thong tin nhu s trang, ngay thang, tén tac gia hay
cha thich (Footnote), gilip cung cap thong tin chi tiét hon vé van ban. Noi dung hién thi &
tiéu dé trang va chan trang s& xuat hién & moi trang ciia van ban.
1.4.2.1 Céch tao tiéu dé trang hoic chan trang

Trong vi du duéi day, chiing ta s& thém tén tac gia trén dau mai trang vin ban trong
tiéu dé trang.

> Click dap chudt vao 18 trén hodc duéi cua van ban.

P Find -

TimesNewRo - |14 - A" A Aa- fo @
0 Replace

2T | saBbCe daBbce daBbcc AAL aBbce awmbco) Bing 1. AaBbCC

T U - e x X ape A- === Ev Sy - Hi - 1 1.1 111 A1 A03 A0 BO1 BAI = Iy Select-

Cop
Paste
- ¥ Format Painter

Clipboard [F) Font [F] Paragraph ] Styles ) Editing ~
L \-1-\‘E-\‘1‘.‘1.‘.‘J-\-4-\-s‘\-s-\‘7-\‘s-\‘9‘.‘10‘.‘u‘.‘u-\-u‘\-14-\‘15-\‘0-\‘17‘|‘w‘|‘19‘

. Thoat khéi: Chon menu File chon muc Exit (hodc nhan t6 hop Alt + F4) sau d6
) chon lvu(hodc khéng luu) cong viéc vira thue hién va thoat khai cira s6 lam viée
ctia Microsoft Word.

2. Thao tac co ban File van ban:

2.1. Thao tdc tao mdi File vin bin:

- Thao tac:

Hinh 1.42. Bat tiéu dé cho dau trang va chan trang
> Tiéu dé hoic chan trang s& ma ra, thé Design s& xuat hién ¢ bén phai thanh Ribbon va
tré chudt xuat hién bén trong tiéu dé hozc chan trang.
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B ©- .= giactrinh [Compatibility Mode] - Word Header & Footer Tools

File Home Inset  Design  Layout  References  Mailings  Review Design

D D F@ [E‘ﬂ D FI:I E [S¢ Previous Different First Page Ci*HeaderfromTop:  08cm - a
= i Different Ocld & Even Pages -

[Ey Next -t Footer from Bottom: 0.9 cm

Header Footer Page  Date & Document Quick Pictures Online  Goto Goto . ! Close Header
o ° Qimize e (e Buss Pictures | Header Footer 7 Linkto Previous | ] Show Document Text [E Insert Alignment Tab. and Footer
Header & Footer Insert Navigation Options Pasition Close

R i R A S A R A A PR R R I R R R A R A R TR R

chon hru(hodc khéng luu) cong viée vira thuc hién va thoat khoi cira $b 1am viée
ctia Microsoft Word.

> G0 thdng tin can thém vao tiéu dé hozc chan trang. Trong vi du duéi day, ta s& gb
tén tac gia va ngay thang.

o - giaotrinh [Compatibility Mode] - Word Header & Footer Tools

Home Insert Design Layout References Mailings Review Design @ Tell me what you want to do...

D @ F ﬁ I;I m [E1q Previous Different First Page i+ Header from Top: 0.9cm . a
=] = a
@ I I;I il S Mext Different Odd & Even Pages "t Footer from Bottom: | 0.3 cm -
Footer Page Date & Document Quick Pictures Online  Goto Goto . . . Close Header
~  Numberr Time Infa~  Paris - Frgies | (i FestiD Link to Previous v Show Document Text B Insert Alignment Tab and Footer
ider & Footer Insert Mavigation Options Position Close
\‘1‘\‘g-|-1-|-2-|-J-l-4-|-5-|-6-|-7-|J_-8-|-9-|-10-|-11‘ S12 00 13 14 15 4

V{ Thu Uyén — Vi M§y Hanh

06/08/2019)

5
rhan hvifhade FhAna e cAne vrnAe sea thave hian vra thadt FhAs civa oA Tam xnde

> Sau khi g6 xong, chon Close Header and Footer hoac nhan phim Esc trén ban phim.
Header & Footer Tools &= = O X

Q Tell me what you want to do... Javier Flores Q Share
Different First Page .+ Header from Top: 0.5" 73
Different Odd & Even Pages *t Footer from Bottom: 0.5" ¢
: : Close Weader
/| Show Document Text Insert Alignment Tab and Footer
Options Position Close ~
» Tiéu d¢ hoac chan trang sé xuat hién trén trang van ban.
Clipboard = Font = Paragraph = Styles
; Vi Thu Uyén — Vi My Hanh

06/08/2019

Thoat khéi: Chon menu File chon muc Exit (hodc nhén t6 hop Alt + F4) sau do
chon lru(hodc khéng luu) cong viéc vira thue hién va thoat khoéi cira s6 lam viée
ctia Microsoft Word

A WMhan 454 mne a2l T A e N Le2aas

1.4.2.2 Cach chén tiéu dé hoic chan trang co san

2
A

Word 2016 sé hiru nhiéu tiéu dé trang va chan trang c6 sén ma ngudi dung co thé
dung dé van ban trong dep mit hon. Duéi day, ta s& thém tiéu dé trang ¢6 sin vao vin ban.

-4] -



Chon thé Insert va click Header (hoac Footer). Trong vi du nay, ta s€ click Header.

File Home Insert Design Layout References Mailings Review View Q Tell me what you want to do...
. rer Page ~ \ el )T = P P o =~ =
Fa Cover Page r- lecy los) I () SmartArt 8 store AV /4 [2ll®) T [ Header
() Blank Page it |t o deervoe oy Tl Chart ] e ) Footer -
= Table Pictures Online Shapes & My Add-ins ~ Wikipedia  Online Links = Comment
%= Page Break o Pictures -~ @ Screenshot~ 2 . Video - {*] Page Number ~
Pages Tables IHustrations Add.ins Media Comments Header & Footer

- Trong danh séach hién ra, chon tiéu dé trang ma nguoi ding mudn dung.

Retrospect
(POCUMET TITE [T
Semaphore
JAuidor neacy
DOCTMENT T
' Sideline
I
| [Pocement ttlc)
Slice 1
Pages |
@ More Headers from Office.com »
[l Edit Header
[_:;( Remove Header
T ———

Hinh 1.43. Chon tiéu dé c6 sin cho dau trang va chan trang
- Tiéu dé trang hoic chan trang s& hién ra sau d6. Nhiéu lya chon ¢6 ca cac trudng
g6 van ban goi 1a Content Control. Nhitng trueong nay rat hiru ich dé thém théng tin nhu

tiéu dé vin ban, tén tac gia, ngay thang, s trang.
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[Bedrssdont , hat Khoi: Chon menu File chon muc Exit (hodc nhan t4 hop Alt + F4) sau d6
1 chon luu(hoic khéng luu) cong viéc vira thuce hién va thoat khoi cira s6 lam viéc
f:. rma Micrnenft Ward

- Pé chinh sira noi dung trong Content Control, nguoi ding chi can click vao d6 va
dién théng tin.
L [ G g A B R

Gido trinh tin hoc van phang|

-

w

o
~
@
w
s
5]
3
&

L
g
®

ﬂ
=
[N
-
=
=
=5
=
O
=
-
=
=]
2
=
|H1
=0
o
o
=
-
=
=
=
o
|F‘J
]
=
=
=]
B
(o]
B
=
jaSp
=
-
Q>
5
>
=
+
.
B
&
=
=
o~

chon luu(hoac khéng luu) cong viée vira thuc hién va thoat khoi cira s6 1am viée
" ctia Microsoft Word.

- Khi hoan thanh, click Close Header and Footer hodc nhan phim Esc.

&= = O X
Q Tell me what you want to do... Javier Flores 9_ Share
__| Different First Page L+ Header from Top: 0.5" B
|| Different Odd & Even Pages "t Footer from Bottom: 0.5" ¢
= : Close ¥eader
| Show Document Text Insert Alignment Tab and Footer
Options Position Close ~

Néu mudn xda Content Control, click chudt phai va chon Remove Content Control
trong danh sach hién ra sau do.

PN LA ML wiaee o ML

I'].'I'g'l'1'I'Z'I'3'I'4'I'5'I'6'I'?'I'3'
Arial (Bod 10 | A AN e
il Bocy) K as A
- ake . v i= v 1= «| Styl
m B I U%¥~-A-:—~-:= tyles

Gigo trinh tin hodv&n nhana |

&D Paste Options:

(e sedint h ot khéi: (0 chon muyc E

Remove Content Control

chon Iuu(hoad, ... ng viéc vua t
cua Microsofi# esragrph..

. ,G) Smart Lookup .
2. Thao tac ¢ syoryms » ban:

@3‘2 Tranglate

2.1. Thao tdc n bdan:

Thao tac:
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1.4.2.3 Céch chinh sira tiéu d& trang va chan trang

Sau khi da dong tiéu dé trang hodc chan trang, ngudi ding s& van nhin thiy nhung
chung da bi khda. Chi can click dap chudt vao d6, chung s& dugc ma ra va cho phép nguoi
dung chinh stra. Thé Design xuat hién trén thanh Ribbon mang téi nhiéu lwa chon chinh
stra.

An tiéu dé hoic chan trang caa trang dau tién: Dbi véi mot s van ban, co thé
ngudi dung khdng mubn dé tiéu dé va chan trang & ngay trang dau tién, vi du nhu khi mudn
danh sb thtr tu tir trang thir 2 hodc muén dung noé 1am trang bia. Dé an tiéu dé hoic chan
trang ¢ trang dau, hay click chon hop Different First Page.

ers_Practice - Word Header & Footer Tools
Mailings Review i Design
(14 Previous [V Different First Page
[E1p Next hDifferent Odd & Even Pages
GO Goto __
Header Footer #.: Linkto Previous | |v] Show Document Text
Navigation Options

X6a tidu d& hogc chan trang: Khi mudn x6a moi théng tin chira trong tiéu dé trang,
click Header va chon Remove Header trong danh sach hién ra. Lam tuong tu v&i chan trang
bang céach chon Footer.

File Home Insert Design Layout References

S 1 E} Quick Parts ~
"y B = .
5 [d) Pictures
Header Footer Page Date & Document

2 *  Number~ Time Info ~ EéOnlinePictures H\\\

Built-in ol

Blank

[Yype bore]

Blank (Three Columns)

[Type bore| [Type hewe] [Type bew]

Austin

Banded

JOCUMENT TITLE)

@ More Headers from Office.com > |
[M Edit Header |

[% Remove Header %
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D§ thiét lap mdi trang mot tiéu dé (gia su viéc thiét ’fjg':j;k; indert Spacing
lap ¢ phan dau trang). Pau tién, dat tro chudt & mot trang,
tiép d6 chon tab Layout, Click chon Breaks, chon Next Page
(nhu hinh bén). Khi d6 m¢ header bang céch nhay dup
chudt vao dau trang nguoi dung s& thiy c6 2 Sections xut
hién nhu hinh dudi. O day, vin ban da chia thanh 2 phan Papen sath 2 cation ot from bcy tet
riéng biét. ection fresie

Next Page

Insert a section break and start the new
section on the next page.

Page
Mark the point at which one page ends
and the next page begins.

-

=9 5 L

Column
Indicate that the text following the column
break will begin in the next column,

Text Wrapping

-

BH BE [ 180

Tiép theo, Dat tré chudt & phan Header-Section 2,
Click bo chon Link to Previous dé bo thiét I1ap lién két dén
trang trudc.

Continuous
Insert a section break and start the new
section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page.

Footer -5ection 1-

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

(14 Previous
Eip Mext

| | . o Link to Previous

Pén day, nguoi ding co6 thé gb van ban cho ting Header vi mdi Section mat tiéu
dé khéac nhau. Ngoai mét sb thong tin co ban ma nguoi ding muén trinh bay trong tiéu dé
hoac chén trang, thi trén thé Design cua thanh cong cu Header and Footer, ngudi dung co
thé thém théng tin ngay thang, thoi gian, hinh anh... vao tiéu dé hoic chan trang cua vian
ban.

1.4.3 Tao chi thich & cudi trang hoic cudi vin ban

Dit tro chudt tai vi tri can ghi chu thich. AB! M) Insert Endnote

VVao menu References -> trong group Footnotes neert AB Next Footnote ~
chon Insert Footnote, tiép d6 gd thdng tin vé chi thich. Footnate

Vi du. Trong vin ban: Tai liéu thao khao! Fostnotes E

Noi dung chd thich ¢ cudi trang:

1 Tai lidu hoc tip Tin vin phong — Office 2016

1.4.4 Panh sb trang

M6t van ban c6 thé co rat nhiéu trang, viéc danh sb trang s& gilp nguoi doc thuan
tién trong quéa trinh theo dbi tai liéu. Word 2016 c6 thé ty dong danh sé trang bang lra
chon Page Number. TUy y&u cau cua viéc trinh bay van ban ma s trang c6 thé dé & phan
dau (Header) hoic phan chan (Footer) ciia mot trang vin ban.
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File Home Insert Design La

gkl B = E

Header Footer Page Date & Document Qu
> *  Number Time Infor Par
Header & F B Top of Page b€
- [#) Bottom of Page p i
k] Page Margins 3
[#] Current Position 4

FE Format Page Numbers...
e [_?;‘( Remove Page Numbers

Hinh 1.44. Panh sé trang cho vin ban
1.4.5 Ché d6 xem trwéc cach bd tri trang in
Mot van ban truge Khi thyc hién thao tac in ra ngoai may in, nguoi dung nén xem
lai trudc mot lan cac dinh dang, cac cach trinh bay, bé tri noi dung va b cuc vin ban da
phU hop hay chua. Ta goi day la thao tac Print Preview. Trong Word 2016, ché do nay
duoc tich hop ciing véi cira s6 caa lénh Print

Chon tab File. Backstage view s& xuat hién.

Design Layout References

D g Century Gothin {12 ~ A" A Aa~ Ao
3 Copy
Paste i B U -~ x. x° A a!-/ 2 =
o ~ Format Painter Lo ke X, A A
Clipboard ] Font [

Kich Print. Tinh niang Print s& dugc hién thi. Hodc c6 thé chi truy cap Print bang
cach an t6 hop phim Ctrl+P.

Noi dung van ban can xem

. CHUONG 1: MICROSOFT WORD
Print

Printer
HP Laserlet Professional P1102 "

‘% Offline

Printer Properties
Settings

’r—D Print Al Pages
The whole thing
Pages: 0
E Print One Sided
Only print on one side of th...

= Collates
E[E 1,1;1,13 123

D Portrait Orientation v
e

|:| A4 .
21 cmx29.7 cm _—
@ Last Custom Margins Setiing
Left: 3am Right: 1.5¢m

D 1 Page Per Sheet

Page Setup oo lofi2e » 49% — —+ +E

Hinh 1.45. Man hinh cuaa Iénh Print
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Tat ca noi dung cua van ban hién thi trong khung bén phai caa man hinh Print chinh
la nhitng gi ma nguoi dung s& in ra ngoai may in. Vi vay nén quan sat truéc dé phat hién
nhiing 181, sai s6t trong qua trinh soan thao trudc khi van ban duoc in ra giay.

1.4.6 In van ban

M6t trong nhitng cdng viéc thuong xuyén nhit ma cic nhan vién vin phong sir dung
cd I&1ain 4n. In 14 chirc ning khong thé thiéu trong cac chwong trinh soan thao van ban. Cac
phién ban Word cua Microsoft déu tich hop tinh ning ndy thé nén ngudi ding c6 thé in 4n
tai liéu, hd so, gidy to truc tiép ma khong phai st dung thém bat c phan mém nao
khac. Trén man hinh Print dugc ma ¢ trén, nguoi dung s€ thuc hién cac thao tac trong viéc
In tai liéu

> Trong Print, chon Printer (may in) mong muén.

Print

=3

Print

Printer
Lexmark MX310dn < |
Ready J

Fax

8

Ready

Lexmark MX310dn
Ready l,}
Microsoft Print to PDF
Ready

@ &

(]

Microsoft XPS Document Writer
Read

i
\

Officejet 7110 series @ G(F-Server
Ready

Print to PDF {Mac Desktop)
Ready

Send To OneNote 16
Ready

b B 0 9

Send To OneNote 2013
Ready

i,
¥

Add Printer...

rint to Fife

Hinh 1.46. Lua chon may in
> Nhap s6 luong ban sao muén in.

Print

Printer

Lexmark MX310dn
- v
QQ Ready

Printer Properties
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> Tuy chinh Settings néu can.

Print

Printer

Lexmark MX310dn
-
‘% Ready

Printer Properties

Settings

T\ . Print All Pages
v
=] The whole thing
qu(:::
1 Pnnt One Sided
\ Cnly pant on one side of th...
E“‘:] Collated N
5 123 123 123
[=ty . .
Portrait Orientation v
Letter
v
' 8.5"x 11"
»%7~! Normal Margins
s - Left: 17" Right 1°
H 1 Page Per Sheet v

Page Setup

> Sau khi thiét 1ap xong an n(t Print.

Print

O Copies: |1 .
Print L\\s
Printer
Lexmark MX310dn
- v
QQ Ready

Printer Properties

Poi lac nguoi dung c6 thé khéng can thiét in toan bo tai liéu, thi trong truong hop
nay thiét 1ap in dudng nhu phu hop véi nhu cau cia ngudi dung. Cho di ngudi ding mudn
in mot sé trang don 1¢ hoac mot hang loat trang, Word cho phép nguoi ding xac dinh chinh
xé&c nhitng trang nao ngudi dung mudn.
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Nguoi dung s& can chia tirng muc bang ddu phay (vi du 1,3,5-7, hoic 10-14) & in
nhitng trang don hoac loat trang.
- VAo phan Print.
Trong trudng Pages, nhap s6 trang mudn in.
Settings

uon Custom Print

32

Pages: |1, 35|

2l
Type specific pages, section...

Kich Print.

=
Print [:}

Nhu viy, cac trang van ban s& duoc in ra gidy theo dinh dang ma nguoi ding da
soan thao.
1.5 Lap bang biéu
Cac bang c6 thé duoc str dung dé t6 chirc bat cr loai ndi dung nao, cho du 1a van
ban hay dir liéu s6. Bang gilp tai liéu ciia nguoi dung tréng dé nhin va cé tb chic hon
1.5.1 Tao m{t bang ma&i
Muén tao mét bang méi trong van ban, ngudi dung dit con tro chudt vao vi tri mudn
cheén bang.
Diéu hudng téi tab Insert, sau d6, nhap chon Table. Click chon nit tam giac nho
phia duéi, & day c6 mét sb lya chon:
— Nhan gitr chudt kéo dé chon sé dong va sé cot cua bang
~ Insert Table... : Click chon, mét bang thoai hién ra cho ngudi ding xac dinh sé
dong, s cot cua bang sé tao ra.
— Draw Table: Cong cu vé bang.
— Quick Table: Click noi dung nay s& c6 mot sé mau bang biéu da duoc dinh dang
san. Click chon néu mau phu hop véi yéu cau.
- Convert Text to Table: Khi chon doan van ban, Click muc nay, doan van ban sé
duoc dua vao bang.
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Home Design Layout References Mailings Review View

Il === [ L@ [T‘x’é 3 M & ¥  OHede- &]Tj'{}'

= ) 6 [ Footer ~ 4q - B
Pages Table Pictures Online Shapes Add-  Online Links Comment Text e )
2 - Pictures =~ @+ insv  Video . [2) Page Number~ g - L)
6x6 Table Media Comments Header & Footer Text
L
DDDDD@
; ER Insert Table...
: P4 Draw Table
: Ea Excel Spreadsheet
) B Quick Tables »

Hinh 1.47. Tao bang
Tro lai giao dién Word, dé nhap vin ban, hiy dat diém chén vao bat ci 6 no, sau
d6 bat dau nhap van ban.

Weekly Chore Schedule B a ;—s/ o
June 24 — June 28 . é a \“\‘. b "7

F

Monday Tuesday Wed|

Pé di chuyén gitra cac 0, ngudi ding 6 thé st dung phim Tab hozc cac mili tén trén
ban phim.
1.5.2 Cac thao tac sira ddi trong bang

Ngay sau khi tao bang biéu, mot cong cu dinh dang Table Tool s& xuat hién véi 2
Tab |a Design va Layout:

| Header Row || First Column

By —

Total Row Last Column e -oooz M _ Vapt
_______________ _| Shading  Border Barders Border
| Banded Rows Banded Columns v . Styles 2 Pen Color~ «  Painter
Table Style Options Table Styles Borders Il

Hinh 1.48. Tab Design cua Table Tool trong MS Word 2016

D@ E Dm G mmag @% # [ Height: 077cm 2| B Distibute Rows Zﬁ@ A= @ Al il RepexthadesRo

. : ; ; BEE — % Convert to Text
Select View Properties Draw Eraser Delete Insert Insert Insert Insert Merge Split Split  AutoFit ﬁWidth: 266em +| EH Distribute Columns Tet  Cel St
v Gridlines Table v Above Below Left Right Cells Cells Table - - z EEE Direction Margins f‘ Formula
Table Draw Rows & Columns 7 Merge Cell Size [F1 Alignment Data

Hinh 1.49. Tab Layout cua Table Tool trong MS Word 2016
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O trong ndi dung nay, Tab Design s& dinh dang vé duong vién, d6 mau,... cho bang
biéu. Tab LayOut s& dinh dang vé noi dung trong bang biéu ciing nhu viéc thém, x6a, sta
cac dong, cot cua bang, tron 6 (Merge Cells), chia 6 (Split Cells) ...

> Chon déi twong mudn dinh dang:
— Chon &: Click chudt vao 6 can chon

he

— Chon cdt; Click chudt 1én cot can chon

+ N
N’

— Chon hang: Click chuot 1én hang ¢ dau hang can chon.

EX

9
- Chon ca bang: Click chuot I1én goc trén cua bang

- Thao tac thém, x6a hang va cot
- Click chuét vao trong bang, chon tab Layout -> group Rows & Column:
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. ai. Chén dina bén trén
Xoa cac doi tirong

trong bang \Chen dong bén dum/vChén cot bén trai
s
I_

-
o W . . .
De[ete Insert Insert Insert Insert Chen dong bén phai

XoaOe__ T Above Below Left Right
T Ex Delete Cells... ; F
Xo6a cote—___ EbJ e 1
T3 Delete Columns e
Xoa d{')ngd——____:x Delete Rows
Xoa béng*——————g{ Delete Table
+ Insert Above: Thém mot hang ¢ phia trén hang cha con tro.
+ Insert Below: Thém mot hang ¢ phia duéi hang chir con tro.
+ Insert Left: Thém cot bén trai cot chir con tro.
+ Insert Right: Thém cot bén phai cot chir con tro.

~  Céc thao tac x6a bang, hang, cot: chon bang, hang, cot can xoa.
Delete Cells: Xoa 6.

Delete Columns: Xda cét.

+ Delete Rows: X06a hang.

Delete Table: Xo6a bang.

» Tron hoac tach cac 6

+ +

-+

~  Chon cac 6 can tron, chon Tab Layout -> Group Merge c6 c4c chirc ning sau:

I-K

=== === ! a[| Height: 051 em 2
Merge  Split  Split | AutoFit +_1_: Width: s
Cells  Cells Table =

Merge Cell Size

+ Merge Cell: Tron cac 6 dang chon thanh mot 6 duy nhat.
+ Split Cells: Tach thanh nhiéu 6.
+ Split Table: Tach thanh hai bang khac nhau.
> Canh Ié cho dit liéu trong 6
~ Chon cac 6 can canh I& dit liéu, Tab Layout > group Alignment :

&

Text Cell
Direction Margins
. Alignment

+ Text Direction: Thay d6i huéng cua dix liéu trong 6.
+ Cell Margins: Thiét lap khoang cach giira di liéu va I& 6.
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1.5.2.1 Tao kiéu bang

Kiéu bang cho phép ngudi ding thay d6i giao dién cua bang duoc tao bao gom mot
s6 thiét ké nhu mau sic, duong vién va phong chit.

~ Nhép vao vi tri bat ki trong bang, sau dé nhap chon tab Design trén thanh ribbon.
~ Tim nhom Table Styles, sau d6 nhip chon mili tén chi xuéng More dé xem danh
sach kiéu bang day du.

File Home Insert Design Layout References Mailings Review View
V| Header Row  [V! First Column e [ T —— N )
Total Row Last Column EE EEEEE EEEEE A Yapt ——— ~ =
=151 | S22i2iS] IZ221212) [ Shading | Border —; Borders Bo
| Banded Rows |_| Banded Columns ‘:t} & Styles ~ um Pen Color © +  Pai
Table Style Options Table Styles Borders
L l‘:l’l 2 ' "3""More coeor - fl
Quickly change the visual style of
your table
Each style uses a unique
combination of borders and
shading to change the appearance
: WEEkly Chore Schedule m of your table. Hover over a style in ‘7
i luly 1— luly 5 &-‘ 3 the gallery to preview it in your
i document.
[
| Monday Tuesday Wednesday Thursday Friday
- Homework X X School holiday
a Feed fish X X X
; Dishes X X X
Recycling X X

~ Nhép chon kiéu bang ma nguoi dung mudn.

~ Vi dy, kiéu bang dugc

chon s& xuat hién nhu hinh duéi day.

July 1-July 5 €3

Monday

Weekly Chore Schedule

- Y AR
» s W
- - =

Tuesday Wednesday Thursday Friday
X School holiday

X X

X X

X

1.5.2.2 Chinh sura cac tly chon

kiéu bang

Khi di chon xong kiéu bang, ngudi dung c6 thé bat hoac tat cac tly chon khac nhau
dé thay doi giao dién cua n6. C6 6 tiy chon: Header Row, Total Row, Banded Rows, First
Column, Last Column, and Banded Columns.

Nhép vao vi tri bat ki trong bang, sau dé diéu hudng t6i tab Design.

— Tim muc Table Style Options, sau d6 chon hoic bo chon céc 6 ngudi dung mudn.
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Home Insert References Review View

File Design Mailings

Layout

[ Header Row v/ First Column

: ; e | B | B ;
| | Total Row || Last Column e B aame | Baens TR Vapt v ey
=~ IMmoms | M==m~  _| Shading | Border —- Borders Bo
| Banded Rows XY Banded Columns = v Styles - LZ Pen Color~ «  Pai
Table Style Options Table Styies Borders
L O £.. -4, . B .. 5. W 6.8

Banded Columns

Display banded columns, in which

1 1 even columns are formatted
; : differently from odd columns,

This banding can make tables easier
1 to read.

: ~ 3 /", .
: a5 P T

Két qua sau khi chinh stra.

Weekly Chore Schedule B %
July1-July 5 €3 N A
Monday Tuesday Wednesday Thursday Friday
| Homework  [B3 X School holiday
Feed fish X X X
X X X
Recycling X X

15.2.3 Thém céc dudng vién vao bang

- Chon cac & ma nguoi dung mudn ap dung cuing mot kiéu duong vién.

- Str dyng cAc Iénh trong tab Design dé chon Line Style, Line Weight va Pen Color.

- Nhép vao miii tén tha xuéng trong muc Borders.
- Chon kiéu dudng vién trong menu tha xudng

insert  Design Layout References Mailings Review View
First Column - v,.r} )
Last Column EEEE v 1%pt
g _ Shading Border .
Banded Columns N . Styles ~ L# pen Color »
Options Table Styles Borders
S REESEEEE CECNES W R SN N RNy, S
I
|

ekly Chore Schedule @24 A <

W AL &
—July5 @3 P A Y

School holiday

X X X

X X X

X X =
]
73]
B

: 7,
order
ainter

= Bottom Border

JuliaFillory £, Share

7 4

#

Top Border

Left Border

Right Border

No Border

All Borders

Qutside Borders

Inside Borders

Inside Honizontal Border

Inside Vertical Border

Horizontal Line
Draw Table
View Gridlines

Borders and Shading..

Két qua sau khi thém vién.




Weekly Chore Schedule

july 1—July5 #&

Monda Tuesda Wednesda
| Homework [ X
X X X
| Dishes  [B3 X X
| Recycling [ X

1.5.3 Sip xép dir liéu trong bing

A 5

L Z |

Thursda
School holiday

Frida

Dé thuc hién thao tac siap xép dit liéu trong bang. Ngudi ding bdi den bang dix liéu
can siap xép. Trén thanh Layout cua Table Tools vao group Data -> Sort

&
Tén Diém Toan | DiémLy | Diém Héa | Trung binh LIS
Hoa 7 6
Ngoc 6 3 g
Anh 7 9
Thanh 4 5 4

‘ 2 Height 0.85em

e Width: |275¢cm 2

Cell Size
.3,

B Distribute Rows

oy
H Distribute Columns
= = = pir

1F]
|‘10wi1‘|‘11w‘13-I§14-|‘15‘

Hinh 1.50. Sip xép dit liéu trong bang

BEE A=z
BEE — ini

Text Cell
ection Margins
Alignment

Uy T

Thu Uyen Vu

Bt Convert to Text
Sort
Jfx Formula
Data
Sort
Arrange the current selection in
alphabetical or numerical order.

This is especially useful if you're
trying to organize data in a table.

@ Tell me more

£ Share
Al [ Repeat Header Rows.
z

Hop thoai Sort xuat hién, nguoi ding lra chon cac cot dit liéu khoa dé lam diéu kién

sap xép.

L3l

Sort

Sort by

Tén w | Type: |Text
Using: Paragraphs

Then by

Biém Todn ~ | Type: |Mumber
Using: Paragraphs

Then by

Biém Ly ~ | Typa: | Mumber
Using: Paragraphs

My list has

Header row Mo header row

Options...

7 X

@ Ascending
D Descending

@ Ascending
D Descending

@ Ascending
D Descending

Cancel

Hinh 1.51. Hop thoai Sort
> Két qua sau khi lua chon cac diéu kién sap xép ¢ trén:
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Tén Piém Toin | Piéem Ly | Diém Héa | Trung binh
Anh g 7 9
Hoa 5 7 6
Ngoc 4] 4] 8
Thanh 4 5 4

1.6 Chen hinh anh va c6ng thikrc toan hoc
1.6.1 Chen cac ki ty dac biét

- Muc dich chen cac ky tu khong c6 trén ban phim nhu: o, B, A, @... 7T Equation -

, - A N A < 2 Symbol =
- Thao tac: Kich chuét vao menu Insert, chon cong cu Symbol man .5" _
N X - A - A N & CREOBD [ia]
hinh xuat hién ta chon ky tu can chén:
4 \ 7 7 ~ 7 - = v 3
- Muon chen céc ky tu khéng co6 trong muc lya chon ta chon More Lo oe oz
Symbols... man hinh xuat hién bang chra nhiéu ky tu, nguoi ding c6 o oo s
thé s dung mot so font chir dic biét dé tim kiém cac ky ty nhuw:

Wingdings, Symbol, Webdings ...

Sau khi chon duoc ky tu can chén trong bang, ngudi ding bam vao nat Insert hoac
kich chuot 2 1an, ky tu s& dugc chén vao trong vin ban.

Symbal ? x

symbols  Special Characters

Eont: |\Wingdings )

B <ot a | ¢ | & o[HEsnketkdm s |
—elElglzlzetheE=2|R|® «s|¥ |
“lelal=l=|d|p | 00|66 2R~

N R R ECEEER i EE DTS
Recently used symbols:

Sladsg |o|a|=|v]3 VIO|€|l£l¥|o® |
i?::ji:;::n;j LCharacter code: |32 from: | Symbol (decimal) |~
AutoCorrect... Shortcut Key... Shortcut key:

Insert Cancel

Hinh 1.52. Hop thoai Symbol

1.6.2 Soan thio cong thirc toan hoc

- Thao tac: Kich chuét vao menu Insert chon cong cu Equation man hinh xuét hién,
ngudi ding chon kiéu cong thac toan hoc can cheén:
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5\_| [E] Quick Parts~ [# Signature Line ~ T Equation =
" Built-In

e
o Area of Circle

A=mr?

Binomial Theorem

n

[x + a)n — Z (:)xkan—k

k=0

Expansion of a Sum

. nx nln— 1)x?
(1+x) _1+F+T

Fourier Series

- nmx  nmx
flx) =ag+ Z (an cos——+ by, smT)

n=1

@ More Equations from Office.com 3
TC Insert New Equation
_[# InkEquation

Hinh 1.53. Chen cdng thac toan hoc
Ngoai ra, ngudi ding ¢6 thé ty soan thao mét cong thirc ty y bang cach chon vao
MUC T |nsert Mew Equation
Type equation here.
Cong thirc dugc soan thao trong khung gigi han cia equation va lya chon cac mau
trinh bay trén thanh céng cu Equation Tools

File Home Insert Design Layout References Mailings Review View Design Q' Tell me what you want to do... Thu Uyen Vu P+
T & &= D EIFEEE BB i L O g M AW
Equitmn quﬁsm o Normal Tt E |E| @ E |E| |E| . Fra('tmn S(:lpt Ran!(al \ntEvgra\ OPL;;gtSP Brafket Funitmn A(('Ent Ler;;avnd OpE'ratDr Ma‘tnx
Tools F Symbols Structures

Hinh 1.54. Thanh cdng cu soan thao cong thac toan hoc

1.6.3 AutoShape

Khi 1am viéc trong Word, nguoi ding ¢ thé chén nhiéu hinh dang nhu cac miii tén,
cha thich, hinh vuéng, hinh sao, ...Viéc thém hinh dang (shapes) vao trong Word giup
ngudi ding s& ¢6 duoc nhitng tai liéu dep mat va tha vi hon.

Dat vi tri con tro chuét mudn chén, chon tab Insert, sau d6 nhap chon muc Shape.
Menu chi tiét chira nhiéu hinh dang s& xuat hién.

— Nhap chon hinh dang ma nguoi ding mudn.
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Insert Design Layout References Mailings
B Cover Page~
% - l__l I I &1+ ﬁ Stor

[ Blank Page ] :

Table @ Pictures Online Shapes SmartArt Chart Screenshot 3w
"= Page Break : y
— Page Brea - Pictures = -

Pages Tables Recently Used Shapes
L SR E N NOOO AT L b
X A
Lines
SNNSNTLL LG %
o Rectangles
I O | N S [ [ Y
Basic Shapes
EOANOASOOOE®®
@GoOr Ly o d
O0®A~HOKRE T3
: G0 )4
- Block Arrows
PP RTEHPEPR IS
¥ & @vwms D[P
TR

Hinh 1.55. Menu lua chon Shape
~ Nhép va kéo hinh dang vao vi tri mong muébn dé thém hinh dang vao tai liéu.

Nguoi ding ciing ¢ thé thém vin ban vao hinh dang. Khi vin ban xuat hién trong
tai liu, ngudi ding c6 thé gb chir, sau do sir dung cac tiy chon dinh dang trong tab Home
dé thay ddi phdng chit, kich thudc va mau caa vin ban.

> Thay d6i thir tu cua cac hinh dang
Néu mot hinh dang chén Ién mét hinh khac, ngudi dung cé thé thay doi thir tu dé
hinh dang minh mudn xuét hién phia trudc.
~  Nhap chudt phai vao hinh nguoi ding muén di chuyén. Trong vi du nay, ching
ta s& dé hinh trai tim xuat hién phia sau ribbon, do d6, nhap chudt phai vao hinh
trai tim.
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— Trong trinh don hién ra, nhap chon Bring to Front hoic Send to Back. Nhap vao
tdy chon thi tw mong muédn. O day ching ta s& chon Send to Back. Thir ty caa cac
hinh dang da thay d6i nhu mong mudn.

> Thay d6i kich thudc hinh dang

&% Cut

By Copy

iTy Paste Options:
l-ﬂAr

Add Text

£ Edit Points

@ Ipsert Caption...
= Wrap Tedt

Set as Default Shape
X! More Layout Options...
5}4 Format Shape...

~  Chon hinh dang nguoi ding mudn thay déi kich ¢&. Cac diém tuy chinh kich
thude s& xuat hién & cac goc va cac mat cua hinh dang do.
— Nhip vao kéo cac diém tuy chinh trén hinh dang dén khi dat duoc kich thuéc

mong mudn.

—  Dé xoay hinh dang, nhip vao kéo biéu twong xoay tron trén hinh dang.

Cha y: Nhitng diém mau vang trén hinh dang cho phép ngudi ding thay di vi tri

ctia CAC Nép gap.
» Chinh sua hinh dang

Word cho phép nguoi dung
chinh sira cac hinh dang theo nhiéu
cach khac nhau. Nguoi dung c6 thé
thay d6i hinh dang nay thanh mot
hinh dang khac, dinh dang kiéu déang
va mau sic caa hinh dang ciing nhu
thém cac hiéu tng khac nhau.
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> Thay dbi kiéu dang cua hinh dang
~  Chon hinh ma ngudi ding muén thay doi.
~  Trén tab Format, nhap chon miii tén tha xuéng More trong nhém Shape Styles.

Layout References Mailings Review =" Format ¢ Tell me what you want to

R | 22 ShapeFill - B A Text Fill -

‘ Abc m - Eﬂhape Outline = A A [A) - ﬂTE:d: Outline -

— L& Shape Effects - T [ Text Effects -
Shape Styles T WordArt Styles T

~ Trong menu tha xudng, chon style hinh dang ma nguoi ding muén st dung.

Theme Styles

A aoc || 4

eeeafcd

EoCoooe

R T

. [ Mbc| |avc| |abc| [abed || anc || [Amc

eeeace

TLLLLL

Presets

Asct ol

BEEEEEE

s ]

o

& G

Othe: eme

> Thay d6i mau nén cua hinh dang
— Chon hinh ma ngudi diing muén thay doi (¢ day, ching ta s& chon hinh tréi tim).
~ Trong tab Format, nhap chon mili tén tha xuéng trong muc Shape Fill. Chon mau
ma ngudi dung mudn sir dung. Bé xem nhiéu mau hon, nhip chon More Fill

Colors.
Layout References Mailings Review View Format i
P ~ £ ShapeFill ~ )
| Abc m T || Theme Colors
— E AEEEN T@
Shape Styles Wordart

o hl -
oARNNERNEN

Standard Colors

N EEEEN
Mo Fill

## MoreFill Colors...

Picture...

[ Gradient 3

Texture 3
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Néu nguoi dung mudn st dung kiéu d6 mau khac, hdy chon Gradient hoic Texture
tir trinh don tha xudng. Nguoi dung ciing ¢ thé chon No Fill dé 1am cho hinh dang trong
sudt.

> Thay doi outline (mau vién) caa hinh dang
— Chon hinh mubdn thay d6i (hinh ribbon). Trén tab Format, nhiap chon miii tén
huéng xudng Shape Outline.
~  Chon mau ma ngudi ding mudn sir dung. Néu nguoi dung mudn lam duong vién
hinh dang trong sudt thi nhap chon No Outline.

Layout References Mailings Review View Farmat E
— +| £ Shape Fill -
Abc | Abc | Abc - Eshapeoutline' A A
T| Theme Colors
Shape Styles H EHE |l | WordArt
6---|---5---|---I R A |
T
Standard Colors
HE EEEENE

Mo Outline

w¢  More Outline Colors...

= Weight 3

Bén canh d6, trong menu tha xubng, ngudi ding co thé thay d6i do day (Weight)
cta dudng vién nia.

» Thém hi¢u ung cho hinh dang

—  Chon hinh mubn thay d6i. Sau do, trong tab Format, nhap chon miii tén tha xudng
trong muc Shape Effects. Trong menu hién ra, nhap chon vao kiéu hiéu tng ma
ngudi ding mudn thém.

» Thay mét hinh dang khéc

~  Chon hinh ma nguoi dung mudn thay d6i. Tab Format s& xuét hién.

~ Trong tab Format, nhip chon Iénh Edit Shape. Trong menu xuat hién, nhip chuét
vao Change Shape va chon hinh dang muén thay thé.

Layout  References  Mailings  Review i Format ‘
7= Edit Shape » ~| L2 shapeFill -
[5) Change Shape

€
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1.6.4 Text box

Text Box la cac 6 cho phép ngudi ding nhap dit liéu vao va cé thé duoc dat bat cir
dau trong tai liéu.

Thuec hién: it tro chudt tai vi tri can chén, chon Tab Insert > Group Text = Text
Box.

Nguoi ding cé thé chon Text Box mau ma Word 2016 cung cap hay tu thiét ké Text
Box riéng cho minh bang cach chon Draw Text Box

[l Quick Parts ~ B}‘SignatureLine < <

T 4 WordArt ~
Bax~ A Drop Cap ~ DObject &
Built-in -
s e -
k
Simple Text Box Austin Quote Austin Sidebar
—
Banded Quote Banded Sidebar Facet Quote -
|§ Maore Text Boxes from Office.com 3

B Draw Text Box
L—'E Save Selection to Text Box Gallery

Hinh 1.56. Chén Text Box
Diéu chinh va dua Text vao véi thanh cong cu Format cia Text Box. Céc thao tac
dinh dang van ban trong Text Box gidng nhu céc thao tic dinh dang vin ban da trinh bay
& phan trén.

what you want to do...
B~ N, 1O O - | = EditShape~ hape Fill - - ‘f" || Text Directio . . 1Bring Forward ~  [Z* Align = #1135cm
AL L I (5 - | E Draw Text Box ‘Ab ‘Ab ‘ '-_Shp Outlin A A M- A - B Align Text - 01 Send Backward ~
i
(2]

- _ o= =,
4t ) s ~| @ Shape Effects - A - o Createlink . Tmp Ell; Selection Pan: “ARotate~ | ¥ 432cm

Insert Shapes Shape Styles Wo dAnsm [0 Text Artange Size
= = = S = = = = = = = =

1.6.5 Chén tép danh vao van ban dang soan
Thém hinh anh vao la cach trinh bay gilp tai liéu cia nguoi dung thu hat hon, dé
dang lam néi bat nhitng thdng tin quan trong va thém nhan manh cho doan vin ban hién
tai
— Dat con tro chudt tai vi tri nguoi dung mudn hinh anh xuét hién
— Chon Insert trén tab Ribbon va chon Pictures
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File

B cover Page ~
" Blank Page

= Page Break

Pages

Home Insert Design Layout References
D D E\ Q\I 5 SmartArt @
=5 1l Chart

Table Pictures Online Shapes
- k Pictures -
Tables

&. Screenshot - &9
Illustrations

From File

Insert pictures from your computer
or from other computers that
you're connected to.

0 Tell me more

Hinh 1.57. Chén hinh anh

Duyét dén vj tri file anh mudn chén, chon anh va click Insert

@ Insert Picture X
4 & » This PC » Pictures » v U |  Search Pictures p ]
Organize ~ New folder SERR I [ 7 )
[£ Documents A& #~
&= Pictures b g
Academic Paper Adobe Camera Images iPhoto Logos
Created example Rell Library.pho
tolibrary
Logos
Source
% L CRove :
@ Microsoft Word Saved bbg image Logo PoolParty
Pictures
& OneDrive
5 This PC
¥ Nohwark v
File name: |Logo v ‘ All Pictures i
Tools ~ Insert |v Cancel

Sau chén mét hinh anh vao Word, nguoi ding s& nhan thay ring rat kho dé co thé
di chuyén né dén dung vi tri minh muédn, hoac muén chinh kich thuéc, mau sic cua anh.
Diéu nay déu co thé thuc hién trén thanh cong cu Picture Tools khi ngudi diing chon vao
hinh anh muén chinh stra.

Home  Insert  Design  Layout  References
r Comections* & C Pict
gg ortections~ 15|, Compress Pictures
‘ & Color~ EjChangeP\cture il

Remave
Background .Amst\c Fffects ‘] Reset Picture +

Adjust

Mailings  Review Q Tell me what you want to do... Thu Uyen Vu
Z onwa - .
| = - Picture Border = I . Bring Forward + [&' Align» fhrstem *
andl el i i ad = G Picture Fffects - Send Backward Group
. Position Wrap Crop =l yng50m *
7| BL Picture Layout » Text~ DlySelectonPane  “hRotater |, ¥ M
Picture Styles P Arrange Size L

> Group Adjust: Biéu chinh do sang téi, mau, thay d6i hinh anh

Remove Backgroud: xa nhitng viing ngudi ding khong can trén hinh anh
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~ Corrections: Chinh d6 sang téi cho hinh anh.
~ Color: Chinh mau cho hinh anh @ phi hop véi nén trang tai liéu.

e Rempesrere | oy o [WEE]  Bowsbon | e | o] el

7 S A A A

5 | G2 -, R ” * - :
e BB B R
. | Recolor

=7 =7 B2l -4 -4 Bl -4

& A L e e

B B ErE
i~/ a7
/ & More Varatices '
#% Set Transperentt Color
‘3"/ Picture Corrections Opbions &y Picture Color Options...

~ Artistic Effect: M6t s hiéu ttng nghé thuat & hinh anh séng dong va dep hon.

5 Quick Arrange| Crop 2|51 -
Background .Amsthffects' ﬁ' Styls'r\ | S ~ ‘“I—'I

5

‘m'ﬂ 7] E| 1 X

m

| O &y Atistic EffectsOpnons

| lo stay happy isTo fet g6
] 'l.lil) [lmx\ that A S
g m lk{ )ou sk,

~ Compress Picture: Pua hinh anh tro vé kich thuéc ban dau.
~ Change Picture: Dbi hinh anh khéc.
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~ Reset Picture: bo hét tit ca nhitng hiéu tng vira thiét 1ap a dwa hinh anh tro vé
dang ban dau khi chén.
> Picture Style: diéu chinh va tao hiéu ung cho hinh anh.

Duwing vién khung dnh

E Picttire Border -
~ lld Picture Effects -
- l::r'g, Picturg Layout -

Chon khung I:i]l'i; Picture Stylespr.a ) Gim g cho Chuy in histh in]{'

hinh dnh qua dang SmartArt

- Dbinh dang khung va dudng vién cho hinh anh: dé hinh anh tao diém nhan hon,
ngudi ding ¢d thé dwa anh vao khung hinh.

~ Picture Effect: ngudi ding c6 thé tao hiéu tng cho hinh anh véi nhiing hiéu tng
dep mat: @6 bong, 3-D, phan chiéu guong, ...

i Picture Border =
flects

&3 Picture Effects &

— | = = -
2 = g e Posit “3
B Picture Layou = | e .
- = ; Preset b
| 7i = 5 V
v~ —— Iy , =
= == e -’; song 8¢ yéu . .“ Shadow 3
~
N — el e —
A~ _«Qs.‘er 7 sl Reflection b
Bevel ve
premm
lanatt Glow ’
l
ama SoftEdges »
-
e==d Bevel 4
e
|

3-D Rotation »

r

~ Picture Layout: Ngoai ra ngudi ding con cé thé chuyén hinh anh vao céc luoc d6
SmartArt.

- roamwn vy -
9% Picture Linposdt ~ - Text~ G Selection Pane A- s s

et bac - s dd i
i f
= o=t : g e . o
— ’ m o : .

et !_
e e ol e -unpkﬁ ways ,4

[Text]

D — o stay | 5 0 )
| % |EEE EEE O, e L
p—u i nake you sl |
R N = BEE r’ 4
B &= 00 BEE oo -'; —
B & = 0Oif ===

> Arrange: Di chuyén va sap xép hinh anh.

(s I_EFIE] .1 Bring Forward - = Align -

— 0] Send Backward ~ L] Group
Position Wrap - .
- Text = Oli 2election Pane k Rotate ~

Arrange
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~ Wrap Text: chon cach dit anh va cé thé di chuyén hinh anh dén vi tri nguoi dung
mong mudn.
« InLine with Text: Hinh va chix = |5| “Pmofered 2 oBingFonad -

— = i SendBackward| = 1%, Send Backward -
cling nam trén mot hang. = ot Gt SelecionPane [N o .t o pane
« Square: Chir bao quanh hinh  'oteewinies =
theo hinh vuéng. - o
. Tight: Chit bao quanh hinh theo | wi rex wrssping —_—
duong vién cua hinh. = = = ||&
« Through: Chit bao quanh xuyén f
sudt hinh. | = 2| e
« Top and Bottom: Chtr canh theo M
I& trén va Ié dudi cua hinh. N - =

« Behind Text: Hinh nam dudi = MereLlavou Options.
chit tao hinh nén.
« In Front of Text: Hinh nim trén bé mat chi.
- Edit Wrap Points: Thiét lap gigi han chix d¢ 1én hinh.
« More Layout Options: M& man hinh Layout.
- Cac chuc nang khac:

« Position: Thiét lap vi tri caa dbi twong trén trang.

« Rotate: Thiét 1ap goc xoay cho cac déi tuong.

« Align: Canh 1& cho ddi twong hai cac ddi tuong véi nhau.

«  Group (Ungroup): Gop nhom (b6 gop nhom) cho céc doi tuong.

«  Bring Forward: Thiét 1ap vi tri nam trén hay nam dudi giita cac doi tugng.

« Send Backward: Thiét lap d6i twong nam dudi dbi twong khéc.

« Selection Pane: Hién thi cac dbi twong dang danh séch gitp dé dang chon lya
va thyc thi cac hiéu chinh trén di twong.

Luwu y: Canh I& cho cac d6i tuong véi nhau hay gop nhém chi thuc hién duogc khi ta
chon nhiéu ddi tugng cung ldc bang cach dé va giit phim Shift két hop Click chuét chon
cac ddi tuong.

» Group Size:
~ Cho phép thiét lap chiéu rong hay chiéu cao cia déi tuong.
ol b :

Crop lsa1 2
Size M

Luu y: Mé& rong Size, Wrap Text, Position cling cho cac chirc nang tuong tu nhu
trén.
— Chuc nang cat xén hinh anh:
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S

— N -
Cop 552 2
H Crop i

L_'<; Crop to Shape »
Aspect Ratic  »

s Fill

Tl Fit
Crop: Cit bo nhitng phan khdng can thiét caa hinh anh.
Crop to Shape: Cét theo hinh dugc goi y tir Auto Shape.
Aspect Ratio: Cit theo ty I¢.
Fill: Cat bo nhitng viing khdng duoc chon.
Fit: Cat bo nhitng ving duoc chon.

1.6.6 Tao chir nghé¢ thuat

+ + + + +

Cong cu tao chir nghé thuat trong van ban, WordArt dugc xtr ly nhu mot hinh anh

chén vao van ban. Chon Tab Insert -> Group Text -> WordAurt.
[E Quick Parts ~ Q‘SignatureLine - TL Equation -~

4 WordArt~ [ Date & Time 2 Symbol -

A AAAA
A A A A [

Hinh 1.58. Chen chir nghé thuat
Chon kiéu WordArt va nhap néi dung

Your text here

Chu y: Chon font thich hop dé hién thi dugc Tiéng Viét.
»  Hiéu chinh WordArt
Chon dbi tuwong -> Tab Format trén thanh cdng cu Drawing Tools

-

«| £3ShapeFill - )
Abc Abc Abc

ES-hEFIE Outline - A A (A B

| ¥ Shape Effects -

4
A
4

4] 4
= s

ul

Shape Styles M WaordArt Styles
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> Group Shape Styles: Chon di twong WordArt thuc hién mo rong Shape Styles, chon
hiéu rng tuwong ng.

) [ [ —
o000 0
NN e
EEE -0
o [l e [l A
- L= LRy - I

QOther Theme Fills »

>

S 40
be | | Ak ’Abc’ ‘Abc’

» Cé&c chiac nang khac:

+ Shape Fill: Tao mau nén cho WordArt.

+ Shape Outline: Tao mau vién cho WordArt.

+ Shape Effects: Tao hiéu tng cho WordArt nhw 1 bong, phan chiéu, 3D...
» Group WordArt Style:

4

A A A

WaordArt Styles

==k

4] | 4

ul

Text Fill & : Mau nén chit WordArt.
Text Outline &~ : Mau duong vién chir WordArt.
Text Effect " : Hiéu tng chir WordArt.
+ More 7 : Mo rong WordArt Styles.
» Hiéu ung cho WordArt:
Ngoai c&c hiéu tng nhu bong, phan chiéu, 3D... nguoi ding c6 thé thay doi hinh
dang cua WordArt bang chirc nang Transform.

+ + o+

f d Lde cq
/ cv.e » 0 ©
/A\ 3-DRotation » ? - > w
I o e . o b @ = J
s
6cd e @y %ot

& Transform *  Warp

abcde abcde abcde 2bcde

abcde abcde ks %52
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1.7 Céc cbng cu phu trg
1.7.1 Tim kiém va thay thé
Trong khi soan thao mét doan van, van ban c6 nhitng tir hay cum tir ma ban muédn

tim kiém hay thay thé né bang mét tir, cum tir khac. R4t don gian véi vai thao tac, ban chon
Tab Home - group Editing

Tim kiém
Thay thé — | @ Find—|— _
3D peplace  Chon d61 tirong
h Select =—f——
Editing

1.7.1.1 Tim kiém

Dé tim kiém mét tir hay cum tir, ban chon Tab Home > group Editing > Find
> @6 tir hay cum tir ban muén tim vao & Search document ( Find what trong Advance
Find ) — Hoic g8 to hop phim tit Ctrl + F

Navigation o
y chi X v
16 results 1| b

HEADINGS PAGES RESULTS

% Find ~ Nai ndo c6 § chi, nai d6 c6 con dudng. —
# Find
8 Advanced Find.. “NOI NAO CO ¥ CHI, NOI 0 €O CON
= DUONG" - Cubn sach dénh thirc téi, va
- GoTo.. ¢6 thé ca ban nia...

. | H Find - Find Replace l GoTo
i Eind Eind whiat: ¥ chil E
# Advanced Find=——
= GoTo..
Mare »» Reading Highlight = Find In = m Cancel

Hinh 1.59. Hop thoai Find and Replace
1.7.1.2 Thay thé:

Tuong tu nhu tim kiém, ban mudn thay thé mét tir hay cum tir trong doan vin ban,
ban bdi den tir/ cum tir > chon Replace trong group Editing ciia Tab Home — Hoic g6 t6
hop phim tit Ctrl + H
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Nhip tir cén thay thé

Find Replace

GoTo
Find what: v chi w
Cptions: Search Down
Replace with: | quyét tam| Nhi:ip tr mubn tha}' thé W
Maore ==

_|_Eeplace " F{eplaceﬂlll | Find Mext
\

Cancel
| Thay thé timg tir mét

Thay thé tit ca

1.7.2 Cai dit cac ché dd tw dong - AutoCorrect

M®i khi sir dung Word, ban thuong lo ling minh gé sai hoac viét sai ngir phap (néu
ding tiéng anh hozc cac ngdn ngit khac), tuy nhién, ding lo gi ca béi Word cung cap mot
s6 tinh nang kiém tra - bao gdm cong cu kiém tra ngir phap va chinh ta - gidp ban tao tai
lieu mot cach chuyén nghiép va khong pham I6i.

Trong tab Review, nhap chon Spelling & Grammar.
H ©- 6 =

v

File Home

Insert Design Layout
ABC

Spelling & Thesaurus Word

References Mailings

111

Smart  Translate Language New  Delete Previous Next Show
Grammar Count  Lookup ¥ x Comment Comments
Proofing Insights Language Comments

Hinh 1.60. Cac ché do AutoCorrect

Bang Spelling and Grammar s& xuat hién ¢ phia bén phai. B4i voi mdi 15i trong tai

Change dé sira I3i.

lieu, Word s& dwa ra mot hoic nhiéu goi y. Ban c6 thé chon mot trong céc goi ¥ hodc nhip

¥

Block Restrict

Authors ~ Editing
Protect ~
Spelling =
Resoucres

Ignore lgnore All | Add

Resources
Resource's

Resources’

Change ‘ Change All
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Word s& di chuyén qua ting 16i cho dén khi ban xem lai tat ca. Sau khi 13i cubi cling
dugc xem, mot hop thoai s& xuat hién xac nhan riang viéc kiém tra chinh ta va ngit phap da
hoan tat. Nhip chon OK.

Nhung chirc niang nay chi phil hop véi cac van ban tiéng Anh, con véi tiéng Vieét
hién tai chua duoc update.

T AT SO R S T TN S M A I W e DO

]
a
po

Hay luén mim cwdi véi cudce song

[Crong cudc séng d6i khi ban gip nhitng khé khin. nhitne dan d6 suy nghi khéng

RA CAAAR S, S i i A, i, N, NIt N

va cudc sdng sau nay cua ban. PO khi ching ta cidn nhitng 1&i khuyén hiru ich, nhitng

Vi vay khi ta soan thao tai liéu thi nhitng dudng kiem tra 16i lai gay phién toai, nén
thuong chiing ta mudn bo no di. Bé loai bé nhiing chire ning kiém tra I3i nay, ban vao Tab
File > Option > Proofing - When correcting spelling and grammar in Word
> bo chon cac chitc ning kiém tra 15i.

P Inspect Document
«j Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues ~
N Manage Document
Bt O\l Check in, check out, and recover unsaved changes.
: Manage %] There are no unsaved changes.

Options k‘ Document ~

Mot hop thoai s& hién ra. O phia bén trai hop thoai, nhap chon Proofing. Tai day c6
mét vai tdy chon. Vi du: Néu ban khéng muén Word danh diu cac 16i chinh ta, 18i ngit
phap hoic céc tir thuong xuyén bi nham 13n mot cach tu dong, ban chi can bo tich nhiing
tdy chon minh muén.

Word Options ? X

Change how Word corrects and formats text as you type: | AutoCorrect Options.

Display
| Proofing | When correcting speling in Microsoft Office programs
! |

&

Custom Dictionaries..
i Traditional and new spellings v

< Tuteo verb forms only v

Grammar| v

Seftings..
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1.7.3 Pinh dang nhanh bing Style

Trong qué trinh soan thao van ban, ¢ nhitng ndi dung c6 dinh dang giéng nhau,
néu dinh dang lan luot cho ting noi dung riéng s& mat nhiéu thoi gian va khdng nhat quan.
Mot trong nhitng cach don gian dé thuc hién diéu nay 1a dung Style.

Style 1a mot tap hop cac dinh dang duoc tao trude va co6 mot tén. Style rat can thiét
khi soan thao gido trinh hoc tai liéu c6 nhiéu muc, nhiéu loai vin ban khéac nhau.

Style c6 thé ap dung cho cho doan vin (Paragraph), cho ky tu (Character) hoic ca
hai (Linked). Word c6 san cac Style mic dinh, ngudi ding c6 thé dinh nghia thém Style.
Cac Style dugc chua trong trong Group Styles trén thanh Ribbon cua tab Home.
1.7.3.1 Chon cac Style c6 san

Boi den doan vin ban mudn gén Style, trong nhdm Iénh Styles caa tab Home nhan
chon kiéu Style mong muén:

X Cut . P R Find -
Bac [TmesNewfo 13 -JA&" A" P2 VT aaBbcer aaBbca) | ABbC | Aadbc A@B asssces Aasbeer aasbeer |
=L opy. ac Replace
Paste . S = B T T 2 .
o Format Painter B I U ~akx X A-¥- A = = E By - Normal No Spac Heading 1 | Heading Title Subtitle  Subtle Em Emphasi: ¥ Select~

Clipboard ~ Font ] Paragraph % AaBbCcl AaBbCel 4aBbCei AaBbCer AaBsCCD AABBCCL AaBbCel  AaBbCel Editing
. [E R Y RS SR ENRYENRE SURE SRS ¥

IntenseE..  Strong Quote  Intense Q.. SubtleRef.. IntenseR.. BookTitle |ListParag.

R Chike nitng tron thw 13 gi? Va t

phong ta thieng phai thiét ké cdc bidumé

va phai in 4n hodc giri email cho rit nhiéu khach hang, cac miu nay da phin 12 gidng nhau
toan bé vé hinh thic trinh bay ctng nhw ndi dung, chi khdc nhau chit it vé thong tin khach

B hang Danh séch khach hang thi edng ty (ta) da 6 sin va dwoe thu thap tir [4u. Cau hdi dat ra
2 13 ¢6 cach nao chi cin thiét ké mét lan biéu mau va c6 thé droc nhan ban ra rat nhidu cac biéu

mfu khdc trong tng voi théng tin cia khich hing mét cdeh chinh xdc va nhanh gon hay
khéng? D6 14 nhiém v ctia chire ndng trén thir. Cu thé ta s& tim hidu cde chire nang duéi day:
Thiét Idp chite nang trén thie

Thuc hién chirc ndng tron thu
4 Tao mét thw trén sir dyng tir danh sich ngoai
1) “ Tao nhin va bao thwr

Hinh 1.61. Chon Style c6 sin cua Microsoft Word
1.7.3.2 Tao mai Style

L — 4l AaDhi &
T == 11 ¥ AaBbCcDc| AaBbCcDe AaBbCe Az
2 TNormal | THNoSpac.. Headingl He

Paragraph f Styles 1
i Create New Style from Formatting * IEN| Styles T

NG Froperties Clear All
Name: Style1
Style type: Paragraph v Default Paragraph Font
Mo Spacing

@
. AQBI aasocer aasbeco aagbecne

Title Subtitle  SubtleEm.. Emphasis |+

-
i

Style Dased on: T Normal v
Heaging 1

Heading 2
Formatting Title

Style for following paragraph T style1 v

Calibri (Body) w11 B T U Automatic v Subtitle

[s] Subtie Emphasis
e = = = ]2 15| € & Emphasis

B Intense Emphasis
jcg Streng

‘Cich duy nihit bude ngi khbe lhm B eif wibe g1 ki eho ho thich lhm Sidu 86 Quote

Intense Quote
Subtle Reference
Intense Reference
Book Title

Ao oo BRER A

List Paragraph
Do not check spelling of grammar
Right: 125", Style: Show in the Styles gallery Show Preview

Based on: Normal Disable Linked Styles

[¥] Add to the Styles gallery [ ] Automatically update 2 a4 |4 Options...
®) Only in this document () New documents Based on this template
Format = oK cancel | |}
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Hinh 1.62. Tao mot Style maéi
Nguoi ding chon mé rong Style trong nhom Styles (sé 1). Click biéu twong New
Style (s6 2)

- Name: Nhap tén Style mai (vi du trén la dntu_style).

- Style type: Chon loai Style (paragraph, character, linked).

- Style based on: Chon Style lam co s¢ cho Style dang tao, Style dang tao sé
bao gém cac dinh dang cua Style nén.

- Style for following paragraph: Chon Style cho doan ké tiép.

- Formatting: Chon céc dinh dang cho Style.

- Click nuat Format cho phép ma rong cac dinh dang nhu: Font, Paragraph,
Tabs, Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

- Bam OK dé tao Style méi, sau khi bam OK thi style dntu_style s& duoc dua
vao Quick Style Gallery

1.7.3.3 Gan Style
Chon khéi vin ban can dinh dang, sau d6 chon Style da tao & trén (dntu_style), Itc
nay khdi van ban s& c6 dinh dang gidng nhu duoc thiét 1ap trong dntu_style:

AaBbCcl| AaBbCcl AaBbCcl AaBbCi AaBbce AAD 4asbce. | A

T dntu_style | TMormal 7Mo Spaci.. Headingl  Heading 2 Title Subtitle = gthflm*':lﬂ
yles *

Styles

Hinh 1.63. Gan Style cho khéi vin ban
1.7.3.4 Chinh sua Style
Dé hiéu chinh Style, ta bAm chudt phai vao Style/chon Modify (s& xuét hién man
hinh chi tiét dé thay doi dinh dang giéng nhu & muc tao méi Style, tai day ta ddi cac thong

s6 theo nhu cau cy thé):

)
AaBbCcl | AaBbCcl AaBbCcl AaBbCi AaB

T dntu_style | T Mormal T Mo Spaci.. Headingl Head
Update dntu_style to Match Selection
— ™ Modify.. r
Select All: [No Data)

Rename..,

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 1.64. Chinh sira Style

» Tuong tu ta 6 cac chirc nang ¢ trong man hinh 1.64:
- Rename...: Ddi tén Style
- Remove from Quick Style Gallery...: Xda Style khoi danh muc
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- Add Gallery to Quick Access Toolbar: Bua Style nay vao thanh Quick Access
Toolbar
1.7.4 Tao nhanh mét viin ban theo miu
Khi nguoi ding mudn viét mot vin ban theo quy dinh chuan nao d6 nhu: viét don
tim viéc, hay nhirng biéu mau: Danh thiép, thu ngd, ... Khong phai ai ciing ¢ kinh nghiém
trong viéc viét don tim viéc hay 1am cac biéu mau. Chinh vi 1y do d6 Word da 1am sén cho
chiing ta cac biéu mau, cac quy chuan chung nhat cho mét nghanh nghé nhit dinh. Ching
han nhu mau don tim viéc, néu (ng vién nao trinh bay chuyén nghiép va c6 dau tu thi d6
1 loi thé cua Gmg vién. Sau ddy 1a mot s6 kién thic lién quan toi viéc thiét 1ap biéu mau.
Template 1a mot tap tin mau, cho phép tao mét tap tin méi véi mau da duoc tao san.
Tap tin mau cé thé bao gom tiéu d¢, logo, nhitng dinh dang khac. Tap tin mau c6 phan duoi
la .dotx.
> Trong Word c6 sin cac tap tin Template, ta c6 thé st dung bang cach:
Chon File>New->Sample Templates xuit hién cira s6 Template, chira cac mau
Template, Chon mot mau phi hop véi ndi dung cua tai liéu sau d6 chon tiép:
- Document chon Create dé sir dung Template.
- Template chon Create dé stra Template tir Template c6 san.

New

b Conds  Calondas  Blank
( A; Titl a Title
> a itle Title.

tour [T T[]

Title Title
1 rens -

s ANNIVERSATY —
-
AWARD
[T T [ TT1] | ] [ 5 1@

Hinh 1.65. Man hinh lua chon Template
> DEé tao kiéu mau mai:

Nguoi dung thiét ké mot mau dé sir dung 1am mau cho nhitng tai liéu sau = vao tab
File/ Save As/ chon noi luu
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] Save As
Sa\/e AS 1 [H » Libraries » Documents » v ¢ | SesrchDocuments P
_ Organize v New folder =~ @
&, cop con’s SkyDrive E‘:‘ ~  MNeme ° Date modified Type A
4 Libraries R
Rece = Custom Office Templates 31219.. Filefol
[ Documents
T N b Hyper-V 10:03...  Filefol v
El:l Computer o) Music ol
o= AddaPlace

Rich Text Format (*
Plain Text (".txt)
Word XML Document (*.xml)
Browse Word 2003 XML Document (*xmi)
Strict Open XML Documen t (*.docy)
AnenNoriment Tevt (< adf)

Hinh 1.66. Hop thoai tao template mai

Trong hop thoai Save As - Save as type = chon Word Template (*.dotx).

Tu dong duong dan luu trir cac Template s& dwoc tré dén, nhung ban ciing ¢6 thé
lru tai noi ban mudn.

Va khi ban muén st dung chi can vao > Tab File & New >Personal = chon
Template ban can.

Vi du ta can tao template cho danh thiép duéi day:

COMPANY NAME

Address

City State Zip Code
Fhone: 000 000 0000
E-Mail

Your Name Here
Job Title

Gia sir ta luu mau trén véi tén “Tao_Template_moi.dotx”, nhu vy mdi lan tao

mot tai lieu ma ta chon mau 1a “Tao_Template_moi.dotx” thi ta s& ¢ tai liéu giéng nhu
mau trén,

Xem hinh xuat hién tén mau méi sau khi da luu template trén (hinh 1-43)
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New

Search for online templates Fel

Sugg®sled searches:  Letters Resume Fax Labels Cards Calendar Blank

FEATURED PERSOMAL

Tao_Template_moi

Account

Options Doc2 Docd GiaoTrinh Tao_Template_moi -

Hinh 1.67. Mau Template méi vira tao
> Tai kiéu mau c6 san cua Microsoft:

Microsoft cung cap rat nhiéu mau cho nguoi sir dung: Mau to chic su kién, thu ngo,
danh thiép, don tim viéc ... (yéu cau phai két ndi internet). Trén thanh tim kiém ¢ man
hinh lya chon Template, ngudi dung chon vao tén cac nhdm mau va chon méot mau phu
hop véi noi dung can soan thao.

Tao_Template_moidotx - Word 7 - &8 x

Business E3

Hiting 35
Human Resources 2
= = Industry 32
Personal 2
Basic 1
1%
u
n

Functional Resume Basic resume Resume for internal co. Functional resume (Min...

D e oW ow s s ow oo

Hinh 1.68. Chon mau Temple sin c6

1.8 C4c chirc ning nang cao
1.8.1 Tron van ban

Pay 13 mot chire ning trong Word hd trg ngudi dung phai thudang xuyén thiét ké cac
biéu miu (thu moi, thu ngod, phiéu théng bdo, quang céo...) va phai in 4n hodc gui email
cho rat nhiéu khach hang, cac mau nay da phan 1a gidng nhau toan bd vé hinh thirc trinh
bay ciing nhu ndi dung, chi khac nhau chdt it vé thong tin khach hang. Danh sach khéch
hang d3 c6 san va duoc thu thap tir 1au. Do d6, chi can thiét k& mot 1an biéu mau va co thé
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duoc nhan ban ra rat nhiéu cac biéu miu khac twong tng véi thdng tin cua khach hang mot
cach chinh xac va nhanh gon.
1.8.1.1 Thiét Iap chac nang tron vian ban
Dé tién hanh 1am chuc ning tron thi ta phai ¢6: Biéu mau va danh sach (dung dé db

thong tin vao biéu mau khi tron). Nhu vay ta thiét ké biéu mau trudc dé dap wng nhu cau
sir dung sau d6 dung chirc ning trén vin ban dé nhan ban cac biéu mau nay ra theo ding
véi s6 lugng va thong tin trong danh sach. Do dé, ngudi ding can phai c6 6 2 tap tin doc
lap.

> Vidutacan lam mot mau diang ky mua tap chi nhu sau (luu véi tén mau_PK.docx):

<157 Trin Qudc Thio, Q.3 hodc 75 Lé Thi Hong Gim, Q.8
& Tel: 84 83 8214160 — Fax: 84 83 8214161

Phiéu dat mua Tap Chi PCWORLD

Ho va tén hoic co quan:

Dia chi nhin tap chi:
Pién thoai:

‘_‘ \ ”, N\ G thuemg G bio ddm
s ( Canim 80.000 96.000
N~ / Nita nim 37.000 45.000

Mat quy 22.000 25.000

> Danh sach khéach hang (c6 thé luu trong word, excel ... hodc nhap vao trong qué
trinh tron thu):

Tén khach hang Pia chi S6 dién thoai
Nguyén Thao Anh | Linh Nam — Hoang Mai — Ha Noi 01628534953
Vii Xuén Béc Hoang Van Thuy - Hoang Mai — Ha Noi | 01693213433
Ta Van Chién Minh Khai — Hai Ba Trung — Ha Noi 01677328388
Lé Manh Cuong buc Giang — Long Bién — Ha Noi 0969333955
Nguyén Duy Pat Kham Thién — Dng Da — Ha Noi 01649906966

1.8.1.2 Thuyc hién chic nang tron thu

Cac budc cu thé dé thuc hién chitc nang tron van ban (danh sach nhap trong qué
trinh tron van ban). Vi du sir dung file bén trén mau_PK.docx:
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Share View

j u oh Cut « x @ T New item ~

B open - FHselectan

W Copy path £ Easy access ~ [ Edit Select none
i Paste _ Move Copy Delete Rename Mew Properties

[7] Paste shortcut 1o+ o~ - tolder - @ History 2 Invert selection
Clipboard Organize New Open Select

» ThisPC + LocalDisk (C:) » Bai_giang * Mail_merge

Mame Date modified Type Size
55
- mau_PK 8/9/201910:28 AM  Microsoft Word D... 234 KB
is -* Table Tools cal - [} X
its #* Layout ¥ Tellme.. ThuUyen.. £ Share
A g Times Mew Reman -1~ el
0 PR aTEeep— | AzBbCcDe| AaBbCcDe AaBhCe :
PE'Ste N S TMormal | TNoSpac.. Heading1 |= Ed‘f‘”g
man hoc Clipboard & Font [} Paragraph ] Styles [} ~
WwHT L |-2-\-L‘|ﬁ-|-1‘|-2-\-]-\-4‘|‘5-ﬁ6‘|-7-\-8-\-9‘|‘10-|-11-|-11-\-13‘|‘14‘|‘15-|-|_1|5|-17-\-LB‘l‘
5 (ONGTY piy 1o o s0LIEU VX
s 2 y o\ K koA WA C |
E NG TY BIEN ToAN vA TRUYEN SO LIEU
- IR 57 Triin Quic Thio, Q.3 hoiic 75 Lé Thi Hing Gim, Q.8
its ” 7 B Tel: 84 93 8214160 - Fax: 84 83 8214161
s - e o
2] Phifu djt mus Tap Chi PEWORLD
H Ho v tén Bodt o quax:
< Dia chi nhin tap chit
K Dién thogi:
e B ‘ T i taimg G bio dim
& ° Q., )( Cinim 30.000 26,000
i '\/ Niwpim 37000 45.000
| Mt qui 22.000 25.000
= u}
yvselected 253 KB | Page 1of 1 67 words  English (United States) E2] B - 1 + 0%

> Budc 1: Mé tap tin mau_PK.docx, vao tab Mailings/ Start Mail Merge/ chon Letters

H -0 miu_BK - Word
File Home Insert Design Layout References Mailings
=
= g e =
Envelopes Labels Start Mail — Select Edit Highlight Address Greeting
Merge = | Recipients ~ Recipient List | Merge Fields EBlock Line
Create D Letters Write & |
L £ E-mail Messages S W W
E1 Envelopes..
N T Labels.. A
? E Directory (O\IG T
r:; @ MNeormal Word Decument .
7] 5] Step-by-Step Mail Merge Wizard...

- Vao Select Recipients/ chon Type New List...

E s - mau_BK - Word

File Home Insert Design Layout References Mailings
=
=EE]
Envelopes Labels = Start Mail ~ Select Edit Highlight Address Greetin
Merge ~ Recipients = Recipient List | Merge Fields Block  Line
Create E Type a New List... Write &
= 7] Usean Existing List... o
- 5] Choosefrom Qutlook Contacts...
- A

- Man hinh nhap danh sach xuét hién sau khi ta chon Type New List...:
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Type recipient information in the table. To add mare entries, click Mew Entry.
Title vI First Name - | Last Mame - I Company Name | Address Line 1 vI
i
< >
| NewEntry | | Find.. |
| Delete Entry | | Customize Columns... | | oK | | Cancel |a

Ta vao Customize Columns... Dé hiéu chinh cot théng tin (thém, stra, x6a cot) cho
theo ding vai muc dich st dung:

. , . A A A A Lt Field Mames
Nut Add...: D? thém mot cot mai.
- Nt Delete: Dé xda cot dang chon. Lact Name
, . 2 R R n Company_Name =
- NOt Rename.... D¢ chinh stra cot dang | |adirestine
chon. Siste
J 2 . 2 : , . ZIP Code _
- Nt Move Up: bé di chuyén thir ty cua cot || |Sounty or Region
dang chon 1én bén trén. Eomai Address S
- Nt Move Down: Bé di chuyén thir ty cua Move Down
cot dang chon xuéng bén dudi. ok || camear |

Vi du: Ta mubn thém mot cot mai tén 1a
“Tén Khéch Hang”: Bam chudt vao nit “Add...”/ cua $b
Add Field hién thi 1én nhu bén canh, ta nhap théng tin roi || Weeaname foryour field
nhan nat OK dé thém cot moi. Twong tu nhu vay ta dung
cac thao tac Delete dé xda cac cot khdng can thiét.

Tén khach hang|

Field Names

Tén khach hang Add...
Bia chi

50 dién thoai

Delete

Rename...

Move Up

Move Down

- Hiéu chinh du 3 cot nhu trén rdi nhan ndt OK dé tré vé man hinh
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Mew Address List ? x

Type recipient information in the table. To add mare entries, click Mew Entry.
Tén khach hdng w | Bia chi w | 58 dién thoai -

| Nguyén Thdo Anh  Linh Nam — Hodng Mai— Ha N&i 01628534953
|| Vi Xuan Béc Hoang Van Thu - Hoang Mai - .. 01693213433
|| TaVan Chign Minh Khai - Hai Ba Trung - Ha ... 01677328388
|| L& Manh Cuéng Birc Giang - Long Bién - Ha MNai 09693339533
[ 01649906966

Hew Entry Find...

Delete Entry Customize Columns... oK Cancel

Nhap thdng tin khac hang theo nhu cau st dung.

- New Entry: Thém dong méi dé nhap dit liéu (ta c6 thé nhan phim Tab & dong cudi
cuing dé tu dong tao thém dong mai).

- Delete Entry: X6a dong dir li¢u dang chon.

- Bam nat OK dé luu danh sach (nén luu cing chd véi tap tin thumoi.docx dé dé
quan ly):

Tép tin dugc luu nay s€ co dinh dang la Microsoft Access, ta xem man hinh chup
noi luu trir danh séch (duo6i .mdb):

|| + | Mail_merge

Home Share View

] Ij oy Cut = x __ﬁ L__‘J Mew item ¥ \/— |+ Open ~ ESelect all
_—] w.. Copy path * -‘_J Easy access Edit Select none
Finto Quick Copy Paste _ Move Copy Delete Rename MNew Properties
access El Paste shortcut tor tor - folder - £ History DD Invert selection
Clipboard QOrganize MNew Cpen Select

e = v | » ThisPC » Local Disk (C:) » Bai_giang > Mail_merge

Mame Date modified Type Size
7 Quick access

I Desktop
; Downloads

S danhsach
|| danhsach.mdb
5 mau_DK

Microsoft Word D... 13 KB
MDE File 188 KB
Microsoft Word D... 254 KB

> Bué6c 2: Hiéu chinh danh sach (néu cd), bam chon Edit Recipient List dé hiéu
chinh. Tai day mudn bo dong dit liéu nao thi ta bo Tick khoi dong do, chirc ning
nay it duoc str dung vi mic nhién danh sach nhap vao chinh 1a mong muén nhan ban
biéu mau cua ngudi sir dung.

> Budc 3: Cheén dit liéu vao biéu mau, mudn chén dir liéu vao vi tri nao thi di chuyén
con tré vin ban vao vj tri d6 trudc, roi vao Insert Merge Field / chon ding tén cot
hién thi:
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mau_DK - Word Table Tools

View Layout @ Tell me what you want to do...

D D B 3 Rules - (@) M4 [ | ID.)

E‘E‘ Match Fields ED Find Recipient

ighlight Address Greeting Insert Merge Preview Finish &
rgeFields Block  Line Field = UpdateLabels | pesyits | Check for Errors Merge =
Write & Ir Tén_khach_hing Preview Results Finish
10 # 010200 Bia_chi PT 0 B0 8.0 101 11e0 +1200 21300 1400 21500 ) 168
58_dién_thoai
rmeu d3t mua Tap Chi PCWORLD
Ho va tén hoZc co quan: «Tén_khach hang» ...
Bia chi nhin tap chi: «Pia_chix
Pién thoai: «S6_dién_thoai»
‘:‘ o/ N G thutmg G bio dam
o )( Canam 80.000 96.000
\/ ‘ \/ Nira ndm 37.000 45.000
M6t quy 22.000 25.000

> Budc 4: Xem trudc két qua, chon Preview Results:

Table Tools

Design Layout Q@ Tell me what you we

B @ E [5 Rules - ((@) M4 L | |—|ﬁ9

%‘E‘ Match Fields UD Find Recipient

jht  Address Greeting Insert Merge Preview Finish &
elds Block  Line Field = Update Labels  |Resufts| [% Check for Errors Merge -

Write & Insert Fields Preview Results Finish
&-|‘1‘\‘Z-l-]‘\-4-|‘5-mgs-|-7w View Merged Data P14 150 1EH
B

Plug infe from your recipient list
Phiéu ditmy 'Mto the merge fields to see how the

i finished document will look,
Ho vi tén hodc co quan: Nguyén Thio Anh ...
Bia chi nhén tap chi: Linh Nam — Hoang Mai —Ha Néi ...
Dién thoat: 01628534953

‘:‘ w7 N Giri thuong G bao dam
TN ?( Canam 80.000 96.000
N~ \_/ Nita nim 37.000 45.000

Mét quy 22.000 25.000

[}

Pé di chuyén qua lai giita cac nhan ban caa biéu mau, ta bam vao céc biéu tugng ké
bén nut PreView | 4 1 » ¥ Results:
> Buéc  5: Két thlc
qua trinh tron thu, trong tab Mailings ta chon D'}
nut Finish & Merge: Finish &
- Edit Individual Documents...: Xut cac nhan 9"
ban biéu mau vao mot tap tin (mdi dong dit lidu
s& tao 1&n mot biéu mau nim ¢ 1 trang riéng
biét, tirc 12 néu ta c6 5 dong dir liéu thi sé tu [l Send Email Messages...
dong tao ra 5 biéu mau nam & 5 trang khac |
nhau), tén mac dinh la Lettersl.
- All: Tron toan bo danh séch. Merge to New Document  ?
- Current record: Tron dong dir liéu hién
tai dang xem (& budc 5). :
- From... To: Tron danh sach tir vi tri X t6i | O Current record

ED Edit Individual Documents...

! E:E'# Print Documents...

Merge records

vi tri Y (vi du From: 2, To: 4 thi tron danh || © Erom: To:
sach tur dong thar 2 t6i dong tha 4).
Bam OK dé xem két qua:

Cancel
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E2lE

=]

File Home

Insert

7] [E outline
S = bratt

Read | Print  Web
Mode Layout Layout

L

“

#0012 W @8 16 M4 12 0 8

Views

2

Design  Llayout  References  Mailings  Review [N

/| Ruler Q [‘é,ﬂ%unepage r’E E D [}

5

Gridlines Multiple Pages

Zoom 100% New Arrange Split
Navigation Pane EPageWidth | window Al

Show Zoom ‘Window Macros
2 4 6 B 10 1 14 18408

Pageiof5 388words  English (United States) 2] B -—

Hinh 1.69. Két qua sau khi thuc hién tron thu

Ta nén luu lai két qua ciung chd véi danh sach va biéu mau (vi du:
ketquatronthu.docx)

(e = | Mail_merge

Home Share View

;
B [ A« e B X =]
w.| Copy path
Pinto Quick Copy Paste Move Copy Delete Rename M
access 7] Paste shorteut to- to- - fal
Clipboard Organize
« > v 4 > ThisPC » Local Disk (C:) » Bai_giang > Mail_merge

MName
7+ Quick access
M= danhsach

[ Desktop | | danhsach.mdb
& Downloads két_qua_tron
|% Documents 05 miu_BK

&=/ Pictures

Vay cudi cling ta cd tong cong 1a 3 tap tin nhu hinh trén, tir day ta c6 thé in an, gui
email trong tap tin ketquatronthu.docx.

Print Documents...: Dung dé in an két qua tron thu ra gidy truc tiép trong qué trinh

tron thu
- All: In toan b6 danh séach tron thu. - .
- Current record: In dong dit liéu hién tai | Mergs to Printer L2 e
dang xem (¢ budc 5). Print records
- From... To : In danh sé&ch tron tir vi tri X Al
t6i vi tri Y (vi du From: 2, To: 4 thi tron || CUremtreed
1) Erom: To:

danh séch tir dong thir 2 téi dong tha 4).
Send E-Mail Messages...: Gti thong tin | ok || cancal |
tron thu qua email (tit nhién phai sira lai

danh sach 1a bd sung thém cot email, chic nang nay ta it sir dung, vi ta thuong tach
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ra tap tin dé in an hodc guri email trén website bang tap tin két qua, hoic do may ta
dang sir dung chwa cau hinh Mail Server dé giri).

1.8.1.3 Tao mot thu tron sur dung tir danh sach ngoai

Van st dung cac file vi du nhu phan bén trén, tuy nhién & ddy sé& tao ra mét file chira
dir liéu can tron vao miu ding ky, file d6 duwoc dit tén 13 danhsach.docx (nguoi dung c6
thé tao ra file danh sach nay trén cac tng dung Excel hoic Access)

» Budc 1: Vao Mailings/ Start Mail Merge/chon Letters

[E=Nge

Start Mail ~ Select
Merge = Recipients -

£ Letters

21 E-mail Messages
» Budc 2: Vao Mailings/ Select Recipients/ chon Use Existing List

ot

[
Select
Recipients =

B2 Type a Mew List...
[C] Usean Existing List...

B3 Choose from Qutlock Contacts...

Trong man hinh Select Data Source: Ta tim téi dung tap tin danhsach.docx ri
bam Open.

(] Select Data Source

« © 4 ||« Baigiang » Mail merge
Organize New folder

VigttaiguHT A Name

(] Microsoft Word 0] danhsach
= U] danhsach.mdb
ThisPC 82 két_qui_tron

8 3D Objects 2 mdubK

B Desktop

=] Documents
& Downloads

D Musie

&) pictures

B Videos

i Local Disk (€)

e

New Source..

T < Cancel

> Budc 3: Chén dix liéu vao biéu mau, twong tu nhu da 1am ¢ phan trude, ta di chuyén

con tré van ban vao noi can cheén rdi vao Insert Merge Field/ chon dang cot théng
tin can cheén.

> Céac budc con lai trong qué trinh tron van ban gidng nhu da trinh bay & phan trén.
1.8.1.4 Tao nhan va bao thu

» Chuc nang tron bao thu:

Chure nang nay ciing dua vao danh sach c6 san cua phan trudc dd minh hoa, cac
budc lam nhu sau:
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- Bwdc 1: M¢ tap tin mai/ vao tab Mailings/ Start Mail Merge / chon Envelops...

e B 2

Start Mail ~ Select Edit
Merge = Recipients = Recipient List
2] Letters

= E-mail Messages
E1 Envelopes..

. ..

Cira s6 chon bao thu s& xuét hién nhu bén dudi:

- Preview: Xem truéc dinh dang bao thu khi
duoc in ra.

- Envelope Size: Lva chon kich thudc cua bao
thu.

- Delivery Addres: Hi¢u chinh font chir in trén
dia chi nguoi nhan.

- Return Address: Hiéu chinh font chit in trén
dia chi nguoi gui.
Bam Ok dé luu hiéu chinh.

E

Higt
Merge

Envelope Options

: KN

Envelope size:
Size 10 41/8x91/2in)
Drelivery address
Font... From Jeft:
From top:
Return address
Font... From left:

From top:

Preview

Auto
Auto

Auto
Auto

A4

Al

Cancel

Hinh 1.70 Cura s6 chon bi thu

- Bwéc 2: Chon danh sach dé tron bao thu (danh sach khach hang ta mudn gui thu
tai), ¢ vi du trudc ta luu trong tap tin (danhsach.docx):

Vao tab Mailings/chon Select Recipients/chon Use Existing List. .. rdi tro ti ding

tap tin ma ta luu trir danh sdch mudn giri thu t6i.

- Bwéc 3: Hiéu chinh danh sach (néu cé nhu cau), chon nat Edit Recipient List.
- Bwéc 4: Chén dir liéu vao bao thu. Budc nay giéng nhu phan tron thu da huéng
dan, ¢ day ta thiét ké va cheén dir liéu sao cho phu hop, vi du:

CONG TY BIEN TOAN VA TRUYEN SO LIEU VDC
57 Tran Quéc Thio, Q.3 hoie 75 L& Thi Héng Gam, Q.8

«Bia_chi»

«56_dign_thoai»

«Tén_khach_hang»

- Bwéc 5: Xem trudc két qua (bam chon Preview Results nhu da huéng dan & phan

trude).
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Buwéc 6: Két thic qua trinh tron bao thu (bAm chon Finish & Merge nhu di huéng
dan ¢ phan trudc).

CONE TV BIENTOAN VATRIVEN SO LIFT VDS, (CONE TV BIEN TOAN VATRIVEN SO LT VDS

C0NG TY BN TOAN VA TREVEN SO LT VDC

ted States)

Hinh 1.71. Két qua sau khi tron bao thu
» Chuc nang tron nhan:
Tuong tu ta cling c6 cac budc dudi day:
- Bwoc 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

+ Printer Information: Lua chon loai | s opions )
khay |n, méc dlnh Ia Default tray (dT l’lhlén né Frinter information

") Continuous-feed printers

phu thudc vao may tinh ta dang str dung). O Pageprntes Ty el Feed [2]

Label information

+ Label information: Lua chon nha | ...cc. soe B
cung cap gidy, o day ta s& chon loai va Kich | ssusseanotem

Product number:

A ~ s ~ N o A Label information
cd giay phu hop véi nhan ma ta s€ in (nén | oemss .| Tee  stse/mises

Height: 17
chon A-ON E) A-ONE 28738

A-ONE 23783 Width: 217
A-QNE 28814 Page size: 8.27" x 11697

+ Product number: Gogi y chon A- | = .
ONE 28787 dung cho loai 30 nhén, tuy vao | Lo Jlom

nhu cau ma ta chon céc product number khac nhau. Bé xem chi tiét cho tung loai ta bam
vao nut Details
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A4 size / 30 labels A-ONE 28787 information [

Preview

Side margins
Top margin + r—HonzontaI pltch—ll

T ‘ ‘ Mumber down
Vertical in.td1 ’»Widh Heifht [; k
f 1

MNumber across

Label name: A-ONE 28787
Top margin: 0.85" = Label height: 1" =
Side margin: 0.75" = Label width: 2.1" =
Vertical pitch: 1" z Mumber across: 3 o
Haorizontal pitch: 2,257 z Mumber down: 10 2
Page size: A4(21% 29.7am) |E|
| Page width: 8.27 : Page Height: 11.69 .
[ CK l | Cancel |

Hinh 1.72. Théng tin chi tiét cho ting loai version

- Bwéc 2: Chon danh sach dé tron (nhu hudng dan & cac phan trén).

- Buwdéc 3: Hiéu chinh danh sach (néu c6 nhu cau), chon nit Edit Recipient List.

- Bwdc 4: Chen dir liéu vao van ban.

- Bwéc 5: Xem trudc két qua (nhu huéng dan ¢ cac phan trén).

- Bwéc 6: Két thdc qué trinh trén (nhu huéng dan & cac phan trén).
1.8.2 Tao muc luc ty dong

Muc luc la danh sach cac chi muc c6 trong van ban, gidp cho viéc tra ctru tai liéu

tré nén dé dang, nhanh chong hon. Trong Word cho phép ngudi ding tién hanh tao muc
luc mét cach ty dong tu dong (bang chi muc ty dong). Tao tu dong tac 1a Word sé tu quét
tat ca cac chi muc ¢6 trong van ban va dua ra danh sach chi muc nay ma nguoi ding khong
can soan thao bang tay. Ngoai ra khi tao muc luc tu dong thi cac chi muc s& dugc cap nhat
néu nhu ¢6 nhimg thay doi tir nguoi ding vé ndi dung chi muc, sé trang ma chi muc d6
xuat hién chi bang mot thao tac bam chugt.

Vi tri cia muc luc thudng ndm & dau hoac cudi van ban, tiy nhu cau cia ngudi
dung ma xéac dinh vi tri, ddng thoi muc luc s& nam trén mot trang mai, riéng biét. Nhu vay
sau khi dat dang vi tri con tré vian ban can chén Muc luc, ngudi ding vao tab References/
chon Table of Contens/chon Custom Table of Contents.. (xem hinh).

Tuy nhién, truéc khi thuc hién thao tac chén muc luc nay, nguoi dung phai ap dung
dinh dang chén Style vao cac chi myc cia vin ban (trong muc 1.7.3), ¢6 thé sir dung cac
Style sin c6 ctia Word hoac tao ra cac Style mai cua riéng minh. Vi vay, ngudi ding can
nam rd cach tao Style, da cap dé co thé tao muc luc mot cach nhanh chéng va dé dang hon.
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Insert Design References

B Add Text - AB* [T Insert Endnote B,

[! Update Table A Next Footnote -
Table of Insert Insert
Contents ~ Footnote =] Show Nates Citation ~
Built-In ic

Automatic Table 1

Contents
Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents U

Heading 1 1

Heading 2 , B
Heading 3 1

n

Manual Table

Table of Contents

Type chapter title (level 1), 1
Type ch title (level 2) 2
Type chapter title (level 3). 3
Type chapter title (level 1), 4
Tune chanter titls fevel 21 5
[@ More Tables of Contents from Office.com r oy
[Z] Custom Table of Contents...
i3
|3< Bemove Table of Contents
|§="E;'——,iii:':":"—:'::"i:"':":,'-=—:' ¥

Hinh 1.73. Tao bang chi muc

Table of Contents { | Table of Figures = Table of Authorities

Print Preview Web Preview
Heading 1.....coooveiieaennnnnn. 1|~ | |Heading 1 ~
Heading 2 ....ooeinnieee 3 Heading 2
Heading 3......cooovnnee 5 Heading 3
v v

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader: | |E|

General
Formats: From template
Show levels:

Opti

Bam chon Options dé hién thi bang Table of Contents Options nhu bén dudi:

Table of Contents Options ? *

Build table of contents from:
b4 stytes
Available styles: TOC level:
Footnote Text I:I
Header I:I
Heading 1
Heading 2
Heading 3
Heading 4 I:I

[+] Qutline levels
[] Table entry fields

] [ ane |




Tai muc TOC level, néu ngudi dung sir dung Styel mic dinh ciia Word thi dé c6 thir
tu wu tién xuét hién cua cac chi muc nay (duoc danh bang sé the tu 1,2,3,...), dy goi la
muc phan cap ciia muc luc, nguoi ding muén dua bao nhiéu sb lugng chi muc 1én muc luc
thi nhap sé luong thir ty twong tng. Thong thuong thi mot muc luc duge dua vao 3 cap.
Néu nguoi ding st dung céc Style ty tao thi xda toan bo nhitng gia tri ¢6 sin cua cac styles
di, sau d6 nhap theo ding thir tw tir 6 1 cho t6i s6 3 vao stylecuacapl, stylecuacap?,
stylecuacap3, tiép tuc bim cac ntit OK dé tao bang chi muc, xem két qua:

A Microsoft Word e ennne 2
I. Bang, chia cét va trinh bay trang Calibri (£~ 11« A° o iE iE 2
1. CACh 130 BANZ ..cciusiasisssaasssenans B 7[=Ew-A- 2
2. Hi€u chinh BANG....cueesasnessssssasmrmmmmmssssmmsesns 2
3. ThiEt K& BANE...eueereesserseesenas 2
II. Style... 2
1. LTI T-Ty F— A, |\Fast= Oplions= 2
28 Céc thao téc trén style............. = 2
3. Tao bang MUC IUC ...ccirinianianns " Update Field 2
III. Template Edit Field... 2
1, KRG DB cvvvereeee e sereesessarsens Toggle Field Codes 2
2, Tao tap tin miu M&i...ceceeeeee. ”_‘ Eont.. 2
B. Microsoft excel.............cocoooiiiinic ﬁ SO 0000 2
L Motsé ham trong excel ... el 2

1. Cac ham thong dung.........cue.. z‘; ;HI” ’ )
- PO P R P A S - [ -

Hinh 1.74. Két qua tao muyc lyc ty dong
Nhu vay ta dugc két qua 1a: Bang muc luc s& duoc tr dong tao ra va nam ¢ trang so
1, con phan noi dung (bang da cip) nam & trang sb 2. Tir day ta c6 thé nhap dit liéu cho
phan noi dung. Phan muc luc s& dugc cap nhap bang thao tac: BAm chudt phai vao vi tri
bat ky trong muc luc/ chon Update Field (hinh 1.74):

- Update page numbers only: Cap nhat rUpdatE Table of Contents =
50 trang cho bang muc luc (khi nhap dir Word is updating the table of contents, Select one of
liu cho phan noi dung thi s trang s& | | e follewing options: :

R R . s @ Update page numbers only:
tang Ién, ta dung chic nang nay dé dong ) Update entire table
bo so trang cho muc luc).

- Update entire table: Cap nhat tiéu d¢
cho muc luc (thuong thi chi nén cap
nhat khi chwa nhap noi dung, vi bang dé cuong chi tiét phai duoc chap nhan 1a dung
dan truéc khi duoc nhap dir liéu).
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1.9 C4c bai tap hé thong kién thic
1.9.1 Bai tap Word 1

Soan thao van ban: Sir dung Font chit Times New Roman, ¢& chit 13pt, can déu I&

2 bén, gi&n dong cho doan vin va hiéu tmg Text Effects dé trinh bay nhu mau sau

Co tinh yéu nao hon tinh yéu cua Cha va Me

Khi dén mia bao hiéu . con lai ngo ngan boi hoi nghi vé me. “Iiy” 1a tiéng
goi ma tir khi 4u tho con bap be, va theo ca cude doi con, con van goi nhung chang may ai
hiéu dugc ¥ nghia thiéng liéng, chidu siu va bén bo ciia tiéng goi do. Phai chang trong trai
tim ciia méi chiing ta, me gin giii va quen thude.... va me chinh 14 d6i mat sang, 14 b vai, 1a
giong néi am ap, 1 com an, 4o mic, me ciing 1a qué hrong, 1 bén bor cho doi con vé sau moi
kho khin, vap ngi hay 1a khi con thanh dat, vinh danh.__

Subt cd cubc doi, tdm thén gdy ciia me chi biét séng, hy sinh cho hanh phiic ciia con,
vi con ma me chiu bao vét va gian nan va cay ding nghiét ngd. Trong gibng t6 me bdo boc
doi con, me la dnh sdng soi duomg, me v6 hinh trong méi budc chin con, dé con khéng bi
lac gitta dém dai tam t6i. Nhiéu lic con nhu roi xubng hé sdu tuyét vong tricdc nhitng cam
by nghiét ngd cila cudec déi. Me ludn 1a ngudi cé mdt bén con ddt diu, an i, déng vién, chdp
cho con d6i canh ciia niém tin va hy vong dé con cé nghi e vurom 1én d6i mdt va tranh déu

cho su séng vinh hdng.

1.9.2 Bai tap Word 2

Dung chire ning Bullets and Numbering, Border and Shading dé dinh dang doan

van ban sau:

dy lam moi thir hét minh dé sau nay nhin lai, ta khén

-

% hét sirc. Tat ca déu duoc bat dau tir con sd khd ng. Trirde khi b1et
. ca ching ta déu chua biét vé no.

cach dé gitip d& cho x4 héi.
¢ 4 Khithvong yéu ngudi khic, ban sé trao thém sitc manh cho ho. C6 nhiing vét thirong
trong qua khir dueoc lanh lai nho vao tinh thiong cta mo1 nguot.

gidn dit din dén cing thang 1am ting nguy co mac bénh cao huyét ap, tim mach.

nqhmm song c6 duoc tir nhitng lan d6i pho véi hoan canh. Bai thé, hay lan xa that

e Trong mot con ngrdt ludn c6 nhimg mat ddi lap: ta lam nhiéu thi¥ thanh thién lfi_m; Z
i ma ciing 1am nhiéu thit khing khiép va ghé tém lam. Song t6t cho minh ciing 14 mét |

!\L C6 nhitng sv im ling rit dang so vi déi khi, im lang 1a sw gidn dit tinh vi nhit. Su |

‘4 So hiila ddu hidu cua vide chua du kién thire dé hidu ro ban chit cia vin d&. Kinh EE
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1.9.3 Bai tap Word 3

Str dung dinh dang Tab két hop véi Bullet and Numbering, WordArt dé soan thao
mau vian ban sau:

TRUGNG PAI HOC KINH TE - KY THUAT CN CONG HOA XA HOI CHU NGHIA VIET NAM
KHOA CONG NGHE THONG TIN Pic Lip - Tw Do - Hanh Phiic

GIAY GIOI THIEU

T A
Khoa Cong nghé théng tin — Truong dai hoe Kinh t4 - K§ thuit Céng nghiép gidi thidu:
Sinh vién: .. Sinh NEAY: ...

Hién dang hoe Lop:. oo e )

Kinh d& nghi qiy co quan gitp d&

Ha No1, Ngay .... Thang
Trwong khoa

1.9.4 Bai tip Word 4
Str dung céc ky thuat chia cot Column, tao chir nghé thuat WordArt, tao chir cai
dau dong DropCap va chén, dinh dang hinh anh Picture dé soan thao van ban theo mau

Ctrl-Ali-Del

hitng ngwoi biét sir dung vi tinh déu < Alternate: phai biét ludn phién gitra tiéng

biét td hop 3 phim Ctrl-Alt-Del cé tic cwdi va nwéc mat. Cudc séng khong phai
dung khéi ddng lai may tinh. Trong cudc lic nao cling sudn sé, nhung ban phai nhé
song van cé 3 phim quy ring "sau con muwa tréd lai sang”.
bau Ay: 4+ Delete: hiy x6a bo nhitng 7 nghia tiéu

4+ Control: hiy biét cwe, nhitng dinh kién hep hai va tit ca

diéu khién suy nghi, nhitng gi ngian can ban 1am viéc cling moi

hanh déng cia ban & moi trirérng hop dé ngwdi. Nhiét tinh va hop tic s& 13 chia
khéng phai héi hin vi nhirng gi ban d3 giy khoéa dwa ban dén thanh céng.
ra.

1.9.5 Bai tap Word 5
Chén bang va sir dung cac ky thuat dinh dang ky tu, chir nghé thuat dé trinh bay van
ban sau:
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moT sO PHIM DUNG TRONG TABLE
Cic phim Chikc ning Cic phim Chikc ning
n Tab Dén 6 ké tiép Shift- Tab Dén & trrée d6
g = Tién t6i 1 ki tue =] L vé 1 ki te
3 i Lén hang trén 4 Xubng hang dwéi
Enter Chén 1 paragraph méi Ctrl - Tab Chén Tab
1.9.6 Bai tap Word 6

Soan thao céc cbng thirc toan hoc sau:

%2(ax+b))dx:ltan(ax+b)+c
cos” (ax+b) a

fo 2

_l_...f(x» »ody

,.___
A

I = | dx

e L

1.9.7 Bai tap Word 7
1. Tao ngudn di lidu chira trong 1 bang va luu tap tin tén DanhSach.docx

STT TEN 5V PIEM LY THUYET BW DIEM TB XEF LOAI
HANH

1 Nguyén Vin Mai 8.0 5.0 6.5 Trung Binh
2 | Hoang Thanh Phuong 9.0 8.0 85 Gidi
3 | Truong Thi Thiam 6.0 1.0 35 Yéu
4 | Lé& Hoang My 7.0 7.0 7.0 Khi
5 | Nguyén Hong Phiic 4 5 45 Yéu
6 | Ly Hanh Quén 8 9 85 Gidi
7 |Lé&Nga 10 10 10.0 Xuit Sac
8 | Hoing Long 9 10 95 Xudt Sic
9 | Trin Khinh Du 7 6 6.5 Th. Khi

2. Tao Main Document: mau bang diém chira trong mot tap tin moi lay tén 13
PhieuDiem.docx

TRUONG PAI HOC KINH TE - KY THUAT CONG NGHIEP
TRUNG TAM TIN HQC & NGOAINGU

PHIEU BAO PIEM

Kinh giri phu huynh SV:(1)....
Diém Ly Thuyét:(2)
Diém Thye Hanh: (3)
Diém Trung Binh: (4)

Xép Loai; (5) i

[ Ngay 5/11/19 moi sinh vién 1én nhan chimg chi tai nha HA3 — ngd 454 Minh Khai, HBT, Ha
| No1

Ha n6i, ngay... thang....nam 2019
Giam Déc TT Tin hoc & NN
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Yéu cau:
1. Thuc hién chtic ning mail merge dé import dix liéu vao phiéu thdng béo.
2. Tao nhan thu dé giri phy huynh.
1.9.8 Bai tap Word 8
Gia str can c6 muc luc sau véi ndi dung chi tiét cua tirng muc luc da c6. Thyc hién
C4C yéu CAu sau:
1. Nhap néi dung da cho, khéng co6 dinh dang. Vi tri trang cua tirng muc nhu muc luc

da cho.
2. Tao 3 style c6 dinh dang nhu dudi day, dat tén Levell, Level2, Level3:
CHUONG 1. NQI DUNG - Levell
1.1. Mucconl -> Level2
1.1.1. Muccon?2 - Level3

Gan 3 style da tao vao ndi dung da nhap ¢ cau 1
Tao bang muc luc ¢ trang sau

Cap nhat bang muc luc:

Lo o

Nhén Ctrl + Enter dé thay d6i so trang cho tai liéu = Quan sat bang myc luc c6
thay doi khong

v' Cap nhat bang muc luc, quan sat két qua
CHUONG 1. KY NANG DANH MAY 10 NGON ..covverrrrerrsmreressssssssssssssasessrsnsssssssssens O
CHUONG 2. TONG QUAN VE HE THONG MAY TINH....cocevreereresessressnsensesesseses 10

2.1. Thong tin va X 1Y thONg il ...eeceeisrercscersresessssssssesssssnsssassssanssesssssasssssasssnsoesssass 10

2.2. Co bin vé cAu tric MAY tIN wwveesessesssessisssssrsssssssssssssssssssssssssssssssssssssssssssesses 11

CHUGONG 3. MICROSOFT WINDOWS......corerrrinrensssseressassassssssssssassassesesssssansassesess 10
3.1, Khai 0N WINAOWS..cuiiersenssansasserssessssssssssssssassasssesssssnsssassssasssssssssasssssssssnssssssass 10

3.1.1. Khoi dong, thoat Khoi Windows ..o.cceeecee et sne e 16
3.1.20 Man hinh WinAOWs ..o e ene e e ae e nnnn e enes 17
3.1.3.  Sir dung chrrong trinh trong WindowWs.......ccocceieeerreimere e 18
3.2. Tap tin, thi muc, 6 dia, FEODNE 0AD werverecrrnsmessmsssssssssssssssssssssssssssssssssasssssssss 23
321 TAP I esoeeieeees oo eeeeeeeee oot e e et e st en e ee e 23
3.22. Dia, Th muc, GUONE AAIL ....oooeeeeeeee e st st se s eaneas 24

3.3. Quin Iy va cau Dinh clia WIDAOWS woveeerersressnsenssssssessssssnsasssssssessesssssassasessesesseses 25

3310 QUAN LY FONE CHuuvooieecercieeceecr ettt ensa s 25
3.3.2.  Thay doi thudc tinh man hinh .........cccoceeecvecicriiecieeceee e e 27
3.3.3.  Thay ddi do phan gidi, ché A0 MAW ........co.ovoooiveieeceeeeeeeeeee e 28
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CHUONG 2: BANG TiNH PIEN TU

Muc dich

Excel 1a mot phan mém 1ap bang tinh nam trong bo Office cua hdng Microsoft.

Chuong nay gi6i thidu vé Mircosoft Excel 2016, tap trung gidi thiéu t6i ngudi hoc mot sb
véan dé nhu;

>

YV V V VYV

Tong quan vé Microsoft Excel 2016
Céch thac quan ly Worksheet

Cac thao tac co ban trén cac 0 tinh (cell)
binh dang bang tinh

Céc cbng thirc Excel co ban

Mot sé tinh nang mé rong caa Excel.

Noi dung ctia chwong

VV V VYV

Chuong nay tap trung mot s6 ni dung chinh sau:
Tong quan vé giao dién Excel

Xt ly dir liéu trong bang tinh

Mét s6 ham thong dung trong bang tinh

Xtr ly co so dir liéu

Dinh dang va in 4n bang tinh

M@t sé tinh méi trong phién ban Microsoft Excel 2016

Phién ban Office 2016 vé4i nhiéu cai tién. Tinh ning va giao dién twong thich tbt voi

hau hét cac nén tang, trong d6 c6 windows 10, nang cao kha ning tuwong tac va lam viéc
nhoém, don gian hoa viéc chia sé file va tai liéu. Str dung Office 2016 noi chung va Excel
2016 noi riéng, giup thay d6i hoan toan phong cach 1am viéc, dap wng nhu cau da dang
cling nhu mang dén nhiing gia tri tot nhat.

VV V VYV

Mot s tinh ning maéi cua Office 2016:

Tich hop tinh nang Lync va Skype danh cho cac doanh nghiép.

Cong cu soan thao, tao bang tinh, trinh chiéu, ... hd trg tot hon trén Windows 10.
Giao dién vai thanh cong cu Ribbon.

H3 tro tdi da cho cac thao tac trén man hinh cam Gng.

Cho phép nhap cau lénh dé mo va chia sé file.

Giao di¢gn

Giao dién lam viéc cua Excel 2016 cé mot vai su thay
d6i nho so vai phién ban Excel 2013. Piém dau tién nhan thay .
A , A . ~ ome
d6 la biéu tugng cua cac cong cu Excel dugc bo di. Thong

thuong, ¢ Office 2013 trg vé trudc biéu tuong nay thudng xuat hién & goc trén bén tréi cua
file. Nhu vay, trén gdc nay chi con 3 tinh nang la: save, undo va redo.
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http://taimienphi.vn/download-office-2016-17533

G6c phai giao dién dwgc bd sung tinh
ning Share. Vi tinh ning ndy, nguoi dung dé
dang chia sé vai tat ca moi ngudi. Mot diém nixa

Sign in ,Q,_.Share
Zﬁkutuﬂum - A

do l1a biéu tuong Editing khong con 1a mot chiée 7 ;. i \@
6ng nhom nhu truée ddy ma thay vao d6 1a mot ¢ Clear~ Eﬁ':arsf Sélect
chiéc kinh Iap. i “

Tinh nang Tell me

Tell me Ia tinh ning méi tiép theo cua Office 2016. Tell me c6 mit trong tat ca cac
cdng cu Word, Excel, PowerPoint .. cia Office 2016. Tell me giai dap moi yéu cau tir nguoi
ding, théng qua céc tir khoa ngudi dung nhap vao, Tell me s& d& xuat cac menu chinh va
menu con tuong (ng c6 lién quan. Phim tat dé sir dung tinh ning Tell me d6 1a Alt+Q.

Bookl - Excel
Insert Page Layout Formulas Data Review
L] - = = Recently Used
0 Jb Cut Calibri Ju o cla sy =E=E - Ew =
Bz Copy - La Zoom to Selection
Paste B . .|l === | &= 3= o 1
> ~ Format Painter B I U - O~ A - - —|l—= L &4 Screen Clipping !
Clipboard a Font I Alignment Try ]
= - £ add a comment
insert a table
A B C D £ F G H L

freeze the top row

L

Tinh néing chia sé tai ligu truc tuyén
Céc cdng cu Word, Excel, PowerPoint dugc Office 2016 tich hop tinh nang chia sé

tai liéu truc tuyén. Khi thuc hién tinh ning nay, nguoi ding cd thé chia sé tai liéu Office

trén cong cu ma minh dang sir dung vai ban bé hoic dong nghiép caa minh.

» Chon Share -> click Save to H - 8 X
Cloud dé luu tai liéu 1én One
Drive bar\g ‘Account. Microsoft ITH S Autosum © Ay p
cua nguoi dung (Phai dam bao LDJ T Fill- ZV
N1oAn 3 A5 YR LY 2 Format Sort & Find &

ng'IIO’I dung ?a dang k,y tai 7I-<h0an i & Clear~ T
Microsoft, néu chua co, phai thuc Editing "
hién budc dang ky trudc).

Sign in JQ', Share

Share v X

To collaborate with others, please £ave a copy of your
file to an online location.

Save to Cloud
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> Nhap théng tin di twong can chia sé ti

Share * % ligu tai Invite people. CO thé thay d6i quyén
Invite people chinh sura tai ||éu hOéC thém n6| dung tin nhén
vmhanh@uneti.edu.vn EE néu mUé)n.

el i »  AnShare.

Tai liéu cdn hoan thanh trude ngay 21/5!

>  Nguoi duoc chia sé vao Email mo file dé

xem hoac chinh stra van ban tuy y.
Share

Mot dic diém hiru ich 1a nguoi duoc chia sé file, khong can c6 tai khoan Microsoft
ma van c6 thé xem va chinh stra duoc nho tinh niang Office Online trén One Drive. Tén
hién thi ciia nguoi dung sé 1a Khach (Guest). Khi c¢6 ngudi chinh sira hozc xem bai, thong
tin ngudi d6 s& hién thi trén cira s6 Share cdng cu cua Excel. Ban ¢6 quyén thay ddi quyén
cho céc tai khoan dé nhu thay doi quyén chinh sira, quyén xem noi dung ...hoac dirng chia
sé bat ky luc nao.

™M G Suite

l— Soan thu

outlook_7BF82A35D24. Toi da chia sé “BasicsPractice - Copy.xls” v6i ban trong OneDrive - Tai liéu can hoan thanh trud 14:47

Tinh nang Smart Lookup
Pay 1a tinh ning kha bo ich cua Office 2016. Khi lya chon tinh ning nay, nguoi
diing sé& ¢ trong tay mot cong cu tim kiém y nghia cua tir bang céng cu nhu Bing.

s

S lcalbri -1 AN $ 9% 0 B

Insights
BI=O-AH-9858« g
sum | Explore Define
_Y. Cut
B3y Copy Explore Wikipedia

[y Paste Options: Summation - Wikipedia
AD In mathematics, summation is the addition of a sequence of any kind
of numbers, called addends or summands; the result is their sum or

Paste Special., total Besides numbers, other types of values can be summed as we..

D Smart Lookup |¢

Insert...

Sum 41 - Wikipedia

Sum 41 is a Canadian rock band from Ajax, Ontario

il Originally a band called Kaspir, the band was formed
in 1996 and currently consists of lead vocalist, guitar...

Delete..,

Clear Contents

More
Filter 3
Sort v Web search
Insert Comment - P p .
] - Sum | Definition of Sum at Dictionary.com
Format Cells... hitps:/#www dictionary.com/browse/sum
Pick From Drop-down List... Sum definition, the aggregate of two or more numbers, magnitudes,

quantities, or particulars as determined by or as if by the

Define Name... mathematical process of addition: The sum of 6 and 8 is 14, See

% Hyperlink... = =

V6i tinh nang Smart Lookup, ngudi ding c6 thé tim kiém bat ct thdng tin vé cac
tir, cum tir hay tham chi ca mot doan vin trén cong cu tim kiém Bing thay vi phai sir dung
c4c trinh duyét web nhu Chrome, CocCoc hay Firefox dé tim kiém. C6 thé thay Office
2016 dang t6i uu hoa rat nhiéu tinh ning hiru ich danh cho ngudi ding.
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2.1 Tong quan giao dién Excel 2016
2.1.1 Khéi dong va thoat khéi Excel

Dé lam viéc vai Excel 2016, vé co ban céc thao tac 1am viéc véi file excel kha tuong
dong véi cac ung dung khac trong bo Office ciia Microsoft (Xem thém Churong 1 - Céch
khoi dgng va thoat khéi Microsoft Word). Nguoi dung ¢ thé kich hoat chwong trinh
Microsoft Excel 2016 théng qua biéu tuong | chuong trinh. Lya chon mot
template da duoc dinh dang san hoic chon Blank workbook dé mé ra mot giao
dién mai chua dinh dang.

Dé thoat khoi méi truong 1am viéc cua Excel, Chon Ribbon File = Close, hoic
chon biéu twong déng cira s6 & goc trén bén phai man hinh giao dién Excel.

Excel Sign in to get the most out of Office
Learn more
Recent :
Yesterday I - -
X DS hoc i I
Desktop 2 !
: | Blood Pressure Tradker
! Your Company Name T
Older 4 | = -
. LT veoen
DS CBCT TN-CD-2012 (1) 6 z -
D:»TL ; it
Blank workbook Billing Statement Blood Pressure Tracker

= 0 =
: Loan Amortization Sched
3 _| Personal Monthly Bug

Expense Report Loan Amortization Personal Monthly Budget

[a# Open Other Workbooks

Hinh 2.1. Man hinh khoi dong Excel
2.1.2 Man hinh Excel 2016

ile ormu ouv
B X Cut = im Ex 2L 3 AutoSum - A
Calib N -|A K T == ¥ EWepTet  Genen I - r ¢ ;.} & 5 ; Al
DE@CDW C d I Fo = Cell ]EEI §E\I Fe e sZ & Find&
aste B I U Y. . -9 s | & 0 Conditional Formatas Cel nsert Delete Format ort & Fin
~ ¥ Format Painter 4 e $ 2 o rmatting - Table~ Styles~ | - - - € Clear~ Filter - Select~
Clipboard m Font. m i [ Number n Styles Cells Editing ~
D8 - 5 -
A 8 c D E F G H 1 1 K L M N o P Q R s T Ul
1
2 O chita cong thitc
z Diachié Ribbon menu
4
5 . . . Cét (column)
5 O (cell) /Con tré
7
8
G \Hdng (row) '
10
11
12
13
14 Thanh cuén mam hinh ———— |
15
16
17
18
19 Bang tinh (sheet)
20 Thanh rang thai
21 (starus)
2
23 .
Sheetl ® | 1 v
Ready i m - I +  100%

Hinh 2.2 Giao dién cira s6 Microsoft Excel 2016
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Ribbon menu: Ribbon 1a mot thay déi Ién trong céc phién ban tir Excel 2003 dén
nay. Ribbon chira tit ca céc lénh lién quan dén
quan ly va lam viéc véi bang tinh (Spreadsheets). r Auto-hide Ribbon
Ribbon dugc thiét ké dé gitp nguoi ding nhanh ™8 | tide the Ribbon. Click st the top

, < e , n X 2 ., LA of the application to show it.
chong tim kiém cac Iénh can dé thuc hién mot

A NP 2 . ¢|F m=— Show Tabs
nhiém vu nao d6. Cac lIénh duoc to6 chirc theo cac F :

] LY « Show Ribbon tabs only. Click a
nhom logic, duoc tap hop lai dudi cac Tab. Moi tab to show the commands,
Tab lién quan dén mot loai hoat dong, chéng han —_ | Show Tabs and Commands
nhu dinh dang hoic hién thi mot trang. Dé giam — | Show Ribbon tabs and
A L, . = cormmands all the time.
su 1on xon, mot so Tab chi duoc hién thi khi can. R g T <]

Vi du: tab Picture Tool chi duoc hién thi khi hinh
anh duoc chon. Ngoai ra cé thé c6 thé tiy chinh ché do hién thi cua Ribbon, cac lénh va
cac Tab.

Tab Home: 1a tab dugc nguoi dung sir dung nhiéu nhat. Tab bao gém cac lénh dic
trung vé dinh dang 6 (cell) va dinh dang ki tu (text), vi du nhu thay d6i phéng chix cho
doan vin ban, ...Tab Home ciing bao gom nhiing dinh dang bang tinh co ban, nhu: wrap
text, merging cell, va style cell.

Formulas Data Review Q Tell me what you want to do... Signin £ Share
2 X, cut =_ = o e Bx > AutoSum - A
Calibri n - KA === - BEWapTet General - - 2] 4 | = @ A d
Paste BV c d s & IEEI §E\| ey L sZ & Find &
B I U | === T=3= EMergefCeonter - $ - % » %3 M Conditional Formatas Ce nsert ort & Fins
¥ Farmat Painter A g % Formatingr Tablew Stylest v £Clear Fifter Select~
Clipboard [ Font [ Alignment [ Number [ Styles Cells Editing -

Tab Insert: Cung cip kha da dang cac muc ma ngudi ding c6 thé chén vao trong
mot workbook, nhu: pictures, clip art, header and footer, dic biét 12 thao tac chén cac biéu
dd vao trong bang tinh ...

Bookl - Excel = - *

Page Layout Formulas Data Review View Q@ Tell mew ouwant to do... Signin 9. Share

ile
- = = I' © i = B 4 T Equation
5 H o g;'a (Cszz ? (LR el = =R
1 O R (e I i @I T @ ~ | € Symbol
pworrame Recommended Table FPictures Online 8 My Add-ins ~ [ Recommended © 0" Pivotchat 30 Line Column Win/ Slicer Timeline Hyperlink Tedt Header
PivotTables Pictures o Chats - k- Map + Loss Box &Faoter
Tables Tlustrations Add-ins Charts o Tours Sparklines Filters Links Text Symbals -~

Tab Page Layout: Tab bao gom cac lénh dung dé cin chinh trang nhu: chinh I&
(margin), hudng in (orientation),...

Booll - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

HCDIors' @ @ IE [% b% E':é; EWit.:lth: Automatic' Gridl\fﬂes Headings o O E[} EI

Fonts = ﬁ DHelght: Automatic * | |v| View v/ View
Themes Margins Orientation Size  Print Breaks Background Print .. - Ering Send  Selection Align Group Rotate
. Effects = - - - Area~ - Titles @ Scale: 100% Print Print | Fonward~ Backward~ Pane -
Themes Page Setup [F] Scale to Fit [F] Sheet Options F] Arrange

Tab Formulas: Tab c6 céc 1énh sir dung khi tao Cong thirc. Tab nay chira mot thu
vién ham 16n cd thé hd tro khi tao bat ky cong thire hodc ham nao trong bang tinh.

= ¥ Bookl - Excel
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
fx 2 AutoSum - Logical = | Lookup & Reference - [:ﬂ\‘ Define Name - 30 Trace Precedents  [F7] Show Formulas H . B
1
ﬂ Recently Used ~ Text - E Math & Trig ~ fi Use in Formula o +Trace Dependents I Error Checking - &S

Insert Name Watch | Calculation i

Function |B Financial - I8 Date & Time - |B More Functions - Manager £ Create from Selection  $% Remove Arrows = (%) Evaluate Formula Window =~ Options
Function Library Defined Names Formula Auditing Calculation
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Tab Data: Tab cho phép nguoi dung chinh stra mét lwgng 16n dir liéu trong bang
tinh, bang céch sap xép, loc dit liéu, ciing nhu nhém va phan tich di liéu.

= y Bookl - Excel
File Home Insert Page Layout Formulas Review View Q Tell me what you want to do...

B F [ Show Queries ”z Connections 8l Y Clear "'?Ij E Be = @ & Group -

~ Zl |alz = :

B E From Table L Properties ) Reapply g8 7 2H Ungroup ~

Get Bxternal  New Refresh Z| Sort  Filter Textto _,, & What-If Forecast

Data~  Query~ [ Recent Sources Al - Edit Links T Advanced Columns =° EE Analysis - Sheet B4 Subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Outline 7]

Tab Review: Tab cho phép ngudi ding stra chinh ta, ngir phép ciing nhu thiét 1ap
céc ché do bao mat. Pong thoi cung cap kha nang ghi chu (note) lai cac dic trung va theo
ddi nhitng thay déi trong bang tinh cia nguoi dung.

H v Bookl - Excel

File Home Insert Page Layout Formulas [BEIF] Review View Q Tell me what you want to do..

ABC E ;D |;:'i oF Show/Hide Comment g .3 Protect and Share Workbook
\/ 2 = show All Comments EZ Allow Users to Edit Ranges
Spelling Thesaurus Smart | Translate New Delete Previous Next Protect Protect Share

Lookup Comment Sheet Workbook Workbook F}Track rrgss=

Proofing Insights | Language Comments Changes

4 Show Ink

Tab View: Cho phép ngudi ding thay doi ché do xem cira s6 lam viéc, nhu: freezing
hoac splitting panes, viewing gridlines va hide cells.

H 9- v Bookl - Excel

File Home  Insert Page Layout Formulas Data Review Q Tell me what you want to do...

I:I D EJ Ruler v| Formula Bar Q [‘% D.\ DE E Izl E::I:IIZ View Side by Side EE E[

: Synchronous Scrolling 3
Normal Page Break Page Custom [/ gridlines [v] Headings Zoom 100% Zoom to New Arrange Freeze Switch Macros

Preview layout Views Selection Window All  Panes~ | Unhide Reset Window Position  windows ~ -
Workbook Views Show Zoom Window Macros

2.1.3 Thao tac véi bang tinh
2.1.3.1 CAu trac caa mot Workbook
Workbook
Mot tap tin caa Excel 2016 duoc goi 1a mot Workbook va ¢ phan dinh dang file
mic dinh 12 .xIsx. Mdt Workbook duoc xem nhu mot tai liéu gdm nhiéu trang goi 1a sheet,
maot workbook c6 téi da 255 sheet.
Worksheet
MJi sheet 1a mét bang tinh gom cac hang va cot.
- Hang: duoc danh sb thir tu tir 1,2,3, ...
- Cot: duoc danhso tr A, B, C, ...
- O: Lagiao cua cot va hang, dir liéu dugc chira trong cac 0, gitra cac 6 c6 ludi phan
cach.
- MJi 6 c6 mot dia chi dugc xac dinh bang tén cua cot va s thtr tu hang

<Tén cdt> <Chi sé hang>

- Con tro 0: la mot khung nét doi, 6 chira con tré 6 duoc goi la 6 hién hanh.
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- \Vung: gém nhiéu & lién tiép nhau, mai viing c6 mot dia chi duoc goi 1a dia chi ving.
bia chi vung duoc xac dinh boi dia chi cua 6

goc trén bén trai va 6 géc dudi bén phai. Gitra
dia chi cua 2 6 1a ddu hai cham (;)
» Vidu: bia chi vung A1:B3

RS R ]

Gridline: Trong bang tinh c6 cac ludi
(Gridline) dung dé phan cach giira cac 9, cac 6 ludi ndy s& khdng xuat hién khi in an. Mudn
bat/ tat Gridline, chon Iénh View = (Group Show) = Gridlines.
2.1.3.2 Céc thao tac trén WorkSheet

Chon Sheet lam viéc: Click vao tén Sheet.

Do6i tén Sheet: Double Click ngay tén Sheet
can doi tén, sau d6 nhap tén mai can doi. Hoac,
chon Sheet can d6i tén > Right Click = chon
Rename = Dat lai tén cho Sheet mai.

Chen thém Sheet: Chon Iénh Insert >
WorkSheet. Hoic, chon biéu twong dau cong
(+) dé thém Sheet méi.

X&a Sheet: Chon Sheet can xda, Right_Click
- Delete.

2.2 X ly dir ligu trong bang tinh
2.2.1 Cac kiéu dir liéu

Kiéu dir liéu sb

A

B C

Dia chi viing A1:B3

X

i

Sheet1r |

Insert...
Delete

Rename

Move or Copy..

View Code
Protect Sheet...
Tab Color

Hide

Select All Sheets

1y
|\_-!:}|

Khi nhap vao s bao gdbm 0, ..., 9;+, -, *, /, (,), E, %, $, ngay va gio, thi sb theo
dung quy wdc trong moi truong Windows s& méc dinh dwoc can Ié phdi trong 0.

Dé dit quy dinh vé cach nhap va hién thi sé trong Windows (Hinh 2.2): chon lénh
Start = Control Panel - Region and Language ->Format - Additional Settings =

Number.

Kiéu di liéu dang sé (Number)

Decimal symbol: Quy wéc dau phan cach phan thap phan.

No. of digits after decimal: S chit s thap phan.

Digits grouping symbol: Dau phan céch hang nghin.

Digits grouping: S6 s hang trong group.
Negative number format: Binh dang s6 &m
List separator: Quy wéc dau phan céch nghin.
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Customize Form

Numbers |Currenqr | Time | Date |

Example

Positive:  123,456,789.00 Negative; -123,456,789.00
Decimal symbol: I hd
MNo. of digits after decimal; [2 vl
Digit grouping symboaol; ' hd
Digit grouping: [123,456,789 vl

I MNegative sign symbal: - hd

MNegative number format: [—1.1 vl
Display leading zeros: [0.7 vl
List separator: . hd
Measurement system: [U.S. vl
Standard digits: [0123456789 vl
Use native digits: [Never vl

Click Reset to restore the system default settings for

numbers, currency, time, and date.

Hinh 2.3. Thiét 1ap cach nhap va hién thi s6 trong Windows

Dir liéu tién té (Currency)

Excel cho phép ngudi ding dinh dang cach hién thi cac loai tién té khac nhau. Dau
cham phan cach gitra cac phan theo quy dinh cua hé théng nhu kiéu Number. Kiéu di liéu
tién té dung s& duoc ty dong can phai.

Dir liéu dang ngay (Date)

Excel s& hiéu dit liéu kiéu Date khi ta nhap vao dang theo quy dinh cia Windows,
dir liéu s& can phai trong 6. Nguoc lai, Excel sé& hiéu 1a kiéu chudi.

Dé kiém tra va thay d6i quy dinh khi nhap dir liéu kiéu Date cho Windown: chon
Start = Control Panel - Regional and Language-> Format - Additional Settings -
Date.

Dir liéu dang gio (Time)
Excel s& hiéu dit liéu kiéu Time khi ta nhap dang theo quy dinh cia Windows, mac
dinh l1a gio: phat: giay (hh: mm: ss AM/PM). Dir liéu sé canh phai trong 6.
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Dir liéu kiéu chudi (Text)
Dit liéu chudi bao gdm Ky tu chir va sb. Khi nhap thi mic dinh dugc cin thing trai
trong 0.
Cong thac (Formula)
Cong thire bt dau boi dau bang (=), gia tri hién thi trong 6 1a két qua cua cong thc,
c6 thé 1a mot tri s6, mot ngay thang, mot gid, mot chudi hay mot thong béao 15i.
2.2.2 Cac toan tir trong Excel
Cong thuc trong Excel 1a su két hop giita cac toan tir va todn hang
- Céactoan tor nhu: +, -, *,/, & ", >, <, >=, <=, = <> 1 ...
- Céc toan hang nhu: héng, ham, dia chi 6, dia chi vung, ...
2.2.3 Dinh dang dir liéu
2.2.3.1 Binh dang dit liéu sb.
> Chon vuing dir liéu can dinh dang
» Chon Home - (Group Cells) - Format - Format Cells, chon thé Number

Format Cells M
-_— i
Mumber | Alignment | Font | Border | Fill | Pratection |
Category:
General - sample
1.00
Currency
Accounting Decimal places: |2 :
Date
Time D Use 1000 Separator ()
Percentage
Fraction Negative numbers:
Scientfic 2
Tex‘t. 123410
Special (1234.10)
Custom (1234.10)

Number is used for general display of numbers. Currency and Accounting offer specialized formatting for
monetary value.

|

Hinh 2.4. HOp thoai Format Cells
Dit liéu sé khi nhap vao mét 6 trén bang tinh phu thugc vao 2 thanh phan: Loai
(Category) va mi dinh dang (Format code). Mot s6 cd thé hién thi theo nhiéu loai nhu
Number, Date, Percentage, ... mdi loai c6 nhiéu cach chon ma dinh dang
Chon loai thé hién trong khung Category

-101 -



LOAI  CONG DUNG

General  Dinh dang sé mac dinh, canh phai, git
nguyén dinh dang ban dau nhu khi nhap vao
Number  Dinh dang sb véi dau chim dong c6 thé hd tro

bang céc ddu phay, sb chit s6 thap phan tuy .

Currency Dinh dang don vi tién té

Accounting Dinh dang tién té duoc thiét ké dé canh céac
cot theo dau thap phan cua gia tri tién té.

Date binh dang ngay thang noi chung. Ngay thang
duoc hién thi theo mot sd kiéu tiéu chuan
Time Dinh dang gi¢ chung, gid duoc hién thi theo

mot s6 kiéu tiéu chuan

Percentage Mot cach dinh dang ma cac gia tri trong cac 6
duoc chon, nhan véi 100 va két qua hién thi
Vi biéu tugng %

Praction  Binh dang dudgi dang phan s6
Scientific  Dinh dang s khoa hoc, sir dung sé mii cho
c4c s6 ¢6 qua nhiéu chir sd.
Text Dinh dang sé nhu van ban
Special ~ Céc dang dac biét Zip Code, Phone Number
Custom  Danh séch cac dang tiéu chuan hoic cac dang

tuy chon

Bang 2-1 Cac mau thé hién dit liéu

VI DU
15.75
15234

3.123456
(1,234.57)

$12.345
1234VND

$75.50
$5.50

05/09/2019
Sep-12-19
2:30 PM
15:09:30

100%
59.9%

1/3

1.25E+3
2.3E-2

123
9810-12345-35-56
15/09/2019

Ngoai ra c6 thé dinh dang nhanh céch hién thi sé biang cach dung cong cu trén thanh

Formatting.

$-% > %3
|

Currency «

Percent * l
Comma

» Increase

» Decrease Decimal

Hinh 2.5. Binh dang hién thi sé bang cng cu Formatting
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- Currency: binh dang kiéu tién té

- Percent Style: Binh dang kiéu phan tram (%)

- Comma Style: Binh dang c6 du (,) phan céch

- Decrease Decimal: Giam bét mét sd sler phan thap phan
2.2.3.2 binh dang don vi tién té

Dé kiém tra, thay doi dinh dang cach hién thi tién té trong moi treong Windows,
Chon Start > Control Panel - Regional and Language -> Additional Settings —->
Currency.

- Currency symbol: Nhap dang ky hiéu tién té

- Positive currency format: Chon vi tri dat ky hiéu tién té.
2.2.4 Thao tac véi khoi

» Dit tén cho vung

Dé thuan tién cho viéc thao tac trén dir liéu, ta cd thé dit tn cho mot vung di liéu
duoc chon nhu sau:

- Chon vung dit liéu can dit tén.

- Nhap tén ving dix liéu vao viing Name box. Nhan Enter.

Khi mot ving dit liéu dugc dit tén, ngudi dung cd thé sir dung tén ving dix liéu thay
cho dia chi vung dir ligu.

vung_test -

A B A B C
1 1 1 1
2 2 3 2 2 3
3 3
4 Téng 10 4 |T5ng |=SUM{'-JLm§_test]|
- C

> Sao chép dir lidu tir 6 nay sang 6 khéc va dién dix liéu (Sir dung chikc niang Copy
va Paste)

Chon viing dit liéu ngudn can sao chép

Chon Home = (Group Clipboard) = Copy hoic an Ctrl+C

Di chuyén con tro 6 dén 6 dau tién cua ving dich
- Chon Home > (Group Clipboard) = Paste hoic nhan Ctrl+C

> Tu dong dién dir lieu (Auto Fill)

- - - . . . A B C D
- Strdung tinh nang AutoFill: Khi Drag tai :
Fill handle xuéng phia duéi hoic sang ? 2 _
L. . . ., 3 3 Tinh ning AutoFill
phai. Auto Fill sé tao ra day cac giatritaing 4 a S —
b x X oA ax 5 R
dan dga theo mau trong ddy 6 da duoc o
chon : il Sarles
9 Fill FEormatting Only
10 #)| Fill Withgut Formatting
11 Flash Fill

- 103 -



- Sir dung tinh niang Fill tir Ribbon: Ngoai tinh
ning AutoFill, con c6 thé sir dung lénh Fill tir
Group Editing dé thuc hién nhiing sao chép don

Lmh nang Fill

gian. %/%{? }3
Dawn

e e Il B

+ Pit con tro tai & mudn sao chép va Drag dén @ o
nhitng 6 mudn dién gia tri B Right
> + Chon Home = (Group Editing) > Fill, sau d6 chon  —
€] Left

lénh Down, Right, Up, Left thich hop véi hudng mudn
sao chép
- Str dung chtrc nang Copy va Paste Special
Chtic ning Paste Special giup nguoi ding cd thé sao chép
mét thanh phan nao d6 cua dir liéu.
+ Chon dit liéu can sao chép
+ Chon Home - (Group Clipboard) - Copy
+ Chon vj tri can sao chép dén
+ Chon tab Home - (Group Clipboard) - Paste >
Paste Special

+ Xuat hién hop thoai Paste Special. Chon dang sao
chép phu hop

s

D ‘}{’ Calibri
By -

Paste Values
= B[
123 123 123

Other Paste Options

T - S . ]

Paste Special...

Paste Special @ el )
Paste
( gll All using Source theme
\_) Formulas @ al except borders
Values Column widths
(©) Formats () Formulas and number formats
Comments Values and number formats
() validation All merging conditional formats
Operation
@ None Multiply
() add () Divide
() subtract
|:| Skip blanks |:| Transpose
o] o]

Hinh 2.6. HOp thoai Paste Special
- Formulas: Chi sao chép cong thac
- Values: Chi sao chép dinh dang
- Comments: Chi sao chép chu thich
- Validation: Sao chép kiém tra tinh hop Ié dix liéu
- All except Borders: Sao chép tat ca ngoai trir duong vién
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- Columm widths: Sao chép do rong cot
- Formulas and number formats: Sao chép cong thirc va dinh dang dit liéu s6
- Values and number formats: Sao chép gia tri va dinh dang dir liéu s6
- Operation: Add, Subtract, Multiply, Divide. Sao chép ddng thoi thuc hién phép
toan cong, trur, nhan, chia.
2.2.5 Thao tac trén hang va cot, 6
» Thém hang
- Chon céc hang ma tai ¢6 mubn chén thém hang méi voa
- Vao Home - (Group Cells) = Insert Sheet Rows hoic R-Click, chon Insert.
» Thém cot
- Chon cac cot ma tai 6 muén chén thém cot mai vao
- Vao Home > (Group Cells) = Insert Sheet Columns hoac R_Click, chon Insert
» Thém 6 méi
- Chon céc 6 hoidc dua con tro dén 6 ma tai ¢6 mudn chén cac o tréng vao.
- Chon Home - (Group Cells) = Insert Cells hoac R_Click, chon Insert.
Xuét hién hop thoai sau:

- Shift cells right: Dit ligu trong 6 hién tai bj | e F| X
day sang phai Insert
- Shift cells down: Dit liéu trong 6 hién tai bi shift cells right

day xudng duéi @ shift cells down

- Entire row: Chén ca dong mai
- Entire column: Chén ca cot méi
» Xoa hang, cot, 6 [ oK ] ‘ Cancel |
- Xoba hang/ cot: Chon cac hang/cot can xda.
Chon Home - Group Cells - Delete > Delete Rows Delete Sheet Columns
hoac R_click chon Delete.
- Xoba 6: Chon céc 6 can x6a. Chon Home > Group Cells > Delete > Delete
Rows hoac R_click chon Delete.
> Thay doi d6 rong cua cot va chiéu cao cua hang

Entire row

Entire column

C6 thé thay d6i d6 rong cua cot hodc chiéu cao cua hang bing cach dua chudt dén
bién gitra ten cot/ hang sau d6 drag chudt dé thay d6i kich thuéc.

- Home - (Group Cells) - Format

- Chon Row Height dé thay d6i chiéu cao ciia hang (hoac chon Column Width dé
thay d6i do rong caa cot)

- Chon AutoFit Row Height AutoFit Colum Width dé tu dong diéu chinh kich
thudc via voi di liéu.

> Canh I& dit liéu trong 6
Chon Home - (Group Cells) - Format - Format Cells > Aligment
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Format Cells

Number Ahgnment‘ Font | Border Fill

Text alignment
Horizontal:
General
Vertical

Bottom

Text control
] Wrap text
[ shrink to it
D Merge cells
Right-to-left
Text direction:

Context

& e
0

Justify distributed

=]

Hinh 2.7. HOp thoai Format Cell / Alignment

Text Alignment: Canh I& cho dir liéu trong 6.

- Horizontal: Canh Ié theo chiéu ngang (Left/ Right/ Center/ Justified/ Center
Across Selection/ Distributed/ Fill
- Vertical: Canh 1& theo chiéu ding (Top/ Center/ Bottom/ Justify/ Distributed)

Orientation: Chon huéng cho dir liéu (Nhap sé do goc quay trong 6 Degrees)

Text Control: Biéu chinh dit liéu

- Wrap text: Dit liéu tu dong xudng dong khi gip I& phai cua o.
- Shrink to fit: Dit liéu tu dong thu nho Kich thudc cho vira vai 6

- Merge cells: Két hop
> binh dang ky tu trong 6

cac 0 thanh 1 6.

- Chon Home > Croup Cells > Format >Format Cell > Font: Chon kiéu dinh
dang. (Hoac bam chudt phai vao 6 dit liéu can dinh dang chon 1énh Format Cells)

» Ké khung cho bang tinh

- Chon Home - Group Cells = Format ->Format Cells > Border.

Format Cells

A

Number | Alignment | Font \ gorder 3\ Fill | Protection \

Prese
r

_____ Bordel

ts
None Outline Inside
v

Text

Text

i &

NN

Hinh 2.8 Hop thoai Format Cell / Border
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Presets: Chon kiéu dudng ké khung.
- None: Bo ké khung
- Inside: Ké cac duong trong
- Outside: Ké duong vien xung quanh
Border: Cho phép chon duong ké truc quan theo yéu cau.
Line: Chon kiéu va mau dudng ké khung
- Style: Chon kiéu cua duong ké
- Color: Mau cua duong ké
> T6 nén cho bang tinh
Chon Home - (Group Cells) > Format - Format Cells - Fill

- Pattern Color: Chon mau nén
- Pattern Style: Chon c4c mau nén

C6 thé t6 nhanh bing cach Click nat Fill Color & Group Font

Luu $: C6 thé mé hop thoai Format Cells bang cach chon ving dir liéu, R_click
chon Format Cells trong Shortcut menu.

2.3 Mot sé6 ham théng dung trong Excel
2.3.1 Quy tic sir dung ham
Cu phép chung:

=TEN HAM ([Danh sach cac déi s6])

Pa s6 cac ham caa Excel déu c6 dbi s6, nhung ciling c¢6 nhitng ham khong ¢ ddi so.
Néu ham cé nhiéu déi so thi giita cac ddi sé phai duoc phan cach nhau bang ky hiéu phan
cach. Cac ky hiéu phan cach duoc quy dinh trong Control Panel. Trong Excel mac dinh ky
hiéu phan céch 1a dau phay (,).
2.3.2 Cach nhap ham
Néu cong thizc bat dau 1a mot ham thi phai c6 dau bang (=), hoic dau @, hoic dau
cong (+) & phia truéc. Néu ham 1a d6i s6 cuia mot ham khac thi khdng can nhap cac dau
trén. C4 2 cach nhap ham
> Cach 1: Nhap truc tiép tir ban phim
- it con tro chudt tai 6 mudn nhap ham
- Nhép dau bang (=) hoic ddu @ hoic dau cong (+)
- Nhép tén ham cuing céac ddi sb theo dung cu phap
- Nhan Enter dé két thic.
» Cach 2: Thong qua hop thoai Insert Function
- bat con tro chudt tai & mubn nhap ham
- Chon ribbon Formulas, chon Insert Function fx hoac Shift+F3
- Chon Group ham trong danh sach Function category.
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- Chon ham can sir dung trong muc Select a function
- Click OK dé chon ham

- Tuy theo ham duogc chon. Excel s& ma hop thoai ké tiép cho phép nhap cac dbi
s6 (nhap hoic quét chon). Tién hanh nhap cac d6i sé. Vi du danh sach céac dbi

s6 can nhap cua IF.

-

Insert Function

===

Search for a function:

Type a brief description of what you want to do and then click Go|

Or select a category: | Most Recently Used E

Select a function:

HYPERLIMK
COUNT
VLA

SIN

SUM{numberl number2,...)
Adds all the numbers in a range of cells.

Help on this function l oK l l

Hinh 2.9 Hop thoai Insert Function

Function Arguments

F

Logical_test -
Value_if true =
Value_if_false =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function l OK

=

Hinh 2.10 Hop thoai Function Arguments
Cac loai dia chi va cac thong bao 18i thwong gap
Dia chi twong doi

La dia chi ty dong cap nhat theo s thay ddi cua dia chi 6 ngudn khi thuc hién thao
tac Copy cong thirc dé bao toan méi quan hé tuong dbi gitra cac 6 trong cong thuc.

Quy wéc: Pia chi twong d6i cua 6 ¢o dang

<Tén ct> <Chi sb6 hang>
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Vi dy: Dia chi 6 C3 duoc ty dong cap nhat theo dia chi cua 6 ngudn C2.

A B C A B C
1 S&lwgng Dongid Thanh tign 1 |S6lugng Dongia Thanh tién
2 | 10| 100|=A2*82] | 2 10 100 1000
3 5 150 750 3 | 5| 150|=A3*p3] |
4 20 80 1600 4 20 80 1600
» 5 15 200 3000 5 15 200 3000
Dja chi tuyét doi
La dia chi khong tu dong thay ddi theo dia chi ciia 6 ngudn khi copy cong thuc.
Ouy wéc: Dia chi tuyét dbi caa 6 c6 dang
$<Tén cpt>$ <Chi s6 hang>
Vi dy: Dia chi 6 C1 khong bi thay doi khi copy cong thirc
A B C A B C
1 Tygia | 25000 1 Tygia | 25000
2 | UsD VND | 2 | usD VND
4 50 1250000 4| 50 |-ne*scsy
5 30 750000  Dja chi tuyét doi > 30 750000 )
r Dia chi tuyér doi
Dja chi hon hep
Ma dia chi ma n6 chi thay d6i mét trong hai thanh phan (hang hoic cot) khi copy
cong thuec.

Quy wéc: Dia chi hdn hgp ¢6 dang

Giit ¢ dinh cot khi copy cong thirc

$<Tén cot> <Chi sb

hang>

Giit c6 dinh hang khi copy cong thirc

<Tén cot>$ <Chi sé hang>

Vi du: Khi copy cong thirc tir 6 D3 sang 6 F3 thi cot B van khong thay di (do cot
B da duoc ¢ dinh boi ddu twong dbi $.

A B C D E F A B C D E F
1 Ponvil Ponvi2 1 Ponvil Ponvij2
M3t |Pon| S8 | Thanh | S& |Thanh Mat |Pon| 56 |Thanh| S& | Thanh
2 |hang| gid |lvgng| tién |lwgng| tign 2 |hang| gid |lvong| tién |lwgng| tién
3 |A 100 5|=C3*5B3 15| 1500 3 |A 100 5| 500 15 =E3*SB3|
4 |B 120 10 1200 5 600 4 |B 120 10| 1200 5 600
5 |C 150 15 2250 10| 1500 5 |C 150 15| 2250 10 1500

Céch chuyén déi giira cac dia chi

Str dung phim chirc ning F4 dé thuc hién chuyén d6i nhanh gitra cac loai dia chi

F4
Vi du:

Al —

$A81 ——* ASl

F4 F4

F4

— " 3Al ———* Al
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Céc thdng bao 1i thwong gdap trong Excel

Khi khong tinh dugc cong thire thi Excel sé& thong béo 16i. Léi duoc Ky hiéu bt dau
bang dau #. Mot sé théng bao 16i thuong gap:

Thong bio
loi

Nguyén nhan

#DIV/0!

Trong cong thirc cé phép tinh chia cho 0.

#N/A

Céng thire tham chiéu dén 6 ¢6 gid o khong
tim thay hoéc nhap ham thiéu dai so.

#NAME?

Trong cong thire ¢d tén ham hodc tén 6 sai.

#NULL

Xay ra khi xac dinh giao gitta 2 vung
nhung ving giao nhau la rong.

#NUM!

Dt liéu so bi sai.

#REF!

Xay ra khi trong cong thire ¢6 tham chiéu
dén mét dia chi khong hop 1é.

#VALUE!

Trong cong thirc ¢é cac toan hang va
toan tir sa1 kiéu.

Bang 2-2 Céc 16i thuong gap trong Excel

2.3.3 Nhém ham xir ly ngay thang

CU PHAP CONG DUNG
TODAY() Tra vé ngay hién hanh caa hé thng
Vi du: = TODAY()
NOW() Tra vé ngay va gio hién hanh caa hé théng
Vi du: =NOW()
DAY (date) Tra vé gia tri ngay trong thang cua biéu thirc ngay date
Vi du: =DAY(D1)
b
1| 15-5ep-20
MONTH(date) Tra vé gia tri thang cua biéu thic ngay date
Vi du: =MONTH(D1) > 9
YEAR(date) Tra vé gia tri nim cua biéu thuac ngay date
Vi du: =YEAR(D1) = 2020
WEEKDAY (date) Tra vé s6 thir tw ngay trong tuan cua biéu thirc date

Giatri tra vé 1a 1 (Sunday), 2 (Monday),..., 7(Starurday)
Vi du: =WEEKDAY(D1) > 1

DATE(year, month, day)

Tra vé gia tri dang Date theo quy dinh cua hé théng
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CU PHAP

CONG DUNG

Vi du: = DATE(2020,09,15) - 15/09/2020

TIME(hour, minute, second)

Tra vé gia tri dang Time
Vi du: = TIME(S, 25, 28) > 8:25:28 AM

Bang 2-3 Cac ham ngay va gio

2.3.4 Nhém ham xir ly ky tw

CU PHAP

CONG DUNG

LEFT(text, num_chars)

Tra vé num_chars Ky tu bén trai chudi text.
Vi du: =LEFT(“PAl HOC KINH TE KY THUAT
CONG NGHIEP”, 7) = “PAI HOC”

RIGHT (text, num_chars)

Tra vé num_chars ky tu bén phai chudi text.
Vi du: = RIGHT(“PAI HOC KINH TE KY THUAT
CONG NGHIEP”, 11) > “CONG NGHIEP”

MID(text,start_num,
num_chars)

Tra vé chudi ky tu co6 do dai num_chars bat dau tir vi
tri start_num cua chudi text.

Vi du: = MID (“PAI HOC KINH TE KY THUAT
CONG NGHIEP”,9,7) > “KINH TE”

UPPER(text)

Chuyén chudi text thanh chix in hoa

Vi du: = UPPER(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép”’) > DAIHOC KINH TE KY THUAT CONG
NGHIEP

LOWER(text)

Chuyén chudi text thanh chir thuong
Vi dy: = LOWER(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép”) = dai hoc kinh té k¥ thuat cong nghiép

PROPER(text)

Poi cac ky tu dau cia mdi tir trong chudi text thanh
chit in hoa, con lai déu 1a chit thuong.

Vi du: PROPER(“DAI HOC KINH TE K¥ THUAT
CONG NGHIEP”) > Pai Hoc Kinh Té K§ Thuat
Cong Nghigép.

TRIM(text)

Cit bo cac ky tu tréng vo ich trong chudi text

Vi dy: = TRIM(“ Dai Hoc Kinh Té K§ Thuat Cong
Nghiép ) > “Pai Hoc Kinh Té Ky Thuat Céng
Nghi¢p”

LEN(text)

Tra vé d6 dai cua chudi text
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CU PHAP

CONG DUNG

Vi du: = LEN(“Pai Hoc Kinh Té K§ Thuat Cong
Nghiép™) > 35

Bang 2-4 Céac ham xiu ly chudi

2.3.5 Nhém ham théng ké

CU PHAP

CONG DUNG

MIN(numberl, number2,...)

Tra vé gi4 tri nho nhét cua cac gié tri sé trong danh
sach tham so.
Vi du: = MIN (1,2,35) > 1

MAX(numberl, number2,...)

Tra vé gia tri nho 16n nhat cua cac gia tri s6 trong danh
sach tham so.
Vi du: = MAX (1,2,3,5) > 5

AVERAGE(numberl,
number2,...)

Tra vé gia tri trung binh cua cac gia tri s6 trong danh
sach tham sé.
Vi du: = AVERAGE (1,2,3,5) > 2.75

RANK( (number, ref, [order])

Tra vé thr hang caa number trong ref, véi order 1a
cach xép hang.

Néu order =0 hoic dugc bo qua thi ref duoc hiéu 1a co
thi tu giam dan

Néu order <> 0 thi ref duoc hiéu la c6 thir ty ting dan

COUNT(valuel, value2,...)

DPém s6 cac gia trj s6 trong danh sach tham sb
Vi du: = COUNT (2, “hai” 4,-6) > 3

COUNTA(valuel, value2,...)

Pém s6 cac 6 khong rong trong danh sach tham sé
Vidu: =COUNTA(AL1:A5) > 4
A B C

A

1, 10 1 10]
2 12:00 AM 2 12:00 AM
4 4
5 |text

eat 1 5 |text
5 |=CDUNTA(A1:A5} c B
7 COUNTA(valuel, [value2], ..) 7

COUNTBLANK( (range)

DPém sb cac 6 rong trong ving range
Vi du: =COUNTBLANK (B1:B5)
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CU PHAP CONG DUNG

A B

A
1,10 1 10
2 | _12:00AM 2 | 12:00AM
4 4
> text | 5 text
6 |=COUNTBLANK|A1:A5) E ]
7 COUNTBLANK(range) 7

Pém cac 6 thoa man diéu kién criteria trong ving
range

Range: la viing ma diéu kién s& duoc so sanh
Criteria: 1a chudi md ta diéu kién. Vi du: 10, “>15”,

66<20?’
Vi du: =COUNTIF(A2:A6,"Tao")
A B C

1 Mt hang |S8 lvong(kg)

2 |Tao 10

3 [Lé 30

4 |bi 5

. 5 |Ta 20

COUNTIF (range, criteria) . Nii =

7

9 COUNTIF(range, criteria)

A B

1 |MéEt hang |S8 lwrong(kg)

2 |Tao 10

3 (L& 30

4 |6 5

5 |Tao 20

6 Nho 7

7

8 2

a

Bang 2-5 Cac ham théng ké don gian
2.3.6 Nhom ham logic

cU PHAP CONG DUNG

AND(logicall, logical2,...) Tra vé gia tri TRUE néu tat ca cac diéu kién déu Ia
TRUE
Vi du: = AND(3>2, 5<8, 9=9) > TRUE
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CU PHAP

CONG DUNG

OR(logicall, logical2,...)

Tra vé gia tri FALSE néu tat ca cac diéu kién déu la
FALSE

Vi du:

= OR(2>3, 12<8, 9>3) > TRUE

= OR(2>3, 12<8, -9>3) > FALSE

NOT (logical)

L4y phu dinh cua gi4 tri logical
Vi du: = NOT(2>3) > TRUE

IF (logical_test, value_if true,
value if false)

Tra vé gia tri value_if_true néu diéu kién logical_test
1a TRUE, nguoc lai sé& tra vé gié tri value_if false
Vi du: = IF(A1>=5, “D&”, “Truot™)

Bang 2-6 Cac ham Logic

2.3.7 Nh6ém ham xir Iy tham chiéu
» Ham VLOOKUP: Ham tham chiéu theo cét

Cu phép:

VLOOKUP (lookup_value, Table_array, col_index_num, range_lookup)

Trong do:

Lookup_value: Gié tri tra cuu.

Table_array: VUng tham chiéu.

Col_index_num: Sé cot mudn hién thi.

[Range_lookup]: 0_tim chinh x4c, 1_tim twong d4i

Chirc nang:

Tim gi4 tri lookup_value trong cot trai nhat bang table_array theo chuan do tim
range_lookup, tra v& vi tri twong (ng trong cot thi col_index_num (néu tim thay)

- Range_lookup=1: Tim twong d6i. Danh sach cac gia tri do tim cua bang
Table_array phai sap xép theo tha ty ting dan. Néu tim khong thay sé tra vé gia
tri 16n nhat nhung nho hon lookup_value.

- Range_lookup=0: Tim chinh xac. Danh sach cac gia tri do tim cua bang
Table_array khong can siap xép thir tw. Néu tim khdng thay sé tra vé 15i #N/A.

Vi du: Hién thi tién phai thanh toan ciia khach hang c6 ma hoa don DHO03.
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A B C D

11 [M&DH  |Tén khach [Ngay mua |Tongtign
12 |DHO1 An 2/4/2019 600
13 |DHO2 Binh 4/4/2019 700
14 |DHO3 Ha 1/5/2019 550
15 |DHO4 Nam 7/5/2019 300
16 |DHO5 Lan 10/6/2019 450

17
18 |Céng thirc =VLOOKUP(A14,A12:D16,4, TRUE)
19 |Két qua 550

> Ham HLOOKUP: Ham tham chiéu theo hang
Cu phéap
HLOOKUP (Lookup_value, Table_array, row_index_num, range_lookup)
Trong do:
Lookup_value: Gié tri tra cuu.
Table_array: Vung tham chiéu.
row_index_num: S6 hang muén hién thi.
[Range_lookup]: 0_tim chinh x4c, 1_tim twong ddi
Chirc nang
Y nghia cta cac d6i s6 cua ham Hlookup twong tw nhu ham Vlookup.
Tim gi4 tri lookup_value trong dong trén cing cia bang table_array theo chuan do
tim range_lookup, tra vé gid tri twong tng trong dong tht row_index_num (néu tim thay).
Vi du: Dién tén hang theo ma hang.

F G H I J K L
11 /M3 hang Tén hang
12 [HDl |=HLDbKUP{FlE,SGSl?:SJSlS,z,TRUEj
13 HO2 Ll HLOOKUP{lcokup_value, table array, row_index_num, [range_lookup])
14 |HO3 Xoai
15 |Ho4 Na
16
17 |Ma hang |HO1 HO2 HO3 HO4
18 |Tén hang|Tao Lé Xoai Na
» Ham MATCH
Cu phép

MATCH (lookup_value, lookup_array, match_type)
Trong do6:

Lookup_value: Gia tri tra cuu.

Lookup_array: Vung tham chiéu.

Match_type: 0 tim chinh xac, 1 _tim twong ddi

Chirc nang
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Ham tra vé vi tri cua lookup_value trong mang lookup_array theo cach tim

match_type

- Match_type = 1: Tim twong d6i, danh sach céac gia tri do tim caa bang
Table_array phai sap xép theo thir tu ting dan. Néu tim khéng thay sé tra vé vi
tri cua gid tri I6n nhat nhung nho hon lookup_value.

- Match_type = 0: Tim chinh xac, danh sach cac gid tri do tim cua bang
Table_array khong can sap xép thir tu. Néu tim khdng thay s& tra vé 15i #N/A

- Match_type = -1: Tim twong d6i, danh sach phai sap xép céc gia tri do tim cua
bang Table_array theo tha tu giam dan. Néu tim khong thay sé tra vé vi tri cua
gia tri nhé nhat nhung 16n hon lookup_value.

Vi du:

11
12
13
14
15
16
17
18
19
22
23
24
25

» Ham INDEX
Cua phap

L M N O

M3t hang |58 lvong

Téo 25

L& 38

Xoai 40

Na 11

Coéng thirc 1 = Match (39, M12:M15, 1)
Két qua 2

Céng thirc 2 = Match (41, M12:M15, 0)
Két qua 4

Céng thirc 3 = Match (40, M12:M15, -1)
Két qua " EN/A

INDEX (Array, Row_num, Column_num)

Chirc niang

Tra vé gia tri trong 6 & hang thi row_num, cot thir column_num trong mang array.

Vidu

11
12
13
14
15
16
17
18
19

P Q R S
Ngay 1 Ngay 2
Tao Oi
Lé Xoai

Céng thire 1 =Index(P12:Q13,2,2)

Két qua

Xoai

Coéng thirc 2 =Index(P12:Q13,2,1)

Két qua

Lé
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2.3.8 Cac ham toan hoc

CU PHAP CONG DUNG
ABS(number) Tra vé gia trj tuyét doi cia mot sé thuc
Vidu: = ABS(12 — 20) > 8
INT(number) Tra vé s6 nguyén I6n nhat khong vuot qua number

Vi du: = INT(5.6) 5
= INT(-5.6) > -6

MOD(number, divisor)

Tra vé s6 du cua phép chia nguyén number cho
divisor (trong d6 number va divisor 1a cac sb
nguyén).

Vi du: = MOD(5,3) > 2

ODD(number) Lam tron Ién téi mot sé nguyén 1é gan nhat
Vi du: = ODD(3.6) >5
= ODD(-2.2) >-3
PRODUCT (numberl, Tinh tich cua c4c gia tri trong danh sach tham sb

number2,...)

Vi du: = PRODUCT(2,-6,3,4) > -144

ROUND (number, num_digits)

Lam tron s6 number véi d6 chinh xac dén
num_digits chit s6 thap phan (v6i quy wdc 0 1a 1am
tron toi hang don vi, 1 1a 1ay mot chix s6 thap phan,
-1 1a lam tron t6i hang chuc, ...)
Vidu: = ROUND(5.13687,2) - 5.14

= ROUND(145.13687) > 100

RAND() Tao ra mot s6 ngau nhién trong khoang 0 va 1
Vi du: =RAND() = S6 ngau nhién
SQRT(number) Tinh cin bac hai cua sé duong number

Vi du: =SQRT(36) > 6

POWER(number, power)

Tra vé liiy thira power ciia s6 number.
Vi du: = POWER(2,3)=8

SUM(numberl, number2,...)

Tinh tong cua céc gia tri trong danh sach tham sé.
Vi du: = SUM(2,-6,8,4) > 8

SUMIF (range,
[sum_ranger])

CONG DUNG

criteria,

Sum_range: ving duoc tinh tong. Cac 6 trong ving
nay s& duogc tinh tong néu cac 6 twong wng trong
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CU PHAP CONG DUNG
Tinh tong cac 6 théa man diéu | ving range thoa man diéu kién. Néu khéng c6
Kién. sum_range thi vung range s€ duoc tinh
Range: ving ma diéu kién s& | Vidu 1: = SUMIF (C2:C6, “>=15", E2:E6)
dugc so sanh C D E F
.. x- 2 . S& Bon

Criteria: chuoi mo ta dieu Kién. | 1 uonglgisa |Ténetien
Vidu: <107, “>157, “<20”, ... 2 | 100 L1ll

3 15 200 3000
Sum_ranger: vung dixr liéu can| 4 — 30| 1s0 4500
, 2 5 25 50 1250
tlnh tong. 6 12 110 1320

7

8 | [=sumiF(cz:ce,">=15", |

9 E2:EB)

10 SUMIF(range, criteria, [sum_range])

11

C D E
¥e Baon

1 lwgng |gia |Tdngtign

2 10| 100 1000

3 15| 200 3000

4 30 150 4500

5 25| 50 1250

6 12| 110 1320

;

8 8750

9

Bang 2-7 Céac ham toan hoc
2.3.9 Cac ham kiém tra (IS_function)

Cac ham kiém tra dung dé kiém tra xem kiéu ctia mot gia tri hay caa mot & ¢ thoa
man mot diéu kién nao d6 khong.

Cac ham kiém tra ludn tra vé mot trong hai gia tri TRUE hodc FALSE. Nhu vay,
cac ham nay co thé dap g duge trong cac trudng hop ma cd mot sé dit lidu ngoai 18 trong
mét bang di liéu can tinh toan.

» Ham ISERROR

Cua phap ISERROR (value)

Y nghia

Tra vé gia tri TRUE néu value 1a mot 15i bat ky, nguoc lai tra vé gia tri FALSE

» Ham ISNA

Cu phép ISNA (value)

Y nghia

Tra vé gia tri TRUE néu value 1a 16i #N/A, nguoc lai tra vé gia tri FALSE

-118 -



» Ham ISNUMBER

Cu phéap ISNUMBER (value)

Y nghia

Tra vé gia tri TRUE néu value la gia tri s6, nguoc lai tra vé gié tri FALSE

» Ham ISTEXT

Cu phéap ISTEXT (value)

Y nghia

Tra vé gia tri TRUE néu value 1a mot chudi, nguoc lai tra vé gia tri FALSE
2.3.10 Cong thirc mang

HG tro thdng K&, tinh toan dwa trén nhiéu diéu kién khach nhau va dwoc thuc hién
trén mang di liéu.

Khi thyc hién tinh toan bang cong thirc mang thi cong thic duoc bao boc bai hai
dau {}. Hai dau ngoac nay nguoi dung khong go ma duoc ty phat sinh khi nguoi dung thyuc
hién tinh toan bang cach nhan té hop phim Ctrl+Shift+Enter. Néu khi thuc hién tinh toan
hoic sira chita cong thiic ma quén nhan té hop phim trén thi céng thuc sé tra vé gia tri
khong dung hay thong bao 101 #/ALUE! Error.

Vi du: Tinh tong so lugng dién thoai do Minh bén

L M N O P Q
26 |STT Tén san pham |Ngudiban |S6 lwgng
27 1|Dié&n thoai Hung 2
28 2|May lanh Minh 4
29 3|Quat may Hung 7
30 4 (Dién thoai Minh 8
il 5|May lanh Hung 5
32 6|Dién thoai Minh 9
33
34  Céng thirc {=SUM({M27:M32="Dién thogi")*(N27:N32="Minh")*(027:032))}
35 K&t qua 17
=TS
Thwc hién
Nhap cong thuc:

=SUM ((M27:M32="Dién thoai") * (N27:N32="Minh") * (027:032)
An t6 hop phim Ctrl+Shift+Enter dé thyc hién tinh toan bang céng thirc mang.
- Néu phan tir M; 1a “Dién thoai” tuc 1a 1(True) duoc tra vé, nguoc lai tra vé 0
(False)
- Néu phan tir Ni la “Pién thoai” tuc 1a 1(True) dugc tra vé, nguoc lai tra vé 0
(False)
- Cudi cung, phan ti O; duoc tra vé.
Ba gia tri nay duoc nhan lai v&i nhau. Sau d6, ham Sum ¢ ngoai cuing sé tinh téng
cho tat ca cac dong
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2.4 Co siv di ligu
2.4.1 Khai niém

Khi quan Iy théng tin vé mot d6i tuong, ta phai quan Iy cac thudc tinh lién quan dén
d6i twong dé. Vi du, quan ly nhan vién thi can quan ly tdng tin cua nhan vién nhu: ho tén,
ma nhan vién, phai, nim sinh, noi sinh, dia chi, ma ngach, bac, hé sb, lvong, phu cip, chic
vu, ... D6 1a cac thudc tinh phan anh noi dung caa mét ddi twong quan ly. Cac thudc tinh
d6 thudng duogc biéu dién dudi dang céc kiéu dir liéu khac nhau (1a chudi, s6, ngay thang,
...) va dugc hop nhét thanh mét don vi théng tin duy nhat goi 1a ban ghi (record). Céc ban
ghi hop thanh mot co' sé di ligu.

Trong Excel, co s& dit liéu cd dang nhu mot danh sach. Vi du: danh sach nhéan vién,
danh sach hang hoa, ... Mdi danh sach c6 thé gdm c6 mot hay nhiéu cot, mdi cot duoc goi
la mét treong (field) cua co sé dir liéu. Tén cua cot s€ duoc goi la tén trwong.

Hang dau tién trong danh sach (co s& dir liéu) chira cac tén truong duoc goi 1a hang
tiéu dé (Header row), cac hang tiép theo mdi hang 1a mot ban ghi (record) cho biét thong
tin vé d6i twong ma ta quan Iy.

2.4.2 Sap xép dir liéu

Lénh Data > Sort ding dé sap xép cac hang hoic cac cot trong ving duoc chon
theo thu ty tdy chon turong wng khéa sip xép dugc chi dinh, ving sap xép phai chon tdt ca
cac 0 co lién hé vai nhau.

Thwc hién

- Chon ving dit liéu can sap xép

- Vao Data = (Group Sort & Filter) = Sort, xuat hién hop thoai.

Sort LﬁJ ﬁ
2| Add Level H < Delete Level H E@ Copy Level ‘ Options... ¥'| My data has headers
Column Sort On Order
Sort by Izl values Izl AtoZ E
QK l | Cancel

Hinh 2.11. Hop thoai Sort
o Sort by: Chon khoa sip xép
o Sort On: Gia trj sap xép (gié tri, mau nén, mau chi, biéu twong).
o Order: Thu ty ting dan hoic giam dan.
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o Add Level: Thém khoa sip xép, néu dit liéu trong cot khoa phia trén bi
trang.
Copy Level: Copy diéu kién.
Delete Level: X6a diéu kién
Néu mudn sip xép theo hang thi chon nat 1énh Options cua hop thoai
Sort, sau d6 chon muc Sort left to right.

Muén sap xép nhanh theo cot nao dé thi dit con tré vao 6 bat ky cua cot do, Click
chon nit Sort A>Z %) hoic Sort Z>A AL trén thanh cong cu chuan,
2.4.3 Loc dir liéu Ty dong — Nang cao
2.4.3.1 Loc dir liéu tu dong (AutoFilter)

Chire niing: Lénh Data = (Group Sort & Filter) = Filter dung dé loc cac ban ghi
thoa man nhitng tiéu chuan nao do tir co sé dir liéu ban dau. Két qua chi hién thi nhiing
ban ghi thoa man diéu kién. Nhirng ban ghi con lai s& tam thoi bi an di.

Thwc hién

- Chon ving CSDL vei tiéu dé

- Chon Tab Data > (Group Sort & Filter) = Filter. Excel s& ty dong xuat hién
cac nat tha canh tén field cho phép chon diéu kién loc twong tng vai cac field
do.

- Chon diéu kién loc trong hop liét ké cuaa ting field tuong ung.

- Chon Text Fillter/Number Fillter dé thuc hién chuc nang loc nang cao theo yéu
cau cua ngudi ding.

2.4.3.2 Loc dir liéu nang cao (Advanced Filter)

Chirc nang

Lénh Data > (Group Sort & Filter) > Advanced dung d¢é trich ra cac mau tin theo
cac diéu kién chi dinh trong ving diéu kién duoc tao trudc.

Thuwc hién

> Tao vung diéu kién loc. Str dung mét trong hai céch sau.

Céach 1: Sit dung tén truong dé tao ving diéu kién.

Ving diéu kién s& c6 it nhat hai hang, hang dau chta cac tén truong (field) diéu
kién, cac hang khac dung dé mé ta diéu kién.

- Chon cac 6 trong trong bang tinh dé 1am ving diéu kién

- Sao chép tén field diéu kién lam tiéu dé caa vung diéu kién.

- Nhap truc tiép cac diéu kién vao 6 duéi tén truong twong tng. Cac diéu kién ghi
trén ciing mot hang 1a cac diéu kién thoa ndm dong thoi (AND). Céc diéu kién
ghi trén cac dong khac nhau 1 nhitng diéu kién thoa man khdng ddng thoi (OR)

Vi du:
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A B C
Vving didu kién OR
Gidi tinh
Nam

Tudi

=60

100 =] o Ln

D E
Vving didu kién AND

Gi6i tinh | Tudi

Nam >60

Céch 2: Si dung cdng thire dé tao viing diéu kién.

Vung diéu kién s& c6 2 6. O trén chua tidu dé hoac bo trong nhung phai khac voi

tén truong, 6 dudi 1a cong thic mo ta diéu kién.

- Chon 2 & trdng trong bang tinh dé 1am vaing tiéu chuan.
- Nhap tiéu d¢ ¢ 6 trén ciia ving tiéu chuan
- Nhap cong thirc vao 6 bén dudi mo ta diéu kién. Dung ban ghi dau tiéu trong co
so dir lidu dé dat diéu kién so sanh. Ham AND dung dé lap cac diéu kién thoa
man dong thoi, ham OR dung dé lap cac diéu kién thoa man khdng dong thoi.
> Vao Data = (Group Sort & Filter) > Advancel, xuat hién hop thoai c6 cac tiy chon

sau
Action:

o Filter the list, in-place: két qua hién thi truc tiép trén ving CSDL
o Copy to another location: két qua duoc dat tai mot vi tri khéac

- List range: Chon dia chi vung CSDL

- Criteria range: Chon dia chi vung tiéu
chuan

- Copy to: Chon dia chi cua 6 dau tién
trong vung két qua (phai chon muc
Copy to another location).

- Unique records only: Néu c6 nhiéu ban
ghi giéng nhau thi chi lay duy nhat mot
ban ghi dai dién. Nguoc lai, 1ay hét cac
mau tin thoa man diéu kién cuaa ving
tiéu chuan (du giéng nhau).

2.4.4 Cac ham Co sé dir li¢u

Copy to:

Unique records only

Advanced Filter { PR X
Action
@) Filter the list, in-place
Copy to another location
List range: | E
Criteria range: E

i}
I

ok ||

Cancel

Céc ham co so dit liéu mang tinh chat thong ké nhitng ban ghi trong CSDL ¢6 trudng
thoa méan diéu kién caa ving tiéu chuan da duoc thiét lap trudc.

Cu phép chung

= Tén ham (database, field, criteria)

- Database: Pia chi viing CSDL (Chon dia chi tuyét dbi dé sao chép).
- Field: Cot can tinh toén, field c6 thé 1a tén truong, dia chi cua 6 tén truong (field)
hoac s6 thir tu cua trudng d6 (cot thir nhat cua ving CSDL da chon tinh 12 1 va

tang dan sang trai).
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Criteria: Dia chi ving diéu kién

Vi du: Ta c6 mot co s¢ dir liéu nhu sau.

A B C D

1 Hotén |P&itwgng|Mén hoc |Piém

2 |An 1|Toan 7

3 [Binh 1|Ly 3

4 |Diing 2|Hoa 9

5 |Ha 3|Hoa 7

6 |Kién 2Ly 3

7 |Manh 1|Toan 9

8

9 |[Mon hoc |Toan Ly Hoa

| |
10
L M N 0] R S T U \ W X ¥
37 Ho tén |D&i twgngMoén hoc |Diém Cong thi =DAVERAGE(51537:50543,037,145:146)
38 An 1|Toédn Két qua 8 (Trung binh diém thi mén todn)
39 Binh 1)Ly Cong thir =DMAX(SLS37:50543,037,M45:M46)
40 |Diing 2|Hoa 9 Két qua 9 (Piém cao nhdt mdn Ly)
41 [Ha 3|Hoa sau Cong thit =DMIN(SLS37:50543,037,M45:M46)
42 |Kién 2/Hoa 8 Két qua 9 (Diém thdp nhdt mén Ly)
43 \Manh 1|Toan 9 Cong thi =DCOUNT(51537:50543,037,N45:N46)
44 Két qua 2 (S6 SV nhip diém duing quy cdch mén Hoa - dgng s6)
45 |Mén hoc/Mén hoc [Mén hoc Cong thi =DCOUNTA(S1537:50543,037,N45:N46)
46 [Todn  |Lly Hoa Két qua 3 (S8 SV dé nhép diém mén Héa)
47 Cong thit =DSUM(SLS37:50543,037,N45:N46)
43 Két qua 17 (Téng diém clia cdc sinh vién thi mén Héa)
Hinh 2.12 Céac ham vé Co so dit liéu
> Mot s6 ham théng dung vé CSDL
Cu phap Céng dung

DAVERAGE (database, field, Tinh trung binh cong cac gia tri trong cot field cua
criteria) cac ban ghi thoa man criteria

DMAX (database, field, criteria)

Tim gia tri I6n nhat trong cot field caa cac ban ghi
thoa mén criteria

DMIN (database, field, criteria)

Tim gia tri nho nhat trong cot field cua cac ban ghi
thoa mén criteria

DCOUNT (database, field, criteria)

Dém céc 6 kiéu sb trong cot field cua cac ban ghi
thoa man criteria
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Cu phép

Coéng dung

criteria)

DCOUNTA (database,

field,

DPém cac 6 khac rdng trong cot field caa cac ban
ghi thoa mén criteria

DSUM (database, field, criteria)

Tinh téng cac s trong field cua c4c ban ghi thoa
man criteria

2.4.5 Subtotals
» Chuac nang

Bang 2-8 Cac ham vé co s¢ dit liu

Théng ké dix liéu theo tirng nhém trong CSDL.

» Thuc hién

Xét co so dir lisu BANG LUONG dudi ddy. Van dé dat ra la can tinh tong tién

lvong theo tirng nhom Ponvi.

B C D E F G H I

1 BANG LUONG THANG 8

HO VA TEN DON VI HS 1 vong e | VA | thuene PHU CAP TONG
5 LUONG cONG LUONG
3 |NguynVanAn  [TESX 1.68| 2,503,200| 27| 1,501,920/ 500000| 4,505,120
4 |TranThanhBinh  |PhongKH|  2.67| 3,978,300 21 0| 800000| 4,778,300
5 |Nguy&n Manh Diing |T8 SX 1.68| 2,503,200\ 28| 1,752,240 500000| 4,755,440
6 |L& ThiHa Phé GD 5.31| 7,911,900 22| 791,190| 1000000| 9,703,090
7 |NguydnThiHué  |PhongkH| 2.67| 3,978,300 22| 397,830/ 800000| 5,176,130
8 |Nguy&n Manh Hung |T8 SX 1.68| 2,503,200 22| 250,320/ 500000| 3,253,520
9 |DsngMinhNga  |T8SX 1.68| 2,503,200 23| 500,640 500000| 3,503,840
10 |Tran Dirc Thing  |[Phong KH 3| 4,470,000 21 0| 800000| 5,270,000
11 |Lé& Hién Vinh Phé GD 5.64| 8,403,600| 25| 3,361,440| 1000000| 12,765,040
12 |Tran Thi Yén TS SX 1.68| 2,503,200| 20 0| 500000| 3,003,200

- Dung lénh Data > (Group Sort & Filter) > Sort dé sap xép dit liéu theo Pon

vi. Muc dich dé céac ban ghi c6 cung don vi nam lién ké nhau.
- Chon bang CSDL can tong hop véi tiéu d& 1a mot hang

- Vao Data > (Group Outline) = Subtotals, xuat hién hop thoai Subtotal vai céc

tuy chon sau:
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.

o At each change in: Chon | subtotal L2
tén tI'lI(‘)’ng Can téng th At each change in:
o Use function: Chonhamsir || eonw =]
- z A A f ion:
dung tinh toan hay théng ké || =" 7]
Sum
o Add subtotal to: Chon tén ||, .. 1o
treong chtra dir liéu can | | HsLwonG -
. ; ; 1 LUONG CB
thuc hién tinh toan hay || _Inckrcone
x R [ THUONG =
thong ké
o Replace current subtotals:
L, R 2 Replace current subtotals
Thay the cac dong tong hO’p ["] page break between groups
cli dé ghi dong tong hop | ¥ summary below data
mé’l' l Remave All J l 0K l l Cancel
o Page  break  between L
groups: Tao ngat trang giita cac nhom
o Summary below data: Thém dong tong hop sau méi nhom.
Két qua Subtotal
1]z |3 A B C D E F G H I
1 BANG LUO'NG THANG 8
.. HS NGAY ., . TONG
, STT HO VATEN DON VI s LU'ONG CB s THU'ONG | PHU CAP s
3| 4La ThiHa Phé GD 1.35| 2,011,500 22| 201,150| 1000000| 3,212,650
4 9|L& Hién Vinh Phd GD 3.99( 5,945,100 25| 2,378,040| 1000000| 9,323,140
E‘ 5 Phd GP Total 12,535,790
6 2|Trén Thanh Binh Phong KH 2.67| 3,978,300 21 0 800000| 4,778,300
7| 5|NguynThiHué |Phong KH| 2.67| 3,978,300 22| 397,830 800000| 5,176,130
8 | 8|Tran Dirc Théng  |Phong KH 3| 4,470,000 21 0| 800000| 5,270,000
-] g Phong KH Total 15,224,430
10| 1|NguyénVinAn  |TSSX 1.68| 2,503,200 27| 1,501,920/ 500000 4,505,120
11| 3|Nguy&n Manh Diing | T8 X 1.68| 2,503,200 28| 1,752,240/ 500000| 4,755,440
12| 6|Nguyén Manh Hung T4 SX 1.68| 2,503,200 22| 250,320/ 500000 3,253,520
13| 7|p%ng MinhNga  |T8SX 1.68| 2,503,200] 23| 500,640/ 500000 3,503,840
14 | 10|Tr3n Thi Y&n T8 SX 1.68| 2,503,200 20 0| 500000| 3,003,200
-] 15 T8 SX Total 19,021,120
IE‘ 16 Grand Total 46,781,340

> Lam viéc véi man hinh két qua sau khi tng hop

-
=l

Hinh 2.13. Két qua Subtotal — Ché do hién thi All Recrord

Click vao nat dé chon cac muc dit liéu ban mudn xem
Chi hién thi tong chinh (Grand Total Only)
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1123 A B C D E F G H I

1 BANG LUONG THANG 8
STT HO VA TEN DON VI S vone ce | NS | thuane PHU CAP TONG
5 LUONG cONG LUONG
16 Grand Total 46,781,340
17
- Hién thi tdng chinh va tong phu (Grand Total And Subtotal)
HHE A B C D E r G I I
1 BANG LUO'NG THANG 8
STT HO VA TEN DON VI HS 1 vone s | VMY | tHuane PHU CAP TONG
5 LUONG cONG LUONG
5 Phé GD Total 12,535,790
9 Phéng KH Total 15,224,430
15 TS SX Total 19,021,120
E‘ 16 Grand Total 46,781,340

- Hién thi chi tiét tat ca cac ban ghi clng céc tong hop (All Record)
2.5 Pinh dang va in 4n bang tinh
2.5.1 Pat 18 trang in

L& 1a khoang tréng gitta noi dung va canh caa trang gidy in. Poi khi, can phai diéu
chinh I¢ dé dit liéu hién thi d& doc hon.

- Chuyén vin ban sang trang théi in 4n. Chon File = Print

- Trong trinh don tha xudng, chon Settings = chon Page Margins = Chon kiéu

1& phu hop, hoac tu thiét 1ap kich thudc 1& nho tinh nang Custom Margins
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©
Print Print

- New
0 Copies: |1 . ‘ e =
EF! Open Last Custom Setting
Top: 05 Bottom:0.5"
Print . @ left 05" Right: 025"
save Header: 0.3" Footer: 0.3"
e
mll  Save As —
z ormal
Settlngs Print Top: 075" Bottom:0.75"
EI Print Active Sheets @ left 07" Right: 0.7
Only print the active sheets Share Header. 0.3 Footer: 03
Pages: .| 10 - Brpor Wide
E Print One Sided @ Top: 1" Bottom: 1"
) ) M . left 1" Right: 1"
Only print de of th... Publish
Ty P On one adeo : Header: 0.5" Footer: 0.5
= (ollated
EE v Close
== 123 123 123 Narrow
Top: 075" Bottom:0.75"
R D Portrait Orientation v P D left 025" Right: 025"
Header: 0.3" Footer: 0.3"
Options D Letter v Options
85" x 11" Custom Margins..
@ Normal Margins . @ Normal Margins N
Left: 0.7" Right: 0.7° Left: 0.7 Right: 0.7"
[} NoScaling . [[} NoScaling

Dmn Print sheets at their actual si... 100 Print sheets at their actual si...

Page Setup |~ Page Setup | v

Hinh 2.14. Céach dat 18 trang in trong Excel
2.5.2 Tao tiéu dé dau trang va cudi trang
Dé dinh dang Header&Footer cho trang in, ta thuc hién nhu sau:
- Chon Ribbon File >Print >chon Page Setup, xuat hién hop thoai Page Setup
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Page Setup M

| Page | Margins Sheet
Header:
(none) Izl
Custom Header... l l Custom Footer...
Footer:

(none) |z|

|:| Different odd and even pages

[ Different first page
Scale with document
Align with page margins

.

Hinh 2.15. Hop thoai Page Setup

- Chon tab Header/Footer = Nhap noi dung can hién thi twong (g vao muc
Header va Footer > An OK

2.5.3 Lip lai tiéu dé bang tinh khi sang trang

bé tiéu dé cua bang tinh co s Insert Page Layout Formulas Data Review View

di liéu du‘(_rc lap lai (~)"[E-1E ca Erang,tln @ rm IE D:'- L == =
(trong truong hop dir liéu bang tinh [ =] 8 LE
qué dathon mét trang in). Dé thUén Mar'gms Orlenfatlon SI'ZE Ai:ggt' Bre'aks Background TF:Lllg E
tién cho nguoi doc theo ddi ndi dung Page Setup l:.

in an, Excel cung cap tinh nang lap
lai tiéu dé bang tinh.
- Chon Page Layout = chon Print Titles, xuat hién hop thoai.
- Chon hang hoac cét Iap lai trén mdi trang, nhap vao nut Collapse Dialog > Hop
thoai Page Setup s€ bi thu gon lai, con tro s€ tré thanh miii tén lua chon nho (miii
tén mau den) = Chon hang hoic cot can lap lai bang cach bdi den vung dit ligu
can lip hodc nhap dia chi vaing dit liéu can lip lai vao hop dia chi.
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Page Setup

| page | Margins | Header‘fFOOter ‘, .......... S hEEt ......... \ ‘
Print area: § i G ap lai
rint ares [ Nut Collapse Dialog, chen dong lap lai
Print titles
Roys to repeat at top:

Columns to repeat at left:

Print
|:| aridlines
|:| Black and white

[] Draft guality
|:| Row and column headings

Cell errors as:

Chon cot lap lai

Page order
'-?-' Down, then over EE E E:'EE
) Qver, then down =l ===
ST EH .SjE' 38
[ Print... l l Print Preview ] [ Options... l
[ QK } [ Cancel l

Hinh 2.16. Hop thoai Page Setup/Sheet

A | B C D | E | F | G . H . I . J .
L BANGLUONGTHANGS
STT HO VA TEN DON VI HS | vone e | N2 | thuone PHU CAP TONG
5 LUON NG LUONG
i H3 Pha GR 0 a0 0 0 Q00000 0
- L3
Page Setup - Rows to repeat at top: - - - -~ a— EE
‘ 52:52| ‘
Hinh 2.17. Chon hang can lap dir liéu
A I C D E F G H I |
1 JCHCVU |HSLUONG |LUONGCB |NGAY CONG|[THUONG PHU CAP |TONG LUONG
2 : 1.35 2,011,500 22 201,150| 1000000 3,212,650
3 | 3.99 5,945,100 25 2,378,040 1000000 9,323,140
4 lphoGb | 5.34 7,956,600 47 2,579,190 2000000 12,535,790
5_ Page Setup - Columns to repeat at left: i ". .. _. e m

Hinh 2.18.

Chon cot can lap dit liéu
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2.5.4 Thye hién in 4n
2.5.4.1 Luu trir bang tinh
Luwu trir véi dinh dang excel

Sir dung t6 hop phim Ctrl+S hoic vao File > Save/ Save As (Luu voi tén file khéc),
xuét hién man hinh luu trit > Chon vi trf luu.

Save As

6 OneDrive - Personal

El;l This PC
+ Add a Place
Browse

Hinh 2.19. Man hinh luu trit dir liéu
- OneDrive: Luu trir bang tinh qua dich vu dién todn dam may
- Computer: Luu trir bang tinh trong may tinh
- Add a Place: Chon mot dich vu luu trit dix liéu khac

Man hinh xuét hién tiép theo sau khi chon noi luu trit:

Save As ﬂ
@©v|. Desktop - ‘ +y || Search Desktop je ‘
Organize v New folder g - Q

-

Microsof‘t Excel ‘7‘ —1= Libraries i

System Folder
-

. Favorites L
Ml Desktop Q% Homegroup
|3 Downloads Syztemlicluey

~» Recent Places

User
) & System Folder
o~ Libraries

-l Documents ~ | Computer
I My Documents . System Folder il
File name: | [RGTEINET] -
Save as type: ’Excel Workbook =
Authors: User Tags: Add a tag

[] Save Thumbnail

+ Hide Folders Tools ~ [ Save } [ Cancel

Hinh 2.20. Chon vi tri lvu trit dir liéu
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Luwu trir véi dinh dang tuy y

Céc dang c6 thé luu trix:

- .XIsm: dinh dang excel c6 chira macro

- Xxls: dinh dang excel 97-2000

- .mhtm, .mhtml: dinh dang web.

- xltx: dinh dang template dung cho viéc tao bang dinh dang mau

- .txt, .csv: dinh dang text

- .pdf: dinh dang pdf

- .Xps: dinh dang XPS

Khi Ivu workbook v&i mét trong cac dinh dang nay ta c6 thé lwa chon cac tiy chon
noi dung muén thém vao trong workbook trong muc Options.

Luu workbook trén OneDrive
Dé sir dung OneDrive, ngudi ding phai ¢6 hoic dang ky (méi) mét tai khoan mién
phi cia Microsoft tai https://onedrive.live.com.

Thuec hién lwu trii trén OneDrive

- Piang nhap vao tai khoan Microsoft trong ctra sb B - & X
Microsoft Excel. Cha y vao goc phia trén bén phai cira s6
Excel, nhap chudt vao Sign in

- Nhap tai khoan Microsoft (email) va mat khau dé dang nhap. Khi dang nhap
thanh cong, tén tai khoan s& xuat hién & goc trén bén phai man hinh.

Signin . Share

SIgn In

Type the email address or phone number of the account
you would like to use with Excel.

khoacnit@uneti.edu.vn

Next

Privacy statement

- Chon tap tin can luu trit > vao File > Chon Save/ Save as > Chon OneDrive.
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@ Chon OneDrive }

Save As

MNew

& OneDrive - Personal

__anh@gmail.com

Open
Save

F:I This PC

Save As

Print + Add a Place

Share
Export Browse
Publish

Close

Account

Options

Hinh 2.21. Man hinh luu workbook trén OneDrive

-
Save As u
K3 (U)s[) [=[mesi/ddocsiivenet v Tbiezadsdzebitef » ~[ 4| [ Search 708203502401, P

Organize New folder g - e

l & Music -

&, Pictures ' I:llnh <l
Folders
!, Videos

' Tép dinh kém trong email

4% Homegroup Folders

& Computer 1 ' Tai lieu
& Windows7 (C) Clders
4 Data (D)
P T
File name: VD_Cac ham Excel -
Save as type: lF_xceI Workbook -
Authors: User Tags: Add a tag
Browser View Options... [[]save Thumbnail
« Hide Folders Tools ~ [ Save ] [ Cancel I

Chon vj tri upload trén OneDrive = Chon Save dé upload tap tin 1én OneDrive.

Sau khi luu trit, file dix liéu c6 thé dugc truy cap va chinh stra & bat ky dau bang

cach dang nhap tai khoan Microsoft qua dia chi https://onedrive.live.com.
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2.5.4.2 In an
> Chon mét hoic nhiéu bang tinh (sheet) muén in. Mudn chon nhiéu bang tinh, nhap
chon sheet dau tién, gitt phim Ctrl + chon cé4c sheet con lai.

Jata? | Subtotal | PivoitTable | Consolidate | Sheet

» Chon File >Print, m& ra ctra s6 In an

» Chon Print Active Sheets (Cac trang tinh hién hanh) - Chon vung in (Print Range)
- Print Active Sheets: In cac trang tinh (sheet) hién hanh
- Print Entire Workbook: In toan b bang tinh
- Print Selection: Chi in vung dugc lya chon

Save As . ~ |~

Printer
Frint ; HP Laserlet P2035

= f& Offline: 1 document waiting
Share
Printer Properties

Export .

Settings
Publish D Print Active Sheets
Close Only print the active sheets

Print Active Sheets

Only print the active sheets
Account

Print the entire workbook

Options

l;l Print Entire Workbook
==

Print Selection
Only print the current selection

> Xem trudc noi dung in trong cira s6 Preview

BANG LUTNG THANGE
MART

sr |ngviis| ot (st s el S0 | Tetie ( sy i hwd L
2= Thiza [FraE 123]z 00, 200 zz| zo1so| wooooo0|  zEizems
5|Ls men vl e &0 3 235,545 100 23|2272.040] 1000000] 552z 140

Pna GE Tots 17,525 720

T[T e Py B8 L67|5.578, 500 Z1 I
3| Hmpmn T oy e 2572575500 2z z57.z30] 200000]  3.175.130)
z[7=n ol Fnone ©= 3|2.470,000] F=1 0| =00000]  3.370.000
Phang H Total 13,724,420

e EE 155]z 20z 200 z7[ysorsz0] secooo]  ssasazo
B i E 158|250z, 20| zz|17snz40] soo000]  47esd0)
5| 7T = 158|250z, 200)| 2z z0.320] =00000|  5.29%%20
F[Eane A TE = T55|z.50z 00| TI| 00540| =00000|  =50% 240
10[Tan Trive Ta = 1 55|z.50z, 200 20 o] =a0000]  =.002F00
e 13,021 120

‘Erand Towl 46,781,320

> An Print
2.5.4.3 Tuy chinh noi dung trude khi in 4n
Poi khi, phai thuc hién nhitng diéu chinh nho khi in 4n dé noi dung nam gon trong
mot trang in.
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> Hién thi trang in trong ctra s6 Preview. File = Print. Néu noi dung bang tinh bi ct
thanh nhiéu trang, nguoi ding mudn ndi dung nam gon trong mét trang in, chuyén

Budc 2.

> Trong muc Settings > chon trinh don tha xubng Scaling > chon Fit All Columns
on One Page. = Bang tinh sé dugc thu gon vira du trong mot trang in.

Luwu y: Noi dung bang tinh s€ tré nén kho doc hon vi chiing dwoc thu nho lai. Vi
vay, cd thé chiing ta s& khéng muén sir dung tdly chon nay khi in mét bang tinh nhiéu thong
tin. Ché d6 mic dinh dé in an véi kich thudc thuc 1a No Scaling.

2.6 Trinh dién dir liéu
2.6.1 Thao tac voi chirc nang PivotTables
> Y nghia

Théng ké dix liéu theo nhiéu cap do khac nhau véi nhiéu hinh thirc da dang tir mot
bang dix liéu chinh.

» Cach thuc hién
- bat con tro trong bang dir liéu
- Chon Tab Insert > (Group Tables) = Pivot Table = PivotTable, xuat hién
hop thoai yéu cau chon vang dit liéu 1am thong ké va noi xuét hién bang
thong keé.

Create PivotTable LEJ e

Choose the data that you want to analyze

@) Select a table or range

]
1

Table/Range: | Csdll$A52:51512]

Use an external data source

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
Q) Mew Worksheet
Existing Worksheet

i
I

Location:

Choose whether you want to analyze multiple tables

Add this data to the Data Model

l 0K l ‘ Cancel

Hinh 2.22. Hop thoai Create PivotTable

- Select a table or range: Cho phép chon vung dir liéu la Sheet hién hanh

- Use an external data source: Cho phép chon ving dix liéu tir file Excel ¢ san

- New Worksheet: Phét sinh bang théng ké trén sheet méi

- Existing Worksheet: Phat sinh bang thong ke tir dia chi dwoc nhap vao.

Click Ok, xuat hién hop thoai cho phép kéo tha cac field 1a diéu kién kién théng ké.
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PivotTable Fields ™ *

Choose fields to add to
report:

4

5 Search jo,
6 | To build a report, choose fields

7 | from the PivotTable Field List STT -
8 HO VA TEN

g DON VI

10 HS LUONG =
11 | —_— ;

12 E E E E Drag fields between areas below:

13 ==== [

14 FILTERS COLUMNS

15 L]

16

17 ROWS % VALUES

18

19

20 Defer Layout Update

Hinh 2.23. Hop thoai PivotTable Field List
- Ving ROWS va COLUMNS sé chia field lam diéu kien thong ké.
- Vung VALUES chua nhiing field s6 liéu muédn théng ké
Drag chudt kéo field vao ving twong tng, két qua s& ty dong cap nhat tao thanh
bang thdng ke.
Vi du: Két qua thdng ké theo nhom don vi

A B C D E F cl-
3 |Row Labels ~I|Sum of LUONG CB Sum of THUONG Sum of PHU CAP |Sum of TONG LUO'NG | PivotTable Fields ~*
4 ©PhéGD 7956600 2579190 2000000 12535790 Choose fields to add to .
5 L& Hidn Vinh 5945100 2378040 1000000 9323140 report:
6 L& Thi Ha 2011500 201150 1000000 3212650 — fe
7 | SPhang KH 12426600 397830 2400000 15224430
8 Nguy&n Thi Hug 3978300 397830 800000 5176130 NGAY CONG .
9 Tran Bl Thing 4470000 0 800000 5270000 7| THUGNG
10 Tran Thanh Binh 3978300 0 800000 4778300 71 PHU CAP
11 5T85X 12516000 4005120 2500000 19021120 TS -
12 Déng Minh Nga 2503200 500640 500000 3503840
13 Nguy&n Manh Diing 2503200 1752240 500000 4755440 N R —
14 Nguy&n Manh Hing 2503200 250320 500000 3253520
15 Nguy&n V&n An 2503200 1501920 500000 4505120 FILTERS COLUMNS
16 Tran Thi Yén 2503200 0 500000 3003200 T vales -
17 Grand Total 32899200 6982140 6900000 46781340
18 ROWS 3 VALUES
19 ponvi v |2 [ sumorL. v £
20
21 ~

Sheetl | sheet3 [ Gsdl | @@ . v Defer Layout Updata

Hinh 2.24. Két qua thdng ké PivotTable
2.6.2 Thao tac véi chirc ning Consolidate
> Y nghia
Consolidate cho phép hop nhét tir nhiéu ving di liéu liéu ngudn (Sources) va hién
thi két qua trong vung dir liéu dich (Destination).
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» Thuc hién
Gia str cong ty ABC c6 3 cira hang, mdi ctra hang c6 mot bang bao céo doanh thu
nam 2019. Cong ty c6 nhu cau tong hop cac bao céo cua 3 cira hang thanh mot béo cao
doanh thu nam 2019 cta cong ty.

A B C D E
1 |CONG TY ABC
2 CUAHANGSO1
3 DOANH THU NAM 2019
4 Domn vi: Triéu dﬁng
5 Mat hang Quy 1 Quy 2 Quy 3 Quy 4
6 Tivi 250 460 280 500
7 |Ti lanh 90 120 200 180
8 \May giat 50 30 45 60
9
A B C D E

1 |CONG TY ABC

2 [CUAHANGSO2

3 DOANH THU NAM 2019

4 Dom vi. Triéu dﬁng

5 Mathang | Quy1l | Quy2 | Quy3 | Quy4

6 Tivi 130 250 320 420

7 |Ti lanh 50 20 150 200

8 |May giat 35 25 60 75

9

A B C D E

1 |CONG TY ABC

2 [CUAHANGSO3

3 DOANH THU NAM 2019

4 Domn vi: Triéu dﬁng

5 Mathang | Quyl | Quy2 | Quy3 | Quy 4

6 Tivi 200 350 230 400

7 |Ti lanh 50 100 180 150

8 |May giat 30 25 30 55

9

- Chon vung dit liéu dich bang céach tro chudt vao mot 6 bat ky ¢ ving do.
- Chon Tab Data = (Group Data Tools) > Consolidate, xuat hién hop thoai
Consolidate.

(@)

Function: Chon ham st dung (Sum, Min, Max, ...), thdng thuong khi
téng hop dit liéu ta chon ham Sum dé tinh tong.

Reference: Dé tham chiéu lan luot dia chi cia cac ving di liéu ngudn.
Browse: Dé chon dir liéu tir tap tin khac.
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- All reference: Chtra tat ca cac vung dit liéu ngudn can thiét cho viéc hop nhét.
Dé thém dir liéu ngudn, ta chon Add. DBé x6a mét ving dir liéu trong hop Al

references, ta chon viing dé, rdi nhip nat Delete.

-

Consolidate

Function:

Sum Izl

Reference:

Consolidate_data3!$A$5:3E58 £l Browse...

All references:

Consolidate_Datal!$A%5:5E58 -
Consolidate_data2!$4%5:5E%8

Consolidate_data3!$A355:3E88

n

i
I IE_ I b
D- %

i Delete
Use labels in
Top row
Left column ECreate links to source dataé
[ oK l l Close
Hinh 2.25. Hop thoai Consolidate
- Use labes in:

o Top row: néu mudn sir dung lai tén cot cua ving nguon,

o Left column: néu mudn st dung lai c&c gia tri cia cot dau tién caa ving

ngudn. (O ddy 14 gia trj cia cét Mdt hang).

- Create links to source data: Néu mudn dit liéu hop nhat dugc cap nhat mdi khi

c6 thay d6i & viing dit liéu ngudn.
Két qua thu duoc:
A C D E F

1 CONG TY ABC
2
3 DOANH THU NAM 2019
4 Bom vi. Triéu dﬁmg
5 [Mat hang Quy1 Quy 2 Quy 3 Quy 4
6 250 460 280 500
7 130 250 320 420
8 200 350 230 400
IE' 9 Tivi 580 1060 830 1320
10 a0 120 200 180
11 50 90 150 200
12 50 100 180 150
IE' 13 Tdlanh 190 310 530 530
14 50 30 45 60
15 35 25 60 75
16 30 25 30 55
=] 17 maygist 115 80 135 190
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Sir dung nut dé thay doi ché do hién thi két qua

A C D = :

1 |CONG TY ABC

2

3 DOANH THU NAM 2019

4 Ponvi: |Triéu dong

5 |Mat hang Quy1l Quy 2 Quy 3 Quy 4
9 |Tivi 580 1060 830 1320
13 |Talanh 190 310 530 530
17 M3y giat 115 80 135 190

2.6.3 Tao d thi trén dir liéu ciia bang tinh
Db thi 12 mot dang biéu dién dir liéu truc quan, sinh déng gitp ngudi quan ly dir
liéu, nguoi xem dé dang nam bit cac s liéu theo cac tiéu chi biéu dién dit liéu duoc dit ra

trudc do.

Do thi gitp trinh bay di liéu cia bang tinh bang cach hién thi cac su kién va con s6
duéi dang hinh anh truc quan rat c¢6 ¥ nghia.

Do thi cho phép biéu dién sy tuong quan cia dir liéu trong bang tinh trén phuong
dién dd hoa, gitp bién do6i cac hang, cot thong tin thanh nhitng hinh anh ¢ ¥ nghia.

D thi gitp chiing ta so sanh sé liéu trong bang tinh mot cach truc quan, tranh viéc
phai doc céc s6 liéu chi chit trén bang tinh.

Do thi gitp tién doan duoc sy phét trién cua dir liéu mé ta trong bang, 1am cho bang
trd nén sinh dong va thuyét phuc hon.
> V& do thi

Switch Row/ Select

Column

Data -

Chon vuing dit liéu can biéu dién d6 thi.
. 2 A el e e = I A R e u

Chon kiéu d6 thi tr Ribbon - Insert > |'|? Mee ol i - |
nhém Charts. M&i nhdm d6 thi s& c6 nhiéu  Recommended ',- o sy - votChart

A . Charts e -
kiéu khac nhau. Charts .
Hoan tat layout cho db thi. Layout caa dd
thi 1a cach bd tri cac thanh phan trong do thi sao cho dep mat, 1L |ie

dé xem. Thuc hién bang cach chon do thi > Ribbon Design  adq chart Quick
—>Chart Layouts > Quick Layout = Chon cach b tri thich
hop.
Piéu chinh chudi hién thi dit liéu tir dong sang cot va nguoc lai trong truong
F hop ¢ Budc 3 chua hién thi dang nhu mong muén. Thuc
i hign: chon d6 thi > Ribbon Design->Data—>Switch i I
Row/Column. Change
Chon dang d6 thi khac dé phu hop hon véi dit lisu  Chart Type
biéu didn. Chon dd thi > Ribbon Design > Type >
Change Chart Type

Element - Layout ~
Chart Layouts

Data
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Change Chart Tyj

|| [Recommended charts| A1l Charts |
> Recent P ~ . .
Templates ‘k‘ rt:: N o EH ‘\'_;_‘»"
Column

Line 3-D Pie

Pie

Bar

Quy 1
Area ’
XY (Scatter) \
Stock

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker

Waterfal

EEEFORAXBEERSEMGR E

Combo

Hinh 2.26. Hop thoai Change Chart Type

- Column: biéu @6 cot. Mot biéu @6 cot thuong biéu thi cac thé loai doc theo truc
ngang (thé loai) va cac gia tri doc theo truc doc (gia tri).

- Line: biéu do duong. Thuong dung dé biéu dién cac khuynh hudng dit liéu tai
céc khoang thoi gian bang nhau nhu thang, quy hoac nam tai chinh,

- Pie: biéu d6 hinh tron va vanh khuyén bi cat. Nén st dung khi:

o Chi c6 mot chudi dit liéu.

o Khong c6 gia tri nao trong dir liéu la gia tri am.

o Khdng c6 gia tri nao trong dix liéu 1a bang khong.

o Khdng c6 qué 7 thé loai va tit ca c4c thé loai nay déu biéu thi mét phan gia

tri cua toan bo hinh tron

> Bar: biéu d6 thanh. Sir dung khi:
o Cac nhén truc qua dai.

O

C4c gia tri dugc biéu thi 1a cac quang thoi gian

- Area: biéu db ving. Puoc dung khi muén biéu dién sy thay ddi theo thoi gian
va hudng sy chi y dén tong gid tri theo mot khuynh huéng nao do.
- X Y(Scatter): Biéu d6 phan tan. Str dung khi :

O

o

O

Muén thay doi thang ty I& cua truc ngang.

Muén dat truc d6 theo ty 18 16-ga-rit.

Céc gia tri cua truc ngang duogc cach quang khong déu.
C6 nhiéu diém dix liéu trén truc ngang.
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o Muédn diéu chinh thang do truc doc 1ap cua biéu d6 tan xa dé cung cap thém
thdng tin vé cac dit liéu c6 chaa cap hoic nhom gia tri.
o Mudn biéu thi diém giéng nhau giira cac tap hop dit liéu Ion thay vi su khac
biét giita cac diém dir ligu.
o Mudn so sanh nhiéu diém dir liéu ma khong lién quan dén thoi gian, cang
nhiéu dir liéu duoc dua vao thi cang dua ra nhitng so sanh tot hon.
- Stock: biéu db chung khoan. Thudng dung trong viéc minh hoa nhitng dao dong
lén xudng cua gia cb phiéu hay lwong mua hang ngay, nhiét dé hang nam.
- Surface : Biéu d6 bé mat. Sur dung dé biéu dién mdi quan hé gitra cac lugng dit
lieu 16n (trudng hop dang biéu dd khac kho xem)
- Radar : So sénh cac gi4 tri tong hop caa mét vai chudi dix liéu

- Combo : Biéu do nay két hop 2 hay nhieudang [ % =

biéu do khac nhau dé biéu dién cho nguon dir el T
ange o= o
liéu da dang. Colors -
> Diéu chinh mau sic cho dd thi. Chon db thi >  Colorful ~
Ribbon Design—> Change Colors - Bang mau .. ..

Xuat hién va chon mau tay thich. . ....
Vi du: Théng ké hoc luc cua sinh vién qua ting
cap hoc thdng qua bang tinh dit liéu. =..===

DAIHOC |CAO PANG [TRUNG CAP -
GIOI 30% 35% 20% Menochromatic
KHA 35% 45% 20% . . . .
TRUNG BiNH 25% 15% 50%
YEU 10% 5% 10%

THONG KE HOC LU'C THEO CAP HOC
60%

50% 45%

35% % ﬁ
40% i ' o ?5 o
2 _ B !
o ' ﬁ 20%

50%

| 20%

20%
10% ' !
0%

GIOI | KHA | TRUNGBINH |
mDAIHOC | 30% \ 35% \ 25% \
mCAODANG |  35% \ ‘

|

45% \ 15%
20% ‘ 50%

m TRUNG CAP | 20%

DAl HOC mCAODANG ®TRUNG CAP

Hinh 2.27. Db thi théng ké dang Column
» CAc thao tac trén do thi
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Di chuyén d6 thi
Chon @ thi ©> Chon Ribbon Design = Chon biéu tuwgng Move Chart,

xuat hién hop thoai Move Chart hcﬂr?ﬁ
a
- New sheet: Bat chuot & workbook mai Location
- Object in: Bat do thi tai mot sheet thuoc workbook hién tai.
Move Chart 7 2%
Choose where you want the chart to be placed:
JJ_J,JJ MNew sheet: | Chartl
|l @ Objectin: | Bi€u d E
oK l | Cancel ‘

Thay d6i kich thwée dd thi
DPua chudt vao duong bao cua do thi, kéo chuot di chuyén dén kich thuéc mong

Sao chép dd thi

Chon d6 thi = nhan Ctrl-C, di chuyén dén noi dat-> nhan Ctrl-V

X6a dd thi

Chon d6 thi = nhén Delete.

Hiéu chinh dd thi

Chon d6 thi > R_Click trén do thi=> chon Format Chart Area = chon thanh phan
muon hiéu chinh.

> Panh gié dit liu bang Sparklines

Sparklines cach nhanh va don gian nhat dé thém thanh phan d6 thi ¢c& nho (mini)
trong mot 6 (cell). Sparklines tap trung vao céc gia tri toi da va tbi thiéu bang cac mau sic
khac nhau dé phan tich xu huéng dit liéu nhu: tiéu dung, doanh thu...Vi duy, ta cé bang di
liéu sau, dung Sparklines dé xem ti 1& lao dong theo mdi nim cua ting nhom tudi. Tay
thuoc vao dir liéu ma ta s€ chon dang Sparklines la Column/Line/WinLoss.
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So'b6 2020 Column Line Win/Loss
15-19 2.2 1.3 1.6 1.9 i _.m  —|mmEm=
20-24 16.7 14.8 16.9 19.6 -_mi . —|mE=m
25-29 23.3 23.8 25.2 27 - mB| _— |mmm-
30-34 18 20 21 22.6 _mmuill|, — mE=m
35-39 13.3 13.9 15.2 17.3 —mB| — |mm=m-
40-44 12.2 12 13 13.9 ——mill] . — |WmE=m
45-49 14.2 13.1 13.7 13.6 I o — ==
50+ 11.6 11.6 12.2 12.4 __—_mB|. -~ |mE=m

W00~ U N

A

[ury

15-19

Hinh 2.28. Phan tich dit liéu bang Sparklines
Cach thuc hién
Chon dong dir liéu muébn thong ké. Vao INSERT->Sparklines=> chon dang hién thi
(Column, Line hozc Win/Loss), xuat hién man hinh Create Sparklines.

B C D E

20-24

[0}
T

25-29

30-34

Choose the data that you want

35-39

40-44

Data Range: |B3:E3

45-49

50+

| Choose where you want the sparklines to be placed

Location Range: | $F$3)|

Data Range: Chon vung dit liéu muén thng ké

Location Range: Chon vi tri dat Sparklines

An OK dé hoan tat.
Hiéu chinh Sparklines

Chon & chua sparklines can hiéu chinh, R_Click=> Sparklines Tools=>chon nhom
can hiéu chinh:

e B i

Edit
Data ~
Sparkline

Line Column Win/

Loss

Type

High Point

Low Point

First Point

Negative Points Markers

Show

e VANV NV VIV ¢

Style

ZSparkline Color -
E Marker Color ~

@ Group

™ I' Ungrou
Avds T1Ungroup
= & Clear -

Group

Sparkline: hiéu chinh vung dir liéu hay vi tri dat sparklines
Type: diéu chinh dang sparklines
Show: chon céch hién thi diém trong sparklines.

Style: chon kiéu hién thi cho loai sparklines va mau sic

Group: nhom sparklines hay go bo cac sparklines.
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2.7 Cac bai tap hé thong kién thuc
2.7.1 Bai tap Excel 1
Nhap va trinh bay bang tinh nhu sau:

STT Nq;\s‘ ):Li SO LL_‘(_ING DON THANH | THANH
BAN HANG (T4n) GIA TIEN | TIEN VND

3| 1600612010 €002 4 15 18300 1 .

4 G001 8 $400

: = N - I

6 S001 25 $300

Yéu céu:

Cau 1: Tinh THANHTIEN = DONGIA*SOLUONG (dinh dang don vi tién té 13
USD)

Cau 2: Tinh THANHTIENVND = THANH TIEN * 20500 (Pinh dang don vi tién
té¢ 1a VND, c6 dau phan cach hang nghin).

Cau 3: Sip xép bang tinh trén theo ma hang tang dan.
2.7.2 Bai tap Excel 2

Nhap va trinh bay bang tinh nhu sau:

BAN CHI TIET BAN HANG THANG 11/2010
MA [NGAY TEN DON | THANH | THUE | TONG
STT . : 3 ¥ o) R g

C.TU |[NHAP HANG GIA | TIEN | VAT | CONG
1 |MS01 | 19/11/2010|Mouse 10| 4
2 |MBO1[ 25/11/2010[Mainboard | 10 | 45
3 [ SCo1 | 21/11/2010{Soundcard | 20 | 20
4 |RAO01[ 04/11/2010[RAM 30 | 15
5 | KB01| 24/11/2010[Keyboard | 25 | 15
6 |RAO1 [ 02/11/2010[RAM 40 | 15
7 | CDoO1| 20/11/2010/Pia CD 20 [ 30
8 |FDO1| 28/11/2010/Piamém | 30 | 12
9 |HDO1| 22/11/2010/Piacimg | 60 | 50
10 | HDO1| 04/11/2010|Piacimg | 100 [ 50

T(:mg cong

Y&u cau:

Cau 1: Tinh cot THANH TIEN = SLF * DON GIA (dinh dang don vj tién té la

USD)

Cau 2: Tinh THUE VAT = 10% * THANH TIEN
Cau 3: Tinh TONG TIEN = THANH TIEN + THUE VAT

Cau 4: Sip xép bang tinh theo MA C.TU (m4 ching tir) ting dan, néu tring mé thi

sap xép theo ngay nhap giam dan.



2.7.3 Bai tap Excel 3
Nhap va trinh bay bang tinh nhu sau:

BIEN BAN THONG KE
QUY 01- 2010
TN | B Taow | mo [oaw | e
R P T A
e m DG?E B 3;1;{ C c}gd Bt Gi'\l. c.%}}?d P%SN
DIEN TU (5) (6) @ ®
1 | TG lanh 120 | 12 (1) ) 15 (3) 4) 17)
2 | Piu Video 140 | 10 24
3 | Ampli 70 | 25 12
4 | Cassette 50 15 10
5 | Radio 30 | 20 24
6 | Photocopy 140 10 15
VI TINH (9) (10) (11) 12)
7 | Mainboard 350 10 10
8 | Diacing 220 25 30
9 | Dia Maxcell 60 | 100 150
10 | Ram 120 | 20 15
11 | Keyboard 15 50 50
12 | Mouse 5 100 50 (18)
TONG CONG (13) (14) (15) (16)
Yéu cau

Cau 1: Trj gia tai vi tri (1) va (3) = DPON GIA * SO LUQNG (2 thang c6 cuing don
gia)

Cau 2: PHI C.CHO (phi chuyén cho) tai vi tri (2) va (4) = TRIGIA* TY LE CUGC
CHUEN CHO (theo ting thang). Tinh va lam tron dén hang don vi. Nén 1ap cong thtc cho
1 thang, con thang kia thi sao chép sang, dung dia chi tuyét déi va hdn hop.

Cau 3: Cong cho tirng nhém 16 hang theo cach cong TRI GIA, PHI C.CHO. Cong
TRI GIA va PHI C.CHO cho cac nhom hang PIEN TU tai cac vi tri (5), (6), (7), (8); cho
nhom VI TINH tai céc vi tri (9), (10), (11), (12).

Cau 4: Tinh TONG CONG cho 2 nhém theo TRI GIA va PHI C.CHO tai (13), (15),
(16). Tai (13) = (5) + (9)

Cau 5: PHI PHAN BO tai (17) cho cac mat hang = 50 000 (la tong phi phan bd),
chi cho TONG TRI GIA va PHI C.CHQO trong 2 thang cua tat ca cac mat hang PIEN TU
va VI TINH va nhan cho TONG GIA TRI va PHi PHAN BO trong 2 thang cua tirng mat
hang.

2.7.4 Bai tap Excel 4
Nhap va trinh bay bang tinh nhu sau:
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KET QUA THI CUOI KHOA
STT | TENHS | PHAI | NS | TOAN | VAN N§g§1 PTB| KQ HTI‘?G
1 |LAM NAM | 1988 100| 80 9.0
2 |HAI NAM | 1987 80| 85 9.0
3 | HIEP NAM | 1986 20| 80 7.0
4 |THAO |NOU |[1988| 100| 4.0 7.0
s | MINH | NAM | 1988 90| 5.0 6.0
& |HONG |NU | 1987 60| €0 8.0
7 | LINH NAM | 1986 75| 50 6.0
g | NAM NAM | 1988 30| 9.0 7.0
9 |DIEM | NU | 1988 40| 50 5.5
10 | NGA N | 1988 45| 60 40
11 |KHOA | NAM | 1987 30| 50 50
12 | 30N NAM | 1986 40| 30 5.0
TRUNG BINH
CAO NHAT
THAP NHAT
Yéu cau:

Cau 1: Tinh DTB (diém trung binh) = (TOAN * 2 + VAN * 2 + NGOAINGU)/5.
Lam tron dén 2 chir s6 thap phan.

Cau 2: bién vao cot KQ néu BDTB >=5, dién 1a “Pat”, nguoc lai 1a “Rot”.

Cau 3: Tinh diém trung binh, cao nhat, thap nhat, xép hang.

Cau 4: Thém vao cot KHEN THUONG sau cot XEP HANG, dién dit liéu cho cot
KHEN THUONG nhu sau: Hang 1 thuéng 200 000, hang 2 thuong 100 000, con lai khong
thuong.

2.7.5 Bai tap Excel 5
Nhap va trinh bay bang tinh nhu sau:

DANH SACH THUONG THANG 03
STT HO TEN | PHAI | NGAY CONG [THUGNG 8-3 | THUGNG A
1 Tran Thanh | Tuin M AN 25
2 | PhamHung | Cudng | NAM 24
3 | LéNgoc Huin | NU 26
4 | Pham Thanh | Long | NTJ 22
5 | PhamHoa | Nam AW 27
6 | L& Thanh Lan NU 25
Yéu ciu:

Cau 1: Pién dit liéu cho THUONG 8-3 cho nhan vién Nir 12 200 000, con lai khéng
duoc thuong.
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Cau 2: THUONG A cho nhan vién c6 ngay cong >=24 & 300 000, con lai khong

duoc thuong.

Cau 3: Thém vao bang c6t THUONG B, biét ring, nhitng nhan vién Nam c6 ngay

cdng >26 hoac nhan vién Nir c6 ngay cong >25 thi dugc thuong 500 000.

2.7.6 Bai tap Excel 6
Nhap va trinh bay bang tinh nhu sau:

- CHUC NAM : TAM
STT HO VA TEN VU Se LCB |NGAY | LUONG | oo

1 | Nguyén Vin Tim TP 21/2/1967 | 120000 25
2 | Mguyén Thi Hing NV 224911975 | 160000 24
3 | Ngd Thi Nga PP 14/5/1968 | 150000 26
4 | Trén Thién Thu NV 15/2/1958 | 130000 20
5 | Lim Hoang Cét KT 26/2/1972 | 180000 23
6 |LéHoaiSon BV 17/8/1969 | 150000 24
7 |L¥Lim PP 15/8/1969 | 140000 27
8 | Trén Vin Trung Gb 7/12/1956 | 160000 14
9 | Mguyén Vin Trang BV 5/10/1960 | 150000 17
10 | Ly ThulNga NV 15/5/1954 | 130000 23
11 | Nguyén Vin Hing TP 16/9/1967 | 180000 22
12 | Trén Thi Phurong NV 19/9/1969 | 150000 14
13 | V& Tén Thanh PGP 10/9/1958 | 180000 23
14 | L& VanMinh TP 16/9/1954 | 160000 27
15 | Dotin Hoa BV 24/2/1968 | 130000 26

TONG CONG

BINH QUAN

CAO NHAT

THAP NHAT

Yéu ciu:

Cau 1: Thém vao bang cot TUOI bén canh cot NGAY, sau do, tinh tudi cua nhan

vién.

Cau 2: Tinh lwong ctia nhan vién = LCB * NGAY.
Cau 3: Tinh TAM UNG = 80% * LUONG.

Cau 4: Thém vao mot cot THUONG bén canh cot LUONG, tinh THUONG theo
yéu cau sau: Néu CHUC VU la GB thuong 500 000, PGP thudng 400 000, TP thuéng
300000, PP thugng 200 000, con lai thuwéng 100 000

Cau 5: Thém vao cot CON LAl & cudi bang tinh, tinh CON LAI = LUONG +
THUONG — TAM UNG. Tinh TONG CONG, BINH QUAN, CAO NHAT.
2.7.7 Bai tap Excel 7

Nhap va trinh bay bang tinh nhu sau:
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BAO CAO PHAN PHOI NHIEN LIEU
TU: 01/04/10 PEN: 30/04/10
Bang gia
KD cC
NANG 500 150
GASOIL 450 120
DAULUA 200| 100
o DON VI 36 XANG GASOIL DAULUA
' NHAN LUCONG ['s.g [ TT | SLG | TT | SLG | TT
X001C | Cty a 100
GO01K | 3(n van tai 150
X002K | Pbixeb 200
LO01C | Nha may ¢ 100
LO02C | Xudngy 50
G002C | Cty z 120
GO03K | Xn cokhi 80
Cong
B.Quin ngay
Yéu ciu:

Cau 1: Can cr vao ky tu dau tién caa C.TU (ching tir) dé phan bo sb luong vao cac
cot SO LUONG ctia XANG, GASOIL, va DAU LUA

- Néu ky tu dau cua chitng tir 1a X thi s6 luong dugc phan bd vao cot XANG.

- Néu ky tu dau cua ching tir 1a G thi s6 luong duoc phan bd vao cot GASOIL

- Néu ky tu dau cua ching tir 1a L thi s6 lwong duoc phan bo vao cot DAU LUA

Cau 2: Tinh thanh tién cho mdi cot = SO LUGNG * DON GIA, trong d6, DON
GIA dua vao bang gia. C6 2 loai gia: Gia cung cap (CC) va Gia kinh doanh (KD). Néu ky
tu cudi clng bén phai cia C.TU 1a C thi lay gia cung cap (CC), nguoc lai lay gia kinh

doanh (KD)

Cau 3: Tinh tong va binh quan ngay (Tong cong/30) cho mdi cot.
2.7.8 Bai tap Excel 8

Nhap va trinh bay bang tinh nhu sau:

sO NGAY NGAY | SO NGAY sO SO NGAY
PHONG THUE TRA THUE TUAN LE
100VIP 30-09-10 | 05-10-10
201NOM 23-09-10 | 04-10-10
205NOM 26-09-10 | 08-10-99
209NOM 28-09-10 | 04-10-10
102NOM 28-09-10 | 13-10-10
107VIP 30-09-10 | 02-10-10
209NOM 27-09-10 | 06-10-10
210VIP 24-09-10 | 14-10-10
202VIP 25-09-10 | 02-10-10
TONG CONG
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Yéu cau:

Cau 1: Tinh s6 ngay thué = NGAY TRA - NGAY THUE

Cau 2: Tinh sé tuan, s6 ngay I¢ (dung ham INT, MOD)

Cau 3: Tinh tong sé ngay thué, téng sé tuan, tong s6 ngay lé (dung chic ning
AutoSum)
2.7.9 Bai tap Excel 9

Nhap va trinh bay bang tinh nhu sau:

P MA TEN | GIA SL TIEN | GIA SL | TIEN | GHI
HANG |HANG | NHAP | NHAP | NHAP | XUAT | XUAT | XUAT | CHU
1 |PacA12
2 | Pa0C15
3 | Sa0B2
4 | To0C23
5 | H@ioci2
6 | HiOA13
7 | ToOB12
8 | Sa0B2
Cong
Bang tra dit liéu cac loai may lanh:
MA N
ok mvmve | o [l |
Pa May lanh Panasonic 300 % 130 100
To May lanh Toshiba 250 % 90 &0
Sa May lanh Sanyo 210 % 126 85
Hi M4y lanh Hitachi 220§ 70 30
Yéu cau:

Cau 1: Dya vao MA HANG va Bang tra dir liéu cac loai may lanh, dién s liéu cho
cac cot TEN HANG, GIA NHAP, SL NHAP, GIA XUAT, SL XUAT.

Cau 2: Tinh TIEN NHAP dva vao GIA NHAP va SL NHAP.

Cau 3: Tinh GIA XUAT dwa vao MA HANG. Biét ring, néu MA HANG c6 ky tu
th 4 (tinh tir bén tréi) 1a A thi GIA XUAT = GIA NHAP +15. Néu 1a B thi GIA XUAT =
GIA NHAP +12. Con lai, GIA XUAT = GIA NHAP + 10

Cau 4: Tinh TIEN XUAT dua vao GIA XUAT va SL XUAT. Pinh dang don vi
tién té 1a USD.

Cau 5: Tinh tong cong cho mdi cot.

Cau 6: Trich ra danh séch cac mit hang c6 TIEN XUAT >=20 000
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Cau 7: Chén thém cot GHI CHU & cudi bang. Dién thong tin cho c6t GHI CHU
nhu sau: néu SL NHAP — SL XUAT >= 60 thi nhap “Ban chdm”, >=30 thi nhap “Ban
dugc”, con lai ghi “Béan chay”.

2.7.10 Bai tap Excel 10
Nhap va trinh bay bang tinh nhu sau:

BAO CAO DOANH THU PHONG
LOAI NGAY NGAY sO sO Gia f{;‘: TIEN
PHONG PEN pI NGAY|NGUOI| PHONG THU PHONG

A 10/05/2010]  23/06/2010 2

B 23/07/2010|  19/08/2010 1

A 12/06/2010]  19/08/2010 2

B 26/05/2010]  07/06/2010 3

C 19/08/2010|  25/08/2010 1

A 12/08/2010]  23/08/2010 4

B 23/09/2010| 13/10/2010 1

A 13/09/2010  20/09/2010 3

B 24/11/2010|  30/11/2010 2

C 20/10/2010|  25/10/2010 4

BANG DON GIA PHONG TONG DOANH THU THEO
VA PHU THU LOAI PHONG
PHONG A B C L.PHONG A B C
GIA 1 80 60 40 TONG TIEN
GIA 2 120 90 60
P THU 30 20 10
Yéu cau:

Cau 1: SO NGAY = NGAY BI - NGAY BEN. néu NGAY BI tring NGAY PEN
thi tinh 1 ngay.

Cau 2: GIA PHONG dua vao LOAI PHONG va BANG PON GIA PHONG VA
PHU THU. Néu phong c6 1 ngudi thué thi 1y gia 1, néu cd tir 2 nguoi trg 18n thi ldy gia 2

Cau 3: Gia PHU THU dya vao LOAI PHONG va BANG GIA PHU THU

Cau 4: TIEN PHONG = SO NGAY * (GIA PHONG + GIA PHU THU), nhung néu
phong ¢6 1 nguoi thué trén 10 ngay thi dugc giam 10% gia phu thu.

Cau 5: Hoan thién bang TONG DOANH THU THEO LOAI PHONG

Cau 6: Trich ra danh sach khach thué phong loai A.

Cau 7: Trich ra danh sach khéach thué phong loai B va c6 s6 ngudi >2
2.7.11 Bai tap Excel 11

Nhap va trinh bay bang tinh nhu sau:
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thi

KET QUA THI
MA | TEN MO [BIEM | 3EP | XEP
B HS BRI TRUGNG | THI | THI | LOAI | HANG
1 |HOIT | Nguyen Vén | An 5
2 |D01v |LATh Bé 9
3 |HOIT |Hoang Anh | Minh 5
4 |N023 |LéH{u Ehueng 9
5 | V02T | TrénMinh Hurng 8
6 | V01V | L& Th Loan i
7 | N028 |Ta B4 Thu 6
§ |HO3T |Hoang Vin | Bién 8
9 | D038 | Nguyen Bich | Thiy 9
10 | M02T | Pming Vin Zanh 6
11 [ V03T [Trén Thi Ha 4
12 |HOIT | Nguyén Minh | Nea 7
13 |D03§ |Hoang Thi | Miy 6
14 | DOV |LAVin Lan ]
15 | V03T | T8 EiéuNga | Nea 7
Bing tra tén trutng Piém 0 5 |7 a
Ma Tén trudng Xéploal | Kem | TB [ Kha | Gidi | X8
D | Pinh Tién Hoang
H | HoaBinh Bang tra tén mon thi
N | Nguyén Du M3 S T v
WV | V8 Tr uwong Todn Ménthi |Ngoaingl |Todn | Vin
Yéu cau:

Cau 1: Pién tén trudong dua vao ky tu bén trai cia MA HS va Bang tra tén truong.

Cau 2: Bién MON THI dua vao ky tu cudi cing cia MA HS va Bang tra tén mon

Cau 3: Dién gia tri cot XEP LOAI dya vao bang xép loai.
Cau 4: Pién gia tri cot XEP HANG (xép thir ti theo d6 dbc) dua vao DIEM THI
Cau 5: Trich ra danh séch cac thi sinh thudc truong Vo Truong Toan (Luu y: Dinh
dang lai tiéu @& HQ VA TEN nim ¢ 2 6 (ng vai cot HO va cot TEN rdi mai rat trich)
Cau 6: Trich ra danh sach hoc sinh xép hang tir 5 tré [én.

Cau 7: Thuc hién bang théng ké sau:

Mon

Trwong

Ngoai ngir

Toan

Dinh Tién Hoang

Hoa Binh

Nguyén Du

Vo6 Trwong Toan

Cau 8: V& db thi biéu dién dir liéu thong ké trén.
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2.7.12 Bai tap Excel 12
Nhap va trinh bay bang tinh nhu sau:

BANG THANH TOAN TIEN CONG TAC PHI
PINH MUC
THANH TOAN
NGAY
TOI THIEU 150
TOI DA 170
B U DEN HE |HESO
STT TEN |LCB CBAQKVUC : : : : TIEN
- = NGAY NGAY SO THUC
1 |Quang 288 KS HNT [10:0522010(23/06/2010
2 [Ngoc 3.100 CN | HUE |23/07/2010|11/08/2010
3 |Va 250, CN HUE [12/06/2010]18/06/2010
4 |Tran 450/ KT | SGN |26/05/2010]|07/06/2010
5 |Pham 250, KS | HNI [10/05:2010(23/06/2010
6 Ngu_vén 350 KT SGN [23/07/2010]19/082010
7 |Tredng 250 KS HUE |12/06/2010/19:08/2010
8 |Ngo 3.10, CN HNI1 [26/05/2010(07,06/2010
9 |Su 450, CN | HUE |19/08/2010(25/08/2010
10 |Hoédng 250, CN | HNT [12/0872010]25/082010
11 |Dwoang 3.10, GD SGN [23/09/2010]13/10/2010
12 Téng 3.10, CN HUE |13/09/2010/20/092010
3 |Tricu 250/ KS HN1 [24/11/2010]30/11/2010
14 |Long 310, KS | HUE |20/10/2010]125/10/2010
15 |Tan 280, KS SGN [28/11/2010]30/12/2010
BANG HE SO CONG TAC PHI BANG THONG KE §0 NGU'OT
ENI |HUE [soN CONG TAC
CN 150 145 160 HNI HUE | 8GN
GD 150 160 180| | CN
KS§ 160 150 175| | K8
KT 155 165 170| | KT
aD
Yéu cau:

Cau 1: Cot HE SO dya vao C.BAC (cap bac), K.VUC (khu vuc), va BANG HE SO
CONG TAC PHI. (khong dung INDEX, str dung VLOOKUP két hop ham IF)

Cau 2: Tinh toan cot HE SO THUC (Chu y Bang dinh muc thanh toan theo ngay l1a
néu HE SO >170 thi lay 170; néu HE SO <150 thi lay 150)

Cau 3: Cot TIEN = Sb ngay cong tac * HE SO THUC * LCB

Cau 4: Tao bang théng ké sé nguoi cong tac theo chic vu va khu vurc

Cau 5: Dung Subtotal dé théng ké tong tién cho tirng nhém khu virc cong tac.

Cau 6: Tao Header c6 noi dung: Bai tap Excel (canh trai). Tao Footer ¢ noi dung:
Khoa CNTT — Truong Pai hoc Kinh té K§ thuat Cong nghiép (canh phai)
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CHUONG 3: TRINH CHIEU PIEN TU VOI MICROSOFT
POWERPOINT

Muc dich:

PowerPoint 1a mot cong cu trinh chiéu d6 hoa truc quan cho phép nguoi ding tao
ra cac bai trinh dién theo nhiéu cach khac nhau. PowerPoint gitip nguoi sir dung dinh huéng
noi dung trinh bay cho cac budi bao cao, hdi hop, céc dién gia dién thuyét theo chu dé, ...
Chuong 3 gidi thiéu t6i nguoi doc mot s6 tinh nang tiéu biéu cua PowerPoint nhu:

Microsoft Office Backstage View: menu l1énh méi véi cac 1énh san c6 nhu saving,
opening, closing, printing.

Customize Ribbon: cho phép ngudi diing thém vao nhom céc Iénh & céc tab co san
trong Ribbon.

Dynamic Paste with Live Preview: chirc nang sao chép mai cho phép ngudi dung
xem truéc nhiing thay doi khi sao chép nhu: Use Destination Theme, Keep Source
Formatting, Picture, Keep Text Only.

Screen capture: cho phép sao chép man hinh hoic mot phan nao do trén ctra s6 lam
Viéc.

Remove Background: cho phép g& bo nén ciia mot hinh anh nao dé ma khong can
chuong trinh chinh stra anh.

Enhanced Media Capture and Editing: cho phép hiéu chinh mét audio hay video
ma khong can chwong trinh chinh sira audio hay video.

Embed Audio: cho phép nhing tap tin audio bat ky. Vi du: WAV, MP3, MIDI,
WMA, MP4, MP4A.

Embed Video: cho phép nhing tap tin video bat ky: WMV, MOV, MPG, AVI,
MPEG.

Insert Online Video: chén mot video truc tiép tir website nhu YouTube.

New SmartArt Templates: cai tién cac hinh anh SmartArt.

Animations and Transitions: thém vao cac hiéu itng méi nhu Reveal, Flash,
Ripple, Honeycomb, Glitter, VVortex.

Themes: c6 cac chi d& mai véi tap cac mau va font chit.
Equation Editor: cai tién cac chic niang tuong ung véi MS Word.
Built in PDF Writer: cho phép luu trinh chiéu thanh file PDF.
Ngoai ra, tai liéu con tap trung gisi thieu mot sé tinh ning vuot troi méi cua
Microsoft Excel 2016 nhu:
- Nhiéu lya chon dé bit ddu mot bai trinh chiéu
- Cong cu tro gitp d& dang cho din gia d&& xem phan noi dung note ma khéng
can nhiéu thao tac diéu chinh thiét bj va chuong trinh.
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- Dé sir dung cho man hinh rong
- H3 trg cudc hop truc tuyén tir PowerPoint
- H0 trg chire nang canh chinh céc d6i teong hinh anh ddng nhat, nhanh chéng.

- Tuong tac véi PowerPoint trén hau hét cac thiét bi cam &g c6 cai Windows
8 PC.

- Chia sé va luu tap tin trén dién todn dam may

- Cho phép ghi y kién phan héi vao trinh chiéu. Ching ta c6 thé an hoic chinh
sira.

Noi dung chinh cia chwong

Chuong 3, tap trung vao mét sé ndi dung co ban sau:

- Khai dong va thoat khoi PowerPoint

- Man hinh Power Point 2016

- Thao tac vai céc trang trinh chiéu

- Thao tic véi Slide

- Chén va dinh dang céc ddi tuong trong Slide.

3.1 Tong quan giao dién PowerPoint 2016
3.1.1 Khéi dong va thoat khéi PowerPoint

Khi khoi dong Powerpoint (Twong tw nhw cach khoi dong trong Microsoft Word.
Ban doc xem thém muc 1.2.1 Khai déng Microsoft Word), man hinh hién thi nhu sau:

Recent

Today

Older

=T X
- nanh@gmail.com
owerPoint hanh@gmailcom
Switch account
Phan 3 - Mo hinh khai n... A‘ 2
D:» TL Hanh » TL Co quan »... -,
Blank Presentation Badge Banded Basis
2 SD Phanra CN + SD L..
D: » TL Hanh » TL Co quan »... ‘
1-Khai niém & Khao sat A"’.\"v AA
D:» TL Hanh » TL Co quan »... I
H . = =
Berlin Circuit Crop Bl Damask
mEmm- S " - .
Dividend Droplet Facet Feathered
= Open Other Presentations

Hinh 3.1. Man hinh khai dong PowerPoint

Tai day, ching ta c6 thé chon lya céch thirc dé bit dau voi mot bai trinh chiéu:

Chon Blank Presentation dé tao trinh chiéu mai
Chon cac template (mau) theo chu dé.
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- Muc Recent: mé bai trinh chiéu sir dung gan day
- Open Other Presentation: mé mét bai chiéu khac.
3.1.2 Man hinh PowerPoint 2016

E - g X

Presentation] - PowerPoint

Insert Design Transitions Animations Slide Show Review View Q Tell me what you want to do... _hanh@gmail.com ,q Share

= [ Layout - E~NCOoal O Shape F L Find
[ Q 5 Reset AL L (G- ] - Nape Outline - | 38 Replace -
Pafte Slie [ Section = B I U S aefy & (Q ™ { } bAdE Anavnge ;“u::\ ShaNge Effects k Select -
Clipboard  fa SN Font paragraph Drawing Editing ~
1
_ Menu bar
File tab .
Ribbon
Click to add title
Click to add subtitle
<«— Slide
Slide tab
Status bar
slide 1 of 1 English (United States) 2 notes M comments B 5 =2 T - ] + s9% 4

~
Hinh 3.2. Man hinh chinh cta PowerPoint
» Tab File: cho phép thuc hién cac thao tac trong viéc quan ly dir liéu va tap tin nhu:
tao maoi (New) , luu (Save/Save As), in an(Print) va diéu chinh céc tly chon
(Options).

5
Presentationl - PowerPoint o~ K

hanh@gmail.com

@ Recent Today
- B . -
r— & Phan 3 - Mo hinh khai niem 8/8/2019 1:16 PM
(. OneDrive - Personal B Tl Hanh
- HE -
SRS WE nh@gmail.com O|der
Print Ly 2 SD Phéan ra CN + SD Ludng du liéu .
Eﬁ This PC a D:» TL Hanh UEERRISBLAL]
Share -
Export + Add a Place
Close
Browse

Account

Options
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- Slide tab: cho phép xem céc slide dugc tao ¢ dang thu nho, thir tu cac slide
nay ciing chinh 1a thi tw hién thi.

- Status bar: chtra cc tly chon cho phép xem slide & c4c ché do khac nhau
nhu: normal, slide sorter, reading view, slide show va céc ché do phong to
thu nho slide.

- Notes pane: cho phép ngudi trinh chiéu thém cac chu thich cho slide.

- Slide pane: ddy la viing chinh dé nhap ndi dung hién thi dé trinh chiéu.

- Menu bar, Ribbon: mdi tab trong menu bar cho phép ma ra nhém cac cong
Vviéc con tuong tng ¢ tirng Ribbon

Presentationl - PowerPoint

H - & X

Sign in ,QrShare
O Find
utline - | 8 Replace -
l} Select~

= =] [ELayout~ NOoOool- O
0 3 Reset AL L0 -
Paste New LN Y s Arrange Quick
< Slide - O Section~ A S IR Styles

Clipboard = Slides Font Paragraph Drawing Editing ~

Hinh 3.3. Thanh Ribbon cua PowerPont
> Y nghia cia cac Ribbon

Cac Ribbon Chirc nang
FILE Thuc hién cac chic nang nhu mé, luu va in 4n tai liéu
HOME Thay d6i Font, Paragraph, Heading styles va cé4c tlly chon
Chen sé trang(pages number), bang(table), cac minh hoa,
INSERT Ny . N
lién ket (link), header & footer, text va symbols
DESIGN Thay doi page layout, chon slide themes, colors, fonts va

effects, cling nhu background styles va graphics

TRANSITIONS | Thiét lap hiéu tng di chuyén giira cac slide

ANIMATIONS | Thiét lap céac hiéu ang cho tig ddi tuong trén céc slide

Xem truéc cac ché do view, ghi nhan thoi gian trinh chiéu

SLIDE SHOW 2. iy s A .2 R
(rehearse timing), thay doi thict l1ap hién thi man hinh

REVIEW C,ho p‘héPAthuc hiérl _cé,c lénh lién quan dén bao mat va so
sanh tai liéu, thay doi cac track

VIEW Thay d6i man hinh hién thi, an va hién cac thumbnails, xem
va luu cac macro

ADD-INS Diéu chinh thanh céng cu

Bang 3-1 Y nghia ctia menu
» Tuy chinh Ribbon
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Véi PowerPoint 2016, ngudi dung d& dang diéu chinh céc tab trén Ribbon dé hién
thi cac I1énh thuong dung.
Click trén tab File —>click Options—> trong hop thoai Option > chon
Customize Ribbon (1) - chon New tab (2) - chon Iénh tir danh sach
Choose command from (Popular Commands) (3)
Véi mdi command dugc chon, click Add (4) dé thém command vao tab mai.
Click Rename (5) dé ddi tén tab theo y mudn.

Click OK dé tat ca cac hiéu chinh & trén c6 hiéu luc.

PowerPoint Optiol
General @

Customize the Ribbon.
. = 3
Proofing
S Choose commands from:@ / Customize the Ribbon:@
ave
Popular Commands IZ| Main Tabs
Language 1
Advanced |£| Action Settings - Main Tabs -
o % Add Animation » 2 [¥]Home
Customize Ribbon _)D Add Table » Clipboard
Quick Access Toolbar 24 Animation Pane Slides
%  Animation Styles L4 4 Font
Add-Ins r.J Bring Forward i Paragraph
Trust Center .2 Bring to Front [ Drawing |
:— Bullets » Editing I
B3 Copy insert
3& Cut ) Design
;.\;‘ Decrease Font Size P @ Transitions
T Draw Table o
= N N v
I=] Duplicate Slide Animations L
I@_"'I Email [#Islide Show
/ Eyedropper [¥IReview
A Font I- [+ View
»
Font C_olor O Developer 5
Font Size 1=
) Format Background... 2 Add-Ins i
©% Format Object.. \ [¥IMerae
¥ Format Painter New Tab MNew Group Rename...
E® From Beginning o i
'I;l' Erom Current Slide Customizations: Reset ¥ |4
g—] ﬁm“pl_ . = Import/Export ~ [©
oK Cancel
! ——

Hinh 3.4. Man hinh hién thi tab méi ¢ Ribbon:
> Céc ché do hién thi (View)
Chon tir Status bar ¢ goc phai duéi cua cira s6 PowerPoint hodc chon céc biéu tuong
twong (ng tr menu View.

B &5 B T - i + 58%

Home Insert
= = i EEIE
E EENEE EEN e

Normal Outline Slide Notes Reading Slide Handout Motes Copy Cut Slide WordArt Slide
View Sorter Page View  Master Master Master Master - Sorter
Presentation Views Master Views MNew Group
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- Normal View va Outline View: 1a ché d6 mic dinh khi khai dong
PowerPoint.

- Slide show: trinh chiéu slide toan man hinh, ché d¢ nay dung dé trinh chiéu
khi thuyét trinh.

- Notes page: xem ndi dung slide va cha thich cua slide.

- Reading view: xem ndi dung slide, khéng hién thi toan man hinh

- Slide Master: vé ché do thiét ké slide master

- Handout Master: xem truéc ciu tric cua slide master.

- Notes Master: xem chu thich master

» Hiéu chinh khung nhin PowerPoint

O ché do Normal view hay Slide Sorter view, ching 1
ta c6 thé thay ddi kich thudc man hinh hién thi noi dung caa | Zoom L
slide bang cach:

Zoom to

- Tu goc phai dudi cua thanh Status bar trong cira || @ ft  percent 59% =
s6 PowerPoint, chon Zoom level, man hinh sau 400%
xuat hién, chon ti 1¢ % hogc nhap vaoconso mong ||~ ***
mudn & Percent. © 100%

©) 86% |
- Hoac chon tur View tab - Zoom group = chon ) s0%
Zoom button. ©) 33%
- Hoic kéo biéu tugng Zoom & goc phai dudi cia ok | [ cancel |

thanh Status bar nhu hinh dudi
»> = | + s9%

3.1.3 Thao tac véi trang trinh chiéu (Presentation)
3.1.3.1 Tao file trinh dién moi
» Trinh ty thuc hién:
- Trén tab File > chon New, cira s6 New Presentation xuat hién véi tly chon
Blank Presentation dugc td sang
- Click Create dé tao mgi slide

Néu mudn ap dung cac Themes cua PowerPoint, click menu Design dé hién thi
Ribbon cac Themes. Design Themes la cAc mau slide c6 dinh dang san voi font chit, mau
sic, hiéu tng, ...

File Home Insert Transitions Animations Slide Show
TE R E S
BT 3 ]
:,é‘q I
Aa Aa T e Aa -
[ 1 | - [ 1 | - U T T T T T T T] - _

- Chon Theme tuy thich dé 4p dung cho slide.
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3.1.3.2 Thay ddéi Slide Layout

Slide layout dung dé thiét 1ap cau trdc hién thi noi dung cho mdi slide. Trinh ty thuc

hién:
- Click chon slide muén thay déi ciu tric
- Chon Home trén thanh thuc don
- O muc Slides, chon Layout
- Tu danh sach x6 xudng, chon c4u tric slide mong mudn

Insert Design Transitions Animations Slide Show

| _| [ ILayout -
Office Theme
New
Shde ~
[} Tar
Title Slide Title and Content  Section Header
= My My Tar Tar
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Hinh 3.5. Lua chon ciu tric slide
3.1.4 Thao tac véi slide
3.1.4.1 Thém méi va ga bo slide

Menu Home > (Group Slides) > chon New Slide, mét slide vai cau tric mic dinh
s& dugc thém vao file trinh dién. Néu chiing ta muén chon cu trdc slide khéc, chon tir drop

down list cua New Silde nhu hinh dudi

Home Insert Design Transitions Animations S|

[ Layout =
¥ Reset
New
Slide - = Section -

= | Office Theme

Title Slide Title and Content ~ Section Header |

Twao Content Comparison Title Only

Blank Content with Picture with
Caption Caption

lﬁ Duplicate Selected Slides
r\j Slides from Qutline...
=

Reuse Slides...

Hinh 3.6. Thém méi slide



» Cac tuy chon khac khi thém mai slide

- Duplicate Selected Slides: thém slide c6 noi dung, cau tric va dinh dang gidng
slide dang chon.

- Slides from OutLine: thém slide c6 noi dung duoc ly tir cac file dang word (.doc,
.docx) hoic text (.rtf). Tiéu dé cua slide 1a nhitng noi dung vin ban duoc dinh dang
véi Heading 1, cac ndi dung thuoc Heading 2 sé tro thanh cac noi dung chinh caa
slide.

- Reuse Slide: thém slide tir cac slide ¢ nhirng file khac.

3.1.4.2 Xoba Slide
> Cho phép x6a slide khoi bai trinh chiéu.
Chon moét slide (hoic nhiéu slide) can x6a = Right Click > Delete Slide (hoic
chon Group Clipboard > tab Home = chon biéu tuong Cut)
> An Slide: Cho phép an slide trong bai trinh chiéu nhung khéng xda di.
Chon slide can che gidu = Right Click > Chon Hide slide
3.1.4.3 binh dang slide
Chon va thay ddi Themes
Chon menu Design = (Group Themes) = chon Themes tuy y.
Nguoi dung dugc phép thay d6i mau nén, font chir cho Themes bang cach chon tir
dropdown list.
binh dang nén
PowerPoint cho phép thay d6i nén (background) cua
slide theo céc tily chon khac nhau. Nén cua slide c6 thé 1a mot
mau chon tir bang mau, hoic mot nén duoc phédi nhiéu mau tir
bang mau, hoac nén 1a mot hinh anh chon tir 6 dia. ..
Trinh ty thyc hién:

= Layout »
e Reset Slide

@ Format Background...

] A Hide Slide
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Format Backgrou... ™ *

O

4 Fill
* Solid fill
Gradient fill
Picture or texture fill
Pattern fill
Hide background graphics
M-

x
-

Color

Transparency 1 0%

4

Apply to All

Chon Slide - Right Click = chon Format Background,
xuat hién khung dinh dang Format Background.

Solid fill: day la tuy chon khéng c6 anh huéng nhiéu dén
nén cua slide, tip trung vao diéu chinh d¢ trong suét cua hinh

anh(Transparency).
Gradient fill: thay d6i mau sac hinh nén tir séng sang t6i va

nguoc lai.
Picture or texture fill: thay dbi nén slide 1a mot hinh anh.

Pattern fill: chon mau mau san co.
Hide backround graphic: an hinh nén

3.1.4.4 Thém ndi dung Footer

Noi dung Footer 1a noi dung s& xuat hién & cudi méi slide, thuong c¢é noi dung gidng
nhau cho tat ca slide. Nhiing noi dung thuong chén vao ¢ Footer gom: Ngay thang nim
(date and time); Sé thir tu slide (Slide number); Noi dung tiy chon (Custom text)

» Trinh tu thuc hién:

Header & Footer

Chon Ribbon Insert = (Group Text) > Header & Footer, xuat hién hop thoai

P |

Header and Footer

Slide | Notes and Handouts

Include on slide

D Date and time

D Slide number

|:| Footer

|:| Don't show on title slide

Preview

Update automatically

8/9/2019
Language: Calendar type:
English (United States) ¥ | |Gregorian -

Fixed

8/9/2019

l Apply ‘ [Appl}{tonlll l Cancel

Hinh 3.7. HOp thoai Header&Footer

Include on slide: chon tly chon mong muén va hiéu chinh néu can thiét

Nat Apply: thém Footer cho slide hién hanh.
Nat Apply to all: thém Footer cho tét ca slide.
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3.1.4.5 binh dang bang Slide Master
Viéc dinh dang cho tung slide c6 thé 1am mat nhiéu thoi gian dé soan mot bai trinh
chiéu. Slide Master cho phép thuc hién cac cong viéc dinh dang trén toan bo slide, trén cac
cau trdc cua slide va sir dung cho tat ca céc slide con cua bai trinh chiéu. Do d6, chi can
thay d6i mot dinh dang cua slide master, dinh dang cua cac slide con s& thay dbi theo. Slide
master khdng chira noi dung, chi chta cac d6i teong dé dinh dang. Céng viéc dinh dang
trén slide master thuc hién twong tu nhu dinh dang ting slide don.
Trinh tu thuc hién:
- Chon Ribbon View—-> (Group Master View) - chon Slide Master,
Xuat hién giao dién dinh dang Slide Master - thuc hién dinh dang cho

Close
Slide Master nhu slide don. Master View
- Sau khi dinh dang xong, chon ché do hién thi Normal hoic chon B

(Group Close) = chon Close Master View, giao dién s€ tré lai trang thai soan thao
noi dung cho tirng slide don.

Presentationl - PowerPoint B - 8 X

Slide Master Home Insert Transitions Animations Review View Q Tell me what you want to do... Sign in ,Qr Share

i :‘ | 7‘ ml i I Colors = &) Backaround Styles - [i m
= 282 )

—— [} Rename [A]Fonts - Hide Background Graphics
Insert Slide Insert Insert | Focters  Themes DEﬁ - Slide Close
. ects -

Master Layout Placeholder - Size~ Master View
Edit Master Master Layout Edit Theme Background 5 Size Close ~

Click to edit Master title style

+ Edit Master text styles
* Second level
* Third level
* Fourth level
« Fifth level

Slide Master  [[4  English (United States) B 5 @B 7 - 1 + 60% [

Hinh 3.8. binh dang Slide Master
3.1.5 Chén va dinh dang cac ddi twong trong Slide
» Soan thao noi dung cho Slide

Trong PowerPoint, vian ban dugc dat trong cac Place holder hoac cac textbox. Luu
y: cac thao tac dinh dang van ban (font chir, in dam, nghiéng, gach dudi, Bullets and
Numerbing, ...) va chén cac d6i tugng (table, biéu do, wordart, hinh anh, header, footer,
...) duoc thyuc hién nhu khi str dung Microsoft Word (Xem thém ngi dung Chuwong 1)

> Thém vao ddi twong d6 hoa
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Chon Ribbon Insert - (Group lllustrations) = Chon cac tly chon  0gpape: -

twong tng. I SmartArt
Shapes: cac hinh vé co ban nll Chart
SmartArt: biéu do cau tric tuy chinh flustrations
» Thém tranh vao slide
Chon Ribbon Insert & Group Images, xuét hién hop tiy chon.
- Pictures: Chén hinh anh dugc luu trit trong may tinh E L% Online Pictures
- Online Pictures: Chén hinh tir mang Internet Pictures @ SCreenshot-
- ScreenShots: Chén hinh duoc chup truc tiép tir man hinh ZlPhoto Album
- Photo Album: Chén anh vao album =
» Chen van ban
Chon Ribbon Insert > (Group Text), xuat hién hop tdy chon:
A D 4 728 Textbox: chén ddi twong dé nhap van ban
Text Header WordArt =] WordArt: chén chit nghé thuat
Box & Footer - @
Text

> Binh dang cac d6i tuong do hoa

Tat ca cac dbi tugng dd hoa nhu textbox, picture, (
wordart, shape, clipart... déu c6 chung mot cta so

Set as Default Shape

7 . .
| E|:| Size and Position...

Format dé tly chinh cac dinh dang. Bé mé cira s6 nay, %% Format Shape..
thuc hién Right Click trén dbi tuwong va chon Format |
Shape. - & Lz -
- Nhom Fill&Line: dinh dang mau nén va dusng ké Style  Fil Outline
- Nhém Effects: dinh dang céc hiéu ¢ng do6 bong,
3D....
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Format Shape ™ * | Format Shape =~ ~* Format Shape i

Shape Options  Text Options Shape Options  Text Options Shape Options Text Options
U O Qs » U ®
4 Fill Shadow U Size

No fill Reflection Position

o Solid fill Glow Text Box

Gradient fill Soft Edges I Alt Text

Picture or texture fill 3-D Format

Pattern fill 3-D Rotation

Stide background fill

Color _2 v

Transparency | 0% a
Line

4 »

Hinh 3.9. Pinh dang cac ddi trong d6 hoa trong PowerPoint

- Nhom Size & Properties: dinh dang kich thudce, vi tri chit va cac thudc tinh khac
trong textbox.
» Tao mot album hinh anh

Dé tao mot trinh chiéu vai noi dung mdi slide 1a mot hinh anh c6 san.

- Chon Ribbon Insert > Photo Album > New Photo Album, xuat hién hop thoai
Photo Album.

r —
- . o y" L2 e S
1. Chon cdc hinh anh cantao album |
Album Content
Insert picture from: res i album: Preview:

File/Disk... [ 1 Jeytish
1
N— W2 kool

d Mew Text Box

Picture Options:

Captions below ALL pictures

Thém vao cAc text slide
i | ALL pictures black and white

Album Layout
Picture layout: |Fit to shde

3.Tao Photo Album

Frame shape: |Rectangle

Theme:

I Create Cancel

Hinh 3.10. Hop thoai Photo Album
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» Thém doan phim (video)/am thanh (audio) vao slide
Thémvideo == *))
=]

Chon Insert->Video, chon mot trong cac kiéu video Video Audio Screen

- Video on My Computer: sir dung céc file video c6 sin dé . ~  Recording

ém vao sli Online Video..
thém vao slide. E& Online Video
- - A N -A A X , . R "vlrd \1| :ICl”
- Online Video: thém vao lién két dén cac video tren | = V900" e
website.

» Chen file video trén may tinh

Insert tab > (Group Media) = chon Video on My PC - hop thoai Insert Video>
chon video mudn chén > Insert.

[F] Insert Video

te | B » Libraries » Videos »

Wl Search Videos

Organize ~ New folder =~ O 0

}s Downloads

Videos library

& Recent blaces Includes: 2 locations

Arrange by: Folder v
4] Libraries
*, Documents
> .4 Music
> &, Pictures
> l. Videos

m

Sample Videos Wildlife

& Homegroup

4 & Computer
> & Windows7 (C)
> < Data (D) -

File name: v IVideo Files 'l

Tools ~ I Insert |VJ1 Cancel ‘

Hinh 3.11. Hop thoai chén video trén may tinh c& nhéan
Chen video tir trang website

Insert tab = (Group Media) = Online Video > hop thoai Insert Video—> chon video muén
chén > Insert.

4BACKTO SITES

YouTube

15 search results for https://youtu.be/a89vNiNQRVA
https://youtu.be/a89vNiNQRvVA

— _

6 HOQRS of Study Music Piano | Relaxing Mu... Select o item. . Cancal
Classica -
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Hinh 3.12. Hop thoai chén video online
3.1.6 Lién két va nhing dir liéu
> Tao lién két di liéu
Chung ta c6 thé sir dung cac ddi twong dd hoa hay van ban dé tao mot lién két dén:
C4C tap tin c6 san/ cac dia chi website/dia chi e-mail/cac slide trén cung 1 bai trinh chiéu.

Tao lién két dén slide trong cung mat bai trinh chiéu. = %] 'Ll:j
) Az T
- Chon van ban hoac hinh anh can tao lién két = .
) ) ) . Hyperlink Action | Comment
- Chon Ribbon Insert—=>(Group Links) = click Hyperlink,
xuat hién man hinh Edit Hyperlink. Lt Eomeit
rEdl! Hyperlink ( \ |M
Link to: Text to display: tap muc p 2. ChQn slide F ScreenTip..
‘:.JH ‘Sevled a plage in this docu llell ket ew:
Ezw:;gpaugeeor Slide Titles
1. Slide 1 1.2. Phan tich thyc trang (t)
$) -
Place in This ﬁ” — l "
paner 4. 2. N§i dung chinh 3 = S c-»'----\ —
| 5. Téng quan vé khai pha dir liéL BN =2 ')_,
Create New I @ - o
Document .’:':"i"“ — -
sa -ﬁ\ -3 -
2 Crmi-frey J B 7
E-mail Addr e e Remove Link |
IEy——

Hinh 3.13. Hop thoai Edit Hyperlink
- Chon Place in This Document = Chon slide lién két > An OK.
Tao lién két dén cac tap tin cd san hay trang web.
- Chon van ban hoac hinh anh can tao lién két
- Chon Ribbon Insert->(Group Links) = click Hyperlink, xuat hién man hinh Edit

Hyperlink.
Chon Existing File or Web Page > Chon file lién két > An OK.

- 165 -



i il
Edit Hyperlink 1 EER=X

Link to: =/ Text to display: tdp muc phd bién
_ — =
Existing File or O k. New folder E D
il = = 20171111_111213 - Bookmark...
Current - E
a Folder | = 20171111.111253 El
place in This = 20180116_133759
Document = 20180216_133752 2
Browsed | 20180216_133753
(i Pages | = 20180927 202635
Create Mew ’ ’
R — 20180929_071656
Recent Files | = 20181003 211826 3
&= 20181003_211900
& — oomcon o \ bl
E-mail Address | dress: A A A\ A\ New folder\20180929_071656.jpg \ \v| | RemoveLink
[ OK ] l Cancel l

—_ - — — — ]

Tao lién két dén dia chi email:
- Chon vin ban hoic hinh anh can tao lién két
- Chon Ribbon Insert=>(Group Links) = click Hyperlink, xuat hién man hinh Edit
Hyperlink.
- Chon E-mail Address &> Nhap dia chi email can lién két tai E-mail address > Nhap
tiéu dé tai Subject > An OK.
FEd't Hyperlink ' ‘-1 M

Link to: Text to display: |Hyperlink ZNhElP ﬂlEl chi email SereenTip..
m n A o
& . can lién ket
E-muail address:
Existing File or A

Web Page mailto:khoacntt @unetiedu.vn

-
5 5!'3‘.19'3' - a A o
'.ﬂ ) ti libu hoe tip B.th_lp tiéu de
Place in This A

Document Recently used e-mail addresses;
(&
Create Mew
D nt .
e 1.Chon Email

) Address

E-mail Address ' Remave Link

K Cancel J

- - ——— = — —

3.2 Thiét Iap hiéu &ng cho trang trinh chiéu (Presentation)

Hiéu tng va hoat canh trén slide 1a cac tinh ning nham nhan manh cac théng tin
cung cap trén slide va diéu khién dong thdng tin can chuyén tai cho ngudi nghe. Muc dich
la gitp cho bai trinh dién s6i dong, 16i cudn ngudi nghe. Viéc ap dung hiéu ¢ng va hoat
canh nay c6 thé trén tung slide riéng 1é hozc trén slide master. Thuc hién &p dung hiéu tng
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trén slide master s& gitp ban tiét kiém thoi gian hon. PowerPoint cung cap nhiéu hiéu ¢ng
va c0 4 dang chinh:

Home Insert Design

Entrance
Appear Fade
Wipe Shape
T s
¥ ¥*
foom Swive
Emphasis
Pulse Colaor Pulse
Desaturate Darken
Complemen.. Line Color
u R

¥ More Entrance Effects...

More Emphasis Effects...

b o

More Exit Effects...

s,
{

More Motion Paths...

=

Transitions

1o

Fly In

»

Whee

¥

Bounce

Teeter

Lighten

k

ill Color

R

W w
Float In Split
= >

Random Bars Grow & Turn

Spin Grow/Shrink

k

Transparency Object Color

A A
Brush Color Font Color
A

Hinh 3.14. Thiét 1ap hiéu ang cho bai trinh chiéu
Entrance: cac ddi twong 4p dung hiéu ng s& hién trén slide hoic di chuyén tir

ngoai vao slide.

rFe

Animations Slide Show

Exit: cac dbi twong &p dung hiéu wng s& bién mat khoi slide hoic di chuyén ra

khoi slide.

Emphasis: cac dbi tuong 4p dung hiéu tng sé duoc td dam/ddi mau chit/thay doi

kich thuéc chir....

Motion Paths: cac ddi twong 4p dung hiéu ung sé di chuyén theo mot duong di

duoc dinh san.

Cac dbi twong tham gia &p dung hiéu tng c6 thé 1a: text, hinh anh, shape, chart,
smart art, slide...

Trinh ty thiét 1ap hiéu tng cho mot déi tuong:

Chon dbi tugng can tao hiéu ang
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- Chon kiéu hiéu tng (thuéc mét trong bén dang & trén)

Thiét 1ap muc d6 &p dung hiéu @ng.

Thiét lap thoi diém, téc d6 va sb 1an lap cua hiéu ung.

Diéu chinh trinh tu hién thi cua cac ddi trong theo dong chay noi dung.
3.2.1 Thiét 1ap cac hiéu ing cho Slide

3.2.1.1 Thiét lap hiéu tng chuyén slide

Pay 1a mot thiét 1ap trén toan bo céac slide dé tao hiéu wng chuyén tiép tir slide nay
dén slide khac. Trinh tu thuc hién:

Chon Ribbon Transitions = chon dang chuyén tiép (hiéu tng) > chon Effect
Option - Chon tuy chon phu hop.

Presentation] - PowerPoint Drawing Tools H - & X

Home Insert Design Transitions Animations Slide Show Review View Format Q Tell me what you want to do... Sign in ,Qr Share

|-Q) I — — ‘P)Suund: [No Sound] ~ | Advance Slide
< € €
5 L I_I @ I—I/ I—I - ; @ Duration: 01.00 2| [v] On Mouse Click
review i i _ =
None Cut Fade Push Wipe Split Reveal = Options - E‘)Apply To All After: [00:00.00 -
Preview Transition to This Slide Timing ~
From Bottom -

1 Animatinn Dana ¥ X

Hinh 3.15. Thiét 1ap hiéu ang chuyén slide
3.2.1.2 Thiét lap Timing cho slide

Chon Ribbon Transitions = (Group ) Sound: [No Sound] - Advance Slide
Timing) (© Duration: 0200 . [v] On Mouse Click

-

- Sound: kém am thanh khi thuc hign 3 Apply To Al Alfter: |00:00.00 .
hiéu ung Timing

- Duration: thoi gian thuc thi hiéu tng chuyén tir slide nay sang slide khéc

- On Mouse Click: chuyén sang slide khac khi nhap chuot

- After: nhap khoang thoi gian tu dong chuyén tiép slide.

3.2.2 Thiét 1ap cac hiéu ing cho cic ddi twong trén Slide
Cac budc thiét 1ap hiéu tng cho mot ddi tuong:
- Chon dbi twong can tao hiéu tng
- Chon kiéu hiéu tng (thudc maot trong bén dang & trén)
- Thiét lap mtc d6 ap dung hiéu tng: &p dung cho tirng di twong riéng Ié hay cho
ca nhom
- Thiét lap thoi diém, téc do va sé lan lap caa hiéu tng.
Diéu chinh trinh tu hién thi cua cac ddi trong theo dong chay noi dung.
3.2.2.1 Chon kiéu hiéu ung
Chon tab Animations = nhém Animations = chon hiéu &ng mong mudn

Hoac, chon Add Animation tir nhdm Advanced Animation—> chon hiéu thg mong
mudn.
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'l* 81 Animation Pane Start: Reorder Animat

gge Duration: Move Earlie
Add
Animation ~ Animation Painter Delay: Move Later
Entrance -
o ' w Y ). i
Appear Fade Fly In Float In Split
e 2, ]
w > = -
Wipe Shape Whee Random Bars Grow & Turn
ETY o\
b4 * ¥
Zoom Swive Bounce
Emphasis |
A
Pulse Color Pulse Teeter Spin Grow/Shrink
Desaturate Darken Lighten Transparency Object Color
g v ¢ A [

Y More Entrance Effects...

More Emphasis Effects...

*_,

Maore Exit Effects...

As,
c

More Motion Paths...

Hinh 3.16. Chon kiéu hiéu timg cho ddi tuong

Khi chon mét dang hiéu ang, trén Ribbon s& xuit hién Effects ,r -I*
Option tuong ng va&i hiéu ing da chon. Tai day, ching ta chon cac

Effect Add
tuy chinh phu hop cho hiéu ung. Tuy thuéc vao loai hiéu ing duoC Options~ Animation
thiét 1ap ma céc tiy chon trong Effects Option s& khac nhau. Direction A
3.2.2.2 Cac tuy chon néng cao cho hiéu trng 1\ Float Up

Dé thiét 1ap thoi gian, toe d6 va sé 1an l1ap hiéu tng cia mot ddi
twong, thuc hién nhu sau: ¢ Float Down
Chon Ribbon Format = (Group Animations) = Chon biéu
tugng mili tén & goc dudi bén phai cua Group Animations, xuat hién hop thoai Effect
Option.

Color Pulse Teeter Spin Grow/Shrink  Desaturate |, Eiiect
Options

Animation

Tuy thudc vao loai hiéu trng, ma cac tuy chon trong hop thoai Effect Option sé khac
nhau.
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Tab Effect: Thiét lap céc tay chon
cho hiéu tng nhu duong di (Path),
mau sic (color), Am thanh (Sound),
Hiéu tng khi két thac (After
animation), ...

Tab Timing: Ap dat cac tly chon
thoi gian 1€n hiéu g

Start: Chon sy kién dé bat dau mot
hiéu tng. Onclick: cho click chuot,
With previous: khai dong dong thoi
véi hiéu ung truéc do, After

Teeter u—J@ &1
Effect |Timing |Tex‘t Animation
Settings
Color: E|
Enhancements
Sound: Arrow E
After animation: E

o] [ ]

previous: khoi d@ong sau mot hi¢u
ung nao do.

Teeter

2 - |

Timing | Text Animation

SN § oncicc K9
Delay: 0 = seconds

Duration: | 1 seconds (Fast) lz‘
Repeat: (none) lz‘

[ rewind when done playing

o) [owen |

Tab Text Animation:

o Group text: thiét lap cap do hiéu
ung cho van ban trong text box
hay 0 giit cho.

Automatically after: la thoi gian
delay da chon

Animate Attached shape: thiét 1ap
khi van ban nam trong mot shape.
Truong hop nay shape sé hién thi
truwdc rdi méi dén van ban.

In reserve order: cac hiéu ung
thuc thi theo trinh tu nguoc lai.

S Delay: thiét 1ap thoi gian cho trudc
Khi hiéu rng xay ra.

o Duration: thoi gian hién thuc hiéu
g hay toc do (Very
Fast/Fast/Medium/Slow/Very slow).

o Repeat: chon sé 1an Iap lai cho hiéu
ung.

o Rewind when done playing: doi
tugng duoc tra vé noi xuat phéat sau khi
thuc hién hiéu ang

>
Teeter 2 I
Text Animation

Group text: #As One Object

8
Automatically after |0 =
[¥] Animate attached shape

In reverse order

oK l l Cancel
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3.2.2.3 biéu chinh trinh tu xut hién céc hiéu ung

- Chon tab Animations = nhém Advanced Animation = chon Animation Pane.
Hop thoai xuat hién tat ca cac hiéu tmg da duogc thiét 1ap trong Slide.

- Chon hiéu g can thay dbi trinh tu xuat hién.

- Thay ddi trat ty xuat hién cua hiéu ang bang cac ty chon Move Earlier va Move
Later tai muc Reorder Animation

Drawing Tools m - 8 X
Forma® Q Tell me what you want to do... Sign in ,Q|_ Share
B «® Animation Pane P Start: | On Click ~| Reorder Animation
Trigger ~ @ Duration: | 01.00 - | & Move Earlig 3
on- ¥+ Animation Painter @ Delay: 00.00 . Move Later
Advanced Animation Timing ~

-

Animation Pane ~ %

B Play From -
1] Oval3 [ ]
27 5-PointStar4 || -

N

Hinh 3.17. Biéu chinh trinh tu xuét hién hiéu ang
3.2.3 Trinh dién Presentation
3.2.3.1 Trinh chiéu sitions  Animations [ROICIRI @ Review View  Format
, Sau khi soan thao Slidfe, budc D‘i;r | |_—(=L>I s,
cudi ciing la thyc hién trinh chiéu tru6C  setup  Hide  Rehearse Record Siide
ngu’(‘)ri xem. Slide Show Slide  Timings szc;w'
> Thiét 1ap trude khi trinh chiéu
- Chon the¢ Slide Show = Group Set Up = Chon Set Up Slide Show.=> xuat hién
hop thoai Set Up Show.
- Show type: Céach thyuc hién hién trinh dién
o Presented by a speaker (full screen): Cho phép thuc hién trinh dién &
ché do toan man hinh
o Browsed by an individual (window): Cho phép trinh dién véi thanh
cudn khi slide thiét ké & do phan giai cao khién viéc hién thi khong
day du trang.
o Browsed at a kiosk (full screen): Cho phép thuc hién trinh dién & ché
do toan man hinh, dién ra mot cach tu dong va duoc lap di lap lai.

/| Play Narrations

v| Use Timings

+/| Show Media Controls
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.

Set Up Show { % ﬁJ
Show type Show slides
0 Presented by a speaker (full screen) 0 All
() Browsed by an individual (window) ) From: |1 ~| To:
{ ) Browsed at a kiosk (full screen) T S
Show options M
O Loop continuously until 'Esc’ tdvance slides
D Show without narration -
1) Manually
|:| Show without animation = . . .
1@ Using timings, if present
[] Disable hardware graphics acceleration
Pen color: Multiple monitors
II Slide show maonitor:
Laser pointer color: : EI
- Automatic
Resolution:
Use Current Resolution -
Use Presenter View
l oK ] [ Cancel

Hinh 3.18. Cai dat ché do trinh chiéu

- Show options:
o Loop conticuously until ‘Esc’: Cho phép trinh dién Iap di lap lai lién tuc
dén khi nhan phim ESC. Tuy chon nay 1a mic dinh khi sir dung ché d6

Browsed at a kiosk.

o Show without animation: Tat cac hiéu ung
- Show Slides: Chon cac Slide can trinh chiéu.

o All: Trinh dién tat ca cac Slide
o From ... To...: Trinh dién mot nhdm Slide lién tuc.

- Advanced Slides: Cac tuy chon nang cao.
o Manually: Ché do chuyén trang tha cdng (nhan phim hoic click chuot)
o Using timings, if present: Ché d6 chuyén trang tu dong (sau mot khoang

thoi gian duoc thiét lap trude).

> Thuc hién trinh chiéu

- Chon Ribbon Slide Show - (Group Start

Slide Show)

(@)

From Beginning: Trinh chiéu tir

slide dau tién.

» @

From From

Beginning Current Slide Online ~
Start Slide Show

From Current Slide: Trinh chiéu tur slide hién tai.
Present Online: Trinh chiéu truc tuyén trén Internet (tinh ning méi cua

Power Point 2016)

=

Present Custom Slide
Show ~
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o Custom Slide Show: Tao trinh chiéu tir viéc chon lwa mot sé slide nao do
thay vi chiéu tuan tu toan bo slide.

Ngoai ra, Power Point 2016 cho phép chup thanh phim (hoac tao fie pdf) khi trinh

chiéu Slide sir dung menu Record Slide Show. PowerPooint 2016 tao file wmv chta toan
bo qua trinh chiéu ty dong dé nguoi ding cd thé ghi thanh dia phim.

Slide Show Review View Q Tell me wha
- aR | Play Narrations
s ® L / =M
S ~ |+ Use Timings
*hearse Record Slide Us
imings  Show= | Show Media Controls

X, . . .
s2 Start Recording from Beginning...

& Start Recording from Current Slide...

3.2.3.2 Mot s6 Iuu y khi thiét ké va trinh chiéu PowerPoint

Pé viéc trinh chiéu thanh cong, ngoai viéc chuan bi k§ ludng vé noi dung thuyét

trinh, can luu y mot s diém sau khi thiét ké va trinh chiéu slide:

Khong nén doc slide, vi nguoi nghe cé thé tu doc lay. Nguoi nghe quan tam va
thich thi véi su hiéu biét cua nguoi dién thuyét vé chu dé hién tai.

Khong “trén” sau cac slide, ma nén nhin thang vao ngudi nghe. Nguoi nghe mubn
nhin thay nguoi dién thuyét nhu hai ngudi dang n6i chuyén véi nhau.

Céc video minh hoa la cac “slide” sbng dong va 16i cuén nhat.

Str dung mét hoac hai font chix cho bai trinh chiéu, khéng dung qué nhiéu font.
Str dyung font chit rd rang va dé doc (Font Arial, Roman, Gothic la nhitng font pho
bién duoc dé nghi)

Font size khdng nén nho hon 22pt. Céc tiéu dé co font c& 28pt tro Ién.

Khong nén nhap qua nhiéu text cho mot slide.

Str dung chit hoa cho cac keyword mudn nhan manh

Cha y mau nén cua file trinh dién. Trén may tinh, mau nén t6i sam véi font chit
sang thuong kha dep, tuy nhién khi trinh chiéu trong mai truong sang va khoang
cach xa thi rat kho nhin rd.

Khong nén qua lam dung hiéu &ng (amination), chi sir dung hiéu ung du dé thé
hién y do bao céo, dong thdi nhan manh nodi dung trinh chiéu voi nguoi xem. Khi
st dyng quéa nhiéu hiéu tng trong bai trinh chiéu, d6i khi c6 thé tao phan tng
nguoc, lam ngudi xem kho tap trung vao van dé dang dién thuyét.

3.3 Cac bai tap hé thong kién thuc
3.3.1 Bai tap PP 1

Tao bai trinh chiéu co ban dit tén 1a Bail.pptx. Bai trinh chiéu gom 7 slide duoc

danh s6 trang va chon tén tac gia la noi dung cua tiéu dé dudi cua cac slide. Nham muc
dich sau:
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Slide

Noi dung

Slide 1:

gom tiéu dé: “Gidi thiéu vé ban than” viét bang chir nghé thuat, phia
dui co dé tén tac gia. Vi du nhu sau

GIO1 THIEY VE BAN THAN

Tac gia: Nguyén Van A
Dia chi: Lop DH CNTT 12A1
Email: nguyenvana@gmail.com

Slide 2:

khéi quat vé noi dung s& duoc trinh bay trong bai trinh chiéu; gom
thoéng tin c& nhan, s¢ thich, thanh tich hoc tap/cong viéc, qué quan

TRUGONG DAI HOG KINH T

Gigi thiéu vé ban than

» Théng tin ca nhan
» S¢& thich

» Thanh tich hoc tap
» Tai ndng dac biét
» Qué quan

Slide 3:

cd noi dung ghi trong hai cot: mot ¢t chen mét buc anh cua ban
than, mot cot ghi cac thong tin: Ho va tén, ngay thang nam sinh, qué
quan, khoa, 16p, trrong dang hoc.

Slide 4:

c6 nodi dung gidi thiéu vé so thich bang van ban va c6 chén hinh anh
hoac bai hat minh hoa cho s¢ thich

Slide 5:

c6 ndi dung gidi thiéu vé két qua hoc tap 1a mot bang diém hoc tap
gom nim cot voi tiéu dé cot 1a: STT, Tén mdn hoc, Piém diéu kién,
Diém cudi ky, Piém trung binh mén. Cac tiéu dé nay duogc cin giira
trong cot trong tng. Céc dit liéu trong cac cot STT, Diém diéu kién,
Diém cudi ky, Diém trung binh mén duoc cin 1& giira, con cac dir
lieu trong cot Tén mdn hoc duoc cin 18 déu hai bén. Va mét sé thong
tin thanh tich khac néu co.
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Slide Noi dung
Slide 6: c6 ndi dung gisi thiéu vé qué quan co hinh anh hoic video ngin
minh hoa
Slide 7: Két thlic bai gigi thiéu hién thi mot 1o chao vai noi dung “Rét vui
duoc 1am quen véi tat ca cac ban” viét bang chit nghé thuat va chén
mot biéu twong vui nao do.
3.3.2 Bai tip PP 2

Thiét lap hiéu tmg cho cac d6i tuong, tao lién két cho céc slide caa bai trinh chiéu

Mg tép “Bail.pptx” da thiét ké trong bai tap trén.

- Tao hiéu tng xuat hién cho cac dbi tuong trén ting slide (hiéu tng tdy chon).

- O slide 2, mdi noi dung dugc lién két dén cac slide twong ung.

- O slide 3, tén qué quan duoc lién két téi slide 6, phan tén trudong duoc lién két t6i
website cua truong (www.uneti.edu.vn).

3.3.3 Bai tap PP 3

1. Mo Ms PowerPoint, tao mai mot Presentation tréng, luu tén BAITAP.pptx

- Vao View->Master Views->Slide Master. Thuc hién viéc diéu chinh trén slide
master nhu sau:

- Cheén tén cua truong “TRUONG DAI HOC KINH TE - KY THUAT CONG
NGHIEP”¢ gdc tréi trén cua slide. CO thé chén thém logo cua truong

- Phén Footer trai nhap thong tin: University of Economics — Technology for
Industries. (Xem mau dudi)

TRUGNG DAI HOC KINH T

4

R

Edit Master text styles
Second level
Third level
Fourth level
Fifth level

i University of Economics — Technclogy for Industries

2. Thyc hién viéc tao cac hiéu tmg (Animations) tity ¥ cho céc dbi tuong bén trong
cua ting cau trdc slide. Vi du hiéu tng cho layout trén. Thyc hién tuong ty cho cac cau
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trdc slide con lai. C6 thé chon mau chit, font chix, bullet & numbering cho céc & giir chd
néu mudn.

HEERI IRRRREES TR RERT SRR RRRS SRR RRRF SRR RS ERRRRERT ERRAREES KRR SRR RERE SRR ERRY SRR RRRE SRR RRRL SRR | ) )
Animation Pane ~ %
'/0' TRUONG DAl HOC KINH T (=]
L 19 Title 1: Clickt... []
w1 . . .
Click to edit Master title style 2k tmstaie. 0 -
S Secondlevel [
Y Thirdlevel  [J
J Fourthlevel []
Fifth level
2 i p Edit Master text styles 2* - O
: » Second level
: » Third level
2 » Fourth level
2
» Fifth level
FEE
O 8 =i
University of E ics — Te for i w0 | -

g Gemme g v

3. Ap dung dinh nghia Slide master bén trén dé tao mot bai trinh chiéu cho riéng minh.
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