Soan thdo van ban

9,_” Microsoft Word



A H Khoi ddng Word

" C1: Kich dap chubt vao bi€u tug
nén man hinh (Destop).

" (C2: Menu Start/Programs/Microsoft Word

W

oud

Microsofk
Wiord

tren

" C3: Kich chuft vao biéu tuong clla Word trén
thanh Microsoft Office Shortcut Bar G gbc trén

bén phai nén man hinh.



CUra sO lam viéc cla Word

Thanh tiéu dé
Thanh Menu chinh —
Thanh cong cu — |
Thanh dinh dang —
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g MO mOt te€p trang mai (New)

" C1: Kich chubt vao bi€u tuong New T wén
thanh cong cu (Toolbar).

" C2: Antd hop phim Ctrl+N
® (C3: Vao menu File/New.../Blank Document



M& mOt tép da ghi trén O dia
g(Open)

" (C1: Kich chudt vao bi€u tugng Open@ trén Toolbar.
= C2: Ant6 hgp phim Ctrl+O

" (C3: Vao menu File/Open...

ook in: K‘V‘@‘@|QXDE=_=E'E|'TDDI_S-
e 1. Chon noi chUa
[:- té N n
[E‘i : %h(_)n tép can
", mo Bam niit
My Docurnen ks 3. Bélm nl,lt Cance1 dé
i 3{ Open dé m& tép Uy leénh mo
Y _omputer A
: tép
Mvﬁrk File name: | v [_open |
Flaces Files of Lype: |.ﬁ.ll Word Documen ks w | Cancel ¥




) IH Ghi tép vao 6 dia (Save)

" (C1: Kich chu0t vao biéu tuong Save @ trén Toolbar.

= C2: Antd hgp phim Ctrl+S

" (C3: Vao menu File/Save

v Néu tép da duogc ghi trudc tu trudce thi 1an ghi tép
hién tai sé ghi lai su thay doi k€ tUr 1an ghi trudc (cé
cam gidc la Word khéng thuc hién viéc gi).

v Néu tép chua dugc ghi 1an nao s€ xuat hién hOp
thoai Save As, chon noi ghi tép trong khung Save in,
g tén té€p can ghi vao khung File name, an nt Save.




hi tép vao 0O dia vdi tén khac (Save As)

> Khi ghi tép v&i 1 tén khac thi tép cii van tOn tai,
t€ép mGi dugc tao ra c6 cung ndi dung vai t€p cil.

® Vao menu File/Save As...

E> Save As
Savein: | () MINE ¥ @ @ X i - Took~
20041124 _HopBDA_DHMN1 A

Q B o irvite-HM

My Recent

Documen ks
©; 1. ChOn nOi ghi teép
Desklop

2. G0 tén mai cho tép

My Dacurments A ,

y | 3. Bam nut L

Mygp{m Save d€ ghi Bam nut.
- | t&p Cancel de

e M= =} hiy Iénh ghi

Places Save as bype! |'-.-'-.-'u:|r|:| Dacurmen k " | Cancel [d 7 tép



Thoat khoi Word (Exit)

w

" C1: Antd hOp phim Alt+F4

" C2: Kich chu0t vao nit Close 3 gbc
trén cung bén phadi cUa s6 lam viéc cUa
Word.

" (C3: Vao menu File/Exit

“ Néu chua ghi tép vao O dia thi xudt hién 1
Message BOX, Ch(_)[l: Microsoft Office Word X]
“ Yes: ghi t€p truGc khi t
“ No: thoat khong ghi tép;
“ Cancel: huy 1énh thoét.

! "-\ Do ywou wank to save the changes to Documentz?

ues | [ Mo ] [Cancel




\ 'H Phuong phéap g6 tiéng Viét

" Pé go dugc ti€éng Viét can c6é font ch( tiéng
Viét va chuong trinh gd tiéng Viét.

" C4c b0 font tiéng Viét: ABC, VNI, Unicode...

= BO font ABC gOm cac font ch(r bat dau béi .Vn
* VD: .VnTime, .VNTIMEH. .VN3DH, .VnArial...
" (Cac font Unicode: Arial, Times New Roman, ...

" Cac chuong trinh gb ti€ng Viét: ABC, Vietkey,
Unikey... Hién nay b0 gd Vietkey dang duQc suU
dung rOng rdi vi c6 nhiéu uu di€ém: dung lugng
nho, ho trg phuong phap gd cho nhiéu bo font, ...
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Chuong trinh go Vietkey

" Menu xuat hién khi nhdy chu0t phdi vao bi€u
tuong Vietkey & goc dudi phdi nén man hint

Sita ddu nhanh
Cho phép gis tt

Gap IGi trd lai tigng Anhk

Hién clra sO Vietkey dé
thiet lap kieu 86 (TELEX’ buill Hign cita 58 Vietkey . C+Sh+P
VNI), cac tuy chOn, thong o Két thic

e ~ : Tr i
lV(%(_)n cach go Unicode khi P Tro ol
| Lnicode

B '.—f

dung font chr Unicode ?
Bang ma WMl
Chon cach gd TCVNS3 khi S L
dung font ch(r ABC g VAR i
fOAA s N || G& tiéng Vit
Ch?n Cfie dq go tieng 54 g A
Viet hoac tieng Anh

1-Ucodel UTF-8...C+5h+F1

(Alt+Z) E7, artist - Hat.., |M§ﬁﬁﬂﬂ_
1V




'» Cach go ti€ng Viét ki€u TELEX
i " Cach go cac ky tu dac biét:

" aw N a, ow - o]
" w N U, aa N a
" ee - e, 00 - 0
" dd - d

" Cach gb cac dau:
" s:sac, f:huyén, r:hoi,
" x:ngd, j:ndang, z:thodibd dau
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\ IH Cach go tiéng Viet kiéu TELEX (tiép)

" C6 th€ bd dau ngay sau khi gd nguyén am hodc
sau khi da go xong tuU.

" Vi du, d€ gd dong chr “Trudng Trung hoc Dia
chinh Trung uong II”:
" Truwowngf Trung hocj DDiaj chinhs Trung

uwowng 11

" MuOn gd tiéng Anh ma khong muOn chuyén
ché dob gd, c6 thé gd thém kv tu ddc biét 1 1an
nla, vi du: go tu “New York” nhu sau: Neww
Y orrk
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[I-MOt sO thao tac soan thdo

kﬂw 1-MOt s6 phim hoO tro khi soan thdo
" Tab: tao 1 khodng trOng (ngam dinh 0.5 inch),

thudng ding dé thut dau dong doan vin ban.

" Caps Lock: bat/tat ch€ db gd chi hoa.

= Shift: - gitr Shift va go ky tu chtr s€ cho ch in
hoa

- gitr Shift va go cac phim c6 2 ky tu sé cho
ky tu @ trén.
- gi(r Shift va an c4c phim di chuyén sé boi
den (chon) doan van ban.

" Delete: x04 1 ky tu dUng sau con troO

" Back Space: xoa 1 ky tu dlng truGce dohn trd



Enter: xuOng dong d€ gd doan van ban mai.
Home: dua con tr0 vé dau dong.

End: dua con trd vé cudi dong.

Page Up: dua con tr0 1én 1 trang man hinh

Page Down: dua con tré xuOng 1 trang man hinh

Ctr
Ctr
Ctr

+Home: dua con trd vé dau vin ban
+End: dua con trd vé cudi van ban

+Enter: ngat trang bat buOc (sang trang ma&i)
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2 2-M0t sO quy tac chudn
kdw' Khong c6 khodng trang trudc dau phay (,), dau
cham (.), dau hai cham (:), ddu chdm phay ()...
" C6 1 khodng trang sau cac dau trén.
" Cac dau nhdy don, nhdy kép, md& ngodc, déng
ngoac phai 6m sat vin ban.
" VD g6 sai:
Cacky tuinthuong:a, b, ..., z( 26 ky tu’) .
" VD go dung:
Cac ky tu'in hoa: A, B, ..., Z (26 ky tu).

15



[1I-Dinh dang van ban
5.'|W 1) Binh dang ky tu

a) SU dung thanh cong cu Formatting:

- B6i den doan van ban (dung chudt hoac dung
phim Shift két hop v&i cac phim dich chuyén)

Jhlu:urmal » MnTime ~ 14 = ‘H I | ‘

i \ ¢
Chon font ChCr/ LI/
Chon kich thuéc chii
Ch(r in dam (Ctrl+B)

Ch(r in nghiéng (Ctrl+I)
Ch{r gach chan (Ctrl+U)

16



b) SU dung menu Format/Font...:

- B6i den doan van ban. Vao menu Format/Font. ..

Font 21|
@ Fonk | Character Spacing | Texk Effects |

Fant: Font style: Size:

IReguIar |14 ChOH kiCh

'.' 11ME]
9 - -
> | Y TimeH Italic 10 | 4 ~
MnUniverse — | Baold 11 th UGC Ch u
MnniverseH Bold Italu: 1z
Mnvogue i

Chon mau /Jw — ““d”';“;:;':;f 5|~~~ Chon dang
EFf;

&%n kj. é—,u/’%:ihﬁthroggh r Shau?luﬂ o Ch u\ (blnh .
o o R R thuong, dam,
ga Ch Chan I Subscript [ Enarave .~
. Preview nghleng,

Chon font chtr

/ A

Khung xem
tr UOC d ! nh This is a TrueType font, This font will be used on both printer and screen,
d.a ng Default, .. | K I Cancel | 1 7

> | Néng cao chit lvgng dao tao va quan Ly dao tao




2) PBinh dang doan van ban

w

a) SU dung thanh cong cu Formatting
- B6i den doan van ban

e v

Canlétraii Cangilta Canlé phai Candéu?2lé
(Ctrl+L)  (Ctrl+E) (Ctrl+R) (Ctrl+))

18



b) SU dung menu Format/Paragraph...
- Boi den doan van ban, vao menu Format/Paragraph. ..

E> Paragraph ]

2%

Chon cach cin 1& T e e e |
B |Bu:u:|§.-' kext vl

Aligniment: Justified - 2wtline level:

!

Khoang cach tinh ~ menen —

> Left:

\ N - IEI cm 5‘ _
tu le trai va phai TR e R O
- 2 4L Spacing
Khoang c,ach VOi_ 0 o s m/
doan truOc va sau we o fises AT 3
Preview

Khung xem R B R
trudc dinh

dang
Tabs... | ITI

Zancel

_ Khoang cach

gilfa cac dong

19



) 'H 3-Go chi sO va sO mil

" PE gd chi sO, si dung t6 hop phim Ctrl va = dé
chuyén doi gilta ché d6 gd binh thuOng va ché
dd gob chi sO. Vi du dé go x, th( tu' g6 phim nhu

sau: X, Ctrl va =, 1,
" PE gd sO mi, sU dung tO hop phim Ctrl va Shift

va = dé chuyén dobi gi(ta ché d0 gd binh thudng
va ché do g6 sO mil. Vidu g6 x* nhu sau:

x, Ctrl+Shift+=, 2,

20



4-Sao chép/chuyén van ban
(Copy/Move)

w

1.
2.

Chon doan vin ban can sao chép/chuyén

- Néu sao chép: An Ctrl+C (bam nut Copy,
menu Edit/Copy)

- Néu chuyén: An Ctrl+X (b&m nit Cut, menu
Edit/Cut)

Pat con trd tai ndi muOn dan vin ban

An Ctrl+V (b&m niit Paste, menu Edit/Paste)

21



5-Phan cOt cho van ban
(Columns)

w

a-Chon doan vin ban can tao cOt
b- C1: Nhan vao ntt columns

- C2: Chon menu format\columns

22



} 'H 5-Tao ky tu 10n dau dong

a-Chon doan van bdn can tao Ky tu 16n dau dong.
b-ChOn menu format\Drop cap

Opkions

Fonk:

MnTime
Lines ko drop:

Distance from texk: 0cm

] 4 Cancel |

23




6-Tao tiéu dé dau trang, cudi

Wtrang
-Chon Menu View/ Header and footer thanh

cong cu xuat hién

Insert AutoText = Eil (= B B £ [F T, dose

24



Bai 3: MOt sO thao tac chén

1-Chén sO trang van ban: TU menu chon Format/ Page
number xudt hién hop thoai Page number

Page Numbers

Position:

Botkom of page (Fooker)

Alignment;
Right

W Show number on Firsk page

Format... Zancel




Cac lua chon:

Palium/ |E| |E|

Fosition: FPreview

Bokkom of pag.

Aligriment:
|Right

tien

I Show number on First page

‘ O, I Cancel ‘

26
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2-Chén ky tu dac biét (Symbol):

-Pat con trd & vi tri can chén.

-Tu MENU chon Insert / Symbol khung thoai
Symbol xudt hién. Chon ky tu can

chen roi n

Symbals l Special Characters ]

Font: [(normal text) =] Subset: |Basic Latin -]
el s]el& DAL -
O[1[2][314]|5|6[7[8[9]:|;|<|=|=|"7
@ A|B|C|DIE|F|G|H|T|T |K|LIM|N|O
PIQIR[S|T|UlvIwX|Y[Z[[[\|1]"]_ .,
Recently used symbols:
€|E|Cla|d™|+|z|<|=|i|1|=w|a|a|p

SPRCE “haracter code: [0020 From: |Llr|in:|:u:|e (hex) j

AuboCorrect. ., | Shorkcut Key... | Shorkouk key:

Insert | Zancel |




3-Chén hinh anh vao van ban (Picture):

kﬂw -Pat con trO @ vi tri can chén
-Tu MENU chon Insert / Picture /Clip art hoac
form file chon anh can chén.

<p Inserk Clip Ark -

Resulks:

e
—
el

28




4-Chén Dong chir nghé thuat (WordArt)

w

hoac nhan vao nit cong cu 4|

WordArt Gallery

Select a WordArk style:

-Pat con trO @ vi tri can chén

]

Wairel 1t

pordh

ordar,

[

Wordar{

WordAr!

WordArt

WordArt

Weardhet

WordArt

Worc Art

WordAt

WhariAx

Hordhet

waifill| 2

s

it

e ]E':.

Ik

-Tu MENU chon Insert / Picture / wordArt

Xuat hién bang

29



5-Chén hOp van ban (text box)

|
kdw -TU MENU chon Insert / text box hoac nhan
vao nut cong cu: [E|[i#l . Xuat hién bang

.................................................................................................................................

g
: - g
: g
: - Ié
: ?
g
ot

-Nhan phim Delete d& xéa hdp thong bao nay.

-Gilt chuOt trai kéo tao 6 d& nhdp Text vao.
30



6-Chén cong thuc toan (EQUATION)

| -Dat con tro vao vi tri can chén

-TU MENU chon Insert / Object Xuat hién
bang Object HE

Create New l Create From File l

Object tvpe:

LEAD Main Control (12,07 ﬂ
LinkProcessor Class

Media Clip b\
Microsoft Equation 3.0
Microsaft Excel Chart
Microsoft Excel Workshest | Display as icon
Microsaft Graph Chart

Microsoft PowerPoint Presentation j

Result

r. Inserts a new Microsoft Equation 3.0 objeck inko
vour docurment,

K | Cancel |

-Nhan chon Microsoft Equation / OK xudt hién
hOp cong thuc

Zzx | jab | FEE  2+® el 93  ENC  doof | Awh  AO®




Equation

5 E eE 2ol v 3 | EncS deof  AwH

Ty | Juds T Iu

-Nhan chon cong th(tc minh can.

-Nhap cong thlrc. ROi déng clra s6 EQUATION lai

32



Bai 4: Lam viéc v&i bang bi€u (Table)

1).Tao bang

" Pat con tro tai noi mudn chén bang
® Vao menu Table/Insert/Table...

Insert Table :

=

s

Tahble size

Mumber of columns:

Mumber af rows:

5

=l+—— Nhap sb

2

= fap s6

Chon do6 rOng cac

\ﬁ.utDFit behavior

(¢ iFived column width: |
> Aukofit ko contents

™ AutoFit bo window

9% rom ct
O rong cot tu
d6ng vua khit nOi

Table Format  {none)

E)U('_I)]géng cOt vUua vOi
trang gidy ciing nhu
vUa vOi nbi dung

Suko

SutoFormat, ..’“r

hang
ﬂ rd
ChoOn cac bang
bi€u da thiét ké

ian , A
ay cac thong

—

Ik,

[ set as default For new tables <

Zancel

sO trén thiét 1ap
| cho bang bi€u

mOi

33



} 'F‘ 2) Dich chuyé€n va chon mién

* Dich chuyén:
" Dung chuOt
" Dung phim Tab hoac cac phim miii tén
+ Chon mién:
" Chon ca bang: dat trO0 chult trong bang, vao menu
Table/Select/Table
" Chon cac hang ké nhau: kich chu0t ngoai 1€ trai cla
bdng, ngang vi tri hang dau tién, gilt chudt di qua cac
hang con l1ai.
" Chon cac cOt ké nhau: di chu0t dén sét 1€ trén cOt dau
tién, con trd chuOt chuyé€n tUr hinh ch{r I thanh miii tén
den thi kich trai chut, gi(r va di qua cac cCA)?E i:bn 1ai.



\ 'H 3) Thay d0i kich thudc hang/cOt

* Thay d0i d0 rOng cOt:
* Di chubt vao duOng khung phdi cla cOt d€ xuat hién
miii tén 2 chiéu
* Gi{r trdi chut va kéo dén d6 rOng mong muOn
(c6 thé kich dip chudt d€ Word tu diéu chinh)
+ Thay d0i chiu cao hang:
" Tuong tu nhu trén v&i duong khung dudi cla hang.

35



w4 Nhap 6, chia 6
i.:. Nhap cac 6 thanh 1 (Merge cells)

" Chon cic 6 can nhap

" Nhdy chudt phdi vao viing vUfa chon, menu xuat hién,
chon Merge Cells (hoac menu Table/Merge Cells)

+ Chia 1 6 thanh nhié€u (Split cells)

" Chon (cac) 6 can chia

" Nhdy chuOt phdi vao 6 vUa chOn, menu xudt hién,
chon Split Cells... (hoac menu Table/Split Cells...)

* HOp thoai Split Cells xuat hién: Nhap sO cOt va so
hang can chia vao khung tuong Ung Number of
columns va Number of rows.

36



A 5) Them cOt/hang vao bang
dw' Chon cac cOt hoac hang, khéng can chon tat cd cac 6
(sO cOt/hang thém vao s€ bang sO cOt/hang da chon)
® Vao menu Table/Insert/
| Table Window Help | Vistkey02.1
4 Draw Table Pﬁa‘% A O
T -

Thém cOt vao bén
trai cOt hién tai

Delete Thém cOt vao bén
; i #. Columns ko the Left © phai cOt hien tai
elec _
' i p R . . A
B sl cells... .Hn Colurns ko the Right g Thfmh}\langh?/?o b én
tren hang hién tai
|:|| . :HE R Et":l"."E! ‘/ I g ) .
TR Thém hang vao bén
i = dudi hang hién tai
E‘“’ Cells... 37




6) Xoa bang, xoa hang, xoa cOt

B |
i““ " Chon cac cOt hoac hang
" Vao menu Table/Delete/
Table Window Help | Vietkey0z.1

- ¢ Draw Table PE ﬂ ‘ % 1

| =5 S — YT | -

e r— i
Insert b = = | X04 & bang
; Table - Xo0é céac cOt
Seleck b Colurmnns « da chon
H Split Cells... X 04 cac hang

da chon

Table Properties, .. 18




7) Cac thao tac dinh dang duOng

ké

.« 7 \ 2 :
i Gy dUdng kigsreven
- Click. on diagram below or use
bukttons ko apply borders

2=

Khung xem

|
“* S dung menu Format/Border and Shading. ..
" Chon céc 6 trong bang
" Vao menu Format/Border and Shading...
Borders and Shading
Eorders | Page Border | shading I
Khong ké o
Chi lk@ﬁﬁung_i B
bién ngoai R -
T I

Ké khung bao /’Iﬁ

quanh tat ca 6
Tuké khung____|

]
=]

theo y muOn

Grid

uskom

Width:

15 pt

- Apply

o

Po day dudng k™"

Opkions, .. |

Shiow Tool

bar

| Horizonkal Line. .. |

Cancel |

)

N
~

trudc

Céac nut ké
tung duong
khung



8) Céac thao tac dinh dang duOng

| ke
kdm * SU dung thanh c6ng cu Tables and Borders

" Vao menu Table/Draw Table... d€ xudt hién
thanh cong cu Tables and Borders

H | Al 2
‘_ﬁ?eﬂ\ v v [ mﬁuu‘zlalfv
Bit T5y d& xo4 | DO day Merge  Split Chiéucao  Chiéu
ké quongké | dudng Cells  Cells cichang rOng cac
khung ké bang nhau cOt bang
Kiéu duong ké Mau duong ké nhau

1. Chon ki€u dudng ké, d6 day dudng ké..., chon bt
ké khung dé con trO chudt thanh hinh céi brit.

Di chult qua cdc duong k& mudn dinh dang.
> ThUOng dung pp nay d€ xo4 hodc lam dagpduong

]7@

N




9) Sap x€p trong bang

Chom cQt (MmOt hogc nhiéu) can sap

Xép
Tieu cha sapr 0
x€p dau tién

Chon cOt can—
sap X€p
Tiéu chi sap
x€p th( hai

Khéng sap x€p
hang dau tién —
dugc chon

E-J"

Sork by

—>]C|:|Iumn 1 | Type:
Then by
|C|:|Iumn Z| j Type:
Then by
| j Type:
My list has

—>{ " Header row

{+ Mo header row <

|Te:-:t - |

Texk

Texk

ik,

+ fscending

i+ fAscending
[ Descending

(+ fAscending
" Descending

|

(" Descending<—

/

Zancel

| Cpkions...

Chon ki€u d{r
liéu cUla cOt

Sap x€p tang dan

Sap x€p gidm
dan

C6 sap x€p
hang dau tién
dugc chon

" Khi co nhleu d(r liu bang nhau theo tieu chi Sort by

thi s€ sap x€p cac d{I liéu dé theo tiéu chi }1hen by.



10) Banh s th( tu trong bang

ChOn cac 0 can danh sO thU tu.
® Vao menu Format/Bullets and Numbering... Tab Numbered

Bullets and Numbering @@ - , ;. A .. -
G| 40 || Khoang cach tGi 1€ trai cua
' i L 6 (Luu y 1a cc sO th( tu
MNone 2. ] Il < ~ 2 o A
5 . i . o nay khong thé can leé nhu
| Dinh dang sO o 5 y 2
N 5 " i_ S 2 binh thuOng [] tang/giam
: (x6a dau cham) « 3 ,
: ’ g ' k/c nay de duQc nhu'y)
L;it ”_”"_1'3'3_”“9_ B - Custonize Numbered List
s r'-illill.'nl:uver Format
Lo , ~ Mumber skwle: Skart at:
Kiéu danh sO "“J}ﬂ—,ll = Previcw
B 2 t d = ut 1 S A Mumber pasition 1.
d a a O/ Left : ~| Aligned at: 0,63 cm E|: &

Text position

Indent at:  [1.27 cm 3:
dan 42




11) Tinh toan trong bang

k | '\I = Ta cd thé si dUIlg cac cong thuc dé€ tinh toan voi dir liéu

SO trong cac 0 cUa bang.

= Khi tao bang, cic 6 dugc gan ngam dinh dia chi nhu sau:
A B C D

1] 1 2 7 " Pija chi cUa mOi 6 dugc
2| 3 4 8 x4c dinh bang tén hang di
i S L S kém v@i tén cOt, VD: Al,
= Pat con tr chult tai  mudn s dlﬁlzg ¢dng thUec.

" Vao menu Table/Formula...

Khung nhap (s ] Trong cong thuc

cong thite | PE co the si dung
_ cac ham sO co6 san,
ChOH dll‘lh dan Murmber Format: , , ,
Lo . ~ g_.)l#J##D l] CaC phep thIl +, “
hien thi ket qua « , 4 e
i Paste Function: 55k - ’ /, CacC hang SO...
Chon ham sO > -] | -]

cho céng thUc
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12) Tinh toan trong bang (ti€p)

“* MOt sO ham sO

Két qua

% Cong thUc
SUM( )

AVERAGE()
MIN( )
MAX()
PRODUCT()
ROUND(x,y)

T6ng cUa cac tham s, VD: =SUM(E3:E5,D4,5)
Trung binh cOng cUa c4c tham sO

Gia tri nhO nhat cla cac tham sO

Gi4 tri 16n nhat cUa cac tham sO

Tich cla c4c tham sO

Gi4 tri 1am tron cUa x v&i sO ch{r sO thap phan
Y oo A

ke MOt <6 the
SUM(ABOVE)
SUM(BELOW)
SUM(LEFT)
SUM(RIGHT)

m s dac hiét, vi du vdi ham SUM:

TOng cla cac 6 bén trén cling cOt
TOng cla cac 6 bén dudi ciing cOt
TOng cUa cac 6 bén trai cung hang
TOng cla cac 6 bén phai S&lrng hang



13-Dinh dang trang gidy

® Vao menu File/Page Setup... Tab Margins (lé)

E> Page Setup il EI
h 2 h 1,\\ Ma"g""s ''''' | Faper Size | Paper Source | Layout |
Khoang cach cac 1€: -
- g L T m ~Prewisw
trén (top), dudi 7 . -
. Boktom: 2cm —
(bOttOIl;l), {rail (left), Lefk: 3,5 cm = =—————
phal (rlght) Right: |2 cm 5‘ S —
2 , A Gukter: 0 cm = —
Khoang cach dau———¢on cdge =—
trang (header) va Header:  [1,27em ]
chan trang (footer) Footer;  [1,27cm 2] applyto:  [whole document ]
- A I~ Mirror margins iukker posikion
Thiet lap lam kich [ 2 pages per sheet * Left " Top
thuGc ngam dinh cho—— peraie.. | = e

mOi van ban
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pDInh dang trang giay (tiep)
i " Tab Paper Size (kich thudc trang gidy)

2] x|
Margins  Paper Size | Paper Source I Layout I
KiCh thu'é'c trang glé’y Paper size: Preview
(binh thudng chon T 1™ E
A4) width: 29,7 cm E“
) Height: 2tem = —
ChOn hu‘Ong trang ~Crientation
giay: Portrait (thang A " Portrait
dUng) hoac ¢ Landscape
Landscape (nam Apply ko:  'Whole document j
ngang)
Default, .. 8] 4 I Zancel

46



14-In van ban

g ® Vao menu File/Print Preview d€ xem van ban
tri@c khi in dé tranh vin ban in ra chua vUa

Nut nay dé
] A 7| x
= .o —'—l/hOn cac thong
Nay]-ﬁueanzxcnmomam ~|  Properties” SO may In: khO
ChOn may Stakus: Idle glé,y in (ChOn
. Type: Zanon LEP-510 A A
where:  JGILYOZICANONE10 I~ Prirk to file A4), dO phan
In tat Comment: L
\-Page range —_opies glaI’ °°e
In trang ﬁ?en G all Mumber of copies: |1 3‘ 1y
—_— Zurrent page € Selection \ n 2 .
taidat contrd | rpgy | mi S0 ban in
In cac trang / T s e
dugc nhap vao “Zoom
Print what: ID::u:urnent j Pages per sheet: |1 page j
Print: | Al pages in range | | Scaletopapersize: [noScaing v
opkions. ., I Cancel |
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