Excel 2007 toan tap




Excel 2007 toan tap - Ky 2 - Thé nao la WorkBook, Thé& nao la
WorkSheet

Thé nao la WorkBook

WorkBook la tap tin cua Excel ma trén dé cé nhiéu WorkSheet, trén
mot WorkBook ban dudgc md tdi da 255 Sheet. Ban cé thé md

nhidu WorkBook cting ltc va mdi WorkBook 1a mot ctra s6 Excel
rieng biét (ban khong nén md qua nhiéu WorkBook vi nhu vay sé

chiém b6 nhd va may chay cham).

Cac tap tin WorkBook c6 phan mdé rong XLS (Excel 2003)
va XLSX (Excel 2007).

Khi md Excel thi s6 lugng Sheet mac dinh trén WorkBook la 3
Sheet (ban cé thé thay dbi s6 lugng Sheet mac dinh (xem *))
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(*) Thay doi sé lugng Sheet mac dinh:
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o MOt menu Iénh hién thi, ban chon Excel Options.

o HOp thoai Excel Options hién thi:
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o Thay dbi gia tri trong 6 Include this many sheets I , gia
tri mac dinh la 3.
Thuc hién xong, nhdn OK dé ap dung va Idn md Excel sau, s6
lwdng Sheet dudc md sé bang s6 gia tri ban thay déi trong 6 Include

this many sheets

Thé nao la WorkSheet

o WorkSheet (bang tinh) la tap hdp gom cac cot (Column), dong
(Row), 6 (Cell).

o ThU tu céc cot trong Sheet dudc danh theo th(r tu bang chir cai
(A, B, C, .. .) vagidi han s6 c6t trong Excel 2007 la 16.384 c6t.

o ThU tu cac dong trong Sheet dugc danh theo s6 thirtu (1, 2, 3,
. . .) va gidi han s6 cac dong trong Excel 2007 la 1.048.576
dong.

o O (Cell) trong Excel 2007 cho phép nhap van ban dai han, cho
phép tao cac cdng thidc nhiéu I8p hon va cé thé phan chia viéc
tinh toan gilra cdc nhan cta bd xir ly da nhan (néu cd) dé€ thuc

hién nhitng phép tinh phiic tap nhanh hon.

Sheet hién hanh la Sheet dang dudc chon hoac ban dang thao tac
thay d6i dir liéu.
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Excel 2007 toan tap - Ky 3 - M@ - bong - Luu bang tinh

. M@ mot bang tinh:

o Chon biéu tugng logo 4/ Office 2007 trén goc trai clra sd Excel
2007.

o MOt menu Iénh hién thi, ban chon I1énh Open.
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H&p thoai Open hién thi, ban lua chon tép tin Excel cdn md va

nhan Open thuc hién md tap tin Excel da chon.



2. Luu mot bang tinh:

MOt bang tinh, sau khi da thuc hién chinh sira, mudén Iuu lai ban

thao tac:

o Nh&n t6 hgp phim Ctrl + S
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o Hodc chon biéu tugng logo  * Office 2007

o MOt menu |Iénh hién thi, chon Iénh Save.
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o Mudbn Iuu tap tin v8i mot tén khac, chon Iénh Save As. HOp

thoai Save As hién thi, hay dat tén trong 6 File name va

nh&n Save dé thuc hién Iuu.

3. Thay doi thdi gian tu dong luu trong Excel 2007:

Trong qua trinh thao tac trén Excel, Excel sé tu dong Iuu lai nhitng
thao tac ban thuc hién trong khoang thdi gian tu chon (mac dinh sé la
10 phut).
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o MOt menu |Iénh hién thi, ban chon |énh Excel Options
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o HOp thoai Excel Options hién thi, ban chon I3p 1énh Save.

Hinh anh nay d4 bi thu nho. Nhap vao hinh dé xem
 kinh thuée that (638x303).

Excel Options | W ﬂ.ﬂ
Papul =
L ar v S
F H Customize how workbooks are saved,
Formulas -
Praafing Save workbooks
“Save . Save files in this format: iE::ceI Warkbook j
Advanced [F Save AutoRecover information every 10{ ﬁ minutes l
Costonize AuteBecover file location: IC;'\Dctuments and Settings'\ASUS Application Data\Microsofth\Excel
T I Default file location: |C\Documents and Settings\ASUS\My Documents |
Add-
Trust Center AutoRecover exceptions for: |[': SalesReportl ﬂ
REsgurors [T Disable AutoRecover for this warkbook anly
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o Lua chon dinh dang Iuu tap tin mac dinh trong Save files in this
format (mac dinh sé st dung dinh dang XLSX (Excel 2007).

o Thay dbéi thdi gian tu déng luu trong 6 Save AutoRecover

information every 1 Aminutes.

o Lua chon & dia hodc thu muc dé Iuu tap tin mac dinh

trong Default file location.

o Thuc hién xong, nhdn OK dé &p dung.



Excel 2007 toan tap — Ky 4 — Chén thém — Xdéa bét bang tinh

. Chén thém bang tinh:
Cach 1:
P& thuc hién chén thém bang tinh (WorkSheet), ban thao tac:

L JAlICE2 MUTIOon !ANIUN 2 2
3 Alice Mutton BERGS S 31200 S
4 Alice Mutton BOLID $ - |8
5 Alice Mutton Insert... OTTM $ 1,170.00 $
6 |Alice Mutton Deletdyg NSH $ 1,123.20 S
7 |Alice Mutton Rename 0DOS 5 = |
& Alice Mutton Move or Capy... UNGC s 6240 S
9 Alice Mutton G View Code ICCO ) = | &
10 Alice Mutton 2 Protectsheet..  PATIC s - | $
1k nhﬁn Ehl..llf:lt Tab Color Rk s S
121 phaikenh = AVEA 5 = LS
13 | Sheet Tab e EVES S = |
14| _— VHITC S - S
I_]ﬁi_%nw Select All Sheets llffém J__ QB'_F_M:C_“I &
| Ready

Nhan chudt phai Iénh Sheet Tab.

M4t menu I1énh hién thi, ban chon Iénh Insert.

o HOp thoai Insert hién thi:
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M5Excel 4.0 MS Excel 5.0 Previon:
Macra Dialog

Previevs not available.

Teamplatas on Office Online I OF. I Cancel

Ban chon I8p General, chon biéu tugng @Worksheet, nh&n OK dé
ap dung. Mot Worksheet mdi dudc tao nam trudc Worksheet dang
hién hanh.

Cach 2:

o Chon nhom thé Iénh Home, chon 1énh " Insert. M8t menu Iénh

hién thi, ban chon 1&nh =l Insert Sheet.
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2. X6a bét bang tinh:

o Nhan chudt phai Ién Worksheet can xda trong Sheet Tab.
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2 |alice Mutton 1ANTON 5

3 |Alice Mutton BERGS S 3]
4 Alice Mutton _BOLID 5

5 |Alice Mutton JOReik. TT™ $ 13
6 |Alice Mutton Delete NSH S L
7 Alice Mutton Rename S DOS $

8 |Alice Mutton Move or Capy...  NGC 5 £
9 |Alice Mutton G View Code Cco S

10 Alice Mutton Sy Protectsheet. J1C S

11 |Alice Muttga 5GC S

12 alice Mufl  nhan chudt phai lén VEA S

13 |Alice Mu Sheet can xoa trong IES g

14 Alice Mu Sheet Tab IITe S

15 Aniseed Sv El;fl 5

M 4 M| Sheet3 Product-Customer

& Ready

M&t menu 1énh hién thi, ban chon Iénh Delete. Sheet chon xda sé
duoc xo6a khoi WorkBook.

Hoac chon nhom thé Iénh Home, chon Iénh Delete. M6t menu Iénh

hién thi, ban chon Iénh Delete Sheet.
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Excel 2007 toan tdp — Ky 5 — Pdi tén, sao chép va di chuyén

bang tinh
Déi tén, sao chép va di chuyén bang tinh
1. Poi tén bang tinh:

o Nh&n chudt phai Ién Worksheet cdn d6i tén



1 HGEDE ustomer r

2 |Alice Mutton ANTON 5

3 |Alice Mutton BERGS 5 312
4 Alice Mutton : BOLID S

5 |Alice Mutton | Insert.. $ 1170
6 Alice Mutton Delete S 1,123
7 |Alice Mutton Rename 5

8 |Alice Mutton [ Move:or ot 5 62
9 |Alice Mutton 4—1 View Code s

10 Alice Mutton f b 5

11 |Alice Mutton nhan chudt phai ! s

12 |Alice Mutton | |€n Worksheet $

13 | Alice Mutton can dai tén s

14 |Alice Mutton S

15 Aniseed Svrun Select All Sheets | 5

4 4 » M Shest3 N—— e Y
Ready

M&t menu 1énh hién thi, ban chon Iénh Rename. Luc nay, tén
cua Worksheet trong Sheet Tab sé duogc to
den _ sheets | SONMYE®, - By Product . ban hay nhdp tén mdi

cho Worksheet. Nhdp xong, nhdn Enter dé két thic.

2. Sao chép bang tinh:

o Chon bang tinh can sao chép, nhan chudt phai Ién bang tinh

trong Sheet Tab.
o MOt menu 1énh hién thi, ban chon 1énh Move or Copy.

HOp thoai Move or Copy hién thi (*):



Insert...
Delete

Bename

Move annp}'... i
View CGJJ'E
Protect Sheet..,
Tab Color g

& &

Hide

Select All Sheets

Maove selected sheets
To bioak

SalesReport1 j

Before sheet;

Source Data -
B Produck

By Produck-Cuskaormer

By Product-Customer Filkered k

fmove to end)

o Chon vi tri can sao chép dén trong Before sheet (trong vi du,

bang tinh sao chép dén sé& nam trudc bang tinh By Product-

Customer va nam sau By Product). Néu mudn nam & vi tri cudi

cuing cla cac bang tinh cé trong Workbook, ban chon (move to

end).

o Danh dau tuy chon Create a copy (n€u khdong danh dau nghia la

ban chi di chuyén ban tinh)

o Nh&n OK dé& ap dung.



o Hodc ban ciling c6 thé nhén chubt Ién tén bang tinh trong Sheet
Tab, nh&n kém thém phim Ctrl va kéo chudt di chuyén dén vi tri
can sao chép trongSheet Tab va tha chudt ra. (n€u khéng nhan
kém phim Ctrl nghia la ban di chuyén dén vi tri mai).

nhan chudt kem Ctri
keo di chuyén denw

SAVEA 5

tri can sao chep va tha chudt ra

15 | Aniseed Svrin - AL FKI S 5
4 4 b M |_Source Data  ==myermsmem————— Y Gy Product-
L

Ready

3. Di chuyé@n bang tinh:
Viéc di chuyén bang tinh ciling thao tac tuong tu nhu sao chép bang
tinh nhung ban khéng danh dau tuy chon Create a copy trong hop

thoai Move or Copy. (xem *)

Excel 2007 toan tap — Ky 6 — Poi mau Sheet Tab va an hién
bang tinh

DG6i mau Sheet Tab va an hién bang tinh
1. POi mau Sheet Tab:

o Chon Sheet Tab cén thuc hién ddi mau (viéc ddi mau giup ban

dé dang phan biét cidc Sheet véi nhau)

o Nhan chudt phai Ién Sheet Tab can thuc hién.



3 |Alice Mutton BERGS 5 312,00 S S
4 Alice Mutton BOUD 5 - |8 5
5 Alice Mutton Insert... S L170.00 S 5
6 Alice Mutton Delete S 1123.20 § - 5
7 Alice Mutton [ Rename SNE-S - ¢  3engn &
) | e Theme
8 Alice Mutton | Move or Copy... coror 1 >
; ('l HEEEEEEN
9 Alice Mut] = ; I%J View Code | t00 5
nhan chudt =
10 Alice Mu . 5 80 5
11 Alice Mu phai lén o Wl B 1B b |5
Sheet can ab Col w11 [
12 Alice Mu i R i. |3
13 Alice Mufly Hide | Standard Colors iso s
14 Alice Mutt v nm A 1111
15 Aniseed Swrun Select All Sheets Mo Color p__ 5
44 M. ByProduct | SOUSCE DB ey { ]
Reacy [ | More Cotors.. EE

2 hY

M6t menu 1&énh hién thi, ban chon |énh Tab Color. Mdt bang ma

thi giup ban Iua chon mau dé thay déi.

u hién

2. An hién Sheet Tab:

An Sheet:

o Chon Sheet can an

o Nhan chudt phai Ién Ién tén Sheet trong Sheet Tab.

o M6t menu 1&nh hién thi, ban chon Iénh Hide.

10 |Alice Mutton
11 Alice Mutton
12 |Alice Mutton
13 |Alice Mutton
14 Alice Mutton

15 | Aniseed Svrun
4 4k M| ByProduct |

| Ready

FIEVF WS

Protectsheet. B o
GC 5
Tab Color ¥
A S
Hide 'S - 5
il rc g
Select All Sheets 1] & -
tomer By Product-Ci

Sheet ban chon s& &n ngay lap tic, ban cé thé &n

nhiéu Sheet trong Workbook.

Hién Sheet:



o Nhan chudt phai Ién Sheet Tab.

o MOt menu 1énh hién thi, ban chon 1énh Unhide.

Insert...
Delete
Bename
Move ar Copy...
Q‘J Wiew Code
&y Protect Sheet..,
Tab Color g

Hide

Unhide... .

Select All Shl‘g%ts
STOMET By ProgoctCos

HOp thoai Unhide hién thi:

unhide 2| x|

LInhide sheek:
By Product

Source Daka

=l
K, I Zancel |

M&t danh séch céc Sheet &n hién thi trong 6 Unhide sheet. Ban

chon Sheet can hién trd lai va nhdn OK dé ap dung.

Excel 2007 toan tap — Ky 7 — Chon nhiéu bang tinh & Bao vé
bang tinh

Chon nhiéu bang tinh

Chon nhiéu bang tinh lién ké nhau:

o Nhan chudt Ién tén cia Sheet dau can chon trong Sheet Tab,

nhan gilr phim Shift, nhan chudt Ién tén cua Sheet cudi can



chon. Tha chudt ra, ban sé thdy moét day cac Sheet ké nhau

dudgc chon.
11 |Camembert Pierpss = 3,182.40
12 Chef Anton'sC§  nhan phim Shift 225.28
13 [Chef Anton's G§  va nhén chuét -
14 Filo Mix 187.60
15 Gorennzala Teling A/4.50

M 4+ ¥ _By Product . SourceData

S SO e SR T S ¥ SR 2

4,683.50
2,970.00

742.00

3.R39.37 ¢
By Product-C{ |

M T T S e S e S

Ready

Chon nhiéu bang tinh cach nhau:

o Nhan gilr phim Ctrl va nhan chudt Ién tén Sheet can chon

trong Sheet Tab.

Pé bd chon mét bang tinh ndo, ban nhan gilt phim Ctrl va nh&n chudt

Ién tén bang tinh can loai bd trong Sheet Tab.

Bao vé bang tinh

1. Thao tac thiét 1ap mat khau:

Thuc hién viéc thiét 1ap méat khdu, bao vé bang tinh ban thao tac:

o Nhan chudt phai Ién Sheet can bao vé trong Sheet Tab.

o MOt menu Iénh hién thi, ban chon Iénh &1 Protect Sheet



2 |Alice Mutton ANTON S

3 _AliCE Mutton BERGS ] 312.00

4 |Alice Mutton BOLID 5

5 _All'CE Mutton BOTTRA S 1,170.00

6 Alice Mutt Insest.. §  1,123.20

7 |Alice Mutt : Delete

g |Alice Mutt nhan I Rename § 2 62.40
(Alice Mu chudt B E 5 3

9 |Alice Mutt phai 1én Move ar Copy... 5 -

10 _A“CE Mutt Sheet kl'J View Code s

11 Alice Mutty can bao (I ™ protect sheet.. - g .

12 Alice Mutt ve Tab Color by 5

13 Alice Muttd S -
T " Hide

14 Alice Mutto S

15 Aniseed Syrup S -

S

1ﬁ:-‘-‘a.niqr=l_=d_5w_r:m select All Sheets i -l __&
4 4 b ¥ eByProduct R < 0y Product-Customer
o HOp thoai Protect Sheet hién thi:

||7 Praotect waorksheet and contents of locked u:ellsl

Passwiord to unprokect sheet;

Allow all users of this worksheet to:

Select locked cells
v Select unlocked cells
[ Faormat cells
[ Faormat colurnns
[ Format rows
™ Insert columns
[ Insert rows
[ Insert hyperlinks
[ Delete columns

[ Delete rows |

Ik I Zancel |

o Tuy chon Protect worksheet and contents of locked

cells phai lubn dudc chon.

o Cac tuy chon trong khung Allow all users of this worksheet
to cho phép nguGi sir dung dudc st dung cac thanh phan do ban
chi dinh:



Select loked cells: dudc quét khoi chon cac 6 da dudc bao Vé.
Select unlocked cell: khong dudc quét khdi chon.

Format cells: dugc phép dinh dang 6

Format columns: dudc phép dinh dang cot

Format rows: dudc phép dinh dang hang

Insert columns: dugc phép chén thém cot

Insert rows: dudc phép chén thém hang

Insert hyperlinks: dudc phép tao lién két.

Delete columns: dudc phép xda cot

Delete rows: dudc phép x6a hang

Sort: dudc phép sap x€p bang tinh

Use AutoFilter: dudc phép st dung chi’c nang loc bang tinh.

Use Pivot Table reports: dudc phép s dung chi'c nang Use

Pivot Table reports

Khi da Iuva chon xong cac tinh nang khda bang tinh, ban nhap
mat khdu bao vé vao 6 Password to unprotect sheet.

Nh&n OK dé &p dung, hoép thoai Confirm Password hién thi yéu

cau ban xac nhan lai mét khdu da nhép trong 6 Reenter

Password to proceed.



Confirm Password ed |

Reenter password ko proceed,

Caukion; If you lose or Forget the passward, it cannok be
recovered, It is advisable ta keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

(0] 4 I Cancel |

o Nh&n OK dé ap dung (néu lan th& hai ban nhdp mét khau sai so
v@i lan trudc, Excel sé dua ra thong bao yéu cau ban nhap lai
cho dén khi dung)

2. Ngoai thao tac trén, ban ciing cé thé& chon Iénh dé bao vé
bang tinh trén thanh theé Iénh.

o Chon nhom Iénh Review, chon ti€p Iénh Protect Sheet va lap
lai cac thao tac tuong tu nhu cac budc trén.

|
=4 Home Insert Page Layout Formulas Data I Review | Wiew Add-Ins

;}‘.Res:arch I ] Delet | 5h l : _i:'iJPrﬂitctShut 'Ej,._l

+ . A s LA 1
5 Thesaurus i Show All Comments 43 Protect Wiwgkbook ~ gﬁ,J

Spelling Hew
H}, Translate Comment —d vy ' l:p] Share Workbook _}
PFrooting Comments Cha

3. Loai bo thiét 1ap bao vé bang tinh:
o Chon Sheet can loai bo bao Vé.

o Nhan chudt phai Ién tén Sheet trong Sheet Tab, mot menu Iénh

hién thi, ban chon Iénh Unprotect Sheet.



4 |ANce Mutton BOLID 5
5 Alice Mutton BOTTM S
& |Alice Mutton Insert... ERNSH 3
7 [Alice Mutton|  pelete “lsonos $
8 Alice Mutton Rename HUNGC $
9 Al?ce Mutton Move or Copy.. PICCO S
10 Alice Mutton & View Code RATTC 5
11 Alice Mutton = REGGC S
fo e Ly Unprotect Sheet..,
12 Alice Mutton fl:\g SAVEA 5
1 3
: b Color SEVES 5
chon Sheet can
S & WHITC 5
loai bo bao vé
ALFKI S
Select All Sheets ROTTM S
= By ProductCustomer. |
Ready

o HOp thoai Unprotect Sheet hién thi:

Passwiord; I******

Ok, I Cancel |

Ban nhap mat khiu da ap dung bao vé cho bang tinh vao

6 Password. Nh&n OK dé ap dung.

Ngoai ra, ban ciling cé thé loai bo bao vé bang tinh bang 1énh trén
thanh thé |énh.

o Chon bang tinh can loai bo bao vé.

o Chon nhom thé Iénh Review, chon ti€p Iénh Unprotect Sheet.

s |
—-j Home Insent Page Layout Formulas Data View Add-Ins

'\.h/l;f., um;:arch ] Detete _d ShowHide Comment ljhl.lnprﬂltl:tshtt} g"ﬂﬁ
W 5 Thesaurus A Previous <2 Show All Comments | 3} Protect Workbot - gl
= 2}, Transiate ment 2 Hext Show Ink k) Share Workbook (3T

Proafing Comments Chan



Excel 2007 toan tap — Ky 8 — Chon hinh anh lam nén cho bang
tinh

Chon hinh anh lam nén cho bang tinh

o Chon thé Iénh Page Layout trén thanh thé [énh.

W |
—-j Home Ingert Formulas Data

‘jn ,_J HE] Ij : *_I

Preview View Add-Ins

3 ] Width: | Automatic

51| Height: Automatic
THHM'! r "I Margins Orientation Size  Print Brtaks Bmgruund Print
i 2 3 *  Afear - Tittes | EH Scale:  100%
_ Themes | Page Setup L __ Scletofit
o Chon Iénh L:xéJBackground.
o HOp thoai Sheet Background hién thi:
sheet Background _ﬂﬂ
Lok | sample Prtres = A ¥l
|Jmmm‘
|;&m
Jm\l\‘ﬁﬂi
W | _EEN
S chon hirh &nh
i lm nen
nhan nser
bzl aé chien
Fles ol ee: [ chunes
T )

Ban Iua chon hinh anh dé& lam nén cho bang tinh va nhan Insert dé
chén hinh anh.
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9 N S i

10 SENTINT S0 = [gag.a.l_-h_._ =G

11 ﬁm_----ﬁ_'. 1
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14
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16

17

Wtk M| Sheetl  Sheet2 - Sheetd
_Ready | i 0 {10 0000 (-~

Excel 2007 toan tap — Ky 9 — Pinh dang Font va nhap tiéng Viét
trong bang tinh

Pinh dang Font va nhap tiéng Viét trong bang tinh
Trudc khi nhap tiéng Viét trong 0, ban can phai dinh dang ky tu cho 0.

o Chon kiéu font thich hdp cho 6 trong hdp Font (hodc nhén té hgp
phim Ctrl + Shift + F).



= F = salesReportl - Microsof
Ca) = '

-
- Home Insert Page Layout Farmulas Data Reviel

== % ||caiibri .

11
J o BT e

Paste

L

AN
”
4

Clipboard ™ Font Alignment Mumber

Times Mew Roman =112 ~|| A ,al"ii""__!,u| ‘__
T N7 Sogrn

T UNI-Sowvix

T ¥HI-Swlzs-Condense

B Teken

T - Thoakae

B T

B W Tdap?

Tp VM"WAQPS

T e thofaplon

H WNI-Times

T VII-Timfant 5
T ¥NI-Top

B YMI-Truck

Ay el ok o -

il

Céc font ti€ng Viét theo bang ma Vni Windows thudng bat dau bang
VNI (VNI-Times, VNI-TOP, . . .)

Céc font ti€éng Viét theo bdng m& TCVN3 — ABC thudng bat dau bang
.VN (VNTime, VNArial, . . .)

Cac font ti€ng Viét theo bang ma Unicode thudng la Times New
Roman, Tahoma, Arial, . .

Pé g6 dugc tiéng Viét, ban phai si dung cac chucng trinh gé nhu
Vietkey, Unikey, . . .

- Ve

Chuy:
Ban phai chon dung bang ma va Font tiéng Viét theo bang ma thi mdi



g6 dugc tiéng Viét. Chon kich c& chir trong hop

thudng kich c@ chi [a 11 (point).

"Font Size. Théng

Thay ddi Font mic dinh trong Excel:

Khi md Excel, thdng thudng Font mac dinh sé& hién thi trong hdp Font,

ban c6 thé thiét Iap lai Font méc dinh theo thao tac:

Cin
o Chon biéu tugng logo % Office 2007 trén goc trai clra s6

Excel.

o MOt menu Iénh hién thi, ban chon Iénh Excel Options

.-*"E\ (= I I =
Ta Recent Documents
,
il Close

1] Excel Options

SalesReportl - Micy

[)( Exit Excel

o HOp thoai Excel Options hién thi:

| ‘Popular | I When creating new workbooks
Farmulas
I Use this font: |Bnd:.r Fant Ll
Frooting Font sige: 11 "I
Save Default view for new sheets: |H-::-rmal View ;J
Advanced Include this many sheets: 3 ﬂ
CustoNeze Personalize your copy of Microsoft Office
Add-Ins
User mame: IHG
Trust
fust Center Choose the languages you want to use with Microsoft Office:
Resources ‘[

[ o ]

Language -
| ,

]

Cancel |

£




o Ban chon I&p Popular.

o Di chuyén chudt dén dong When creating new workbooks.
o Thay dbi Font chir mac dinh trong Use this font.

o Thay dbi ¢ chir méc dinh trong Font size.

o Thuc hién xong, nh&dn OK dé &p dung.

xcel 2007 toan tap — Ky 10 — Cheén cac doi tugng vao bang tinh
— Cheén doi tugng hinh anh & Hi€u chinh hinh anh

Chen doi tugng hinh anh
Pé thuc hién chén hinh anh vao bang tinh ban thao tac:

o Ban chon nhém thé Iénh Insert

o Chon ti€p Iénh [““Picture
p"-" d x : ¥ Books - Microsoft Excel

G |

: -/ Home Page Layout Formulas Data Review View

ey = e [ . 5

:ji : _ﬁj Clip Art fe Line = |yl Area a

= ¥ Shapes - ab Pie - L Scatter = o)
PivotTable Table - Column Hyperiin

- T2\ smartarnt - g Bar= ) Other Charts -
Tables liustrations Charts = Links

HOp thoai Insert Picture hién thi:



Insert Paclore ] .ﬂﬂ
Lok e l_jjwv-;h.-L l@-a Xxoad

chan & da_ thi
e B irh &nb --

Pitured gl Puctures

My R

chon hink ankh
cdin chén

nhan insert
dé chisn

il pames; |

o Look in: chon & dia va thu muc ch(fa hinh anh can cheén.

o Insert: chon xong hinh anh, ban nh&n Insert dé chén hinh.
Ban hay xem phim minh hoa d& ndm viing thao tac.
Hiéu chinh hinh anh

Sau khi thuc hién chen hinh anh vao Slide, ban can thuc hién hiéu
chinh lai cac thong sé:
1. Xoay va di chuy@&n hinh anh:

Chon hinh anh cén thuc hién xoay hodc di chuyén.

o Xoay hinh anh:




o Chon vao biéu tugng hinh tron mau xanh ©.

o Con trd chudt sé hién thi thanh biéu tudng %
o Ban nh&n gilt chudt va kéo dé xoay anh.
o Thay ddi kich thuéc hinh anh:

o]

(@

—m——1

o Ban chon vao céac biéu tugng hinh tron ©hodc hinh vudng ©

quanh anh.
o Con trd chudt sé hién thj thanh biéu tugng &
o Ban nh&n gilt chudt va kéo dé thay doi kich thudc hinh anh.

o Di chuyé&n hinh anh dén vi tri méi:

[

ol

=)
{

o Di chuyén chudt Ién trén hinh anh.

o Con trd chudt sé hién thi thanh biéu tudng 5

o Ban nhan gilf chudt Ién hinh anh va kéo dén vi tri mdi.



2. Hiéu chinh do sang, do tuong phan, tong mau, nén hinh anh:
Hiéu chinh do sang:
Khi chon vao hinh anh can chinh sira trén Slide, ban sé thay xuat hién

nhém Iénh Format

Oy L - y Freseniation] - Micioaoh PewerPour Putture Tt =D
)
Homt  lnsenl Deiign  Sremationl Sde S Rwrw Wi A dng =
B contrast W W Changs ictare ol el amll - Poure Bocder - o 2 : <
g Recolor* g Recet Picture = Poture Bect s B Setechion Pane Sk R i) =
pe

Pé hiéu chinh d6 sdng ban chon 1énh Brightness:

+40 %
+30 %
+20 %
+10 %
| 15| 0% (Normal) %
al = 10%
o :_: w
a8
] L
Py
el
o = 230 %
%)a 30 %
a2l
| ot
“;\;Jf 40%
‘%— Picture Corrections Options...

M&t danh séch céc théng sb hiéu chinh dd sang hién thi, ban lua chon

théong s6 d6 sang thich hgp cho hinh anh.



o Thoéng s6 duong (vi du: + 40%, + 30%, .. .): tang d6 sang.
o Thoéng s6 am (vidu: — 10%, — 20% . . .): giam dd sang.
o 0% (Normal): dua db sang tré vé mac dinh ban dau.

o Picture Corrections Options: md@ hdp thoai hiéu chinh néu ban
khéng mudn sir dung céc thong s dugc thiét 1ap san. Khi ban

nh&n chon, hép thoaiFormat Picture (*)hién thi:

Fill Picture

Line Color Riacolor J‘E = |
Line Style =
Brightness: —— J— |L'.I"fu E

Shadow

Contrast: p— I_ |':'“-‘ 5‘
3D Format — -
30 Rotation Reset picture

“Picture

Text Box

o Recolor: déi tdng mau cho anh.

o Brightness: kéo thanh trugt dé tang gidm dd sang.

o Contrast: kéo thanh trugt dé€ tdng gidm dd tucsng phan.
o Reset picture: quay vé mac dinh ban dau cua hinh anh.

o Thay dbi xong cac gia tri, ban nhén Close dé &p dung va thoat

khoéi hop thoai Format Picture.
Hiéu chinh do tuong phan:

Pé hiéu chinh d6 tuong phan ban chon 1énh Contrast trong nhém

Iénh Format.



+40 %%
+30 %
+20 %
B +10%
o 2| 0% (Normal %
i -10 %
o =_| a
-Q.._u 3
miEn 0%
P
ol o
s lla _30%
%:.L 30 %
el
o =] o
.9;)@ 40%
% Picture Corrections Options...

[~
__/’l Home Insert Design Animations Slide Show

j

i Brightness ~ L Compress Pictures

L. ] — | =
(P Contrast = B Change Picture -d -
e L
%F‘.emlor ‘:‘_ﬂﬂeset Picture ™

Adjust Picture Styles

mot danh sach cdc thdng sé cho dd tuong phan dudc thiét I1ap san cho
ban lua chon, ban Iua chon thdong s6 db tudng phan thich hgp cho hinh
anh.
o Thoéng s6 duong (vi du: + 40%, + 30%, .. .): tang db tudng
phan.
o Thoéng s6 am (vi du: — 10%o, — 20% . . .): giam do tuong
phan.

o 0% (Normal): dua db tudng phan tré vé mac dinh ban dau.



o Picture Corrections Options: md@ hdp thoai hiéu chinh néu ban
khéng mudn sir dung céc thong s dugc thiét 1ap san. (xem giai

nghia thong s6 hdép thoai Format Picture *)

Thay doi tong mau:

Ty Home Insert Design Animations Slide Show Review View
W Brightnass = :.{ Comprass Pictures — —- — ._? Ficture Shape =
Contrast ~ Fj Change Picture -_-_‘ B d = | L Picture Border =
P Recolor ~ "‘ji.e:--':'. Picture | i Pictyre Effects =
Ariis =} Ture &~

Thuc hién thay ddi tdbng mau cho hinh anh ban chon

Iénh Recolor trong nhém Iénh Format.

Mo Recolor

=]

Color Modes

- =

= = ~4
Dark Variations

. . .

BN R ¥R

Light Variations

d =d d =

) | Moere Variations 1

Lf Set Transparent Color -
g ==

MOt danh sach cac ki€u tdng mau thiét 1ap s&n hién thi, ban chon mot

ki€u tong thich hgp cho hinh anh.

o No Recolor: khéng ap dung chuyén tdng, tré vé tdng méc dinh

ban dau cua hinh anh.

o Color Modes: ki€éu tdng mau thdi trang.



o Dark Variations: ki€u tdng mau tdi.

o Light Variations: ki€u tdng mau sang.

o More Variations: chon thém cdc mau khac dé thuc hién phdi
tong.

o Set Transparent Color: chon viing mau trén anh dé trd nén
trong sudt. Khi ban nh&n chon, chon tré chudt sé hién thi thanh
biéu tugng ¢ . Ban nh&n chudt chon vao vang mau can trong
sudt trong hinh anh.

Vi du: véi hinh minh hoa bén dudi, ching t6i mudn lam trong subt
vung mau xanh (ngi vong tron do). Chung t6i nhan chon Iénh Set

Transparent Color.

Nh&n chudt Ién viing mau xanh

S

ﬁ

i
L

P
LE

Ngay l4p tdc ving mau xanh trd nén trong sudbt



Nén hinh anh:

PowerPoint 2007 cung cap cho ban chifc nang nén hinh anh tuyét vdai
gitp ban giam bét dung lugng tap tin trinh dién dé cé thé truyén tai
nhe nhang qua email. D& thuc hién, ban chon 1énh Compress

Picture trong nhém Iénh Format.

=
-"'J Home Insert Dresign Animations Slide Show Review WView i
+ Brightness - I:.{ Compiess Pﬂ'.‘tulti-l __ —. ¥ Picture Shape ~
D Contrast = Blg Change F’L-:turj:% il =il sl - O Picture Border -
Wg Recolor = g Reset Picture * o Picture Effects =
Adjust Picture Styles

HOp thoai Compress Picture hién thi:

Compress Pickures [ el B

Apply compression settings now

W Apply to eelected pictures only

! COptions... oK | Cancel |

Chon Options

Compression Settings _ 7| x|

Compression options:

v iButomatically perform basic compression on save;
¥ Delete cropped areas of pictures

Target output:
* Print (220 ppi): excellent quality on most printers and screens

" Screen (150 ppi): good for Web pages and projectors
" E-mail (396 ppi): minimize document size for sharing

oK I Cancel |

o Automatically perform basic compression on save: tu dong

nén hinh anh khi lvu van ban PowerPoint.

o Delete cropped areas of pictures: bd cac vung chua nén trén

hinh anh khi nén.



o Print (220 ppi): nén & ché do in.
o Screen (150 ppi): nén & ché do tai Ién trang Web.
o E-mail (96ppi): nén & ché dob tai qua email.

Ban nhan OK khi thuc hién xong lua chon.

Nh&n OK dé thuc hién nén va déng hdp thoai Compress Picture.

3. I**ng khung va hiéu &ng hinh anh:
Thu'c hién I1**ng khung hinh anh:
Dé thuc hién I**ng khung cho hinh anh ban thao tac:

o Chon hinh anh can thuc hién I**ng khung, IGc nay nhin trén

nhém thé Iénh ban thay xuat hién nhém Iénh Format.

an Animations Shde Show Ry LT Add-Ins L8

Wi == = — 4y Prcture Shape = | U Bring to Front = |= - = 5] l2ss°
.ﬂ d .‘ . zF'-nure Border = -!;.Err'd‘.-c- Back =

" w Picture Effects = || =0 Selection Pane Gk~

i — | "
Crop 253

Pictwre Styies » Arrange

Ban chon biéu tugng |"More trong khung Picture Styles.

=]
-’; Home Ingert Dresign Animations Slide Show Review View Add-Tn

&+ Brightness = :.i: Compress Pictures —— L Picture Shape = 4B

B Contrast = _?_'; Change Picture .-.‘ ..d .i - i Picture Border ~ 'l_'l!-'.

B, = 1_1
M Recolor = "‘j Reset Pucture ng Picture Effects - iy 2
Picture L3 -

MO LFEL ALYIES




MOt danh sdch cac mau I**ng khung cho hinh anh hién thij, ban chon
mot mau thich hdp. Khi ban di chuyén chudt Ién cac mau ban sé& thay

hinh anh ban I**ng khung sé& hién thi cho ban xem trudc trén Slide.

Minh hoa mét s6 méu I**ng khung cho hinh dnh

I**ng hinh vao cac biéu tugng vé:

Trudc day, thao tac 1**ng hinh anh vao céac biéu tugng vé chi thuc
hién trén cac phan mém do6 hoa nhu Photoshop, CorelDRAW . . .Nay
ban s& dé dang thuc hién trén PowerPoint 2007.

Chon hinh anh can thuc hién I**ng vao biéu tugng vé.

Ban chon biéu tugng Iénh YPicture Shape trong nhém Iénh Format.



Rectangles
[ () [ () () () (] (] ]

Basic Shapes
CAMNOACTOOO®®®
GCodOor Ly ooaO
O@AHNEYRLT[(<SC™(])
G147

Block Arrows
DRSS LPR IS
€ dwvnoD » [R5
LA

Equation Shapes
=R ==

Flowchart
O0< OO0 Sy
COoOdN®B K ¢ AVED
QOO

Stars and Banners

WEIAT RO O HESE

2 TR (0 i [T 1 R 0
Callouts
[ QO 3.0 0 A0 A di A A
0 A0 AD dO
Slide Show Review Wiew addIns | Format W_*‘;'

[_.j}mlurtsmpe '«I L}, Bring to Front = |5~

=l B oty 3] 255
st amgll| - & PitureBorded§ A sendto Back - [E] —H

Crop =1 283

* | d Picture Effects ~ ‘%{E‘Sﬂ:ctranﬁane b %

Picture Styles = Ammange Size

MOt danh sdch cac mau biéu tugng vé hién thi, ban chon mét mau
thich hgp dé thuc hién viéc I**ng hinh anh vao biéu tugng vé doé.

MOt s6 cdc mdu I**ng hinh 3nh vao biéu tugng vé



Tao khung vién cho hinh anh:
D& vién khung cho hinh anh, ban chon biéu tugng Iénh = Picture

Border trong nhém Iénh Format.

Irgert Cresign Animations Slide Show Reve View Al -breg Format

_ompress Fictunes [ Picture Shape = || ‘G, Bring to Front = |2~

= — —
Rycungericure | ||gmutl]| |amell| |aandll] - [Z Piceebondens] | % senatotece + |

Theme Colors
H EEEEEN

Standard Colors

En EEEER
Mo Cutline

19 | Maore Outline Colars...

= | Weight L4

sz | Dashes ¥

M&t danh sach cac 6 mau va 1énh hién thj, ban chon vao 6 mau dé via
tao khung vién va mau khung vién cho hinh anh. Khi ban di chuyén
chudt Ién cac 6 mau, ban sé thdy hinh anh can tao khung vién sé& hién

thi cho ban xem trudc trong Slide.

0 No Outline: loai bd khung vién cho hinh anh.

o “More Outline Colors: lua chon thém cac mau khac cho khung

vién hinh anh.

o =Weight: Ilua chon d0 day nét vién cho khung. (xem giai
nghia **)



** khi ban nhdn chon Weight, mdt danh sach hién thi:

Ya pt
1z pt
3% pt
1pt
1¥%: pt
24 pt
Fpt  ———

4% pt  E—

6 pt I

=2 | More Lines,.,

GOm nhiéu cac thong s& mau d6 day nét khung vién cho ban Iua chon.
Ban Iuva chon mAu d6 day nét vién thich hdp v&i hinh anh ban dang

chon.

o More Lines: lua chon thém cac d6 day nét. Khi nhan chon, hop

thoai Format Picture hién thij:

Format Picture I ed s
i Line Style

Line Color Width: [ozspd =
Line Style Compound type: = ¥

Shadow

Rash type: ==Y
3D Format

Cap type: |Flat - I
3-D Rotaton
Picture doin type: |M"‘Er :I'

Arrow settings

Text Box

- w
—
| ]

o Width: Iua chon théng s6 cho d6 day nét vién.

o Compound type: kiéu dd day nét lién.

o Dash type: ki€u dd day nét dut.



Tao hiéu i'ng cho hinh anh:

Thuc hién tao hiéu &'ng cho hinh anh ban thao tac:
o Chon hinh anh can tao hiéu Ung.

o Nhoém Iénh Format hién thi, ban chon Iénh Picture Effects.

Animations Shide Show Beview View Add-Ing Format Lol
T | = ¥ " - o - .
— = L Picture Shape G4 Bring fo Front - | ot 3] 255 =
il =l gl - 5 Acture Border= | Y Sendto Back =[]
— . 2 ,. Lfop — 283 =
= |=* Picture Effects = U Selection Pane S~ s
Picture Styles R AfTANge Size o

M&t danh sédch cadc nhdm hiéu (*ng hién thi:

Mo Presets

_— Soft Edges L4

) Beve ' 2

9, 3-D Options...

|

3-D Rotation *

|

Ban nhan chon moét nhdm Iénh, mot danh sach cac hiéu ’'ng cia nhém
I&nh &4 hién thi. Ban di chuyén chudt Ién mau hiéu (ng, PowerPoint sé&
hién thi cho ban xem trudc thay déi hiéu ing hinh anh ngay trén
Slide.

Tay thudc vao tirng nhdm hiéu 'ng ma ban sé cé thém céac lua chon dé

hiéu chinh théng s6 riéng cho tirng mau hiéu ng lua chon.



o Preset: chon Iénh 3D Options dé Iua chon thém théng sé.

o Shadow: chon Iénh J Shadow Options dé lua chon thém théng

nr

SO.

o Reflection: khong cé Iénh hiéu chinh thong sG.

o Glow: chon Iénh ® More Glow Colos dé lua chon thém théng sé.

o Soft Edges: khong cé Iénh hiéu chinh théng s0.

o Bevel: chon Iénh 3D Options dé Iua chon thém thoéng sé.

o 3-D Rotation: chon I1&nh % 3-D Rotation Options d& lya chon
thém thong s0.

Céac hop thoai thay d6i thdng sd trén khi hién thi, ban thay ddi bat ky
thudc tinh nao trong hdp thoai thi hinh anh sé thay d6i cho ban xem
trudc trong Slide.

Excel 2007 toan tap — Ky 11 — Chen cac ddéi tugng vao bang
tinh — Chén ddi tugng ClipArt

Pé thuc hién chén ClipArt vao Slide ban thao tac:



o Ban chon nhom Iénh Insert
n a, EB
o Chon tiep lenh ZILClip Art

_"Lf Home Dresign Animations Slide Show REI!
B e ) | &
e R = )

Table Picture| Clip Photo Shapes Smarthrt Chart Hyperlink Action
= Art M Album =

Tables l"'g [Ilyg’_r[at_i-:ur_'l_s | Links

HOp thoai ClipArt hién thi (ndm canh phai cla clra s6 PowerPoint):

| Clip Art x|

Search Far;

computer L |

Search in:

|_§| Crganize clips. ..
Dﬁ Clip art on Office Online

1§ Tips For finding clips

o Search for: nhap chu dé ClipArt can tim va nhan Iénh Go.
o Danh séach céac hinh ClipArt (‘nhg v3i chi dé ban chon sé& hién thi.

o Ban Double click chudt vao ClipArt ban can dé thuc hién chén

vao Slide.



o Organize clips: nhdn dé xem tat ca chd dé ClipArt.

Khi nhan chon Organize clips, hop thoai Microsoft Clip

Organizer hién thi:

Al mature - Microsoft Clip Organizer J ;Iglﬂ

ools  Help Type aqueskion for help -

By B X E" £ "5 Clips Online E;

-

- —

chonchi dé  BhionList...

ClipArt

OO oo ||«

ﬁ Food
- -5 Government
i ﬁ Healthcare
i ﬁ Househald

- [ Nature
43 Occupations

-5 People
35 Plants
L Religion
=l
10 Ttems o

Ban chon chu dé va chon ClipArt can chén, ban nhén gilr va kéo hinh
ClipArt vao Slide hodc nhan phai chuét Ién hinh ClipArt da chon va
nhédn Iénh Copy. Thoat khdi hdp thoai Microsoft Clip Organizer va
trd lai trang van ban, ban nhén l1énh Paste dé chén hinh via Copy vao
Slide.

Vé&i mot Clip Art khi dugc chén vao Slide, ban thuc hién hiéu chinh doi
tugng Clip Art tudng tu nhu d6i tugng hinh vé trong bai "Chen va vé
cac hinh trén Slide"

Ban hay xem phim minh hoa dé ndm virng thao tac.

Excel 2007 toan tap — Ky 12 — Chen cac ddéi tugng vao bang
tinh — Chén do6i tugng SmartArt



Trudc day, ban thudng rat khdé khan trong viéc vé luu do véi cac phién

ban trudc clia Excel, gid day véi Excel 2007 thi thao tac s& that dé dang
v@i [énh SmartArt.

minh hga mot dang Iuu do.
1. Thao tac vé:

o Ban chon nhom Iénh Insert

o Chon Iénh ““ISmartArt

N\ LECEE

k3 - Microsoft Excel

il

-/J Hame Page Layout Farmulas Data Review View Add-l
.,JJ airma [g] clip Art i v Line - il Area - Q &l
il REEE il M

— __jlinmes- ab Pie - |_.'_-‘.:Smltcr'

PivotTable Table Picture Column Hypertink
- U™ Bpbar+ 4 Other Charts - 4
Tables MEustrations Charts la Links

o HOp thoai Choose a SamrtArt Graphic hién thi cung c&p cho ban
danh sach cac mau luu do:



i == BE o
BY e s
- III :’-‘ ° o
Herardy
L

= e g e
fooi ss5 HEE o
I = ! P |
¥
g bbk EE
e —

Ban Iuva chon mdt mau luu d6 thich hgp vdi viéc soan thao van ban cla

ban. Chon xong, ban nhan OK dé& chap nhan. Mau luu d6 ban chon sé
dudc thé hién trén bang tinh nhu minh hoa dudi.

-
&

v
uw

=

M

1

. &

[Text] |
Ban Double Click chuét vaocac® = dé€ nhép ndi dung tirng 6 cho

luu do.

L]
4

hodc ban cling c6 thé nhdn chudt vao , mdt hdp thoai hién thi va ban

chon mét dong Text d& nhép ndi dung.



2. Chinh stra miu luu d6 dang ap dung:
o Chon mau luu d6 dang &p dung can slra chita.
o Chon nhdm Iénh Design trén thanh thé Iénh.

(- e B Y k3 - Microgalt Eace SmartAn Taok

Hoese Iryerd Page Lagout Farmublsg Ciads Wieww Adid Iy Detvign Formpi

k

“ oot o | HE . %' mmm mmm
ra % 5 (ees | HEE E!ﬂ - oo HEE BE®
0 'Add Shape: chén thém 6 ndi dung vao luu do.
o ZAdd Bullet: chén nat Bullet vao 6 ndi dung.

o @&Right to Left: nhdn sé& di chuyén dén 6 ndi dung phia trai ctia 6

noi dung dang chon.

o Promote: di chuyén 6 ndi dung dang chon l&én trén mot vj tri.

o Demote: di chyén 6 ndi dung dang chon xuéng dudi mot vj tri.

o ZlText Pane: hién thi hdp thoai vin ban cac 6 ndi dung cla luu do.

o Layouts: néu ban khéng muén st dung mau luu d6 dang chon,
thay thé b&ng mau luu dd khac ma khéng lam mét cac 6 ndi dung
trong luu d& ban chon vao biéu tugng ™ More trong

I6p Layouts ctia nhém 1énh Design. Mot danh sach cdc mau luu d6
hién thi, ban luva chon m6t mau thich hgp dé thay thé.

0 *‘..-'"Change Colors: lua chon thay d8i mau sdc cho Iuu d8. Khi
nh&n chon, mot danh sach cdc mau mau cho luu dd hién thi, ban

lya chon mét mau thich hop.



o Ban c6 thé chon ki€u mau cho 6 ndi dung trong SmartArt

Styles *, ban nh&n chon biéu tugng ~

More thi mot 6 cdc mau &p dung cho 8 ndi dung hién thi.

&
o ""-"if__:rReset Graphic: quay lai dinh dang ban dau cua luu d6 dang

ap dung.

3. Hiéu chinh ndi dung va 6 ndi dung cua luu do:

Di chuyé&n & ndi dung:

Khi ban chon vao 6 ndi dung, mot khung vién bao quanh 6 ndi dung

bang cac biéu tugng @, 0, @

o DE xoay 6 ndi dung ban nha&n gilf chudt vao biéu tugng @va kéo dé

xoay.

o Thay ddi kich thudc 6 ndi dung, ban nhan giil chudt vao cac biéu
tugng ©, ova kéo dé€ thay ddi kich thudec.

o Ban chon 6 ndi dung can hiéu chinh trong Iuu do6.

o Chon nhdm Iénh Format trén thanh thé Iénh.
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Nhom Shapes:

o “YChange Shape: thay ddi 6 ndi dung béng cac d6i tugng v&. Khi
ban chon, mét danh sach cdc mau déi tugng vé hién thi ban chon

mot mau dé &p dung cho 6 ndi dung trong luu do.
o =ilLarger: khi nhan chon thi 6 ndi dung ban dang chon trong Iuu
do sé I8n 1én mot dan vi.
o @Smaller: khi nh&n chon thi 6 ndi dung ban dang chon trong luu
do sé nho di mot dan vi.
Nhom Shape Styles:

b))

o O “chlra cdc mau hiéu 'ng cho 6 ndi dung, ban

chon biéu tugng ~ More thi mdt danh sdch cadc mau hién thi. Ban
chon mdt mau thich hdp cho 6 ndi dung (ban nhé 1a néu mudn thay

dGi cho 6 nao thi chon 6 do trong Iuu dd).

2 Shape Fill: lua chon thay d8i mau nén cho & ndi dung.

o

o

[ 'Shape Outline: Iua chon thay d6i mau nét vién cho 6 ndi dung.

-'Shape Effects: Iua chon hiéu ing cho 6 ndi dung. Khi ban nhan

o

chon, cdc mau hiéu ¢ng hién thi ban &p dung moét mau thich hgp.

Nhém WordArt Styles:




" giup ban lua chon mau hiéu Ung kiéu chir
cho néi dung chif trong 6 ndi dung. Khi nh&n vao biéu tugng ~

More, mot danh sach cdc mau hién thi cho ban lua chon.
o & “Text Fill: mau nén cho ndi dung chir.
o & Text Outline: mau vién cho ndi dung chr.
0 "Text Effects: hiéu ('ng ndi dung chr.

Excel 2007 toan tap — Ky 13 — Chen cac doi tugng vao bang tinh
— Cheén doi tugng WordArt

1. Tao WordArt:
Thuc hién thém cac WordArt vao Slide, ban thao tac:

o Chon nhdm Iénh Insert trén thanh thé Iénh.

|
- Home Dasign Animations Slide Shonw Réwview Wiew Add-Ins
——- | a1 1 L 5 ]
) 1 i A | ] =
| ol Bt B4 LY 2 i & | & |4 LS
Talsle Picture Clip Photo Shapes Smartart Chart i t Text Header Wordar] Da
. At Album* ¥ Box & Footer ¥ &m

Links 1

Tabies e strations

o Tiép theo, ban chon Iénh “ﬂ WordArt. Khi ban nhan chon, mot

danh sach cac mau WordArt hién thj:



[ b
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Ban Iva chon mét mau thich hgp.

o Lap tuc, trén Slide sé xuat hién mot text box chira

mau WordArt ban d& chon.

Your Text Heres

Ban thuc hién viéc nhap liéu binh thudng nhu viéc nhap ndi dung van

ban trong text box ké ca viéc dinh dang font ch.

2. Hiéu chinh WordArt:
WordArt sau khi da tao, néu khéng vira y ban cé thé thuc hién hiéu

chinh vdéi thao tac:
o Chon WordArt can thuc hién hiéu chinh.

o LUc nay, trén thanh thé Iénh sé xuat hién nhom Iénh Format.

Ban hay chon nhém Iénh Format.
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Moi su thuc hién hiéu chinh WordArt déu thuc hién trong
nhém WordArt Styles.

o &/Quick Styles: Iva chon thay d6i nhanh cdc mau hiéu Ung
WordArt.

o & "Fill text: thay d&i mau cho WordArt.

o & Text outline: Iya chon mau nét vién cho WordArt.

0 "Text Effects: cac hiéu ('ng khac dac biét ap dung cho
WordArt.
Ngoai ra, ban cling cé thé thuc hién mét s6 théng s6 hiéu chinh
WordArt trén hop thoai Format Text Effects bang cach nhan chon
vao biéu tudgng " Format Text Effects trong nhém cac 1énh WordArt

Styles.



;i

Quick

Styles = 4
|wordart styles[5|
Format Text Effects . 2| x|
TextFil Shadow
Text Outline Presets: | |
Outline Style "
Color: ar
Shadaw
Tramsparency: —— |— |5cw, ﬂ
3D Format ransp 4
3D Rotation | | 27 === J_ |1UU% 5
Text Box Blurs Ji |2.I2|1 pt E‘
Angle: et J—‘ |11?‘ 5‘
Distance: J_ |1.S pt E‘

Pé tao bong d6 cho WordArt, ban chon 18p Shadow. Cac théng sd
hiéu chinh bodng d6 cho WordArt hién thi:

o Presets: lua chon cac ki€éu bédng d6 cho WordArt.

o Color: lua chon mau séc cho bdng dé.

o Transparency: tdng giam gia tri trong sudt cho bong dé.
o Size: tdng giam kich thudc béng dé.

o Blur: tdng giam dd nhoé bdng dé.

o Angle: thay ddi géc hién thi bdng d6 so véi WordArt.

o Distance: thay dbi khoang cach bong d6 so vGi WordArt.

o Thuc hién xong céc gia tri hiéu chinh, nhdn Close dé ap dung va

déng hop thoai Format Text Effects.
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Né&u ban mudn tao cac hiéu (ng néi 3 chiéu, trong hdp thoai Format

Text Effects ban chon I6p 3-D Format.

Format Text Effects ed Pt
Fextrd 3-D Format
Text Outline Bevel
Outline Style Width: |2 pt 5‘
ty Top: " - =
chadow — Height: I4.4 pt 5
; . Width: ||:| pt E‘
30 Format ik - ’
3.0 Rotatian o | Height: IEI pt E
Text Box Depth
Color: Q - Depth: [0pt -
Contour
Color; Ty - Size: 2pt -
Surface
Material: y - | Lighting: -— " |
Angle: 0e =
Reset |
Close

o Bevel: lua chon hiéu 'ng ndi. Ban chon trong hai
0 Top va Bottom, ngoai cac thong sb lua chon dudc thiét lap
san, ban cé thé hiéu chinh théng sd néi theo y mudn qua cac
6 Width va Height.

o Depth: hiéu chinh thdng sé chiéu sau cua WordArt.

o Color: thay d6i mau.



o Depth: thay déi gia tri.
o Contour: tao cac vién dong tam cho WordArt.
o Color: mau sac vién dong tam.
o Size: kich thudc vién dong tam.
o Surface: tao I6p mat na bé mat cho WordArt.
o Material: Iva chon chat liéu bé mat cho WordArt.
o Lighting: luva chon d6 sang cho vat liéu bé mat WordArt.
o Angle: lua chon géc chiéu sang vat liéu WordArt.
o Reset: quay lai cac théng s6 mac dinh ban dau cua WordArt.

Lua chon xong cac thdng s8, ban nhdn Close dé dong hop

thoai Format Text Effects.

:".

! HOGia

Khi can xoay goc cac hiéu ing 3 chiéu cho WordArt, ban chon I6p 3-
D Rotation.



Format Text Effects d P
Text Fil 3-D Rotation
Text Qutline
Presats: »
Outline Style B —t
Shadow Rotation
30 Format Lt I':"' 5‘ ﬂ}'- HJP
“3DRotation| | Fee= & 4
T =
ext Box 2 0 2| @
Perspective: |45=' E" & &
Text
Cbject pasition
Distance from ground: IIZI pt :‘;:]

o Presets: Iuva chon cdc mau hiéu ing 3 chiéu xoay.

o Rotation: thay déi gia tri cac truc

quay X, Y, Z, Perspective (gia tri truc nghiéng phang). Ban

nhan chudt vao cac biéu tugng Iénh ¢'| ‘Jﬂbl, “‘%l ‘%l, 2| &l
. ®| #Bl4& thyc hién thay ddi gia tri.

o Keep text flat: néu 6 tuy chon nay dudc chon, WordArt sé
khong ap dung hiéu Ung xoay 3 chiéu ma tré vé
ki€u WordArt phdng thdng thudng.

1
EI

]
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Viéc tao WordArt trong moi trudng PowerPoint 2007 hoan toan
khac v38i PowerPoint 2003, c6 thé ban hadi ngd ngang khi bat dau lam
quen. Nhung khi ban da ndm vitng thao tac thi s& trd nén dé dang va
con tao dugc thém nhiéu ki€u hiéu 'ng WordArt sang tao khac theo y

riéng cua ban tét han so vdiPowerPoint 2003.

Excel 2007 toan tap — Ky 14 — Chen cac ddéi tugng vao bang
tinh — Chén doi tugng Textbox

1. Thao tac chen Text Box:

o Chon thé Iénh Insert trén thanh thé Iénh

)
- Home# Insert I Fage Layout Formulas Data Review View add-Int

= "‘J:; \B] Clip &rt i i Linve = [l Acea - Q
2] B el iy
. ——t 4 ) Shapes - B Pie = 0 Scatter - et
PrvotTable Tabl Picture - Colum Ty Hyperlink
o & Table i Column H n
- 2 Smartast r g Bar= L) Other Charts - =

Tables Hiusirationg Charty Ll Linky

o Chon Iénh ElText Box
o Trén bang tinh, con trd chudt sé hién thj thanh biéu tugng *

o Ban nhé&n gilt chudt 1én bang tinh va kéo dé vé mot khung Text

Box

=

Tha chuodt ra, ban sé dudc mot Text Box
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o Tiép theo ban thuc hién nhap ndi dung trong Text Box tucng tu
nhu thuc hién nhap ndi dung trong trinh soan thao van
ban Word.

2. Hiéu chinh Text Box:

Di chuyén, xoay va thay ddi kich thuédc:

o Ban nh&n gilt chudt vao cac biéu tugng &, =8 cac canh clia Text
Box dé thuc hién thay déi kich thudc.

o Nh&n gilr chudt |én biéu tugng ®va kéo dé xoay Text Box.

o Di chuyén chudt dén canh cla Text Box, con tré chudt sé& hién

i

thi thanh biéu tugng {% ban nh&n gilr va kéo di chuyén dén vi
tri mai.

Thiét lap hiéu 'ng, mau sic va thay ddi hinh dang:

Khi nh&n chudt chon vao ddi tuogng Text Box, ban sé thdy hién thi

nhém Iénh Format trén thanh thé Iénh
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Thiét lap hiéu ¥ng:

o Moi thay d6i hiéu ’'ng cho d8i tugng Text Box déu thuc hién
trong nhém Iénh Shape Styles

B shape Fill =

| Abc I Abc | sbc | = [ shape Outline ~

T ¥ Shape Effects »
Shape Styles )

chon biéu tugng *More dé xem va lua chon cac hiéu rng khac.

o Ban chon cadc mau hiéu (ng trong 6 , hhan

Excel s& cung c&p cho ban nhidu mau hiéu (ng Text Box rat dep. Né&u
khéng mudn ap dung cdc mau hiéu ng phdi s&n, ban cé thé s dung

cac lénh:
o 22 Shape Fill: thay d6i mau nén cho ddi tugng Vé.

o = Shape Outline: luva chon thay d&i mau cho nét vién ddi tugng

hinh veé.



o = Shape Effects: lua chon va ap dung thém cac hiéu ('fng nhu:
bédng dd, 3 chiéu ndi, . . .
dé tao rieng cho ban nhitng hiéu &'ng sédng tao ap dung cho Text Box.

Thay déi hinh dana:

o DE& thuc hién thay déi hinh dang ddi Text Box, ban chon ddi
tugng Text Box can thay déi.

o Chon nhédm Iénh Format trén thanh thé Iénh.

o Ban chon biéu tugng 1énh =" Edit Shape

W |
—/'I Home Ingert Page Layout Formulas Data Review' Wihew Add-Ins | Farmal I
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i s = 10 3 T g; | 2] @ Shape Outling = & -
g~ >N\ =3 Quick

T wd Shape Effects = Styles = £ _:-:‘.SEIE(!I

Iniert Shapes Shape Styles *  Wordist Styles ™= a4

o MOt menu Iénh hién thi, ban chon Iénh %" Change Shape.

Ly Change Shape > | Rectangles -
T aal Yol 9

(% Conuert to Freem% D"dl:— @EEGEAE
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Lo ILMASARFE L 2 A Ar

M6t danh sach cac d6i tugng hinh vé& hién thi, ban lua chon déi tucgng
hinh thich hdp dé thay thé ddng cho Text Box.

2




Thao tac thuc hién hiéu chinh rdt don gian, moi thdng sd déu thé hién
cho ban xem trudc khi thay déi.

Excel 2007 toan tap — Ky 15 — Chen cac ddéi tugng vao bang

tinh — Chén ky tu dac biét vao bang tinh

Pé thuc hién chén cac ky tu dac biét vao bang tinh, ban thao tac:

o Chon vi tri 6 can chen trén bang tinh.

o Chon the lenh Insert trén thanh the lenh.
(3 Page Layout Farmulai Data Renew Wiew Add-bng ke .
j {f] Cip Ant u e Line = jgily Ares - a B Text Box i Signature Line =
— L Shapes - &b Fie - [ Saatter - Sl || ) Hesder & Footer Mgl Object
ble | Picture olumn o Hyperimnk
45 Smartand - i BAr = u Other Charts =

Al Wordan = £2 symbol
Hlustrations Charts "

Links Test ».

o Chon Iénh £2Symbol

o HOp thoai Symbol hién thi:



symbol 21|
Symbols | Special Characters |

[Eont: fwingdings 2 ~]

- R EEEHRERDEEIES
O 00 OO0 & &|©|=EVEVE < | ¢ |=|=
~[=[=[=[> [P [ P[E]5 s[4
VM NIK®® OIS en& ala| | Pﬂ
Recently used symbols:
Slo- || €L ¥|O(® ™ML |2 |<|>]|+
Wingdings 2: 32 Character code: [32 from: |Symbol (decinal) |
autoCorect... | shortcutkey... | shortcut key:

s |

o Trong hdp thoai Symbols, ban chon ky tu cdn chén. C6 thé chon

nhiéu bang ky tu khac nhau trong

hép Font I'-.-'-.-'ing-:lingsz LI

o Ban Double click vao ky tu, hoac click vao nut Insert .

o Tudng tu nhu vy, ban cé thé chon dé€ chén nhiéu ky tu khéac

nhau vao 6 cua bang tinh.

o Sau khi thuc hién chén xong, click nut Cancel _ caned qa déng
hop thoai Symbols.
Sau khi chén cac ky tu xong, ban cé thé thuc hién viéc dinh dang kich
c8, mau sic ky tu thé hién trén 6 bang tinh giéng nhu ban thuc hién

dGi vdi cac ky tu chi{r khac co trong 6.



