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TUYEN BO BAN QUYEN:

Tai 1i€u nay thulc loai sach gido trinh nén cic ngudn thong tin c6 thé
dugc phép dung nguyén ban hodc trich dung cho cic muc dich vé dao tao va
tham khdo.

Moi muc dich khic mang tinh 1&ch lac hodc st dung v&i muc dich kinh
doanh thi€u lanh manh s& bi nghiém



LOT NOI PAU

Cho t&i nay, hdu nhu ai s& dung mdy vi tinh cho cong vi€c clla minh déu
st dung phan mém vin phong nao d6 nhu xU 1y vin ban, trang tinh dién t(r,
quan tri ¢ s& d{ liéu, sU dung Internet, thu di€n t0, thi€t k€ trang web...
Hi€u bi€t va sU dung thanh thao tin hoc vin phong 1 nhitng di€u can thiét
dau tién khi bat dau st dung mdy vi tinh. Nhitng phan mém mdi thudng
xuyén dugc dua vao cdc tinh ning m&i tan dung cdu hinh mdy tinh ngay cang
manh hon 1am cho viéc st dung mdy vi tinh trong cong viéc vin phong ngay
cang don gidn hon. Nhi€u cdng viéc trudc diy phdi 1ap trinh rat vat va va
phlc tap, nay da dugc gidi quy€t bang mét vai thao tic va ciing chi can vai
thao tic ngudi st dung c6 th€ dén dugc Ung dung minh can quan tim. Di€u
d6 lam thay d6i tan gbc céach ti€p nhan va truyén dat céc tri th(c v& phan
mém Ung dung. Vi vay hoc d€ gidm thGi gian ti€n hanh cong viéc cla minh
so v0i khi theo cdch cii, dOng thoi v6i ngudi bat dau thi khong phdi mat thoi
gian tim hi€u, hoc tap nhling th(r di lac hdu va kém hiéu qua.

Mo dun tin hoc vin phong 1a mOt md dun chuyén mon cla hQc vién
nganh sUta ch(ta may tinh va quan tri mang. Md dun niy nham trang bi cho hoc
vién cdc trudng cong nhan kY thudt va cdc trung tim day nghé nhiing ki€n
th(fc vé tin hoc vin phong..vi cic ki€n thlc nay hoc vién c6 thé dp dung truc
ti€p vao linh vuc sdn xudt ciing nhU doi sOng. M6 dun nay ciing c¢6 thé 1am tai
li€u tham khdo cho cdc c4dn b0 kY thuat, cdc hoc vién cla cdc nghanh khic
quan tim dén linh vUc nay.

Maéc di dd c6 nhiing c6 gang d€ hoan thanh gido trinh theo k& hoach,
nhung do han ché vé th0i gian va kinh nghi€ém soan thdo gido trinh, nén tai
liéu chac chan con nhitng khi€m khuyét. R4t mong nhdn dugc su déng g6p ¥
ki€n cla cdc thay cd trong Khoa ciing nhu cdc ban sinh vién va nhiing ai st
dung tai liéu nay.

Ha Noi, 2013
Tham gia bién soan
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MO PUN: TIN HOC VAN PHONG

Ma mo dun: MD 09
Vi tri, tinh chat, ¥ nghia va vai tro mé dun:

- Vit
+

Mo dun dugc bd tri sau khi sinh vién hoc xong cdc mdn hoc chung, Anh

vin chuyén nganh. Trudc cdc mdn hoc/md dun dao tao chuyén mon nghé.
- Tinh chat:

+

La md dun cO s0.

- Y nghia va vai trd md dun:
+  Trong cong vi€c hi€n nay Tin hoc vin phong 1a cong cuU khong thé

thi€u ddc biét 1a trong nghé SUa chita va 1ap rap mdy tinh.

+ Mo dun Tin hoc viin phong gitip sinh vién nghé SUa chira 1ap rap may
tinh 1ap béo céo, danh sdch cong viéc, tinh todn dugc dé dang.

Muc tiéu cla mo dun:
- Soan thdo dugc cic vin ban theo ding tiéu chudn, quy céch trinh bay

van ban.

- SU dung thanh thao phan mé&m soan thdo vin ban (Microsoft Word)
d€ tao céc tai li€u dat tiéu chudn viin phong.
- SU dung thanh thao phdn mém bang tinh (Microsoft Excel) d€ tao 1ap,
bi€u dién cic ki€u dit liéu: s0, chuli ky tu, thdi gian, bi€u do...
- SU dung thanh thao phdn mém trinh dién (Microsoft PowerPoint) dé
tao 1ap, trinh dién bao cdo, chuyén dé mot cach chuyén nghiép.
- Nhanh nhen, linh hoat trong thao tdc soan thdo vin bang, bang tinh
- Binh tinh khi thuyét trinh v&i su hO trg cla phdn mém mady tinh

NOi dung mé dun

Thoi gian
7 L§ Ki€m
Ma bai Tén cac bai trong mé dun T61'1g thuy€ Thuc Tra*
sO ¢ hanh | (LT hoac
TH)
MDPO09 - 01 | Ky thuat soan thdo vin | 20 4 14 2
ban

MDPO09 - 02 | X1y bang bi€u (Table) 8 1 6 1
MDO09 - 03 | Bdo mat vaIn an 2 1 1
MDO09 - 04 | Ky thuat x(r Iy bang tinh 8 5 1




MDPO09 - 05 | Ham va Truy van d{rliéu 20 6 12 2

MDPO09 - 06 | PO thi vaIn an 6 1 5

MDPO09 - 07 | TOng quan Powerpoint 6 1 5

MD09 - 08 | Hiéu Ung va Trinh dién 20 4 14 2
Cong 90 20 62 8

Bai 1: KY THUAT SOAN THAO VAN BAN
Ma bai: MD 10 - 01.
Muc tiéu:
- Hiéu dudgc trinh soan thdo vin ban
- Nam dugc céic thao tac cin ban trén mOt tai liéu
- SO dung dugc cic dOi tugng va hi€u Ung d€ trinh bay vin ban
- Nam dugc céc céch thic dinh dang viin ban
- Nhanh nhen trong thao tdc go viin ban.
- Thich thd v4 nhimg tién ich ho trg soan thdo vin ban nhanh.

1. GiGi thiéu Microsoft Word
Muc tiéu:
- Hiéu duoc trinh soan thdo véin ban
- Nam duoc cdc thao tdc khGi dOng va thodt khoi 1 tai liéu world.

1.1 B& phan mé&m tin hoc vin phong Microsoft

Soan thdo vin ban 1a cdng vi€éc dugc s& dung rat nhiéu trong cO quan,
xi nghi€p, trudng hoc ciing nhu nhu cau cla bat ky c4 nhan nao hi€n nay.

TU thud xa xUa con ngUdi da bi€t s&r dung mdy méc vao viéc soan thdo
vin ban (mdy g6 ch{l). Go dén dau vin ban dugc in ra ngay d€n dé6 trén gidy.
Céc cong vi€c dich chuy€n trén vin ban, cling nhu cdc kY ning soan thdo vin
bdn con rat thd so, don gidn. PE tao ra dugc mOt vin bdn, doi hdi ngudi
soan thdo phdi c6 nhiing kY ning s dung mdy gd rat tOt (khong nhuU may
tinh bay gi® hau nhu ai ciing c¢6 th€ hoc va soan thdo dugdc mOt cich rd rang).
Soan thdo 1a nhu vay, con v€ in an ciing c6 vo cung khé khin. D6 1a ngay
xUa. Khi ma cong nghé thong tin con chua phat trién.

Ngay nay khi ma cong nghé thdng tin con dang phéat trién ram r0, cong
nghé thay dGi tUng ngay, nhiing bai toan, nhitng khé khin cUa con ngudi dang
dan dan dugc mdy tinh héa, thi viéc soan thdo nhiing vin ban bang mdy tinh
da tré thanh nhig cong vi€c rat binh thudng cho bat ky ai biét s dung mdy
tinh. MOt trong nhitng phdn mém dugc may tinh dugc sU dung rdng rai nhat
hi€én nay 12 Microsoft word cUa hing Microsoft hay con goi 13 phdn mém
winword
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Ra d0i vao culi nim 1980, dén nay phan mém Winword di dat dugc
tGi su hoan hdo trong linh vuc soan thdo vin ban ciing nhU trong linh vuc vin
phong cla b0 phadn mém Microsoft Office n6i chung. C6 th€ liét ké ddc di€m
nGi bat cla phdn mém nay nhu sau:

Cung cap day du céc kY ning soan thdo va dinh dang vin ban da dang,
dé st dung.

Khd ning d0 hoa di manh dan 1én, k€t hgp vGi cong nghé OLE
(Objects Linking and Embeding) ban cé th€ chen dugc nhi€u hon nhitng gi
ngoai hinh anh va 4m thanh 1én tai liéu word nhu: bi€u d0, bang tinh,vv...

C6 th€ ki€t xudt, nhap dit li€u dudi nhi€u dang dinh dang khic nhau.
Pac biét khd ning chuyén d6i dir liéu gilta word va cdc phan mém khic
trong b® Microsoft Office da lam cho viéc xU' 1y cdc Ung dung vin phong trd 1én
don gidn va hiéu qua hon.

Dé dang két chuyén tai liéu thanh dang HTML d€ chia sé dit liéu trén
dang n6i b0, cling nhu mang Internet.

Khoi dOng Microsoft word

C6 rat nhi€u céch c6 th€ khdi ddng dugc phan mém word. Tuy vao
muc dich lam viéc, s& thich hodc sU tién dung ma ta cé th€ chon mOt trong
cdc cach sau day d€ khdi dOng:

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

Céch 2: Nhdy kép chuOt 1én bi€u tugng cla phan mém Word
né€u nhu nhin thdy né bat ky & chb nao: Trén thanh tdc vu (task bar), trén man
hinh nén cla windows, vv...

Cach 3: Néu muOn m3& nhanh mOt tép vin ban vUa soan thdo gan day
nhat trén mdy tinh dang 1am viéc, c6 th€ chon Start | Documents, chOn tén
t€p vin ban (word) can mG. Khi d6 word sé khdi ddng va mG ngay tép viin
ban vUa chi dinh.

Thoat khGi méi trudng lam viéc

Khi khong 1am viéc véi Word, ban c¢6 thé thuc hién theo mOt trong céc
cach sau:

- M& muc chon File | Exit

hoac

- Nhén t6 hop phim tat Alt + F4

Maoi truong lam viéc

Sau khi kh@i dOng xong, man hinh lam viéc cUa word thuGng c6 dang
nhU sau:
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ThuOng thi mdi truOng 1am vi€c trén word gOm 4 thanh phan chinh:

- Cra sO soan thdo tai li€u: La nGi d€ ché ban tai liéu. Ban c6 thé go
vin bdn, dinh dang, chén cdc hinh dnh 1én day. NOi dung trén cfa s6 nay sé&
dugc in ra mdy in khi st dung 1énh in.

- Hé théng bang chon (menu): Ch(ra cic 1énh d€ goi tdi cic chic
ning cUa word trong khi 1am viéc. Ban phai dung chudt d€ mé cic muc chon
nay, doi khi ciing c6 thé diing t& hop phim tat d€ goi nhanh tdi cdc muc chon.

- Hé thdng thanh cong cu: Bao gOm rdt nhi€u thanh coéng cu, moi
thanh cong cU bao gdm céc niit 1&nh d€ phuc vu mOt nhém codng viéc nao do.
Vi du: Khi soan thdo vin ban, ban phdi st dung dén thanh céng cu chudn
Standard va thanh cong cU dinh dang Formating; hodc khi vé& hinh can dén
thanh cong cu Drawing d€ lam viéc

- Thudc ké: GOm 2 thudc (ruler) bao vi€n trang vin bdn. SU dung
thudc nay ban c6 th€ di€u chinh dugc 1€ trang vin badn, ciing nhu thi€t 1ap
cdc di€ém dich (tab) mOt cach don gidn va truc quan.

- Thanh trang thai: Gitp ban bi€t dugc mOt vai trang thai can thiét
khi 1am vi€c. Vi du: ban dang 1am viéc & trang may, dong bao nhiéu,.....

Thanh cong cu va an hi€n cac thanh cong cu:
Vao View \ Toolsbars d€ 8n / hi€n thanh coéng cu
Vio View \ Ruler : An / hién thude.

Viao View \ Zoom : Phéng to thu nh® man hinh.

2. Céc thao tac cin ban trén mot tai liéu
Muc tiéu:
- Nam dugc cdc thao tdc cdn ban trén mOt tai liéu
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2.1. Tao mOt tai li€u maoi

Lam viéc véi word 1a 1am viéc trén céc tai liéu (Documents). MOi tai
1iéu phdi dugc cat 1én dia v4i mOt tép tin c6 phan md réng .DOC. Thudng
thi céc tép tai li€u cla ban s& dugc cat vao thu muc C:\My Documents trén
dia cUng. Tuy nhién, ban c6 th€ thay dGi lai thong sO nay khi lam viéc véi
word.

Théng thudng sau khi khéi dOng word, mOt man hinh tréng xudt hién.
D6 ciing 12 tai 1iéu m&i ma Word tu dOng tao ra. Tuy nhién d€ tao moOt tai liéu
mdi, ban c6 th€ s& dung mot trong cic cach sau:

- M& muc chon File | New..;

hoac

- Nh&n niit New 2 trén thanh cong cU Standard;

hoac

- Nhén t6 hop phim Ctrl + N

2.2. M@ tai liéu da ton tai trén dia

Tai liéu sau khi da soan thdo trén word dugc 1uu trén dia dudi dang tép
tin c6 phan m3 rOng 12 .DOC. D€ m3 moOt tai li€u Word da c6 trén dia, ban ¢

th€ chon mot trong cdc cich sau day:
- M& muc chon File | Open;

hoac

- Nhan t0 hgp phim tat Ctrl + O
HOp thoai Open xudt hién:

Open 2l
" [ —r =l o= 68 N T -
CNACT Prafects B by the: Foepaet issier b & VEL o
‘:'Atuiu-lhculr- -;.Ih'ﬂdﬂ':
7 e i v Bl T it B i e
Oy Hestory B Crustal Repoets User.doc
Clrbereiden B e e cho S0k dox
73 Marg mey kinh WG b, o
)My Data Soiroes B i doc
My eBooks B Jen & Conrmction Dbt rthin AL
2 Hy Pusic !ﬂwﬁe::mﬂ WE2E dec
Pl ry Prbees M proteot voir PCdoc
My Rt Filis B o st v Srmethong. o
CdHy wabs ¥ b=0 bang trong word. doc
L Spuan by e bruong pheo g E_'lLkn] Crystal Report in YE.doc
Citerep B o by o e o
Wil Studho Progects W ity e, i
Fwaanar | i I [
Fibes of fypet (Al Wioed Documents (*.doc; ™.dot; * ho; * bend; *.ual; * = | cancdl " |
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Hiy tim d€n thu mUc noi chta té€p tai li€u can ma& trén dia, chon t€p tai
liéu, cudi cting nhan nit 1€nh dé€ ti€p tuc. Tép tai li€u s& dugc
m® ra trén man hinh Word.

Mat khdc, ban ciing c6 th€ thuc hién m& rat nhanh nhimg t&p tai liu
da lam viéc gan day nhat bang cich m& muc chon File nhu sau

Ele Bt Mew riert Formad Took Tabl

O e b+
& Open... b
= EEE TS
Sart A5, ..
Page S2tup
o prie.. Chel4p

Nhin chudt [2n t&p
thi lidu cdn mao !

20 My Documents hal). . e des. T
2 Cr'jHy Documentshal, . bde ouong doc
oA Oy Bddng], b dhn eng it ek

Ti€p theo nhan chult 1én tén t€p tai 1i€u can md

2.3. Ghi tai liéu Ién dia

DE ghi tai liéu dang lam viéc 1én dia, ban c6 th€ chon mot trong céc
céach sau:

- Md muc chon File | Save..,

hoac

- Nhan nit Save EI trén thanh cong cu Standard;

hoac

- Nhan t6 hgp phim tat Ctrl + S

Sé c6 hai khd niing xay ra:

Néu day la tai li€u md&i, hOp thoai Save As xudt hién, cho phép ghi tai

li€u nay b&i mOt tép tin mbi:
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5 gl

Savaini [ (L) iy Documerts N - e e T
_JACT Projedts B Theeve e thres Ways o

;_j] __iManig may tirh H\_‘lugnq Crystal Repaet in ¥l

History' My Data Sources Ej'mhrhtrungw:.'\d.da-c
My eBroks B by e e

i My Pusic

_\lq’ My Pichuses

Pty Documenks | [y Webs

_CQuan by nha truang pha thong

v wisudl Sbudio Projacts

-)ﬂ )7t T 5960 Pt Pk, o

Daskion Jl:ea Hal.do
B rokect your PCW2K.doc Gii t&n t2p

_*] - il tin vio day!
| cehun VS et doc g

Favorites |t ac bang trong sord.doc
= Hepne:  [OEEEm T = =
Iy Pskwack,
Places Sene 25 [ype: [iard Document £ coc) E carcel |

Hiy xdc dinh thu muc (Folder) — n0Oi s& ch(a tép tin mGi nay roi gd tén
t€p tin vao muc File name: (vi du Vanbanl r0i nhan nit Save d€ két thic
viéc ghi nbi dung tai liéu.

Néu tai li€u cla ban da dugc ghi vao mOt t€p, khi ra 1€nh cat tat ca
nhlng su thay d6i trén tai 1iéu s& dugc ghi lai Ién dia
2.4. Péng vin ban

- Vao bang chon File | Close

hoac

- Nhén t6 hop phim tat Ctrl + W

3. Soan thao tai liéu
Muc tiéu:
- SU dung b0 gé tiéng viét
- Nhanh nhéen trong thao tdc gé vin ban.

3.1. BO go tiéng viét

Ban dau, mdy tinh chua c6 bang ma ti€ng viét ma chi c6 duy nhat bang
ma chudn ASCCI. Bang mi niy bao gdm 128 ki ty Latinh (c4c phim ch{I, cic
phim s6 va mot sO c4c ki hi€u ddc biét).

DPE c6 thé dua dugc ti€ng viét si dung trén may tinh, cdc nha 1ap trinh
phdi xay dung phan mém go ti€ng viét va cdc bd phong chlr ti€ng viét di
kem.

Hié€n nay c6é kha nhiéu céc b0 go ti€ng viét dang dugc st dung nhu:
VNI- dugc st dung rOng rdi & phia Nam, VietWare- duoc sU dung nhi€u &
mién trung vi ABC, Vietkey thi dugc st dung rOng rai ngoai Bac. Tdi nay
Unikey ciing dUgc nhi€u ngudi s& dung vi tinh ti€n dung va dung 1ugng nho.
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Do m0i noi st dung nhitng b0 g6 riéng (bang mi ti€ng viét ciing khéc
nhau) nén viéc trao d0i thong tin gdp rat nhi€u khé khin. MGi diy chinh phU
da khuy€n cdo st dung b0 g6 va phong ch(t Unicode. VGi hé thOng md&i nay
viéc trao d0i thong tin di trd nén don gidn hon rat nhi€u. Tuy nhién né van
gdp phai mOt sO khé khiin vi tinh tuong thich v&i cic hé thOng phan mém cii
trén mdy tinh khong cao. P€n nay, Unicode di 1a gidi phép ti€ng Viét thong
dung nhat.

Phan mém ti€ng Viét ching t6i gidi thi€u trong cudn gido trinh nay 1a
ABC hodc Vietkey vGi ki€u gd Telex. Mdy tinh cUa ban phdi cai dat phan
mém nay dé€ c6 dugc bO gd va bO phong ch(r di kem.

Khi nao trén man hinh cUa ban xudt hién bi€u tugng i hoac
M-la khi ban c6 thé gb dugc tiéng viét. N€éu bi€u tugng xudt hién ch{f
Eﬂ_l (ki€u g6 ti€ng Anh), ban phai nhan chult 1én bi€u tuong lan nlra hodc

nhdn t6 hgp phim néng Alt + Z d€ chuyén vé ché d6 g6 ti€ng viét. Quy tac
g0 tiéng Viét theo ki€u TELEX nhU sau:

Go Puoe chir Go Puoe diu
aa |4 f | huyén
aw | a $ SAC
00 & r hoi
ow | o X ngi
W u ] nang

Vidu:
MuOn g6 tU: “COng hoa xd hOi chU nghia Viét Nam”
Ban phadi bat ti€ng vi€t va go 1én tai liéu nhU sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu gé z, tir tiéng Viét sé bi b0 dau.
o S’ dung ban phim
Bat tiéng viét (n€u ban mudn gd ti€ng vi€t) va st dung nhitng thao tic
soan thdo thong thudng d€ soan thdo tai liéu nhu 1a:
- C4c phim ch(¥ a, b, c,..,z
- C4c phim sO tUr 0 dén 9
- C4c phim dau: ¢, ><?[){}
- SU* dung phim Shift d€ g6 chit in hoa va mOt s6 dau
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- SU* dung phim Caps Lock d€ thay d6i ki€u gé ch(f in hoa va chit
thuOng

- Srdung phim  Enter d€ ngat doan vin ban

- S&* dung phim Tab d€ dich diém Tab

- SU dung phim Space Bar d€ chen dau cich

- SU dung céc phim miii tén: d€ dich chuy€n con trd trén tai liéu

- SU dung phim Page Up va page Down d€ dich chuy&n con tr@ vé dau
hodc cui tUng trang man hinh

- Phim Home, End d€ dua con tr@ vé dau hodc cudi dong vin ban

- Phim Delete d€ x6a ki tU viin ban dUng ké sau di€m trd

- Phim Backspace d€ x6a ki tu' dling ké trudc di€ém trd

3.2 B0 font ti€ng Viét va font Unicode

PE& hién thi ti€ng viét theo bO gd ti€ng viét thi can cic Font chif ti€ng
viét. Nhu v6i bang ma TCVNS3 thi can s dung ki€u go Telex va st dung céc font
ch(r .vntime, .vntimeh, .... Chi y c4c font ch{t thuGng c6 .vn & dau. Con vGi bang
ma VNI Windows thi s& dung ki€u gd VNI va can céc font chit ¢ ch(r VNI dau.
Nhung trong cic hé di€u hanh nhu Windows thi khong c6 céc font ch{f nay nén dé
g0 ti€éng viét thi ta phdi cai thém cdc font ch(f ti€ng viét nhu céc font chit c6 .vn dau
hodc cac font ch(tr VNI. Thong thuOng v&i b0 gd Vietkey khi cai dat thi sé dugc cai
dat ludn céc font ch(r ti€ng viét. Ngay nay ki€u g Unicode dugc s dung rOng rii
thi s& dung ludn mot s& font chtr cUa hé di€u hanh Windows nhu font
TimeNewRoman, Arial, ..

Bai tap
Bai tap thuc hanh 1:

1. Cac thao tac vé thudc:
¢ Bat/tat thudc: View/Ruler.
¢ Chon don vi do thudc 1a Centimeters n€u don vi do trén thudc 1a
Inches, chon don vi do trén thudc 13 Inches n€u don vi do trén thudc 1a
Centimeters:

Tools Options General Measurement units
Centimeters/Inches
¢ Bat ché d0 hié€n thj theo trang in: View Page layout
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2. Thanh cong cu:

<
<

<

<

Chon View Toolbars sau d6 tat tat cd cic thanh cong cu dang m&

Chon View Toolbars sau d6 m& 3 thanh cong cu: Standard,
Formatting va Drawing.

7

Dung chult “kéo” thanh Drawing dat G canh trdi clra s, kéo thanh
Drawing v€ chO cii.

Rightclick 1én mOt thanh cong cU dang m@ sau d6 tat thanh cong cu
Drawing, Rightclick 1én mOt thanh cong cU dang m& sau d6 m& thanh
cong cU Drawing.

3. Nhap vao doan tho sau:

AO TRANG

Lau qué khong vé thim xém dao
TU ngay binh 1Ufa x6a qué huong

Khéi bom che 1ap chan tr0i cii

> . . Yéucau:
Che\ga ErUOng xu‘a\n(’)c.gléo duong Luu vao tht muc gbc & dia hién
MuGi ndm cli em con di hoc hanh v6i tén AOTRANG.DOC
Ao trang di€m t6 doi nU sinh © Poéng tap tin AOTRANG.DOC.
Hoa tim cai duyén lén 4o trang o M& tap tin AOTRANG.DOC vUa
Em 12 ¢6 gdi tudi bing trinh dong.
Trudng anh ngd mat gido dudng < Ghi tap tin AOTRANG.DOC véi tén
Giéc chudng thuong nhd 1au chuong mGi la iAOTIM-DOC
BuOn ba thay chudng nhac dao © Déng tap tin AOTIM.DOC.

ROn ra thay chudng nha truGng

Lan n(ta anh ghién nghe ti€ng chudng
Lam tho sdu mudn dét tinh thuong
D€ nghe khe khé 13i em nguyén
Tho thdn chG em tru@c thanh dudng
MO6i 14n tan 1€ chudng ngling do
Hai b6ng cling di mOt 16i vé

E 1€ em cau kinh nho nhd

Ngai ngiing anh dUng 1ai khong di
Sau mudi nim 1€ anh thdi hoc

NUt né chudong dudng bubi biét ly
ROn rd tUng hbi chudng xém dao
Tién nang 4o trang budc vu quy.
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Bai tap thuc hanh 2

Mé& tap tin AOTRANG.DOC trong thu muc gOc 6 dia hi€n hanh va dinh dang 1ai
nhU sau:

AO TRANG

Lau qua khong vé thim xém dao
TU ngay binh 1&ta x6a qué huong
Khéi bom che 1ap chan troi cii

Che ca truong xUa néc gido dudng

Muoi nam cii em con di hoc
Ao trdng diém té doi nir sinh
Hoa trang cai duyén lén do tim
Em la ¢6 gdi tudi bang trinh

TruGng anh ngd mat gido dudng

Giéc chudng thuong nh& 1&u chudng

BuOn bi thay chudng nhac dao

ROn ri thay chuon

g nha truGng

Céc su cd thudng gap va cach khac phuc

Stt Théong bao 10i Nguyén nhén Céch khac phuc
Nhay chudt vao
ving xanh cUa

) .| Doi khi do vo tinh thanh | TANN cOng cul bl
Thanh cong cuU bl troi | C ~ . | troi, gild nguyén ré
1 . . cong cU bl tr61 muOn kéo | ., ) " .
lam theé nao? 180 ta lam nhU' sau lén phia trén man
hinh, khi dén vi tri
can dat thi nha
chuOt.
2 |Tw _déng xudt hién |Do chua bd dinh dau |: Ban vao Tools ->

d@u cdch gitta mOt chir
Mé ta hién tuong:

[v]ismart cut and paste:

trong
Tools \ Options \ Edit

Options, chOn tab
Edit, bd dau chon
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MOi khi gé xong mét
chit, d€ dinh chir tiép
theo ban dinh dau
cdch (space bar), lap
tUc trong chirf vtra dinh
xong bi tich ra lam hai
(thuong xa@y ra sau
nhitng nguyén am),
ban c¢é th€ &n miit
Backspace d€ chinh
sUa, tuy nhién lién tuc
nhuw v@y lam ban rat
khé chiu, ddc biét la
sau nhing nguyén am.

2

o muc
[ ] smart cut and paste
"Smart cut

paste" -> OK.

and

Xudt hién nhiing gach
xanh d6 dudi chan céc
ch{f trong vin

Mb ta hién tugng: Xuat
hién nhimng ddu gach
chan ch{t trong vin ban
mau xanh, mau dé. Thuc
chat day 1a do thiét 1ap
ché d0 kiém tra 10i
chinh t3 va 16i ng(r phap
vin ban, nhung trinh
soan thdo Word mac
dinh danh cho ng6n nglr

Trong Tools -> Options,
chon tab Spelling &
Grammar,chta b3 dau
chon & 2 muc "Check
spelling as you type"
phan Spelling va "Check
grammar as you type"

Ban vao Tools ->
Options, chOn tab
Spelling &
Grammar, bo dau
chon & 2 muc
"Check spelling
as you type' phan
Spelling va
"Check grammar
as you type'" ->

ti€ng Anh nén khi ta OK.

danh tiéng Viét mdi bi

nhu vay.

Ch{r "i" thudng tu dOng | Tools -> AutoCorrect | Tools ->
bi€n thanh ch{r "I"hoa | Options, chon  tab | AutoCorrect

Mo 18 hién tugng: Khi | AutoCorrect, G muc | Options, chon tab

ban d4nh tU ¢6 ch{r "i"
thuOng, sau khi két thic
ch(t, ddnh dau céach, n6
tU dOng bi€n thanh ch{f
"I" hoa, du @ vi trf cudi

Replace ta tao ki tu vi€t
tat chua x6a.

AutoCorrect, O
muc Replace danh
ch(r "i"" , lap tlc
bén phan With sé
xudt hién cht "I",




21

ch(t nhu: gol, tual, tol...

kich vao nut Delete
la xong.

Hién tuong 1éch dau
trén ky ty ch hoa
Khi s& dung cic font
chlr thubc bang ma
TCVN3, VNI-Windows
... ldc chiing ta bd dau
thi s& thay d&u bj 1&ch
sang bén phdi 1am cho
vin ban thi€u thdm mY.

Trudng hop nay 1a do
tién ich AutoCorrect cUa
Word.

Vao menu Tools -
AutoCorrect
Options. Chon thé
AutoCorrect, b0
danh dadu muc
Correct TWo
INitial CApitals.
Nhan OK

4. Pinh dang vin ban.
Muc tiéu:

- Nam duoc cdc cdch thic dinh dang vin ban

Nhap vin bdn bao gbm céc thao tic d€ gd dugc vin ban 1én tai liéu.

Con dinh dang vin bdn bao gbm céc thao tdc gitp ban 1am dep vin bdn theo y
muOn.
4.1. Pinh dang phong chir

Gitp ban c6 dugc nhitng kY ning dinh dang vin ban dau tién, don gidn

nh&t nhu 1a: Phong chif, mau sdc, ¢& chi, 1€, ..

Hiy go doan viin ban sau:
Mau viin ban dinh dang
4.1.1. Dung chirin nghiéng, in dam va gach chéan
DE& chon ki€u chit (ki€u ch(t in ddm, ki€u ch(t nghiéng, ki€u chif ¢

gach chin) cho doan vin bdn trén, hiy 1am nhu sau:

Budc 1: Chon (bdi den) doan vin ban
Buoc 2: Diung chudt bam Ién nit ki€u ch(f trén thanh coéng cu

Standard:

ENI: Ki€u ch(r in d@m (phim néng Ctrl + B)
MAU VAN BAN PINH DANG

Z | KiGu chit nghiéng (phim néng Ctrl +T)
MAU VAN BAN PINH DANG

I, o ~
;NI- Kieu chu gach chan (phim néng Ctrl +U)
MAU VAN BAN DINH DANG
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Mat khac c6 thé€ thi€t 1ap vin ban bdi t6 hop nhiéu ki€u chll: vira béo,
vUa nghiéng hoac VUa cO gach chan nhu la:

MAU VAN BAN DINH DANG

MAU VAN BAN DINH DANG

MAU VAN BAN DINH DANG

4.1.2 Diung chir c¢6 cdac mau khdc nhau
D& chon mau sac ch{f cho doan vin ban trén, hay lam nhu sau:
Budc 1: Chon (bdi den) doan vin ban trén;

, A o o n A -
Budc 2: Dung chuOt bam 1én hOp Font Color ——I trén thanh cong cu
Standard. MOt bang mau xudt hién cho phép chon 1ua

||! Autormatic |

EEEEEEER
EEEEEEEN
EfFfENEEN
gy puy § .
oo oonmdd

Ware Colors. ..

Ban c6 thé chon loai mau phu hop b\éng cach nhan chu0t 1én 6 mau can
chon. Ngoai ra, ban c¢6 th€ chon nhitng mau mau ddc ddo hon khi nhan nit

More Colors.,. Ir

2 x]
standard | custom |
colrs [ 1
cancel |

Current

Thé Standard cho phép chon mau c6 san c6 thé chon.
Hon n(ta, thé Custom cho phép dinh nghia mau cho riéng minh:
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CrE— 2/
Stendard  Custam |
Colrs [ 1]
Cancel |
Mem miun dang
chon o iy,

Ban c6 th€ chon mau & bang cic di€m mau, dOng thoi ciing ¢ thé diéu
chinh dugc ti 1€ cdc mau don trong tUng gam mau (Red- ti 1é mau dd; Green-
ty 1€ mau xanh 14 cay, Blue- ty 1€ mau xanh da troi).

Chon mau nén vin ban

D& chon mau nén cho doan vin ban trén, vi du nhu:

Mau vin ban dinh dang

hay lam nhuU sau:

Budc 1: Chon (bdi den) doan vin ban trén;

, A ” n &F
Buodc 2: Dung chuOt bam 1én hQp Hight light —I trén thanh cong cu
Standard. MOt bdng mau xudt hi€n cho phép chon lua:

| Mone |

CCEDE.
EEEEN
EEELCN

C6 th€ chon loai mau nén phit hgp bang cich nhdn chult 1én 6 mau can
chon. Néu chon None- tuong duong vi€éc chon mau trang.

4.1.3 Thay d6i phong chik, co chir
DE thay d6i phong chit cho doan vin ban trén, hiy lam nhu sau:
Budc 1: Chon (bdi den) doan vin ban.
Budc 2: Ding chudt bam 1én hdp Font ™™ *trén thanh cong cu
Standard. MOt danh sdch cac ki€u phong ch(t xudt hién:
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Nhap viin bdn bao gdm céc thao tic d€ g& dugc vin ban 1én tai liéu. con
dinh dang viin ban bao gdm céc thao tic gidp ban lam dep vin ban theo ¥
muOn.

VHREWIEH =

oy, i
MnSouthem

NNSOUTHERNH

SNNSTAMD

Mrileknizal =]
NHUTEEMKCALH

B VuTifani Heavwy

g g agdF

- JNNTIFANI HEAYYH
T VaTlime

' VNTIMEH

T Volnbweres |

Ban c6 thé chon mot kiéu phu hOp. Vi du, sau khi chOn kiéu phdng.
VNTIMEH, doan vin ban di chon sé c6 dang
MAU VAN BAN DINH DANG

& -Ban cé thé bam t& hop phim nang Ctrl + Shift + F d& goi nhanh bang chon phéng chir;

- \di bd gb Vietkey hodc ABC, nhimg phéng chif c6 tén bt ddu bdi déu chdm () 1& phéng chif tigng
Vigt. Vi du: .wnTime, .vnArial, .wnTimeH:

- Phéing tiéng Viét k&t thic bdi chir in hoa H, s& chuyén van ban dang chen thanh chi in hoa. Wi du:
wnTimeH- 1& mét trong nhing phéng chi in hoa.

PE& thay dGi cG chif cho doan vin ban trén, hiy 1am nhu sau:
Budc 1: Chon (bbi den) doan vin ban:

Budc 2: Dung chubt bam 1én hOp Size 2| trén thanh cong cu
Standard. MOt danh s4ch cdc ¢ ch( xudt hién cho phép chon Iua. Hodc ciing
c6 th€ go truc ti€p cb chif vao muc Size nay.

Vi du: Sau khi chon ¢ ch(r 18 (lic dau 1a ¢G 14), doan vin ban trén sé trd
thanh: B

MAU VAN BAN PINH DANG

& Ban cé thé bam té hop phim néng Ctrl + Shift + P & dinh vi nhanh d&n hép thiét |ap cd chil.

Ngoai nhing tinh ning dinh dang cidn ban & trén, hOp thoai Font cung
cap nhiing tinh ning dinh dang dac biét hon. P m& hdp thoai Font, kich hoat
muc chon Format | Font..
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21
FD:I.!| Character Spacing | Teyt Effects |
Eark: Font stvle: Size:
| #nTimen [Regtar 14
=] [= =
rilinbverss Ttadic 10
VrnlriverseH —1 | EBald 11
niiogua Bl Italic 12
ringush | | -
Font color: Unoerdine styla: Urdetling color:
| Automatic j ||:w:-r~.e:- :J | Butormatc j
Effacts —
[ swikethwaugh [ shadow [ small caps
[ poubls srikstheough [ outdine ™ &l caps
[ Superscript [ Emboss [ Hidden
[ Subscript I Engrawe
Proview
_ MAU VAN BAN DINH DANG
Thiz is a TruaTypa Fore, Thiz fone will ba used on both printer and soman.

Cefat... I o | conew |

Thé Font: Cho phép thi€t 1ap cic dinh dang vin ban v€ phong ch{t nhu
da trinh bay & trén, vi du:

- H6p Font- cho phép chon phong ch(r

- HOp Font style- chon ki€u chir Regular- ki€u ch{f binh thuGng, Italic-
ki€u chit nghiéng, Bold- ki€u ch{f béo, Bold Italic-ki€u vlra béo, vlra nghiéng

- HOp Size- chon cO chir

- Font color- chon mau cho ch{r

- HOp Underline style: P& chon ki€u ki€u dudng gach chan (néu kiéu chit
dang chOn

- Ngoai ra, muc Effect cho phép thi€t 1ap mOt sO hiéu Ung chlt don
gidn, ban c6 th€ chon ching va xem th€ hién & muc Preview.

- Néu nhan niit Default- ki€u dinh dang nay sé dudc thi€t 1ap 12 ngdm
dinh cho céc doan vin ban mdi sau nay.

4.2. Dinh dang doan vin ban

Thao tdc trén khéi vin ban

Muc nay cung cap nhiing k¥ ning thao tdc trén mOt khdi viin ban bao
gOm: Sao chép, cat dan, di chuy€n khoi viin ban. Gitp lam ting tOc d0 soan
thdo viin ban.

a. Sao chép

Sao chép khdi vin bdn 12 qud trinh tao mOt khO vin ban mdbi tU mot
khOi vin ban di c6 san. Phudng phdp niy dudc 4p dung khi ban can phai g6
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lai mOt doan vin ban gidng hét hodc gan giGng v6i mot doan vin ban di c6
san trén tai li€u vé mat ndi dung cting nhu dinh dang (ching ta s& tim hi€u
khdi niém dinh dang & phan ti€p theo). C4ch 1am nhu sau:

Budc 1: Lua chon () khOi viin ban can sao chép. Pé 1ua chon
khOi viin ban ban 1am nhu sau:

- Di chu0t va khoanh viing vin ban can chon

hoac

- Dung cac phim mii tén két hop vi€c gilt phim Shift d€ chon
viing vin ban. chon dén dau ban s€ thay vin ban dugc bdi den dén doé.

Budc 2: Ra 1énh sao chép dit liéu bang mot trong céc cach:

- M& muc chon Edit | Copy

hoac

- Nhan niit Copy trén thanh cong cu Standard.

hoac

- Nhan t6 hop phim néng Ctrl + C

Budc 3: Dan vin badn di chon 1én vi trf can thi€t. Ban 1am nhu sau:
Pat con trd vao vi trf can dan vin ban, ra 1€nh dan béng mOt trong cdc cich
sau:

- M& muc chon Edit | Paste

Hoac

- Nhén niit Paste 2| tren thanh cong cU Standard.

hoac

- Nhan t6 hop phim néng Ctrl + V

Ban sé thdy mOt doan vin bdn m&i dugc dan vao vi trf can thi€t. Ban
c6 th€ thuc hién nhi€u 1€nh dén lién ti€p, df li€u dugc dan ra sé 1a dr liéu
cUa 1an ra 1€nh Copy gan nhat
b. Di chuyén khi vin ban

V&i phuong phép sao chép vin ban, sau khi sao chép dugc vin ban mébi
thi doan vin ban ci van tOn tai ddng vi tri cUa né. NEu mubn khi sao chép
doan vin ban ra mOt noi khic va doan vin ban cii s€ dugc xoa di (tUc 1a di
chuy€n khoi vin ban d€n moOt vi tri khic), phuong phép nay s€ gitp lam di€u
d6. C6 thé thuc hién theo hai cach nhu sau:

Cach 1:

Budc 1: Lua chon khdi vin ban can di chuyén

Budc 2: Ra 1énh cat viin ban c6 thé bang mOt trong cic cich sau:

- M& muc chon Edit | Cut
hoac
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- Nhan ciit Cut i trén thanh cong cu Standard

hoac

- Nhan t6 hgp phim néng Ctrl + X

Vin ban di chon sé bj cat di, chiing s& dugc luu trong b0 nhé dém
(Clipboard) cUa may tinh.

Budc 3: Thuc hién 1énh ddn viin ban (Paste) nhu da gidi thi€u & trén
vao vi tri dinh trudc.

Cach 2:

Budc 1: Lua chon khoi vin bdn can di chuyén

Budc 2: Dung chu0t kéo ré viing vin ban dang chon va tha 1én vi tri
can di chuyén dén

Phuong phdp nay goi la kéo — thd (drag and drop)
c. Thiét 18p Tab

Tab 13 cong cu dugc s dung rat nhi€u trong viéc nhap vin ban. Ngoai
kha ning dich chuyén di€m trd theo tUng budc nhdy, muc nay s€ gidi thiéu
cdch st dung Tab cho viéc tao mOt viin ban hién thi dudi dang mot cot.

Bai todn dat ra: Hiy tao bang d{f liéu nhu sau:

STT Ho va tén Dia chi
1 Nguyén Vin Quang 123, Tay SOn
2 HO Hai Ha 68, Nguyén Du
3 Duong QuOc Todn  23/10 Nguyén Trii
4 Nguyén Anh BUc 32/7 Nguyén Trai

Céc budc 1am nhU sau:
Budc 1: Dinh nghia khodng céch cho cic cOt cla bang bdi hdp thoai Tab
nhU sau:
MG bang chon Format | Tab.., hOp thoai Tab xudt hi€én
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21
Fh top position: Defaut bab stops: |IZI.5 cm 3‘
! Aligniment
A et e
£ Center (" par
{" Right
Leader
i 1 Mone ‘W e
o] e L —

Tab stops bo be cleared;

- HOp Default tab stop: D€ thi€t 1ap budc nhdy ngam dinh cla Tab.
Hinh trén budc nhdy ngdm dinh 1a 0.5cm (t(c 1a mOi khi nhdn phim
Tab, con trd s€ dich mot doan 0.5c¢m trén man hinh soan thdo). Ban cé
thé€ thay dGi gi4 tri budc nhdy ngam dinh Tab trén man hinh soan thdo
Word bang cich gé mOt gid tri sO (don vi 1a cm) vao hdp nay;

- Bang trén c6 3 cOt, mOi cOt s& dugc bat dau tai mOt vi tri ¢6 khodng
cich c¢O dinh dén 1€ trdi trang viin bdn ma ta phdi thi€t 1ap ngay sau
day. Gid st cOt STT céch 1€ trai 1cm, cOt HO va tén céch 1€ trai 3cm,
cOt Dia chi cdch 1€ trdi 8cm. Khi d6 phdi thi€t 1ap cic thdng sO nay
trén hOp thoai Tab nhU sau:

- HOp Tab Stop Position: gd 1 (g6 khodng cach tU cOt STT dén mép 1€
trdi trang vin ban: ¢ muc Alignment- chon 1€ cho d{ liu trong cOt
ndy (cOt STT Left- canh 1€ d{t li€u bén trii cOt, Right- canh 1€ bén
phdi cOt, Center- canh 1€ gilta cOt, hay chon Center. ChOn xong nhan
nit Set. Tuong tu 1an 1ugt khai bdo vi tri Tab cho cédc cOt con 1ai: HO
va tén (3) va cOt dia chi (8). D&n khi hdp thoai Tab cé dang:



29

21
Tab sbap pasition: Default tab stops: |-:|.5 e

Aligrenent
o I (R e " Dpecimal
3 crin
€ Center € par
" Right
Leadar
% 1 Mone L

Tab stops to be cleared: 4 oy, Scm

st | cer | cexan |
[ ok |  cancel |

Cu0i ciing nhan nit OK d€ hoan tat viéc thi€t 1ap tab cho céc cOt va c6
th€ s dung ching niit Clear- d€ xéa b® di€m tab dang chon; niit Clear All-
d€ x6a bo toan b0 cic di€m tab dang thi€t 1ap trén hp thoai.

Budc 2: Cich s dung nhiing di€m Tab vUa thi€t 1ap & trén d€ tao
bang d{rliéu

Céc vi tri diém tab vira thiét lap!

— v

%...*:..2...1...4 IR EEEN TR R TR T K X

STT Ho va tén Pia chi
1 Nguyén Van Quang 123, Tay Son
2 Hé Hai Ha 68, Nguyén Du

Khi con tré dang nam & dau dong vin ban, nhan Tab d€ nhép dt liéu
cOt STT. Nhap xong nhan Tab, con trd sé chuyén dén vi trf tab ti€p theo (vi
tri cOt ho va tén) va nhap ti€p dit 1iéu HO va tén. Nhap xong nhdn Tab dé
nhdp dit liéu cOt dia chi. Lam tuong tu vGi cac dong ti€p theo, ban c6 thé tao
dugc bang d(t li€u nhU yéu cau 4 trén.
Pac biét, chi can ding chudt x(r 1y trén thuGe ké nam ngang (Vertical Ruler)
ban ciing c6 th€ thi€t 1ap va di€u chinh cdc di€m tab nhu vira rbi. Cach lam
nhU sau:

PE tao di€m tab cho cOt STT (c6 khodng cich 1a lcm, 1€ gilta), hay
nhan chult trdi 1én vi tri lcm trén thuGc ké nam ngang. MOt di€m Tab c6
khodng cédch lcm, 1€ trdi (Left) da dugc thi€t 1ap nhu sau. MuGn thay doi 1€

cho di€m tab nay 1a gi(fa (Center), lam nhU sau: SRERNEEE SN
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MuOn thay d6i 1€ cho di€m tab nay 1a gilta (Center), 1am nhu sau:

Nhan kép chubt 1én di€m tab vira thi€t 1ap, hOp thoai Tab xudt hién.
Ti€p theo chon 1€ cho di€m tab dang chon trén hQp thoai nay & muc
Alignment la center

2
Tab stop position: Defadttabstops:  [0.5cm = Chon Center

L cm

L —
|

Aligriment
kem ] e Left ﬁ’
T par

Nhin Set dé thiét lap

=

oK cancel |

Tiép theo nhél nit Set dé thiét lap.
Tuang tU, hiy tao ti€p cdc di€m tab cho cOt HO tén va cOt Dia chi.
MuOn x6a bd mOt di€m tab nao d6, chi viéc dung chult kéo chiing
(di€m tab d6) ra khoi thudc ké.

4.2.1 Thut dau doan

MO6i ddu xuOng dong (Enter) s€ tao thanh mOt doan vin ban c6 nghia 12
mOi dong dau tién sau khi g6 Enter thi s& dugc thut vio mOt khodng nhat dinh
d€ tao thanh mOt doan vin ban. Khi dinh dang doan vin ban, khong can phai
lua chon toan b vin ban trong doan d6, ma chi can dat di€m trd trong doan
can dinh dang

PE mé tinh ning dinh dang vin ban, m& muc chon Format |
Paragraph, hOp thoai Paragraph xudt hién:
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[Faragraph 2
Indenks and Spacing | Line and Bage Bresks |
General
Aligriment: W‘ Outline lavel: IBl:d'g.-' taxt -
Indenkation
Left; 0 cm = Special: By:
Right: om = [Fistine =] [o63em =
SpAacing
Before: & = L= spacing: Ak
After |4 5" |Shge j | i|
[ Dot add space bekweer paragraphe of the samea skyle
Presisw
& 221 cung o dl lan qusa veirse e e diak ding o bin das wieg vin bin
o i vl ek o o ik Ty i i i i o bty v Bl iy s b
wwag dme W bde

Tabe... [ ok | cowea |

Trong muc Special néu chon:
First line: khi d6 c6 th€ thiét 1ap d6 thut dong cla dong dau tién
trong doan vao muc By:
Pay la vi du vé mOt doan vin ban thiét ldp dO thut ddu dong
(First line) so vOi cdc dong ti€p theo trong doan mOt khoang cdch
0.5 cm.
Hanging: d€ thi€t 1ap d0 thut dong cUa dong th(r 2 trd di trong
doan so vGi dong dau tién mOt khodng cich dugdc gd vio muc
By:
None: d€ hly ché d0 thut dau dong trén doan
Pay 1a vi du vé€ mOt doan vin ban khi khong thi€t 1ap ché dd thut dau
dong trén doan (None)
- NE&u muc Special 13 First line, khi d6 c6 th€ thi€t 1ap dd thut dong
cUa dong dau tién trong doan vao muc By:
- Man hinh Preview cho phép xem trudc nhiing k&t qud dinh dang doan vlra
thiét 1ap.
Nhan OK d€ chdp nhdn nhlng thuOc tinh vUa thi€t 1dp cho doan vin
ban dang chon, trdi 1ai nhan Cancel d€ hly b0 cong viéc vUra lam.

4.2.2 Dung cic lua chon cin 1€ va dan déu ca hai lé
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Tuong tU nhU cich 1am thut ddu doan vin ban ta md hOp thoai

Paragraph

[Paragraph 2l
Indenks and Spacing | Line and Pags Breaks |
General
Aligrimesnt: W‘ Cutling level: IBn:dy baxt =
Indenkation
Left: 0 cm = Speial: Biy:
Right: Joem 2 [Festine | 063w 3
Sparing
Eefore: & = Lne spacing: A
Aiter: 4 — [sige =] | =
r_. Don't add space between paragraphs of the same skyls
Prsvige
& mmr 221 2. 4 lam qusa i s dus o diab dieg vin bin das weg Yo bis
R duspr slaps Su e boi sk Ty pladn mig, whiing i o bifu irk diaks d)mg v bi s
oy de s ke
Tabs... oK I Cancel I

Muc Aligment: Chon ki€u cin 1€ cho doan
Justified- cin déu 1€ trdi va phai
Left- cin déu 1€ trai
Right- cin déu 1€ phai
Center- cin gi(ra 2 1€ trai va phai
Muc Identation: thi€t 1ap khodng c4ch tUr mép 1€ doan so vdi 1€ trang
Left — khodng c4ch tUr 1€ trdi doan dén 1€ trdi cUa trang vin ban
Right — khodng céch tU 1€ phdi cUa doan dén 1€ phdi cUa trang
vin ban
Ngdm dinh, hai khoang cdch nay déu la 0
Nhan OK d€ chdp nhan nhlmg thuOc tinh vUa thi€t 1ap cho doan vin
ban dang chon, trdi 1ai nhdn Cancel d€ hlly bd cong viéc vUra lam.

4.2.3 Thay d6i dd dan
Tuong tu nhu cdch 1am & trén ta m& hOp thoai Paragraph
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[Paragraph 2
Indenks and Spacing | Line and Bags Breaks |
General
Aligriment: W‘ Cuting leval: IB':dv taxt -
Indenkation
Left: Qcm =i Special: By:
Right: foem 4 [Fistine =] fossem =
Sparing
Before: & = Lioe spacing: Ak
After: |4 i| |Shge ﬂ I i'
I Dont add space betwesr paragraphs of the samea shyle
Presigis
& mmer 221 chwag o 4L lam qesa v s dus s diak dieg vio bin s wieg o bin
FTE e gy g et I . iy
wag e We b
Tabs,.. Ok Cancel I

Trong mUc Spacing: Cho phép thiét 1ap cic khodng cdch dong:

- Before — khodng c4ch dong gilta dong dau tién cUa doan t&i dong culi
cung cUa doan viin ban trén né

- After — d€ thiét 1ap khodng c4ch dong gilta dong cudi cuing cla doan
vGi dong dau tién cUa doan sau né.

- Line Spacing- d€ chon d0 din dong. Ngam dinh d6 dan dong 1a 1
(Single)
Nhan OK d€ chadp nhén nhlng thubc tinh vira thi€t 1&p cho doan vin
ban dang chon, trdi 1ai nhan Cancel d€ hly b0 cong viéc vUra lam.

4.2.4 Sao chép khuén dang tir mOt doan vin ban da chon

Néu ban c6 viin bdn di dinh dang va ban mudn cic phan khac trong tai
liéu ciing c6 dinh dang gibng nhu vay, ban c6 thé sao chép dinh dang. PE€ sao
chép dinh dang, thuc hién nhU sau:
* B6i den doan viin ban da dinh dang trudc do.

« Sao chép dinh dang vin ban bang cich kich viao nit Format Painter trén nhém
Clipboard cUa tab Home.

« Ap dung dinh dang dugc sao chép bang cich bdi den doan vin ban mdbi va
kich 1én n6.
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j & Times Mew Roman
EE|

Paste B J U - abe x,
= ¥ ] =

.;,""‘""--

| Format Painter (Cirl+Shift+C)

Clipboard Font

5. Chen cac d6i tuong vao vin ban

Muc tiéu:
- SU dung dugc cdc dBi tuong va hiéu Ung dé€ trinh bay vin ban
- Thich thii v& nhiing tién ich hO tro soan thdo vin ban nhanh.

5.1 Chén bi€u tuong
Trong qu trinh soan thdo vin bdn, nhi€u ldc ching ta can chén mdt sO
ki tu' dac biét vao tai li€u (khodng c¢6 trén ban phim) Vi du nhu: , , , ,
, ... Tinh niing Insert Symbol cUa word gitip don gidn lam viéc nay.
Chon vi tri can dat ki tu dac biét, ti€p theo m& muc chon Insert |
Symbol...HOp thoai Symbol xudt hién
Chon vi tri can dat ki tu dac biét, ti€p theo m& muc chon Insert |
Symbol...HOp thoai Symbol xudt hién

e
Symials ISEa:iaICIura-:bursl
Eoob: | Symbol =l
Ve lalselels ]y [+]+].]-].1slo]1]2]s]als]a]7]2]a]:];
== ?=|A|B|X|A|E|D|T|H AMINOIIN@P)Z|T|T|c|
BIWIZ|[[{-1]{L _-:Lﬁtg;& nlule|le|ifpfviala|s|p|o
Tlu|wfa|Bly{C|{]1]|}]|~|O0 g|ojo|o|jojO|ojo|jojo|o|o
ojojojojoafo|ojoojoojoofojoo|T) (=] ] f|a]e|w] s
| Tl L= 2" |2]|x|=]|a]|a]+]=]|=]= [ e e A P e = e
M E = = = e P R L e R S R B = N E R e B - L
i E AT s d U oI b 2 g e o
gut-:l:urre-ct...] Shm:utlgay...| Shortcut key:
I Ireart I Cancel I

O thé Symbol, c6 thé tim ky tU ddc biét cAn cheén 1én vin ban. Trong
truGng hgp khong tim thdy, ¢ th€ tim ky tu' & danh muc khdc bang cich
chon m&t danh muc tp hop céc ki tu' & muc Font: 2= =]

Man hinh trén hién thi tap hop cdc ky tuU dac bi€t cla danh sich Symbol.
|I'-"E|:|I|1Fo Cartographic

Gid st khi chon hOp Font 1a 3, danh sdch cic ky tu dac

biét sé nhu sau:
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Symhol N S|
ayriboks I&maclalchara-:ters|
Fonk: |MEpInfuCatugrephi|: j
mjoj0|o|o|ojs|lc|e|lojc|c|lo|e|e|o|ole|lcla|r|alvjo|a|x|
@lo|le|s|c|olc]|.| | +]|+ g o) |m|&|=|F|0|p|0|0|0|d]|
|| | ] | ] | B|A|L|w| @ 8|-]|a|lb]||~|0]0
o|Djojo|jo(O|O|O|O|O|DO g|jojo|jDjo|jo|jo(o|jojO|O|O|D
o|lojojo|o|ofo|o|o|o|o o|o|o|ojo|o|ofo|o|o|ojo|o
gljojojojofojojojojojo glojojojojojajojojojojojo
o|o gjojofojojo|jo|o gjojo|jojojojof(o|jojo|OojofjoO
g|jDjojojo(o|o|jo|jO|OfO gjojo0|j0jojo|jof(o|jo|jo|O|jO|jD
fukoCorract. . Shortouk Key... | shorteut key:
[nsert I Cancel I

Khi thay ki tU cdn chen, c6 th€ chen ching 1én tai li€u bdi mOt trong hai cach sau:
Cach 1: Nhan kép chuOt 1én ki tU can chén
hoac
Cach 2: Chon ky tu can chén bang cach nhan chult trai 1én nd, rdi nhan nit
Insert d€ cheén ki tu 1én tai liéu:
V@i tinh ning nay, ban c¢6 th€ chen mot lic nhi€u cac ki tu dac biét Ién tai
liéu
Pac biét: C6 hai chlc ning rat thudn ti€n néu ta phai dung nhi€u ki tu dac
bi€t nao d6 trong soan thdo, d6 1a gan t& hop phim néng va thi€t 1ap cum tU
viét tat cho ki tu' dac biét.

Gdn t6 hop nong cho ki tur ddc biét

MO6i ki tu dac biét, ban c6 thé gan mOt t6 hgp phim néng d€ sau nay khi soan
thdo chi can bam tG hop phim d6, ki tu ddc biét tuong Ung s& dugc chen 1én
tai li€u: Hay 1am nhu sau:
Budc 1: MG hOp thoai Symbol
Budc 2: Tim dén ky tu ddc biét can gan phim tat, nhan chudt tréi 1én ki tu d6 dé
chon:
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[Sombol 21|
aymmbaols |5p_e:1alcharam|
Bort:  [Symbol =
Vwlelalwlals [l ]«]+].[-] [/]ol1]z]s]a]s]el7]2]e]:].
<l=|=|?|=|A|B|X]|A|E|F|C|H AM|W[ ST E) PIE|T|Y| g2
V2| []-1]]L Tefplal® nlv|ple|d]|p|lvio|a|[dple
AN ANEANNAGE olo|o|olo|o|o|o|o|o|o|o
olo|o|olo|o|o|o|o|o|ojo|o|olo|o|al ||| f«|f]s]e|e]sfe
| Tl Lo |2 2]|=|=|8]e|+]|=]|= | R E G R B )
vlzlzlelelel e e || FlEle™ Ol - [=]a] vl =] e |&]@
miE|F{LUTE LA e s e e s T g v o
atocomect.. | shotcker.. | shorow key:
Irserk Cancel I

Budc 3: Nhan niit Shortcut Kwy.., hOp thoai Customize Keyboard xudt hién:

Customize Keyhoard 2%
Categories Cammands:
) e | - Chase
Press pew sharkout key: Current keys: Resat Al |
a0 =]
Currarily assigned ko Symbol
[unassigned] = b ‘
Crescription 7 .
Symial; 61542 Save changes in:
Marmal.dot 'I

Khi con trd dang & muc Press new shortcut key: hiy nhan t0 hop phim néng
can gan. O vi du trén, gid s muodn gan t6 hop phim Alf + O cho kit hay
bam t6 hgp phim Alt + O, ti€p theo bam niit Assign d€ ding ki phim tat nay.
Khi hdp thoai sau ddy xudt hién, tlc 12 ban da gin phim tat Alt + O cho ky tu
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Customize Eeyhoard _‘u.ﬁl
Those
Assign
Phim ning Jdi
—‘ oo pain !
Press new shorkout key: Resat 1.,
_J rSymbel——
Diascripbion T
Symial: 61542 Saye changes in!
Mormal dat 'I

Cach sUr dung:
Sau khi di thi€t 1&p t6 hop phim tat cho ki tu , d€ chen ki tu nay 1én tai lidu
ban khong can quay 1ai tinh ning Insert Symbol nita, ma chi can nhan tG hgp
phim Alt+O. Ky t0  s& dugc chen vao vi tri ma con trd dang chon.

Gdn turviét tat cho ki twr dac biét
Ngoai viéc gan t6 hgp phim néng cho mOt ki tu' dac biét, ta con cé th€ gin tO
hop ki tu thay th€ cho ki tu ddc biét thong qua tinh ning Autocorrect.
Vi du: D€ chen ki tu ddc bi€t  ban c6 th€ gan né bdi t6 hdp ki tu fi, cach 1am nhu
sau:
Budc 1: Khdi dOng tinh ning Insert Symbol.
Budc 2: Tim dén ky tu ddc biét can gan phim tit, nhan chudt trai lén ky tu d6 dé

chon:

E——— 2] ]
i',rrnbu}s|ﬂgeﬁddwmm|

Eont: | Symbod |
wlelalwlels| (D l=l+],1-]. 110l 1]z]s]als|alz]2]s].
<|=|=|?=|A|B|X|A|E|®|T|H AM|H|O|IO|@|P|E|T|Y|g |0
EIWEZ|[ 1lL]_ a|flx] s nli|g|e|i|eg|v|o|a|e|p|o
1lu|wlelt|wlcli]1]1]-]o]o o|lo|o|o|olo|olo|o|olo|o
O|ojojoo(ojo(o|o(o|o|oo(oO|o{ojofT]" £ o] fia] ]|
=Tl 2] 2] =|e]ale] + o] =[=]. | || Ha|R]|5]|5lp|e|el [~
u:;ﬁ:gegé‘{f@@‘“r['{l —-.-xvu‘:ttﬂ:‘:-”ﬂ-{@'ﬁ"
wiml AT Lr U el et i ¢y o
stecorect... | sharetkey.. | Shortout hey:

Insert I Cancel [

Budc 3: Nhan chult 1én nit Autocorrect, hOp thoai Autocorrect xudt hién:
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AutoComect: Englich [U.S_] x|
dukoComract |
¥ Carrect TWa INtial CApitals Exceptions...
P Capitalize first |etber of ssrbences
17
G tir cin gin
¥ E APS LOCK
v day ! i ke
1
Eeplacey . With: © Bantest  © Erematted boxt
[2 Iﬂe
Fiarihy finalhy =]
Fidri find
Finald Firvally
Frends Friends =
firks firsk
Folhea Fellavs
Folkesaing Folkawing ;l
add | et |
[T Automaticaly use suggestions from the spellng chackar
o | concel |

Hiy g6 vao tO hop ky tu thuOng can gin cho ky tu ddc biét nay vao muc

Replace. O vi du nay, mubn gan t6 hgp ky tU fi cho ki tu ddc biét . Hiy g6

Ji vao muc Replace:

Budc 4: Nhan niit Add d€ dOng y cho vi€c gian vUa rOi. Cudi cing nhan OK

d€ déng hOp thoai

Cach st dung:

Gid s(rban di thi€t 1ap fi cho ki t  nhu trén, n€u phai gd bi€u thic:
=2n+1chicangdfi=2n+1

5.2 Chén hinh @nh
Chén anh tur 1 tép tin
P& chen anh tU mOt tép tin 1én tai li€u, ban 1am nhu sau:
M@ muc chon Insert | Picture | From file, hOp thoai Insert Picture
xudt hién cho phép ban tim t€p dnh can chen Ién tai liéu:
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e Pictare T
] Iﬁwnmms EI#@IQKE' Tinls -

|3 Microsoft Jip Cvanizer

T

%) ONTLaga.gt

3 passe g

by Sample Pictures

Filapane: | | Insert .| =
Files of type: [l Pictures (¥ enf; ¥t .00y ¥ ped: . IFE;* ipes* ory v | Cancel |

Hiy chon té€p anh, rdi nhan nit Insert d€ hoan tat.

T S
mﬂmmmm¢eﬁ@fm|

Anh tUr t€p da chon dugc cheén 1én tai liéu cing thanh cong cu Picture
gitip ban thuc hién céc phép dinh dang, hiéu chinh anh. Y nghia céc nit 1énh
trén thanh cong cu Picture nhu sau:

. DE chén thém dnh tU tép tin khéc
| Dinh dang mau cho anh
ol| o1]. Dié€u chinh d0 tuong phdn cho anh
ﬂ ﬂl Dié€u chinh d0 sing, tOi cla dnh
Diing d€ cat anh
Chon ki€u dudng vién cho anh
Bat céc tinh ning dinh dang doi tuong anh

I [

Thiét 1ap thubc tinh xuyén thau (Transparent) dnh
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@l hig 1ap hly bod céc dinh dang dnh.

Trong hop khong xudt hién thanh cdng cu Picture, ban cé thé goi muc
chon View | Toolbar | Picture d€ hié€n thj né.

Chén anh ttr thwrvién anh Clip Gallery

P& chen &nh tU thu vién anh Clip Gallery 1én tai 1iéu, ban 1am nhu
sau:

M@ muc chon Insert | Picture | Clip Art, hOp thoai Insert ClipArt
xudt hién cho phép tim hinh dnh can chén 1én tai liéu:

El Inseat Clphat = = [=] i]
|- % # | Brecaes @gesoe  Ghuee M-
Eeafdﬁlurdi:es:iTm&nraal it vanid. . . 3 I __"_.. %
| Fowwes | fi Sonds |4 Moion Cis |
Calegaties 1 - 51
e
B
Mew Calegory
Bordeis & Frames
Camnmiricationg =l
&

Anh dugc 1uu trong cdc muc (Categories), ban phdi m& cdc muc ny

d€ tim anh. Nit Back = va Forward = gidp ban quay vé€ thao tdc trudc

hodc thao tic sau trong khi dich chuyén gilra cdc categories
Sau khi tim dugc dnh, nhan chuOt 1én dnh tim dugc, mOt thuc don xudt
hi€n cho phép ban chon céc tinh huGng x( Iy ddi v4i dnh dang chon

Nhan l&n diy € chén
arih [ thi ligu!?
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Hiy nhan nit Insert 1 4& chen &nh Ién tai liéu
Sau khi dnh dugc chen 1én tai liéu, ban c6 thé si dung thanh coéng cu
Picture d€ dinh dang dnh nhu da hudng dan G trén

5.3 Cac hi€u Uung chir
Tao hi€u Ung cho ki tu
Format | Font | hOp thoai xuat hién
Thé font:
¢ Muc Effects: cdc hi€u Ung khic:
Q Strikethrough: gachnganggitiatty
Q Double Strikethrough: saehreare—stattbonerétdst.
Q Superscript: ch(t nhd bén trén (vi du: (a+b)’= a’+b>+2ab)
Q Subscript: chlr nhd bén dudi (vi du: H,SO,)
Q Shadow: Tao chilt ¢6 bong.
Q Outline: chif c6 nét vi€n
Q Emboss: t20 chif ndi,
Q Engrave: (5o chil chim,
a..
Luu y: PE huy b6 viéc dinh dang ky tw (cho cdc ky tw tr& lai binh
thudng), go t6 hop phim Ctrl_Space (phim khodng trang).
Thé Text Effect: cho phép thi€t 1&p mOt s6 hi€u Ung trinh dién soi
dOng cho doan vin ban. Hay chon ki€u trinh dién & danh sich Animations:
va xem trudc k€t qud sé thu dugc & hOp Preview
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21
Foat | Chacactsr Spacing  Teut Effects |
Arimekions: Chon kifu
[rone) higu g !
Elirfking Background

K& qui s2
thii durese !

_ MAUVANBAN PINHDANG

®
4

e | e

Tao chir nghé thuat
PE chen mOt dong ch(t nghé thudt (Word Art) 1én tai liéu, ban lam nhu
sau:

Budc 1: Nhap niit Insert WordArt il trén thanh cong cU Drawing,
hOp thoai WordArt Gallery xuat hién:

2
Select & Wordart skyle:
—
- : W
Wondiet |yordAT|oraar, {Woranrt Woraart | £
Hardizt [Word; st Wttt 2 W
Nhi'n chudt 1&n & ob .

miu chit cdn tao! - T
d '|||'. S, ¥ 'u!'r
W ey rt [ WOrdAt] ¢

WordAet Jnr{iﬁn‘ifi@ti&z\ Wt syl

et [

=

#upd ] -

Budc 2: Ding chult chon ki€u chit nghé thudt can tao, bang cich
nhan vao 6 ch(ra ki€u ch{t ma ban muln.



43

Budc 3: Go vao dong ch(f ban muOn tao & muc Text trén hOp thoai
Edit WordArt text:

21X
Fork: Size:
[ v | B [T
Tek:
ok | cocd |

Ban c6 th€ chon phong chll, ki€u chif, c& chlt cho doan vin ban nay.
Budc 4: Nhan OK d€ két thiic. Dong chif nghé thuat sé dugc hién 1én
tai li€u:

THAY-GIAG

* Hiéu chinh

Ban c6 thé thuc hién cic phép hi€u chinh cho dong ch(t nghé thudt da
tao dugc bdi thanh cong cu WordArt:

4 edere.. | T 9 4 G (8| Aa pf =4

Y nghia cdc ndt 1énh trén thanh cong cU nay nhu sau:

4. P& chen thém dong ch{t nghé thuat khac.
BdtTeXt. | P& st nbi dung viin ban cla dong chir.
Ml: P& chon lai kidu chif nghé thudt
. p& dinh dang mau cho khGi ch(r

P& chon moOt sO ki€u ch(f nghé thudt khéc



44

D& quay khoi chit
DE€ xoay hudng vin bdn

D€ dinh dang 1€ vin ban trong khdi hinh

I e

P& di€u chinh khodng céch gilta cac ky tu

Bai tap
Bai tap thuc hanh 1
Gd cac doan vin ban sau:

Hé thdng mang may tinh day hoc AVNET dugc cdng ty SCC tri€n khai
tU gilta ndm 1996 trong cdc truOng dai hoc va trung hQc ciing nhU céc trung
tam tin hoc - ngoai ng(r d3 mang 1ai nhi€u hi€u qua thiét thuc cho viéc day
va hoc.

AVNET da dugc dong ddo ngudi s dung hoan nghénh vi tinh thin
thién va hi€n dai. AVNET xUng ddng 13 mOt hé di€u hanh 18p hoc vi trén nén
cla AVNET thdy gido c6 thé qudn 1y toan dién 18p hoc dOng thoi day va
ki€m tra nhiéu mon hoc khéc nhau.

Bai tap thuc hanh 2:

Trong sO céc chuOng trinh phat tri€n kinh t€, x4 hdi ThU d6 dén nim
2010 ¢6 du 4n tu bO va ton tao khu di tich Vin Miéu - QuOc TU Gidm, nOi
dudc coi 13 bi€u tugng cla vin hod Viét Nam. Viéc trung tu, ton tao Vin
Miéu - Qubc T Gidm 12 mOt trong nhiing viéc dugc quan tim cUa Ha NOi
chudn bi ti€n t&i ky ni€ém 1000 Thing Long.

Ni#m 1991, sau khi dugc BO Vin hod - Thong tin phé duyét, DU 4n bdo
tOn, tu bO, tén tao va khai thdc du lich Vin Mi€u - Qubc T’ Gidm da tién
hanh. Nha bdo quan 82 bia ti€n s7 dugc xdy dung bang sO tién 70.000USD,
tai B4i PuOng trang nghiém, c8 kinh, thudng xuyén c6 cic hoat ddng truyén
thOng; ky niém ngay sinh cUa cdc danh nhén, 1& dang huong, rudc kiéu vao
dip Tét Nguyén d4n, Vin Mi€u - Quc TV Gidm da dén 920 nghin 1ugt khic
du lich trong d6 c6 550 nghin 1ugt khach quoc té ...

Vi dién tich hon 54.000m2 & trung tAm thanh phO vi thé cédc hoat dOng
vin hod, nghé thudt dan tOc 16n thudng dugc t6 chlc tai day. C6 dudc khong
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gian va trang thi€t bi thich hgp, day du, khu di tich Vin Mi€u - Qubc TU Gidm
s€ 1a noi luu danh danh nhén viin hod can, hién dai v&i ndi dung va hinh thUc
thich hQp, trung bay c6 tinh chat bdo tang v€ lich st hoc hanh, thi cU cla
Viét nam, t6 chlc cic cudc hOi thdo khoa hoc, ky niém danh nhan vin ho4,
trao tang hoc ham, hoc vi va nhiing danh hi€u cao quy cla Nha nudc cho cic
nha khoa hoc dé€ ti€p noi truyén thOng hi€u hoc, trong dung nhan tai cla dan
toc

Bai tdp thuc hanh 3 : Tao cac mau chir nghé thudt sau:

s\ AV9,
GILAT PHAP LGP HOC HIEN DA

2.

VAR MY, - QUEC T GHAR

BIEU TUONG cUA VAN HOA




N

6

Bai tap chén hinh anh:

1. Chén céc bidu tuong sau tir Clip Art 1én word:

2 Chup anh man hinh chinh cia Word va vé& thém cdc chi thich nhu hinh sau:

Cac 10i thudng gap va cach khac phuc

Stt

Théng bdo 16i

Nguyén nhan

Céach khac phuc

Tat khung bao quanh hinh
vé khi vé mOt doi tuong
d6 hoa vao vin ban
khung vi€n nay xudt hién
khong hgp ly va gay kho
khin cho ching ta, dé
tam thoi tat khung vién

Do chua vao Tools /
Options / tat
Automatically create
drawing canvas when
inserting AutoShapes

Tools / Options /
Automatically create
drawing canvas
when inserting
AutoShapes
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nhan phim ESC.

nhan phim space (khodng
trang) xuat hién dau
cham trén dau?

Ban vao  tool--
options--nhdp  vio
thé view & phan
Formatting  marks
ban choOn all

Chén hinh vao vin ban
nhung khong thdy hinh
anh hién lén:-

Khac phuc: Vao
menu Tools >
Options > Chon thé
View r6i hly dau
ki€m trong & Picture
Placeholders > nhan
OK.
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BAI 2: XU LY BANG BIEU
Ma bai: MD 09 - 02.
Muc tiéu:
Nam dudc céc thao tic tao va hiéu chinh bang bi€u
Trinh bay n6i dung vin ban trén badng bi€u
Rén luy€n tu duy logic trong cdng vi€c 1ap bang bi€u

1. Chén bang bi€u vao viin ban.
Muc tiéu:
- Trinh bay duQc cdch chen bang bi€u vao vin ban

Ciach 1: SU dung muc chon Insert Table.
PE& chén mOt bang mdi 1én tai li€u, m& muc chon: Table | Insert |
Table... HOp thoai Insert Table xudt hién:

2]
Tabie size
Murnber of columns: m
Murnber of rows: ]ﬂ
AuboFit behaylor

(¥ Fixed column width: futo 5‘

(" Bukofit ko contents
™ AukaFik ko window

Table Format  {none) AukoFormat. .. |

¥ Set a5 default For new tables

i Cancel |

Hiy di€n thong tin v€ cau tric bang mdi 1én hOp thoai nay:
- Muc Table sizi: Cho phép thi€t 1ap s6 cOt (Columns) va s6 dong (Rows) cho

bang:

- Go s0 cOt clia bang vao muc:Number of columns:

- G6 s dong cUa bang vao muc: Number of rows

- Muc AutoFit behavior: thi€t 1ap mOt sO cic thuOc tinh tu dOng ciin
chinh:

- Fixed column with: s& cO dinh chi€u rOng clUa moi cOt la:Auto- tu
d0ng cin chinh chi€u rOng cho cOt, hodc ban gd vao d0 rOng clia moOi cOt vio
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muc nay (tOt nhat chon Auto, vi ban c6 thé cin chinh d0 rOng cUa céc cOt sau

nay).
- AutoFit contents: tU dOng di€u chinh d6 rOng cac cOt khit vGi dt li€u trong
cOt dy.
- AutoFit window: tu dOng di€u chinh d0 rOng cic cOt trong bang sao
cho bang c6 chi€u rbng vlra khit chi€u rOng trang viin ban
Nén chon ki€u Auto clia muc Fixed column with.
- Nit Auto format cho phép ban chon Iua dinh dang cUa bang sé tao

theo mOt s6 mau bang da c6 san nhu la:

Table AutoFormat i d 1|
Formats: Preview

{rone) =

Sirriphe £ Jan Feb Mar Total

East |7 7 5 ia
West |B 4 7 17
South 1B 7 9 24
Total |21 18 X B0

Classic 2
Classic 3
Classic 4

Colorful 1 Chon kigu dinh
Calorful 2 dang & day!
Formats ta ap
| Borders ¥ Fork [+ AutoFit
| shading v Calor
Hppby spedal Formats ko
¥ Heading rows ™ Last rowe
¥ First cobumn I™ Last column

[ o« | comcn |

Hay chon moOt ki€u dinh dang & danh sich Formats: (N€u ban cdm
thdy Ung y). Ngudc 1ai c6 thé bam Cancel d€ bo qua budc nay.

_ Né&u chon muyc it defaul for newtables | 1) thong tin vé cdu tric bang
hién tai s& 1a ngam dinh cho cdc bang tao md&i sau nay.

- Cu0i ciing nhan OK dé€ chen bang 1én tai liéu

Cach 2: SU dung thanh cong cuU: Ban c6 th€ nhan niit Insert Table trén
thanh cong cu Standard d€ chén mOt bang 1én tai li€u. Bang chon sau day
xuat hién, cho phép chon s dong va sO cOt clia bang:




Hinh trén chon mOt bang mGi vGi 3 dong va 3 cOt. Sau khi thuc hién
1€nh trén, s& thu dugc k€t qua nhu sau:

2. Céc thao téc trén bang bi€u

Muc tiéu:
Nam dugc cdc thao tdc tao va hiéu chinh bang biéu
Trinh bay nQi dung vin ban trén bang bi€u
Ren luyén 1t duy logic trong cong viéc 14p bang biéu

2.1. Chén thém hang, thém cOt

Sau khi dd chén mOt bang 1én tai 1iéu, ban van c6 th€ thay doi cdu tric
bang bang cdch: Chén thém hodc x6a di cic cbt, cdc dong clla bang.

Gid s ban da cheén va nhap dir li€u cho bang nhu sau:

STT | Ho tén Neiay sinh
1 Nguyén Van Nam 12/3/1983
2 Trin Thi Binh 22/1/1981

Bay gi0 mubn chen thém mOt cOt Gii tinh vio sau cOt HO tén. Ban cé th€
lam nhU sau:

Budc 1: M3 di€m tro 1én cOt Ho tén:

Budc 2: M& muc chon Table | Insert | Columns to the right (tUc 1a
chén thém mOt cOt vao bén phdi cOt dang chon). MOt cOt m&i dugc chén vao
bén phai cOt HO tén:
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STT | Ho tén Ngiy sinh
1 Nguyén Vian Nam 12/3/1983
2 Trén Thi Binh 22/1/1981

Hay thuc hién nhap di li€u cho cOt Gidi tinh nay

STT | Ho tén (zidi tinh Negay sinh
1 Nguyén Van Nam | Nam 12/3/1983
2 | Trin Thi Binh Nit 22/1/1981

Mubn chen thém dong vao cubi bang d€ nhdp thém dir liéu, lam nhu
sau

Budc 1: Dat di€m tré vao dong cudi ciing (Tran Thi Binh);

Budc 2: MG muc chon: Table | Insert | Row below (tUc 13 chén thém
dong m&i vao phia dudi dong dang chon). MOt dong m&i dugc chén vao bang.

STT | Ho tén (Gigi tinh | Ngay sinh
1 Nguyén Vin Nam Nam 12/3/1983
2 Trdn Thi Binh Ni 22/1/1981

Ngoai ra, khi s& dung céc thao tic v€ con tr® truc ti€p 1én bang chon c6
th€ don gidn khi thuc hién viéc chinh stra cdu tric bang.

DE& chén thém (cdc) cOt mOi vao ban, ban lam nhU sau:

Budc 1: Chon (boi den) toan bO cOt mudn chen: Gid s& muOn cheén
thém 1 cOt vao trudc cOt Ngay sinh, ban boi den toan bd cOt Ngay sinh.

Budc 2: Nhan phdi chult 1én viing bdi den clla bdng, rdi m3 muc chon

._.ﬁ._. Inseft Columns

I MOt cOt m3i s€ dugc chén vao trudc cOt Ngay sinh.
Tuong tu, d€ chén thém (cdc) dong mOi vao bang, ban lam nhU sau:
Budc 1: Chon (bdi den) toan b0 dong muln chén: Gid s&f mudn chén

thém 2 dong 1én dau, ban boi den toan b0 2 dong ¢6 STT 1a 1 va 2;

Budc 2: Nhan phdi chult 1én ving bdi den clUa bang, rdi mdi muc

chon ZEIMBIRMS  Hai dong mdbi s& dugc chén 1én truGe hai dong cii.
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2.2. Canh trai, giua phai cua cot, dong
Béi den doan vin ban can chinh

- Chon Left d€ cin trii

- Chon Right d€ ciin phai

- Chon Center d€ cin gilrta

- Chon Justify d€ cin cd hai canh

2.3. Chon bang biéu

Ban c6 th€ st dung két hgp gilta phim Shift va cdc phim miii tén, Page
Up, Page Down, Home, End d€ boi den trong bang. Ngoai ra con cé thé su
dung theo cach:

- Vao Table / Select /
Table | Window Help  Adobe PDF  Acrobat Cor
_-f|? Draw Table ) = _@ ==
Insert 3
Delete 3 E=t=.|i=
| Seleck 3 | Table
Column
ER Split Cells. .. Raow
;i:l Table AutoFormat. .. Cell
Table Properties. ..
¥

- Table: B6i den bang (Hodc diing t6 hgp phim tat Alt + phim s6 5 v4i den
Num Lock tat)

- Column: COt

- Row: Dong

- Cell: O

2.4 X6a bang, x6a hang, x6a cOt va dinh dang
Xéa bang
Budc 1: Bat con trd vao 6 bat ky trong bang.
Budc 2: Vao Table | Delete | Table
Xoa cOt
Pé& xda (cdc) cbt ra khGi bang, lam nhU sau:
Budc 1: Chon (bdi den) toan bO cic cOt mudn xdba.
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Budc 2: Nhan phdi chult 1én viing bdi den clla bdng, rdi m3 muc chon
Delete Colimns  C4¢ cOt dugc chon s& bi x6a ra khoi bang.
Xoa hang
D€ xéa (cdc) dong ra khOi bang, lam nhU sau:
Budc 1: Chon (bdi den) toan b0 cdc dong mulOn x6a.
Budc 2: Nhan phdi chult 1én viing bdi den clla bdng, rdi m3 muc chon

Delete Raws . Toan b0 c4c dong di chon sé dugc x6a ra khdi bang.

Dinh dang dir li€u trong 6
Viéc dinh dang phong ch(t, mau ch{f trén bang biu thyc hi€n theo nhur
phan dinh dang ch{r da trinh bay & (muc 1.2).
Dinh dang 1€
Budc 1: Chon (bdi den) cic 6 can dinh dang
Budc 2: Nhdy phdi chult lén ving bdi den, m& muc chon

(5] ol Agrmert i rOi chon ki€u 1€ mudn dinh dang theo bang:

e

BEEE
=l =] <

Pinh dang hudng vin ban

Ban c6 th€ dinh dang hudng vin ban trong 6 (hi€u thi theo chi€u doc,
hay chi€u ngang). P& dinh dang hudng, ban 1am nhU sau:

Budc 1: Chon 6 can dinh dang hudng

Budc 2: Nhiy phdi chult 1én viung da chon, m& chon muc

& i i A . . . ~ N
Hik Text Dbsction.. | hOp thoai Text Direction xuat hién:
—Orientation———  Preview
Text
i %3
j EE2
- (]
g 2 E &2
O ‘é %
=

Cancel |

i
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Hiy dung chudt nhan vao hudng mudn thi€t 1ap ¢ muc Orientation
Budc 3: Nhén OK d€ hoan tét

2.5. Thay d@i kich thudc

- P& chinh chi€u cao cla hang, ban diung chudt chon hang dé rOi chon
menu Table, chon Table Properties, tai hOp thoai Table Properties, chon
tab Row, nha@p chult vio hOp Specify Height va nhap gi4 tri vao, nhap OK dé
ap dung

- P& chinh chiéu rOng cla cOt, ban chon cOt can chinh rb6i chon
menu Table > Table Properties, tai hOp thoai chon tab Column, dinh dau
vao niit Preferred Width va nhap gid tri vao, nhdp OK d€ 4p dung.

2.6 Khung vién bang bi€u
P& t6 mau nén hay k& vién cho mOt viing cla bdng, cach 1am nhu sau:
Budc 1: Chon cic 6 (boi den) can td nén hay dat vién.
Budc 2: Nhan phdi chult 1én ving di chon, & muc chon
Barders and Shading. .. |
HOp thoai Border and Shading xudt hién

Borders and Shading 2] %]
oeders || page Border | Shading |
ceAtg: Style: Previam

- Cick an disgram below ar uss
buttons to zpply borders

Show Toobar | Harizonta Ling... |

Thé Border cho phép thi€t 1ap cic dinh dang v€ duOng ké cla viing 1ua
chOn:

- Muc Style: Chon ki€u duGng dinh thiét 1ap

- Muc Color: Chon mau cho dudng thang
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Muc width: chon d0 day, mOng cho duOng

Muc Setting: chon pham vi duOng can thi€t 1ap. ngoai ra ban cé thé
chon pham vi cdc dudng can thi€t 1ap dinh dang & muc Preview
Muc Apply to: D€ chon pham vi cic 6 thi€t 1ap cho phit hgp: Table —
s& thi€t 1ap dinh dang nay cho toan b0 bang, Cell — chi thiét 1ap cho
cac 0 da chon

Nhan OK d€ két thic cong viéc

Thé Shading cho phép thié€t 1ap cic dinh dang v€ t6 nén bang:

Borderz and Shading 3 2=

Borders [ Page Border  Shading ]
Fil | Preview

[ Mo Fil
EEEDC =
EEENN [

COFE . BT
ENEENEEE | e

N CEENEC
e
o I

Patharre

2 Apply t
[T cer =] poly to
et =l

show feclbar | Horizetdl ine... | o | s |

- Muc Fill: Chon mau can t6. P c¢6 san mOt hOp v6i rat nhi€u mau. Ban
c6 th€ nhan nit More Colors.. d€ tu' chon cho minh nh{fng mau khéc.
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Currenk

- Muc Apply to: D€ chon pham vi cic & can td mau nén: Table — td
toan bd bang, Cell — chi t6 cho cdc 6 di chon
- Nhén OK d€ két thiic cong viéc

3. Thay d&i cau triic bang bi€u
Muc tiéu:
- Trinh bay dugc cdch trdn 6, gOp é trong bang bi€u

3.1 Tron 6
TrOn 6 1a thao tdc trOn nhi€u & k€& nhau trén mOt bang 1ai thanh mot 6. Xét vi
du sau:

Cic 6 da duge trén

N

| Hoc ki 1 Hoc ky 2
STT Ho tén

HL HEK HL HK
l Nguyén Vin Nam Tat Tt Khd | Khd
2 Trin Thanh Binh Tét Tat Kha Tét

Cach lam
Pau tién ban tao bang nhu sau:
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Hoc kv Hoc
STT | Ho tén l Kk 2
HL HE HL HE
l Nguyén Vin Nam Tat Tat Khi | Khi
P, Trdn Thanh Binh Tat Tat Khi | Tat
Sau d6 1an 1uot trOn céc 6. Vi du, d€ trdn 6 HO va tén:
Budc 1: Boi den 2 6 can trOn cla 6 HO tén
Hoc Hoc
STT
ky 1 ky 2
HL HE HL HE

Budc 2: MG muc chon Table | Merge Cell. Khi d6 2 6 di chon sé

dugc trOn thanh mOt 6

Tuong tU, ban hay 1an 1UQt trOn cic 6 con 1ai.

3.2 Tach o

Budc 1: Chon 6 can tach

Budc 2: Table | Splip Cells. G sO cOt can tach vao hOp Number of columns

\OK

3.3. Thém c6t, dong vio bang di c6 san
- Dat con tro vao trong bang

- Vao Table / Insert/

Table | Window Help  Adobe PDF  Acrobat Comments
_-f|? Drays Table 0. 4 [ 0F EE 4 &l !
| Insert 4 | 1 Table...

Delete » .?‘.J Colurnns ko the Left

Select ¥ | 4 Columns to the Right

=32 Rows Above

{56 Split Cells... == Rows Below
7 Table AutoFormat, .. S Cells,

Table Properties. ..

»

b
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- Columns to the left: Thém cOt bén trai

- Columns to the right: Thém cOt bén phai
- Rows Above: Thém dong trén

- Rows Below: Thém dong dudi

- Cells... / Insert entire column: Chén thém cOt cho cd bang
- Cells... / Insert entire row: Chen thém dong cho ca bang.

Bai tap

Bai tdp thuc hanh s6 1

Thuc hi€n ch€ ban cic bang bi€u theo yéu cau sau diy:

FOR LEASE

FOR SALE

TRADING

BUSINESS FORMS
MFT.CO.
112 Ng Thi Minh Khai
St.
Dist.3, Ho Chi Minh
City
Fax: (848) 8225133
Tel: 8225851
010

- Computer  forms

ROOM FOR RENT
Add: 327 Le Van Sy
St.
Ward 2, Tan Binh Dist.
(2km from the Airport)
Well-equipped room.
Include air-con., water
heater, IDD, phone, fax

1985 BMW 3181
2doors, dark green, in
good condition

Price: 9,400 USD

I

Pls. Contact:
Mr.F.Nonnenmacher
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with
Ito5 ply NCR
carbonless
—> Business forms
Printing
Bai tap thuc hanh s6 2
SO di€ém ki€ém A
SO tra He so
Mon hoc L = mon Ghi chua
tiet | He so A
'1 Heso2| hoc
Hoc ky 1 1. Cubi hoc
1. Tin hQc dai cuOng 30 1 1 1 ky I hoc vién
2. DBanh mdy vi tinh 45 1 2 2 phdi lam bai
3. Thuat toan LT 75 1 2 3 tap 16n tinh
4. Winword 45 1 2 2 |45 tiét (c6
5. Excel 45 1 2 2 giao vién
Cong: | ? ? ? ? | hudng dan)
Hoc ky II
6. Access 45 1 2 2
7. Visual Basic 45 1 2 2
8. Mang MT 60 1 2 3 )
9. Internet 60 1 2 3 2. Cu6i hoc
COng: | ? ? ? 2 |ky II hoc
vién phai lam
bai tap tot
nghi€p vOi
thoi gian 2
thang
Bai tdp thuc hanh s6 3:
Ma Tén thuéc | Pon Qui cach Ma So6
thud gia thudc luong
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c ban
Al [ Vitamin Bl 15000 | Loai 100 vién A2 20
A2 | Vitamin C 20000 Vi 20 vién C2 11
Cl florphemraml 30000 | Loai 100 vién C3 30
C2 | Ampicillin 6000 | Vil0vién Al 100
Trwong PTTH Hoang Diéu
KET QUA THI HOC KY |
Nam hoc 2001-2002
STT Ho va tén Neay Diem thi 1TOng
sinh Todn | Ly Hoéa diém
1 Truong Thi Chi 02/10/80 8 7 9
2 | Nguyén Phudc 04/09/80 | 5 6
CuOng
3 | Nguyén bUc Huy 16/01/79 | 8 9 5
4 | Nguyén Vi Diing 15/05/80 | 7 6 8
5 | Pham Cao Béng 25/02/78 9 9 8
6 | Pham Bich Loan 04/08/80 7 5 9
Yéu cau:
1. Soan thdo va dinh dang bang diém theo mau trén;
2. Tinh cOt tOng di€m = Toan + Ly + Hod (Dung Formula).
3. Thuc hién sap x€p d{f liéu trong bang theo chi€u ting dan (Theo cOt tOng
di€m).
Cac 10i thuong gap va cach khac phuc
Stt Théng bdo 10i Nguyén nhin Céach khac phuc

1 |Khi nh @n phim Home

Vao menu Tools >




61

hay End thi khong cé

Options > Chon thé
Genaral r0i hly dau

ki€m  trong 0
Navigation keys for

thdy ch{r va trén thudc
lai khong thay sO (tat

e dung Wordperfect users >
nhan OK.
Trén Destop ban
nhdn chubt phdi
chon Properties >
Dénh ch{r nhung khong chon thé Appearance

> chon ti€p muc
Advanced rOi nhan

2 | ca déu bién thanh mau chudt vao dong chit
trang)- Message text va tai
hOp Color ban chon
lai mau den va nhan
OK > nhan OK lan
n{a..
Hién tugng 1éch dau
trer.l lfy t Ch,u hoa Vao menu Tools -
Khi sU dung céac font :
~ R 2 - AutoCorrect Options.
chu thuOc bang ma s < s >
TCVN3. VNLWindows TruOng hOp nay la do | Chon the
3 ’ tién ich AutoCorrect | AutoCorrect, bd ddnh

... lic chiing ta bo dau
thi s& thay dau bj 1&ch
sang bén phdi lam cho
vin ban thi€u tham
my.

cla Word.

ddu muc Correct
TWo INitial
CApitals. Nhan OK

BAI 3: BAO MAT VA IN AN
M3 bai: MD09 -03

MuUc tiéu:
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Thuc hién dugc thao tic dat mat khau cho file viin ban
Chon 1ua cic ch€ do va hiéu chinh trudc khi in an
Thuc hién dugc cic thao tic trOn vin ban

TU tin trong thao tic in an vin ban, bang biéu.

Rén luyén kY niing t0 chlc khi in an hang loat.

1. Bdo mat
Muc tiéu:
Thuc hién duoc thao tdc dat mat kh@u cho file vin ban

Viéc bdo vé dit liéu trén Word dugc phan thanh cdc mUc d0. MUc db
cao nhat 12 bdo vé khi m& té€p tai li€u, va mUc dO th( hai 12 bdo vé su thay
doi dit 1iéu trén tép tai liéu. SU dung mUc dO ndo 1a do ban quyét dinh, tuy
thuOc vao muc dich clla ban

Nguyén tdc bdo vé cho mOi mlc la: Ban gin mbt mat khau
(Password). Khi d6, chi khi nao ngu0i ding nhdp ding mat khdu da gin mdi
c6 th€ 1am dugc viéc ma ban bdo vé.

1.1. Bao vé khi xem vin ban

Budc 1: M4 tai liéu can bdo vé trén word

Budc 2: M3 muc chon: Tools | Options.., hOp thoai Options xudt
hién:

[Options LI
Track Changss 1 Lier Irfarmation | Compatibility 1 Fil= Locations I
wiew | General | Edt | Prre Sawe | Speling % Grammar |
Save opbions -

I Alvays create badkup copee
I bllovs Fast sawves
[ Prompt for document properties
™ Prompt to save Mormal template
I Emb=d TrueType Forits
I Embed charadiers in use onky
I Seve date anly For forms
¥ allows background saves
¥ Save AukoRecover info every: i0 5‘ mirukes

Savea Word fles as: I'-’-’.:urd Dooument (¥ dac) ﬂ
I Dizable Features nok supporbed by Word 97
File sharing options for "Docurent2®
Password bo open; Password bo modify;
=2
I pead-onhr recommended

oK I Canosl
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Trén thé Save, ban hiy g6 vio mat khdu bdo vé tép khi m3 G muc
Password to Open:, g& xong nhdn OK. HOp thoai Confirm Password xudt
hién, yéu cau ban nhap lai mat khdu vUa gé:

20
Reenter password bo open:
=]

Cancel

Caution: IF vou loss or Forget the passward, & cannok be
recovered, It |5 advisable to keep & bst of passwords and
their corresponding document narmes in a safe place.
(Remember that passwords are case-sensitive.)

Hay g6 lai mat khdu vUa g6 trudc dé vio muc Reenter password to
open: Go xong nhan OK d€ hoan tat.

Né€u ban g ding, hOp thoai sé déng 1ai, viéc thi€t 1ap mat khdu khi
md vin ban di thanh cdng. N€u ban go sai, thong bao sau diy xudt hién:

Microzoft Word _)_(J

"!-l) The password confirmation does not match,

Ti€p theo ban phai nhdp lai mat khdu di g6 trudc dé.

Sau khi da thi€t 1ap mat khdu bdo v€ tai li€u khi m& t€p nay thanh
cong, n€u ngudi ding md tép tai liéu nay ra d€ lam vi€c, hQp thoai sau diy
xuat hi€én yéu cau nhdp vio mat khdu bao vé:

Passward 21|
Enter passward to open File
il Adminiskrat oriMy DocumentsiksibeuMAT. doc

2 ohesdioh e

2

Ngu0i ding phdi nhdp ding mat khdu ma ban da thi€t 1ap 1én hOp
thoai nay mdi c6 th€ mé dudgc tép tai liéu

1.2. Bao v€ khi thay d®i viin ban
Budc 1: M3 tai li€u can bdo ve trén word
Budc 2: MG hOp thoai Options.
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2%
Track Changes | UserInformation | Compatibilty | File Locations
view | Genersl | Edt | Pk Save | SpelingGrammer
Save aptions
I always creats backup copy
I Alaw Fast saves

I Frompt for document propertiss
I~ Promok bo savve hloomal bemplate
I~ Emibad TrueType fonks
I Embed characters inuse anty
™ Zave data onby for Forms
I alow backgroond saves
¥ Save autoRecover info ewvery: 10 = mirues

Save YWord hles as: ]\'.-'-:lr-:l Cooument (*.doc) j
[T Disable features not supporbed by Ward 97

File sharing options for "talieuMat. doc”
Password to open: Password ko modify;

I Bead-only recommendad

e e

Trén thé Save, ban hiy gd vao mat khau bdo v€ khi slra d6i nli dung
vin ban 3 muc Password to modify:, gd xong nhdn OK. HOp thoai Confirm
Password xudt hién, yéu cau ban nhap lai mat khdu vlra go:

Confirm Password x|
Resnter passward to modify;
Cancel

Caution: IF you lose or forget the password, & cannot be
recovared, Itis advisable ko keep a kst of passwords and
thelr corresponding document names in a safe place.
(Femember that passwords are case-sensitive.)

Hiy g6 lai mat khdu vUa g6 trudc dé vio muc Reenter password to
modify: G6 xong nhdn OK d€ hoan tat.

Né€u ban go ding, hOp thoai s& déng 1ai, viéc thi€t 1dp mat khdu thanh
cong. Néu ban go sai, thong bdo sau day xudt hién:

Hicrozoft Word x|

1 J The password confirmation does not match,
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Sau khi da thi€t 1ap dugc mat khdu, n€u ngudi dung m& t€p nay ra dé
st dung, mOt hOp thoai yéu cdu ho nhdp mat khdu d€ c6 thé slta dugc ndi
dung tai liéu:

Password 2|

'‘tailieumaT dac’ is reserved by Mguyen Son Hai

Enker password bo madify, or open read only.

Password:
[ o« ] cancat | meadony |

- Né&u nhdp mat khdu ding, ngudi dung d6 sé c6 quyén stra nOi dung
tai liéu.

- N€u khong c6 mat khau, ho ciing c¢6 th€ nhan niit Read Only d€ md
t€p tai liéu nay dudi dang chi doc — Read Only (dang nayfthif khong sta va
cat dugc nOi dung vin ban). Khi d6, thanh tiéu dé word xudt hi€n dong chir:

Y tailieuMAT. doc {(Read-Only] - Hicrosoft Word

JEiIe Edit Wiew Inserk Farmmat Tools Table Window Help

ﬁ?_\‘-, Cach bao v& nay khang dugc hiéu qua 13m khi ma cac ki nang xif Iy dir lidu trén tai ligu hign nay 1 rat
don gian. Ban nén dung cach bao vé mic khi ma tép di liéu thi hiéu gua sé& cao hon.

2.In @n

Muc tiéu:
Chon lUa cdc ché dd va hiéu chinh trudc khi in 8n
TU tin trong thao tdc in @n van ban, bang biéu.
Reén luyén ky ning t0 chUc khi in &n hang loat.

2.1. Pinh kich thudc khé gidy, hudng gidy
Ta mG muc chon File | Page Setup.. d€ kich hoat. HOp thoai Page
setup xudt hién:
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2%
Mzrgins ~ Papst See IEapar Source I Lok I
Papet siz=t rFrenviem
Wil |a.zr' E
Heighe: [hes =

entation

% Portrak
- Lordscape

=
g =
ol o
g
=
a
=

Aply bo: j
D=fault.., Canzel |

- Thé Paper Size: Cho phép ban Iua chon khG gidy in.

- Muc Paper size: D€ chon kh0 gidy in. Bao gbm céc kh: Letter, A0,
A1,A2,A3,A4,A5,.. tuy thuOc vao tUng loai mdy in cUa ban. Binh thuGng, vin
ban dugc soan thdo trén khd A4.

- Ngoai ra ban c6 th€ thi€t 1ap chi€u rOng (muc Width), chi€u cao
(muc Height) cho kh0 gidy

- Muc Orientation: D€ chon chi€u in trén khO gidy. N€u 1a Portrait —
in theo chi€u doc, Lanscape — in theo chi€u ngang kh0 gidy;

- Muc Apply to: D€ chi dinh pham vi cédc trang in dudc dp dung thiét
1ap nay. Néu 12 Whole Document — 4p dung cho toan b0 tai liéu; This point
forward — 4p dung bat dau tU trang dang chon tré vé cudi tai liéu

- Muc Preview — cho phép ban nhin thdy cau tric trang in da thiét 1ap;

- Nhén niit Default .. n€u ban muln 4p dung thi€t 13p nay 12 ngdm dinh
cho céc tép tai liéu sau cla word;

Nhan OK d€ dong y va déng hOp thoai 1ai.

2.2. Pinh dang 1€ in

Ta m3 muc chon File | Page Setup d€ kich hoat hOp thoai Page setup
ti€p theo ta chon thé Margin

Thé Margin: Cho phép thi€t 1ap 1€ trang in
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PageSewp 21
ﬂargnsl Pzper Siz= | Papsr Saurce I Lawout |
Ii. Previ
Lo 0.5 = s
Biotbom; 0.5 = [
LB&: ]II ﬁ -
Righk: 0,69 = e —
Subber: Il]" _r_lz e
—" ————
Header:  [0.5° =
Footar: IU'EI =l nophy b0 I'-.lvhl:-la document j
[ mMirrar marging Gober peltan ————————
1 & papes per sheek o Lexfk " Top
Defadt. .. | of | cace |

- Muc Top: D€ thi€t 1ap chi€u cao cla 1€ trén cUa trang in

- Muc Bottom: D€ thi€t 1ap chi€u cao cUa 1€ dudi cUa trang in
- Muc Left: D€ thiét 1ap chi€u rOng cla 1€ trdi cUa trang in

- Muc Right: P& thiét 1ap chiéu rOng cla 1€ phai cla trang in
- Muc Gutter: D€ thi€t 1ap bé rOng phan gay tai liéu

Top

Righ

Baottom

- Muc Header - Thi€t 1ap chi€u cao cUa phan tiéu dé dau trang
(Header)

- Muc Footer — Thi€t 1ap chi€u cao cUa phan tiéu dé culi trang
(Footer)

- Muc Apply to: D€ chi dinh pham vi céc trang in duQc 4p dung thiét
1ap nay. N€u 12 Whole Document — 4p dung cho toan b tai 1iéu: This
Point forward — dp dung bat dau tUr trang dat di€m tré trd vé cudi tai
liéu

- Muc Preview cho phép ban nhin thdy cau triic trang in da thi€t 1ap

- Nhén nit Default ..- Néu ban muln dp dung thiét 1ap nay a2 ngam
dinh cho céc tép tai liéu sau cla word

- Nhén OK d€ dOng y va déng hOp thoai lai.
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2.3. Thi€t 1ap may in
Sau khi da ch€ bdn xong tai liéu, da ki€m tra 1ai cdc 16i ché ban. Budc
nay ban s& thuc hi€n thi€t 1ap mdy in

C6 nhi€u cdch cho ban chon 1ua ra 1€nh in an.
Cach 1: M& muc chon File | Print..

Céch 2: Nhan t6 hgp phim Ctrl + P

HOp thoai print xudt hién

E— 2 x|
Frintar
Blame: | 4 HP Lazer et 13200 Serias POL ll Froperties I
i e Fird Priter .. |
Type: HF Laserdet 1200 Saries PCL =
Wihere: DOT4_001 I~ Feint to He
Comment: [ ranual dupley
Fapa range: 7 roopkes i
Lo | Mumber of copias: m_ﬂ
™ cCurrent page
T pages: | F# Collats
Enber page numbers andfor pags ranges
separsbed by commas, For example, 1,3,5-12
Frint what: II'_\un_'rr.E:l: ﬂ [rEcam-
Frink: Ilela;cs:n o j | Pages per shest:  [1 page vl
| Scale bo paper size: (o Scaing - |
Cotions... 0 I Cancel |

Nit Properties cho phép ban thi€t 1ap cac thuOc tinh cho may in néu

- HOp page range — Cho phép thi€t 1ap pham vi cic trang in

- Chon All - in toan b0 cac trang trén tép tai li€u
- Current page- chi in trang tai li€u dang chon

- Pages — chi in cic trang c8n in. Qui tac chon ra céc trang can in nhu
sau: <tU trang>-<d€n trang>

Vi du:
Chi in trang s0 5:5
In tU trang 2 d€n trang 10: 2-10

In tU trang 2 d€n trang 10, tU trang 12 dén trang 15: 2-10,12-15
- HOp Copies — Chi ra s6 bdn in, ngam dinh 13 1. N€u ban in nhi€u hon
1 ban, hiy g6 sO ban in vio day.

2.4. Lua chon may in
Sau khi dd ch€ ban xong tai liéu, da ki€m tra 1ai cdc 16i ché ban. Budc
nay ban sé thuc hién lua chon mdy in

C6 nhi€u cach cho ban chon 1ua ra 1€nh in an.
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Cach 1: M& muc chon File | Print..
Céch 2: Nhan tG hgp phim Ctrl + P
HOp thoai print xudt hién

Pirt x|
Frintar
Blame: | i HP Lazer Jat 1300 Serias POL ﬂ Fropertiss I
i e Fird Priniter...
Type: HF Laserdet 1200 Saries PCL =
Wihere: DOT4_001 I~ Feint to He
Comment: [ ranual dupley
Fapa range: 7 roopkes i
1+ all | mumber of copkes: m_ﬂ
™ Current page
i pages: | ¥ Collats
Enber page numbers andfor page ranges
separabed by commas, For excample, 1,3,5-12
Print what: IDan.-rne:t ﬂ e
Print: INlpa;cs:n s j | Pages per sheat: 1 page vl
| Scale bo paper size: (o Scaing - |
Cotions... 0 I Cancel |

- HOp thoai Printer cho phép ban chon mdy in can in (trong trudng hop
may tinh ban c6 ndi téi nhi€u mdy in). DE thay dGi mdy in ta click chudt vao 6
name cUa truOng printer rOi chOn tén mdy in phit hgp. o) day ta dang st dung
may in HP Laser Jet 1200 Series PCL.

2.5. Xem tai li€u trudc khi in

Xem trudc khi in (hay con goi Print Preview) 1a viéc rat quan trong, dac
biét d6i vGi nhitng ngudi méi hoc word, chua c6 nhi€u céc kY ning vé in an.
Qua man hinh Print Preview, ban c6 thé quan st trudc dugc cau tric trang in
cing nhU n0i dung chi ti€t trén trang in. Qua d6 s& c6 nhlng di€u chinh hgp
ly, kip thoi dOi v§i tai liéu cla minh d€ khi in ra s€ thu dugc két qua cao nhu
¥ muOn.

D€ bat man hinh Print preview, ban cé thé lam theo mOt trong hai
cach:

Cach 1: M& muc chon File | Print preview

Céch 2: Nhan niit Print preview L& ¢rén thanh cong cu Standard.
Man hinh Preview cing thanh cdng cU print preview xudt hién:
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Man hinh Preview 14 nGi hi€n thi cdu tric, ciing nhu n0i dung céc trang
tai liéu trudc khi in.

Thanh cong cu Print Preview cung cdp cic nit chlic ning d€ lam viéc
trén man hinh Preview, do la

49%0 * |, 2 L > A~ . A N N
=t be phong to, thu nhO (Zoom) thong tin trén man hinh
Preview

't . d " ~? " yd rd
il‘ Cho phép hién thi hay khong hién thi thudc ke (Rule) trén
man hinh nay

= Chi hi€n thi mOt trang tai li€u trén man hinh nay
BE .

* C6 th€ chon n trang tai liéu cling hi€n thi trén cing mOt man
hinh nay (n = 1..6)
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@:Dé’ chuyén dGi ch€ d6 chi xem va xem + c6 th€ sta ndi
dung truc ti€p trén tai liéu.

S|. In tai li€u ra may in

'‘Dong man hinh nay lai, trO vé€ man hinh soan thao tai lieu
ban dau. Ban ciing c6 th€ lam viéc nay khi nhdn phim
ESC.

- HOp page per sheet d€ chi ra sO trang tai li€u s& dugc in ra mOt trang.
Ngam dinh 1a 1, tuy nhién ban c6 th€ thi€t 1ap nhi€u hon s0O trang in trén mot
trang gidy, khi d6 cG sé rat bé.

- CuO0i ciing nhan nit OK dé€ thuc hién viéc in 8n

3. In tron vin ban
Muc tiéu:
Thuc hién dugc cdc thao tdc trOn vdn ban.

3.1. Khai ni€ém vé tron tai liéu

MOt tinh ning rdt manh clUa phan mém soan thdo vin ban Microsoft
Word 12 trOn tai li€u (Mail Merge). Di€u nay d gitp ich cho cdc nhan vién vin
phong rat nhiu trong viéc in cdc danh sich clla minh ra cdc phi€u nhd. Ching
ta hdy tim hi€u tinh hung sau:

Lan 12 bi thu chi doan 16p Q10A1, ¢ dang phai soan thdo cic gidy m0i
d€ gl tdi cdc ban sinh vién tham gia buGi lién hoan vin nghé do chi doan t0
chUc. Danh sdch khiach mOi da dugc liét ké trén mOt bang Word (hodc trén
Excel) nhu sau:

TT HO tén Lép

1 | Nguyén Vin Quang Q9A2

2 | Thach Hai Van Q9A2
3 | Bui Thi Ninh Q9A3
4 | Lé Quang Tam Q9A3
5 | Nguyén Thu Ha Q9A4

Lan phdi lam nhu thé nao?
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Tinh ning Mail Merge cla Word sé€ gitip Lan don gidn va rat nhanh
chéng tao ra dugc cic gidy mOi ghi day dU thong tin can thiét.

3.2. Chudn bi dir liéu
Phai chac chan ban di tao dudc danh séch khdch moi nhu sau:

TT HoO tén Lép

1 | Nguyén Vin Quang Q9A2

2 | Thach Hai Van Q9A2
3 | Bui Thi Ninh Q9A3
4 | Lé Quang Tam Q9A3
5 | Nguyén Thu Ha Q9A4

Bang nay c6 th€é dugc soan trén word, trén Excel hodc mOt bang trén
Access, Foxpro.

3.3. Soan mau tai liéu trén
Soan thdo m6t mau gidy mdi nhu sau:

DOAN TRUONG ESTIH
BCH Chi doan Q10A1

GIAY MOI

Nhan dip ky niém ngay Quoc té Phu nir 8-3, Chi doan
QI0Al t& chifc budi lién hoan van nghé tai Hoi trudng 16,
truong ESTIH.

BCH Chi doan kinh méi ban .......................... Lap ....
dén du va cd vil.

Sur xudt hién cla Ban nhat dinh sé lam dém van nghé thém
phéan doéng vui vé sinh dong. Rat mong ban dén du ding gio.

TM BCH CHI DOAN QLOAL

Ta Ngoc Lan
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3.4. Kich hoat tinh nidng Mail merge
Kich hoat tinh ning trOn tai liéu clla Word bang cdch m& muc chon
Tools | Mail Merge.., HOp thoai Mail Merge Helper xuat hi€n:
x|

Use this checklist bo set up a mail merge. Begn by choosing the Creabe
butbor,

3 Merge the daka with the document

[Merge. I

Cancel I

2 B o N ge
O muc 1 55 v cocr bam chuOt nit Creat va chOn muUc mailing
Label, hOp thoai sau diy xudt hién.

Microzoft Word [ x|

¥ | Tooeste the malfing labels, you can use the acthve document window Document4 or
\{{; a rew document vindow,

Hiy chon Active Window dé ti€p tuc:

B
O muc 290 o, SDL"EI nhan chult niit Get Data va chon muc Open
Data Source.., hOp thoai Open Data Source xuat hi€n, ban hiy chon t€p
ch(ra danh sich khiach mdi di tao rOi nhan Open
Sau khi m@ dugc té€p ch(a danh sich khach m0i, c6 th€ nhan Close d€
déng hOp thoai Mail Merge Helper va sU dung thanh cong cu Mail merge dé
chén c4c truGng tin can thiét 1én tai liéu:
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+ Mail Merge E

Insert Word Field = | 7.7 | A

L | BB B B e | G Y

Insert Merge Field -

Né&u khong thdy thanh cdng cu Mail Merge xudt hi€n trén man hinh, c6
th€ hién thi n6 bang cich chon thuc don View | Toolbars | Mail Merge

3.5. Chen céac truong tin 1én tai li€u

D& chen cac truOng tin 1én gidy mdi, 1am nhU sau

Budc 1: Dat di€m trd vao vi trf can cheén thong tin trén tai li€u: Pat 1én
phan dinh chen tén (n€u muOn cheén trudng HO tén) hodc dat di€m trd 1én
muc 18p (néu muOn cheén 16p)

Budc 2: Trén thanh cong cu Mail merge nhan nit Insert Merge Field,
rOi chon truOng tin can cheén 1én tai li€u

Sau khi chén day dU céc truGng tin vao nhng vi tri hgp 1y cla chiing trén
tai li€u, ban c6 th€ chuy€n sang budc ti€p theo d€ ti€n hanh trOn ra gidy mai

3.6. Thuc hi€n tron tai liéu

~ , M (] A A . A . N
Nhan nut il trén thanh cong cu Mail merge, hOp thoai tuy chOn
trOn nhu Merge xudt hién

21

CrEa—— . |

o ds bo be merged
& al  Erom: | To: | Check Errars...
Query Oplions...

hen merging records
(% Don't prink Blank lines when data fields are empby.
" Prirkt blank lines when data fields are empty.

Mo query opkions have been set.

C6 thé thiét 1ap thong sO cho hOp thoai nay nhU sau:

- Muc Merge to: cho biét nhimng gidy m0i dugc tao ra sé& dat ¢ dau:
New document- & mOt tép word mdi, hodc Printer — sé dugc in ngay ra may
n
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- Muc Record to be merged: cho bi€t pham vi cdc ban ghi s& duogc
trOn ra: All- sé thuc hién trOn tat cd cic ban ghi hodc From: - hiy chi ra mOt
tU ban ghi nao dén To: bdn ghi nao?

- Cu0i ciing nh&n Merge d€ thuc hién trOn ra cic gidy mdi nhu di thiét
1ap.

3.7. Thanh cong cu Mail Merge
Thanh cdng cU Mail merge cung cap cic niit chlic niing gitip ban lam
viéc nhanh chéng va thudn tién trong qua trinh trOn tai li€u trén word.
* Mail Merge
Insert Merge Field - | Insert Word Field = ; @» | M4

1 b | B B B S vere.. | B

nsert MergeField » |- HE chen mot truding tin (cOt) tlr danh sch 1én tai liéu

tron
qunl. o o am e itia e A
- De chuyeén dén vi tri céc tai lieu sau khi da trOn dugc
:  PE hién thi hOp thoai Mail Merge Helper ti€p tuc
nh(ng thiét 1ap 6 muc 4.3.4
' ~2 .2 P A X . < , < .
- be kiém tra xem c6 mOt 101 nao trong qua trinh thiet
1ap céc thong tin trOn tai liéu hay khong?
@ 4 2 A JaY
28]:  Thuyc hién t6n ti 1iéu va dua cic k&t qua ra mot &p
Word m&i
o . :
%|: Thuc hién trOn tai li€u va in ludn k&t qua ra may in
SET SRV h&p thoai thiét 1&p céc thong tin trudc khi trOn thu
Merge
Cac 10i thudng gap va cach khac phuc
Stt | Thong béo 16i Nguyén nhin Céach khac phuc

Pay 12 10i ma do ban | Cho nén ban hiy lam
copy file 3 nhi€u ndi, | theo cich sau day:
cho nén khi ban chen | Ban vao Insert- pages
trang né s€ khong ra | numbers..- format-
nhU ban danh mdy binh | continue from ...-ok.
thuOng dugc: La xong

LOi chen s th(r tu
cUa trang ma
I |khong duQc:
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Khi d4nh sO trang
lai thdy xudt hién
2 |chr Page ma
khong hién ra sO
trang

Khac phuc : Vao menu
Tools > Options > chOn
thé View rdi hly dau
ki€m trong 6 Fiel codes
>nhan OK.

Khi hét dong hodc
nhan enter xudng
dong thi xudt hién

Khac phuc: Vao menu
File > Page setup >
chon thé Layout r0i

Tab thi xudt hién
dau miii tén

0 Tab Characters & thé
view

cic sO thr ty dé nhan nuit

d€ém dong LineNumbers... > b0
ddu kiém trong & Add
line numbering > nhan
OK.

Khi nhdn phim | Do d4nh ddu ki€m vao | :- Khac phuc: Vao

menu Tools > Options
> Chon thé View rOi
hUy dau ki€m trong 6
Tab Characters > nhan
OK.

Khi in vin ban
nhung 1ai in tu
culi trang 1én dau
trang:-

Khac phuc: Vao menu
Tools > Options >
Chon thé Print rGi hly
ddu kiém trong 6
Reverse Print order >
nhan OK.

Bai 4: KY THUAT XU LY BANG TiNH

Ma bai: MD09 - 04
Muc tiéu:

Trinh bay dugc khdi niém vé bang tinh
Hi€u duoc cach thlec t6 chlc 1am viéc cla bang tinh
Reén luyén tu duy logic trong cong vi€c 1ap bang tinh.
Tu tin khi ti€p xic c4c bdo cdo dang bang tinh.
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1. GiGi thiéu
Muc tiéu:
Trinh bay duoc khdi niém vé bang tinh.
Trinh bay duQc cdch khdi dOng va thodt khOi Excel.

1.1 Cac phan mé&m xU 1y bang tinh

1.1.1 Microsoft Excel

Microsoft Excel 12 mOt chuoOng trinh Ung dung thubc b0 Microsoft
Office, 12 mOt cong cU manh dé€ thuc hi€n cic bang tinh chuyén nghiép. Ciing
nhU cdc chuong trinh bdng tinh Lotus, Quattro,..., bang tinh cla Excel ciing
bao gOm nhi€u & dudgc tao bdi cic dong va cOt, vi€c nhap d{ 1i€u va tinh todn
trong Excel ciing c6 nhiing di€ém tuong tu tuy nhién Excel c6 nhi€u tinh ning
U vi€t va c6 giao di€n rat than thién v&i ngudi st dung.

Hién tai Excel dugc sU dung rOng rdi trong mdi truOng doanh nghi€p
nham phuc vU céc cong vi€c tinh todn théng dung, bang cédc cong thlc tinh
toan ma ngUdi sU dung (NSD) khong can phai xdy dung cic chuong trinh.

1.1.2 PlanMarker

1.2. Qua trinh phat trién Excel
1.3 Cac tinh ning ndi bat

Kh@i dOng Excel

Cach 1: Nhap ddi chubt vao bi€u tugng Excel trén man hinh nén (N€u
co)

Céch 2: Kich chudt vao biéu tuong Excel trén thanh MS Office Shortcut

Cach 3: TU Menu Start - Chon Program - Chon bi€u tugng Microsoft
Excel

Ciach 4: TU Menu Start - Chon Run - xudt hién hOp thoai: Nhap tén tap
tin chuong trinh Excel (kem theo duGng dan day dU) an OK

Thodt khOi Excel: C6 nhi€u cich:

Cich 1: Chon 1énh File - Exit

Céch 2: Kich chudt vao niit Close trén thanh tiéu dé cUa clta sO Excel

Céach 3: Nhan tG hgp phim Alt + F4

Khi déng Excel, néu bdng tinh chua duge 1uu tr(r thi excel s€ xudt hién thong
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Microsoft Excel x|
& Do o wank bo s5ve the changes you made o Bookl '?

Rlo | Cancel |

" Do you want to save the change...?" ( Ban c6 luu 1ai nhitng thay d6i
trén tap tin BOOK1 khong?)

Né€u chon Yes: Luu tap tin rdi déng Excel 1ai

Néu chon No: Péng Excel 1ai ma khdng 1uu tap tin

Néu chon Cancel: Huy b0 1énh thoat Excel
Cic thanh phan trong cUta s6 Excel

Thanh tigu |

Thanh Menu

El Microsolt Excel - Book1 g _]EI' ﬁl
/&) Fle Edt view [nsert Format Tools Data Window Help & x|
DEERERY sBRI[> - [e: UL BBD
|'m'Nl:imsnewroman - 11 B 7ol E=E=BEH|$2%x, 82 '?"‘b -A -7
| @0 50agt (| widow J/ \J

Al = [ Thanh Fnrmattmg

A B |

1 R Thanh Standard
1} Thanh Formula

[ © hign hanh

l.ilq b pi]\Sheet1  sheetz [ Sheet3 / 4] HLIJ:‘
Ready | [ I I |

Ciing gOm cdc thanh phan c0 ban cla clra s6 chuong trinh:

- Thanh tiéu dé

- Thanh thuc don

- Thanh céng cu: Péng/ mG cic thanh céng cu bang 1énh View
/Toolbars

- Thanh céng thlc: (Formula bar): Péng m@ thanh cong thc bang 1énh
View/Formula bar.
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- Dong (Row): Tiéu dé dong dugc ky hiéu theo s6 thd e 1, 2, 3, ...dén
65536

- Dong (Column): Tiéu dé c6t dugc ky hi€u theo cic chif cdi: A, B, C...
dén IV (t0i da 256 cOt trén mOt bang tinh)

- O (Cell): Giao cUa hang va c6t. O dudc xdc dinh bang dia chi 6, ky
hiéu <cOt><dong>

Vidu: O C51a 6 tai vi tri cOt C giao v&i dong 5

- Con tr® 6: ¢6 dang hinh chit nhat bao quanh 6. O c¢6 ch(ta con trd 6 goi
12 6 hién hanh. Dia chi 6 hién hanh sé hién thj trén 6 Name box (phia bén trai
cUa Thanh cong thUc) va nOi dung ch(a trong & d6 sé€ hi€n thi G phia bén phai
cUa thanh codng thic.
* C@u triic bang tinh Excel

M®i tap tin Excel c6 thé chlta nhi€u bang tinh. MOi bang tinh dugc goi
12 mOt Sheet (26m 256 cOt x 65536 dong). MOi tap tin (book) c6 thé chifa tOi
da 255 Sheet. Khi m& m&i mOt tap tin, Excel s€ 18y tén tap tin 12 Book1.xls va
con tr® s& nam G bang tinh Sheetl.

2. Lam vi€c co ban v6i bang tinh
2.1 Dinh dang font chit mac dinh

2.2 Dinh dang vi tri luu tri

2.3 Thoi gian tu dOng luu trir

BAI 5: HAM VA TRUY VAN DU LIEU

Ma bai: MD09 - 05
Muc tiéu:

Nam dudc khai niém vé cic ham trong Excel

Hi€u dugc cid phap cUa tUng ham

Thuc hién dugc 10ng ghép cic ham vGi nhau

Hiéu dugc cdc khéi niém vé co s d{f liéu

Thuc hién dudc cic thao tic v3i cO s& d{t liéu

Rén luy€n tinh c8n than, chinh x4c khi st dung ham.

1. Cac khai niém
Muc tiéu:
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Nam dugc 1 s khdi niém co ban: ki€u dit liéu, cdc phép todn, dia
chi tuong doi, tuyét doi.

1.1 Céc ki€u dir li€u: Number, Date, Text
Ki€u Number (ki€u s0): Dt liéu ki€u s6 ludn nam G bén phdi cla 6
tinh. Cé4c gi4 tri ngay thdng, thGi gian, tién t&, phan trim... déu l1a d{
liéu ki€u sO (c6 th€ tinh todn cOng, trlr, nhan, chia).
Chi y: gid tri ngay thang n€u ban nhap ding (thudng 14
thang/ngay/ndm) thi s& nam & bén phdi clia 6, n€u nhdp sai thi sé G
bén trdi 6 (tuong duong vai ki€u chil)
Ki€u Date (ngay thang):
Ki€u Text (ki€u chil): D liéu ki€u cht luén nim & phia bén trdi cla &
tinh (cell), né bao gdm cac ch(r cdi, chr sO va cac ky tu dac biét. Néu
mOt 6 tinh c6 d{F li€u s6 mudn chuy€n sang ch(t thi phai c6 ddu nhdy
don(*) & trudc 6 do.

1.2 Céc phép toan va toan tU so sanh
Cac phép toan:
Dt liéu ki€u cong thlrc 1a cac dit 1iéu bat ddu bdi cac dau: =, +, -, *
(thong thuOng nhat 1a st dung dau =).

- C4c cong thUc tinh todn trong ki€u dit liéu:

COng +

Tru -

Nhan *

Chia /

Phan trim %
D3u ngin cich gilta cdc phan thap phan thudng 13 dau cham (.), con
ddu ngin cich gilra cdc sO hang nghin 1a dau phdy (,). (Vi du: 1000000
= 1,000,000; con Y2 = 0.5)

Céc toan tU logic

OR: ham hoac

AND: ham va

NOT: ham phu dinh

- Ngoai ra v6i kiu cong thUc thi thuOng sé& k&t hgp vGi cdc ham tinh
to4dn (phan nay s& dugc gidi thiéu trong cic bai ti€p theo)
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1.3 Cac loai dia chi tuong doi, tuyét doi
MOi 6 tinh (cell) d€u c6 mOt dia chi riéng biét d€ phan biét va tinh toan.
Dia chi clla 6 dugc dat tén theo ky hi€u cOt va sO dong tudng Ung cla
0 d6. (Vidu: 6 C3 1a & cOt C, dong 3), dia chi cUa 6 ban sé& nhin thdy &
phia bén trdi thanh Formular (thanh cong cuU ngay phia trén cUa bang
tinh).
C6 4 loai dia chi 6 ma ban phdi ghi nhd: Dung phim F4 d€ thay d6i
gilra cdc loai dia chi
- Pia chi tuong d6i: 12 dia chi thong thuGng ma ban hay thdy, dia chi
nay s€ thay d0i cd cOt ca dong khi sao chép cong thlc (phan nay sé
gidi thiéu vé sau). Ky hi€u dia chi tuong d6i 1a: tencottendong (Vi du:
C3)

- Pia chi tuyét d0i dong: 1a dia chi c6 dong khong thay ddi nhung cOt
thay d0i. Ky hi€u cUa dia chi tuyét d0i dong la: tencot$tendong (vi du:
C$3 1a dia chi tuy€t d0i dong 3)

- Pia chi tuyét doi cOt: 1 dia chi c6 cOt khong thay dGi nhung dong
thay d6i. Ky hi€u cUa dia chi tuyét ddi cOt 1a: $tencottendong (vi du:
$C3 1a dia chi tuyét dGi cOt C)

- Pia chi tuyét d6i: 12 dia chi ma cd cOt va dong déu khong thay dGi khi
sao chép cong thlc. Ky hi€u cUa dia chi nay la: $tencot$tendong (vi du:
$C$3 1a dia chi tuyét dGi ca cOt C va dong 3)
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Viing dia chi: ban s& phai s dung viing dia chi rat nhi€u khi 1am bdng
tinh, ving dia chi nay th€ hién ban dang chon tU 6 nao dé€n 6 nao. Ky
hi€u vung dia chi nhu sau: tencotltendong1:tencot2tendong2 (Vi du ban
dang chon viing tU 6 C3 dén 6 H5 thi viing dia chi sé 1a C3:H5).

2. Ham x 1y dii liéu dang s
Muc tiéu:
Nam dugc khdi niém vé cdc ham trong Excel.
Hiéu duoc cii phdp cUa tling ham.
Reén luyén tinh c&n thdn, chinh xdc khi s& dung ham.

2.1 Ca phap
Ham 132 mOt thanh phan cla d{ liéu loai cong thUc va dugc xem Ia
nhing cong thUc dugc xay dung san nham thuc hién cdc cong vi€c tinh todn

phUc tap.
Dang thUc tGng quit: <TEN HAM> (Tham s0 1, Tham s0 2,...)
Trong d6: <TEN HAM> Ia tén qui UGc cla ham, khong phan biét ch(r
hoa hay thuGng

Céc tham sO: Pat cich nhau bGi ddu "," hodc ";" tuy theo khai bdo trong
ControlPanel.
Cé4ch nhap ham: Chon mot trong céc cach:
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- C1: Chon 1énh Insert - Function
- C2: An nt Insert Function trén thanh cong cu
- C3: G& truc ti€p tlr ban phim

2.2 Cach st dung ham value, MOD, INT, ROUND

Ham VALUE:
Cu phdp: VALUE(text)
- Coéng dung: Him VALUE dGi chu0i ch(ra s (text) thanh gi4 tri s0.
Text phdi dugc dat trong ddu ngodc kép (“).
- Vidu:
= Value(“$1000000) = 1.000.000.
= Value(“1001 dem”) = #VALUE!
= Value(left(“1001 dem™,4)) = 1000

Ham ROUND:
Cu phap: ROUND(m, n)
- Cong dung: Lam tron sO thap phan m dén n ch(r sO 1&. Néu n duong thi
1am tron phan thap phan. N€u n 4m thi lam tron phan nguyén.
- Vidu 1: ROUND(1.45,1) = 1.5
-Vidu 2: ROUND(1.43,1) =14
- Vi du 3: ROUND(1500200,-3) = 1500000
- Vi du 4: ROUND(1500500,-3) = 1501000

Ham INT:
Cd phdp: INT(n)
- Cong dung: Tra vé gid tri 12 phan nguyén cUa sO thap phan n
-Vidu: INT(1.43) =1

Ham MOD:
Cd phap: MOD(m,n)
- Cong dung: Tra vé gid tri phan du cla phép chia s6 m cho sO n
_Vidu: MOD(10.3) = 1

3. Ham xu 1y dit liéu dang chuoi

Muc tiéu:
Nam dugc khdi niém vé cdc ham trong Excel
Hi€u dugc cid phap cUa tUng ham
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Thuc hién dugc 10ng ghép cac ham vGi nhau
Rén luyén tinh c8n thén, chinh xé4c khi st dung ham.

3.1 Ca phap

Ham 132 mOt thanh phan cla d{t liéu loai cong thUc va dugc xem la
nhling céng thlic dugc xay dung san nham thuc hién cic céng vi€c tinh todn
phUc tap.

Dang thUc tGng quit: <TEN HAM> (Tham s0 1, Tham s0 2,...)
Trong d6: <TEN HAM> 1a tén qui U6c cUa ham, khong phan biét ch(r
hoa hay thuGng

Céc tham sO: Dat cich nhau bGi ddu "," hodc ";" tuy theo khai bdo trong
ControlPanel.
Céch nhap ham: Chon mOt trong céc cich:
- C1: Chon 1énh Insert - Function
- C2: An ndt Insert Function trén thanh cong cu
- C3: G& truc ti€p tlr ban phim

3.2 Céch st dung ham LOWER, UPPER, TRIM, LEFT, RIGHT, MID,
LEN,...

Ham LOWER:
- Cu phip: LOWER(s)
- Cong dung: Chuyén tat cd cic ky tu trong chubi s sang ch{r thuOng.
- Vidu: LOWER(“ExCeL”) = “excel”

Ham UPPER:
- Cu phap: UPPERC(s)
- Cong dung: Chuyén tat cd cac ky tU trong chudi s sang ch(r hoa.
- Vidu: UPPER(“ExCelL”)  =“EXCEL”

Ham PROPER:
- Ci phap: PROPER(s)
- Cong dung: Chuyén tat ca cdc ky tu ddu clia mOi tU trong chuli s sang
ch(r hoa
va cdc ky tu con 1ai 1a chr thuOng.
- Vi du: PROPER(“MiCRosoFt ExCelL”) = “Microsoft Excel”
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Ham LEFT:
- Cu phap: LEFT(s, n)
- Cong dung: Trich ra n ky tu cUla chuOi s k€ t{r bén trai.
- Vidu: LEFT(“EXCEL”,2) =“EX”

Ham RIGHT:
- Cu phap: RIGHT(s, n)
- Cong dung: Trich ra n ky tu clla chudi s k€ tlr bén phai.
- Vi du: RIGHT(“EXCEL”2) = “EL”

Ham MID:
- Cu phap: MID(s, m, n)
- Cong dung: Trich ra n ky tu cUla chuli s k& tUr vi trf th(r m.
- Vidu: MID(“EXCEL”,3,2) = “CE”

Ham LEN:
- Cu phap: LEN(s)
- Cong dung: Tra vé gid tri 1a chi€u dai cUa chubi s.
- Vidu: LEN(“EXCEL”) =5

Ham TRIM:
- C phap: TRIM(s)
- Cong dung: Trd vé chudi s sau khi di cat bo céc ky tu trbng & hai dau.
- Vidu: TRIM(“ EXCEL ) =“EXCEL”
@ Chi y: N&u cic ham LEFT, RIGHT khong c6 tham sO n thi Excel s€ hi€u
n=1.

4. Ham xu 1y dir li€u dang Ngay thang
Muc tiéu:
Nam dugc khdi niém vé cdc ham trong Excel.
Hi€u duoc cii phdp cUa tlng ham.
Thuc hién duoc IOng ghép cdc ham v&i nhau.
Reén luyén tinh c8n thdn, chinh xdc khi s&’ dung ham.

4.1 Ca phap

Ham 12 mOt thanh phan cUa d{ liéu loai cong thlc va dugc xem la
nhling céng thlic dugc xay dung san nham thuc hién cic coéng vi€c tinh todn
phUc tap.
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Dang thUc tGng quit: <TEN HAM> (Tham s0 1, Tham s0 2,...)
Trong d6: <TEN HAM> 1a tén qui U6c cla ham, khong phan biét ch(r
hoa hay thuGng

Céc tham sO: Pat cich nhau bGi ddu "," hodc ";" tuy theo khai bdo trong
ControlPanel.
Cé4ch nhap ham: Chon mot trong céc cach:
- C1: Chon 1énh Insert - Function
- C2: An nit Insert Function trén thanh cong cu
- C3: G& truc ti€p tlr ban phim

4.2 Céch st dung ham DATEVALUE, DAY, MONTH, HOUR, MINUTE,
YEAR, TIMEVALUE,...

Ham TODAY:
Cii phép: TODAY()
- Cong dung: Tra vé gi4 tri 12 ngay thang nim cUa hé thOng

Ham NOW:
Ci phap: NOW()
- Cong dung: Tra vé gi4 tri 12 ngay thang nim va gi0 - phiit cla hé thOng

Ham DAY:
Ci phép: DAY (bi€u thtic ngay_thang nim)
- Cong dung: Trad vé phan ngay cUa bi€u thlic ngay — thang — nim
- Vidu: DAY(TODAY())
Ham MONTH:
Ci phép: MONTH(bi€u thirc ngay_thing nim)
- Cong dung: Tra vé phan thang cUa bi€u thUc ngay — thang — nim.
- Vidu: MONTH(TODAY( ))
Ham YEAR:
Ci phép: YEAR(bi€u thitc ngay_thing nim)
- Cong dung: Trd vé€ phan nim cUa bi€u thlc ngiy — thang — nim.
_Vidu: YEAR(TODAY())

Ham WEEKDAY:
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Ci phiap: WEEKDAY (bi€u thitc ngay_thiang nim , ki€u tra

ve)

- Cong dung: Trd v€ gid tri 12 sO th( tu cla bi€u thUc ngay -thing nim
trong mOt
tudn tiy thubc vao kiu trd vé:

+ Néu ki€u trd v€ 1a 1 (hodc khong c6) thi chll nhat dugc xem la ngay
dau tién
trong tudn va dugc danh sO th( tu theo bang sau:

Tha | CN 2 3 4 5 6 7
STT 1 2 3 4 5 6 7
Vi du: Gid st 6 Al chlra ngay 30/07/2006 (tUc chU nhat) thi:
WEEKDAY(A1) =1

+ Né€u ki€u trd vé 12 2 thi th(f 2 dugc xem 12 ngay dau tién trong tudn va
dugc
danh STT theo bang sau:
The | 2 | 3 | 4] 5 [6 ] 7]cN
STT| 1 | 2 | 3|4 |5 6] 7
Vi du: Gid st 6 A2 chlra gi4 tri ngay 31/07/2006 (tUc th( 2) thi

WEEKDAY(A2) = 1

+ Néu ki€u trd v€ 1a 3 thi th(r 2 dugc xem la ngay dau tién trong tuan va

va dugc

ddnh STT theo bang sau:
Thir 2 3 4 5 6 7 | CN
STT 0 1 2 3 4 5 6

Vi du: Gid st 6 A2 chlra gid tri ngdy 31/07/2006 (th(r 2) thi
WEEKDAY(A2) =0

5. Ham thong ké va théng ké cé di€u kién
Muc tiéu:
Nam duoc khdi niém vé cdc ham trong Excel.
Hiéu duoc cii phdp cUa tling ham.
Thuc hién dugc I0ng ghép cdc ham vOi nhau.
Reén luyén tinh cén thén, chinh xdc khi s dung ham.

5.1 Ca phap
Ham 132 mOt thanh phan cla d{ liéu loai cong thUc va dugc xem la
nhling cong thlic dudc xay dung san nham thuc hi€n cic cong vi€c tinh todn
phUc tap.
Dang th(c tOng quat: <TEN HAM> (Tham s6 1, Tham s 2....)
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Trong d6: <TEN HAM> 1a tén qui UGc cla ham, khong phan biét ch(r
hoa hay thuGng
Céc tham sO: Dat cach nhau bGi ddu "," hodc ";" tuy theo khai bdo trong
ControlPanel.
Céch nhap ham: Chon mOt trong céc cich:
- C1: Chon 1énh Insert - Function
- C2: An niit Insert Function trén thanh cong cu
- C3: Go truc ti€p tU ban phim

5.2 C4ch st dung ham AVERAGE, COUNT, COUNTA, MIN, MAX,
RANK,..

Ham COUNT:
Ci phép: COUNT(pham vi)
- Cong dung: PEm s0 6 ¢6 chla d{t li€u s6 trong pham vi.
- Vi du: D€ dém sO nhan vién trong bang dudi thi dung cong thic:

COUNT(E2:E®6) =5
A B C D E
1 STT Ho va tén Gici Phéng Lwong CB
tinh ban
2 1 Nguyén Van | Nam Ké Toan 1,000,000
A
3 2 Tran Thi B N Kinh 300,000
doanh
4 3 Pham Ngoc Ké Toan 1,200,000
C
5 4 LéVan D Nam Ké Toan 800,000
B 5 MNgo Thi E N Kinh 1,000,000
doanh
Ham COUNTA:
Cu phap: COUNTA (pham vi)

- Cong dung: P&m s06 6 c6 chlra d{t liéu trong danh sich List.
- Vi du: D€ dém sO nhan vién trong cOt C & bang trén thi dung cong thifc:
COUNT(C2:C6) =4

Ham COUNTIF:
Ci phép: COUNTIF(pham vi, diéu kién)
- Cong dung: PEm s0 6 thda min diéu kién trong pham vi.
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- Vi du: D& dém s6 nhan vién thubc phong K€ toin (xem bang & muc a)
thi dung
cong thuc:
COUNTIF(D2:D6, “K& toan”) =3
@ Chi y: TrU trudng hgp di€u ki€n 12 mOt con s chinh xdc thi cdc truOng
hQp con lai
déu phai bd diéu kién trong mOt ddu ngodc kép.
Vi du 1: PEm s6 nhan vién c¢6 Luong CB 12 1.000.000
COUNTIF(E2:E6,1000000) = 2
Vi du 2: PEm s06 nhan vién c¢6 Luong CB nhé hon 1.000.000
COUNTIF(E2:E6,’<1000000”) = 2

Ham MAX:
Cu phap: MAX(pham vi)
- Cong dung: Trd vé gid tri 12 sO 16n nhat trong pham vi.
- Vi du: b€ biét Luong CB cao nhat (xem bang ¢ muc a) thi dung cong
thic:
MAX(E2:E6) = 1.200.000

Ham MIN:
Cii phap: MIN(pham vi)
- Cong dung: Trd vé gi4 tri 1a s6 nhd nhat trong pham vi.
- Vi du: P& biét Luong CB thap nhat (xem bang 3 muUc a) thi diing cong
thic:
MIN(E2:E6) = 800.000

Ham AVERAGE:
Cu phép: AVERAGE(pham vi)
- Cong dung: Trd vé gi4 tri 12 trung binh cOng cUa cic 6 trong pham vi.
- Vi du: P& bi€t mUc luong trung binh (xem bang & muc a) thi diung cong
thirc:
AVERAGE(E2:E6) = 980.000

Ham SUM:
Cu phap: SUM(pham vi)
- Cong dung: Tra vé gi4 tri 1a tOng c4c 6 trong pham vi
- Vi du: D€ tinh t6ng Luong CB cUa tat cd cdc nhan vién (xem bang &
muc a):
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SUM(E2:E6) = 4.900.000

Ham SUMIF:

Cu phdp: SUMIF(ving chtra di€u kién, di€u kién, ving can tinh
t6ng)

- Cong dung: Ham diing dé€ tinh tOng c6 di€u kién. Chi nhiing 6 nio
trén viung ch(ra di€u ki€én thod man di€u ki€n thi sé tinh tOng nhling 6 tUong
Ung trén viing can tinh tOng.

- Vi du: Tinh tOng Luong CB cUa nhan vién phong K€ toin (xem bang 3
muc a):
SUMIF(D2:D6, “K€ toan”, E2:E6) = 3.000.000
Ham x€p vi thit (RANK)
Ci phép: RANK(X, Khéi, n)
- Cong dung: X€p vi th(r cho gi4 tri X trong khOi. Trong d6, n 1a tham sb qui
dinh c4ch sap x€p:
+ Néu n = 0 (hodc khong c6 tham sO nay) thi két qua sap x€p theo ki€u
16n dUng trudc, nhd dlng sau
+ Néu n khéc 0 thi k€t qua sap x€p theo ki€u nho dimng truGe, 16n dlng
sau
- Vi du 1: D€ x€p vi th( cho cic hoc sinh trong bang dudi thi tai & D2 g6 cong
thUc sau:

RANK(C2,5C$2:$C$6)
A B C D
R Vi

1 | STT HO va tén DTB thir
2| 1 |[Nguyén VinA 8.3
3| 2 |TranThiB 7.5
4 | 3 |Pham NgocC 9.2
S| 4 |LéVanD 7.8
6| 5 |[NgdoThiE 8.5

6. Ham logic

Muc tiéu:
Nam duoc khdi niém vé cdc ham trong Excel.
Hiéu duoc cii phdp cUa tling ham.
Thuc hién duoc IOng ghép cdc ham v&i nhau.
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Reén luyén tinh cén thén, chinh xdc khi s dung ham.

6.1 Cu phap
Ham 132 mOt thanh phan cla d{ liéu loai cong thUc va dugc xem la
nhing cong thlc dugc xay dung san nham thuc hién cac cong viéc tinh todn

phUc tap.
Dang thUc tOng quat: <TEN HAM> (Tham s6 1, Tham s6 2.,...)
Trong d6: <TEN HAM> 1a tén qui UGc cla ham, khong phan biét ch(r
hoa hay thuOng

Céac tham sO: Pat cdch nhau bdi ddu "," hodc ";" tuy theo khai béo trong
ControlPanel.
Cé4ch nhap ham: Chon mOt trong céc cach:
- C1: Chon 1énh Insert - Function
- C2: An nit Insert Function trén thanh cong cu
- C3: G0 truc ti€p tU ban phim

6.2 Céch str dung ham AND, OR, NOT, TRUE, FALSE, IF,...

Ham IF:
Cu phap: IF(bi€u thuc diu kién, gia tri 1, gia tri 2)
- Cong dung: Ham ti€n hanh ki€m tra bi€u thUc di€u kién:
+ Néu bi€u thlc di€u kién 1a True (dting) thi trd vé gid tri 1.
+ Ngudc 1ai, n€u bi€u thlc di€u kién 1a False (sai) thi trd vé gid trj 2.
- Vi du 1: Hay dién gi4 tri cho cOt k€t qua. Biét rang: Néu di€m thi 16n
hon hodc bang 5 thi ghi “Pau”. Ngugc 1ai thi ghi “HOng”
IF(B2>=5, "Dau", "Hong")
- Vidu 2: TIF(2>3,”Sai”, “DPung”) = “Ding”
@ Cha y:
v' Ham IF dung dé chon 1 trong 2 lua chon nhung néu phdi chon
nhi€u hon 2 1ua chon thi ding ham IF theo ki€u 10ng nhau.
Vi du 3: Hay dién gia tri cho cOt x€p loai trong bang dudi. Biét rang:
Néu DTB
>=9 thi ghi “Gi6i”, néu DTB >=7 thi ghi “Kha”, néu DTB >=5 thi ghi “TB”,
con 1ai thi ghi “Yéu”.
IF(B2>=9,"Gi0i",IF(B2>=7,"Kh4",IF(B2>=5,"TB","Y&u")))
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A B C
Ho tén | Diém thi Két qua
Nguyén 7
Hong 4
6
9
3

Anh

Thanh

xXuan

v' Biéu thUc diéu ki€én cUa ham IF luon phdi c6 két qud trd vé 1
trong 2 gid tri True (ddng) hodc False (sai).

Vidu 4: IF(“A”=“B”, ”’C”,”D”) =“D”

Vidu 5: IF(*A”, ’B”, ”C”) = LOi #VALUE

v' Trong ham IF, n€u khong cé d0i sO th(r 3 thi khi bi€u thlc diéu
kién sai ham sé trd vé gid tri False.

@ ||| WA=

Vi du 6: IF(2<3, ”Sai”) = “Sai”
Vidu 7: IF(2>3, “Sai”) = FALSE
Ham AND:

Ciphdp:  AND (bi€u thlc di€u kién 1, bi€u thirc di€u kién 2,...)
- Cong dung: Ham trd vé gia tri True (ding) n€u tat cd cic bi€u thlc di€u
kién déu ding va trd vé gid tri False (sai) khi c6 it nhat mét bi€u thic di€u
kién sai.
- Vi du: Hay dién gi4 tri cho cOt két qua trong bang dudi. Biét rang:
Néu t6ng di€m>=10 va di€m Anh vin>=5 thi ghi “Pau”
Céc truOng hgp con 1ai thi ghi “HOng”.
IF(AND(B2>=10,C2>=5),"D4u", "Héng")

A B C D

1 Téng diém Két
Ho tén thi Anh qua

2 | Nguyén 13 5]
3 | Hong 8 8
4 | Anh 16 7
5 | Thanh 17 3
6 | Xuan g 5

Ham OR:

Ci phap: OR(bi€u thirc di€u kién 1, bi€u thitc di€u kién

2,..)
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- Cong dung: Ham trd vé gid tri True (ding) n€u c6 it nhat mot bt di€u
ki€n ding va trd vé gia tri False n€u tat cd cic bt di€u kién déu sai.

- Vi du: Hay dién gi4 tri cho cOt k€t qua trong bang & muc b. Biét rang:
Né€u tOng di€m>=10 hodc di€m Anh vin>=5 thi ghi “Pau” Cic truOng hop
con 1ai thi ghi “HOng”.

IF(OR(B2>=10,C2>=5),"P4u", "Hng")

Ham NOT:
Ci phép: NOT(bi€u thuc logic)
- Cong dung: Tra vé gia tri 1a phU dinh cUa bi€u thirc logic
-Vidu: NOT(2<3) = False

7. Ham vé tim kiém va tham s6
Muc tiéu:
Nam duoc khdi niém vé cdc ham trong Excel.
Hiéu duoc cii phdp cUa tling ham.
Thuc hién duoc I0ng ghép cdc ham vOi nhau.
Reén luyén tinh c&n thdn, chinh xdc khi st dung ham.

7.1 Ca phap

Ham 132 mOt thanh phan cla d{ liéu loai cong thUc va dugc xem la
nhling céng thlic dudc xay dung san nham thuc hién cic cong vi€c tinh todn
phUc tap.

Dang thUc t6ng quit: <TEN HAM> (Tham s0 1, Tham s0 2,...)
Trong d6: <TEN HAM> 1a tén qui U6c cUa ham, khong phan biét ch(r
hoa hay thuGng

Céc tham sO: Dat cach nhau bGi ddu "," hodc ";" tuy theo khai bdo trong
ControlPanel.
Céch nhap ham: Chon mOt trong céc cich:
- C1: Chon 1énh Insert - Function
- C2: An niit Insert Function trén thanh cong cu
- C3: Go truc ti€p tU ban phim

7.2 Cach st dung hAmLOOKUP, HLOOKUP, VLOOKUP.,...
Ham VLOOKUP:
Ci phép: VLOOKUP(n, khdi, m, r)
- Cong dung: Ti€n hanh tim gi4 tri n trong cOt dau tién cla khdi va 18y gia
tri tUong
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Ung trén cOt thU m.
+ Néu r=0 (hodc FALSE) thi tim gi4 tri chinh x4dc bang vGi n. N€u khong
tim thay
thi trd v€ 10i #N/A (10i khong tim thay).
Vi du: Dién gid tri cho cbt Phu cap trong bang dudi dua vao chlc vu va trd
Gbang 1
VLOOKUP(C2,$F$3:$G$7,2,0)

A B C D E F | G
' STT | Ho va tén | Chirc vu Eg;’ BANG 1
2 Chirc

1 | Nguyén GBb vy Phu cép
3| 2 |Ls PGD GD 50000
4| 3 | My TP PGD 40000
5| 4 |Hoang NV TP 30000
8] 5 |Thanh TP PP 20000
7| 6 |Hanh PP NV 10000
8| 7 |chi NV
9| 8 |Hidn NV
10 g9 Tram NV
11| 10 |Tung NV
12 BANG 2
13 Chircvu | GO PGD | TP PP NV
14 Phucap | 50000 40000 | 30000 20000 10000

+ Néu r=1 (hodc TRUE) thi c¢Ot dau tién cla khOi phadi dugc sap x€p
ting dan va lic d6 n€u khong tim thdy gia tri chinh x4c v&i n sé 18y gid tri
tuong Ung gan cla n.

Vi du: Pién gi4 tri cho cOt X&p loai trong bang sau dua vao DTB va tra &
bang tra
VLOOKUP(C2,$F$2:$G$5,2,1)

A B G D E F G
1| STT |Hovatén | DTB | Xép loai DTB | Xép loai
2| 1 |Nguyén 7.3 4| Yéu
4 2 |L& 5.6 5| TB
4 3 | My 9.0 7 | Kha
5| 4 |Hoang 4.0 9 | Gioi
6 5 | Thanh 5.0
Ham HLOOKUP:

HLOOKUP c6 cu phip va cong dung tuong tu VLOOKUP nhung duQc
dung trong
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truOng hop bang tra dugc bo tri theo hang ngang thay vi theo hang doc nhu
VLOOKUP.

Vi du: Dién gi4 tri cho cOt Phu cap trong bang & muc a dua vio chlic vU va trd
3 bang 2

HLOOKUP(C2,5C$13:3G$14,2,0)
Ham MATCH:
Cu phép: MATCH(n, Khéi, r)

- Cong dung: Trd vé sO th( tu cla n trong khGi. Trong dé6, r ¢6 ¥ nghia
tuong tu trong ham VLOOKUP.

- Vi du: Hay xdc dinh vi tri cUa nhan vién tén Chi trong cOt B cUa hinh 1
muc a:

MATCH(*“Chi”, B2:B11,0) 7
Ham INDEX:
Ci phap: INDEX(Kh®i, m, n)

- Céng dung: Trad vé gi4 tri cla 6 ndm giao cUa hang m va cOt n trong
khoi.

- Vi du: Hay xdc dinh gi4 thué phong Loai B & tang 3 trong bang sau 1a
bao nhiéu?

INDEX($C$3:$E$5,2,3) 260
A | B | ¢ | b | E
1 BANG GIA TIEN PHONG
2 Loai\Tang T1 T2 | T3 | TR
3 A 310 | 290 | 270 | 250
4 B 300 [ 280 [ 260 | 240
5 C 210 | 190 | 170 | 150

8. Cac khai niém
8.1 Kh4i niém co s& dir liéu

8.2 Bang

8.3 Truong
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9. Céc thao tic vOi co' sO dir liéu
9.1 Tao mGi mot co sO dir liéu

9.2 Nhap dit liéu
9.3 Tim ki€m, béc tach co s& dir liéu

BAI 6: PO THI VA IN AN
Muc tiéu:
Thuc hién dugc do6 thi dua trén sO li€u di tinh todn trén bang tinh
Chon lua cdc ch€ d6 va hiéu chinh trudc khi in an
Tu tin trong thao tdc in &n bang tinh.
Rén luyén kY ning 18p bio cdo sO li€u bang do thi.

1. DO thi
Muc tiéu:
Thuc hién duoc do thi dua trén sO liéu da tinh todn trén bang tinh
Reén luyén kY ning 18p bdo cdo sO liéu bang do thi.

1.1. Thao tac tao do thi:
- Chon pham vi d{t 1iéu can bi€u dién 1én do thi
- Chon 1énh Insert — Chart (hodc click nit hinh d0 thi trén thanh cong cu
Standard).
Xuat hién:

HOp thoai Chart Wizard - Step 1 of 4 - Chart Type: Tai ddy chon dang
th(c d6 thi can dung trong danh sich bén trdi va chon mOt dang con cla né
trong danh sich bén phdi va an nit Next

HOp thoai Chart Wizard - Step 2 of 4 - Chart Source Data: Tai diy ta khai
bdo vung d(t li€u s€ dung d€ tao d0 thi (Data range).

+ Phi€u Data Range: Khai bdo d(f 1iéu ngubn

Data Range: Toa d0 khGi dit 1iéu diing d€ vé do thi
Series in: Chon dang d0 thi doc d{ li€u theo hang (Row) hay COt
(Column)
+ Phi€u Series: Khai bdo tlng chui s6 liéu trén do thi, trong dé:
Series: Ch(ra cic chu0i dit liéu tham gia d0 thi
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Values: Toa d0 khOi chira gid tri
Name: Toa d0 6 chifa tén cUa chubi dif liéu
Category (X) Axis labels: Khoi diing 1am nhén truc X
Sau khi khai bdo xong tai hOp thoai nay, an nit Next
HOp thoai Chart Wizard - Step 3 of 4 - Chart Option: HOp thoai nay dung
dé€ khai bdo cic nbi dung vé: Tiéu dé cla do thi (Titles), truc toa db (Axes),
dudng 1udi (Gridlines), chi thich (Legend), nhin (Data Labels), bang d{ liéu
(Data Table)... Khai
b4o xong, an nit Next d€ ti€p tuc.
HOp thoai Chart Wizard - Step 4 of 4 - Chart Location: Khai bdo vi tri dat
do thi:
- As new sheet: dO thi dugc dat & mOt Sheet khic v&i Sheet ch(fa sO liéu
- As object in: dO thi dugc dat trén ciing Sheet v&i bang sO liéu
Khai bdo xong ta an nit Finish d€ két thic tao 1&p do thi.

1.2. Pi@u chinh, dinh dang do thi
- Hodc Double Click vao thanh phan can hi€u chinh trén do thi dé hiéu
chinh cUa thanh phan dugc chon.
- Hodc kich chon thanh phan nay trén d6 thi r6i chon 1énh Format thanh
phan)...
* C4c thanh phan trén dO thi gOm:
- Chart Title: Tiéu dé cla do thi
- X Title: Tiéu dé cla truc X
- Y Title: Tiéu dé cUa truc Y
- Category label: Tidu dé dr 1iéu s6
- Data Series: Puong bi€u dién cla bi€u do
- Legend: Chu thich
- Gridlines: Céc duGng 1UuGi
- Axes: Truc toa do
- Data Labels: Nhan
- Data Table: Bang d{r liéu

Loc dit liéu (Filter)
ChUc ning nay gitp trich ra nhiing ban ghi trong c0 sG d{ liéu thod man
nhling yéu
cau datra. C6 2 cach 1oc: Loc tu dOng va 10c theo bang di€u ki€n tao trudc.
Loc tu dong (AutoFilter):
LA céch 1oc 1am cho bang d{t li€u chi hi€n thi cic ban ghi thda man di€u
kién dua
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ra, con cdc ban ghi khong thda min di€u kién sé€ bi an. Thao tdc nhu sau:
- Chon CSDL muon 10c (chon cd dong dau tién clla CSDL)
- Chon 1énh Data — Filter - Autofilter. Lic d6 trén tiéu dé moi cOt sé xudt
hién biéu
tugng 10c 1a cdc Menu DropDown.
- Mubn 10c theo di€u kién @ cOt nao thi kich chult vao bi€u tuong 10c
cla cOt d6 dé
chon mot trong cic muc c6 san. Trong d6 gOm:
+ All: Cho hién thij tat ca cic ban ghi.
+ Top 10: Loc m&t nhém céc bdn ghi c6 gid tri 16n nhat hodc nhd nhat
trong cOt
dang xét. MUc nay chi c6 gid tri d0i vGi d{F li€u ki€u s0.
+ Custom: Cho phép ngudi si dung tU chon di€u ki€n theo hOp thoai
* Chon phép todn so sdnh can dung trong hOp danh sich bén trai:
equals: bang
does not equal: khong bang (khéc)
is greater than: 16n hon
is greater than or equal to: 16n hon hodc bang
is less than: nhG hon
is less than or equal to: nh® han hodc bang
begins with: bat dau bang...
does not begin with: khong bat dau bang...
ends with: két thiic bang...
does not end with: khong két thiic bang...
contains: chUa...
does not contain: khong ch(ra...
G6 hodc chon gi4 tri 1am di€u kién trong hOp danh sich bén phai
C6 thé két hop thém mOt di€u kién 1oc nita bang cach chon tuong tu
trong hai
hOp danh sdch phia dudi nhung phdi thdong qua hai phép todn And (va) hoac
Or (hoac)
P& huy 1&nh 10c ta chon 1ai 1€énh Data - Filter - AutoFilter mOt 1an n(ra
Loc theo bang diéu kién tao trudc (Advanced Filter):
Dung d€ 1oc dit liéu c6 di€u kién hodc trich d{f li€u dén ndi khac. V&i
cach 10c nay,
ta phdi nhap vao mOt bang diu ki€n riéng truGc khi goi 1énh 10c .
* Cach tao bang di€u kién(Criteria)

VVVVVVYVYVYVVVYVYYVYY
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D€ tao bang di€u ki€n, nhat thi€t trén bang di€u kién phdi c6 it nhat 2 6, mOt &
chlra
tén truOng (Field) Iam di€u ki€n 10c, mOt 6 ch(a diéu kién 10c.
Tén truOng lam di€u kién loc thudng dudc sao chép tU CSDL ra dé
tranh sai s6t va dugc chinh xac
Vi du: D€ 10c ra cic nhan vién thuQc phong K€ todn thi tao bang di€u kién
nhU sau:

Phong ban

K@ toan

- Piéu ki€én don chinh x4c:
+ D(I liéu chubi: Ghi chinh xdc chudi lam diéu kién (nhu vi du trén)
+ D(1iéu sO: Ghi chinh x4c sO lam diéu kién.
Vi du: D€ 10c ra cdc nhan vién c6 Luong CB 1a 1.100.000
LCB
1.100.000
- bi€u ki€n don khong chinh x4c:
+ DI 1iéu sO: SU dung céc toan tU so sanh d€ ghi di€u ki€én
Vi du: D€ 10c ra cdc nhan vién c6 Luong CB ttr 1.000.000 trd 1én
LCB
>=1.100.000
+ D{rliéu chuli: SU dung cic dau dai dién (*,?)
Vi du: D& 10c ra cdc nhan vién c6 tén phong bat dau 1a cht K
Phong ban
>=1.100.000

- biéu kién két hop:
+ VA: g6 céc di€u kién trén cing mOt hang
Vi du: P& 10c c4c nhan vién thuOc phong Kinh doanh va c6 Luong CB

dudi

thi tao bang di€u kién nhU sau:
Phong ban LCB
Kinh doanh < 1.000.000

+ HOAC: g6 cdc di€u kién trén c4c hang khic nhau
Vi du: B€ 10c céc nhan vién thudc phong K€ todn hodc Kinh doanh
thi tao bang di€u ki€n nhu sau:

Phong ban
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K@ toin
Kinh danh

* Thao tac 10c:

Advanced Filter

Ackion

() Fiker the list, in-place
{¥) Copy to anokher location

Lisk range: =L_I

Criteniarange: E:]
Cop Bl .

("] Unique recards anly

[ oK H Cancel ]

- Tao bang di€u ki€n (cich tao di trinh bay G trén)
- GOi 1énh Data — Filter — Advanced Filter. Xuat hién hOp thoai:
+ Action: Chon 1 trong 2 hanh ddng sau:
Filter the list, in-place: K&t qua l1oc xudt hién ngay trén CSDL gOc.
Ci4c dong khong thda min di€u kién sé bi an.
Copy to another location: Ké&t qud loc s& dudc trich sang mOt
vung khéc.
+ List range: Dia chi cla bang d{t 1iéu can loc.
X4c dinh bang cich g6 truc ti€p hodc dat con trd vao muc nay rdi dua
chudt ra ngoai d€ quét.
+ Criteria range: Dia chi bang i€u kién da tao trudc d6 (cach
xéc dinh tUong tu List range)
+ Copy to: Muc nay chi xudt hién khi & muc Action chon
“Copy to another
location”. X4c dinh dia chi clla m6t 6 bat ky ngoai viing tréng du ki€n

«® ~hita LAt A 1Nk

2. In &n

Muc tiéu:
Chon lUa cdc ché dd va hiéu chinh trudc khi in 8n
TU tin trong thao tdc in &n bang tinh.
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2.1. Pinh dang trang in
Trong thao tic dinh dang trang in gbm cé: Pinh dang kho gidy, dinh
dang 1€, dinh dang ti€u dé dau trang va chan trang, chOn vung in...
M@ trinh don File - Page Setup, xuat hién hOp thoai Page Setup:

Page Setup 3]
__________ Page | Margins = HeaderjFooter | Sheet |
[
[
(*) Partrait O Landscape Print Preview
Scaling Options. ..

(%) Adjust ko: oo ¢ %% rormal size

() Elt o l1 & page(s) wide by |1 % tall
Paper sige: a4 w .
Print qualty: | 300 dpi il

First page number: Auko

[ ok | [ Cancel

- Ngiin Page: Chon hudng in va kho gidy
+ Tai muc Orientation: thay d6i ki€u in
Portrait: Pinh dang ki€u in dlng
Landscape: Pinh dang ki€u in ngang
+ Tai mUc Paper size: Chon khG gidy in

2.2. Xac dinh vung in
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Page Setup ]3]
Page || Margins || Header/Footer | Sheet |
LS 2L rint. .
EE | s &
Options, ..
Left: Right !
3 B |
Eottarmn: Foaker:
2 = o6 S
Center an page
[] Horizontally [] vertically
[ K I [ Cancel ]'

- Ngiin Margin (hinh trén) ding d€ dinh dang 1€ trang:

+ Left: Lé trdi

+ Right: L& phai

+ Footer: Tiéu dé dudi

+ Top: L€ trén

+ Bottom: Lé dudi

+ Header: Tiéu dé trén

+ Center on page: Pinh n0i dung in nam gilta trang theo chi€u ngang
(Horizontally) hay theo chiéu doc (Vertically)

Page Setup E]E]
poge | mergis | (Headeriroster | | sheet
Headar:
| __til:lns,“
(rione) 5 =
[ Custom Header. .. ] [ Cuskom Footer, .. J
Footer:
(rone) =
I bl I [ Cancel ]

- Ngiin Header/Footer (hinh trén) dung d€ tao tiéu d& dau va chan trang:
Céc nit Custom Header va Custom Footer 1an 1uot dung d€ tao tiéu dé dau va

chan trang.
tiéu dé dau nhu sau:

Néu chon nit Custom Header thi xudt hién hOp thoai d€ tao
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Toinsert a

inser ot Caricel
Té
Binh dang -
nd Hinh
Left section: Cenker section; Right seckion:
Gidy hién

| — — ] X

N&i dung tigu N&i dung tiéu N&i dung tiéu dé
dé aé trinh bay bén

- Chon ngin Sheet: d€ chon viing in

Page Setup

Page | Margins | Header/Footer ilﬁhEEt‘ |

III 3
®

Prink area: Prirt...
Prink titles " :
Frint Previsw
Rows bo repeat at hop: |
: : Dpkions.. .
Columns to repeat at left: |
Pring
[ aridines [] row and colurnn headings
[ ] Black and white  Commertts: |.{Nnne} w
[ Draft guality Cell errors as: :I:li5|:||-3}"|3d V.
Page arder : :
(%) Down, then over
() Ower, then down
Lok J[ cancel |

+ Print Area: Dia chi viing can in trong bang tinh

+ Row to Repeat at top: Dong cén 13p l1ai & ddu moi trang

+ Column to repeat at left: COt can 13p 1ai bén trdi & moi trang in
+ Gridlines: In n6i dung bang tinh c6 duGng 1UGi
+ Row and column header: In cd tiéu d€ cOt va s th(r tu dong
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+ Black and white: Chi in trang den

+ Draft quality: Ché d0 in 10t

+ Comments: In chu thich (None: Khong in; At end of sheet: In chu thich
4 cubi trang; As displayed on sheet: In nhU dang hi€n thi trén sheet)

+ Cell errors as: Chi dinh in cdc & bi 16i (Displayed: In nhu hién thi 10i;
Blank: D€ tréng; -- Thay cdc 6 16i bang ddu gach; #N/A: C4c 6 bi 16i thi in
ch{r #N/A)

+ Page order: Chi dinh th( tU in céc trang
Down, then over: TU trén xudng va tu trdi qua phdi
Over, then down: TU trdi qua phai va tU trén xuOng

2.3. Xem trudc khi in
P& xem tOng thé trudc khi in thi ding 1&nh File - Print Preview (hodc
kich chuOt vao nut Print Preview trén thanh cong cU Standard)

2.4. Thuc hién in bang tinh
Chon 1€nh File - Print, xuat hién hQp thoai Print:
+ Name: ChOn t€n mdy in
+ Print range:
Print range
+ All: d€ in hét tat ca céc trang
+ Page(s) (From)... trang(To): ... dé€ in tU trang.....dén.....
Print what:
+ In cdc 6 va dGi tugng dang chon (Selection)
+ In sheet hi€n hanh (Active Sheet(s))
+ In tat cd céc sheet (Entire workbook)
+ Chi in danh sich dugc chon 31trén sheet (List).
Copies:
+ Number of copies: SO ban in cUa mOi trang
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Printer

Mame: ;@Canm LEP-310 a4 Properties...
Stabus: Idle B
Type: Canon LEP-510
here: LPT1:
Carment:

] Prirg to Fie
Print range Copies
®a number of copies: | [N
() Page(s)  From: = | Ic 5

Print what 1 %] Collat
() Selection () Entire workbook ll Al L

(%) Active sheet(s)

= (o=

Bai 7: TONG QUAN POWERPOINT
Ma bai: MD09- 07
Muc tiéu:
Hi€u dugc Powerpoint 12 phdn mém ding d€ trinh dién
Hiéu dugc cdc thao tic trén trinh don
Tu tin khi thuy&t trinh v&i su hO trg cla phdn mém trinh chiéu.

1. GiGi thiéu
1.1 Uhg dung cUa trinh chi€u

Ngay nay trong cdc buGi hdi thdo, khéa hoc can st dung hinh dnh, 4m
thanh mang tinh chat minh hoa va goi nh& thi ngudi ta thudng st dung
phuong phdp trinh chi€u.

Phuong phép trinh chi€u ngay cang dugc s& dung moOt cach rOng rii va
dugc nhi€u ngudi st dung.
1.2 Phuong tién st dung dé trinh chiéu

Trong phuong phép trinh chi€u thi phuong ti€n s& dung nhi€u nhat 1a
st dung Powerpoint.
1.3 Lich st phat tri€n Powerpoint

Powerpoint dugc phit tri€n song song, tich hgp trong b0 Microsoft
Office cUa hang Microsoft.

Ngay nay Powerpoint thudng dudc st dung la Powerpoint dugc tich
hQp trong bO Microsoft Office 2007, Microsoft Office 2010, Microsoft Office
2012
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1.4 C4c tihh niing noi bat

Powerpoint dugc tich hgp rat nhi€u khd ning trinh chi€u nhu hinh dnh,
céc hinh dOng, doan phim, clip, &m thanh, ... Chinh vi vay Powerpoint ngay
cang dudc sU dung rOng rii, dang trd thanh mOt phan khong thé€ thi€u trong
cdc bubi hodi thdo, 16p hoc, ...
2. Lam vi€c v6i cau tric hién thi
2.1 Khai niém Slide Layout, Design Template, Animation
2.2 Tao mGi mot Presentation

¥ Elank presentation |

Bang c4ch chon muc hép thoai trén, hdp thoai
New slide xuat hi€n, cho phép chon bang trinh di€n (Slide):

2l %

Choose an AutoLayaut;

E = E = | Cﬂal
=3 W =

=l | |dnlEl| | [sS=l| |0

H

Tide Slide

A [2E -

[ Don't shows this dialog box again

Danh sach Choose an AutoLayout: Ch(ra cic loai b0 cuc Slide ma ban
c6 th€ chon. Ding chudt chon mOt mau rbi nhap OK d€ ti€p tuc. Man hinh
lam viéc chinh cla Powerpoint xudt hién
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3

Ol i e et Fgman D il el 5.
D@l &7 0+ -8 cias AEACS WD e = [

et - - M A EEE i AL i teai Slide, nei chita cdc thong tin
ol l E cin trinh difn

Ha thang thue 2 thang thanh

don [2nh ohng cu

Click to add title

Danh sdch cic Click to add subtitle
Slide 4 a0
duress !

cho timg Slide
ImoEmwa | e
it T

EEerE— Fop ghi chi ]

Man hinh 1am vi€c chinh clla Powerpoint thong thuGng bao gdm 5 thanh
phan

- Ban trinh di€n (Slide): La noi ch€ bdn ndi dung cdc ban trinh dién.
MOi tép trinh di€n (Presentation) c6 th€ bao gOm nhi€u ban trinh dién (Slide).
Tai mOi thdi diém, man hinh chi c6 thé hién thj dudc 1 ban trinh dién thiét
k€. Ban c6 th€ s dung cic cong cU ché€ bdn (nhu st dung trong word) dé
dua thong tin 1€n cac Slides.

- Hé théng muc chon (menu): ch(fa cic 1énh d€ g0i tGi cdc chlc ning
cUa Powerpoint trong khi 1am viéc. Ban phai ding chudt d€ md cic muc chon
nay, do6i khi cting c6 th€ st dung tG hgp phim tat d€ goi nhanh t&i cic muc
chOn

- Hé thdng thanh c¢ong cu: Bao gOm rat nhi€u thanh coéng cu, moi
thanh c6éng cuU bao gdm cdc nit 1énh d€ phuc vu mOt nhém codng vi€c nao d6

- HOp ghi chi (note): Gidp ban luu nhiing thong tin chu thich cho tUng
Slide. Di€u nay 12 can thi€t khi ban khé c6 th€é nhG dugc nhiing thong tin xung
quanh slide do6.

- Danh sich céc slide da tao dudc: Cho phép dinh vi nhanh dén mot
Slide nao d6 chi bang cich nhan chubt

Mat khdc, trong khi dang 1am viéc vGi Powerpoint ban ciing c¢6 th€ s(r
dung mot trong céc cich sau diy d€ tao mGi mot tép trinh dién:

- M& muc chon File | New..

Hodc Nhan niit New Qltrén thanh cong cU Standard hodc nhén t6 hgp phim
tat Ctrl+N.,



108

Ti€p theo, thuc hién xay dung nOi dung cho Slide m&i nay

Click to add title |
TR T
Click to add subtitle

Hiy g6 thong tin vao hai tiéu dé cUa slide nay. S& di slide trén chi c6 2
tiéu d€ 12 do viéc ban chon mau slide 3 hdp thoai New slide. Tuy nhién ban
cling c6 th€ chon cdc mau slide khic cho phit hgp theo muc dich cUa minh.
Sau khi gd thong tin xong, n0i dung slide dau tién s& nhu sau:

Chao mung cac ban dén voi

Microsoft Powerpoint 2000

?.'%.'%‘% SREFRRTANE]
Eb. S m

2.3 Céc ché do hi€n thi Presentation

Ban c6 thé s dung céc tinh ning trinh dién slide d€ ki€m dinh két
qud. C6 nhiéu cich c6 th€ mG dugc tinh ning nay:

- Nhan chuOt 1én niit Slide Show & géc phdi, cudi man hinh:

Nhifn [&n iy 38 bit

B=08ss E’ﬁ""’”ﬂ diu trinh didn’

Slide 1 of 1

hoac
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- M& muc chon Slide Show| =2ewshen |

hoac
- Bam phim F5 trén ban phim
Man hinh trinh dién slide hién ra trén toan b0 man hinh nhu sau:

Chao mung cac ban dén voi

Microsoft Powerpoint 2000

Mubn chuy€n dén slide ti€p theo trong khi trinh di€n, ban nhan tréi
chudt hodc nhan phim Enter

MuOn thodt khdi man hinh trinh di€n, d€ tr& v€ man hinh thi€t k€ bam phim
ESC.

Bai 8: HIEU UNG VA TRINH DIEN
M3 bai: MP09- 07

Muc tiéu:
Thuc hi€én dugc cic hiéu Ung cho tlng ddi tugng
Biét céch trinh di€én n0i dung trén céc slide.
Rén luyén tinh tu duy khi 1ap hi€u Ung.
Thich thd v&i cdc hi€u Ung trinh chiéu.

1. Tao hiéu Ung cho ddi tuong

Muc tiéu:
Thuc hién duoc cdc hiu Ung cho tUng dOi tUOng
Reén luyén tinh tu duy khi lap hiéu Ung.
Thich thii vOi cdc hiéu Ung trinh chiéu.

1.1 Chuy€n déng mac dinh
Ban c6 thé€ 1am cho bai trinh dién thd vi va hdp dan hon bang cich
thém cho c4c hiéu Ung sinh dOng cho vin bdn va d6 hoa trén céc slide. Trong
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khi trinh chi€u, vin ban trén slide c6 th€ xuat hién tUng doan, tUng tU hodc
tung ch(r

Cach dé nhat d€ dp dung céc hi€u Ung sinh dOng 13 s(f dung Animation
Schemes c6 trong ngin Slide Degins. Animation Schemes bao gOm céc thi€t k&
chuyén nghi€p va dugc chia thanh 3 loai: Subtle, Moderate va Exciting. Hau
hét c4c hi€u Ung nay déu c6 4m thanh di kem.

Ban c6 thé thi€t dat cac hiéu Ung sinh ddng trong ché d6 hién thi Slide
Sorter hodc trong ch€ d6 Normal. N€éu 4p dung cho mOt hiéu Ung trong ché
d0 Slide Sorter, PowerPoint 4p dung hi€u Ung cho tat cd moi dOi tuong trong
slide tr(r tiéu d€ va cdc dOi tugng nén. N€u dp dung mOt hiéu Ung trong ché
d0 Normal, ban can chon cac ché do trén Slide.

Né€u can tao hi€u Ung sinh dOng riéng, ban chon 1€énh Custom
Animation trén bang chon Slide Show. Céac hi€éu Ung bao gbm di chuyén
nhi€u d0i tugng ciing lic, chuyén cic dOi tugdng theo dudng dan va dp dung
chubi th( tu cho cdc hiéu Ung trén slide.

Néu 4p dung ca hiéu Ung chuyén ti€p va hiéu Ung sinh dOng cho mOt
slide, hi€u Ung chuyén ti€p s€ xudt hién trudc, sau d6 1a hi€u Ung hoat hinh

Cic budc thuc hién

Trong bai tap nay, ban m& Animation Schemes trong ngin Slide Design,
ap dung trong mOt luoc do hi€u Ung dOng cho mot slide don 1€& va nhi€u
slide, sau d6 tuy bi€n hiéu Ung cho vin ban.

1- Trong ché& d0 Slide Sorter, chon slide 8.

2- Trén bang chon Slide Show, nhdy Animation Schemes. Ngin
Slide Design m& ra & bén phadi man hinh

3- Trong ngin Slide Design, bén duGi Apply to selected slides,

nhdy chon Fade in all. PowerPoint 4p dung hi€u Ung d6 cho slide
da chon. mOt ky hi€u = xudt hi€n dudi géc trdi cla slide 8
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4- Nhdy slide 2, nhan gi(t phim shift va nhay slide 3 va 4, slide
2,3,4 dugc chOn

5- Trong ngin slide design, bén dudi Apply to selected slide,
nhay Faded wipe, PowerPoint 4p dung hi€u Ung nay cho ca 3 slide
da dugc chon. Ky hi€u # xudt hiéu dudi géc trai moi slide

6- Trong ché d0 slide sorter, nhdy dip vao slide 1 d€ chuyén
sang ch€ d0 Normal va hién thi slide 1

7- Trén bang chon Slide Show, nhiay Custom Animation. Ngin
custom Animation md& ra

8- Nhdy vao tiéu dé slide “Ban va chuong trinh PiL” va nhdy
vao Add Effect [ e < trong ngin custom Animation. Bang
chon ngan Add Effect xuat hién v&i bon loai hiéu Ung: Entrance,
Emphasis, Exit va xuat hién & trong 6 bén dudi
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9- Nhiy 6 phu d€ “Nhém tu van PiL”. Trong ngin Custom
Animation, nhdy Add Effect, tr@ vio Emphasis va nhdy chon Spin.
Hi€u Ung dudgc dp dung cho phu dé. Phu dé (muc 2) va bi€u
tuong mo ta hi€u Ung xudt hi€n trong 6 bén dudi

10- Nhdy niit slide Show = Slide 1 xudt hién ma khong cé tiéu dé.
Nhdy bat ky n0i nao trén man hinh. Tiéu dé xudt hién véi hiéu
Ung da dp dung cho né (Fly in). Nhdy chubt 1an th(r hai. Phu dé
quay tron

11- Nhay chu0t d€ hién thj Slide 2. tiéu d€ hi€én dan ra nhung cic ndi
dung chdm dau dong khong hi€n thi cho t&i khi ban nhdy chudt.

12- Nhay chult nhi€u 1an d€ hién thj tat cd cic muc c6 cham dau
dong trén slide 2, tuOng ty vdi slide 3 va slide 4

13- Nhan Esc dé thodt ch€ d0 trinh chi€u

1.2 Chuy€n déng tuy chon
Ngoai kha ning thém cdc hi€u Ung sinh dOng cho viin ban, ban con c6 thé tao
cdc hiéu Ung tuong tU cho cic dOi tugng d6 hoa trén slide. PE 4p dung hi€u
Ung, ban phdi & ch€ dd hi€n thi Normal

Vin ban va doi tugng d6 hoa c6 thé 4p dung hi€u Ung cliing nhau hodc
riéng r&. Mac dinh, cdc d0i tuong d6 hoa va vin ban gan trong ching dudc
4p dung hiéu Ung cuing lic. Nhung n€u muln, ban c6 thé 4p dung chi hiéu
Ung cho vin bdn trong mOt dOi tugng.

MOt cich khiac d€ tuy chinh hi€u Ung cUa cdc dOi tugng trén slide 1a
thay d6i th( tu xudt hién cUa ching khi trinh chi€u
Cic budc thuc hién
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O bai tap nay, ban tao hi€u Ung sinh dOng cho cic dBi tugng trén slide va
thay d0i th(r tu cUa c4c hiéu Ung dé

1- Trong ché d0 Normal view, nhdy chut vao slide 6.

2- Kéo tha chubt d€ vé mOt dudng chon xung quanh 3 hinh chif nhat va
cdc dudng noi chiing.
Trong ngdn Custom Animation, nhdy Add Effect, tr® vao Entrance, nhay
More Effects, nhdy Peek In va nhdy OK. Ba d0i tugng va 3 duOng nOi
da dugc dp dung hi€u Ung. Trong 6 bén dudi, sO 1 xuat hién cling v&i
nim md td hiéu Ung cho biét tat ca ching dugc dp dung hi€u Ung cling
mOt luc.
Nhéy Slide Show ' & 5ideshow & cu@i ngiin va nhdy chudt. ba d6i tugng va
cdc dudng noi xudt hi€n cuing lic
Nhén Esc d€ két thic chi€u slide
Trong danh sach Animation Order, nhay Elbow connector 6, nhdy mili tén
Re-Order & cu0i thanh tdc vU hai 1an, va nhdy miii tén xuOng Start, va
nhdy After Previous. Th( tu hoat hinh Elbow connector 6 thay d0i tir 4
1én 2.
Trong danh sach Animation Order, nhay Elbow connector 7, nhdy milii tén
sép x&p [#] mdt 18n, nhdy mai tén ™., va nhdy After Previous. Th( tu
hiéu Ung cUa Elbow connector 7 thay d6i tur 5 trd 1én 4
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1- Trong danh sdch Animaion Order, nhay Bevel 4: Danh gia, nhay mii tén
_ﬂ, va chon After Previous
9- Nhay Bevel 5: Thuc hién, nhdy miii tén ¥/, v chon After Previous.
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10- Nhdy Slide Show 5 5idesho# y3 nhdy chudt trén man hinh d€ xem toan
b0 ndi dung slide. Céc dBi tugng va cdc dudng ndi xudt hién ti€p theo

nhau
11- Nhén ESC d€ két thic trinh chiu
2. Trinh dién slide
Muc tiéu:

Biét cdch trinh dién ndi dung trén cdc slide.
Reén luyén tinh tu duy khi 1ap hi€u Ung.
Thich thii vOi cdc hiu Ung trinh chiéu.

2.1 Thi€t 1ap Slide Transition
Hiéu Ung chuyén ti€p 1a cach thlc slide xudt hi€n ban dau khi ban
nhdy chuOt d€ chi€u slide d6. Hiéu Ung nay gép phan ting tinh hdp dan cla
bai trinh chi€u. PowerPoint c6 nhi€u hiéu Ung chuyén ti€p khi ban s dung
1énh slide Transition trong bang chon slide show. C6 th€ dat hi€u Ung chuyén
ti€p cho moOt slide hodc mOt nhém slide, thOi 1uong chuyén ti€p gilta cic
slide, cdch chuyén ti€p va thdi di€m chuyén ti€p xdy ra. SU dung ngin slide
transition 13 cdch dé va nhanh nhat d€ dp dung mOt hi€u Ung chuyén tiép
slide
Cic budc thuc hién
O bai tap nay, ban dp dung mdt hi€u Ung chuyén tiép slide cho mdt va
nhi€u slide va thay d6i tbc d0 chuyén tiép.
1- Nhdy niit 85 d€ hi€n thi bai trinh bay trong ch& d0 slide sorter va chon
slide 1
2- Nhdy Slide Transition trén bang chon Slide Show. Ngin slide Transition xudt
hién
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Bén dudi Apply to selected slides, cubn xudng va nhdy chon Dissolve.
PowerPoint minh hQa hiéu Ung chuyén ti€p va dat ki hi€u chuyén tiép
T bén gbc trdi phia dudi slide d6. Ky hiéu th€ hién rang hi€u Ung
chuyén ti€p da dugc dp dung slide cho slide nay

Nhdy vao bi€u tugng chuyén ti€p “ bén dudi slide 1. PowerPoint thé
hién hiéu Ung Dissolve transition trén slide 1.

Nhdy nit Slide Show =. Slide 1 dugc hi€n thi v&i hiéu Ung chuyén ti€p
Sissolve

Nhan phim Esc d€ két thic chi€u slide

Trén bang chon Edit, nhdy Select All. Tat cd céc slide trong bai trinh bay
dugc chon

Gilt phim Ctrl va nhay vio slide 1 d€ bd chon né. BA chon slide 1 vi n6
da c6 hi€u Ung chuyén tiép slide roi

Trong ngin Slide Transition, bén dudi Apply to selected slides, cudn
xuOng va nhdy viao Random bars Horizontal. C4c hinh dnh thu nhd slide
th€ hi€n hi€u Ung chuyén ti€p.

10- Bén dudi Modify transition, nhdy vao miii tén & & Speed va nhay

chon Medium. Powerpoint 4p dung hi€u Ung chuyén ti€p cho céc slide
dugc chon. Chd y rang moi slide déu c6 mOt bi€u tugng chuyén ti€p &
gdc trdi bén dudi.

11-Nhdy nit Slide Show =. slide 2 dugc chi€u slide v6i hi€u Ung Random

bars Horizontal
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12- Nhdy chuOt vai 1an d€ chuyén tdi cic slide va xem hi€u Ung
chuyén ti€p, sau d6 nhdn Esc d€ két thiic trinh chi€u. PowerPoint s& trd
1ai ch€ d0 Slide sorter view

13- Nhén Ctrl +A dé€ chon tat ca céc slide

14-Trong ngin Slide Transition, bén dudi Apply to selected slides, cudn 1&én
va nhdy No transition. Powerpoint b cic hi€u Ung chuyén ti€p dbi vdi tat ca
cac slide.

15- Nhdy nit Close d€ déng ngin Slide Transition

2.2 Lién két Slide
L3 khi tac dOng (Click) 1én dOi tugng nio d6 sé chuyén dén Slide can
trinh chi€u
Thao tic: Right Click 1&én dOi tugng-> Action Settings
Chon Hyperlink to-> Slide
Chon Slide can link

2.3 Thi€t 1ap trinh chi€u

2.4 Dién tap va dinh thoi gian

An dinh th@i gian trinh di€n cho moi slide PowerPoint:

ThU thuat nay sé€ gidp cho ban chl ddng hon trong vi€éc quan ly thoi
gian khi thuy€t trinh v&i cdc slide trong PowerPoint. Ban sé& do dugc
thOi gian thuy€t trinh tUng slide rat cu th€ dé€ tir d6 dé ra phuong 4n tot
nhat cho budi trinh chi€u cla minh.

- Trén giao di€n bién soan clia PowerPoint, ban bAm chon slide dau
tién.

V3o menu Slide Show > Rehearse Timings, lic ndy slide s& chuyén sang
ché d0 trinh dién va dOng thoi s€ xudt hién thém thanh cong cu ddng
ho thoi gian bat ddu chay & géc bén trai: ban bat dau th(r tu thuyét
trinh d€ do thoi gian. Khi xong Slide1, d€ ti€p tuc sang Slide2 ban bam
vio nit mii tén tU trdi sang phdi, va c( ti€p tuc thuy€t trinh th& nhu
vay cho tdi slide culi cling.

- Sau khi t&i slide cu0i, khi bAm chu0t vao nit miii tén, PowerPoint sé
dUa ra thong bao hdi ban cé an dinh thoi gian cho céc slideshow hay
khong (dOng thOi trén diy ciing c6 thong bdo tOng sO thOi gian ma ban
da tu thuy€t trinh ldc ndy). Ban hay chon Yes d€ trd v€ mdi truOng
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soan thdo. Liic nay ban s& dugc thong bdo chi ti€t hon vé thdi gian
thuyét trinh riéng cUa céc slide ma ban vUa tién hanh.

Xem th(r trinh dién khi dang soan thao (chi dung ttr PowerPoint XP
tro 1én):

ThU thudt nay s€ cho phép ban chay trinh dién slide ngay khi dang thiét
k€ nhung khong G ch€ do Full Screen, né s€ gitip ban hinh dung d& hon
mUc d6 tham mY cUa slide va c6 thé€ s(ta chta ngay khi can.

Khi dang 3 ch& d0 soan thdo Normal, trén thanh cong cU phia dudi bén
trdi ban bam gilr Ctr]l r6i bAm chon niit céng cU trinh dién (nit th( ba
tinh tU trdi qua). Liic nay s€ xudt hi€n mOt khung trinh di€én nho & géc
trén bén trai cUa man hinh, trinh dién slide ma ban dang bién soan trong
khi man hinh soan thdo van dang nam & phia bén dudi. Ban c6 thé
bam Alt+Tab d€ di chuyén qua lai gilta hai cUta s6 nay. Ngay khi ban
c6 sU thay d6i gi trén slide bién soan phia bén dudi, tat ca thong tin sé&
dugc 1ap tlc cap nhat trong khung trinh di€n phia trén.

Thuc hanh
Bai tap thuc hanh 1:

Ban can tao mOt bai trinh bay st dung mOt mau thiét k€ vGi moOt slide

tiéu d€, mot slide mdi v4i tiéu dé va ndi dung cham dau dong. DuGi day 1a
n0i dung cUa bai trinh bay.

Chuong trinh tng két tdp hu@n cong nghé thong tin {tiéu dé)

Ngay thang hém nay {tiéu dé phu}
Chuong tinh {tiéu dé)

Gi0i thiéu {chdm dau dong}
Thdo ludn {chdm d&u dong)
Tém tat {chdm dau dong)

LUu bai trinh bay vGi tén Summarizing trong thU muc Lessenon02 nam

& thu muc Presentation Practice

Bai tap thuc hanh 2:
Ban dugc yéu cau gitip dJ tao bai trinh bay. Ban bat dau bang viéc tao ra
bai trinh bay m&i bang mOt mau thi€t k& vdi cic slide sau:

K€ hoach chi€n lugc {tiéu dé}
Nhém du 4n {tiéu dé phu}
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Chu dé {tiéu dé}

K& hoach cho thay doi {ch&m d&au dong}
Nhén dién cac rao cdn doi v6i thanh cong {chdm dau
dong}

Thu nhan kY niing va nha@n thitc diing {chdm dau
dong}

Chen slide 2 (“nh{ing muc tiéu hi€n nay”) vao cuOi bai trinh bay tU t€p
tin 02PPT Lesson trong thU muc Lesson02 (trong thu muc Presentation
Practice). Chuy€n slide nay sao cho né tr® thanh slide th(r 2.

Luu bai trinh bay 1a Motivate trong thu muc Lesson02 nam & thu muc
Presentation Practice.

Bai tap thuc hanh 3:

BO phan nhan su cla mOt cong ty mubn tao ra nhi€u bai trinh bay dé
nhac nh& cdc nhan vién vé€ chinh sdch lao dOng. Bat dau bang viéc tao ra bai
trinh bay m&i bang mOt mau thiét ké vdi cic slide sau:

Cong ty Thang loi {tiéu dé}

Ngay nghi 1€ va thoi gian ca nhan {tiéu dé phu}

Ngay nghi 1e {titu dé cla Slide Title
Only}

Cac ngay nghi chinh thuic {tiéu dé cUa slide title and
Text}

N:im mGi {chdm dau dong}

Ngay ki niém {chdm dau dong}

Ngay POc lap {chdm dau dong}

Ngay 1€ lao dOng {chdm d&u dong)

Ngay 1€ giang sinh {chdm d&u dong)

Trong ngin Outline, tao slide mGi vGi tiéu dé& Ngay nghi khac. ROi g6
cdc khodn muc c6 chdm dau dong sau trong tab Outline:

Chi danh cho nhan vién cap cao

S4au ngay nghi 1€ chinh thire

Ngay sau ngay 1€ Lao dOng

bém Giang sinh

Dém giao thtra
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Luu bai trinh bay véi tén Holidays trong mOt thu muc mdi c6 tén
Personnel ma ban s€ tao ra trong thUu muc Lesson02 (trong thU' muc
Presentation Practice).

Bai tap thuc hanh 4:

Tao ban trinh bay khic cho b0 phan nhan su cla Cong ty Thang Loi.
SUr dung ciing mau thi€t k€ nhu bai tap truGe va luu bai trinh bay 14 Vacation
trong thu muc Personnel. Tao ra n0i dung slide nhu sau:

Cong ty Thang Loi {tiéu dé)

Chinh sach nghi 1& {tiéu dé phu}
Nhan vién hanh chinh {tiéu dé}

It hon 1 nim, 0 ngay {chdm dau dong}

T 1 tGi 5 nam, 7 ngay {chdm dau dong}

T 6 tGi 10 nim, 14 ngay {chdm dau dong}

TAI LIEU THAM KHAO CHINH

Tin hoc vin phong — Nhém bién dich tri thUc thoi dai

Thac Manh CuGng — Tin hOc vin phong —2005

Hoang PUc Hai - Gido trinh Iy thuyét va thuc hanh Tin hQc vin phong—
Nha xudt ban lao dOng xa hdi — Nim 2006.

Gido trinh Tin hOc vin phong — TruOng CND Ispace
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