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Trudng Cao dang nghé Cong nghiép Ha NOi khong s& dung va khong
cho phép bat kY cd nhan hay t6 chlic nio sU dung gido trinh nay vGi muc dich
kinh doanh.

MOoi trich dan, s dung gido trinh nay vGi muc dich khdc hay & noi khic
déu phai dugc sy déng y bang vin ban cla trudng Cao dang nghé Cong
nghi€p Ha NOi




Bai 1: TOng quan vé Internet

1.  Khii niém vé Internet
a. Khdi niém vé Internet

Internet 12 mOt tap hgp cla cic mdy tinh dugc lién két nbi 1ai vGi nhau
thong qua hé thOng diy cdp mang va dudng di€n thoai trén toan thé gidi
v8i muc dich trao d0i, chia sé d{t li€u va thong tin. Bat c(f ngudi nao trén
hé thOng ciing c6 thé ti€p can va di vao xem thong tin tU bat c(f mOt mdy
tinh nao trén hé thOng nay hay hé thdng khic.

Trudc diy mang Internet dugc st dung chl y€u & céc td chlc chinh phU
va trong cdc truOng hoc. Ngay nay mang Internet da dugc st dung bdi
hang ty ngudi bao gdm ca c4 nhan cic doanh nghi€p 18n, nhd, cic truOng
hoc va tat nhién 12 nha nudc va céc t6 chlc chinh phl. Phan chl yéu nhat
cUa mang Internet 12 World Wide Web.

Mang Internet 1 cUa chung di€u dé c6 nghia 1a khdng ai thuc su' s hitu né
vGi tu cdch ¢4 nhan. MOi phan nho clia mang dugce qudn 1y bdi céc t& chirc
khéc nhau nhung khong ai khdng mot thuc th€ nio cing nhu khdng mot
trung tim mdy tinh nao ndm quyén di€u khi€n mang. MOi phan cla mang
dudgc lién k&€t v&i nhau theo mOt cach thlfc nham tao nén mOt mang toan
cau.

Internet 12 mOt mang toan cau bao gdbm nhiéu mang LAN (Local Area
Network), MAN (Metropolitan Area Network) va WAN (Wide Area
Network) trén thé giGi két ndi vGi nhau. MOi mang thanh vién niy dugc
két ndi vao Internet thong qua mot router.

b. Lich st phdt trién cUa Internet

Vao culi nim 1960 B& QuOc phong MY ti€n hanh xay dung m&t mang
mdy tinh di€n rOng trén toan nudc My. Mang mady tinh nay cé tén goi 1a
ARPANET (Advanced Research Project Agency Network) , mUc tiéu xay
dung cla mang mdy tinh nay 1a cho phép cic tO chlic chinh phtll MY chia



s€ tai nguyén nhU mdy in, may chu, cd s& d{t li€u trén mang.

Vao dau nim 1980 giao thlc TCP/IP dugc phat tri€n va nhanh chéng trd
thanh giao thUc mang chudn dugc diung trén mang ARPANET. Hé di€u
hanh dugc diing trén mang ldc nay 1a BSD UNIX ciing dugc tich hop dé
st dung giao thUc TCP/IP. Hé di€u hanh nay nhanh chéng tré thanh mOt
cong cu hitu hiéu d€ phat tri€n mang mdy tinh.

V@i cic cong nghé mdi nay sO lugng mang mdy tinh da phat tri€n nhanh
chéng. Mang ARPANET ban dau di tré thainh mang duOng truc
(backbone) cho mang mdy tinh chay trén giao thiic TCP/IP gdm hang
ngan mdy thubc cdc mang cuc bd khic nhau. Mang mdy tinh nay chinh la
mang Internet.

Tuy nhién vao nim 1988, DARPA quyét dinh ti€n hanh céc th( nghiém
khéc, BO QuOc phong My bat dau hlly bd mang ARPANET va thay vao d6
béng mang may tinh NSFNET.

Phit tri€n tU mang ARPANET, ngiy nay mang Internet gdm hang trim
ngan mdy tinh dugc nOi v&i nhau trén toan thé gidi. Mang duOng truc hién
tai c6 thé€ tai dugc 1uu lugng 16n gdp hang ngan 1an so v&i mang
ARPANET trudc do.

2. SU dung Internet

1. C6 bao gi® ban nghi chi vGi vai thao tic hét slic don gidn 13 c6 thé€ bdo dAm
mdy tinh cUa minh ludn hoat ddng hi€u qua va qua dé6 ti€t kiém dugc nhi€u thoi
gian thay vi phdi x 1y su' cO treo may hay sUa chita nhiing hdng héc khong ding
c6. Bai viét s€ gidi thiu vai phuong phdp htu hiéu d€ dat dugc muc tiéu trén.
Thuc hién sao 1uu hé thOng Theo tdi dugc bi€t c6 mOt s6 ban doc qua “can ci”
trong viéc thuc hién sao 1uu hé thOng, céc trinh Ung dung va d{r liu cla minh
du di€u d6 khong thuc sU can thi€t. Trén thuc t&, khong c6 chi€n 1ugc sao 1uu
nao dat hi€u qud 100% va hau hét déu tOn nhi€u thdi gian cho qu4 trinh cai dat
hay sU dung chiing. MOt bi€n phap nhanh chéng va hiéu qua d€ thuc hién sao
luu hé thOng 14 tao mOt “anh” cho dia clUng khi hé thOng dang & tinh trang hoat
dOng tOt. Theo cach nay, khi truc trac xdy ra, ban chi can phuc hoi 1ai hé théng



tU dnh dia da tao trudc do va thoOi gian thuc hién thudng khong qua 45 phut. Sau
d6, ban s& c6 mOt hé thOng mdi dang tin cdy hon, khong ¢ phdn mém gidn
diép hay céc tranh chdp (conflict) gilta c4c thi€t bi phan clng ... ngoai trir tat
cd tap tin.

2. chuong trinh cling nhu cdc thong sO cai ddt ma ban da thay dGi sau khi thuc
hién tao anh dia nay. Cac ti€n ich nhu Symantec Norton Ghost 9
(www.symantec.com/sabu/ghost/ghost_personal/) va Acronis True Image 8
(www.acronis.com/) s& phuc hoi 1ai hé di€u hanh Windows XP, b0 Ung dung
vin phong Microsoft Office cling nhU cdc Ung dung va ti€n ich khéc trong thoi
gian chi bang mOt n(a thOi gian n€u ban phai cai dat 1ai tat cd chuong trinh,
cap nhat thU cong 1ai tap tin d{t liéu ciing nhu sap x€p 1ai cdc cai dat hé thong
theo ¥ riéng cUa minh. Nhugc di€m cla phuong phdp nay i gid cla cdc cong cu
thuc hién cong viéc sao luu hé théng con khd cao, chang han nhu Norton Ghost
dugc ban v&i gia 70 USD va True Image 1a 50 USD. Nhung du sao vi€c Iuu dnh
dia nay trén mOt dia cUng khéc ciing thudn ti€n hon so v3i viéc chép tat cd dir
liéu d6 1én dia DVD, tham chi con tOn kém hon. Cu th€ nhu mot dia clng c6 gid
trong khodng tU 100 dén 150 USD (tuy theo dung 1ugng va tdc dd), hay tUr 150
dén 250 USD néu la dia clng gan ngoai. N&u chon cdch 1uu dnh cUa dia cling
trén DVD, ban can bdo ddm rang chuong trinh sao 1uu hé théng dang dung
phai ho trg kiu d{r 1iéu ma ban tao ra.

3. ciing nhu chlng loai dau doc DVD vi vi€c khong tuong thich gilta 6 dia DVD
va phdn mém sao Iuu thudng xuyén xady ra. Néu 12 ngudi c6 ¥ thic tiét kiém va
dfa cUtng hién tai van con nhi€u khong gian trdng thi ban c6 thé€ khong can phai
mua thém mOt dia cUng th( hai. Khi d6, ban c6 th€ 1uu tdp tin dnh dia vio mot
phan viing (partition) khdc cUa dia cUng hi€n tai. D nhién, n€u dia cUng nay gdp
su' ¢ nhu hdng héc chang han, ban ciing s& mat han tap tin anh dia nay. D&
tao phan vung th( hai cho dia cUng, ban c6 th€ st dung Windows XP hay mOt
chuong trinh khac nhu Partition Magic cUa Symantec (70 USD,



www.symantec.com/partitionmagic/) chang han. D& dit liéu c6 th€ dugc phuc
hoi dé dang, hiy Iuu céc tap tin d{t 1iéu clia minh trong mOt phan viing khéc v&i
phan viing dang cai Windows va cdc trinh Ung dung khéc. Vi duy, trong Outlook
Express, ban nh@n Tools > Options > Maintemance > Store Folder va chon mOt
thu muc d€ 1uu thu dién t& cla minh. Phdn mém Word, Excel va cic Ung dung
khéc ciing c6 tiy chon tuong tu d€ thay dGi thu muc mac dinh d€ Iuu tr(r dit
liéu. Thém tinh cO dOng cho dia cUng

4. Ban c6 th€ phuc hoi tap tin dnh dia nhanh chéng trong vai gidy nhO s& dung
hai dia cUng c6 thé€ thay d6i: mOt 1a G dia chinh cla hé thOng, mOt 1a G dia ch(ra
d(r li€u sao luu. Bién phdp nay doi hdi ban phai trang bi mOt khay ch(ra dia
cUing di ddng nhu Saturn Mobile Rock I clla Addonies gid 40 USD chang han.
Dat khay niy vao mOt khoang dia trdng ¢ mat trudc PC cla ban. Duy tri dia
cUng th(r hai (ch(ra tap tin dnh dia cUa dia cUng th(f nht) trong tu th€ san sang
hoat d0ng. Va tat cd cong viéc ban can phadi 1am khi truc trdc xay ra chi 12 tat
mdy tinh, trdo dOi hai dia cUng va khdi dOng 1ai hé thOng. Tranh khling hodng
cong suat cOng USB M4y anh kY thudt s0, dién thoai di dOng, chudt, ban phim
va céc thi€t bi ngoai vi khéc s€ tranh nhau “ngdu nghi€n” ngubn dién c6 gidi
han cla cic cGng USB trong PC. Viéc mOt yéu cau nguOn dién giy qud tai cho
mOt cOng USB, bus d6 c6 thé hoan toan déng 1ai ciing nhu mOt cOng USB khong
dU cong sudt c6 thé gay truc trac cho thi€t bj gan vao d6. Cong cu Device
Manager cUa Windows cho phép ban ki€m tra cic yéu cdu nguln dié€n trén cic
cOng USB. Trong Windows XP va 2000, ban nhan phdi chu0t 1én bi€u tugng
My Computer

5. va chOn Properties > Hardware > Device Manager, v&i Windows 98/Me thi
nhan phdi chudt 1én My Computer va chon Properties > Device Manager. Trong
clra sG Device Manager, ban hiy nhan dip vao muc Universal Serial Bus
controller va sau dé 1a danh sach USB Root Hub dau tién. Sau d6, chon nhin
Power (niit Power properties trong Windows 98/ Me), ban s& nhin thdy danh sich



céc thi€t bi dugc ndi qua hub USB nay cing v&i cic yéu cau cong sudt cla tUng
thiét bi theo don vi milliampe bén dudi muc “Attached devices” hay “Device on
this Hub” trong Windows 98/Me/2000. Trén thuc t€, mOt root hub thong thudng
c¢6 th€ cung cap tOi da 500 milliampe do vy néu root hub cla ban bi qua tai
hodc xap xi cuc dai 500 mA, hiy chuy&n moOt sO thi€t bi dang ndi vGi né sang
mOt root hub khdc, hodc trang bi thém m&t hub USB tu cap ngudn. CO dinh tén 6
dia Tén 6 dia (dang ki tu) dugc Windows gan mOt cach tU dOng cho céc dia cling
c6 thé thdo 1ap, mdy dnh sO, thé nhd cling nhU c4c thiét bi luu trlt gdn ngoai
khdc s€ thuOng xuyén

6. thay dGi. Do d6, n€u c6 moOt trinh Ung dung tim d{t li€u trén mOt 6 dia vdi tén
ch(r cu th€ sé c6 th€ khong tim thdy. Mudn c6 dinh mot tén G dia trong
Windows XP va 2000, ban nhan phai chudt 1én bi€u tuong My Computer va
chon Manager > Disk Management. Trong khung dudi cting bén phai, nhan phai
1én thanh dai dién cho & dia c6 tén chif can thi€t 1&p va chon Change Drive
Letter and Paths > Change (hay Edit v&i Win2000). Sau d6, chon mOt tén ch(r tur
trinh don, r6i nhdn OK va Yes d€ két thiic. Trong Windows 98/Me, ban nhan
phai 1én bi€u tugng My Computer va chOn Properties > Device Manager, sau d6
nhan dip Ién tén thi€t bi (n€u thi€t bj khong c6 thong tin nay, ban khong gdp
may). ChOn Settings trong phan c6 nhin “Reserved drive letters”, ti€p d€n ban
hay chon mOt ki tu tai muc “Start drive letter” va 1an khdc ciing v&i ki tU d6 tai
“End drive letter”. TU day trG vé& sau, thi€t bi nay s& dugc gan tén 12 ki tU ma
ban di chon. Lam méat cho PC M4y tinh qua néng c6 th€ giy ra tinh trang chay
sai hodc gay hdng CPU va cic mach di€n t& khac. MOt s6 bo mach chl mébi
dudgc trang bi b0 ngat mach theo nhiét dd gan trong

7. BIOS. BO ngat mach nay sé tu dOng ngat dién mdy tinh khi nhiét d0 bén
trong vUgt qua mOt tri sO nguGng nhat dinh. Ban c6 thé kich hoat tinh ning nay
trong chuong trinh PC Setup cUa mdy tinh bang cdch an va giltf phim thich hop
(thudng 1a phim F1 hodc Delete) trong khi mdy tinh kh&i dOng, sau d6 tim mot



tham khdo nhiét d6 bén dudi phan c6 nhan "Power” hodc mOt tU tuOng dUong.
Ngoai ra, ban ciing c6 thé ding qua tién ich mién phi Motherboard Monitor (c6
thé tdi vé tUr www.pcworld.com.vn, ID: 47642) cho phép ki€m tra nhiét 46 hé
th&ng tU man hinh Windows. Thdo thi€t bi gan ngoai an toan Néu trong lic
Windows dang thuc hi€n ghi/chép dit 1i€u trén mOt bit nhG USB hay thi€t bi 1uu
tr(f gdn ngoai nao dé6 ma ban 1ai rit thi€t bi nay ra khdi may tinh thi df liéu c6
th€ bi mat. Trong Windows XP/2000/Me, ban hiy nhan dip 1én bi€u tuong
Safety Remove Hardware trén khay hé thOng (hinh 6) khi d4 san sang thdo thiét
bi ra kh&i mdy tinh, chon tén thié€t bi trong danh sach dugc 1iét ké va nhan nit
Stop rOi dén OK. Ngay sau d6, mOt thong bao s€ xudt hi€n cho bi€t ban c6 thé
th4o thi€t bi ra khdi may tinh mOt cach an toan.

8. Nang cap phai can trong MOt di€u ddng ngac nhién 1a hién c6 nhi€u sdn
pham dugc ban kém céc trinh di€u khié€n thi€t bj (driver) chua dudc th(f nghiém
chu ddo, va ching c6 th€ gy ra rat nhi€u dang truc trac cho hé thOng. Vi thé
ban hiy cO gidm thi€u kha ning xdy ra tranh chdp bang cach loai bd driver cla
thi€t bj cti truGc khi 1ap dat thi€t bi m&i. Ban c6 thé€ tim thong tin chi ti€t vé cac
thi€t bi phan clng tlr tién ich Device Manager. V&i Windows XP hay Windows
2000, nhan phai chuOt 1én thi€t bi can loai bd va chon Uninstall. Trong
Windows 98/Me, ban nhan chudt 1én tén thi€t bi va chon Remove. Ngoai ra, ban
nén nh& phai ludn két thic viéc cai dat mOt driver mdi va sau d6, n€u can thiét,
g8 cai dat d6 va bat dau lai tir ddu. Viéc ngung gilta chitng qua trinh cai dat c6
th€ 1am thay dGi nOi dung c4c tap tin va ban s€ khong th€ thanh cong cai dat 1ai
thi€t bi d6. Theo di sUc khde cla 6 dia clng Sau mOt thGi gian st dung, mOt sO
sector trén dia cUng cUa ban c6 thé mat kha ning luu tr(r d(r liéu. Hay ti€n hanh
chay chuong trinh chdn dodn dia mOi thang mOt 1an d€ ddnh ddu céic sector
hOng nay, cdch ly chiing d€ hé thOng khong st

9. dung nhiing sector nay va chuyén tat ca dit li€u dang c6 nguy cO bi de doa
sang n0i khéc an toan hon. D€ thuc hién ki€m tra dia tU Windows XP/2000,



trong cUa sO tién ich Windows Explorer hodc trong mOt clta sG thu muc bat kY,
ban hiy nhan phai chudt 1én bi€u tugng cla dia cUng can ki€m tra rdi chon
Properties.Tools.Check now. V&i Windows 98/Me, ban nhan
Start.Programs.Accessories.System Tools.ScanDisk, chon 6 dia ma ban mu0n
thuc hién ki€m tra va nhan Start. C4c k€t qud s€ cho bi€t dia cltng clla ban c6
sector ndo bi hOng khong. Ngoai ra, d€ c¢6 thém cdc hudng dan vé tu dbng héa
cong viéc niy va cac nhi€m vu bdo duGng dia khéc, ban c6 thé tham khdo bai
viét “Thiét 1ap Windows dinh ky bdo tri hé thOng  ciing trong sO bdo thing nay.
Ngoai ra, chudng trinh HDD Health mién phi cUla Panterasoft
(www.pcworld.com.vn, ID: 47833) s€ thuOng xuyén theo ddi dia cUng cUa ban
dé tim ra nh{ing dau hiéu truc trdc. Hau hét c4c hing ché tao may tinh déu c6
mOt chuong trinh chan dodn ding d€ kiém tra tat ca cic bd phan phan cling
cUa may. N€u may tinh cUa ban khong dugc trang bi chuong trinh nay, ban c6
thé€ tdi vé tién ich Sandra Lite (30 USD, ban dung th(f mién phi c6 tai
www.find.pcworld.com/47836)

10. hay #1-Tufftest Lite cUa #1-PC Diagnosties (10 USD,
www.find.pcworld.com/47838). Qudn 1y dia cai dat can than: Hay cat cic dia
CD phan mém quan trong ciing nhU céc trinh cai dat thi€t bi ¢ mOt noi that an
toan, nhu cap dung CD chang han. Ban ciing nén ghi moi khéa cai dat hay s
ding ky phan mém 1én mOt CD riéng biét, qua d6 ban c6 th€é dé dang tham khao
lai cdc thdng sO nay trong nhiing 1an cai dat sau. Gilt mdy tinh ludn sach s Don
vé sinh cho mdy tinh 1a mOt 1am hét s can thi€t dit ban chang bao gid nhan
dugc moOt thong bao yéu cdu thuc hién. Ngoai ra, ban ciing nén ki€m tra cic khe
thong gié trén thing mdy thuOng xuyén hon d€ xem c6 nhi€u bui ban va vat can
hay khong, n€u c6 thi hiy lau sach chiing bang mOt khin gidy thdm dm. Céc khe
thong gi6 bi ghet sé giy hi€én tUgng qua néng bén trong thung mdy, va dé chinh
12 nguyén nhan cUa tat cd truc trac. Cang sach s&, hé thdng sé gdp it hdng héc
hon va tudi tho st dung ciing dai hon.

3. Tim hi€u vé Internet


http://www.find.pcworld.com/47836

Tai sao lai can Internet va Internet cé th€ lam gi giiip cho chiing ta

MOt nguyén nhan quan trong d6 la nhitng ngu0i s& dung Internet G mUc trung
binh

s€ tim ra mOt con sO thong tin khOng 16 ngoai suU tudng tuong thong qua viéc
tim ki€m, chia s& d{ liéu, thong tin trén Internet. Khac xa v&i viéc truy€n thong
tin truy€n thOng bang thu

tay, bang dién thoai.., Internet lién két nhitng ngudi dang sOng cich xa hang
trim ngan kilomet 1ai v&i nhau d€ gidp hoc hdi kinh nghiém, ting thém ngubn
ki€n thlc — day 12 mOt nguyén ly co bdn va nén tdng cla Internet. Quan niém &
thOi dai Internet by gi0 1a khong

c¢6 gidi han vé khodng cich dia 1y ciing nhu 1a thOi gian.

< Internet c6 th& lam gi gitp cho chiing ta

Internet gitp cho chiing ta nhi€u viéc nhu:

La mOt béc si, ban c¢6 thé tim mOt hé thdng da dich vu: nhu 12 bdo chi y khoa,
tin tUc va cap nhat trén cdng nghé kY thuat y khoa m@i nhat. Nhitng thdo ludn
nghién cUu y khoa, nhiing phuong 4n vé thuOc, v€ sy tri li€u va nh{ing linh
vuc khéc.

Moén hoc: ThuOng mai dién tU va U’ng dung Internet Trang 7

Vi du : Ban dang G Viét Nam, ban c¢6 th€ xem mOt qu4 trinh dién ra mOt ca
phau thudt phlc

tap tai My, hodc 1a gia dinh ban dang & nudc ngoai thi ban cling c6 th€ cung gia
dinh cUa

minh d€ tham du mOt culc h0i nghi y khoa.

Khong chi c6 th€, tham chi ban c6 thé thdo ludn, dé nghi d€ duoc cung cép
nhiing tai liéu v€ y khoa c6 lién quan va cdc cong cuU ho trg cho cdng viéc cla
mOt bac si. Ban c6 th€ tim nhiing thong tin hét y v€ nhimg liéu thudc hién dai
nhat, cling nhu sU cdu thanh cUa chiing, vé mat cong cu, hi€u qua hay nhling
chi ti€t khac. Hay 12 thong tin v€ thUf nghi€m 1am sang va sU phét tri€n mang
tam véc quic t€ trong khu vuc ddc biét cla ban.

Nhing chuyén gia trong linh vUc khdc nhau cUa thuOc thuOng 13 nhiing thanh
vién trong cOng dOng y khoa. HO san s& ki€n th(c va kinh nghi€m cUa ho vGi
nhau va v&i nhitng ngudi khic, bGi vay viéc d6 ciing gidp ngudi khic hoc va
nghién cUu cling nhau trén pham vi toan thé gidi, khong con gidi han trong



tUng quOc gia riéng 1.

Thu dién t hay con g0i 1a Email c6 thé€ gitip chiing ta gUi di nh(ng 10i nhan .
Ngu0i nhan du & bat ky dau trén thé gidi nay déu cé thé nhan thu trong vong
2 gidy dOng hO, vay nén email 12 mOt cdch truy€n dat thong tin mOt cich
nhanh chéng, gon nhe va dé dang. Ban ciing c6 thé€ néi chuyén vGi mOt ngudi
khéc trén mang bang cdch st dung phdn mém truyén tin hodc chuong trinh
doc 1udt trén mang tim thong tin tGng thé.

MOt sinh vién nganh y khoa c6 th€ tim nh{ing 10i ghi chi va cong cU trg 1y
hoc tap trong 18p hodc trong sich v&. MOt ngu0i gidng vién ciing c¢6 thé sU
dung né d€ 1am ting thém ngudn ki€n thlc cho minh va hoc hdi nhitng kinh
nghiém thong qua nhiing trang Web.

4. Cac dich vu Internet

Cac mang k€&t noi hai hodc nhi€u hon c4c may tinh v&i nhau d€ cung cdp mdt
sO phuong phap cho viéc chia x& va truyén d{f li€u. Nhi€u ddc di€m ma mOt
mang cung cap dugc xem nhU cic dich vU (services). Céc dich vU thong thuGng
nhat trén mOt mang 13: thu dién 1 (email), in &n, chia x8 file, truy xudt Internet,
quay sO tU xa (remote dial-in), giao ti€p(communication) va dich vU qudn tri
(management service). Cdc mang 18n c6 th€ cé nhiing may chU (server) riéng,
mOi mdy nay thuc hién mot trong cdc dich vU mang

® . Cac dich vu file va in @n

e Cic dich vu file clla mOt mang c6 th€ dugc st dung d€ chia x& cic phan
mém Ung dung nhU cic chuong trinh xU 1y vin ban, cic co sG d{T liéu,
céc bang tinh hodc cdc chuong trinh email

® Cic dich vu file cho phép céc user chia x& dr li€u va céc tai nguyén khac
nhanh va ti€t ki€m. Email dugc gl trong vai gidy. Cic file da truyén
thong (multimedia file) vGi kich thudc 16n dé dang truyén qua mang. Cic
web site c6 th€ gitip chiing ta cdp nhat thong tin m&i nhat.



Céc mdy in c6 th€ diing chung trén mang nhd céc dich vU in mang. Ngudi
qudn tri mang c6 th€ cai dat, quan tri, chan dodn va sUa cic 10i xay ra
trén cdc mdy in mang dé dang hon do sO lugng cic mdy in trong mang
gidm di va cdng viéc quan tri mdy in mang c6 thé dugc thuc hién trén
chinh mdy tinh ma ngu0i quan tri dang ding nhap ma khdng can truc tiép
dén tUng mdy in.

Su bao mat va quan tri dugc tap trung

Céc file va chuong trinh trén mOt may tinh c6 th€ dugc bao vé vdi cic
quyén chi cho cé4c user nio dugc phép truy xudt va truy xudt & muc no.
Céc user chi can ding nhap v&i moOt tai khodn user hop 1& sé cho phép ho
truy xudt d{r li€u va tai nguyén mang trong gidi han quyén (permission) da
dugc cap. Nhiing tai nguyén ma mOt user c6 thé thy trén mang c6 thé bj
&n di doi vdi cic user khic.

Cac mang cho phép céc user truy xudt d(t li€u cUa ho tU bat ky mdy tinh
nao trong mang. Vi d{t li€u cla ho dugc luu trf trén mOt may tinh chu.

Cac dich vu thu dién tl (e-mail)

Viéc chuy€n e-mail gilta cdc user trén mOt mang LAN hodc gilta c4c user
trén mOt mang LAN va Internet dugc quan 1y bdi céc dich vU thu tin (mail
service) mang. Di€u kién d€ moi ngudi c6 thé giao ti€p trén mang bang
e-mail 12 mOi ngudi phdi c6 mot dia chi e-mail.

Cac dich vu giao ti€p (Communication services)

Céc dich vu giao ti€p mang cho phép cic user bén ngoai k€t ndi tGi mang
tU xa thong qua mOt duOng day di€n thoai va mOt modem. Céc dich vu
ndy ciling cho phép cic user trén mang két nGi tdi cic miy hodc mang khic
bén ngoai mang LAN. Da s0 cic hé di€u hanh mang (Network Operating
System — NOS) ¢6 céc dich vu nay bén trong, chang han:

Windows NT 4.0 c6 Remote Access Server (RAS)

Windows 2000 Server c6 Routing and Remote Access Server (RRAS)



® Netware c6 Network Access Server (NAS)

Céc mdy tinh dang chay céc dich vu giao ti€p dugc g0i 1 cic mdy chu
giao ti€p (communication server) va chju trach nhi€m qudn 1y céc giao
ti€p. MOt khi user da ding nhap vao mang tU xa va dugc xdc nhan 1a hgp
1€ thdng qua mdy chU giao ti€p ho sé& cé cac quyén truy xudt ma ho mong
muOn gidng nhu dang ngbi & mOt may tinh tram dugc két ndi vat ly truc
ti€p v&i mang dé (trlr truGng hgp ngUdi quan tri han ché viéc truy xudt
khi ding nhap tU xa).

Cac dich vu Internet

Céc dich vu Internet bao gOm cac mdy chU World Wide Web (WWW) va
céc trinh duyét (browser), kha ning truyén file, so d0 dinh dia chi Internet,
cic b0 10c bdo v€. Céc dich vU nay 1a can thi€t d6i v&i cic mang hi€n
nay dé€ cho phép giao ti€p va chuy€n dGi d{t li€u toan cau.

Cac dich vu qudn tri (Management services)

Céc cdng vi€éc quan tri mang trd thanh phlc tap hon ddi vGi cic mang cé
kich thudc 16n, dac biét khi né md rOng qua cdc chiu luc khic nhau (Cac
mang WAN).

Céc dich vuU qudn tri cho phép nhiing ngudi quan tri mang quan tri tap
trung cic mang 18n va phUc tap. Cic cong vi€c qudn tri niy bao gbm: theo
déi va di€u khi€n lUu thong, can bang tdi, ch@n dodn va canh bdo cdc 10i,
quan tri tai nguyén, diéu khié€n va theo doi sU’ cho phép, ki€ém tra tinh bdo
mat, phan bd phdn mém, quan tri dia chi, backup va phuc hoi dir liéu.



Bai2: Dich vu World Wide Web — Truy cap Website
1. Dich vu World wide web

Nguon gdc World Wide Web

Vao nim 1989 mOt nha khoa hoc tai phong thi nghiém véat Iy Chau Au CERN -

Conseil European pour la Recherche Nucleaire tén 1a Tim Berners Lee da ¢c6 mOt y tuGng
d6 12 “Bat ky mOt c4 nhan ndo, dang sU dung bat kY loai mdy tinh nao, & bat ky noi
nao,

déu c6 thé truy cap dugc dit liéu trén Internet chi nhO st dung mOt chuong trinh don
gidn”. Khi d6 Tim Berner Lee da vi€t mOt chuong trinh 1uu trlt d{t 1iéu tén 12 “Enquire”
1a

0 sG d€ sau nay phat tri€n chuong trinh cho Web Server va Web Client dau tién.
Chuong

trinh ny dugc bat ddu vao thang 12 nim 1990 tai CERN va dugc quang b4 vio mia he
ndm 1991.

Ciing vao th0i gian nay di c6 nhi€u cong trinh chudn hod cic hé thOng Hypertext,

cac n0 luc nay tap trung vao linh vuc Internet theo sy phat tri€n cUa Hypertext Markup
Language, hay HTML, dugc thi€t 1ap bGi Tim Berner Lee. Phién ban dau tién nay bay
gio

¢0i 1a HTML 1.0

Nim 1993, mOt sinh vién tré tén 12 Marc Andressen, truOng dai hoc Illinois tai

Urbana - Champaign da tao ra mOt giao di€n d6 hoa dau tién danh cho Web dugc goi 1a
Mosaic. Ban dau Mosaic dd dugc phit tri€n trén nén X Windows - mOt mdi truOng cla
Hé

di€u hanh Unix. (Lic nay Unix 13 hé di€u hanh phG bi€n nhat cho cic hé thOng may tinh
n0i két v4i Internet). Sau d6, Nhiing ngudi 1ap trinh Mosaic bat ddu nghf ra c4c phan
mé

rOng tuy bi€n danh cho HTML nham md rOng céic tinh ning cla bo trinh duyét Mosaic.
Khii niém vé World Wide Web

Word Wide Web dugc goi tat 1a Web - 1a mang 1udi ngudn thong tin cho phép moi
ngUdi khai thic thong tin qua mOt sO cong cU hodc 1a chudng trinh hoat ddng dudi cic



giao th(fc mang. World Wide Web 12 mOt trong sO céc dich vu cUa Internet nham gitip
cho

viéc trao d6i thong tin trd nén thudn tién va dé dang.

SG di Web tré nén phd bi€n vi Web cung cap cho ngudi st dung khd ning truy cap

dé dang tUr d6 ngudi st dung c6 thé khai thac cac thong tin da dang trén Internet bao
gOm

vin ban, hinh dnh thdm chi cd 4m thanh va video, nghia 12 nhitng gi ma ching ta c6 thé
cdm nhan dudc, vi thé Web d6i khi con dugc goi 1a da phuong ti€n clla mang Internet.
Thong tin dugc bi€u dién bang “trang Web” theo diing nghia clla mOt trang ma

chiing ta c6 th€ nhin thay trén man hinh may tinh. Moi thong tin d€u c6 th€ bi€u thi trén
trang Web d6, k€ cd am thanh, hinh dnh dOng, nhung van dé 1y thd nhdt clla Web nam
o}

khia canh khdc, d6 12 trang Web ma chiing ta nhin thdy trén man hinh mdy tinh c6 khd
ning lién k&t v&i nhimg trang Web khic, dan chiing ta d€n nhitng nguOn thong tin khic.
Kha ning nay cla Web c6 dugc 12 nhO thong qua cic “siéu lién két” (hyperlink), siéu
li€én

Moén hoc: ThuOng mai dién tU va U’ng dung Internet Trang 15

két v€ ban chat 1a dia chi tro tGi ngudn thong tin (trang Web) nam dau d6 trén Internet.

Bang nhiing siéu lién k&t nay, cic trang Web c6 thé lién két v&i nhau thanh mOt mang
chang chit, trang nay trd t&i trang khéc, cho phép moi ngudi chu du trén bi€n ca thong
tin.



1. Cai dat trinh duyét internet Explorer

P& cai dat trinh duyét Internet Explorer 7, ban c6 thé ap dung qua 2 cich:

1. SU dung Windows Update: Truy c@p vao day, nha@n vao "Express' d€ ti€n hanh tim ki€m cic
phan cap nhét. Internet Explorer 7 danh cho Windows XP sé& hi€n thi trong danh sach ' High-Priority
updates''. Nh@n cai dat d& Windows tu dong tai vé.

Review and install updates

High-priority updates
" Microsoft Windows xP

¥ [@ windows Internet Explorer 7.0 for Windows XP

2. Truy cdp vao dia chi Internet Explorer 7 va tai vé tdp tin cai dat.

Trudc khi cai dat, ban nén tat cac Ung dung dang hoat déng vi sau khi cai dat IE7, hé théng sé
phai khéi dOng lai (restart).

Thuec thi tap tin IE7-WindowsXP-x86-enu.exe vita tai v&, nhan "Run' dé bat dau cai dat. Giao dién
chiio mUng s& xudt hién, nhén "Next" dé tiép tuc.

(T — 2

D s miidid Dy gy Thet B

D Hawa
Fublche Hixmesh Coonstien
Tron Agplcaton
e ' Migasec el Exgitrer 70

Lo o

et by o e bervr o b sl e e
i

Phan quy dinh ban quyén va di€u 1€ "license terms'" hi€n thi, ban chon "I Accept' dé tiép tuc. K&
dé€n 1 phan ki€m tra ban quyén. Riéng phan nay, ban phadi chac chan rang minh dang st dung
phién ban Windows XP ¢6 ban quy€n va may dang c6 két ndi Internet dé c6 thé "Validate'. Nhan
vao "Validate" d€ ki€m tra, ban ch® trong thdi gian ngan tiy vao két ndi Internet nhanh hay chdm.
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Sau khi ki€m tra ban quyén hoan tat, ban chi con vi€c nh@n '"Next" dé€ cai dat Internet Explorer 7
vao may va kh6i dong lai hé théng.
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C6 khi nao ban nghi rang minh qua tadi trong viéc quan 1y ciac hom thu?
Duong nhu khi cong nghé ti€n cang nhanh, ngay cang c6 nhi€u email dugc
“rét” vao trong hom thu cQa ching ta. Ching ta c6 th& nh@n email tir dong
nghi€p, ban bé, ddi tic, nguoi thin trong gia dinh va cic trang mang xa
hoi. Tat nhién, rat nhi€u nhitng email trong s6 nay ching ta khong can
d€n, thdm chi 1a khéng can bi€t t6i ndi dung clia né. Tuy nhién, nhiing
email thira niy s khong th€ “dinh cu” hoan toan trong hom thu cla ching
ta dugc nlta. Duéi day 1a mot s6 cach thi€t thuc nhat dé st dung cac tinh
niing cla Outlook 2010 nham 13y lai quy€n ki€m soat hom thu cla ban.

1: SU dung hi€n thi hdi thoai

Conversation view - hién thi h0i thoai - 1a tinh ning mdi trong Outlook 2010 c6
khd ning k€t ndi tat cd email vao mOt cuOc hOi thoai gilta 2 hodc nhi€u nguoi.
HOi thoai niy bao gdm cd thu glfi va nhan d€ ban c6 th€ dé dang nhin toan bd
hOi thoai. Bat Conversation view bang cich kich vao thé View r0i kich ti€p
Conversations. Ti€p d€n, chon Messages In Conversations d€ bat dau. Ngoai ra,
ban ciling c¢6 th€ dat mo6t s6 lua chon khic, vi nhu Always Expand
Conversations, trong danh sach Conversations dé€ cai dat hién thi hOi thoai theo
cach ban muOn.

2: Phét 16 nhiing hi thoai phi€én nhiéu

P4 bao gi0 ban dugc gUi tGi mot hbi thoai khi€n ban phdi ngac nhién? Hodc
c6 th€ thanh vién 2 di nao dé dang tranh ludn cich diung cla dau phdy nhung
ban 1ai c¢6 vi€éc phdi 1am trong ngay. Ban cé thé phSt 10 mOt hoi thoai va loai
bd viéc nhan nhitng ding tdi “vo vi” sau nay. Kich vio message culi cuing cla
tin nhan ban muOn phdt 10 di. Sau d6, kich vao thé Home r0i kich ti€p vao
Ignore trong muc Delete group. MOt hdp thoai s& hién thi, hdi muc dich ban
muOn thuc hién. kich vao Ignore Conversation d€ hoan thanh cong viéc.



Ignaore Conversation @

0' The selected conversation and all future messages will be moved to the Deleted Ttems folder,

|| Don't show this message again

|_Ignore Conversabon | | Cancel

3: Kich hoat quan ly message vGi Quick Steps

Quick Steps Ia tinh ning m&i trong Outlook 2010, cho phép ban kich hoat cong
viéc qudn 1y mail chi v&i mot ci kich. Ban c6 thé st dung Quick Steps vGi cic
chuong trinh - Add To Calendar, To Manager, Done, Team E-mail, va Reply &
Delete — d€ ngay 14p tUc gl message t&i dia chi ban muOn. Ngoai ra, ban ciing
c6 thé tao riéng cho minh mo6t Quick Steps béng cach kich vao nut More trong
Quick Steps gallery va chOn Create New.

4: Tao file junk mail

Diéu nay c6 vé ngd ngan,nhUng né rat quan trong d€ phdi chult bat ki mot
junk message nao ban nhan, chi dén Junk va kich vao Block Sender. Theo th0i
gian, file nay s tU chi cic file cUa spam hodc nhing nguGi gl khac ban khong
mong mudn. Nhu vay, muc thu dén cla ban s€ khong con thu rac nita.

5: Gidp cong viéc trd nén ti€n 10i hon vOi AutoArchive

Tat cd chiing ta khi muOn truy cap nhanh mOt message quan trong s€ cdm thay
khong thodi mai khi phdi chO Outlook tim ki€m email cii trong mOt m@ nhiing
email va cat ching vao file archive trén may tinh hodc server cUa cong ty. Tuy
nhién, AutoArchive c6 th€ gitp ban gilt cho hom thu dén dugc gon gang. Theo
mdc dinh, AutoArchive sé€ bi tat. Ban c6 th€ bat l1ai tinh ning nay va di€u chinh
cai dat cUa ban bang cach kich vao thé Folder r0i kich ti€p AutoArchive Settings
trong mUc Properties group. Trong thé AutoArchive, chon Archive This Folder
Using These Settings va dién “tu6i” cho cdc muc tin ban mudn luu tr(t, noi ban
muOn 1uu tr(f nhling muc tin di cii, va 1i€u ban ¢6 mudn loai bé nhiing muc tin
can phdi x6a & trong muc thu’ dén hay khong. Sau khi di dua ra nhing Iua chon,
kich vio OK d€ Iuu nhiing thay doi.



Inbox Propesties {34} l r T “dl
I

Gereral | Home Page | AutoArchive Showin| Autcdrchive Folde
i Favorites Zettings Broperties
Dia not archive items in s folder
@ Archive fems 0 this folder using Bhe default setbngs
»
Defadt drcheee Satlings. .. M Prase Y -l B 4
: Autohrchive

Archive this folder using Shess setirgs:
o Fun dubodydhive every 14 ]
v Prompt before Sutofrchive runs
CiFing Aubndrchingg!
| Dedete expred items {g-mad folders only)
| &rchres or delete old items
of | Show archive folder in folder kst
Defalt folder ssttings for archiving
Clean cut items older than | & ST ——
@ Mpwe od ibems bo:
C: Wsers\atherine Pocments\utiosl | Browse.., 1
Permarerty delebs ofd items
| iy these settings o ok fokders now

To specfy different ardve settings for any folder, ight-chck
on e folder ard choose Propertes, then go o the
dustowhrchive tah

0K | | Cancesl | Apply (404 | E,nn'.cl

6: Ai da tao ra cac rule?

Dai khi rule khong phdi 12 mOt y tudng t6i, nhat 1a khi ban mu6n qudn 1y mot
sO lugng 16n email va ban can phai sap x€p chiing theo ngUdi nhdn, theo du dn
hodc theo ngudi lién lac. ban c6 thé dé dang tao ra céc rule c6 th€ sap x€p cic
message cUa ban, d€ ban c6 th€ doc chiing chi tiét hon hodc ciing rat dé dang
khi ban mu6n tim ki€m mot email nao d6. Bat dau bang viéc kich vio message
tU mOt nguoi gli ban mudn tao rule d€ qudn ly. Sau dé, kich vio Rule trong thé
Home va chon Create Rule. Pién nh{mg Iua chon di dugc thi€t k€ san (Message
dén tUr ai? Dong subject ghi cdi gi?) va chon ban mu6n Outlook 1am gi vGi nhing
message nay. Kich OK d€ tao rule va Outlook s& bat dau thuc hién cic mong
muOn cUa ban v&i nhiing email message ban nhan sau nay.

7: Loai bo nhiing email thUra

Outlook cé rat nhi€u lua chon d€ ban cé thé cai dat mail sau khi nhan mail.
MOt sO message ban thuc su khdng mudn bd vao trong hom thu mii mai. Trong
truOng hop nay, hiy sU dung: meeting invitations. Ban c6 th€ yéu cau Outlook
tu ddng x6a bat ki mOt message ban di trd 10i bang cich hi€én thi hdp thoai
Outlook Options (kich File > Options r0i kich ti€p vao thé Mail). Kéo chult
xuOng trong khu vUc Send Messages va kich vio Delete Meeting Requests and



Notifications From Inbox After Receiving. Cu®i ciing, kich vio OK d€ luu lai
nh(ng thay dGi vUa tao.

8: Don sach tat ca moi thi

Ban di c6 mOt hOp thu d€n gon gang chua? MOt ndi ban c6 thé viao truc ti€p
mOt email ban mu6Gn ma khong phdi mat cong tim ki€m hodc kéo chudt 1au?
Ban di tUng sdp x€p cdc message theo folder va loai bo hoan toan nhiing email
ban khong can nlra?

Outlook bao gdm mOt sO tinh ning don dep, c6 thé gitp ban tao mOt khong gian
rOng rdi trong hom thu t&i. Cong cu nay dua ra cho ban 3 1ua chon doi véi muc
tin ban muOn loai bd. Ban c6 thé loai bd hoi thoai da dugc chon, loai bo folder
hién tai hodc loai bd nhiing folder va folder con (nghia la x6a toan b0). Khi kich
vao cong cu, Outlook s& cho ban biét né dang thuc hién x6a nhiing message
khong con diing dén nita va cho chiing vao folder Deleted Items cUa ban. Ban c6
th€ thay d0i di€u nay bang cich kich vao Settings va di€n cai dat ban mong
muOn. Sau d6, kich vao OK d€ xéa nh(ng email ban da lua chon va 13y lai dugc
mOt chiit khodng tréng cho nhling mail sap tdi.

9: Tim ki€m théng minh vai filters

Moi ngudi cdm thdy ngai khi s dung Outlook filters bGi hQ nghi né c6 qud
nhi€u van dé d€ c6 thé s dung thich dang. Tuy nhién, su that 1ai nguoc 1ai.
Né€u ban cin nhac tGi khodng thoi gian b ra d€ quét rat nhi€u message chi dé€
tim ki€m mOt email ban can, ban sé hiéu dugc gid tri cla cdng cu trén. BO 1oc
trong Outlook s€ gitip ban tim ki€m nhitng message dat mot sO tiéu chudn. Vi
du, ban c6 th€ hién thi nhanh nhling message cé t€p tin dinh kém, hodc nhling
message ban da gli t&i mOt ngUdi nao d6, message c6 chla tU “petunia” & ndi
dung bén trong,... sau khi da tao dugc cai dat cho nhiing message nay, ban c6
th€ lam bat c( di€u gi v3i chiing — x6a chiing, cho chiing vao trong mot folder d€
n6 khong c6 th€ 1am r6i hdp thu tGi clia ban, hodc ban c6 thé in ching ra va dan
chiing trudc mat (rat it khad ning xdy ra di€u nay). Ban c6 th€ tim thay b0 1oc
nay trong cdng cu Filter E-mail trong Find group cUa thé Home. Ban c6 th€ kich
vao More Filters d€ hién thi thé Search Tools d€ ban c6é thé xem dugc tat ca
nhing b0 1oc.



10: K&t hop va ki€m soat

Piéu nay cé vé khic thudng nhung né thuc su gitp ban ti€t kiém th0Oi gian khi
mang t@i tai khodn Outlook 2010 tat cd cdc tai khodn email trén web cUa ban.
ban c6 thé dé dang cai dat tai khodn cUa minh bang céch kich vao thé File va
chon Add Account & gi(ta dong trén cling cUa thé Info trong hién thi Backstage.
Thuc hién theo céc budc d€ email c6 th€ hoat ddng chinh x4c. S& c6 mOt folder
email m&i dUgc tao ra, danh riéng cho tai khodn email trén web cUa ban. Vi vay,
bat c khi nao ban ki€m tra email (hodc Outlook tu ddng lam vi€c nay), tat ca
c4c tai khodn dugc ki€m tra va ban s€ khong phdi thodt ra d€ truy cdp vio trang
web mail nao, dién dia chi email va mat khdu rbi tU minh ki€m tra email m&i.
Tuy vay, di€u nay sé& khi€n ban phdi d6i mat v&i nhi€éu email hon. Nhung sau
khi doc xong 9 budc bén trén trong bai bdo ndy, chac chan rang ban di c6 du
kha niing d€ gidi quyét vGi van dé nay. Nhu vay la ching toi dd hudng dan cic
ban cich quan 1y hom thu dén trong Outlook 2010 dé dang hon. Mong rang
nh{ng 10 cdch trén s€ ti€n ich v3i ban.



BAI 3: TONG QUAN VE PHAN MEM XU LY VAN BAN

1. Gi6i thiéu vé Microsoft Word

1.2. Gigi thiéu chung

Word 12 mOt phdn mém soan thdo vin bdn thubc bd phan mém
Microsoft Office. Word chuyén ding d€ soan thdo céc loai viin ban, cong vin
gidy t0, sich v, tap chi, ban ké khai, v.v...

Ngoai chUc niing cO ban 12 m&t hé soan thdo 1y tudng, Word con ¢
nhi€u chlc ning phong phi khic nhu 1&p bang bi€u, tinh todn, trang tri vin
ban bang hinh anh, ...

1.3. Kh@i dOng chuong trinh Word
C6 nhiéu cich d€ khdi ddng mOt chuong trinh Ung dung trong moi
trudng Windows, nhung c6 2 cdch ngu0i st dung hay dung:

Cach 1: Chon Start\Programs\Microsoft Office\Microsoft Word

Cach 2: Kich dip chudt vao bi€u tugng shortcut Word trén man hinh nén
Desktop.

T Document1 - Microsoft Word
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Hinh 12.1. Man hinh giao dién ctaa Microsoft Word




khung bén trdi, chOn Save. Tai muc Save files in this format, ban chon Word 97-2003
Document (*.doc). Nhdn OK.

Word Options

General ~ .
Customize how documents are saved.

Display
Proafing Save documents
Save l Save files in this farmat: ‘Word Document {*.do o b
Language Save AutoRecover inforp VWord Document {*.doog

Keep the last Auto R Ward Macro-Enabled Document (*.docmj
Advanced Ward 97-2003 Document (*.doc)

AutoRecover file location: Word Template [*.dote)

Customize Ribbon Default file locatian: Waord Macro-Enabled Template (*.datm]

Quick Access Toolbar Word 97-2003 Template (*.dot)

Offline editing options for de single File Web Page {(*.mht, *.mhtml}
Add-Ins ‘Web Page (*.htm, =.html}
Save checked-out files to: (i Web Page, Filtered (*.htm, * html}

() The server drafts locd Rich Text Farmat (*.rtf)

(%) The Office Documen] Plain Text (*.td)

Server drafts lacation: E Waord XML Document {*xml]
Word 2003 XML Document [*.xml]

COpenDocument Text (*.odt]
Warks & -9 Document {*wps)

Trust Center

Preserve fidelity when sharin

Giam thi€u kha ning mat dir li€u khi chuong trinh bi déng bat ngd

DE& dé phong trudng hgp treo mdy, cip dién lam mat df liéu, ban nén bat tinh ning
sao luu tu dOng theo chu ky. Nhan Microsoft Office Button (hodc Tab File), Word
Options, chOn Save



Word Options

General . :
Customize how documents are saved.
Display
Proofing Save documents
Save | Save files in this format: | \Ward Document [*.doe) bt !

Language l.-'E AutoRecover information every |10 $| mi@

[#] Keep The 13T SOt RecOTeTed TE T T oase without saving

Advanced

AutoRecover file location: EC:".Dncuments and Settings\abcApplication Data\Microsoft'Ward),
1

Customize Ribbon
Default file location: |ChDocuments and Settings‘abcdMy Documents)

Quick Access Toolbar

Offline editing options for document management server files
Add-Ins
Save checked-out files to:li

b {} The server drafts location on this computer

@ The Sffice Document Cache

Thao tic vOi chudt va ban phim
Thao tdc vOi chubt:
a. Sao chép dang vin ban:

MOt trong nhiing cong cu dinh dang hitu ich nhat trong Word 13 Format Painter (nit
hinh cay cO trén thanh cdng cuU Standard). Ban c6 th€ dung né d€ sao chép dang tU mot
doan vin ban nay dén mOt hodc nhi€u doan khic va d€ thuc hién chlc ning nay,
dung chuOt 14 tién 1gi nhat.

Pau tién danh khOi vin ban cé dang can chép, bam moOt 1an vao nit Format Painter
(n€u mubn dan dang vio mOt doan vin ban khac) hodc bam kép niit (n€u mudn din
dang vao nhi€u doan viin ban khéc). Ti€p theo, d€ ddn dang vao nhitng doan vin ban
nao thi chi cdn danh khGi chiing 1a xong (nhdn thém phim Esc d€ tat chlic ning nay di
néu trudc d6 ban bam kép niit Format Painter).

b. Sao chép hodc di chuy€n dong hodc cOt trong table:

Trong mOt table, n€u ban muOn chép thém hay di chuy&n mOt hay nhi€u dong hodc cOt
thi ¢6 th€ dung cdch kéo va thd bang chubt nhu sau: chon dong hodc cOt c@n chép
hodc di chuyé&n, kéo khoi di chon (n€u sao chép thi trudc d6 nhan gilf phim Ctrl) dat
tai vi trf ma ban muon.

a. Dung ciy thudc dé€ xem khodng cich vin ban trén trang:



Thong thuOng ban ding cdy thudc d€ dinh vi cdc dong vin ban, dat khodng cich 1€
trang hay dat cac tab dUng. Nhung né con mOt cdng dung khic khong kém phan thi vi
va tién 10i, d6 1a xem chinh xdc (th€ hién truc quan bang s0) khodng céch cla vin ban
so v@i 1€, canh trang hodc gilta mOi tab. D& biét khodng ciach mbi phan nhu thé nio,
ban bam va gilt chult tai mOt vi trf nao d6 trén thanh thudc ngang, dOng thGi bam gilt
ti€p niit chudt phai 1a sé thdy ngay khodng cach gilta mOi phan 1a bao nhiéu.

b. Sao chép hoac di chuy@n vin ban:

Ciing tuong tu nhu table hay bat c(r d0i tugng nao khac trong tai li€u, ban c6 thé dung
céch kéo va thd trong viéc sao chép hodc di chuyén vin ban. O day khong can phai
néi gi thém vé phuong phdp nay (vi chac hau hét chiing ta déu da bi€t cdch 1am nay),
nhung chi luu ¥ mOt di€u 14 d€ c6 thé dung dugc cich nay thi tuy chon Drag-and-drop
text editing (menu Tools-Options-thé Edit) phdi dugc ddnh dau.

c. Phéng to hodc thu nho tai liéu:

Khi can phéng to hodc thu nho tai 1iéu, thong thuOng ban s€ chon tU niit Zoom trén
thanh Standard, nhung nhu th€ ciing hoi bat ti€n vi phdi qua hai ba thao tdc. N€u chut
cUa ban c6 3 nit thi c6 th€ nhanh chéng phéng to hay thu nho tai liéu tU nit chubt
gilta, bang cdch nhan gilt phim Ctrl trong khi day nit chudt 1én (phéng to) hodc xubng
(thu nho).

d. M@ nhanh hQp thoai Tabs va Page Setup:

Khi can chinh sUa chi ti€t c4c dau tab dUng trong doan vin bdn, ban sé phdi nhd dén
hOp thoai Tabs, hay khi thay d0i c4c thi€t 1ap trang gidy thi ban Iai phdi diing dén hOp
thoai Page Setup. Thay vi m& cdc hOp thoai d6é tU menu Format-Tabs hay menu File-
Page Setup, ban c6 th€ nhanh chéng m& ching bang cich badm kép bat ky chd nio
trong thanh thudc ngang (trong khodng cich nhap vin ban, & dudi cic hang s6 d€ md
hOp thoai Tabs hodc trén hang sO d€ m& hOp Page Setup).
a. Panh khoi toan b0 tai liéu:

Trudc khi cung cap mOt dang nao dé cho toan bd vin bdn, di€u dau tién ma ban sé
lam 13 ddnh khoi toan bd chiing va ban cé th€ dung nhling cich nhu' bAm menu Edit-
Select All hodc nhan Ctrl+A. Nhung ban hay th( cdch nay xem, chi can dua chubt vé
1€ trdi vin ban (mii tén trd chult sé nghiéng v& phdi) va bam nhanh 3 1an ciing c6 thé
chon toan b0 tai liéu dugc day.

Thao tic vG8i ban phim



Céc phim thuOng dung trong Winword gOm céc phim:

Céc phim di chuyé&n con tro:

Phim T: Di chuy€&n con tr® 1én mOt dong.
Phim !: Di chuy&n con tr@ xuGng mOt dong.
Phim —: Di chuy€n con tr® sang phai mot ky tu.

Phim «: Di chuy&n con tr® sang trdi mOt ky tu.

Céc phim x04 ky tU:
Phim Delete: Xo4 ky tu tai vi tri con tr0 (bén phdi con trd).
Phim Backspace: Xo4 ky tu li€n trdi vi tri con tr0.

Phim Insert: D& chuyén dGi gilta ch€ d0 chen (Insert) va thay thé (Overwrite) ky tu.

Céc phim diéu khién:

Phim Home: Chuy€n vi trf con trd vé& dau dong vin ban chira con tro.
Phim End: Chuyén vi tri con trd vé& culi dong vin ban ch(ra con tro.
Phim Page Up: Chuyén vi trf con trQ 1én trén mOt trang man hinh.

Phim Page Down: Chuyén vi trf con trd xuéng dudi mOt trang man hinh.
Mun vé dau vin ban: an déng thGi Ctrl+Home.

MuOn vé culi vin ban: an dong thoi Ctrl+End.

Thao tac nhanh trong viin ban v@i cac phim tat thong dung

1 Ctrl+1 Gian dong don (1)

2 Ctrl+2 Gian dong doi (2)

3 Ctrl+5 Gian dong 1,5



10

11

12

13

14

15

16

17

18

19

20

21

22

23

Ctrl+0 (zero)
Ctrl+L
Ctrl+R
Cul+E
Ctrl+J
Ctrl+N
Ctrl+O
Ctrl+S
Ctrl+P

F12

F7

Curl+X
Ctrl+C
Cul+V
Ctrl+Z
Curl+Y
Ctrl+Shift+S
Ctrl+Shift+F
Ctrl+Shift+P

Ctrl+D

Tao thém d0 gian dong don trudc doan
Cén dong trai

Cin dong phai

Cin dong gilra

Cin dong chi dan déu 2 bén, thang 1&
Tao file mdi

M@ file di c6

Luu ndi dung file

In an file

Luu tai liéu v3i tén khac

Ki€m tra 10i chinh t3 ti€ng Anh

Cat doan nbi dung da chon (bdi den)
Sao chép doan ndi dung da chon

Din tai liéu

B0 qua Iénh vUa lam

Khoi phuc 1énh vira bo (ngugc 1ai véi Ctrl+Z)

Tao Style (heading) -> Diing muc luc tu ddng

Thay d6i phong ch(r
Thay ddi c& ch(r

M@ hOp thoai dinh dang font chit



24

25

26

27

28

29

30

31

32

33

34

35

36

37

38

39

40

41

Ctrl+B
Ctrl+I
Ctrl+U
Cul+M

Ctrl+Shift+M

Ctrl+T

Ctrl+Shift+T

Ctrl+A
Ctrl+F

Ctrl+G
F5)

Ctrl+H
Ctrl+K
Ctrl+]

Ctrl+[
Cul+W
Ctrl+Q
Ctrl+Shift+>

Ctrl+Shift+<

(hoac

Bat/tat chr ddm
Bat/tat ch(f nghiéng

Bat/tat ch(r gach chan don

Lui doan vin ban vao 1 tab (mac dinh 1,27cm)

Lui doan vin bdnralé 1 tab

Lui nhing dong khong phdi 1a dong dau cla

doan vin ban vao 1 tab

Lui nhitng dong khong phdi 1a dong dau cUa

doan vin banralé 1 tab
Lua chon (boi den) toan bd ndi dung file

Tim ki€m ky tu
Nhdy dén trang s

Tim ki€m va thay thé ky tu

Tao lién két (link)

Ting 1 ¢ chr

Gidm 1 c@ chit

Dong file

Lui doan vin bdn ra sit 1€ (khi dung tab)
Ting 2 ¢ chr

Gidm 2 cO ch(r



42

43

44

45

46

47

48

49

50

51

52

53

54

55

56

57

58

59

60

Ctrl+F2

Alt+Shift+S

Ctrl+enter

Ctrl+Home

Ctrl+End

Alt+Tab

Start+D

Start+E

Ctrl+Alt+O

Ctrl+Alt+N

Ctrl+Alt+P

Ctrl+Alt+L

Ctrl+Alt+F

Ctrl+Alt+D

Ctrl+Alt+M

F4

Ctrl+Alt+1

Ctrl+Alt+2

Ctrl+Alt+3

Xem hinh anh n0i dung file tru'dc khi in
Bat/Tat phan chia clra s6 Window
Ngat trang

Vé dau file

VEé cu0i file

Chuyén d6i clra sO lam viéc

Chuyé&n ra man hinh Desktop

MG clra sGInternet Explore, My computer
CUra sG MS word & dang Outline

CUra s MS word & dang Normal

CUra sG MS word & dang Print Layout
Panh s0 va ky tu tu dOng

Danh ghi chid (Footnotes) G chan trang

Danh ghi chd & ngay dudi dong con trd G d6

Panh chd thich (nén 1a mau vang) khi di

chuy&n chudt dén mdi xudt hién chd thich
Lap lai 1énh vUa lam
Tao heading 1
Tao heading 2

Tao heading 3



61  AIlt+F8 M@ hdp thoai Macro
62  Ctrl+Shift++  Bat/Tat ddnh chi sO trén (x2)
63  Ctrl++ B&t/Tat danh chi s6 dudi (02)

Ctrl+Space

64 .
(dau céach)

Tr& vé dinh dang font ch(t mac dinh

65 Esc B6 qua cic hOp thoai

Chuy€n d6i ch(r thuGng thanh ch(t hoa (v&i

66  Ctrl+Shift+A o R R o
chu tieng Viet c6 dau thi khong nén chuyén)

67  Alt+F10 Phoéng to man hinh (Zoom)
68  Alt+F5 Thu nhd man hinh
Alt+Print . A N IR
69 Chup hinh hOQp thoai hi€én thl trén man hinh
Screen
70  Print Screen Chup toan bd man hinh dang hién thi

Chon kh@i va thao tac trén khoi
Chon khoi
- Cach 1: nhap mouse tUr di€ém dau dén di€m cubi cUa vin ban can chon

- Cach 2: Nhap mouse d€ dat con tr0 text & di€m dau, gilt Shift va nhap mouse

& diém cudi clia doan vin ban can chon

- Céch 3: Dung phim Home, End va phim miii tén trén ban phim d€ di chuyén con
tr® text dén di€m dau

Gilt phim Shift va g6 cdc phim miii tén thich hgp d€ di chuyén con tr@ text dén di€m
cudi cla doan vin badn can chon

Sao chép, di chuy€n:



Lénh |Bi€utuong | Phim tuong | Y nghia
duong
Cut f Ctrl + X C\huu):évn Eioafl vin bdn da chon
— vao bO nh0 Clipboard
Chép doan vin ban da chon vao
C Ctrl + C A 4 )
Py b0 nhd Clipboard

= Din doan vdn ban c¢6 trong
Paste . tJ Ctrl +V Clipboard vao vi trf con tr0 text

dsie

- Panh dau chon doan vin ban
- Vao menu Edit chon Copy hodc Cut
- Par con trd & vi tri k€t qud chon Paste
X6a khoi
Chon doan vin ban can x6a. Nhan phim Delete trén ban phim

1. Soan thdo viin ban

Soan thdo tiéng Viét

Microsoft Word st dung trang thai ngdm dinh d€ soan thdo vin ban 1a
Anh ng(t. D€ soan thdo vin ban bang Viét ng(r, ching ta phdi cai dat b0 ma va
cdc font ch(r Viét chudn. Hién nay, c6 rat nhi€u b0 cai dat bdng ma va font ch(r
Viét nhu ABC, Vietkey, Unikey,...

C6 hai cich go tiéng Viét:

- Néu sU dung bang ma Unicode: chiing ta c6 thé s& dung cic font ch{t cé
san cla b0 Microsoft Office nhu’ Time New Roman, Arial, Tahoma, ...

- Né€u s dung bang ma TCVN3: chiing ta phai st dung céc font chit bat
dau 13 .Vnxxxxx nhU .Vntime, .VntimeH, .VnArial, .VnCentury Schoolbook,...

P& bat ch€ do soan thdo ti€ng Viét hodc tat khi can gb ti€ng Anh, chiing
ta nhan t& hgp phim Atl + Z (hodc Ctrl + Shift tuy thulc vio cich dat thulc
tinh cho b0 go ti€ng viét cla ngudi st dung).



Cach danh ti€ng Viét

Chir ti€ng Viét Cach g6 Dau ti€ng Viét Cach go

a aw a as

a aa a af

d dd a ax

é ee a ar

0 00 a aj

o ow, [

u uw, w, |

Nhap vin ban

Vin ban nhdp vao tU ban phim s€ hién ra tai vi tri con trd trong cla sO tai
liéu. Chiing ta bat ddu nhdp vin ban tU sat mép trdi man hinh, khi dong vin ban
dai qud 1€ phai, word s& tu dOng xudng dong. Chiing ta chi bAm phim Enter d€
m& mét doan vin ban mdi khi trong vin ban c6 ky hi€u chdm xudng dong.

Vi cdc ch(l cdi dau ciu, ching ta nhan va gilt phim Shift khi d4anh ch(r cai
thudng d€ nhan dugc chit hoa.

Con v&i cd cau 1a ch(r hoa c6 dau:

- Néu st dung bang ma Unicode thi chiing ta bAm phim Caps Lock r0i gd
binh thudng.

- Néu st dung bdng ma TCVNS3 thi ching ta ddnh binh thuOng rbi sau d6
dinh dang 1ai ki€u chit béng céac font .VnxxxxH nhu .VnTimeH, .VnArialH,...

Khong bam dau cich hay phim Tab d€ 1am d0 thut ddu moi doan.

Soan mOt vin ban mGi

Chon mOt trong céc cach sau:



Cach 1: Chon File\New.

Cach 2: Bam t6 hgp phim Ctrl + N.

Cich 3: Kich chu0t vao niit New |1 trén thanh cong cu.

Chudng trinh s& md thém mOt clra sO tai liéu mdi, san sang nhap vin

M@ tép viin ban da cé trén dia
Khi cdn m& mOt vin ban di dudc ghi vao dia d€ in hodc chinh s(ra, ching
ta thuc hién nhu sau:

Budc 1: Thuc hién mot trong céc cdch sau:
+ Cach 1: Chon File\Open.
+ Cich 2: Bam t6 hgp phim Ctrl + O.
+ Céch 3: Kich chudt vao ndt Open = trén thanh cong cU.

Budc
HOp
Open
hién.
chuOt
dinh
muc

Look in:

G

My Recent
Dacurnents

My Computer

L_g
My Metwork
Places

£

(£ v Dacuments v| @ - Oh | @ X B Tools~

[ Downloads
d Iy Music
,ﬂ My Pictures
) wiek

¥ uine. doc

File name: | v

Files of tvpe: | all Waord Documents (*.dac; *.dot; * htm; *.html; *.orl; *

Cancel

Hinh 12.2. Cira s6 hdi thoai Open

Lookin, chi dinh file ch(ta viin bdn can ma.

thoai
xudt
Dung
chi
thu
can
trong






BAI 4: TRINH BAY VAN BAN

1. Pinh dang viin ban

In ddm

1. Chon doan text ma ban mudn in ddm, dua con trd chult vio ving chon cho
dén khi xudt hién thanh céng cU Mini.

Times Me = 12 = AS A7 = £E

BJUSEW-A-F

1. Chon doan text B-:II.:I (Ctri=B) Sn in dam, dwa con tro chudt vao wung chon cho dén khi xudt hién

thanh cong cu Mint

In dam

2. Nhén nit Bold (B).

Ban ciing c6 thé st dung phim tat Ctrl+B.

Luu y, nh@n Bold (hodc Ctrl+B) 1an n{ta n€u ban mu6n bd in dam.
In nghiéng

Thuc hién tuong tU nhu in dam, nhung thay vi nha@n nit Bold thi ban nhan nit
Italic (phim tat Ctrl+I).

Gach dudi doan text

Nhan Ctrl+U d€ gach dudi doan text dang chon. Nhan Ctrl+U 1an n(ta d€ bd
gach dudi.

Ngoai ra con c¢6 nhi€u ki€u gach dudi khic:

* Gach dudi cdc tU. tri khodng trang:

- Chon doan text ban muOn gach dudi.

- Tai thé Home, nhém Font, ban nhan niit mii tén & géc dUdi bén phai.

m Hame Insert Page Layout References

i

Ey ' Calibri 11 v A" A | Aav | &
Paste ¥ B 7 U -~ ahe x, xX° a'_ﬂ,)'vév

Clipboard 1= Font o



- Trong h&p Underline style, ban chon Word only. Nhan OK.
* Gach doi G dudi tur:

Thuc hién budc 1, 2 tUOng tu trén.
Trong hdp Underline style, ban chon bi€u tugng dong d6i. Nhan OK.

* PUOng each dudi trang tri:

Thuc hién budc 1, 2 tUOng tu trén.
- Trong h&p Underline style, ban chon ki€u minh thich.

- P€ d6i mau cla dudng gach dudi, nhan chudt viao hdp Underline color va chon mau
minh thich. Nhén OK.

P6i mau chir

1. Chon doan text ban mubn d6i mau, di chuyén con trd chudt vao ving chon dé€ xuat
hién thanh c6ng cyU Mini.

2. Nhén niit Font Color va chOn mau minh thich.

P6i kich cd chi

1. Chon doan text, di chuyén con trd chudt vao d€ xudt hién thanh cong cuU Mini.

2. D€ ting kich c¢& ch{r, ban nhan nit Grow Font (phim tat Ctrl+Shift+>). D€ gidm
kich ¢@ ch{r, nhan nit Shrink Font (phim tat Ctrl+Shift+<).

Panh dau (Highlight) doan text

Panh ddu doan text d€ 1am né tréng ndi bat hon. Céch thuc hién:

1. Tai thé Home, nhém Font, ban nha@n vao miii tn bén canh nit Text Highlight Color .
. Chon mOt mau ding d€ td sing ma ban thich (thuOng 14 mau vang).

3. Dung chu0t td chon doan text muOn danh dau.

4. MuOn ngUng ché d0 danh dau, ban nhan chudt vao miii tén canh niit Text Highlight
Color, chon Stop Highlighting, hodc nhdn ESC.

GO b6 ché dd danh dau text
1. Chon doan text muOn g& bo ché d0 danh dau.

2. Trong thé Home, nhém Font, ban nhan chut vio miii tén canh nit Text Highlight
Color.



3. Chon No Color.
Pinh dang chi sd trén (Superscript), chi s6 dudi (Subscript)
1. Chi s0 trén (Superscript); 2. Chi s dudi (Subscript).

A2+ BZZC29 Superscript

H2504 eSubscript

Chon doan text can dinh dang. Trong thé Home, nhém Font, ban nhan nit Superscript
(phim tat Ctrl+Shift+=) d€ dinh dang chi s6 trén, hodc nhan nit Subscript (phim tat
Ctrl+=) d€ dinh dang chi s6 dudi.

CANH CHINH VAN BAN
Canh trdi, phdi, gi(ta, hodc canh déu hai bén
1. Chon doan vin bdn ban muln canh chinh.

2. Trong thé Home, nhém Paragraph, nhan nit Align Left d€ canh 1€ trdi, nhdn Align
Right d€ canh phai, nhan nit Center d€ canh gilra (gilra 2 1€ trai va phdi), hay nhan nuit
Justify d€ canh dé€u hai bén.

Canh chinh nhi€u ché€ do trén ciing 1 dong

1. Chuyén ché d0 xem vin ban la Print Layout hodc Web Layout (Trong thé View,
nhém Document Views, chOn niit Print Layout hodc Web Layout).

2. Nhan chudt vao dong mGi va thuc hién nhu sau:

- Chen doan text canh tri: Di chuy€n con trd chult chif I sang trai cho dén vj trf can g6
text, nhan ddp chult va gd vao doan text.

- Chén doan text canh gilta: Di chuy&n con tr@ chudt ch(t I vao khodng gilta dong cho
dén vi trf can gd text. Nhan dip chult va gd vao doan text.

- Chén doan text canh phdi: Di chuy€n con trd chult chit I sang phdi cho d€n vi tri can
g6 text, nhan dip chuOt va gd vao doan text.

Thay d&i cic canh chinh theo chi€u doc doan text



1. Trong thé Page Layout, nhém Page Setup, nhan chult vao niit mii tén & géc dudi
bén phai.

2. Trong hOp thoai Page Setup, nh@n vao thé Layout. Tai muc Vertical alignment, ban
chon mOt loai canh chinh minh thich (Top, Center, Justified, Bottom).

Page Setup

Margins | Paper | Layouk |

Seckion

Section stark: |New page W

Headers and Fookers

[] pifferent odd and even
[] cifFerent First page

From edge:
Page

Wertical alignment;

Presview

Apply to: |Whnle document W [Line Murmbers. .. ] [ Borders. .. ]

Set As Defaulk [ K l[ Cancel ]

3. Tai muUc Apply to, ban chon pham vi 4p dung 12 Whole document (toan vin ban),
This section (viing hién tai), hay This point forward (k€ tU ddy trd v€ sau). Nhan OK.

Canh gilra 1€ trén va lé duéi
1. Chon doan vin ban ban mulOn canh gilra so v&i 1€ trén va 1€ dudi.

2. Trong thé Page Layout, nhém Page Setup, nhan chut vio nit miii tén & géc dudi
bén phai.



3. Trong hOp thoai Page Setup, nhan vio thé Layout. Tai muc Vertical alignment, ban
chon Center.

4. Tai muc Apply to, chon Selected text. Nhan OK.
Thut 1€ dong dau tién cla doan
1. Nhan chudt vao doan ma ban muln thut 1& dong dau tién.

2. Trong thé Page Layout, nhan vio nit mii t&n géc dudi bén phdi cla nhém
Paragraph.

3.0 hOp thoai Paragraph, chon thé Indents and Spacing. Tai muc Special, ban chon
First line. Tai muc By, chon khodng cach thut vao. Nhan OK.

Pi€u chinh khodng cach thut 1€ cla toan bé doan

1. Chon doan vin bdn muln di€u chinh.

2. Tai thé Page Layout, nhém Paragraph, nhan chult vao miii tén 1én, xuéng bén canh
muc Left d€ ting, gidm khodng cich thut 1€ trdi, hay tai muc Right d€ di€u chinh thut
1€ phai.

Thut dong tat cd, trir dong dau tién clia doan

1. Chon doan vin bdn ma ban muOn di€u chinh.

2. Trén thanh thudc ngang, hdy nhan chudt vao ddu Hanging Indent va ré d€n vi tri ban
mu®n bat ddu thut dong.

Néu ban khong thdy thanh thudc ngang dau cd, hiy nhan nit View Ruler & phia trén
cUa thanh cuOn doc d€ hién thj né.

Tao mot thut Am

Thay vi thut dong vao trong, ban c6 thé di€u chinh thut ra ngoai so v&i 1€ trdi bang
cach:

1. Chon doan vin ban ma ban mudn mé rOng sang trai.

2. Tai thé Page Layout, nhém Paragraph, nhan nit miii t¢n hudng xudng trong muc
Left cho d€n khi doan viin bdn nam G vi tri ban vira y.

THAY POI KHOANG CACH TRONG VAN BAN

Tao khodng cach déi gilra cac dong cho toan bo tai liéu



Khodng cich mdc dinh gilra cic dong cho bat ky tai liéu trOng nao 1a 1.15. Ban c6 thé
tao khodng cich déi (2) néu mudn bang cich sau:

1. Trong thé Home, nhém Styles, nhan chudt phdi vao niit Normal, chon Modify.

|
AaBbCcDc | AaBbCcDe AaBbCi AaBbCc
M Norm Update Marmal to Match Selection
4 Modify...
—
Fename...

Remove from Quick Style Gallery
Add Gallery to Quick Access Toolbar

2. Bén dudi nhém Formatting, nhan niit Double Space. Nhan OK.

Thay d6i khodng cach dong cho doan vin ban dang chon

1. Chon doan vin badn muln thay d6i.

2. Trong thé Home, nhém Paragraph, nhan niit Line Spacing.

3. Chon khodng céch ban mudn, chang han 2.0

Ghi _chii: Néu muOn dat nhi€u khodng cich gilta cdc dong nhung khodng cédch nay
khong c6 trong menu xudt hi€n khi nhan nit Line Spacing, ban hdy chon Line Spacing
Options, va nhap vao khodng cdch ma ban thich.

Céc ki€u khodng cich dong ma Word ho tro:

- Single (dong don). Tuy chon nay ho trg font 16n nhat trong dong dé, thém vao mot
lugng khodng trOng nho b sung. Luong khodng trOng b sung tuy thudc vao font ch(r
ma ban dang sU dung.

- 1.5 lines: Gap 1,5 1an khodng cdch dong don.

- Double: Gap 2 1an khodng cich dong don.

- At least: Lua chon nay xéc 1ap khodng cach dong tOi thi€u can thiét d€ phu hop véi
font hodc d0 hoa 16n nhat trén dong.

- Exactly: CO dinh khodng cdch dong va Word sé khong di€u chinh néu sau dé ban
ting hodc gidm c& chir.



- Multiple: X4c 1ap khodng céch dong ting hodc gidm theo ti 1€ % so vGi dong dOn ma
ban chi dinh. Vi du, nhap vao 1.2 c6 nghia 12 khodng céch dong sé ting 1&én 20% so vdi
dong don.

Thay d&i khodng cach trudc hodc sau cic doan
1. Chon doan vin ban ban muOn thay dGi khodng cich trudc hodc sau né.

2. Trong thé Page Layout, nhém Paragraph, ban nhan chu0t vio miii tén canh muc
Before (trudc) hodc After (sau) d€ thay d6i bang gid tri ban muln.

Thay d6i khodng cach gilia cac ky tu
1. Chon doan vin badn ma ban mudn thay doi.

2. Trong thé Home, nhan chult vao nit mii tén & géc dudi phdi clia nhém Font d€ mé
hép thoai Font.

3. Nha@n chon thé Character Spacing & hOp thoai nay. Trong muc Spacing, nhan
Expanded d€ m& rOng hay Condensed d€ thu hep khodng céch va chi dinh s khodng
cach trong muc By.

Fonk advanced

Character Spacing

Scale: 100%% w

Spacing: [ Condensed | By |0.54 S
Position:  |[Mormal By: -
[ ] kerning For Fonts: = | Paints and above

Co dan viin ban theo chi€u ngang
1. Chon doan vin ban ban muln cing ra hodc thu Iai.

2. Trong thé Home, nh@n chult vao nit mii tén & géc dudi phdi clia nhém Font d€ mé
hép thoai Font.

3. Nhan chon thé Character Spacing & hOp thoai nay. Tai muc Scale, nhap vio ti 1& %
ma ban muOn. Néu ti 1& nay 16n hon 100% thi doan vin ban sé& dugc kéo ra, ngugc
1ai, n6 sé& dugc thu lai.

Panh dau su thay d6i va ghi chii trong tai liéu



Theo dbi su thay dGi trong khi chinh sUa
1. M@ tai 1iéu ma ban muOn theo déi.
2. Trong thé Review, nhém Tracking, nhan nit Track Changes.

3. Thay d0i tai li€u theo y ban (chén, x6a, di chuyén hay dinh dang vin ban...). Lap
tlc & bén hong trang tai liéu s xudt hién nhitng bong béng hién thi sy thay dGi nay.

Tat ché dd theo di su thay d&i

Trong thé Review, nhém Tracking, nhdn vao nit Track Changes mOt 1an n(ta d€ tat
ché& d0 theo dbi trong khi chinh stra.

Thay dOi cich Word déanh dau

- Ban c6 th€ d6i mau va nhiing dinh dang ma Word diing d€ danh dau su d6i trong tai
liéu béng cach nhan vio miii tén bén canh nit Track Changes, va nhan chon muc
Change Tracking Options.

Review View
;‘? T Final: Show Markup -
—T‘A)’ = show Markup =
Chgr:;lég - E Reviewing Pane ~

¥ Track Changes

Change Tracking Cptions... 1 EI' ’

Change User Mame...

- Néu ban mudn xem tat cd nhitng thay dGi ngay trong tai liéu thay vi hi€n thi nhitng
bong béng bén hong tai li€u, & nhém Tracking, nhan vao nit Ballons, sau d6 chon Show
all revisions inline.

- P& 1am nGi béat ving hi€n thi nhitng bong béng (bén 1€ tai liéu), hay nhdn niit Show
Markup va chon Markup Area Highlight.

1. Dinh dang cOt, tab, Numbering
a. Dinh dang cot:
Cach th& nhat: g6 vin ban trudc, chia cOt sau:

- Budc 1: ban nhap vin bdn mdt cich binh thuOng, hét doan nao thi nhan Enter dé
xuOng hang. Sau khi di g6 hét ndi dung vin ban, ban hiy nhan Enter d€ con trd
xudng hang tao mét khodng trang.



- Budc 2: t6 khéi nbi dung can chon (khong to kh6i dong trang G trén), tai thé
Page Layput, nhém Page Setup ban chon cdc mau cOt do Word mdc nhién an dinh.

Insert Page Layout References
35 Orientation = ¥= Breaks =
[ Size = 3 Line Numbers -

F —
=E Columns - be~ Hyphenation =

One
= Two
= Three
= Left

| Rignht

EE  More Columns...

Nhan vao More Columns hién thj hép thoai;

Columns

Presets

Left

I
=
o
—
=
=

4

Mumber of columns: |1
Width and spacing Presigi
Col #:  width: Spacing:

Apply to: |This section w |

[ )4 l[ Cancel ]

- Presets : cdc mau chia cOt

- One-Two-Three :Céc cOtcé db rOng bang nhau



- Left — Right : Céc cOt ¢6 d6 rOng khdc nhau

- Number of Columns  : SO cOt (n€u mudn sO cOt chif >3)

- Line Between : Dudng ké gilta cic cOt
- Width and Spacing : Pi€u chinh d6 rOng va khodng cich

- Equal column width  :Céc cOt c6 d0 rOng cbt bang nhau n€u nhap chon vio 6
vuong phia trudc

Cach thtt hai: chia cOt trudc, gd vin ban sau (dung trong truGng hgp toan bd vin
ban dugc chia theo dang cOt bio).

- Tai thé Page Layput, nhém Page Setup ban chon céc mau cOt do Word mdc nhién
an dinh - Nhap vin ban vio.

- Tai thé Page Layput, nhém Page Setup ban chonBreaks, Column Break: d€ ngat
cOt khi ban mudn sang céc cOt con 1ai.

=T | .
F,:_.: Breaks - 4] Watermark = Indent
Page Breaks

Page
Mark the point at which one page ends
and the next page beagins,

Column

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

) i)

Text Wrapping
=] Separate text around aobjects on web
pages, such as caption text from body text,

|

Section Breaks

Hext Page

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

Wil

Continuous

Insert a section break and start the new
section an the same page.

e

Even Page

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

-

li

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

Al

li



b. Cai dat di€ém dUng tab (Tab stops)

DPE cho viéc cai dat tab dugc thudn ti€n, ban nén cho hi€n thj thudc ngang trén dinh
tai liéu bang cach nhan nit View Ruler & dau trén thanh cudn doc.

o B OER

24 Replace
W Sefect =

Editing

Ban c6 thé nhanh chong chon tab béng cach 1an 1ugt nhan vao 6 tab selector — 14 6
giao nhau gilta thudc doc va thudc ngang (& géc trén bén trdi trang tai li€u) cho dén
khi chon dugc ki€u tab mong muOn, sau d6 nhan chudt vao thanh thudc ngang noi ban
muOn dat tab.

Tuy tlng trudng hgp cu th€ ma ban c6 thé st dung mot trong céc loai tab sau:

Tab trdi: IE Dat vi tri bat dau cla doan text ma tU d6 s€& chay sang phai khi
ban nhap liéu.

Tab gilta: Pat vi trf chinh gilta doan text. Poan text s& nam gilta vi tri dat
tab khi ban nhap liéu.

Tab phai: Na m & bén phai cudi doan text. Khi ban nhap liéu, doan text sé
di chuyén sang trdi k€ tU vi trf dat tab.

Tab thdp phdn: =] Khi dat tab nay, nhiing ddu chdm phan c4ch phan thap phan
s€ nam trén ciing mOt vj tri.

Bar Tab: [ Loai tab nay khong dinh vi trf cho text. N6 s& chen mOt thanh thang
dUng tai vi tri dat tab.



Tabs @E|

Tab stop position: Default kab stops:
219" 0.5" =
219"

Tab stops to be cleared:

Alignment
(%) Left ) Center ) Right
i) Decimal () Bar
Leader
& 1 None 2o G e
Oa__
[ Set ] [ Clgar ] [ Clear all ]
[ o, l [ Cancel ]

- Default tab stops: Khodng cich dUng cUa default tab, thong thuOng 12 0.5
- Tab stop position: gd toa d6 di€m ding Tab

- Alignment chon mot loai tab 12 Left — Center — Right — Decimal — Bar (loai tab
chi ¢6 tdc dung tao mOt duOng ké doc & mOt toa d da dinh)

- Leader chon cdch thé€ hién tab
0 1 None Tab tao ra khodng trang
0 2-3-4 Tab tao ra la cidc ddu cham, ddu gach hodc gach lién nét
- Céc ndt 1é€nh:
0 Set:Dat di€m ding tab, toa dd da gd dugc dua vio danh sich
0 Clear : x6a tQa d0 da chon
0 Clear all : x6a tat cd toa d0 di€m dirng tab da dat

Né€u ban mudn dat di€m ding tab tai vi tri phit hgp ma khong thé xéc dinh chinh xéc
khi nh&@n chudt 1én thanh thudc ngang, hodc ban mudn cheén ky tu ddc biét trudc tab,
ban c¢6 th€ dung hOp thoai Tabs bang c4ch nhdn dip chudt vao bat ky di€m dimng tab
ndo trén thanh thudc.

Sau khi cai dat di€m dUng tab xong, ban c¢é th€ nhan phim Tab d€ nhdy dén ting
di€m dUng trong tai liéu.



c. Numbering

S6 thr tu tu dOng cho phép ban dinh dang va tG chlc vin ban vdi cic sO, cac bullet
(d@u ch@m tron).
== EmE Y

AaBhbiCche
MNumbering Library

1. 13

Mane 2 2

3 K]

| A =]
I B, b
. . (]

Document Number Formats
13 1.

4
k)

Define Mew Mumber Format...
ﬁ
Bulleted and Numbered

Céc danh sdach Bullet c6 cdc dau chan tron, danh sach cdc Number cé cac sO va danh
sdch cdc Ountline 12 su phOi hgp gilra cdc s6 va cic chir cdi phu thudc vio su t6 chiic
cUa danh sach.

P& thém moOt th(r tu ty ddng vio vin ban c6 san:
« Lua chon viin ban ban mudn d€ tao mot th( tu' ty ddng

* Trong nhém Paragraph trén tab Home, kich vao nit danh sédch Bulleted hodc Numbered



=z == 41

11
e |
4
L

1l
M
(il
Il
&
1
4
4
4
i

Paragraph
P& tao mOt th(r tu tu ddng mGi:
* Dat con trd vao ndi ban muOn cheén th(r tu tu dOng trong tai li€u
 Chon niit danh sich Bulleted hodc Numbered
« R6i nhap nbi dung binh thudng
SO th(r tu tu dOng 10ng

SO th( tu tu dOng 10ng 1 danh sich c6 mOt vai cdp d6. PE tao mOt th(r tu tu dOng
10ng:

» Tao th(r tu tu ddng clia ban theo su huGng dan phia trén

* ChoOn ntt Increase Indent hay Decrease Indent

Il
1
.

=~ |EERLT

I
1l
I
l
-
|
4
&
4
i

Paragraph
Dinh dang danh séach th( tu t dOng

Hinh dnh chdm tron va sO c6 th€ dudgc thay d6i bang cich st dung hdp thoai Bullets
or Numbering.

» Lura chon toan b0 th(r tu tu dOng d€ thay dGi tat ca cac dau chdm tron hay sO, hodc
dat con tro 1én mOt dong trong danh sach th( tu tu dOng d€ thay dGi mOt Bullet

* Chon phai chudt

e ChOn vao miii tén bén canh danh sich Bulleter hay Numbered va chon mOt Bullet hay
Numbering khéc.
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Bullet Library
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Document Bullets

Define Mew Bullet...

2. Drop Cap
Tao mOt ch{t hoa thut cap (Dropped Cap)

Microsoft Word c¢6 tinh ning tao ch(f nhan manh goi 1a Drop Cap. D6 1a chit cdi dau
cAu dugc phéng to va tha xulng. Ki€u trinh bay vin ban nay cé tinh my thudt cao.

Nhap chuOt 1én tab Insert trén thanh Ribbon va chon 1&nh Drop Cap trong nhém Text.
Khi ban nhan 1én nit 1énh Drop Cap, mOt menu x6 xubng xudt hién. Ban nhan 1én
dong Dropped 1ap tlic mau tu dau tién cla dong dau tién trén vin ban s& dugc nhan
manh.

J Qluick Parts = |32 Signature Line -

WaordArt ~ j_) Date & Time
Text .—1
Box~ |2= Drop Cap | 'gd Object -

Maone - —

Dropped

[l

.

In margin

o I

it

rop Cap Options...
C6 2 ché do:

1. Dropped cap.



2. In-margin dropped cap.

PE& c6 thé tuy bi€n chll cdi nhan manh nay, ban nhan chudt 1én 1€nh Drop Cap
Options... trén menu cUa Drop Cap. Trén hOp thoai Drop Cap, ban c6 th€ chon vi trf
cUa ch{t nhdn manh, font chit, sO dong thd xuOng va khodng cich tUf ch{t nhan manh
t3i cum text. Nhdn OK d€ hoan tat.

Pasitian
MNone Dropped In margin

Options

Fonk:
Times Mew Roman b
Limes ko drop: 3 E
Distance From text: (0" E

[ K l[ Cancel ]

Sau nay, n€éu khong mudn nhdn manh ki€u Drop Cap n(ta, ban chi vi€éc vao 1ai man
hinh Drop Cap va chon 1énh None 1a xong.

3. Watermark (nén bdo vé vin ban)

Hinh mG

MOt hinh md 1a m6t anh trong sudt ma xudt hién ngay sau vin ban trong tai liéu. DE
chén mOt hinh mo:

* Chon tab Page Layout trén vung Ribbon

* ChOn nut Watermark trong nhém Page Background

« Kich chon Watermark ban mu®n hodc Chon Custom Watermark va tao mOt hinh mo
riéng.

« D€ bd mOt hinh m0, thuc hién cic budc nhu trén nhung chon Remove Watermark.



I
jWatermark* Indent Spacing

Confidential
COMFIDEMTIAL 1 COMFIDEMTIAL 2 Do MOT COPY 1
DD MOT COPY 2 -
More Watermarks from Office.com k

Al Custom Watermark..,

Remove Watermark

4. Tao tiéu dé trén va dudi (Header and Footer) cho vin ban

Tai thé Insert, nhém Header & Footer, ban nhan chudt vao niit Header hay Footer.



=| Header = J Quick Parts = |32 Signature Line =TT Equation

=| Footer = Wordart - i’.‘) Date & Time L2 symbal =
Built-In -~
Blank pols
[Ty et ]
Blank (Three Columns)
[Ty ] [Typet et [T tucex]
Alphabet
[Type vest] Fage 1
Annual
1
-
Mare Footers from Office.com g

d 5 Edit Footer

| Bemove Footer

MOt menu x6 xubng véi cdc Header, Footer mau cho ban chon. K& dén ban nhap ndi
dung cho Header hay Footer d6. Nhap xong nhan dip chubt viao ving nli dung cla
trang, 1ap tUc Header/ Footer s€ dugc dp dung cho toan b0 trang cUa tai li€u.

Thay d6i Header / Footer cii bang Header / Footer m&i

Tai thé Insert, nhém Header & Footer, ban nhan chudt vio nit Header hay Footer. Sau
d6 chon lai mOt Header / Footer m&i d€ thay cho Header / Footer hién tai.

Khong st dung Header / Footer cho trang dau tién

Tai thé Page Layout, ban nhan chudt vao nit géc dudi phdi cla nhém Page Setup d€
m& hOp thoai Page Setup. K& dén md thé Layout ra. Panh ddu ki€m muc Different
first page bén dudi muc Headers and footers. Nhan OK.



Page Setup E| E|

Margins | Paper Layouk
Section
Section stark: Mew page W
Headers and footers
[] cifferent odd and even
[]Different first page!
Header: |0.5" e
Fram edage:
Footer: |0.5" =
Page
Wertical alignment: [ Top w
Presiew
&pply ko: | Whole docurent w [ Line Murnbers. .. ] [ Borders... ]
Set As Defaulk [ K l [ Cancel ]

Vay la Header / Footer da dudc loai bd khdi trang dau tién cUa tai liéu.

Trong Word 2003, ban ciing c6 th€ loai bo Header / Footer cho trang dau tién bang
cich vao menu File — Page Setup > chon thé Layout > ddnh ddu check Different first
page > OK.

Ap dung Header / Footer khac nhau cho trang chan va trang 1&

Tai thé Page Layout, ban nhan chudt vao nit géc dudi phdi cla nhém Page Setup dé€
m3 hOp thoai Page Setup. K& dén md thé Layout ra. Panh dau ki€m muc Different
odd and even bén duGi muc Headers and footers. Nhdn OK.

By gi0 ban c6 thé chen Header / Footer cho cdc trang chan trén mot trang chan bat
kY, chén Header / Footer cho cic trang 1& trén mOt trang 1€ bat kY.



Trong Word 2003, ban ciing c¢6 thé thuc hién tuong tu bang cich vao menu File — Page
Setup > chon thé Layout > ddnh ddu check Different odd and even > OK.

Page Setup

Margins Paper Lavauk
Seckion

Section skark: Mew page A

Headers and footers
[¥]iDifferent odd and even:
[] Different firsk page

Header: |0.5" -
From edge:
Fooker:  |0.5" E
Page
Yertical alignment: | Top W
Presiew
&pply to: |Whaole document » [Line Mumbers. .. ] ’ Borders. .. ]

o J [ ]

Thay d6i n0i dung cUia Header / Footer

Tai thé Insert, nhém Header & Footer, ban nhan chudt vao nit Header hay Footer. K&
dén chon Edit Header / Edit Footer trong menu x8 xubng d€ chinh stta ndi dung cla
Header / Footer. Trong khi chinh sUa ban c6 thé€ dinh dang 1ai font ch(r, ki€u chit, mau
sac... cho tiéu dé Header / Footer bang cich chon chif va st dung thanh céng cu Mini
xuat hién bén canh.

Chinh sUta xong ban nhdn diip chubt ra ngoai viing n0i dung cUa trang tai li€u.

X06a Header / Footer



Tai thé Insert, nhém Header & Footer, ban nhan chut vio niit Header hay Footer. K&
dén chon Remove Header / Remove Footer trong danh sach x0 xu0Ong.

eader - uick Parts = ignature Line -
= Head Q k Part Signature Li

S| Footer - WordArt - —EL_;' Date & Time
| #] Page Number = | ETE:tv =E g Object =
18 Top of Page b Text
:,ﬂ Bottom of Page r"'Elv"',J\---?---
ksl  Page Margins b
#] Current Position b
ﬁ; Format Page Mumbers...
ﬂ.‘ Remove Page Numbers

Tao Header / Footer khac nhau cho cdc viing khic nhau cUa tai liéu

- Trudc tién, ban can tao cic ngdt ving d€ phan chia cdc ving trong tai liéu. Nhan
chult vao vi trf mudn dat mOt ving mdi. Trong thé Page Layout, nhém Page Setup,
nhdn nit Breaks va chon mOt ki€u ngat viung phit hgp trong Section Breaks, vi du
Continuous (ching ta s& tim hi€u k{ hon vé ngat trang / ngat ving & nhiing bai viét
sau).



m Home Insert FPage Layout References Mailings Review View

" - = 2 ~ r
f‘"&. n ly Orientation « P,Z__: Breaks = A watermark *  Indent
I':‘i Size Page Breaks

4k 4

Column

Indicate that the text following the column
break will begin in the next column.

Themes MMargins __
- .* = EE Columns - Page
Themes Page Setup| * Mark the paint at which one page ends Paraar
il e St ﬁ and the next page begins. | raradr
[o] & !

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Hext Page
Insert a section break and start the naw
section an the next page.

-

Wil

Continuous

Insert a section break and start the new
section an the same page.

b

Even Page
Insert a section break and start the new
section an the next even-numbered page,

-

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

- Tai thé Insert, nhém Header & Footer, ban nhan chudt vao nit Header hay Footer. K&
dén chon Edit Header / Edit Footer d€ chinh s(ra n0i dung cho Header / Footer.

- Trén thé Header & Footer, nhém Navigation, n€u thdy niit Link to Previous dang sdng
thi nh&n vao nit nay mOt 1an nlra d€ ngat két noi gilra Header / Footer trong viing mdi
nay v&i ving trudc d6. Ban sé thdy muUc Same as Previous & géc trén bén phdi cla
Header / Footer bi€n mat.

- Sau dé ban chinh stta Header / Footer cho ving mdi niy va yén tdim rang nhiing
Header / Footer cUa céc vung truGc d6 khong bi thay dGi theo.

5. Pénh s6 th( tU cho trang vin ban
Chen s0 trang vao vin bdn

SO trang nay s€ dugc dua vao Header hay Footer tity ¥ ban. P& thuc hién, ban chon
thé Insert, tai nhém Header & Footer, ban nhdn niit Page Number. Trong menu xudt



hién, ban trd tGi Top of Page (chén sO trang vao phan Header) hodc Bottom of Page
(chén vao Footer). Word 2010cung cdp san khd nhi€u mau dinh s6 trang va ban chi

vi€c chon mOt trong cdc mau nay 1a xong.

“ Home Insert Page Layout References

l?C-:\.-'erF‘znge"' i \2‘ %% ’_Tj,' zg ﬁh [Qj'

Table Picture Clip  Shapes SmartArt Chart Screenshot

Elank Page
P,f; Page Break At -
Pages Tables Illustrations

View
g-) Hyperlink
A& Bookmark

Text
[} Cross-reference ,ﬂPage MNumber = Baoxw

Links

u-% Simple

Plain Number 1

- Plain Number 2

Thay dOi dang sO trang

4

by BE BB

5| Header -

|5 Footer -

Top of Page
Bottom of Page
Page Margins

Current Position

Farmat Page Mumbers...

Bemove Page Numbers

Ban c6 thé thay d0i dang sO trang theo ¥ thich cUa minh ma dinh dang chudn khong cé
san. D& thuc hién, ban nhan ddp vao Header hay Footer, nGi ban di dat sO trang. Tai
thé Design, nhém Header & Footer, ban nhan niit Page Number, chon ti€p Format Page

Numbers.

Page Number Format @

Mumber Format: 1. 203, ..

[ ] Inchude chapter number

Page numbering

%) Continue From previous section

{:!' Skart at: |:|

[ Ok l[ Cancel ]

Number format: Chon dang s6 th( tu



Include Chapter Number: SO trang s& dugc kém v&i sO chuong
Continue From Previous Section: SO trang n0i ti€p v&i section trudc dé
Start at : SO trang duQc bat dau tu s6

Trong hOp thoai Page Number, tai muc Number format, ban hiy chon mot ki€u danh
sO minh thich, sau d6 nhan OK.

Thay d6i ki€u chit, ¢ chit, mau sdc cla sO trang
Nhan diip chuOt vao Header hay Footer, n0i ban da dat sO trang tai do.

Dung chudt chon sO trang. Tai thanh cong cU mini vUra xudt hién & bén trén, ban c6
th€ chon lai font chif, c& ch{t, dinh dang lai ch{t ddm, nghiéng, hay chon mau tuy
thich. Khi hiéu chinh xong ban nhan didp chudt vio viing ndi dung chinh cla tai li€u.
Bat dau danh s6 trang bang mot sd khac

Ban c6 thé bat dau danh sO trang bang mOt con sO khéc, thay vi 1 nhu mdc dinh. Cach
thuc hién: Tai thé Insert, nhém Header & Footer, ban nhan niit Page Number, chon
Format Page Numbers. Trong hQp thoai xudt hién, ban chon Start at va nhap vao con
s bat dau khi danh s6 trang. Nhdn OK.

Ghi chii: Né€u tai li€u cla ban c6 trang bia va ban muOn trang dau tién sau d6 dugc bat
dau bang 1, tai 6 Start at, ban hiy gé vao 0.

Xéa sO trang da danh

Tai thé Insert, nhém Header & Footer, ban nhan nit Page Number, sau d6 chon
Remove Page Numbers & cudi menu.

Xéa sO trang & trang dau tién cUa tai li€u

Trong tai liéu, thuOng trang dau tién khdng dugc danh sO vi né 1a trang bia. Ap dung
phan ghi chi & th( thudt “Bat ddu dénh s6 trang bang mOt sO khac” bén trén, trang bia
van dugc dénh s6 12 0. Vi vay ban hiy thuc hién thém budc sau d€ x6a han s6 trang
4 trang dau tién cUa tai liu.

- Nhan chu0t vao bat ky ving nao cUa tai liéu

- Tai thé Page Layout, ban nhan chu0t vio 6 vudng géc dudi bén phdi clla nhém Page
Setup d€ mG hOp thoai Page Setup ra.

- Nhén chuOt vao thé Layout trong hOp thoai, bén dudi Headers and footers, ban ddnh
ddu chon vao hdp ki€m Different first page. Nhan OK.



Bay gi0 ban hiy ki€m tra lai xem, c6 diing 1a trang dau tién khong c6 sO trang, sau dé
trang k€ duoc danh sO 1 khong nhé.

1. Dinh dang trang vin ban
Chinh stra 1€ trang va dinh huéng trang
Lé trang c6 thé dugc chinh s(ra qua cdc budc sau:
* Chon tab Page Layout trén nhém Ribbon
* Trén nhém Page Setup, kich chon Margins
e Chon Default Margin, hoac

 Chon vao Custom Margins va hoan thanh hOp thoai.

“ Home Insert Page Layout References
f"iaj E- (3 Orientation = ¥= Breaks ~
== [A]" 0 Size ~ 3 Line Numbers =
Themes Margins| __
- @* - == Columns = b~ Hyphenation =
Themes Last Custom Setting
|I| : — . Tap: 1" Bottom: 0.5
:E: i~ Left: 0.7 Right: 03"
- Mormal
Tap: 1" Bottom: 17
Left: 1" Fight: 17
Marrow
- Tap: 0.5" Bottom: 0.5
| Left: 05" Right: 0.5
. Moderate
- Tap: 1" Bottom: 1
2 Left: 0.75" Right:  0.35"
- Wide
Tap: 1" Bottom: 17
Left: 2" Right: 2"
R — Mimored
Tap: 1" Bottom: 17
° Inside: 1,257 Outsicle 17
-l
' Office 2003 Default
- Top: 1" Bottom: 17
- Left: 1.25" Right: 1,257
- Custom Margins...
m




PE& thay d6i hudng, kich thudc hay cOt cla trang:
* Chon tab Page Layout trén nhém Ribbon

* Trong nhém Page Setup, ChOn Orientation, Size hay Columns

* Chon kiéu thich hgp.
ﬂ Haome Insert Page Layout References
j n* 'y Orientation - P,Z:" Breaks -
=1 [A]~ Line Mumbers -
Themes Fargins Portrait
o * - : Hyphenation
Themes u
[ O landscape ===
=T T - 11

Ap dung dudng vién trang va mau sac
PE€ dp dung dudng vién trang hay mau sac:
* Chon tab Page Layout trén nhém Ribbon.

« Trong nhém Page Background, Chon Page Colors va Iua chon mau mudn 4p dung
cho trang hodc Page Borders va chon duGng vién thich hop cho trang.

ﬂ Home Insert Page Layout References Mailings F

AN o | s Orientation = ¥= Breaks = A watermark +

1 (A === Ij Size = £ Line Numbers = Page Colar +
Themes Margins __

- £E Columns - LY~ Hyphenation = Q Page Borders

Themes Page Setup % | Page Background

Tao mOt ngat trang

D& chen mOt ngat trang:

e Chon tab Page Layout trén nhom Ribbon

* Trong nhém Page Setup, ChOn menu Breaks.

* Chon Page Break.



Page Layout

- =l
entation = |¥= Breaks =

v

References

kailings Review WView

|4 watermark = Indent

Page Breaks

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

o

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

Text Wrapping
Separate text around objedts on web
pages, such as caption text from body text.

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

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

Even Page

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

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

umns =
- L
age Setup ﬁ
1
Section Breaks
=
Chén moOt Trang bia

DE chén mOt trang bia:

e Chon tab Insert trén nhém Ribbon

* Chon nit Cover Page trén nhom Pages.

 Chon mOt kiéu trang bia.

4 F 4 F

Parag



m Home Insert Page Layout References

(B coverpages] === 7] EE [

- o

Mailings

Built-In
[ -
e T e dOCUmEnt
e [Year]
[TYME THE EOCHIATLT TITLE,
Alphabet Annual Austere
[Type the document title]
"m‘::;“*l [Type fha dodumen Tite]
[¥ear]

Conservative Contrast

Mare Cover Pages from Office.com

el
=i

_Q Save Selection to Cover Page Gallery...

Eemove Current Cover Page

Chén mot trang tréng
DE chén mOt trang trOng:
* ChOn tab Insert trén nhém Ribbon.

* ChOn nut Blank Page trén nhom Page.

m Home Insert

[#] Cover Page » ===H

_] Blank Page
Table
*,%', Page Break -
Pages Tables

2. Cheén cac dOi tuong vao viin ban

Cubicles

f

Picture

5
1
1
1
1

F



2.1. Chen céc ki tu ddc biét
Ciac ky hiéu va ky tu dac biét
Céc ky tu dac biét nhu hé thdng chdm cau, ciach khodng, hodc céc ky tu d6 hoa ma
khong c6 san trén ban phim. D& chen cic ky hiéu va cic ky tu ddc biét:
« Dat con trd vio nGi ban muOn chén ky hiéu
* ChOn tab Insert trén vung Ribbon
* ChOn nit Symbol trén nhém Symbols
« Chon k¢ hi€u phu hop.

& Signature Line = T Equation -
T
j?) Date & Time L2 symbal -
" .
T @ T + # <
> = 4 o3 1]

a p m OQ @

L2 Maore symbals...

Chén ClipArt va hinh anh

Word 2010ciing cho phép ban chén cdc minh hQa va hinh anh vao tai liéu. D& cheén cic
minh hQa:

« Dat con trd vio nGi ban muOn chén hinh minh hoa hay hinh dnh
* ChoOn tab Insert trén vung Ribbon

* Chon nut Clip Art

« HOp thoai xudt hién va ban c6 thé tim hinh mau

« Chon hinh minh hoa ban muOn chén

b B8 @ 2 il

Picture | Clip Shapes Smart&rt Chart Screenshot

Art - -

llustrations



Chen va hiéu chinh hinh vé
D& chén mot hinh anh:
 Dat con trd vao noi ban mudn chén
* ChOn tab Insert trén vung Ribbon
* ChoOn nit Picture
* Duyét qua hinh dnh ban mudn chén va chon anh.

* ChOn Insert

b B3 ™ il &

Table Picture  Clip Shapes Smartdrt Chart Screenshot

bl Art L4 *

Tables Illustrations
Kich thudc d6 hoa (hinh anh)

Ta&t cd hinh vé c6 th€ ting hay gidm kich thudc bang céch kich vao anh va kich vao
mOt géc cla anh roi kéo d€ ting hay gidm kich thudc dnh cho phit hop.

O
D

iy
U
Yy

¥y

1. Cheén va hiéu chinh luu dé

Smart Art 1 tap hop cic loai d6 hoa ban c6 thé st dung d€ td chlc thong tin trong
tai liéu. D€ chén SmartArt:



* Dat con trd vao ndi ban muOn chén minh hoa hay hinh anh
* ChOn tab Insert trén vung Ribbon

* ChOn nit SmartArt

* Chon vao SmartArt ban mubn

* Chon miii tén phia bén trdi d€ chén vin ban hodc g6 vin ban trong d0 hoa.

EEE H % @ ﬁ @_4 & Hyperlink [ Header = @Quickpartsvé

A Bookmark |§ Footer = ﬂWGrdArt'
Table Picture Clip  Shapes SmartArt Chart Screenshot | Text AZ
- Art - - ' Cross-reference [ﬂ Page Mumber = | gox~» =2=Drop Cap~
Tables INustrations Links Header & Footer Text

Choose a SmartArt Graphic

List |
Al 3
2= List a|am — -
www Process -- -
L Cyde C— T
. — I
sky  Hierarchy —
[—
Relationship El;l e ae
Matrix Ili © 9 o
Pyramid E
é ! Basic Block List
@ Ficture LA . m -1-1-] Use to show non-seguential or grouped
~1-1=9 IIH blocks of information. Maximizes both
horizontal and vertical display space for
= [ nEE shapes.
=1 [ - [
= -

[ Ok J[ Canicel J

DE hiéu chinh SmartArt, chon Tab Design va cdc nhém lién quan:

D <@ Promote * Reorder Up --

% Demote Reorder Down A

Add  Add  Ted - H|E

Shape~ Bullet Pane |¢= Rightto Left| ch Layout ~ -

Create Graphic | Layouts |
@0 R o

oo - BE
Change - | — Reset
Colors = j T || Graphic
SmartArt Styles | Reset

1. LA&p va hiéu chinh biéu thic toin hoc



Cong cu toan hoc

Word 2010 cho phép ban chén cic cong thlic toan hoc. PE xem cdng cU todn hoc:
* Dat con trd vio nGi ban muOn chén cong thlc todn hoc

e ChOn tab Insert trén vung Ribbon

* Chon nit Equation trén nhém Symbols

* Chon cong thUc toan hoc phit hgp hodc Chon Insert New Equation

) ) ) f :

er- A | | Quick Parts = [ Signature Line = | JT Equation| =
Built-In -
Area of Circle

A 2
A =TT

Binomial Theorem

n

A ny .
:._x+a,l--zz ( |xkan®
e/

k=0

Expansion of a Sum

i - nx nin—1)x?
1+ xi™ = 1+F+'7‘—'

Fourier Series

o

. nmx . M
flx) = ac.+z (a“cus + b, sin—|
), \%n I n .

Maore Equations from Office.com 4

TC  Insert Mew Equation

« D€ chinh stta cong th(c todn hoc: Kich chon cong thlc va tab Design s& xudt hién
trén vung Ribbon



ert Page Layout References Mailings Review Wiew | Design |

[
x x L - -

) FEIFMELEE D 5 e* wx L 2 sin® im A [18
. ¥ e X Jx 0 {( )} a Hsco =—= [01
E‘ — | Fraction Script Radical Integral  Large Bracket Function Accent Limit and Operator Matrix

- - - - - Operatar~ - - - Log~ - -

Symbols Structures

3.Cac hiéu Ung dac biét

C4ch tao hiéu Ung trén word
- Bdi den doan vin ban can tao hiu Ung

- Vao “Format” => Chon “Font” => Xuat hién hQp thoai => Chon thé Text
Efects” => Chon * Sparkle Text” =>Click Ok d€ hoan tat.



BAI 5: XU LY BANG BIEU (TABLE)

1. Chén bang bi€u

Thao tac tao bang va hiéu chinh bang
Tao bang
P& tao mOt bang:
* DAt con trd vio trang nOi ban mudn tao bang
* Chon tab Insert trén vung Ribbon.

 Chon vao nit Tables trén nhém Tables. Ban c6 th€ tao mOt bang theo mOt trong 4

cach sau:

m Home Insert P

] Cover Page ~ | o |
_] Blank Page |—|
= Table Picture
h= Fage Break -

Pages Tables

- Panh dau sO dong va cOt
- Chon Insert Table va nhap sO dong va cOt
- Chon vao Draw Table, tao bang bang cich kich va nhap s6 dong va cOt

- Chon Quick Tables va chon bang.



m Home Insert Page Layout Refer
[#] Cover Page ~ | =4 _ | Ell=] I_T'} .
_] Blank Page — MRl U =

_ Table Picture Clip Shapes Sma

P,Z_.: Page Break — Art -

Pages 5x4 Table

I e OOo0d.

O000g
B O000d
; 0000g
: I o o e
- O000000000
- 0000000000
g 0000000000

[ InsertTable...

j Draw Table
+

. —
= _E| Excel Spreadsheet
T Quick Tables ]

Nhap dir liéu trong mOt bang

Dat con tro vao 6 ban mubdn nhdp thong tin. Va bat dau nhap
Chinh stta cau triic bang va dinh dang bang

DE chinh slta cdu triic cla bang:

* Chon vao bang va ban sé€ thay c6 hai tab mdi trén viing Ribbon 13: Design va Layout.
Hai tab nay ding d€ thiét k€ va b tri bang.

ayout Refarences Mailings Review View Design Layout

Table Styles

Trén tab Design, ban c6 thé chon:

* Table Style Options



Header Fow First Column
|:| Total Row |:| Last Calumn
Banded Fows |:| Banded Columns

Table 5tyle Options
e Draw Borders

- | B [
o
| l:5 \-’T
*

Draw Eraser
iF‘en Color - Tahle

1% pt

Diraw Borders P

Pé dinh dang bang, Chon vio bang va chon tab Layout. Tab Layout nay cho phép ban
thuc hién:

m Hame Insert Page Layout References Mailings Review View Design Layout

[y — .
Ly Select = ;( Dﬁ Ié Insert Below j 1.33 :E === A=
(B8 View Gridlines JH nsert Lett EHsplitcens | 4[] oas

B EEE =

4k 4 F

_ Delete Insert Text Cell
5 Properties - Above G InsertRight | =5 SplitTable | [ AutoFit = =l [=l = irection Margins
Table Rows & Columns Merge Cell 5ize Alignment

« Xem Gridlines va C4c thuOc tinh (c6 trén nhém Table).
e Chen dong va cOt (c6 trén nhém Row & Columns).

* X6a bang, Dong va cOt (nhém Rows & Columns).

* TrOn hodc tach cdc 6 (c6 trén nhém Merge).

e Tdng va gidm kich thudc 6 (c6 trong nhém Cell Size).

« Canh 1€ viin ban trong cac 6 va thay d0i hudng viin ban (nhém Alignment).

2. Cic thao tic trén bang bi€u

a. Dinh dang duong vién cho bang
Tao dudng vién cho Tables ta 1am cic budc sau:
- T6 khOi cd bang va chon Tables Tools.

- Chon ti€p Design, nhan vao nit Border chon All Borders



& Shadingy | ——mm——— =

arders| = 14 pt
Bottom Border
Top Border

Left Border

Right Barder |

Mo Border

FH &l Borders

Cutside Borders

& Inside Borders

Inside Horizantal Border
Inside Wertical Border
Diagonal Down Barder
Diagonal Up Border
Harizontal Line

Drraw Table

View Gridlines

Baorders and Shading...

- Chon céc ki€u dudng vién va nhap OK
b. Té6 nén cho bang
Phoi hgp mau sac d€ tao nén cho Tables. Ban c6 thé thuc hién theo cdc budc sau:
- Chon céc 6 can td mau, sau d6 nhdn vao Tables Tools chon Design.

- Chon ti€p muc Shading va chon mau nén cho 6 dé.

% /shading -

Theme Colors

Standard Colors
HNE EEEEN

Mo Color

4 More Colars..,

Ban c6 thé phOi hop cdc mau dé€ cho Tables cUa ban an tugng hon



Cheén cong thurc toan hoc vao bang

Nguoi ding van nghi cong cu Table cla Word don gidn chi 1a trinh bay dir liéu
dang bang v6i dong va cOt nhung thuc té&, tuy khong thé€ so sanh dudc véi Excel
v€ mat tinh toan, song Word ciing cho phép ngudi ding cé thé thuc hién duoc
moOt s phép tinh cdng, trir, nhan, chia d& ho tro hon cho ngudi ding.

Ciing c6 th€ ngudi diing cho rang tinh toan trong Word con chdm hon 14 tinh bang tay
rOi dién két qua vao. Tuy nhién, di€m 10i th€ hon han khi tinh todn ludn trong Table
cla Word 12 viéc khi chinh s(ra d(t li€u thi mdy c6 kha ning cap nhat két qud, con néu
tinh bang tay thi 1ai phai tinh 1ai va dién 1ai. Liic d6 thi tinh todn bang tay l1ai chdm
hon.

1 A 100 2000 200,000
B 200 1500 300,000
3 C 150 3000 450,000
Téng 950,000

Bang 1. Bang d{t1iéu can tinh todn

L&y vi du cu thé nhu G bang 1. PE thuc hién bang d{r liéu trén, nguOi dung thuc
hién qua ba budc: nhap d{ li€u, tinh todn va dinh dang.

Budc 1. Nhap dit 1iéu tat cd cic cOt, trlr cOt Thanh ti€n

Budc 2. Tinh Thanh tié€n = SO 1ugng + Pon gii:

HOp thoai Formula

- Kich chudt vao 6 ddu tién cla cOt Thanh ti€n, chon 1énh Layout, nhém Data, chon
Formula (fx)

A l **_J] Repeat Header Rows
7
Sort

Jx Formula

Data

== Convert to Text

- Nhap cong thlc tinh theo hai céch tai 6 Formula:



Formula % [wEdm|
Formula:

=c2*d2

Number format:

# s -
.lF aill F
INT | oK |  Cancel

MAX ;
c —_—

Paste function:

+ Tinh truc ti€p theo cich diing dia chi theo dong va cOt cla Excel. Trong truGng hgp
cu thé€ nay, SO luong la cdt D, Pon gia 1a cdt C, dong can tinh 1a dong 2, nén cong
thUc tinh s€ 1a =c2+d2

+ Hodc c6 th€ st dung c4c ham c6 trong 6 Paste Function & bén dudi hodc go tén ham
vao. Trong Word c6 th& st dung cdc ham cd ban nhu: Sum (tinh tdng), Count (d€m),
Average (tinh trung binh c@ng), Max (gia tri 16n nhat), Min (gia tri nhé nhat),
Product (nhan) ... va c6 th€ s dung dia chi 6 va ving nhu Excel. D€ tinh Thanh tién
¢ thé viét nhu sau: = Product(left) hoac = Product(c2:d2)

- Chon ché dd dinh dang tai 6 Number Format (vi du: # ##0)

Budc 3. Sao chép xubng céic 6 bén dudi: Boi den k€t qua vUira tinh, chOn copy va paste
xulng cic & bén dudi cla cOt thanh tién rbi bam F9 d€ cap nhat theo dong.

Budc 4. Tinh tOng: kich chult vao & cubi cing cla dong Thanh ti€én va chon
Layout/Formula, nhap cong thUfc =sum(above) va chon ch€ d0 dinh dang tai 6 Number
Format r0i OK.

Trong qud trinh 1am vi€c, néu d{ liéu tai cdc cOt SO lugng va Pon gid c6 di€u chinh
thi chi can bdi den cOt Thanh ti€n va bdm F9 thi mdy s€ tu dOng cap nhap két qud
theo sO liéu moi.

Chii y: n€u ngudi ding nhdp sai ki€u sO li€u hodc trong bang c6 cic 6 dang Merge
Cells thi c6 th€ két qua tinh to4n s€ khong chinh x4c.

HOp thoai Formula

- Formula: Hién thi ham, cong thirc tinh toan. Bat ddu m6i ham hay cong thlic déu
phai bat dau tir ddu “=" (SUM(ABOVE): Tinh tOng cdc gia tri G trén). Ban phai dién
ding cong thc cla mOi ham.



- Number format: Cac dinh dang ki€u s6
- Paste Function: Cdc ham cO ban:
ABS: Tri tuyét doi

AND: Ham va

AVERAGE: Tinh trung binh
COUNT: bém

IF: Ham diéu kién

INT: Ham chia 1dy phan nguyén
MAX: Ham 16n nhat

MIN: Ham nh0 nhat

MOD: Ham chia 18y phan du
NOT: Ham phu dinh

OR: Ham hoac

ROUND: Ham lam tron

SUM: Tinh tGng

3.Thay d&i c@u tric bang bi€u

Chuy&n bang thanh viin ban va nguoc lai
Chuyén d6i tr Table sang Text:
- DPat con trd viao mot 6 bat ky trong Table

- Trong thé Layout, nhém Data, nhan niit Convert to Text

Design Layout

SE A= J Al “[#] Repeat Header Rows

][ |||_f|

[P Lir

HE=E — Z =% Convert to Text
Text Cell Sort

=l [= pirection Kargins J Formula

Alignment Data

- Hién thi hOp thoai sau:



Conwvert Table To Text E| E|

Separate kext wikh

[ Ok l[ Cancel ]

- Duing cic ky hiéu d€ phan cich ni dung trong 6 thubc Table

0 Paragrahp marks  d&u phin doan (tuong duong nhdn phim Enter)

0 Tabs c6 khodng cdch phim Tab
0 Commas ddu phay
0 Other dau khic cdc ddu dd néu bén trén, ban g0 vao dau

ban muOn bén canh
- Nhan OK
Chuy@n doi tur Text sang Table:
- Chon d{t 1iéu mu6n chuyén d6i thanh Table

- Trong thé Insert, nhém Tables, nhan Convert Text to Table



Insert Page Layout Refer

| bd B @ X

Table Ficture Clip  3hapes Sma
- _.Ij,'rt -

| Insert Table

I
I
I
I
I
I
I
o

Insert Table...

Draw Table
Conyert Text to Table...

Excel Spreadsheet

El el (W ESL ED

Quick Tables [ 2

- Hién thi hOp thoai sau:

Convert Text to Table |E”E|
Table size
Mumber of columns: 5 E

H

fukaFit behavior
(%) Fixed column width:  |Auto E
D AukoFit bo conkents
) AukoFit ko window
Separake texk at
{:} Paragraphs {:} Cammas

(%) Tabs ) other: |:|

[ Ok l’ Cancel ]

- Chon tity chon thich hgp sau d6 nhap nit OK
- Dung cdc ky hiéu d€ phan cich ndi dung trong & thuQc Table

0 Paragrahp marks  : dau phan doan (tuOng duong nhan phim Enter)



0 Tabs : ¢6 khodng céch phim Tab
o0 Commas : dau phay

0 Other : d@u khic cdc dau di néu bén trén, ban go vao dau
ban mudn bén canh

BAI 6: BAO MAT VA IN AN
1. Bdo mat

Auto Correct va Macro

a. Auto Correct

DE tiét kiém thdi gian va cdng sUc khi nhdp ndi dung cho mOt vin ban 16n trong
d6 c6 su 1ap 1ai nhi€u 1an mOt hay nhi€u nhém tl, ban c6 thé thié€t 1ap chic ning
AutoCorrect nham thay thé mOt vai ky tu viét tat cho céc tir d6 bdi céc tir dU nghia
ma thong thuOng cédc tU nay dai hon.

Chon bi€u tugng Office 2010trén géc trai cUa clia sG Word, chon Options, chon
Proofing, chon Auto Correct Options



Word Options

General ABC| )
&L b4 Change how Word corrects and formats your text,
Display
[ Froofing l AutoCorrect options
Save Change how Ward corrects and formats text as vou type: | AutoCorrect Options..,

Hién thi hdp thoai sau:

AutoCorrect: English (L).5.)

| AutaFormat || Smart Tags |
AutoCarreck | Math AutoCorrect || AukoFormat As You Type |

Showe AutoCorrect Options buttons

Correct Two INitial CApitals

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correck accidental usage of cAPS LOCK key

Replace kext as wou bvpe
Replace; With:

_|: =) x

Automatically use suggestions from the spelling checker

I Ok ][ Cancel ]

- Correct TWo INitian CApitals : n€u hai ky tu dau tién trong mOt tU dugc g6
bang ch(f in thi né s€ thay ch{f in th( hai bang ch{r thuOng.

VD: g6 TWo INitian CApitals s& dugc thay bang Two Initian Capitals



- Capitalize first letter of sentences : Word nhan biét sau ddu cham sé& bat dau
mOt cau m&i va ky ty dau cau s€ dugce doi thanh chr in n€u chiing ta g& bang
ch{r thuOng

- Capitalize name of days : Ky tu dau tién cUa th( (ngay trong tudn dugc go
bang ti€ng Anh) sé& d6i thanh ch{f in.

- Correct accidental usage of cAPS LOCK key : khi go phim Caps Lock, déen
Caps Lock trén ban phim sdng, lic nay chiing ta c6 th€ g& nham trang thdi cla
ban phim bang cach gi(t phim Shift gé ky tu dau tién cla mot tl, sau d6 nhd
phim Shift g6 cdc ky tu con 1ai cUa tl, sau khi g6 xong tU nay Word s€ d6i tUr da
26 vé ding dang dOng thoi 1am tat luén den caps lock.

- Replace text as you type : tU dOng go tU sai thanh tU ding

Trong hOp hoai trén, tU sai dugc liét ké & bén cOt trdi toOng Ung vO&i tU ding & bén cOt
phdi. Nhu vay chi khi nio go ding tU sai & bén trdi thi Word s€ tu dOng thay thé tUr
ding & bén phai.

Nhép n0i dung viét tat vao hdp Replace. Nhap ndi dung thay thé cho ndi dung viét

tat vao hOp With, sau d6 click nit Add d€ dua vao danh sich AutoCorrect.

Thuc hién tudn tU cac budc d€ nhdp thém céc tUr viét tat khac.

Khi thuc hién xong, nhan OK d€ thoat khoi hdp thoai.

Mu0n xo4 tU viét tat ndo, ban click chon tUr trong danh sich va nhan Delete.

MuOn sUa d0i, chon tU trong danh sich va nhdp 1ai vao nli dung trong khung
Replace hoac With.

Trong khi g6 vin ban, mubn s dung AutoCorrect ban nhép vao tir viét tat, sau dé
nhap thém d&u phan céch tUr (ky tU trang, ddu phdy, ddu chdm, ddu chdm hdi, . . .)
d€ dua ndi dung thay thé tuong Ung vio vin ban.

b. Macro

Macros la céc tinh ning tién ti€n, cé th€ lam ting tdc dd hi€u chinh hay dinh
dang ma ban cé thé thuc thi thudng xuyén trong mot tai li€u Word. Ching ghi 1ai
chudi cdc Iua chon ma ban chon dé€ cho mot loat cdc hanh dOng c6 thé dugc hoan
thanh trong mét budc.

Ghi m6t Macro



DE ghi m6t Macro:
* Chon tab View trén vung Ribbon

» ChOn vao miii tén phia dudi Macros

Switch | [Macros|
Windows ~ | !_ i |
.3 Wiew Macraos
S Record Macro...

i1 )

 Chon Record Macro, hOp thoai xudt hi€n nhu sau:

Record Macro

Macro name:
|Ma|:r|:|1 |

fssign macro ko

gF Butkan kevboard
m

Store macra in:

| Al Docurments (Mormal, dokr) W

Description:

I, ] [ Cancel

* Nhap tén (khong ch(ra dau cich)

 Chon vio noi ban mudn gan cho mOt nit (trén Quick Access Toolbar) hay ban phim
(chu®i cac phim)

*Pé& gdn Macro cho mOt niit trén Quick Access Toolbar:

- ChOn Button

- Duédi Customize Quick Access Toolbar, 1Ua chon tai li€u ma ban muOn Macro c6
san.



Ward Oplions E]El

Pogular o
B "‘i;| Customaze the Quick Access Toolbar and keyboard shortcuts,
Display
Customize Quick Access Toolar
Procfing -
Save
Advanced < Separakors bl Save
— o HormalHewMacres Magral ) Unac
s d 3 Redo

Add-dns
Trust Cenber

Retouroes

- DUGi 1énh chon: Chon Macro ma ban dang ghi

- Chon Add

- Chon OK dé€ bat dau ghi Macro

- Thuc thi cdc hanh dOng ban mudn dugc ghi trong Macro
- Chon Macros

- Chon vao Stop Recording Macros

Switch Macras
Windows ~ | | ’

— :,; Wiew Macros
E Record Macro...

-

Ll

« D€ gan mOt niit Macro cho mOt phim tat:
-0 hop thoai Record Macro, Chon Keyboard

- Trong hOp Press New Shortcut Key, nhdp phim tat ma ban mudn gan cho niit Macro
va ChOn Assign



Customize Keyboard

Specify a command

Commands:
Morrnal. MewMacros, MacroS
Specify kevboard sequence
Current keys: Press new shortouk key:

Save changes in: | Mormal W

Description

Close

- Chon Close d€ bat dau ghi Macro

- Thuc thi c4c hanh dOng ban mudn dugc ghi trong Macro
- Chon Macros

- Chon Stop Recording Macros

Chay Macro

Chay mOt Macro phu thuQc vio n0i né dugc thém vao Quick Access Toolbar hay n€u
né dugc gan 1a moOt phim tat.

* D& chay mOt Macro tU Quick Access Toolbar, Chon vao bi€u tugng Macro

W90 &

« D& chay mOt Macro tU phim tat, chi cdn an cdc phim ma ban da 1ap trinh d€ chay
Macro.

1. Tao ghi chid va bao vé tai li€u Word.

a. Chén mot ghi chd
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Mew

Comment 2 Mext

) Delete -

= ; [
1 Previous

1. Chon doan text hodc dOi tugng bat ky trong tai li€u ban mubn ghi ch.
2. Trong thé Review, nhém Comments, nhan nit New Comment.

fl Delete -
ﬂ Previous
Mew

Comment ﬂr'JEﬂ
Comments

3. Nhap vao ghi chid cUa ban trong bong béng hién thi & khung bén canh tai liéu.
Xo6a ghi cha
- P& x6a mOt ghi chd, nhdn chudt phdi vao ghi chi d6, chon Delete Comment.

- D€ x6a nhanh tat cd ghi chd trong tai li€u, nhan chudt vao mot ghi chi bat ky. Trong
thé Review, nhém Comments, nhan vio mii tén bén dudi niit Delete va chon Delete All
Comments in Document.

Thay d®i ghi chi

1. N€u cdc ghi chd khong hi€n thi trong tai li€u, ban nhan nit Show Markup trong
nhém Tracking cUa thé Review, sau d6 ddnh ddu chon Comments.

2. Nhan chudt vao bén trong mOt bong béng c6 ghi chid can slta. Sau d6 slra 1ai ndi
dung theo ¥ ban.

Thay dOi tén ngudi ghi chi

Bén canh mOi ghi chi ludn c6 tén clia ngudi st dung. Néu ban mudn thay d6i tén nay,
hay thuc hi€én nhu sau:

1. Trong thé Review, nhém Tracking, nhdn chudt vao miii tén bén dudi nit Track
Changes, sau d6 chOon muc Change User Name.

Review Wiew

e 5 Final: Show Markup -

= 2 show Markup =
Track
Changes | l2| Reviewing Pane =

| I5# Track Changes |
| Change Tracking Cptions... e

Change User Name..,

2. Trong hOp thoai xudt hién, bén dudi muc Personalize..., ban nhdp vao tén cla minh,
sau d6 nhan OK.



Word Options

General l — . . .
[ E&, General options for working with Word.
Display
Proofing User Interface options
Save Show Mini Toolbar on selection i
Enable Live Preview
Language

Always use ClearType

Advanced Color scheme:

Customize Ribbon ScreenTip style: |Shn:nwfeature descriptions in ScreenTips w

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: |Administratn:|r |

Trust Center Initials:

Luu ¥ 12 nhiing ghi chd k€ tir bay gi0 trd di mdi c6 tic dung vdi tén mdi.

2. Inan
In tai liéu kém theo ghi chi va nhiing danh d&u thay doi
1. Nhé&n niit Microsoft Office Button (hodc Tab File) , sau d6 chon Print.

2. Trong hOp thoai Print, tai muc Print what, chon Settings, Print v nhdn OK.



Home Insert Fage Layout References Mailings

[= save
Print
Save As @
Copies: |1

COpen
lﬁ Print
CF Close
Infa Printer ‘
Recent "-__',z HP Laserlet P3005 PCL 5e on ..,

Ready
b5 Printer Properties
m Settings
Share j Print All Pages
Hel 4 Print the entire document
elp
Document
g Add-Ins - 5 | Print All Pages
j Print the entire document

|z] Options
B et 1

H
Print Current Page
Only print the current page

Print Custom Range
J}Iﬂ Enter specific pages or sections to print

Document Properties

» Document Properties

Table of properties and values
» List of Markup

List of markup only

v | Print Markup
b.Bdo vé tai liéu Word
Word 2010 hO trQ san tinh niing dat password bdo v& vin ban vai tinh bdo mat cao.

Ban nhdp vao bi€u tugng tab File phia trén géc trdi > chon Info > Click Protect
Document and

Click Encrypt with Password > nhdp OK. Xdc nhan lai password > nhan OK.



Click the File tab, then Click Info. On the menu to the right Click Protect Document
and

Click Encrypt with Password.

@| h.:' LESLIE testdoc2.docx - Microsoft Word
Home Insert Page Layout References Mailings Review View Format

ILE Save

Save As

Information about testdoc2
https://ubtdjl.docs.live.net/220ceaf024d3e30f/ * 2Documents/testdoc2. docx

[ Open m

] Permissions
E 13 f Anyone can open, copy, and change any part of this document.
] Protect
Recent Document =
N [ Mark as Final
e [ Let readers know the document is final
and make it read-only.
Print =] Encrypt with Password that it contains:
1 Require a password to open this r's name and related dates
Share document,
(5 —Fesincbdsing sabilities are unable to read
HEIp Control what types of changes people
= can make to this document.

HOp thoai Encrypt Document, ban nhap password vao. Click OK

Encrypt Document

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place,
(Remember that passwords are case-sensitive,)

QK l [ Cancel

TU bay gi®, mbi khi md file vin ban nay, Word sé€ hi€n thj clra s6 yéu cdu nhdp
password. Chi nguGi nao biét password mdi c6 thé xem dugc ndi dung cUa file.



@ Permissions
= ;‘I ﬁ,? A password is required to open this decument.

Protect
Document =

MuOn hly b0, ban chi viéc vao hdp thoai Encrypt Document d€ xéa password bdo vE.
3. Tim ki€m, thay thé

Tim vin ban

Ban c6 th€ nhanh chéng tim ki€m moOt tU hodc cUm tU theo céch sau:

- Trong thé Home, nhém Editing, nh@n niit Find (hodc nhdn phim tat Ctrl+F).

A Frau—

Chang
Styles| = Go To..

- Editing

- Trong muc Find what cUa hOp thoai Find and Replace vUa xudt hi€n, ban hay
nhap vao doan vin ban can tim.

Find and Replace

Find | Replace | @oTo

Find whak: | w |

Feading Highlight - Find In =

- D€ tim mOi moOt tUr hodc cum tU, ban nhan Find Next. D& tim tat ca tU hodc cum
tUr cing mOt ldc trong vin ban, ban nhan Find in, sau d6 nhan Main Document.

- Mu0n két thiic qud trinh tim ki€m, ban nhan ESC.
Tim va thay thé viin ban

- Trong thé Home, nhém Editing, nhdan nit Replace (hoac nhén phim tat Ctrl+H).



o, &3 Find -
== -'1 il AaBbCcDe AaBbCcDe %

- aac Replace
=~ "t —| Change
* - - St}'lesv I.-\E Select =
aph u Styles Editing

Find and Replace

Find Replace | iz To

Find what: | W |

Replace with: | b |

-0 muc Find what, ban nhdp vio doan vin ban muln tim.
-0 muc Replace with, ban nhap vio doan vin ban muln thay thé.
- PE tim doan vin ban ti€p theo, ban nhan Find Next.

- D€ thay thé doan vin ban, ban nhdn Replace. Sau khi nhdn xong, Word sé&
chuyén sang doan vin ban ti€p theo.

- D€ thay thé€ tat cd c4c doan vin ban tim dugc, ban nhan Replace All.
Tim va t6 sang doan vin ban tim dugc

P& dé dang nhan biét cdc cum tU tim dugc, ban c6 thé td sdng né trén man hinh
(khOng t6 séng khi in ra).

- Trong thé Home, nhém Editing, nhan niit Find (Ctrl+F).
- Trong hOp Find what, nhap viin ban ma ban mudn tim.
- Nhén Reading Highlight, sau d6 chon Highlight All.

- Tat ca tU tim dugc s€ dugc to sang. DE tat tinh ning nay di, ban nhan Reading
Highlight 1an n(ta, chon Clear Highlighting.



Find and Replace

Find |Reg|au:e || Go To

Find what: |'-.f5n ban W |

Reading Highlight ~ | | FindIn = | [ Endmext | [ Cancel

Highlight All

Clear Highlighting

Tim va thay thé nhiing dinh dang dac biét
- Trong thé Home, nhém Editing, ban nhan nit Replace (Ctrl+H).

- Nhan niit More n€u ban khong nhin thdy nit Format.

Find and Replace

| Find | Replace | GoTo |

Find what: |\-'én ban w |

Replace with: | w |

Replace ] [ Replace Al ] [ Eind Mexk ] [ Cancel ]

Search Options

Search; | Al v
[] Match case [] Makch prefix
[ Makch suffix
[] use wildcards
[ sounds like (Englishi [ ] Ignore punctuation characters
[ Find all word Forms (English) [ ] Ignore white-space characters

Replace

Format = ] [ Special +




- D€ tim ki€m doan vin ban vGi dinh dang dac biét, ban hiay nhdp doan vin dé trong
06 Find what. N€u chi d€ tim ki€m dinh dang, hiy d€ trOng 6 nay.

- Nhan nit Format, sau d6 chon dinh dang ma ban mu6n tim.

- Nhan vao & Replace with, sau d6 nhdn Format, chon dinh dang thay thé. Néu ban
cling muOn thay th€ bang doan vin ban, hiy nhdp doan text d6 vio 6 Replace with.

- Nhan Find Next, nhan ti€p Replace d€ tim va thay thé cdc dinh dang dac biét. P&
thay th€ toan b0, nhan Replace All.

Tim va thay thé cic d@u doan, ngat trang va cac muc khac

- Trong hOp thoai Find and Replace xudt hi€n sau khi nhan Ctrl+H, ban nhan nit More
né€u khong thay nit Special.

- Nhan vio 6 Find what, sau d6 nhan nit Special vi chon m&t muc can tim.
- Nhap nhiing gi ban muOn thay thé trong & Replace with.

- Nhan Find Next, Replace hodc Replace All

SU dung ky tu dai dién khi tim ki€m

- Bat hOp thoai Find and Replace 1én.

- Nhan niit More d€ m@ rOng hOp thoai.

- Panh ddu ki€m vao 6 Use wildcards.

- Nhap tU cung nhing ky tu dai dién vao 6 Find what.

- Nhap nhlng gi ban mudn thay thé trong 6 Replace with.

- Nhan Find Next, Replace hodc Replace All.

Bang cdc ky tur dai dién

MOt ky tu bat ky ? “s?t” tim “sat” va “set”.
MOt day ky tur g “s*d” tim “sad” va “started”.

2 . AN “<(inter)” tim “interesting”,
Bat dau mOt tUr <

“intercept”. Khong tim “splintered”.



YT “(in)>” tim “in”, “within”. Khong
Cu0Oi1 mOt tu > C o
tim “interesting”.

MOt trong nhitng ky tu chi e
[] w[io]n” tim “win” va “won”.

dinh
MOt ky tu bat ky trong . “[r-t]light” tim “right” va “sight”.
day Diy phai theo th( tU ting dan.

MOt ky tu bat ky, trlr

~ = “t[!la-m]ck” tim ‘“tock™, ‘“‘tuck”.
nhUng ky tu cho san trong [!x-z] [ ]

. Khong tim “tack” hay “tick”.
ngoac

P& tim mot ky tu dinh nghia nhu mOt ky tu dai dién, ban gé dau \ trudc ky tu do.
Chang han g6 \? d€ tim ddu hoi. Ban c6 thé sif dung d&u ngdc don d€ nhém céc ky
tU dai dién va doan text d€ chi ra th( tu phép tinh. Vi du g6 <(pre)*(ed)> d€ tim
“presorted” va “prevented”.

Ban c6 th€ st dung ky tu dai dién \n d€ tim ki€ém mot bi€u thlc va thay thé bang
mot bi€u thlc dugc sap x€p. Vi du go (Office) (Word) vao 6 Find what va g5 \2 \1 vao
6 Replace with. K&t qua 1a chuong trinh s€ tim cum tU Office Word va thay bang
Word Office.

4. Ki€m tra chinh td, nglr phap, tr ddng nghia, tu dong chinh sira, tit di€n mac dinh va
cong cu dém tur

C6 nhi€u tinh ning tro giip ban doc va ki€m tra ban in thU cho tai li€u. Chiing
bao g&m cac cong cU: Spelling and Grammar (cong cU ki€m tra chinh td va ng(r phap),
Thesaurus (tUr dOng nghia), AutoCorrect (tU dOng chinh sUra), Default Dictionary (tU
di€n mdc dinh) va Word Count (cong cU d€m tUr).

Spelling and Grammar
P& ki€m tra chinh td va ng(f phdp clia mOt tai liu:

* Dat con trd vao dau cUa tai 1i€u hodc dau cla bat ky doan vin bdn ma ban mubn
ki€m tra

* Chon tab Review trén ving Ribbon

* Chon bi€u tugng Spelling & Grammar trén nhém Proofing hodc &n phim tat (F7).



v 4., Research gﬂetLanguage

[ @Thesaurus %Word Count
Spelling &/ .,
Grammar L3 Translate

Praofing

Spelling & Grammar (F7)

Check the spelling and grammar of
text in the document.

« Bat ky mdt 16i nao s& hi€n thi mOt hOp thoai cho phép ban chon mbt cich viét hay
ng{ phdp thich hgp hon.

Spelling and Grammar: English (LI.S.)

Mak in Dictionary;

SpEEh'.ﬂgi e’ [ Ignore Cnce ]
B [ Ignore Al ]
3 ’ add ko Dickianary ]

Suggestions:

[ Change ]
Spelling
Speeiding [ Change Al ]
Skeeling
Peeling [ AutoCarreck ]

[ ] check grammar

Cptions. ., Lnd [ Zancel ]

Né&u ban muln ki€m tra chinh td cla mOt tUr cu th&, ban c6 thé kich chudt phai vao
bat ky tU nao dugc gach dudi bdi Word va chon mOt su thay thé.



Spesling

Spieling

Spelling

Speeding

Steeling

Peeling

Ignare

Ignaore All

Add to Dictionary

[ AutoCaorrect 4
Language ]

? Spelling...

ii Look Up...

[ Paste

TU di€n dOng nghia

TU di€n dOng nghia cho phép ban xem cic tUf dong nghia. DE st dung tUr di€n dOng
nghia:

* Chon tab Review trén ving Ribbon

e Chon nut Thesaurus trén nhém Proofing.

* Cong cU tU di€n dOng nghia sé xudt hién G phia bén phdi man hinh va ban c6 thé
xem cdac tuy chon.

ﬁ Research

Q:%Thesaurus
Spelling & o
Grammar fza Word Count

Proofing

Ban ciing c6 thé truy cdp vao tU dién dOng nghia bang cach kich phai vao bat ky tir
nao va chon Synonyms trén menu.



Scho=!

[, Paste Options:
0= 0= |A
A Font.
ﬁ Paragraph...
= EBullets | »
i= MNumbering | »
Ay Styles g
3;!_,) Hyperlink...
Look Up k
Synonyms k
35 Tranglate University
Callege
Seminary

Caonservatory
Institute
Faculty
Department

Graduate school [Dictionary Form}

G Thesaurus..

Tao mot tU di€n mac dinh méi

ThuOng thi ban c6 cdc tU nglt kY thudt chuyén mon ma cé th€ khéng dudc cong nhén
bGi cong cu ki€m tra chinh td va ng(t phap trong Word. Do vdy ma ban c6 thé€ tuy
chinh tUr di€n d€ c6 nhitng t& ban mudn cho vao.

* ChOn nut Microsoft Office

e Chon nut Word Options

e ChOn tab Proofing

* Chon tab When Correcting Spelling

* Chon Custom Dictionaries, va hOp thoai Custom Dictionaries xuat hién.



Word Options

A |
opue fJ Change how Ward corrects and formats your text.

Display

* Frooting -] AutoComed options
e Change haow Word cormects and formats test a3 you type: | AutoCorect Options.. l

Advanced

‘When commecting speiling in Microsoft Office programs

Customize
[#] 1gnore words in UPPERCASE

Add.-Ins Ignore words that contain numbers
Ignore Internet and file addresses

Trust Center
Flag [epeated wards
Resaurces D Enforcg accented uppencase in French
[ suggest from main dictionary only
Custom Dictionaries... I "‘_
French modes: | Traditional and new spellings
* Chon Edit Word List

*» Nhap cdc tU c6 thé st dung cUa ban ma khong c6 trong tUr di€n hi€n thdi trong
Word.

Custom Dictionaries i
IDI:unnary List _..
All Languages:

CUSTOM.DIC (Default)

CLSTOM.DIC

[ x ][ conce |

PEM SO TU TRONG TAI LIEU

Word 2010 c6 th€ dém sO ti cla tai li€u trong khi ban g& vin ban. Ngoai ra chuong
trinh con c6 th€ dém sO trang, sO doan, sO dong, sO ky tu c6 hodc khong c6 khodng
trang.



Skatiskics:

Pages 39
Words 23,370
_haracters {no spaces) 100,106
Characters {with spaces) 123,231
Paragraphs 2
Lines 1,335

IV iInclude kextboxes, footnotes and endnotes:

Close

P&m s tur trong khi g6 viin ban

Trong khi ban g& vin ban, Word 2010 sé& tu dOng d€m sO trang va sO tUf c6 trong tai
liéu. Thong tin nay dudc hi€n thi trén thanh trang thdi & géc dudi bén trdi man hinh:
muc Page (sO trang) va Wor ds (sO tU).

Pém s6 tur trong ving chon

Ban c6 thé dém sO tU trong cdc viing chon, va cdc ving chon niy khong nhat thiét
phai li€n mach nhau.

- Trudc tién ban dung chult chon ving can dém. Néu cic ving khong lién mach
nhau, sau khi chon viing dau tién, ban gi(t phim Ctrl va chon thém céc viing khic.

- Trén thanh trang thai ¢ cu6i man hinh s hi€n thi sO tU c6 trong viing chon. Vi du
110/1025 c6 nghia 1a trong viing chon ¢6 110 tir trén tOng s6 1025 tU cUa tai liéu.

Bao gbm ca textbox, footnote va endnote trong khi d€m tUr
- Trong thé Review, nhém Proofing, nhan niit Word Count.

- Trong hOp thoai Word Count, danh ddu check vao muc Include textboxes, footnotes
and endnotes.

Pém s6 tur trong textbox
- Chon textbox ma ban muOn dé€m tur.

- Trén thanh trang thii & cu®i man hinh s& hién thi s tU c6 trong textbox. Vi du
110/1025 c6 nghia la trong textbox c6 110 tU trén tOng sO 1025 tl cUa tai liéu.

Xem sO trang, sO ky tu, sd doan va sd dong



P& c6 day du thong tin vé sO trang, sO ky tu, sO doan va s6 dong, ban thuc hién mot
trong hai cach sau:

- Trong thé Review, nhém Proofing, nhan nit Word Count.
- Trén thanh trang thdi & géc dudi bén trdi man hinh, ban nhan chudt vio muc Words.
HOp thoai Word Count xudt hién cho ban day dU thong tin ma ban mun.
5. 1Intailiéu Word
DPinh dang trang in

M®i khi tao file mdi, trong clra s6 vin ban da c6 san mOt trang gidy trang d€ bat dau
soan vin ban (thuong 1a gidy letter hodc gidy A4). Chi khi nao can dén chi ti€t chinh
x4c hon chiing ta m&i chon 1ai khG gidy khac

Tab Page Layout, nhém Page Setup, chon miii tén dudi géc phdi d€ md hgp thoai Page
Setup

Insert Page Layout References
=l Qrientation = Pé: Breaks =
13 Size = ¥ Line Numbers =

EE Columns * b Hyphenation =

Page Setup m
Chon loai giay — Tab Paper

Page Setup E| PX|

varans | Faper | Layout
Paper size:

Letter b
width:  |8.5" v
Height: [11" v

- Paper Size : chon loai gidy, kich thudc tuong Ung s€ hi€n ra trong width va height,
né€u chon Custom phdi cho sO do kich thudc gidy trong width va height

Pat 1€ cho trang in — Tab Margins



Page Setup

| Faper Layout

Marains
Top: 1" - Botkarn: 1" E
Left: 1" - Right: 1" E
Gukker: Gukker position:
A)

Orientation

Portrait Landscape

Pages

Multiple pages: | Mokl W

Presview

apply to: | Whole document W

Set As Defaulk [ K, l [ Cancel

- Top : L€ dinh cUa trang in
- Bottom :Lé day cUa trang in
- Left : L€ trdi cUa trang in
- Right :Lé phdi cla trang in

Néu c6 dung 1énh Mirror Margins d€ lam sach (tao tinh d6i x(ng gilta cic trang) thi
1énh left va right s€ tr® thanh Inside va Outside

- Gutter : Khodng cich ding d€ déng gy sich
- From edge: Khodng cdch tU mép cUa t& gidy dén header hodc footer

- Orientation : chon hu@ng in



0 Portrait : Gidy doc
0 Landscape : Gidy ngang

- Mirror margins : Pat 1& d6i xUng nhau. Néu 1énh nay c6 ding, gidy s€ dugc
phan biét 12 c6 trang 1€ va trang chan (Odd and Even), thuOng dp dung d€ in
sach.

In tai liéu

-Tab File, chOn Print



Home Insert Page Layout References

(= save
Print
Save As @
Copies: 1 -
Cpen T
lﬁ Print
L Close
Info Printer ‘
Recent W& HP 2500C Series
Ready
b5 Printer Properties
m Settings
rs :l Print All Pages
Hel . Print the entire document
elp
Pages: i
=1 Cptions
d D Print Cne Sided
@ Exit Only print on one side of the ..
= Collated
1_.2_.3 123 1,23
a Portrait Orientation -
|:| Letter
85" x11"

1 Mormal Margins
o—o Left: 1" Right: 1"

| 1 Page Per Sheet -

Page Setup
- Copies: chon sO bdn in

- Printer : chOn tén mdy in tuwdng Ung da dugc cai dat trong Windows. Néu mdy in dang
st dung khdng c6 tén trong danh sich nay (nghia 12 né6 chua dugc khai bdo) thi phdi
thuc hién cic budc sau:

0 Nhap Start, chon Settings va nhap Printers.

0 Nhap dip vao bi€u tugng Add Printer.



0 Thuc hién c4c budc cai dat mdy in cUa chlc ning Add Printer Wizard

- Pages : in sO trang chon IUa bang céch gb cédc sO trang vao, dung dau > dé
phén cich céc trang rdi rat, ddu gach nGi “-* d€ in céc trang lién ti€p

3. TrOn viin ban
6. TroOn tai li€u (Mail Merge)
6.1 Cac Khai niém
Tron thu

Trong thuc t&, doi khi ching ta cAn phai in vin ban gdi cho nhi€u ngudi chang han
nhU thu moi, phi€u bao di€m, gidy chling nhan, bang tOt nghiép. ..

Thay vi phdi go nhitng thong tin cUa tUng ngu0i vao ndi dung cUa tUng gidy chlng
nhan (r4t dé nham 1an), ta c6 c6 th€ ding céng cu Mail Merge d€ gidi quyét van dé
trén mOt cadch nhanh chéng.

Tap tin data source

Mot file chlta df liéu nguOn thuOng dudgc trinh bay dudi dang bang bi€u don gidn
nhU table, sheet (cUa Excel, Access) bdo ddm dU sO cOt, hang va ndi dung trong céc .

Tap tin main document

MOt file viin bdn mau da dugc trinh bay hoan chinh
a. Form letter

Budc 1. Tao tap tin Main chinh trong WORD nhuU sau

Cong Ty TNHH XYZ
™= 999 Pasteur, Q.1, TP.HCM

& 8223344 Ngay 30 thdang 10 nam 2009
THU MOT

040
Kinh géi:

Sinh nam:

Pia chi:




MO0i sap x€p thoi gian dén du cudc phOng van tuy€n nhéin su cho Cong
ty.

Thoi gian:  gi0, ngay

Dia diém:

Gidm Déc

Tran Vin A

Budc 2. Tao tap tin ngudn dit liéu trén Excel v&i cdc cOt c6 tén tuong Ung
(chd y 1a tén cOt khong nén viét dau ti€ng viét, va phadi bat dau dit liéu ngay
tai Cell Al).

* Chd y: tap tin d{t liéu nay ban cé thé tao bang WORD, tuy nhién néu thé
hién trong Excel ban sé& c6 10i hon n€u bang dit liéu dé c¢6 hG trg nhi€u
phép tinh va ham phUc tap.

PHA

OBC | HOTEN I NS | DIACHI THPHO BANG
196

Ong | Binh nhu Qui Nam |5 11 Le Laoi TP.HCM bH
196

Ba | HOLé Ngoc NG |6 22 Thuy Van Viing Tau | DH
197

Ong | Hoang van Binh Nam |5 33 Lé Lai TP.HCM
197 |44 Ly ThuOng

Ong | Phan thanh Tam Nam |0 Kiét TP.HCM

Nguyén Thuy 196

Ba Hong NG 8 55 Lé Thanh Ton | TP.HCM bH
196

Ong | Tran Hoa Binh Nam |9 66 Ly Thai T Bién Hoa bDH
197 |77 Tran Hung |Thd Dau

Ba |LéThiMOng Van | NI |3 Pao MOt
196

Ong |Lé VianLoi Nam |7 88 Ngo Blic KE | TP.HCM




196
Ba | Hangthi NgocHa |NO |8 99 Hung Vuong | Viing Tau
Hoang thi Lé 196
Ba | TuOng NO |9 96 Pasteur TP.HCM | DH

Budc 3. Trén tap tin Main chinh trong Word

Chon Start Mail Merge trén tab Mailings va sau d6 chon Step by Step Mail Merge

Wizard.
Insert Page Layout References Mailings Review View
:1' &,‘;}
Start Mail Select
Merge * |Recipients =
JI2] Letters Write & Insert Fields Preview Results
| ~4 E-mail Messages ! 2 ! g - 4 ! 5 b B
=1 Envelopes..
= Labels.. \HH XYZ
j Directory
; Ty TR HCM
@ Mormal Word Document ur, Q.1, TR.HCM
ls]  step by Step Mail Merge Wizard.., 13344 Naday 30 thang 10 ndm 2009
THU MOT
e FE o
Kinh goi:
Sinh nam:
Bia chi:

M1 sap xEp thaigian d€ndy cudc phangvan tuyEnnhinsw cho Céngty.

Théi gian: gif, ngay

Bia diEm:
Giam Bdc
Triin Vén A

Trinh Wizard s&€ m& ra mOt clra s6 bén phadi tai 1iéu. Clra s6 nay c6 th€ di chuyén
bang chudt dén moOt vi tri mGi trén man hinh va ban ciing ¢6 thé thay d6i kich ¢ cla

z

no.



Mail Merge * X

Select document type

WWhat tvpe of document are wou
working an?

{3_} Letters

() E-mail messages
) Envelopes

) Labels

() Directory

Letters

Send letkers to a group of
people. You can personalize the
letker that each person receives.

Click Mext to conkinue,

Step 1 of 6

% Mext: Starting documenk

D€ thuc hién merge mail can phdi qua 6 budc, ban lam theo hudng dan bang cich
chon nhiing tiy chon phit hgp rdi nhan Next & dudi cing clla hOp thoai, n€u muln
quay 1ai thi nhan vao Previous.

Trong muc Select document type da chon san Letters. Chon Next qua budc 2

Mail Merge * X

Select starting document

How do wou want ko set up wour
lettersy

%) Use the current docurment
) Skart from a bemplate

() Skart From existing document

Use the current document

Start from the docurnent shown
here and use the Mail Merge
wizard to add recipient
information,

Step 2 of &
% Mext: Select recipients

@ Previous; Select document bype

Trong muc Select sartting document da chon san Use the current document. ChOn
Next qua budc 3



Mail Merge * X

Select recipients

(%) Use an exisking list
) Select Fram Oublook contacts

) Twpe a new list

Use an existing list

Use names and addresses from a
file or a database,

Erowse. ..
—-l'-’f Select recipient list file
Step 3 of 6

& Mext: Write wour letter

4 Previous: Starting docurment
*

Trong muc Select recipients nhan niit Browse. Chon va m4 file danh sich excel da luu.

S5elect Table
rame Description  Modified reated Tvpe
12/13/2009 6:07:23 AM 12/13)2009 6:07:23 &AM TAELE
Sheetz$ 12/13/2009 &:07:23 AM  12/13)2009 6:07:23 &AM TAELE
Sheet3d 12/13/2009 &:07:23 AM  12/13)2009 6:07:23 &AM TAEBLE

<5 |

[

Firsk row of daka contains column headers ik l [ Cancel

Chon Sheetl, OK



Mail Merge Recipients

This is the list of recipients that will be used in your merge, Use the opkions below to add to or change wour lisk, Use the
checkboxes ko add or remove recipients from the merae, When your lisk is ready, click Ok,

DanhSach, xlsx
DanhSach, xlsx
DanhSach, xls:x
DanhSach, xlsx
DanhSach, xlsx
DanhSach, xlsx
DanhSach, xls:x
DanhSach, xlsx
DanhSach, xlsx

£

Ba Hi L& Mgoc

e v e
[w
v &ng Hoang w3an Binh
[v &ng Phan thanh T
[+ Ea Mguyen Thiy Hing
[v Ong Trdn hoa Einh
[v B3 L& thi M&ng ¥an
[v &ng L& wan Lai
[+ Ba Hang thi Mgoc Ha
[v B3 Hodng thi LE Tuéng

22 Thire Wan

33 LE Lai

44 Ly Thudng Kigk
55 L& Thanh Tdn
&6 Ly Thai T8

77 Tr&n Hung Bao
33 hgd B KE

29 Hing Yorong
96 Pasteur

Data Source

R efine recipient list

DanhSach, xlsx

‘-E.L Sork. ..

| Filker. ..
4 Find duplicates...

:L- Yalidate addresses. ..

o) hOp thoai Mail Merge Recipents, ta c6 th€ loai bd hodc trich 10c nhitng hang khong
muOn tao thu moi.

Nhan OK.

Nhan Next qua budc 4.



Mail Merge * X

Write your letter

If wou have naok already dane 5o,
write wour letker now,

To add recipient information to
wour letter, click a location in the
document, and then click one of
the iterms below,

2] Address block..

2 dreeting line. ..

;.f] Electronic postage...
ﬂ Moare items. ..

when you have finished writing
wour letker, click Mext, Then yaou
can preview and personalize each
recipient's letker,

Step 4 of 6

@ Mext: Preview your letters

@ Previous: Select recipients

Trong mUc Write your letter, nhan chon More items...

Insert Merge Field

Insert:
) Address Fields {(¥) Database Fields
Fields:

T —

HOTEN
PHAI
NS
DIACHI
THPHD
BANG

[match Figlds. .. ] [ Insert l [ Zancel ]

Dat con tr0 text G vi tri xdc dinh trong vin bdn mau, ndi can chen dif liéu vio, 1an
lugt chén céc field vao trong main document nhu sau:



Céng Ty TNHH XYZ
B 999 pasteur, (L1, TP.HCM
2 5223344 Ngdy 30 thang 10 ndm 2009
THU MOT
e o
Kinhggi: «OBC» «HOTEN=
Sinh ndm: «NS»

Pia chi: «DIACHI»

Nhan Next sang budc 5, & budc nay nhan vao nit >> dé xem tru@c cic thu mdi ti€p
theo

Mail Merge v X

Preview your letters

one of the merged letkers is
presviewed here, To preview
another letter, click one of the
Following:

Recipient: 1

4 Find a recipient. ..

Make changes

You can also change wour
recipient lisk:

o Edit recipient list, .,

[ Exchude this recipignt

When wou have Finished
presiewing wour letkers, click
Mext, Then you can print the
merged letters or edit individual
|etkers to add personal
camments,

Step 5 of &
& Mext: Complete the merge

4@ Previous: Write wour letter

Nhén niit Next sang budc th(r 6.



Mail Merge * X

Complete the merge

Mail Merge is readw to produce
wour |etkers,

To personalize yaour lekkers, click,
"Edit Individual Letters." This will
open a new document with your
merged letters, To make changes
ko all the letkers, switch back ko
the original document.

Merge

i3 Print...

& 7 Edit individual letters...

|h-1erge to new document

Step 6 of 6

@ Previous: Preview yvour letters

Chon Print... n€u mudn in cic thu m0i truc ti€p ra mdy in, chon Edit indidual letters
n€u muOn xem trudc cic thu mdi trong vin ban.

Merge to New Document |E| E|

Merge recards

i) Current record

) From: | | To: | |

I Ok l[ Cancel ]

Trong hOp thoai Merge to New Document c¢6 th€ chon tao ra toan bd cdc thu mdi c6
trong danh sich hodc chi chon tao thu mdi cho mot s ngUdi.

b. Envelopes

Tao nhing bi thu bang cich Mail Merge. Thuc hién tuong tu phan From letter nhung
chon Envelops thay vi chon From letter & budcl.

c. Labels



Tao nhin bang cich Mail Merge. Thuc hién tuong ty phan From letter nhung chon
Labels thay vi chon From letter & budcl.

d. Catologes

Tao vin ban ki€u danh sich bang ciach Mail Merge. Thuc hién tuong tu phan From
letter nhung chon Catologes thay vi chon From letter & budcl.

Ribbon ciing 12 mOt c4ch hitu ich d€ tao mOt Mail Merge va qu4 trinh xU 1y rat gibng
vGi cdc budc trong trinh Wizard. Bang cdch s dung thanh Ribbon, ban sé c6 thé truy
cap vao nhi€u tinh ning hon, chang han nhu tu ddng ki€m tra tim 16i trudc khi ban
hoan t&t viéc hoa trOn. Ngoai ra con c6é nhiing y€u td ning cao, chang han nhu sUr
dung cdc truOng d€ thé hién céc thao tic hodc tinh todn trong tai liéu.

5 = ‘—le j j j j =P Rules ~ <<@;{§| K 41 oM 2y
=t Ege & 93 Match Fields v

427 Find Recipient

Start Mail Select Edit Highlight Address Greeting Insert Merge Preview B ~ Finish &
Merge = Recipients = Recipient List | Merge Fields Block  Line Fizld = Results| S Auto ChedkforErrors | perge»
Start Mail Merge Write & Insert Fields Preview Results Finish

Nhitng 1€nh ban dung trén Tab Mailings trong bOn nhém sau:

- Start Mail Merge: Pay 13 di€m bat dau tU noi ban chon moOt loai tai liéu va sau d6
chon, tao, hodc chinh sUta danh sach ngudi nhan.

- Write & Insert Fields: DAy 1a noi ban c6 thé cheén cic Merge Field va si dung Rules
d€ thé hién céc thao téc tinh todn cho tai liéu.

- Preview Results: Bén canh viéc xem 1ai tai li€u di hoa trOn, ban c6 thé si dung tinh
ning ki€m tra 16i mOt cich tu dOng.

- Finish: Hoan thanh merge va k&t hgp céc tai li€u c4 nhan cUa ban vao mot tai 1iéu
toan dién, hay in ching ra hodc gUi thu dién tU.

BAI 7: TONG QUAN VE BANG TiNH

i. Gi6i thiéu



Excel la gi:
Microsoft Excel 124 mOt phan mém hay 12 mOt chuong trinh Ung dung, ma khi
chayr chuong trinh Ung dung nay s€ tao ra mOt bang tinh va bang tinh nay gidp
ta dé dang hon trong vi€c thuc hién:
F Tinh todn dai sO, phan tich d{r liéu
F Lap bang bi€u b4o cdo, tG chlic danh sich
F Truy cap cic ngudn d{r li€u khic nhau
F Vé d0 thj va cic s d0
F Ty dOng héa cic cong viéc bang cic macro

F Vanhi€u Ung dung khic d€ gitip chiing ta c6 th€ phan tich nhi€u loai hinh bai
toan khac nhau.

o Workbook: Trong Excel, mOt workbook 12 mOt tap tin ma trén d6 ban lam viéc
(tinh todn, vé& d0 thi, ...) va luu trr dif liéu. Vi mbi workbook c6 thé chira nhiéu
sheet (bang tinh), do vay ban c6 thé t& chiic, luu tr(t nhi€u loai thong tin c6 lién
quan v3i nhau chi trong mOt tdp tin (file). MOt workbook chlfa rat nhi€u
worksheet hay chart sheet tiiy thuOc vao b0 nh& mdy tinh cUa ban.

« Worksheet: Con goi tat la sheet, 12 noi luu tr(r va 1am viéc vGi d(r 1iéu, né con
dudgc goi 1a bang tinh. MOt worksheet ch(fa nhi€u 6 (cell), cac & dudc tG chlc
thanh cdc cOt va cdc dong. Worksheet dugc chlra trong workbook. MOt
Worksheet chlra dugc 16,384 c6t va 1,048,576 dong (phién ban cii chi ch(ra dugc
256 cOt va 65,536 dong).

* Chart sheet: Ciing 12 mOt sheet trong workbook, nhung né chi ch(ra mét do thi.
MOt chart sheet rat htu ich khi ban mudn xem riéng 1€ tUng do thi.

* Sheet tabs: Tén cUa céic sheet s€ th€ hi€n trén cic tab dat tai géc trdi dudi clia
clra s6 workbook. D€ di chuyén tU sheet niy sang sheet khdc ta chi vi€c nhap
chult vao tén sheet can dén trong thanh sheet tab.



Workbook

Chartsheet

16384 cét

1048576 déng

Céc thanh phan cla Workbook

Excel 2010 diing dinh dang tap tin mac dinh 13 “.XLSX” (dua trén chudn XML
gitip viéc trao d6i d(t liéu gilra cdc Ung dung dugc dé dang hon) thay cho dinh

dang chudn trudc day 1a “.XLS”.

Home Insert Page Layout Farmulas Data Review View & 0 o @ 22
= % Calibri 1o = E[;] ; General - -&‘ g=Insert = z - W [ﬁ
_j Ea- B I U~ A A E =B $7% — B Delete + | [@]~ & R
P Y me B-A- EE P WS = iromats | 2+ fiters Selects
Clipboard Faont ] Alignment ] MNumber Fl Cells Editing
D3 - fe | 5
A B C D E F G H | J -
B E
2
N I
a4
5 =
. =
7
8
9
10 L 4
11
12
13
14
15 -
M 4 » v | Sheetl ~SheefZ ~Sheef3 ~¥J IEN Il r
Ready | [ | (@M 100% (=) (+)

Giao dién Excel




« Nt 1€nh Office ch(a cic 1€nh rat thuOng hay st dung nhu tao tap tin mdi,
m@ tap tin, IUu tap tin, ... va danh muc c4c tap tin dd m& trudc d6. Niit 1énh
Office giOng nhu thuc don File cUa cic phién ban trudc.

* Chiing ta c6 th€ ché bi€n thanh céc 1énh truy cap nhanh chfa cic 1énh ma ta

hay s dung nhat. Nhdn vao |¥ d€ m& danh muc céc 1énh va

Y Ivao c4c 1énh

can cho hién 1én thanh 1é€nh truy cap nhanh. N&u céc niit 1énh & diy con quad it
ban c6 thé nhan chon More Commands... € m& clra sO di€u ché thanh 1énh

truy cap nhanh.

Home Insert FPage Layout Formulas Data Review View

Information about Bookl

[ save
Save As
£ Open ‘
T Cl
L@ Close !
Activate
Product
Fecent
Mew 1E=
; ta;
Print Protect
Workbook -
Share
Help =
=
» ] |:| t =
Bk 0 Check for
E Exit Issues =
&
E
U
Manage
Verzions *

Product Activation Reguired

Microsoft Office Mondo 2010 requires a valid product license, Activate your
product key now to obtain a valid product license,

Permissions

Anyone can open, copy, and change any part of this workbook,

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and author's name

Versions

You can open or delete a version file. Most autosaved versions are deleted when
wou close this file,

] There are no previcus versiens of this file,

C4c 1énh trong thuc don Office



Customize Quick Access Toolbar

Mew
Cpen

Save

E-mail

Quick Print

Print Preview

Spelling

Undao

=~

Redo

Sort Ascending
Sort Descending
Open Recent File

Mare Commands...

Show Below the Ribbon

Bang lua chon 1énh truy cap nhanh



Excel Options

General h i
ﬁﬁ Customize the Ribbon.
Formulas
LChoose commands from: G Customize the Ribbon:
Frocfing |Popu|ar Commands R |I‘-1ain Tabs W
Save
o ;ﬂ'] All Chart Types... - Main Tabs
Language i porders v i =l [¥] Home
Advanced @ Calculate Mowy Cliphoard
= Center Font
Customize Ribbon 2} Conditional Formatting 3 Alignment
I‘s Connections Mumber
Quick Access Toolbar 23 Copy Styles
B #f Custom Sort... Cells
fdd-ns % cut Editing
A~ Decrease Font Size [#]insert
Trust Center :
% Delete Cells.., Page Layout
W Delete Sheet Columns Farmulas
= Delete Sheet Rows Data
=4 E-mail [¥] Review
W= Filter [¥] view
Fant I- [ Develaper E]
A Font Colar 3 [¥] &dd-Ins
Font Size I= 0 Eackground Removal
ﬁ' Farmat Cells...
f Farmat Painter
[;E Freeze Panes »
A" Increase Font Size
j‘ﬂ Insert Cells...
Je= Insert Function...
'J,f Insert Sheet Columns
j*ﬁ Insert Sheet Rows
F Macros Mew Tab ] [ Mew Group ] [ Rename... ]
Fi Merge & Center
@ MName Manager Custamizations: i
'-_]u ﬁew b Import/Export ¥ [

[ CK l [ Cancel

HOp thoai d€ ché bi€n thanh céc 1énh truy cdp nhanh
Ribbon la gi?
Ribbon: Excel 2010 thay d0i giao dién ngudi dung tU viéc st dung céc thanh
thuc don truy€n thOng thanh cdc cum 1énh dé dang truy cap dudc trinh bay ngay
trén man hinh goi 1a Ribbon. C6 cdc nhém Ribbon chinh: Home, Insert, Page
Layout, Formulas, Data, Reviews, View, Developer, Add-Ins.

Home Insert Page Layout Formulas Data Review View [~ e = B ER
= . — ) 1 Seaqnsert v ¥ -
B *  canpn P or A S ==® S Gcenenl - ij‘ iﬁ;}ﬂ g 8o W ﬁ
n By~ =] 3 % Delete + @' M
Paste B J U~ i~ M- A-| = iE iE + % v o9, s | %0 .00 Conditional Format  Cell . Sort & Find &
- 7 - = - i H ° O =0 imatting * as Table v Styles v B Format~ | (2~ Filter~ Select+

Clipboard 1= Font 1 Alignment Fl MNumber ] Styles Cells Editing

Thanh cong cu Ribbon



Home: La n0i chUa cdc nit 1€nh dugc sU dung thuOng xuyén trong qua trinh lam

viéc nhu: cat, dén, sao chép, dinh dang tai li€u, cic ki€u mau c6 san, chén hay

x6a dong hodc cOt, sap x€p, tim ki€m, 1oc dif liéu, ...

« Insert: Chen cic loai d0i tugng vao bang tinh nhu: bang biu, vé sa do, do

thi, ky hiéu, ...

* Page Layout: Ch(ta cic nit 1énh v€ viéc hién thi bang tinh va thi€t 1ap in an.

o Formulas: Chen cong thUc, dat tén ving (range),

cdng cU ki€m tra theo ddi cong thUc, di€u khi€n viéc tinh toan cla Excel.

* Data: Céc nit 1énh thao d6i v&i d{F li€u trong va ngoai Excel, cdc danh sich,

phan tich d{r liéu,...

* Review: Céc nit 1énh kiém 10i chinh ta, ho trg dich tUr, thém chd thich vao cdc

0, cdc thi€t 1ap bdo vé bang tinh.

* View: Thi€t 1ap cic ch€ dd hién thi clla bang tinh nhu: phéng to, thu nho,

chia man hinh, ...

* Developer: Tab nay mac dinh dugc &n vi né chi h(tu dung cho cic 1ap trinh

vién, nh{ing ngudi c6 hi€u bi€t vé VBA. PE m& nhém nay nhan vao niit Office
Excel Options Popular Chon Show Developer tab in the Ribbon.

o Add-Ins: Tab nay chi xudt hi€n khi Excel m3 moOt tap tin c6 st dung cic ti€n

ich b0 sung, cdc ham b0 sung,...

St dung thwe don ngiv canh (shortcut menu)

Khi mu6n thuc hién mot thao tic nio d6 trén dOi tugng (6, viing, bang biu, do

thi, hinh v&...) trong bang tinh, ban hiy nhap phai chudt 1én ddi tuong d6. Lap

tlc mOt thanh thuc don hi€n ra ch(a cdc 1énh thong dung c6 th€ hi€u chinh hay

4p dung cho d6i tugng ma ban chon.



Galbri 11~ A" AT $ - % o
BIEO-A--%0

E.ﬁ cut

=& Copy

[, Paste Options:
=
Paste Special...

Insert...
Delete...

Clear Contents

Filter b
aort "
 Insert Comment
ff]"" Eormat Cells...

Pick From Drop-down List...
Define Mame...

?_,) Hyperlink...
Thuc don ng( cdnh

2. Lam viéc véi bang tinh

M@ Excel, déng Excel, phéng to, thu nhé clra sd

2.1. M& Excel

Thao tac:

B1. TU man hinh (cUra s6) chinh cla Windows nhap chudt nit Start & géc dudi
bén trai

B2. Di chuy€n chu0t 1én trén dén ch(t All Programs, r0i di chuy€n chudt sang
phdi chon Microsoft Office, sau d6 di chuy€n chudt dén ch(t Microsoft Office
Excel 2010 thi dung 1ai.

B3. Nhap chudt vio bi€u tuong [EEEETEEENT € khdi dOng Excel.



Phdéng to, thu nho cta sé Excel

Thu nho Phéng to Dong

>

Céc nit di€u khién c(ra sO Excel
Thu nho ctra s6 Excel
Thao tic nay chi thuc hi€n dugc khi clra s6 dang m& to Nhap chubt chult viao
nit = & géc trén cling bén phdi. Khi d6 clta sO Excel s€ dugc thu gon 1ai thanh
mOt bi€u tugng trén thanh Taskbar cla Windows bén canh niit Start.
Phéng to ctra s6 Excel
Thao tac:
Thao tic nay chi thuc hi€n dudc khi clra s6 dang bi thu nhd
Nhap chudt vio bi€u tugng thu gon cla Excel trén thanh
Taskbar bén phia dudi man hinh
Thoat khoi Excel
Thao téc:
Nhap chult vio nit = & géc trén ciing bén phdi d€ thoat khdi Excel. Hodc ciing
c6 thé thoat Excel bang cich nhan nit Office  chon Exit Excel.
1.3. Thao tic v@i 6 va viing
Nhan dang 6 va vang (cells, range)

Dia chi mOt 6 trong Excel dugc x4c dinh bdi tiéu dé cOt va sO th( tu clla dong.
M6t viing trong bang tinh dugc x4c dinh bang dia chi clla 6 & géc trén bén trai
cUa ving va dia chi 6 géc dudi bén phdi clla viing (c6 dau : phan cich). Pac
biét, dia chi cla cd mOt cOt hodc dong dugc xéc dinh la <tén cOt>:<tén cOt> (vi
du cOt A thi dugc x4c dinh ngan gon 1a A:A) va <s6 dong>:<s0 dong> (vi du
dia chi cUa cd mOt dong 4 12 4:4).



Vi du: Hinh bén dudi 6 hi€én hanh c6 dia chi 12 B11 vi nd cé tiéu dé cOt 1a B va
sO dong 12 11, viing dudc bao bdi nét chdm dUt c6 dia chi 1a H2:H12 vi 6 dau

tién clla viing c6 dia chi 12 H2 va 6 cu0i cla ving 12 H12.

A B c D E F G H
1 Bai todn ddu tu
2 Tin Ddututéida Sudt thulgi Sénim TP dii han i_ﬁﬁ_-_it_iia_i
3 Trai phiéu day tu 25.0% hing nim ddo han (l-yes,0-no) Ddnhgid |(l-ves.0-no)
4 | ACME Chemical | s 8 65% 11 1 1-Cuc ki 16t | 0 :
5  DynaStar | ™ 9.50% 10 1 sT® | 1 |
6 | Eagle Vision | i 10.00% 6 0 4Knfwt | 1 |
7 | MicoModeling { | % 875% 10 1 1Cxkist 0 |
8  OptiPo | i 925% 7 o 3T& | 1 |
0 | Sabee Systems (O i 9.00% 13 1 IRéttst | O !
10 | Téng ddu tu: 3 Téng: H Téng: | | Tdng: i
11 —Fiéndangeo»| §750,000 Yéucdu: $375000 Cho phép: | $262.5 i
12 FHi=E1505 i B3 f
13 5
2 B1l
15
W4 M| G@iPT-TH QHTT-TH , DHV - TH | Investment - TH . Giai PT , QHTT - Dkl
Dia chi 6 va viing
Chon vung

|1

|

Néu dung chult, trudc tién ban ding chudt di chuyén 6 hién hanh dén géc trén

bén trdi cla viing c@n chon, sau d6 gil trai chuOt kéo xudng dudi qua phdi dén

vi trf 6 cudi cling cUa viing va tha chudt. N€éu dung phim thi sau khi chon 6 dau

tién ban gi(r phim Shift trong khi nh@n phim v 2

dé€ dén 6 cubi cUa ving va

tha cédc phim. (Ban ciing c6 th€ 1am ngugc 1ai 12 chon 6 cubi cla ving trudc va
kéo chon dén 6 dau tién).

Khi muOn chon cd sheet hi€n hanh thi nhan <Ctrl+A>, con mudn chon cd

workbook (nghia 12 chon tat cd céc sheet) thi nhdp phdi chult 1én thanh sheet tab
va chon Select All Sheets.

Sao chép va di chuyén viing

Sao chép (copy) gitip ta nhan badn mot viing nao d6 d€n mOt nGi nao dé trong

bang tinh va d{t li€u gOc con nguyén, con di chuy€n viing thi cing nhU sao chép

nhung dit 1liéu gOc sé dugc di dOi dén vi trf mGi. D€ sao chép hay di chuyén



trudc tién ban phai chon viing can sao chép hay di chuyén, sau d6 c6 th€ diing
nit 1énh, phim tat hay dung chudt d€ thuc hién:

« Dung Ribbon: Chon ving Home nh ém Clipboard nh &n it - hay

% (Copy hay Cut), dén n0i dich va Home nh 6m Clipboard nh an it 7
(Paste). Ban c6 th€ g0i cac 1énh trén tU thuc don ng(t cdnh nh § ph &chu @

e Chubt: Chonving gi (r 4i chuOt va gilt thém phim Ctrl n€u 1a sao chép
(khong gilt thém phim Ctrl s€ 13 1énh di chuyén) k éo chudt tGi ndi dich can
sao chép hay di chuy€n dén va tha chudt.

D4an dac biét (Paste Special)

Trong qua trinh sao chép ddi khi chiing ta can dan ni dung da sao chép hay cat
tU b0 nh& vao vGi mOt sO chon 10c¢ nao d6, khi dé thay vi dung 1€nh Paste ban
hay s dung Paste Special... Sau khi chon viing, ra 1é€nh Copy, dén dich can sao
chép dén va nhap phai chult, chon 1€nh Paste Special.... hOp thoai Paste
Special c6 mOt sO 1ua chon nhU bang sau:

Paste Special

lf_;__",'ﬂll () all using Source theme
) Formulas ) all except borders
i values () Column widths
) Formats ") Formulas and number Formats
) Comments () walues and number Formats
) Yalidation
Operation
(*) Mone ) Mulkiply
i add () Divide
) Subtract
[ ] skip blanks [ ] Transpose
Paste Link. [ K, l [ Cancel ]

Giai thich h@p thoai Paste Special



All Dan cd gid tri va dinh dang cla viing ngubn

Formulas Dén gi4 tri va cong thUc, khong dinh dang

Values Chi dén gi4 tri va két qud cUa cong thUc, khong dinh dang

Formats Chi d4n vao dinh dang, bd qua tat cd gia trf va cong thlrc

Comments Chi d4n vao chi thich cla cdc 6, bO qua tat cd gia tri va
cong thlc

Validation Chi d4n vao céc qui dinh xdc thuc d{r liéu cho vung dich

All using source
theme

Dién vao mOi th( va ding mau dinh dang tUf viing ngubn

All except borders

Dan vao mOi th( va loai b cic khung vién

Column widths

Chi ddn vao thong tin qui dinh chi€u réng cOt

Formulas and
number formats

Dén vao gid tri, cong thlc va cdc dinh dang gbc cUa céc
con s0, cdc dinh dang khac bi loai bd.

Values and number

Dan vao gid tri, k€t qua cla cdng thUc va cdc dinh dang

formats g0Oc cla cic con s0.

None Khong kem theo viéc tinh toan nao trén d{f liéu sdp dan
vao

Add COng céc gi4 tri cUa ving ngubn vio cdc 6 tuong Ung &
vung dich

Subtract Céc 6 mang gi4 tri cUa ving dich sé€ trUr di cdc 6 tuong
Ung cUa ving nguOn.

Multiply Céc 6 mang gia tri cUa vung dich s€ nhan v3i cdc 6 tUOng
Ung cUa viing nguOn.

Divide Céc 6 mang gia tri cUa vung dich s€ chia cho c4c 6 tuOng

Ung cUa viing ngubn




Skip blanks . Khong ddn de cdc 6 rbng & viing ngudn vao 6 c6 gid tri 6
vung dich

Transpose Dén vao va ddo dong thanh cOt hodc ngugc 1ai

Paste Link Dén vao va tham chi€u 6 dich dén 6 ngubn

bat tén viung

Viéc dat tén viing c6 10i rat 16n trong qu4 trinh thao thac va x( 1y tinh toan nhu:
viing dugc gan tén s€ gitip gdi nhG va dé hi€u cong dung cllia né hon 1a céc dia
chi don thuén, dat tén gidp vi€c tham chi€u tinh todn it sai sét hon va di chuyén
hay chon céc viing da dugc dat tén rat nhanh chéng tU Name box (hodc ding Go
to — F5).... Tén dai tOi da 255 ky tu khéng chia khodng trang va dau cham,
tén phai bat dau la ky tw khong dugc bat dau 1a s6, tén khong dugc dat gibng
cdc dia chi tham chi€u. D€ dat tén trudc tién ta chon viing can dattén ch @
nhém Formulas Defined Names Define Name, hOp thoai New Name hi€én
ra. O day, ban hdy nhdp tén viing vao hdp Name chon Scope, nh&p chi thich
né€u can, xong thi nhdn OK. Ngoai ra ban con cé thé dat tén truc ti€p tU hOp
Name box hodc dat tén cho vung chon tU Formulas  Defined Names Create
from Selection hodc dung thuc don ng(r canh.

New Name @@

Name:

Scope: wiorkboak, bl

Carmenk:

Refersto: | _cheetzijags:dadla PR
[ fo's ] [ Cancel ]




MuOn m& hOp thoai quan 1y cic tén did dat ban vao nhém Formulas

Names

Name Manager. TU hOp thoai ban c6 th€ dat tén mdi, hi€u chinh

thong tin cho c4c tén hi€n hodc x6a tén cla cic viing khong dung dén,...

Thém chu thich cho 6
hém chu thich vao céc 6 gitp cho viéc hi€u chinh va hi€u thong tin ma 6 dang
chtra dugc ro rang hon. DE thém chd thich va 6, chon 6 ch @ nh 6m Review

Comments

nhdp phai chudt 1én 6 can chd thich va chon Insert Comment.

« P& doc chd thich chi can ré chudt 18n 6 ¢6 chii thich hodc vio Review

Comments Next hay Previous.

« D& &n/ hién chd thich viao Review Comments

hién tat cd) hodc Show/ Hide Comment (an/ hién chd thich 6 dang chon).

 Hi€u chinh chi thich vao chon 6 can hi€u chinh chd thich  Review

Comments

va chon Edit Comment tU thuc don ng(t canh.

Defined

New Comment vi hiy nhdp chi thich vio. Ngoai ra ban c6 thé

Show All Comments (an/

Edit Comment. Ngoai ra d€ nhanh ban c6 thé nhap phai chudt

e Xoba chd thich vao chOn 6 can x6a chu thich  Review Comments Delete.
Hodc nhap phai chult va chon Delete Comment.
&) BaiTHS xlsx e
A B c D E F G H ¥
1 Bai todn diu tu -
2 Tién Pdutu t6i da Sudt thulgi Sé6'ndm TP dai han RR-It RR
3 Trdi phién A4 Varizble cel s hing nim diohan  (l-yes,0-no) Pdnhgidi (1-ves, O-no)
4 | ACME Chemical | relln e 8.65% 11 1 1-Cue k¥ 16t 0
e = s0x | 0 1 s :
6  Eagle Vision | e —— 10.00% 6 0 4-Khi 16t 1
T | MicroModeling ------- Constraint cell Set cel 10 [Constraint cell | Cute ki Constraintcel |
o OptiPo  : 0 -Tét
9 | Sabre Svztems ----------------- | -Rit 16t 0
10 Téng ddu tu: Téng: Téng:
11 Tiéndangcs:  $750,000 $375,000 Chophép:  $262,500
12 Fii= B0 Hil=E 11285
13 ?
M 4 » M| GaiPT-TH ~QHTT-TH - DHV-TH . Investment - TH - Giai PT ~QHTT - DHVINIL . ] ¥

Minh hoa cho hién cic chd thich




Chen, x6a 0, dong va cOt

Chiing ta c6 th€ chén thém céc 6 vao bén trdi hodc bén trén cla 6 hién hanh trong
worksheet va dich chuy€n cic 6 dang chon qua phdi hodc xubng dudi. Tuong
tu, ta co th€ chen thém céc dong bén trén, chen thém céc cOt vao bén trai va c6
th€ x6a di céc 6, cac dong va cOt.

Cheén 6 tréng

B1. Chon c4c 6 ma ban muOn chén céc 6 trOng vao d6 (mudn chon cic 6 khong
lién tuc thi gilr Ctrl trong khi chQn céc ).

B2. Chon Home ch @ nh ém Cells Insert Insert Cells... B3. ChOn IUa chOn
phut hgp trong hOp thoai Insert

Cheén dong

B1. Chon mOt hodc nhi€u dong lién tuc hodc cich khodng ma ban mubn chén
s6 dong tuong Ung phia trén cdc dong nay.

B2. Chon Home ch @ nh ém Cells Insert Insert Sheet Rows

g=Insert =
I Delete =
,_:_l Format =
Cells
A B G D E E G H 1 E
1 Bai todn diu tu
2 Tién  Ddutut6i da [Sudt thulgi] S6'namgeins AR - It RR
25 5 e 2 Ll T 5 - |I1§Eﬂ m@ 4 \
3 Trai phiéu dau tu 25.0% hing nam | ddo ha e ves, O-no)
4 | ACME Chemical{ = 865% 11 | Insert 0 -
5  DymaStar | ; 950% /’0’* @shift cels rinht: 1
6 | EagleVision | | : 6 | O shitcels gon 1
7 | MicoModeling | = 10 | Oentrerow 0
8 OptiPro b 7 () Entire column 1
9 | Szbre Svstem: ‘ 13 0
10 1 1 = 1-_. ; : Téng: ’ OK i [ Cancel l —W
11 1{ Nhap phai chuot Yéucdu: $375.000 | Chophép:  $262.500
12 ?all‘klll Ch{)l] cac Fl=B11"5022 Hil=B1"355
13 0 va chon Insert
M4y H . DHV - TH | Investment - TH . Gisi PT . QHTT - [INIL__u___ SN}

Minh hQa chén cic dong trOng 1én trén cic dong dang chOn




Chén cOt

B1. Chon mOt hodc nhi€u cOt lién tuc hodc cich khodng ma ban mudn cheén sO
cOt tuong Ung phia bén trdi cdc cOt nay.

B2. Chon Home ch @ nh 6m Cells Insert Insert Sheet Columns
Xoa cdc é, dong va cOt
B1. Chon céc 9, cdc dong hodc cic cOt can xéa

B2. Chon Home Cells Delete ch aki & x 6a phu hOp (xem hinh)

Delete @g|

—-

o fpometm 2T AP R oo
X0a ¢4€ & —a ncert cells.. — =
X0adong —— e Insert Sheet Roits et~ | (O Shift cells up
e -
. = i) Entire row
Xo0acft —§ Insert Sheet Columns =
: E - - {_) Entire colurn
_“J Insert 5heet L
3 T H - Ok, I [ Cancel ]

Thay d6i d0 rOng cOt va chi€u cao dong

Trong worksheet ta c6 th€ qui dinh d0 rOng cOt tir 0 dén 255, day chinh 1a s6 ky
tU c6 th€ hién thj trong mOt dong. PO rOng mac dinh cla cOt 12 8.43 ky tu, khi
d0 rOng 12 0 thi cOt dugc 8n di. Tuong tU, chi€u cao cUa dong qui dinh tU 0 dén
409, day 1a don vi do luOng bang di€m (point: 1 point = 1/72 inch). Chi€u cao
mdc dinh cUa dong 1a 12.75 point, khi chi€u cao 14 0 thi dong bi an di. Cac budc
diéu chinh dong cOt:

B1. Chon dong hodc cOt can di€u chinh chi€u cao hodc d0 rOng
B2. Chon Home Cells Format Ch @l @hph U hQp
* Row Height... chon 1€nh nay d€ qui dinh chi€u cao cla dong

* AutoFit Row Height chon 1énh nay Excel s€ tu canh chinh chi€u cao dong cho
pht hgp v6i ndi dung.

 Column Width... chon 1&nh nay d€ qui dinh d0 rOng cOt



o AutoFit Column Width chon 1€nh nay Excel s€ tu canh chinh d0 rOng cOt cho
phut hop v&i nbi dung.

* Default Width... chon 1€nh nay khi ban mu6n qui dinh 1ai d0 rdng mac dinh
cho worksheet hay cd workbook. Ta c¢6 thé qui dinh chi€u cao dong va d6 rOng
cOt cho cd worksheet hay cd workbook bang cich chon cd worksheet hay ca
workbook trudc khi thuc hi€n 1€nh. Ngoai cich thay d6i chi€u cao dong va db
rOng cOt nhur trén, ta con c6 th€ ding chudt d€ thao tac nhanh hon. MuOn thay
d0i dO rOng cOt nao hay ré chudt dén phia bén phai tiéu dé cOt d6 cho xudt hién
ky hiu va kéo chult vé bén phdi d€ ting hodc kéo v€ bén trdi d€ gidm d0 rOng
cOt. Tuong tu, muOn thay dGi chi€u cao dong nio hiy ré chudt dén bén dudi s6
th(r tu dong cho xudt hién ky hi€u va kéo chult Ién trén d€ gidm hodc kéo
xuOng dudi d€ ting chi€u cao dong.

g2 Insert = E v

;-“ Delete = -_jl* %‘? }}

(B Format ~|| (2~ FSiTtI:rE: SF.IET:ct:

Cell Size

0 RowHeight...

AutoFit Row Height

1

= Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Bename Sheet
Maove ar Copy Sheet...
Tab Colar
Protection
g Protect Sheet..

il

(e)| Lock Cell

@ Format Cells...

Ta c6 th€ qui dinh chi€u cao dong va d0 rOng cOt cho cd worksheet hay ca
workbook bang cdch chon cd worksheet hay cd workbook trudc khi thuc hién
1€énh.



Ngoai cich thay d6i chi€u cao dong va d0 rOng cOt nhU trén, ta con c6 th€ diing
chuOt d€ thao tdc nhanh hon. MuOn thay dGi d0 rOng cOt nao hay ré chudt dén
phia bén phai tiéu dé cdt dé cho xudt hién ky hiéu P va kéo chudt v& bén phdi
d€ ting hodc kéo v€ bén trai d€ gidm dO rOng cOt. TuOng tuU, mudn thay dGi
chi€u cao dong nao hiy ré chudt dén bén dudi sO th( tu dong cho xudt hién ky
hiéu F va kéo chudt Ién trén d& gidm hodc kéo xuOng dudi d€ ting chi€u cao
dong.

D ..l.. E 3 Trai phiéu dau
-_11_ ACME Chemical
= i = : 5 DwnaStar s
d Sudt thulgi Sénim - S

. , 6 Eagle Vision
hing nam ddohan il oo

| rese | 1

MicroModeling

N6i (Merge) va bo néi cac 6 (Split)

N6i nhiéu 6 thanh moét 6

Khi n6i nhi€u 6 thanh moOt , n€u tat ca cac 6 déu c6 dt liéu thi ban can
chuy€n hét d{t liéu 1én 6 & gbc trén ciing bén trai cla nhém 6 can merge vi chi c6
d(r li€u cla 6 nay dugc gilt 1ai, d{r li€u cla céc 6 khac sé bi x0da.

B1. Chon cic 6 can n0i 1ai.

B2. Chon Home Alignment ch @ Merge & Center. D€ canh chinh d{t liéu

trong & dung c4c nit canh chinh trong nhém Algnment.

; General T
E=RIE R EE
ﬂ Merge & Center
_% Merge Acrass
THE Merge Cells i—
1

Unmerge Cells
Chuyén mot 6 da ndi vé lai nhiéu 6

Sau khi chuyén 6 di ndi vé& 1ai nhi€u 6 thi n0i dung sé€ hi€n tai 6 & géc trén cling
bén trai.



B1. Chon & dang bi n0i.

B2. Chon Home Alignment ch @1 @& Merge & Center hoac Unmerge Cells
déu duagc.

1.4. Di chuy€n trong bang tinh va si dung phim tat

Ban c6 th€ dung chudt, cic phim > fl, thanh cu ©d @ thanh cu ®ngang,
sheet tab, cdc t0 hgp phim tat d€ di chuyén qua lai gilta cic sheet hay di dén céc
n0i bat ky trong bang tinh.

Thanh cuén doc, thanh cuén ngang

Thanh cudn doc va thanh culn ngang dugc g0i chung 13 cic thanh cubn (scroll
bars). B&i vi man hinh Excel chi ¢6 th€ hi€n thj (cho xem) mOt phan cUa bang
tinh dang thao tic, nén ta phdi dung thanh cubn doc d€ xem phdn bén trén hay
bén dudi bang tinh va dung thanh cubn ngang d€ xem phdn bén trdi hay bén
phdi cUa bang tinh.
 Thanh cuOn doc Ia thanh dai nhat, ndm doc G bén 1€ phai; hai ddu c6 hai mii
tén 1én va mii tén xuOng; G gilra c6 thanh trugt d€ cudn man hinh 1én xudng.
« Thanh cuGn ngang I thanh ndm ngang, th( hai tU duGi man hinh dém 1én. C6
hinh dang gi®ng thanh cubn doc, chi khéc 12 ndm ngang.

14 3l

Thanh cuOn ngang

Thao téc:

« Nhap chult vao miii tén sang trdi d€ cudbn man hinh di sang tréi.
« Nhap chudt vao mii tén sang phdi d€ cudn man hinh sang phai.
Thanh Sheet tab

DE& di chuyén qua lai gilta cic sheet ta nhap chudt 1én tén cla sheet trén thanh
sheet tab. Ngoai ra chiing ta c6 th€ ding <Ctrl + Page Up> d€ di chuyén dén
sheet li€n truGc sheet hi€n hanh va <Ctrl+Page Down> d€ di chuyén dén sheet
lién sau sheet hi€n hanh. D€ tr vé sheet dau tién ban nhdp chult va nit 4 trén

thanh sheet tab va d€ dén sheet cudi ciing thi ban nhap chult vio nit trén thanh
M sheet tab. Néu muOn dé€n mOt sheet ndo d6 trong truGng hop c6 qud nhi€u



sheet thi ban hay nh@p phdi chuOt vio thanh * 4 * * vi chon tén sheet can
dén.

| 4 ¢ > ¥ Sheetl - Sheet2  Sheet3 %J

Pén sheet dau Sheet hién hanh Tao sheet madi1

Vé sheet trede | DPén sheet cudi
Dén sheet sau
SU dung cac t6 hop phim tat d€ di chuyén
DE& dén dugc nai can thiét trong bang tinh ngoai viéc diing chudt culn cic
thanh cuOn ngang va doc, cdc phim miii tén thi ban nén nhé cic t0 hgp phim &
bang bén dudi d€ gitp di chuyén dugc nhanh hon.



Céc phim tat di chuy€n nhanh trong bang tinh

Nhan phim Di chuyén
— hodc Tab Sang 0 bén phai
« hodc Shift + Tab Sang 0 bén trdi
T Lén dong
\ XuOng dong
Home Dén 6 & cOt A cla dong hi€én hanh
Ctrl + Home Pén dia chi 6 Al trong worksheet
Ctrl + End DPén dia chi 6 c6 chlra d{t li€u sau ciing trong worksheet
Alt + Page Up Di chuyén 6 hién hanh qua trdi mOt man hinh
Alt + Page Down Di chuy€n 6 hién hanh qua phdi m&t manh hinh
Page Up Di chuy€n 6 hién hanh 1én trén mOt man hinh
Page Down Di chuyén 6 hi€n hanh xu6ng dudi mOt man hinh
F5 M& hOp thoai Go To

End + — hoac Ctrl +

—

Dén 6 bén phdi dau tién ma trudc hodc sau né 1a &
trOng

End + « hoac Ctrl +

Dén 6 bén trai dau tién ma trude hodc sau né 12 6 trOng

-
End + T hodc Ctrl + T |Lén & phia trén dau tién ma trén hodc dudi né 12 6 trOng
End + | hosic Ctrl 4+ ¢ XuOng 6 phia dudi dau tiéil ma trén hodc dudi n 12 6
trong
Ctrl + Page Up Di chuyén dén sheet phia truGc sheet hi€n hanh
Ctrl + Page Down Di chuy€n dén sheet phia sau sheet hi€n hanh




1.5 Thao tac v@i workbook

Tao mé&i workbook

Chon nit Office

New, mOt hOp thoai hién ra (xem hinh bén dudi) cung cép
nhi€u 1ua chon d€ tao workbook nhu: workbook trOng, workbook theo mau
dung san, workbook dua trén mOt workbook di cé. P& tao workbook trOng, ban
chon Blank workbook va nhap niit Create.

[ save
Save As
& Open

CF Close

Infao
Recent
Print
Share

Help
i Adddns -
[z] Options

Ed Exit

Mé& workbook cé san trén dia

Insert Page Layout Farmulas Data Review
Available Templates
2t Home
Cla 1
J -4 L-
Blank Recent Sample My templates
workbook templates templates
Cffice.com Templates
= @ H =il
Agendas Budgets Calendars Expense
reports
e o --_.
mem— o, A | = |
o | |
] = — B
Invoices Lists Flans Planners
Ll
| ' A y
— Ty
Schedules Stationery Tirne sheets More

categories

MOt tép tin ¢6 san c6 thé dugc md bang nhi€u cich:

View

»

Mew from
existing

Forms

— |
Purchaze
orders

e e

=)

Inventories

1. Chon nut Office ch @t én tap tin trong danh siach Recent Documents,
c6 thé c6 tOi da 50 tén tap tin dugc s dung gan day nhat trong danh sich



nay (d€ di€u chinh thi nhan vao nit Office  Excel Options  Advance
ph @& Display Show this number of Recent Documents ).

2. Dung trinh qudn 1y tap tin nht Windows Explorer, tim dén n0i 1uu trit
tap tin va nh@p chuOt hai 1an 1én tén tap tin.

3. Chon niit Office  Open, hOp thoai Open hién ra. Trong hOp thoai
Open, chiing ta phai tim dén noi 1uu tr(f tap tin (tai Look In) va chon tén
tap tin can md sau d6 nhan nit Open d€ ma tap tin. Cac tiiy chon cUa nit
Open trong hOp thoai Open: Open (m® binh thuOng), Open Read-Only
(Khoéng 1uu dé dugc nhimg thay d6i), Open as Copy (Tao ban sao cla tap
tin va md ra), Open in Browser (M tap tin bang trinh duyét web madc
dinh), Open and Repair (Rat h(tu dung trong truOng hop tap tin bj 16i).

Look in: I} My Documents W

o I Downloads
_,J My Data Sources
Py OFfice Live dMy Music
workspace (2} My Pictures
u:iﬁ I My Received Files

IZiMy Scans
My Recent EMF Yideaos

Documents
My Virtual Machines

= |2 Snaglt Catalog
- | ikest

Deskbop fiMy Sharing Folders
@test.xlsx
My Docurnents

Luu workbook

Ot di€u can Iuu y khi 1am vi€c trén mdy tinh 1 cdc ban phdi nhd thuc hién 1énh
luu 1ai cong viéc da thuc hién thuOng xuyén. Viéc ra 1énh 1uu tr(f khong tOn
nhi€u thdi gian nhung n€u mdy bi hOng hay cip dién ddt ngdt c6 th€ mat tong
cd gi® 1am viéc cUa ban. Nham an toan cho dif 1iéu, ban nén bat tinh ning Auto
Recover, Excel sé tU dOng thuc hi€n 1€nh 1uu theo thdi gian qui dinh (mac dinh
12 10 phit Iuu mOt 1an). Pé sur dung tinh ndng Auto Recover ban chOn nut



Office Excel Options  Save, sau d6 danh dau chon v 40 Save AutoRecover

. . 10 - | -
information every = | minutes.

MOt s6 cach 1uu workbook:
1. Chon nut Office Save

2. Nhap chult 1én nit = trén thanh 1&nh truy cdp nhanh (Quick Access Tollbar).
3. Dung t0 hgp phim <Ctrl+S> hodc <Shift+F12>.

Néu tap tin da dugc luu trude dé roi thi Excel s€ 1uu ti€p cdc phan cap nhat,
con néu Ia tap tin dugc ra 1énh 1uu 1an dau thi hOp thoai Save As hién ra. Trong
hOp thoai Save As, ban hiy chon ndi luu tr(t tap tin (tai Look In) va dat tén cho
tap tin tai hOp File name, chon ki€u tap tin tai Save as type va sau d6 nhan niit
Save d€ luu trr.

Save in! |B My Dacurments v| S -0 X ChE-

— I3 Dowvanloads
_J My Data Sources
My Office Live h‘:jMy Music

Workspace (24 My Pictures
Y [C3IMy Received Files
4 ; } LMy Scans
My Recent = ry videos
Dacuments : i
[5My Virkual Machines

?‘[? [C2)5naglt Catalag
l.i'ltest

Deskbop [52My Sharing Folders
Etest, xls:
X D

Map Metwaork Drive...

AT i
Web Options... |Book1.xlsx V|
General Options...
= B | Excel Workbook {*,xls:) w |
Compress Pictures..,
s [cos

Minh hQa luu tap tin



 Qui tatdat tén: DAt tén tap tin Excel dung chung qui tat dat tén tap tin cla
Windows. Tén tap tin c6 thé dai tGi 255 ky tur bao gOm cd khodng trang. Tuy
nhién trong tén tap tin khong dugc dung céic ky hi€u nhu: \ ? : * “ < > |

« P& bdo mat tap tin, chiing ta c6 th€ gdn mat ma bdo vé&, khi d6 can phai biét
mat ma m&i dugc phép md tap tin (trtf nhing c4ch ta dao!).

B1. Nhan nit Office  Save As, hOp thoai Save As hién ra.

B2. Nhan nit Tools ch @ General Options..., hOp thoai General Options hién
ra

B3. Nhap mat ma m& va hi€u chinh workbook (hai mat ma nay nén khic nhau
d€ ting bdo mat). Sau dé nhan nit OK

B4. X4c nhan 1ai mat md m3& workbook. Sau d6 nhan nit OK
BS5. X4c nhan lai mat ma hi€u chinh workbook. Sau d6 nhan nit OK

B6. Nhan niit Save d€ hoan tat.

[ ] always create backup Reenter password to proceed.
File sharing sesee
Password to open: EEBES

Caution; If vou lose or Forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive,)

Password to modify; | eee

[] read-only recommended
I oK, I [ Cancel ] [ ik l [ Zancel

Dung mat ma bdo vé workbook

C4c thy chon trong hOp General Options: Always create backup (tao bdn sao c6
dudi *.xlk trudc khi gan mat ma), Password to Open (mat ma d€ m& workbook),
Password to modify (mat ma d€ cap nhat ndi dung workbook), Read-only
recommended (m® dudi dang chi doc).

boéng workbook

MOt s6 cich dong workbook:



1. Chon nut Office  Close

2. Dung chudt chon niit 2 & géc trén bén phai (trén thanh tidu dé).

3. Ding tG hop phim <Ctri+F4> hodc <Ctrl+W>. Néu workbook c6 sU thay d6i
n0i dung thi Excel s& nhac ban 1uu 1ai cic thay d6i doé.

Sap xép workbook

Chi m& nhiéu workbook cing ldc va can tham khdo qua 1ai, d€ thudn tién ta nén
sap x€p lai: Ré chudt nh&n vao nhém 1énh View ch @ n 1t Arrange All

Ch @aki @b @r {thich hgp.

m Home Insert Page Layout Formulas Data Review View & e
J i] Page Break Preview Formula Bar _‘); ] E* ] E3 New Window [ Split [} ] 5= % 3
18] custom views m L 5 aAmange Al = Hide = =2
hormal| Pag i ing Zoom 100% Zoom t Saw Switch | Macr
s La;-fjt (=) Full Screen Gridlines A coam SLejlsgi-Ji IEFVEEZE Panes * (O] Unhide ' ¥4 L-‘."-:nrl?.s;ace '.-‘."ir:dl-:ucws' BE\JS
Woarkbook Views Show Zoom Window Macros
F21 - fe| x -
B reuterxls [Compatibility Modle] = [E 2R | DS LENH KHOP KHOMG PHAN BO NGAY 23-0CT-2009 e
B c = x A B C D
; (PR EA) (|| 1 soip  soHLENH REFORDERID CONFIRMNO
B e Arrange - 2 00001050 "8000231009014077 23/10/200900:54:54930240  23/10/200900:54:54
O Tied | 3 00000999 '8000231009014085 23/10/200900:56:39930248  23/10/200900:56:40
4 |Date Tz © Harizortal a 4 (00000993 "3000231009014088  23/10/200900:56:56930251  23/10/200900:56:56
5 izoec0s [ 5 00000993 "B000231009014094 23/10/200900:58:18930257 23/10/200900:58:19
6 6 00000999 '8000231009014095 23/10/200900:58:26930258 23/10/200900:58:27
; ] Windows of active workbock 7 00000999 '8000231009014100 23/10/200900:59:00930263  23/10/200900:59:00
- r r .. 1. r. I
& 00000999 'B000231009014104 23/10/200900:59:16930267 23/10/200900:59:16
9
10 9 00001050 '8000231009014108 23/10/200900:59:41930271  23/10/200900:59:41
11 10 [00000993 '8000231009014111 23/10/200900:59:57930274 23/10/200900:59:57
12 11
136 11 56 7=
14 Match Price  Met Change Pct. Change Tr £
15 —2 00% g (||
16 15
17 1 -F 16
18 2 -3 17
19 3 -
18
20 4 -F
21 5 - |22
22 5 -5 20
23 7 -5 21

Sap x€p cic workbook trong clra s Excel

1.6. Thao tac v@i worksheet
Cheén thém worksheet m@i vao workbook

C6 nhi€u céch thuc hién:

1. Nhan vao nit 2 trén thanh sheet tab 4 * ¥ | Sheet2 ~Sheets = %

2. Duing t0 hgp phim <Shift+F11> chén sheet mGi vao trudc sheet hién hanh.



3. Nhan chon nhém Home d€n nhém Cells Insert Insert sheet

4. Nhap phai chult 1én thanh sheet tab vi chon Insert..., hOp thoai Insert hi€n
ra, chon Worksheet va nhan nit OK. Sheet m&i s€ chen vao truGc sheet hién
hanh.

Insert fgl

tzeneral | Spreadsheet Solutions
g & @
il Brevi
Worksheet Chart M3 Excel 4.0 MS Excel 5.0 fc
Macro Dialog
Preview not available.
Templates on Office.com ] I (] 4 l [ Cancel

Minh hOa chén sheet m&i
Poi tén worksheet

Nhdap phdi chult 1én tén sheet can dbi tén & thanh sheet tab, chon Rename, gb
tén ma&i vao, xong nhan phim Enter. Tén sheet c6 th€ dai t&i 31 ky tu' va ¢ thé
dung khodng trang, tuy nhién khong dugc ding cic ky hiéu d€ dat tén nhu: :
/\?2*

Xo6a worksheet

Mu0n x6a work sheet, ban 1am theo cic cich sau:

1. Chon sheet mubn x6a ch @ nh ém Home ch @nh 6m Cells Delete
Delete sheet



2. Nhap phdi chudt 1&n tén sheet muOn x6a sau dé6 chon Delete, x4c nhan xda
OK.

Sap xép thu tu ciac worksheet
C6 nhi€u cich thuc hién sap xE€p worksheet nhu:

1. Nhép trai chut 1én tén sheet can sap x€p va gilt chudt kéo dén vi tri m&i va
thd chuOt.

2. Khi c6 qua nhi€u sheet thi dung c4ch nay, nhap phdi chult I1én tén sheet can
sap x€p, chon Move or Copy.... hOp thoai Move or Copy hién ra. Hiy nhdp

chon 1én tén sheet trong danh sach ma ban muOn di chuy&n sheet dén trudc né,
sau d6 nhan OK.

Insert... Mowve or Copy @E|

S Delete Move selected shests

Bename To book;

Move or Copy... D3 LEMH KEHOP KHOMNG PHAM BO MGAY 23-0CT-2009.xls  w
3= View Code Before sheet:

]

ily Protect Sheet..

Sheetz
Tab Color b Sheet3
(rmove to end)

Hide

Select All Sheets

Creat
Sheet?2 | Sheers v [ create  copy

(04 l ’ Cancel

Sao chép worksheet

Nhap phdi chu0t 1én sheet, chon Move or Copy... ch @ v ir i dat ban sao trong
viing Before sheet danh dau chon vio hOp Creat a copy nh an 1t OK. Ngoai
ra d€ sao chép nhanh ban nhén gilf phim Ctrl r0i diing chuOt chon 1én tén sheet
cansao chép gi (r i chubt ré dén vi trf ddt ban sao trén thanh sheet tab th
trai chuOt.

D€ sao chép nhi€u sheet cling lic cling lam tuong tU nhung phadi chon nhi€u
sheet truGc khi thuc hién 1énh. DE chon dugc nhi€u sheet ban hay gilt phim
<Ctrl + nh@p chudt> d€ chon sheet.



D& chép mOt hay nhi€u sheet sang mOt workbook khac, ban hiy mG workbook
d6 1én sau do thuc hién 1énh Move or Copy... va nh® chon tén workbook dich tai
To book (n€u chon workbook dich (new book) thi s€ sao chép cac sheet d&n mOt
workbook mai).

Chon mau cho sheet tab

Viéc t6 mau gitip quan ly thanh sheet tab dugc tOt hon. DE t6 mau cho céc sheet
tab ban chi can nhap phdi chult 1én tén sheet can t6 mau, ti€p theo hiy chon
Tab Color va chon mau thich hgp.

Theme Colors

Insert...

B Do -I"IIIIII

Rename Standard Colors
Move or Copy... HE EEERERN
.QJ View Code Mo Colar
&)y Protect Sheet... 3 More Colars...
Tab Colar
Hide
Select All Sheets
Shears ~ 7

Aw Hién worksheet

Khi ban khong muOn ngudi khic thdy mOt hay nhi€u sheet nio d6 thi ban c6 thé
an n6 di. Khong th€ 8n hét cic sheet trong workbook ma phdi con 1ai it nhat mOt
sheet khong bi an. MuOn an sheet ban chi can nhdp phdi chudt 1én tén sheet
muOn an va chon Hide thé 1a sheet dd dugc an. Khi muOn cho hién trd 1ai mOt
sheet, ban nhap phai chult 1&én thanh Sheet tab va chon Unhide. .. sau d6 chOn
tén sheet can cho hién va nhan nit OK.



Insert...

A | Delete
Eename
Mave or Copy...
Qd  view Code
izly Protect Sheet...
Tab Colar
Hide
Unhide...
Select All Sheets
Sheetl | Sheet2 #1

1.7 SU dung cic ché dd hi€n thi trong qua trinh thao tic

Trong qud trinh thao tic trén bang tinh ddi khi ching ta can phéng to hay thu nhd
cdc clta sO d€ c6 dugc géc nhin tOt hon, hodc xem ndi dung cla cing mot
worksheet dudi nhi€u géc d0 khac nhau, hodc chia c(ra s worksheet thanh nhi€u
Tab d€ dé dang tham chi€u, hay gi(t cO dinh tiéu d€& mot danh sach dai trong khi
cuOn céc thanh cubn,. ..

S dung thanh Zoom

Excel 2010 b0 tri thanh cdng cU Zoom dung d€ phéng to thu nhé khung 1am viéc
cUa bang tinh. Thanh zoom nam ngay & géc dudi bén phdi man hinh va c6 thé
gitp thu nhd va phéng to khung lam viéc t&r 10% dén t&i 400%, phéng to thi
nhan va niit ddu cOng con thu nho thi nhdn vao niit dau trUr.

|[EE O 100% (=) . *)

Thanh Zoom

Xem va so sanh worksheet trong nhiéu ctra so

Tinh ning nay dac bi€t h{tu ich khi ban muén xem mOt worksheet hay cic

worksheet trong cting mOt workbook dudi nhi€u géc d6 khdc nhau, m6i mot

nhén ban d€ xem s& dugc gan thém chi sO phia sau tén tap tin. Chon nhém View
Window New Window



--i_].-. 2 [Campatisility Mo = ¥ | | ETH =
A B LY D E F
190 VEdd thi Stocks _ L
2 Bign ddng Gia cd phigu coa cdng ty Dell
3 | Gia oo phigu coa cong ty may tinh Dell
4
5 Dale Volme | Cpen High Low Clage 45,000,000 1 2
Li} 18072002 | 25,747 500 265.07 26.74 239 26.05 0000007 < | a7
7 _iTo72002(33.386.100] 2673 2609 2575 263 5000001 ] .
L} TEO7/2002 | 37,944, 000 25.45 2.5 249 2619 -l'. I:l e
9 | {5D7/2002| 34,244, TOD 24 81 2549 24.12 3544 1,0 | as
10 12/07/2002 | 56,616 500 25.48 25.65 24.81 25.03 25,000,000 1
1110072002 28 856700 Zasa| aimi| 2275 2303 —— #
12 10072002 | XG4T 100 2404 5.1 23.58 2367 — 22
13| OovDF 2002 | 29 692 400 2453 257 23.940 2474 : -
14 DBO72002 ) Z3.122 () 2574 26.17 24.42 2475 10.000.007 4 [~
15 0s/07/2002) 11,701 600 25.1 il 24.96 25.99 5,000,000 1 o
16 OO72002 ) 21 995 41 2412 2476 2365 24 68 a4
17 02072002 | 26 385 HH) 24.4 piei} 2434 2454 =
18| 0072002 | 21,323 100 25.94 6.1 26.07 26 16
19
20
21 l
Wk W DaBrock | Stocks2, ThanhCor - Pareco o INDEENY I | | M 4 ¢ W Cunglaut | fung-fwd DT b, Stocksd | DalStock - Stodsd . Thanhior  Paretna

DE& so sanh hai worksheet thi sau khi lam bu@c trén ban chon ti€p nhém View

Window  View Side by Side. Khi s& dung chUc ning nay khi ban cu6n thanh
cuOn & cla sO nay thi clra sO kia cing dugc cuOn theo. PE tat tinh ning cubn
dong thGi nay ban vao View
bat).

Window  Synchronous Scrolling (n€u né dang

Chia khung bang tinh lam nhiéu phan va c6 dinh vung tiéu dé

Tinh ning rat hay dugc diing khi thao tic trén cic danh sich dai hodc trong tinh
toan can phai thuc hién nhi€u viéc tham chi€u. D€ chia clta sG bang tinh: Pat 6
Window  Split.
P& bd khung bang tinh thi nhan nit Split 1ai mOt 1an nita hodc nhap chudt 2 1an

hi€n hanh tai vi tri can chia trén bang tinh, sau d6 chon View

1én duOng chia dOc va ngang. Ngoai ra, @ dau cUa céc thanh cuOn dOc va ngang

A ~ 2 . A ~ . 2 m .
c6 mOt ngan nhO ma khi ré chuOt 1én se€ c6 bi€u tuUQgng == E”a (cOng cU chia
nhanh khung bang tinh), ban gi(f trai chudt va kéo ra nGi mubn chia trén clra sO

lam viéc cUa bang tinh.

& paiTHE x5 [Compatibility Mode] I,\% - = x || & eaiTHexls [Compatibility Mode] - B X | & paiTHE.xIs [Compatibility Mode] = X
B C n] E B C [n] E E C u] E F
1 [Ten nwoc 1990 1991 1982 1| 1 [Enowec 1 1990 1991 8@ 1 1 [Ten nwoc 1990 1981 q9e2 1o
2 Cambodia 615 11.92 1570 2 Cambodia 615 11.92 1670 2 Cambodia G158 11.92 1570 i
3 |Indonesia 2644 | 2643 2884 3 |Indonesia 2644 | 2543 2884 |7||| 3 Indonesia 2644 2643 2384 2
4 |Malaysia 7635 | 8095 7R.E5 4 Malaysia 7635 | 8095 7E.8E 4 Malaysia 7635 8095  TAES &
5 Myanmar 262 1.57 1.44 5 |Myanmar 262 1.57 1.44 5 |Myanmar 262 1.57 144
& Philippines 2762 | 2960 2913 & Philippinzs 27E2 | mMED 2913 & Philippinas 2TE2 20RO 2313 3
7 Singapore 197.59 [ 189.18] 16256 1 T Singapore 19769 1 18919 18256 1 7  Singapore 19759 189.19] 182.58] 1T
& Thailand 13| 3696 3697 B | Thailand M13)| 3535 3637 & Thailand 311 359 3887 3
9 Viatnam 2642 | 3289 3242 3_|Vietnarn %42 | 3255 3242 9 Wiginam 2§43 3289 3242 2
10 Indonssia 041 1939 1521 il indonesia 041 1943 15 10 Indonesia 041 1989 1521
11 Malaysia 1667 1615 519 11| Malaysia 16.67| 1515 619 11 Malaysia 1667 1516 519
12 Philippines 125 576 39 12 Philippines 1.25 576 391 12 Philippines 125 576 391
11 Singapore 1281 9 ram 13 Singagore 1387 996 7.8 11 Singapore 1281 96 7 1
14 | Thailand 13 93 15 44 13 71 14 Thailand 13.33 1614 13.81 14 Thailand 1333 ac 44 11 R 1
4 r K [C I I 1) H 4 M ASFAN




Minh hQa chia 4, chia 2 dQc, chia 2 ngang
Ngoai vi€c chia khung 1am viéc, Excel con ho trg ban ¢ dinh mOt ving nao d6
trén cUa sO 1am viéc vi du nhu dong tiéu dé clla mOt danh sach. Viéc c6 dinh
nay rat h{tu ich vi né gitip ta ludn thdy dugc dong tiéu d& mdc du di cubn man
hinh xuOng phia dudi d€ nhap li€u. D€ c6 dinh ban hiy dat 6 hién hanh tai vi
trf can cO dinh, sau d6 chon View Window Freeze Panes ch aki @c 0
dinh phit hgp. N€u chon:
o Freeze Panes: Sé cO dinh dong phia trén va cOt bén trai 6 hi€n hanh

« Freeze Top Row: CO dinh dong dau tién dang nhin thdy cUa danh sich

* Freeze First Column: CO dinh cOt dau tién dang nhin thdy cUa danh sich

li] BaiTHE.xls [Compatibility Mode] - B x E_] BaiTHE.xls [Compatibility Maode] - B X li_] BaiTHE.x|s [Compatibility Mode] - A X
B C 0 E Fi& B c D E Fi& B c D E F

1 Tén nwie 1950 1951 1952 184 1 Tén nuwire 1980 1991 1952 18¢ 1 Tén nwire 1980 1991 1992 19

16 Malaysiz 11.68 10,68 10.49 34 Malaysia .56 B.60 760 2 (ambodia 6.15 11.92 15.70 1=

19 Myanmar 51.29 53.39 35 Philippines 304 -0.58 0.34 3 Indonesia 2614 2643 2884 o

20 Philippines 18.92 16.67 17.29 1 36 | Singapora 401 .26 6.23 1 4 Malaysia 7636 30.95 76.B5 Bl

21 Singapora 521 559 5.59 || 37 Thailand 117 B.56 a.08 5 |Myanmar 262 157 144

22 Thailand 28.73 27 .06 26.09 2 38 Vietnam 5.10 5.96 865 G Philippines 27.52 29.60 29.13 3

23 Brunei 19.20 15.67 12.58 ||| 39 Brunei 0.90 -3.70 T | Singapore 19759 18819 18258 1T

24 Indornesis 505 547 636 ||| 40 Cambadia 1.16 759 7oz 8 Thailand 13 3596 3e.4T 3

25 Malaysia T.25 560 G563 41 Indonesia 3 B.89 124 9 Vietnam 2042 3259 Jz242 2

26 | Myanmar 12497 14.65 42 Lo PDR | 671 4.13 6.65 | 19 ]indonesia 0.41 19.89 15210

27 Philippines 10.34 B.54 g.44 43 Malaysia 11.09 739 756 f‘}\= 11 |Malaysia 16.67 16.16 519 1

2§ Singapore | 6.08 6.3 6.36 44 Philippinzg 3.719 046 1.56 12 Philippinzc 1.25 5.76 im

29 Thailand | 5.05[ b43 5.54 45 Singapore .89 6.60 a.15 13 | Singapore 1381 816 V.38 1

30 Brunei 274 363 -1.02 8 || 46 Thailand 11.22 B.36 723 } 14 Thailand 13.39 15.14 13.61 1

W4 v v | ASEAN - Row Sort [JIL_iu (IR || 1« 4+ i AsEAN - Row Sort {JNIBL i ] B || e o+ v ] asEAn - Row Sorc (I TRRER

Minh hoa ¢ dinh céc tiéu dé
DE& b0 cO dinh thi vio View Window Freeze Panes Unfreeze Panes

St dung Watch Window

Tinh ning nay gitip ta theo ddi c4c  trong qua trinh tinh todn. Ban muOn gidm st
0 nao thi dUa né vao danh sach gidm st & clra sG cUa Watch Window. GOi cUa
sO Watch Window ban chon nhém Formulas  Formula Auditing  Watch
Window, sau d6 chon 6 can theo d&i va nhan vao nit Add Watch trén clta sO
Watch Window.




Watch Window v
2 Add Watch,., <4 Delete

Book Sheet Mame Cell Value Formula
BaiTHS.xls  Inwestment 010 $63,555 =SUMPRODLUCT($0%4:3049, 5B4+4: $B59)
BaiTHS.xls  Investment F11 $375,000 =B11%50%
BaiTHSxls  Investment H10 $262,500 =SUMPRODUCT{$H$4: $H$D bE$4:3B49)
2 ~? .
Cua sO Watch Window

BAI 8: HAM TRONG EXCEL

- Cac khai niém
Giéi thiéu cong thirc (Formula)
Cong thUc gitp bang tinh h{tu ich hon rat nhi€u, n€u khong cé cic cong thic thi
bang tinh ciing gi®ng nhU trinh soan thdo vin ban. Ching ta dung cong thic dé€
tinh toan tU cdc d{ li€u luu tr(r trén bang tinh, khi d{t 1iéu thay d6i cic cong thitc
ndy s€ tU ddng cap nhat cic thay ddi va tinh ra k€t qua mdi gitp chiing ta d6
tOn cdng sUc tinh 1ai nhi€u 1&n. Vay cong thlc c6 cdc thanh phan gi?



Cong thic trong Excel dugc nhdn dang 1a do né bat ddu 1a dau = va sau dé 1a su
k€t hop cUa céc todn tU, cic tri sO, cic dia chi tham chi€u va cdc ham.

Vidu:
—Déu bing

— 11150
Toan t

Ham
|7 |—Tha:111 chiéu

= 40000 — IF(C5>=25000.80%*C5.C5)

Vi du vé cong thlc

C4c toén tU trong cong thUc

+ COng =3+3 3cOng3la6

- Tru =45-4 45 trir 4 con 41

* Nhén =150%*.05 150 nhan 0.50 thanh 7.5

/ Chia =3/3 3chia31al

A Lily thira =274 =167(1/4) |2 liy thifa 4 thanh 16 L&y
cin bac 4 cUa 16 thanh 2

& NGi chubi ="L&” & “Thanh” | NGi chuli “Lé&” va
“Thanh” 1ai thanh “Lé
Thanh”

= Bang =Al1=B1 Vidu o Al=3, 6 Bl1=6 K&t
qud: FALSE

> Lén hon =A1>Bl1 Vidu 6 Al=3, 6 B1=6 K&t
qud: FALSE

< Nho hon =Al1<Bl1 Vidu d Al=3, 6 B1=6 Két




qud: TRUE

>= L&n hon hodc | =Al1>=Bl Vidu 6 Al=3, 6 B1=6 K&t
bang qud: FALSE

<= Nho hon hodc | =Al<=Bl Vidu 6 Al=3, 6 B1=6 Két
bang qud: TRUE

<> Khéc =Al<>B1 Vidu 6 Al=3, 6 B1=6 Két

qud: TRUE

: Daucichcic | =Sum(Al,BI) Vidu 6 Al=3, 6 B1=6 K&t
tham chi€u qua: 9
Tham chi€u =Sum(Al:B1) Vidu 6 Al=3, 6 B1=6 Két
mang qua: 9

khodng | Trd vé cic =B1:B6 A3:D3 | Trd vé€ gid tri clla 6

trang giao gilra 2
vung

Th( tu Uu tién cUa céc todn tlr

Todn tor Mb ta Uu tién

: (hai chdm) (1 khodng trang) , (ddu | To4n tU tham chi€u 1
phdy)

- SO am (vi du -1) 2
% Phéan trim 3
A Liy thtra 4
*va/ Nhan va chia 5

+va— COng va tru 6




& N®&i chubi 7

=<><=>=> So sanh 8

Giéi thiéu ham (Function)

Ham trong Excel dugc 18p trinh san dung tinh toan hodc thuc hién mot chifc
ning ndo dé. Viéc st dung thanh thao cdc ham sé gidp ching ta ti€t kiém dugc
rat nhi€u thdi gian so vdi tinh todn thU cdng khong diing ham. C4c ham trong
Excel rat da dang bao trim nhi€u Iinh vuc, cé nhitng ham khong yéu cau doi s0,
c6 nh{ng ham yéu cdu moOt hodc nhiéu dbi s6, va cic doi sO c6 thé 1a bat budc
hoac tu chon.

=Rand(): ham khong c6 doi sO
=If(A1>=5,"Pat”,”Rét”): ham 3 d6i sO
=PMT(10%,4,1000,,1): ham nhi€u d6i sO va ddi sO tity chon
Trong Excel 2010 c6 cdc ham chinh nhu sau:

Ham ngoai: Call, Registed.ID,...

Ham 18y d(t 1iéu tU SSAS: Cubeset, Cubevalue,. ..

Ham d{ liéu: Dmin, Dmax, Dcount,...

Ham ngay va thdi gian: Time, Now, Date,....

Ham kY thuat: Dec2Bin, Dec2Hex, Dec20ct,...

Ham tai chinh: Npv, Pv, Fv, Rate,...

Ham thong tin: Cell, Thong tin, IsNa,...

Ham luan ly: If, And, Or,...

Ham tham chi€u va tim ki€m: Choose, Vlookup, OffSet,...

Ham toédn va luQng giic: Log, Mmult, Round,...

Ham th6ng ké: Stdev, Var, Countlf,...



Ham vin ban: Asc, Find, Text,...

Ching ta s€ cting nghién cUu cédch s& dung tUng ham trong cdc nhém ham trén &
cdc phan sau.

Nhap cbéng thirc va ham

Nhap cong thUc trong Excel rat don gidn, muOn nhap cong thlc vao 6 nao ban
chi vi€c nhap dau = va sau d6 12 su k€t hgp cUa céc todn tl, cic tri sO, cdc dia
chi tham chi@u va cdc ham. Ban c¢6 thé nhin vao thanh Formula dé thay dugc
tron cong thUc. MOt di€u hét stc 1uu ¥ khi 1am viéc trén bang tinh 12 trdnh nhap
truc ti€p cdc con s0O, gid tri vio cong thlc ma ban nén dung dén tham chiéu.

Vidu:

A B C D E
1 _Nam | 0 | 1 2 3

2 Déngtién} -2.000{  -100 600 800
3

4 MNPV |=NF"‘J§I2.§C52 5G524B2

Minh hoa ding tham chi€u trong ham

G H I
3

r
T

&=

Trong vi du trén, & d6i sO th(r nhat cla ham NPV ching ta khong nhdp truc sudt
chi€t tinh 10% vao ham ma nén tham chi€u dé€n dia chi 6 ch(ta né 1a 12, vi n€u 1ai
sudt c6 thay d0i thi ta chi cdn nhap gid tri m&i vao 6 12 thi chiing ta s& thu dugc
k€t qua NPV mdi ngay khong can phdi chinh sUa 1ai cong thifc.

Gid sU c4c 6 €2:G2 duQc dat tén 12 DongTien, va 6 I2 dat tén 12 LaiSuat (Xem lai
cdch dat tén viung & bai sO 1) thi trong qud trinh nhdp cong thlic ban c6 thé€ lam
nhU sau:

B1. Tai 6 B4 nhap vao =NPV(

B2. Nhén F3, cUfa sO Paste Name hién ra
B3. Chon LaiSuat va nh@n OK

B4. Nhap dau phdy (,) va gd F3

BS5. Chon DongTien va nhan OK

B6. Nhap dau déng ngodc rdi nhap dau +



B7. Nhap chult vio 6 B2

B8. Nhan phim Enter
A B C D E F G H I
Nam 0 1 2 3 4 5 r
Dang tién -2.000 -100 600 a00 1,100 a00 10%

NPV | =N P‘ul’i Lai 5_u at,
Paste Name EWZ'

Paske name

[ Nhin F3 1 h
[

\
oK \ ] [ Cancel

233 23R 28] e ~|o o] &]w|ns| -

Chen tén viing vao cong thltc

MOt trong nhitng cich dé dang nhat d€ st dung ham trong Excel 12 st dung thu
vién ham. Khi ban mu6n st dung ham nao chi vi€c vao thanh Ribbon ch @
nhém Formulas ~ Function Library -> chOn nhém ham -> chon ham can st dung.
Ngoai ra ban c6 thé nhan vao ndt £ d& g0i hOp thoai Insert Function mdt cich
nhanh chéng va khi can tim hi€u vé& ham nay ban chi can nhan vao Help on this

Junction.



Function Arguments EJEJ

Py

Insert Function

Search Far a fumckion: Rate |Laicuat] E] -
Type a brief description of what wou want to do and & Yaluel |[CongTien @ = J-100,600, 700, 1100,900}
o 5 600, 500, §
Walue? fez| =

Or select a category: | Financial

Select a function:

MOMIMAL

MPER = 2321615451

F.eturns the net present value of an Investment based on a discount rate and a serles of future
ODDFPRICE payments {negative valies) and income {positive valuzs),
ODDFYIELD Rake: isthe race of discount ower the lengch of one period,
ODDLPRICE
QDDLYIELD

MP¥(rate,valuel,valuez,..}

Returns the net present value of an investment based| Farmula resule = 2,316, 15
series of future payments (negative walues) and incon

Help on this Function Ok ] [ Cancel
Help on this function I fol's ] ’ Cancel

HOp thoai Insert Function
Tham chiéu trong cong thuirc
Céc tham chi€u st dung trong cdng thlc gitp cho chiing ta khdi tOn cong stra
ch(ra cdc cong thUc khi céc gia tri tinh todn c6 su thay d6i. C6 3 loai tham chi€u
sau:
Tham chi€u dia chi tuong d6i: C4c dong va cOt tham chi€u sé thay dGi khi
chiing ta sao chép hodc di dGi cong thlic dén vi tri khac mOt lUgng tuong
Ung vGi sO dong va sO cOt ma ta di dOi. Vi du A5:B7, C4
Tham chi€u dia chi tuyt d0i: Cdc dong va cOt tham chi€u khong thay d6i
khi ta di dOi hay sao chép cong thUc. Vi du $A$5:$B$7, $C$4
Tham chi€u hOn hgp: PhOi hgp tham chi€u dia chi tuong doi va tuyét doi.
Vi du A$5 nghia 1a cOt A tuong doi va dong 5 tuyét doi.
Luu y: Dau $ trude th( tu cOt 12 ¢O dinh cOt va trudc th(r tu dong 12 ¢6 dinh
dong. Nhan phim F4 nhi€u 1an d€ (tuyét d6i) cO dinh/ bd cO dinh dong hodc
cOt.
Nhan phim F4 nhi€u 1an d€ (tuyét d6i) c6 dinh/ bd c6 dinh dong hodc cOt.
Vi du: Tinh thanh tién bang SO 1ugng nhan Gi4. PGi sang gid tri Thanh tién sang
VND. Tinh tOng c4c cOt Thanh tién va cdt VND.



A B C D E

1 Nguwdi mua| 56 lirong Gid | Thanh tién | Tién VND
2 Binh 4 §2.50 My
3 |Binh 2 §2.50 = I B c D - E a
4 _Binh 1| 52501 4 Nguwéi mua| Sé lieong Gid | Thanh tién | Tién VND
> |Binh 3| 52501 5 'Binh 4 52560 51000 160000| D2=B2°C2
§ 1B 1 51251 "3 Binh 2] 5250 5500 | 80000| D3=B3"C3
I B 41 51251 4 Binn 1| 5250 $250| 40000 D4=B4*C4
§ Burc 6l 31251 5 'Bigp 3 5250 5750 120000| D5=B5*C5
9 Hoa 2| $1.00| ¢ e 1| 5105 $125| 20000| D6=B6CE
10 Hoa 2| $1.00 7 [Biic 4] 5195 5500 | 80,000 D7=B7*C7
11 Hoa 3] 5100 8 Dirc 5 51025 5750 | 120.000 D8=B8*C8
12 Thanh 1 $1.25 9 Hoa 2] §$1.00 $2.00| 32.000 D9=B9*C9Y
13 Thanh 2] $125| 40 Hoa 2 5100 5200 | 32000 D10=B10*C10
14 Thanh . 2] 51251 44 Hoa 3 5100 5300 48000 D11=B11°C11
15 Tong 12 Thanh 11 5125 §125| 20000 D12=B12°C12
16 13 Thanh 2 5125 5250 | 40000 D13=B13°C13
14 Thanh 2] 5125 5250 40000 D14=B14*C14
15 Téng $52.00 | 832,000
16
17 Ty gia] _ 16.000 | D15=SUM(D2:D14) E2=D2°BS17

Minh hoa dia chi tuong d6i va tuyét doi

B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca vung D2:D14 va
g0 <Ctrl+D>. Viao cic 6 D3, D4... D14 ta thdy cong thlc cic dong tu dOng dugc
thay dGi tudng Ung vGi khodng cich so vGi & D2. TruOng hop nay chiing ta diing
dia chi tuong d6i cla B2*C2 12 vi chiing ta muOn khi sao chép cong thlc xubng
phia dudi thi dia chi cdc 6 tinh todn sé& tu dOng thay dbi theo.

B2. Tai 6 E2 nhap vao =D2%B$17 va Enter, sau dé chép cong thlic xudng cic 6
E3:E14. Chiing ta can cO dinh dong 17 trong dia chi ty gid B17 vi ta muOn khi
sao cong thirc xuOng thi cdc cdng thlic sao chép van tham chi€u dén 6 B17 dé

tinh toan.

B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chép sang 6 E15.

Luuy:
Tham chi€u dén dia chi & worksheet khdc nhung cting workbook thi c6
dang

Tén_sheet!Pia_chi 6. Vi du:
=A2*Sheet2!A2
=A2*’Thong so’!'B4



Khi tén sheet cé chla khodng trang thi d€ trong cap nhdy don *’

Tham chi€u dén dia chi trong workbook kh4c thi c6 dang

[Tén_Workbook]Tén_sheet!Pia_chi 6.

Vi du:

=A2*[Bai2.xlsx]Sheet3!A4

=A2*’[Bai tap 2.xlsx]Sheet3’! A4

Khi tén Sheet hay Workbook c6 chlta khoan trdng d€ trong cdp nhdy don <
=A2*’C:\Tai lieu\[Bai tap 2.xIsx|Sheet3’!A4

Khi tham chiéu dén workbook khdc ma workbook nay khong mo
=A2*\\DataServer\Excel\[Bai tap 2.xIsx]Sheet3’!A4

Khi tham chi€u dén tai nguyén chia s& trén mdy chu trong mang

Cac 16i théng dung (Formulas errors)

Céc 10i thong dung

Loi Gidi thich

#DIV/0! Trong cong thUic c6 ch(ra phép chia cho 0 (zero) hodc chia 6 rOng

#NAME? [Do ddnh sai tén ham hay tham chi€u hodc d4nh thi€u ddu nhdy

#N/A Cong thlc tham chi€u dén 6 ma c6 diing ham NA d€ ki€m tra su
tOn tai cUa d{t 1iéu hodc ham khong c6 két qua

#NULL!  |Ham s dung d{¥ li€u giao nhau cUa 2 viing ma 2 ving nay khong
c6 phan chung nén phan giao rong

#NUM! Van dé doi vGi gid tri, vi du nhu ding nham sO Am trong khi diing
phadi 12 sO duong

#REF! Tham chi€u bj 101, thudng 12 do 6 tham chi€u trong ham bi xéa

#VALUE! [Cong thUc tinh todn c6 ch(ta ki€u d(r li€u khong diing.




- Ham xQ ly dit liéu ki€u s6

_ 16.2. HAM KIEM TRA PIEU KIEN IF.
- - Ca phap:

- =IF(Btdk, S1, S2)

- - Thuc hién: Ham s€ tinh toan va ki€m tra Btdk. Néu Dk diing thi trd vé
k€t qua 1a gid tri S1, ngugc 1ai n€u Pk sai thi trd vé két qua 1a gia tri S2.

- Vi du: D€ xét két qud cho hoc sinh, ciin c vao TOng di€m.
-+ N&u Téng di€ém >=5 - PO; con 1ai 1a Truot.

_ ZIF(D2>=5, “D&”, “Truot”)

- Trong d6: D2 la dia chi cUa 6 chlta TGng di€m.

- * Chi ¥: Trong thuc t€, ban than S1 va S2 1ai 1a cdc ham IF (cAu 1énh IF
16ng nhau). Khi d6 chii y c6 bao nhidu ham IF thi k&t thiic phdi c6 bay nhiéu
déng ngoac => Cu phdp:

=IF(Pk1,S1, IFPK2,S2,....IFMkN,SN,SN+1)...)
Vi du: D€ x€p loai cho hoc sinh ciin c(r vao DTB.
+ Néu bTB<5: TBY.
+ Né€u 5=<PTB<=6.5: Khi.
+ Con lai 1a Gioi.
=IF(D2<5, “TBY”, IF(AND(D2>=5,D2<=7), “Kha”, “Gi0i”))
16.3. CAC HAM TOAN HOC.

16.3.1. Ham SUM(Vung gia tri)
- Ham tinh tGng gi4 tri c4c 6 trong viing.



16.3.2. Ham AVERAGE(Vung gia tri)
- Ham tinh trung binh cOng cla céc .

16.3.3. Ham MAX, MIN(Vung gia tri)
- Ham tim gi4 tri 1én nhat hodc nhd nhat.

16.3.4. Ham PRODUCT(Viing gi tri)

- Ham tinh tich gi4 tri cdc 0.

16.3.5. Ham COUNT(Vung gia tri)

- Ham d€m s0 6 chlra gid tri ki€u sO trong viing.
16.3.6. Ham COUNTA (Vung gia tri)

- Ham d€ém s0 6 c6 chlra d(r liéu.

16.3.7. Ham INT(M/N)

- Ham 18y gid tri phan nguyén cla phép chia M/N.

16.3.8. Ham MOD(M, N)
- Ham 13y gid tri phan du cUa phép chia M cho N.

16.3.9. Ham ROUND(Bts0, N)
- Ham s€ 1am tron BtsO t&i N phan 1&. Trong dé:

+ N>0: Ham s€ 1am tron sang bén phdi dau phdy (1am tron phan thap phan).
ROUND(357.576, 2) = 357.58

+ N=0: Ham sé€ tron vé sO nguyén gan nhat.
ROUND(357.576, 0) = 358

+ N<0: Ham s€ tron v€ bén trdi ddu phdy (1am tron phdan nguyén).
ROUND(357.576, -2) = 400

16.3.10. Ham x&p vi thit RANK(X, Ving gia tri)

- Ham sé xac dinh th& hang cula gié tri X so v&i cac gia tri khac trong Vung gia tri. Trong do:
X la dia chi 1 6; Vung la dia chi 1 cot/hang c6 chira X va phai dé tuyét doi).



B. CAC HAM TiNH TOAN NANG CAO
CAC HAM TINH TOAN CO PIEU KIEN.

Ham d€m va thdng ké theo di€u kién COUNTIF.
- C1a phap:

=COUNTIF(Vung di€u kién, Pi€u kién)

- Thuc hi€n: Him s& dém s0 6 trong Vung di€u ki€én ma thod min di€u ki€n
tuong Ung dua ra.

Trong do:
+ Vung di€u ki€n: La 1 hang/cOt c6 chlra cdc gia tri can dém.

+ biéu kién: La dia chi cQa 1 6 ch(fa di€u kién hodc 1 Btdk cu thé dugc

2

dat trong cap dau nhdy kép “.....”.

Vi du: P&€m s0 ngudi c6 chlic vu 1a NV => Cong thlc:
=COUNTIF(B2:B8, “NV”)

hodc =COUNTIF(B2:BS, G2)

Trong do:
+ B2:B8: La dia chi clla cOt ch(ta ChUc vu (Vung di€u kién).
+ G2: La dia chi cUQa 6 chta diéu kién NV (O diéu kién).

16.6.2. Ham tinh t@ng theo di€u kién SUMIF.
- C1a phap:

=SUMIF(Vung di€u kién, Diéu kién, Vung gia tri)

- Thuc hi€n: Ham sé tinh tOng gi4 tri cUa cdc 6 trong Ving gid tri ma c6 di€u
ki€én thod man 6 di€u kién.



Vi du: Tinh tGng thu nhdp cla nh{ng nguGi c6 Chilc vu 1a NV => Céng thUc:
=SUMIF(B2:B8, “NV”, H2:H8)
hoac =SUMIF(B2:B8, G2, H2:HQ)

Trong d6: H2:H8 1a dia chi cUla cOt ch(a gid tri thu nhap (Ving gi4 tri tinh
toan).

* Chit ¥: Cdc ham tinh todn c6 di€u ki€én SUMIF, COUNTIF chi tinh dgc véi 1
diéu kién, nhung c6 th€ sao chép cho nhi€u chi tiéu khdc nhau (Khi d6 ta phdi
tuy€t dGi dia chi clla Vung di€u kién va Vung gi tri).

i Ham xU 1y dir liéu dang chuoi
3. MOT SO HAM VE XAU KY TU (POI VOI CHU).

4. Ham LEFT(Bt xau ky tu, N)
5. - Ham lay ra N ky tw bén trai ctia Bt xau ky tu.

6. Ham RIGHT(Bt xau ky tu, N)
- Ham lay ra N ky tw bén phai ctia xau.

~

8. Ham LEN(Bt xau ky tu)
9. - Ham dém s6 chir cai trong xau (bao goém ca chir s0).

10.Ham VALUE(Bt xau ky tu s6)
11. - Ham chuyén xau ky tw s6 vé dang so.

. Ham ndi xdu CONCATNATE(X4u ky tu 1, Xau ky tu 2) hoac Xau ky tul&
Xau ky tu2

4.Ham xur ly dir li€u dang ngay thang
MOT SO HAM VE THOI GIAN.

- Ham NOW() hoac TODAY()
- - Ham lay ngay thang hién tai.



Ham YEAR(Bt ngay thang)
- - Ham lay s6 hiéu nam cua Biéu thirc ngay thang.

- Tuwong ty cac ham khac: MONTH (Thang), DAY (Ngay), HOUR (Gio), MINUTE (Phat),
SECOND (Giay).

12.Ham théng ké va théng ké c6 diéu kién
Nhém ham vé thOng ké

AVEDEV (number], number2, ...) : Tinh trung binh d0 1éch tuyét d0i cic di€m
d(r liéu theo trung binh cUa ching. ThuOng dung lam thudc do vé su bi€n doi

cUa tap sO liéu

AVERAGE (numberl, number2, ...) : Tinh trung binh cOng

AVERAGEA (numberl, number2, ...) : Tinh trung binh cOng cUa céc gi4 tri, bao
gOm ca nhiing gid tri logic

AVERAGEIF (range, criterial) : Tinh trung binh cOng cUa cdc gi4 tri trong mOt

mang theo mOt di€u kién

AVERAGEIFS (range, criterial, criteria2, ...) : Tinh trung binh cOng cUa céc gia
tri trong mOt mang theo nhiéu diéu kién

COUNT (valuel, value2, ...) : D&m s0 6 trong danh sich

COUNTA (valuel, value2, ...) : DEm s6 6 c¢6 chlra gi4 tri (khong rOng) trong danh
sach

COUNTBLANK (range) : D&€m cic 6 rOng trong mOt viing

COUNTIF (range, criteria) : P&€m sO 6 thda mOt di€u ki€n cho truGc bén trong
mOt day

COUNTIEFES (rangel, criterial, range2, criteria2, ...) : Pém s0 6 thda nhi€u di€u
kién cho trudc



DEVSQ (numberl, number2, ...) : Tinh binh phuong d6 1&ch cac di€m d{r liéu tur
trung binh mau cla ching, r6i cOng cdc binh phuong d6 1ai.

FREQUENCY (data_array, bins_array) : Tinh xem ¢6 bao nhiéu gi4 tri thuGng
xuyén xudt hién bén trong mOt diy gid tri, r0i trd vé mét mang dlng céc s0.
Luon sU dung ham nay & dang cong thlc mang

GEOMEAN (numberl, number2, ...) : Tra vé trung binh nhan cla mOt diy cic sO
duong. ThuOng dung d€ tinh mUc ting trudng trung binh, trong d6 14i kép c6 cic
13i bi€n d6i dugc cho trude...

HARMEAN (numberl, number2, ...) : Trd vé trung binh di€u hoa (nghich ddo
cUa trung binh cOng) cUa céc sO

KURT (numberl, number2, ...) : Tinh d0 nhon cUa tap sO li€u, bi€u thi m{c
nhon hay mUc phang tuong d6i clla mOt phan bo so vGi phan bd chudn

LARGE (array, k) : Trd v€ gia tri 16n nhat th( k trong mOt tap sO li€u

MAX (numberl, number2, ...) : Trd v€ gia tri 16n nhat clla mOt tap gi4 tri
MAXA (numberl, number2, ...) : Trd v€ gid tri 16n nhat cla mOt tap gi4 tri, bao
gOm cd cdc gid tri logic va text

MEDIAN (numberl, number2, ...) : Tinh trung binh vi cUa cic sO.

MIN (numberl, number2, ...) : Trd v€ gi4 tri nhd nhat cla mOt tap gid tri
MINA (numberl, number2, ...) : Tra vé gi4 tri nh® nhat clla mot tap gid tri, bao
gOm ca céc gid tri logic va text

MODE (numberl, number2, ...) : Trd v€ gid tri xudt hi€n nhi€u nhat trong mot
mang gi4 tri

PERCENTILE (array, k) : Tim phan vi th(f k cUa céc gid tri trong mOt mang d{t
liéu

PERCENTRANK (array, x, significance) : Trd vé& thr hang (vi tri tuong d6i) cla
mOt tri trong mOt mdng d{¥ li€u, 14 sO phan trim cla mang d{ liéu d6

PERMUT (number, number_chosen) : Trd v€ hodn vi cUa cdc d6i tuong.



QUARTILE (array, quart) : Tinh di€m t( phan vi cUa tap d(t li€u. ThuOng dugc
dung trong khdo sat d( li€u d€ chia cc tap hgp thanh nhi€u nhém...

RANK (number, ref, order) : Tinh th(& hang cla mét s6 trong danh sich cic sO
SKEW (numberl, number2, ...) : Trd vé d0 1&ch cUa phan phOi, md td d0 khong
d0i xUng cUa phan phOi quanh tri trung binh cla né

SMALL (array, k) : Trd v€ gi4 tri nhd nhat th( k trong mot tap sO

STDEV (numberl, number2, ...) : UGc Iuong dd 1&ch chudn trén co s& mau
STDEVA (valuel, value2, ...) : U'Gc lugng d6 1&ch chudn trén cd s& mau, bao
gOm cd nhimng gid tri logic

STDEVP (numberl, number2, ...) : Tinh d0 1éch chudn theo toan thé tdp hgp
STDEVPA (valuel, value2, ...) : Tinh d0 1&ch chudn theo toan thé tap hop, ké

ca ch{r va cdc gi4 tri logic
VAR (numberl, number2, ...) : Trd v€ phuong sai dUa trén mau
VARA (valuel, value2, ...) : Tra v€ phuong sai dua trén mau, bao gdm ca céc tri
logic va text
VARP (numberl, number2, ...) : Tra v& phuong sai dua trén toan thé tap hop
VARPA (valuel, value2, ...) : Trd v€ phuong sai dUa trén toan thé tap hgp, bao
gOm ca céc tri logic va text.
TRIMMEAN (array, percent) : Tinh trung binh phan trong cla mot tap dit 1iéu,
bang cich loai ty 1& phan trim cla céc di€m d{r liéu & ddu va & culi tap dir
liéu.

13.Ham logic

CAC HAM LOGIC.
- La c4c ham chi trd vé gi4 tri TRUE hodc FALSE, nén thuOng dung trong
cdc ham tinh todn c6 di€u kién.

Ham AND (Btdkl, Btdk2):
- Ham trd vé gi4 tri 12 TRUE néu tat cd cic Pk ding. Nguoc 1ai trd vé gia
tri FALSE néu 1 trong c4c Pk sai.



Ham OR(Btdkl, Btdk2):
- Ham trd vé gi4 tri 1a TRUE néu 1 trong cdc Pk ding. Nguoc 1ai trd vé
gi4 tri 1a FALSE néu tat c3 cdc Pk sai.

7. Ham vé tim kiém va thong s6

a. Him do tim va tham chi€u theo c6t VLOOKUP.
- Cua phap:

=VLOOKUP(X, Bang tham chi€u, COt tham chi€u, N)

- Thuc hién: Ham s€ do tim gi4 tri X vao trong Bang tham chi€u d€ 13y ra gia
tri tuong Ung cla X trén COt tham chi€u.

Trong do:
+ X: La gid tri mang di do tim.

+ Bdng tham chi€u 14 1 bang ch(a gi4 tri X va cic gi4 tri tinh toan tUong
Ung.

+ COt tham chi€u 12 sO th( tu cla cOt chlra gid tri tuong Ung cla X trong
bdng tham chiéu.

+ N: La céach do (0 hoac 1):

- N=0: Gi4 tri do tim X va céc gi4 tri trong bdng tham chi€u phai
chinh x4c bang nhau (Do tim tuyét doi).

- N=1: Gid tri X va céc gid tri trong bang tham chi€u chi xap xi bang
nhau (Do tim tudng doi). Khi d6 bang tham chi€u phai dugc sdp x€p ting
dan.

Vi du 1: D€ tinh PCCV cin ¢ vio Ma CV ciing v&i BTC PCCV => Cong
thc:

=VLOOKUP(B2, E10:F14, 2, 0)

Trong do:



+ B2: La dia chi 6 chra Ma CV cla NV.

+ E10:F14 1a dia chi cla BTC PCCCV nhU sau:

Bang tham chi€u PCCV

Chlcvu | PCCV

Gb 200000
PGb 150000
NV 100000

Vi du 2: B€ x4c dinh Bon gia ciin c(f vaio Pudng kinh ciing v&i Bang dinh gia
=> Cong thUc:

—VLOOKUP(B2, E10:F15, 2, 1)
Trong do:
+ B2: La dia chi 6 ch(a gid tri duOng kinh thuc t€.

+ E10: F15 1a dia chi cUa bang dinh gi4 nhu sau:

Bang dinh gia
buGng | Don gid
kinh
15 10000
20 15000
25 20000
30 25000

b. Ham do tim va tham chi€u theo haing HLOOKUP.
- Ca phap:

=HLOOKUP(X, Bang tham chi€u, Hang tham chi€u, N)



- Thuc hién: Tuong tu nhu ham VLOOKUP, nhung khac nhau: bang tham
chi€u cla ham VLOOKUP dudgc t0 chlc thanh tUng cOt, con bang tham chi€u
cla ham HLOOKUP phadi dugc t6 chlic thanh tUng hang.

Vi du: D€ xic dinh Phong ban cho NV ciin c(f vio Mi NV cuing vGi bang tham
chi€u phong ban => Cong thlfc:

—HLOOKUP(C2, H11:K12, 2, 0)
Trong do:
+ C2: La dia chi 6 ch(ra Ma NV.

+ H11:K12 la dia chi cUa BTC phong ban nhu sau:

Bang tham chi€u phong ban

Mal A B C

Phong ban|Hanh chinh| Nhan su'|{K€& hoach

c¢. Him dinh vi MATCH.
- C1a phap:

=MATCH(X, Bang tham chi€u, N)

- Thuc hi€n: Ham sé xdc dinh sO th( tU cUa 6 chlra gia tri X trong bang tham
chi€u.

Trong do:
+ X 1a gid tri can x4c dinh vi tri.
+ Bang tham chi€u: thudng 12 1 hang hodc 1 cOt ¢ chira gid tri X.
+ N: La cach do giOng nhu clla ham VLOOKUP.

d. Ham do tim va tham chi€u theo cOt va hang INDEX.
- Cua phap:



=INDEX( Bang tham chi€u, Hang N, Cot M)

- Thuc hién: Ham s& do tim vao trong bang tham chi€u d€ 13y ra gid tri clia 6
nam trén hang N, cOt M cUa bang tham chiéu.

* Trén thuc t€, ta phdi k€t hop ham MATCH va ham INDEX d€ tinh toan.
Ham MATCH c6 nhiém vu xdc dinh ra hang N, ¢Ot M cho ham INDEX. Khi
do6, ta phdi diing ham MATCH chi€u vao cOt cUa bang tham chi€u trudc va
vao hang cUa bang tham chi€u sau.

Vi du: P€ xé4c dinh don gid ciin c vao Ma phong cuing v&i bang tham chi€u
gid phong => Cong thlc:

=INDEX(B14:E16, MATCH(VALUE(RIGHT(B2,1)),B14:B16,0),
MATCH(LEFT(B2,1),B14:E14,0))
Trong do:

+ B2: La dia chi cUa 6 ch(ra Ma phong (Bao gOm: Loai phong va SO
giuOng: AO1, B02, CO1,......).

+ B14:E16 1a BTC gia phong nhu sau:

Bdang tham chi€u gid phong

A B C

1 60000 50000 40000

2 65000 55000 45000

+ Ham VALUE: La ham dung d€ chuyé&n ch(r sO thanh con sO.

* Chii y: Khi st dung cdc ham tham chi€u, bat bubc phdi xy dung cic bang
tham chi€u; va khi c@n sao chép bat budc phai tuyét dbi dia chi clia bang
tham chi€u.



BAI 9: PO THI VA IN AN

i. DO thi



Cac thao tac véi do thi
Chon thanh phan trén doé thi,
0 Cach dé nhét la'ding chudt nhadp 1én thanh phah cin chon, thahh phan
dugc chon se’c6 4 hodc 8 niit xudt hién bao quanh.
Khi d6'thi da dugc chon, chiing ta c6 th€ ding ca¢ phim mii tén <« > fifl d& di
chuy€n dén cac thanh phah trong d6thi.

o Ngoai ra, ban c6 th€ chon ca¢ thanh phah tai Chart Tools Format

Current Selection

m Home Insert P

—
Chart Area ™ —
Back Wall

Chart Area

Floar

Harizontal (Category] Axis
Legend
| Plat Area
Side Wall
Vertical [Value] Axis
Vertical [Value] Axis Major Gridlines
Walls
Series "Customers
Series "Total Sales

Chon thanh phan trén do6 thi
Di chuyén db thi,
« D6'thi la'Embedded Chart, nhap trai chudt 1én do'thi vung Chart Area dé chon
dd'thj di chuyén, khi do’dau con trd chudt ¢6 thém ky hi€u miii tén 4 chiéu (xem
hinh duoi).
 GiUtrai chudt va'di chuyén d6'thi déh noi khac.
Thay ddi kich thuot do 'thi
« P6'thi la'Embedded Chart, hap trai chudt 1én do'thi vung Chart Area dé chon do'
thi can thay déi kich thuoc¢, khi do’xung quanh d6'thi xuaf hién 8 nit nam.
* Di chuyén chudt vao ca¢ nit nay, giu"trai chudt va'ked huohg vo tAm do'thi dé
thu nho va'huGhg ra ngoai dé phong to.



Sao chép db thi,

Chon d6'thj, dung t6 hgp phim <Ctrl+C> d€ chep d6'thi vad b0 nho; rdi di
chuyén d&h mot 6 nao do'trong bang tihh va'nhah <Ctrl+V> d€ dah do'thi vao.
X6a dé thi,

Chon d6'thj sau d6 nhan phim Delete d€ x6a d6'thi. D& x6a Chart Sheet, truo¢
tién hay chon Chart Sheet, sau d6 nhap phdi chult va'chon Delete tU thuc don
ng(t canh hién ra.

Thém cac thanh phan cuta dé thi

OChon dé thi O0Ochon Chart Tools O0Design OOChart Layouts St dung
cac nhém lénh tao cac thanh phan twong (rng trén doé thi dwoc
thiét ké sdn nhw twa dé, chu thich, cac nhan, dwong lwoi,...

Sap xép va x6a cac thanh phan cta db thi
MOt sO thanh phan trong d6'thi ¢6 th€ di chuy€én dugc nhu tua d€, chi
thich, nhan. Mu®n di chuy&n thahh phah nao trug¢ tién hiy ding chult
chon né, sau d6 nhdp va'gi(r trai tai canh cUa thanh phan va'keo d€n vi tri
mOi trong do thj.

Ngoai ra c6 th€ vad Chart Tools Layout ch @t (& dc danh sach thiét
k€ san.

D€ x6a thanh phah nao, ban chi can diung chudt chon thahh phan d6 va'

pd ’
nhan phim Delete.
m Home Insert Page Layout Farmulas Data Review View Cresign Layout Farmat
Chart Area - = = . i i . L] Chart Wall =
d P A8 | Ve | ] | | [l

ormat Selection o #@iy| Chart Floor =
By Format Selecti Chart Fl
7 Ficture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines
qﬁ Reset to Match Style . Box Title = Titles = B Labels * Tahle = - - |} 3-D Rotation

CI_II'I.'-':I.'It.5-’:|E-It!-3ﬂ. | Insert | Lal:nl;_l; | Aes | !3:—.-::-'-;|r-:|l_|n-:l
Cac thanh phan trén do thi
ii. In &@n
In do6 thi

In d6'thj cling giGng nhu in ca¢ dOi tugng kha¢ cUa Excel 1uu y Print
Preview truoc khi in € ddm bao trang in dugc tron ven n0di dung.



Néu ban mubn in d6'thi thahh mOt trang riéng thi‘hdy chon d6'thj va'nhdp
ntit Print d€ in, khi d6 Excel chi ra 1énh in d6'thi ma'ban dang chon.
Hiéu chinh va dinh dang d6 thi
Vié€c hiéu chinh va'dinh dang ca¢ thahh phan trén do'thi ta c6 th€ ding Ribbon
hay ding ca¢ hQp thoai. Cach dé thuc hién nhat la'nhdp phai chudt 1én thanh
phan cah dinh dang va'chon Format ... hay nhan <Ctrl+1>. Sau diy la'minh hoa
hi€u chinh va'dinh dang mOt s6 thanh phan cUa do'thi.
Hiéu chinh Chart Area
Chiing ta c¢6 thé hi€u chinh mau sac, hi€u Ung, dudng ke] khung, d6 béng. .. cho
Chart Area banh cach: chon Chart Area nh $ ph @dchu ® ch m Format
Chart Area. ..



Format Chart Area

Fill ] Fill
Line Colar O o fil
Line Style O Salid fil
* Gradient fil
Shadow

O Picture or texture fil
Glow and SeftEdges | | (O pattern fil

3-D Format O Automatic

. ) Preset colors: -
Picture Corrections - E

Picture Color Type: . ﬁ
Artistic Effects Direction: — \ A
Crop Angle: H i
Size Gradient stops ) . g

Properties E'

nuues
e

moeoer

.J L
Alt Text Color @ J ﬁ
Brightness: _—
Transparency .
binh dang Chart Area

* Ngoai ra ban 6 th€ vad Ribbon  Chart Tools Format nh 6m Shape Styles

cO cung
cap rat nhi€u mau dinh dang dung san rat dep.
o Fill: Nhém 1€nh lién quan dén td nén cho thahh phan dang chon

o Border Color: Nhém 1€nh lién quan dén ké khung va'mau sdc cUa thahh
phan dang chon

o Border Styles: Cac ki€u duOng kef k& khung cUa thanh phah dang chon.



o Shadow: Lién quan dén vi€c d6 béng cho thahh phan dang chon

0 3-D Format: Tao hi€u Ung 3-D cho thanh phan dang chon.

Data Review View Design Layout Format
Dalshape Finl -
Automatic

Theme Colors

H EEERENENR WordArt Styles

H
Standard Colors
HE EEEEN
Mo Fill

8 More Fill Colors...

& Picture...

D Gradient

ﬂ Texture

DPinh dang bang Ribbon

Hiéu chinh Flot Area
Chon Plot Area  Chart Tools Format Shape Styles ch aki @
dinh dang
« Muln phéng to/ thu nhd Plot Area Nh @ chu @trai vao'cac'n it bao
quan Plot Area va'keo huong vo Plot Area d€ thu nhd va’huohg ra ngoai
Plot Area d€ phéng to.
Hiéu chinh tiéu dé do thi, chu thich, tiéu dé truc hoanh va truc tung,...
Tity theo ki€u dd'thj dang xUr ly'ma'E xcel cho phep ban hiéu chinh ca¢ loai tiéu
dé cla ki€u do'thj do.
P& thém tiéu dé chinh cho d6'thi vao: Chart Tools Layout Labels
Chart Title 1 @ch @aki &t Uanh sach

PE thém tiéu dé cho truc hoanh (hay truc tung) vao Chart Tools  Layout
Labels  Axis Titles 1 @ch @aki &t Wanh sach



~ | tn |~ whro =

00 ||

10

20
21
22
23
24
25

Hidden and Empty Cele

D€ thém chd thich vao Chart Tools Layout Labels Legend 1 &
chon kiéu tU danh sich

P& thém nhan d{t li€u vao Chart Tools Layout Labels Data Labels
1 @ch @aki @t Wanh sach

Pé thém bang d{t liéu vao Chart Tools Layout Labels Data Table
1 wch @aki &t Wanh sach.

Ngoai ra ching ta c6 th€ chen ca¢ Text Box vao do'thi Chart Tools
Layout Insert Text Box.

M E C D E F G H | J K L M
V& &b thi tin snat: - - -
Khoing | Tinsuit TS tich Iy DO THI TAN SUATVA TAN SUATTICHLUY
0-40 o 0% 50 - T— 100%
40-30 i 0% T 1+ 20%
r - o A0 T 80%
S0-60 1[!' 30% E @ 0% | L 702
60-70 20 0% e 0 A | T EEE"
r = A | T+ B,
T0-50 1Dr 2% = 20 4 | g L agm,
80-90 = 100% = ol § T 30%
o @4 L ' T 20%
90-100 0 100% = l 1 S0
2 - 1 .
TD“E 51} 0 040 40-B0 060 BOLTO TOLED 208D B0 100 %
— i s udt ] 3 10 20 10 3 [
o-Tinsuittich loy| 0% 10% 30% 0% B0% 100% 100%

Select Data Source

Chart datarange: | [Eg Khoang /\

The data rance is too complex to be distlayed, If a rew range is salect=d, it will replace all of
the series in the Series panzsl,

i h lay

Nhap phai chuot
1én @6 thi va chon
Select Data

Legend Entries {Series) Horizontal {Category) Asds Labels

ENmEE DD EEN

T2 sudt \
40-50 i

5050 ™
G60-70
70-80 w

Tan suat tich ldy
Chudi s6 liéu
va chu thich

Chu thich
truc hoanh

Hiéu chinh chud thich cho dd'thj tUr hOp thoai Data Source

Hiéu chinh dwéng lwoi ngang va doc

MuOn thém hay b6 duGng 1uoi truoc¢ tién ban chon Plot Area, 16i vao
Chart Tools Layout Axes Gridlines ch @ki & ph i1 hgp tU danh
sach.

n v oo



P& hiéu chinh mau sac, ki€u cla dudng 1U0i nao thi'chon né va'vao
Chart Tools Format Shape Style ch @ ki @& vamau's & theo nhu
cau.
Hiéu chinh cac truc MuOn hi€u chinh thong s6 cho truc trén do 'thi thi'ban hiy
chon truc nh @ ph dchu & ch m Format Axis... Sau diy la'gidi thich cac
thong sO trong hOp thoai Format Axis.

Format Axis

| s Options || Ads Options
Mumnber Minimum: @) Aute ) Eixed | |
Fill Maximum: .@. Auto () Fixed | |
Line Calor Major unit: @& aute O Fixed | |
Line Style Minor unit: @ autp O Fixed | |
Shadow [] values in reverse order

[] Logarithmic scale | |

Glow and Soft Edges

3-D Format

Picture Corrections Major tick mark type: | Outside w

Picture Color Minor tick mark type:
Artistic Effects Axis labels: Mext to Axis W
Crop Haorizontal axis crosses:
Aut ti
Size © Automatic
) Axis value: | |
Text Box

{:} Maximum axis value
Alt Text

Close

HOp thoai Format Axis tlly theo gia'tri cUa truc ma'ban chon

Value Axis

Hau hét ca¢ d6'thj trinh bay gia'tri trén truc tung va'phan nhém trén truc hoanh.
Cac ban nén chon th(r d€ biét rd hon cong dung cla cac tiry chon.



 Minimum Xéc dinh gia'tri nh® nhat trén truc (gia'tri khdi dau)
o Auto D€ Excel tU xa¢ dinh

o Fixed Qui dinh gia’tri nhd nhat cho truc

 Maximum Xa¢ dinh gia'tri 100 nhat trén truc (gia'tri két thic)
o Auto D€ Excel tU xa¢ dinh

o Fixed Qui dinh gia'tri nh® nhat cho truc

 Major unit Xac dinh gia'tri ca¢ khodng chia chinh trén truc.

o Auto D& Excel tu xa¢ dinh

o Fixed Qui dinh gia'tri nh® nhat cho truc

 Minor unit Xac dinh gia'tri ca¢ khodng chia phu trén truc.

o Auto D€ Excel tU xa¢ dinh

o Fixed Qui dinh gia’tri nhd nhat cho truc

* Values in reverse order Do th(r tu sap x€p cac gia'tri trén truc

« Logarithmic scale Chuy€n cac gia'tri trén truc sang hé logarith voi cd s6 do ta
qui dinh tai Base (khong th€ diing cho gia'tri Am hay bang 0)

« Display units Chon don vi hién thi trén tryc.
« Show display units label on chart Cho hi€n thj ca¢ nhin don vj trén do thj

* Major tick mark type Qui dinh cach hi€n thi ky hi€u phén cich chinh trén d6’
thi.

o None Khong sU dung

o Inside Hié€n thj phia bén trong truc

o Outside Hié€n thj phia bén ngoai truc

o Cross Hién thj cat ngang truc

* Minor tick mark type Qui dinh cach hi€n thj ky hi€u phan cich phu trén do6'thi.

» Axis labels Xa¢ dinh cach hi€n thi ca¢ nhan trén truc



o None Khong sU dung

o High Hién thi phia bén phai truc

o Low Hién thij phia bén trai truc

o Next to Axis Hi€n thj k€ bén truc (theo mac dinh)

 Horizontal axis crosses Cac 1Ua chOn qui dinh cach ma'tryc tung cat truc hoanh
(P06i voi dd'thi 3-D d6 chinh la'tuy chon Floor crosses at)

o Automatic Do Excel tU xac¢ dinh.

0 Axis value Xac dinh gia’tri ma’cac truc se”giao nhau

o Maximum axis value Hai truc se’giao nhau tai giatri 16 nhat trén truc (tung)
Category Axis

o Interval between tick marks Xa¢ dinh su th€ hi€n ca¢ nhém theo khodng chia
(c6 bao nhiéu nhém trong mOt khodng chia, thuGng la'mOt nhém).

o Interval between labels Xac dinh su xudt hi€n cla nhin theo khodng chia
o Automatic Excel tU xa¢ dinh (thuOng la'1)

o Specify interval unit Xa¢ dinh nhin sexudt hién sau bao nhiéu khodng chia trén
truc.

« Categories in reverse order Cac nhém th€ hién theo th(r tU ngugc 1ai
« Label distance from axis Xa¢ dinh khodng cach cUa nhin so vOi truc
o Axis Type Xac dinh loai truc s& dung nhu Automatic, Text axis hodc Date axis

* Major tick mark type Qui dinh cach hi€n thi ky hi€u phén cich chinh trén d6’
thi.

* Minor tick mark type Qui dinh cach hi€n thi ky hi€u phan cach phu trén d6'thi.
o Axis labels Xa¢ dinh cach hién thi ca¢ nhén trén truc
* Vertical axis crosses Cac 1Ua chOn qui dinh cach ma'truc tung cat truc tung

o Automatic Do Excel tu xac¢ dinh.



0 At category number Xaé dinh s nhém ma tai d6 cac truc se giao nhau
0 At maximum category Hai truc se’giao nhau tai gia'tri 10h nhdt trén truc

* Position Axis Qui dinh cach hi€n thi cUa ca¢ nhém va'nhén trén truc (Dung cho
d6'thi 2-D area, column, va line).

0 On tick marks Hién ngay ky hi€u phén céch

0 Between tick marks Hién gi(ta ca¢ ky hi€u phén céch

Time Scale Axis

* Minimum Xa¢ dinh gia'tri (ngay) nh® nhat trén truc (ngay bat dau)
» Maximum Xa¢ dinh gia'tri (ngay) 10n nhat trén truc (ngay k€t thiic)

* Major unit Xac dinh khodng chia chinh trén truc (don vi la'ngay, thahg hay
nam)

 Minor unit Xac¢ dinh khodng chia phu trén truc (d0n vi la'ngay, thahg hay nim)
* Base Unit Xac dinh dOn vi tinh cho truc

* Dates in reverse order Hién thij theo th(r tu ngUQc 1ai trén truc

* Axis Type Xac dinh loai truc s& dung nhu Automatic, Text axis hodc Date axis

* Major tick mark type Qui dinh cach hi€n thj ky hi€u phan cach chinh trén do°
thi.

* Minor tick mark type Qui dinh cach hién thi ky hi€u phan cach phu trén do 'thi.
« Axis labels Xa¢ dinh cach hi€n thi ca¢ nhén trén truc

o Vertical Axis crosses Cac 1Ua chOn qui dinh cach truc tung giao v0i truc hoanh
0 Between dates Do Excel tU xac dinh

0 At date Giao nhau tai ngay do ban nhap vao

o At maximum date Giao nhau tai ngay 10h nhat (gin diy nhat) trén truc

« Position Axis Qui dinh cach hi€n thi cUa ca¢ nhém va'nhén trén truc (Dung cho
d6'thi 2-D area, column, va line).



o On tick marks Hién ngay ky hiéu phan cach

0 Between tick marks Hién gi(ta cac ky hi€u phén cach

d. Cac thao tac v&i chubi sé liéu trong dd thi

X6a bot mét chubi s6 liéu khéi do thi

 Chon chubi sd liéu trén d6'thj (Vi du: chon dudng cung)

e Nhan phim Delete trén ban phim d€ x6t chudi khoi d6'thi

Chart 2 - | _f.| =SERIES{"Supply Curve”, Cung-Cau21$CE13:8C517, Cung-Caul158513:5B%17 1)

A B C D E F G H | J K L L\
11 Vi dy vé v& @ thi cung cdu = <
12 P ] oo |1 o ° . A R
13 s . = . PO THI CUNG CAUP(Q)
14 24 10 16
15 23 n ph] 15 1 % n
16 22 15 7 14 4 T4 Sipply Cue . =
17 21 20 1 1 1 —#— Denund Carve \*\k
18 e R
19 +VE dé thi O(P) nghia 13 0 15 gid tri trée “% 7| " “%\
20 +VE a6 thi P(Q) nghia 13 P13 gid trj teén 21 { B T 0
21 2 '
‘E? E e 0o 2 4 6 %8 10 12 14 16 18 20 2
23 12 3 —t

Minh hQa x6a chudi dudng cung khoi do'thi
Thém chudi moi vao doé thi
 Chondd'thi can thém chudi moi vao.

 Chart Tools Design Data Select Data. HOp thoai Select Data Source
xudt hién.

 Nhap nit Add, hOp thoai Edit Series xuat hién

« Pat tén cho chudi moi tai Series Name (bang tham chi€u hodc nhdp truc ti€p
tén vao tU ban phim) va'chOn vung ch(ta d{r 1i€u tai Series Values

* Ngoai ra ta o6 th€ thém nhanh chubi moi vao d6'thi bang cach chep (Ctri+C)
d(r li€u cla né vao b nho, sau d6 chon d6'thi va'dah (Ctrl+V) vao do thi.



A B C [¥] E F

200 [

a0

Chart Tools T

1 Jan-08 Feb-08 | Mar-03 | %
2 [Gay B2 546 -153\ Edit Series Fl@
3 |Deép 78 65 546 —
4 [Man Be4 4se ?5l\x Series name:
=Mar-03
E 8O0
: w00+ | Series values:
- e | =DataSeries!§D$2:$D§4 f%i| =468, 546, 751
; . a0 _.-'_ 1l W lan-08 :
=il ™71 Feb-0g [ OK I [ Cancel J
13 |
:_q |
T
17l

Formulas Diata Revicw Wiew Diesign Layfaut Format
" | i 4.'= 11 ; -
.l J . I] J A '] [ §) |
Changes  Sawe Ax Switch Select
Chart Troe Template || RowColumn  Dat
e =l Dot l 3 Eha bt 1 et e

11 - e

A B = E
1 i B 5

= Jar-09| Felr 06 | Mdk06 Select Dala Source

2 |Giay 542 545 4 '
3 |Dép 781 585 E46 Chart gotn rargey’ | —DekaSedies A5 109 =
4 |Ndn G54 455 751
L3 [ I 5
: _ )
7 800 1 Legend Ertri=f {S=ri=s) Horizants| (Cetegory] Axis Labels
g e s " s ' ofesr | Xaemove IB ¥ j’Ed;_]
g ?m 1: -0 1
10 e Feb-da 2
| Mar-18 1
— | 300 1
12

200
13

100
]| ] 2 = (o=
:; Glav Dép MR

Minh hQa thém chu0i d{f liéu cUa thang 3/2008 vao do 'thi
Thay d&i chudi sé liéu
Ciing vOi vi du trén nhung ta muOn chi vecho 2 sdn phdm Giay va Dép
e Chondd'thi can chinh sUa

 Chart Tools Design Data Select Data. HOp thoai Select Data Source
xudt hién.

 Chon chudi cin chinh stta, nhdp nit Edit, hOp thoai Edit Series xuat hién

 Chon lai ving d(r li€u m0ji tai Series Values. Laim tudng tU cho ca¢ chudi s6
liéu khac.



A B i D E F G H [

1 Jan-08 Feb-08 Mar-0&p —
2 Gy | 547 | 546 468 Edi Sarfes 7 X
i |Dép v7a1 ' 5B5 548 Sevies name:
4 NGN 654 456 751 | ~DataSeries! 584 1 f5: -1anca
b Series values:
B |-Dntn5:rics!$B$2:$B$3 =542, 781
500
/ [ oK ][ Cancel ]
700
8
5 500
500
10 W Jan-0&
011 o e L1
300
12 Mar-08
200
13 —
100
14 -
0 T T i
= Giay Dep Mén
16

Minh hoQa thay dGi chui s0 liéu

Ngoai ra chiing ta c6 th€ st dung hain Series cho d6'thi. Ci phap nhu sau: =

Series(series_name, category_labels, values, order, sizes) Trong do:

* Series_name: (tuy chon) tham chi€u dén 6 ch(a tén chu0i, ban c6 thé nhap
vin ban truc ti€p vao nho’dat trong cap nhay kep.

* Category_labels: (thy chOn) tham chi€u dén vuing ch(fa ca¢ nhin cho caé nhém
sO liu trén truc, n€u bo tréng Excel tu danh s& ca¢c nhém bat dau la'sd 1. C6 thé
nhép truc ti€p cac nhin vao Tab cach nhau bang ddu phdy va'dat trong cdp
ngoac moc {}.

* Values: (bat buc) tham chi€u dén viing ch(a s6 liéu cla ca¢ chuli can ve’

* Order: (bat budc) La's6 nguyén qui dinh th(f tu ve'cla cac chudi (n€u do'thj c6
nhiéu hon 1 chubi)

* Sizes: (chi diing cho d6'thj bong béng — Bubble chart) Tham chi€u dén viing
ch(a d(¥ liéu vé kich thuo¢ cla bong béng trong d6'thi ki€u Bubble (st dung

trong phan tich tai chinh). Ca¢ gia'trj c6 thé nhép truc ti€p Tab cach nhau bang
dau phdy va'dat trong cdp ngodc mée {}.



| Chart 2 v (0 % « fx| =SERIES(DataSeries!$D3$1, DataSeries!3D52:5D54.3)
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Minh hoa ham Series cUa chui sO liéu thang 3/2008

Thém dwéng xu hwong vao do thi,

Khi ve“ca¢ d6'thi voi dir liéu theo thGi gian ching ta thuOng ve'thém dudng xu
huohg dé€ bi€t dugc xu huchg trong tuong lai cla tap d{r liéu. Mot tap s0 liéu
c6 th€ c6 nhi€u dudng xu huohg tuy theo cach phén tich cla ching ta. DE thém
duOng xu huohg ban vao:

e Chart Tools Layout Analysis Trendline ch @aki & duOng xu huohg
tU danh séch hay vao More Trendline Options. ..



Format Trendline

Trendline Cptions

Line Color

Line Style

Shadow

Glow and Soft Edges
Picture Corrections
Picture Color

Artistic Effects

Crop

Size

Alt Text

Trendline Options
Trend/Regression Type

) Exponential
{(® Linear

() Logarithmic
O Polynomial Orde

() Power

Trendline Mame

() Moving Average Period

(%) Automatic Linear {Customers)
{:} Custom: | |
Forecast

Forward: |EI.IZI | periods
Backward: |EI.EI | periods

[ setIntercept = (0.0

[] Display Equation on chart
[] Display R-sguared value on chart

Close

Minh hQa thém duGng xu huohg vao do'thj




BAI 10: TONG QUAN VE POWERPOINT
1. Gi6i thiéu

1. C,ch khéi ®éng Powepoint

Ca nhiOu c,ch c& thO khéi ®éng ®-ic phCn mOm Powerpoint. Tud
vuo moc ®Ych lum viOc, sé thYch ho/c su tiOn dong mu b'n c& thO
chan mét trong c,c c,ch sau ®0y ®O khéi ®éng:

C.ch 1: Chéan IOnh Start cfia Windows nh- sau: Start | Programs |
Microsoft Powerpoint

C.ch 2: Nh,y kbp chuét I12n biOu t-ing ciia phCn mOm Powerpoint
tran thanh c«ng c6, hoZc tr2an mun hxnh nOn ciia Windows;

Hép thoti ®Cu tien cfia Powerpoint xuEt hiOn, cho phBp chan h—-ing
lum viOc:

—_reake a new presentation using

EJ " AutoConkent Wizard

% r Open an exiskting presentation

Mare Files. .,

[ Don't show this dislog box again

(04 I Cancel




-Open an exiting presentation ®0 mé mét tOp trxnh diOn ®: ca
tr—ic (ch@ ding c,ch npy cho nh+ng ICn sau, khi mp b'n ®- ca nh+ng
tOp trxnh diOn tran m_y);

-AutoContent wizard — gi6p t'o mét tOp trxnh diOn theo nh+ng mEu
cho tr—ic vii néi dung vO mét chii ®0 npo ®3;

-Design Template - ®0 b¥t ®Cu tto mii mét tOp trxnh diOn s6 déng
mét mEu ®Pnh ding s¥n ®- ca trong th— viOn Powerpoint

- Blank Presentation cho phBp tto mii mét trxnh diOn;

2. Tao mGi mét trinh dién

) Micioaott Mowes ot - [I"resentation | _.Lgl;
_@m;‘ww@mmwmww . 2
D@ &Y ¢ @ -0 - FORO s - 6.

[mestiewmoman + 4 o | @ 5 @ X[ H W = A A S O K GemmnTaes
Click to add title

Man hinh 1am viOc chYnh cfia Powerpoint th«ng thwéng bao gadm 5
thanh phCn:

- BfIn trxnh diOn (slide): La n-i chO bfin néi dung c,c bfn trxnh diOn. Mi
tOp trxnh diOn (Presentation) cd thO bao gam nhiOu bfn trxnh diOn



(Slide). T mgi théi ®i§)m, mun hxnh chd ca thO hiOn thp ®uic 1 bfn
trxnh diOn ®O thiOt kO. B'n ca thO s6 dong c,c c«ng co chO bfin (nh-
s6 dong trong Word) ®0O ®wa th«ng tin [n c,c Slides

3. Tao hiéu Ung cho tung ddi tuong (Custom Animation)
MOt Textbox ch(fa viin ban, 1 hinh dnh, 1 doan phim,...
déu duoc xem 1a mOt dGi tugng (object) trén trang trinh chi€u.
C6 thé dugc tao mOt hodc nhi€u hiéu Ung hoat hinh trén doi
tugng do.
Thuc hién tao hiéu Ung cho do6i tuong:
- Chon man hinh thiét k€ dang: Slide view
- Chon trang trinh chi€u (Slide) can thuc hién
- Chon d6i tuong can tao hiéu Ung
- Chon 1énh SLIDE SHOW/ CUSTOM ANIMATION (hodc
bam mouse phdi vio dOi tugng chon 1énh Custom
Animation), khi d6 xudt hi€n bén phdi man hinh menu
1énh Custom Animation nhU hinh 5.1
Trong hOp Custom Animation ta thuc hién:
v Chon 1énh ADD EFFECT: d€ tao hi€u Ung cho doi
tugng bang cach chon:
§ Entrance: (hinh ngdi sao mau xanh 14 ciy) hi€u
Ung dua dOi tugng vao trong slide trinh chi€u.
§ Emphasis: (hinh ngdi sao mau vang) hi€u Ung
d€ nh&n manh va lam ndi bat dOi tuong trong khi
trinh chiéu.
§ Exit: (hinh ngdi sao mau d6) hiéu Ung d€ dua dOi tuong ra khoi trang trinh
chi€u.
§ Motion path: (hinh ngdi sao rOng) hiéu Ung cho d6i tugng chuy€n dOng
trén mOt quang duOng tU tao
Sau khi di 4p hiéu Ung vao dOi tugng, ta s€ thdy 1énh ADD EFFECT d0i thanh
1énh CHANGE. Lénh CHANGE dung d€ d6i hiéu Ung cUa doi tugng.
Vi du: khi d6i tugng dang mang hi€u Ung Diamond, bay gi0 ta muOn thay thanh
hiéu Ung Blind thi ta chi can nhap vao Change va sau d6 chon hiéu Ung Blind.
Chi ¥: né€u ta dung change d€ chon lai hi€u Ung cho d0i tugng thi hi€u Ung cii sé
bi thay th€ bi hi€u Ung mdi. Nhung ciing v&i d6i tugng d6 ta dung Add Effect d€
ti€p tuc
chon hi€u Ung cho d6i tugng thi d6i tugng s€ c6 thém 1 hi€u Ung nlra sau hi€u Ung
da
chon truGc d6. Nghia 1a mOt d6i tuong sé€ c6 thé dugc dp nhi€u hon 2 hiéu Ung.



v REMOVE: diing d€ xéa bo hiéu Ung cla d6i tugng, thuc hién

Chon mot hiéu Ung di dp vao dOi tugng trong hOp hi€u Ung, nhdp vio REMOVE
(hodc nhan phim DELETE trén ban phim hodc nhan chult phai vao hi€u Ung rbi
chOn Remove)

v Sau ch{t MODIFY: 12 tén hiéu Ung ma d6i tugng dang mang

Vi du: Modify: diamond nghia 12 d6i tugng dang mang hi€u Ung c6 tén 1a diamond
v Trong hOp START:

§ ON CLICK: hiéu Ung xudt hi€n khi bAm mouse

§ WITH PREVIOUS: hiéu Ung xuat hi€n cuing vGi hi€u Ung trudc

§ AFTER PREVIOUS: hiéu Ung xudt hi€n sau khi hiéu Ung trudc thuc hién
xong.

v Trong hOp DIRECTION: dung d€ chon hudng xudt hién cla hiéu Ung:

Vidu:

§ IN: hiéu Ung di vao trong

§ OUT: hiéu Ung tda ra ngoai

§ FROM LEFT: hiéu Ung xudt hién tU bén trdi qua phai

§ FROM RIGHT: hiéu Ung xudt hi€n tU bén phdi qua trdi

§ FROM TOP: hi€u Ung xudt hién tir trén xubng

§ FROM BOTTOM: hi€u Ung xudt hién t&r dudi 1én

v Trong hOp SPEED: diing d€ chon t6c¢ d0 trinh dién cUa hiéu Ung

Vidu:

§ VERY SLOW: rat cham

§ SLOW: cham

§ MEDIUM: trung binh

§ FAST: nhanh

§ VERY FAST; rét nhanh

v RE-ORDER: duing d€ thay d0i trat tu cUa cac hi€u Ung. Khi ta quan sit cic trang
trinh chi€u & ché dd Slide View, ta thdy d6i tugng sau khi da 4p hi€u Ung thi
dugc ky hi€u bdi 1 sO & phia bén trén trai dOi tuong, d6 chinh 1a s6 th(r tu

ma hiéu Ung s& xudt hién. Ta s& thay ddi s6 th( tu nay bang cach:

Chon hiéu Ung can thay d0i th(r tU xudt hi€n, nhan vao miii tén ~ (mau xanh) néu
muOn

hi€u Ung xudt hién sau, nhdp (mau xanh) n€u mubn hi€u Ung xudt hién trudc.

v PLAY: diing d€ xem trang trinh chi€u & ché d0 Slide View

v SLIDE SHOW: dung d€ xem trang trinh chi€u toan man hinh

v AUTOPREVIEW: néu ki€m nhén thi hiéu Ung sé tu trinh chi€u sau moi 1an thay
d0i, n€u khong ki€m nhdn thi hi€u Ung chi xuadt hién khi nhdp vao nit Play

Tinh chinh hiéu Ung cho d6i tuong:

Nhan chudt phai vio hi€u Ung can chinh sta thém, chon EFFECT OPTION, thdy xudt
hién 1 bang 1énh mang tén hi€u Ung cla dOi tUgng ma ta dang thuc hién:



v Trong menu EFFECT (hinh 5.2)
§ Sound: Tao 4m thanh di kém hiéu Ung

Vi du: Sound: Applause, nghia 1a khi hi€u Ung xudt hién s& nghe ti€ng vO0 tay di

kém

§ After animation: trang thai an hién

sau hi€u Ung

Vi du: Don’t Dim (khong c6 gi xdy ra sau
hiéu Ung), chon mau hodc more color (sau
khi hiéu Ung xudt hién, vin ban sé& d6i sang
mau vUa chon), Hide after animation (vin
ban sé& an sau khi hiéu Ung xudt hién), Hide
on next mouse click (vin ban s& an sau khi
click chuOt)

§ Animatext: cich xdy ra hi€u Ung

cho viin ban

Vi du: All at once (xudt hi€n vin ban theo
tUng dong), By word (xudt hi€n vin ban theo
tUng ch(l), By letter (xuat hi€n viin ban theo
tUng ky tu)

v Trong menu TIMING (hinh 5.3)

§ DELAY: xdc dinh gian hiéu Ung

xdy ra sau bao nhiéu gidy

Vi du: Delay: 5 seconds nghia la 5 gidy sau
khi click chuOt hi€u Ung md&i xudt hién (n€u
ta

chOn start on click)

§ REPEAT: 1ap lai hiéu Ung vGi s

1an xdc dinh

Vidu:

o NONE: khong 1ap 1ai hi€u Ung

o0 5:1ap 1ai 5 1an hi€u Ung dang thuc

hién (ta c6 thé nhép s0 1an 1dp 1ai tuy

theo y muOn)

o UNTIL NEXT CLICK: 13p lai cho dén

khi click chudt thi dung

o UNTIL END OF SLIDE: 13p 1ai cho dén
khi k€t thic slide dang trinh chi€u

v Trong menu TEXT ANIMATION: tao
hi€u Ung cho viin ban

Dizsolve In

Effect Timing lText &nirnation ]

Skart: § onClick
Delay: {I:I El: seconds
Speed; |EI.5 seconds (Wery Fast) Lj

Repeat: I(nu:une} L]
| Rewind when done plaving

Triggers

Ik | Cancel




4 Slide Transition v X

Apply to selected slides:

Blinds Harizontal
Blinds Yertical

§ AUTOMATICALLY AFTER: x4c B In
dinh khodng th&i gian vin ban o =
xudt hi€n sau hiéu Ung trudc Muidify bransitin
§ IN REVERSE ORDER: cho ni Speed: |Fast &
dung vin ban xuat hi€n theo th( tU ngugc 1ai. Sound: ([MNa Sound] -
[~
4. Tao hiéu Ung chuy€n ti€p gilra cac slide (Slide e

o Transvitionl) ¥ Onmouse click
Hiéu Ung chuyén ti€p gilra cdc slide 1a mOt trong nhirng hi€u [ mutomatically after
Ung thong thudng =
nhat cUa Powerpoint. Ta c6 th€ thuc hién cic hi€u Ung chuyén
ti€p slide d€ 4p dung cho | Apply to All Slides |

toan b0 trinh dién hodc chi cho 1 slide hién hanh
Thuec hién hiéu Gng chuyén tiép cho slide:
Chon SLIDE SHOW/ SLIDE TRANSITION, hOp thoai Slide W AuboPreview
transition xudt hi€n (hinh

5.4) (c6 thé chon tU thanh Task Pane)

v Trong Apply to selected slide, chon hi€u Ung chuyén ti€p cho slide

v Trong Modify transition: Speed (chon tOc

d0 chuyén ti€p cUa slide); Sound (chon 4m

thanh di kem khi hi€u Ung chuyén ti€p thuc

hién). N€u ki€m nhan vao hOp Loop until

next sound thi Am thanh dé s€ 1ap lai cho

d€n khi c6 mOt 4m thanh m&i dugc phit.

v Trong Advance slide: Néu ki€m nhan vao

On mouse click thi hiu Ung chuyén ti€p

chi xudt khi click chudt; Néu mudn dinh 1

khodng thdi gian cho slide tU dOng chuyén

ti€p thi ki€m nhén vao hOp Automatically

after va nhap thoi gian xdc dinh vao hOp

trang bén duéi.

v N&u muln 4p hiéu Ung chuyén ti€p vira

chon cho tat cd céc slide thi chon Apply to

All Slides

Chu y: ta c6 thé thuc hién viéc chuyén ti€p gilra céc slide

trong ch€ d0 Slide Sorter hodc ché d0 Slide View.

|F Play | |E Slide Show |

5. Lién két:
DE 1am cho bai trinh dién PowerPoint linh hoat va phong phii chiing ta can s dung
cdc lién két (hyperlinks) nham tao ra kha ning di chuyén gilra céc slide, gilra cdc bai



trinh dién hay m& mOt Ung dung bén ngoai chrong trinh PowerPoint.

a. Lién két gilra cac slide:

Gid st ta c6 mOt bai trinh dién gdm 10 slide va ta can tao mOt lién két tUr slide 1 nhdy
truc ti€p tGi slide 8, ta thuc hi€n nhu sau:

- Chon mOt doi twgng trén slide 1 d€ tao lién két. DOi twrgng tao lien két ¢ thé 1a
mOt

dong vin ban, mOt hinh vé,...

- Vao menu Slide Show/Action Settings. Man hinh Action Settings s& xuat hi€n nhw

TS e ||
ACTONT SEITINES . |
Mause Click Mouse Cver

Action an click

{7 Hyperlink ko

f:_".' Run programm:

[ ]Play sound:

f [ ik, ] [ Cancel ]:

C6 hai 1ua chon:

0 Mouse Click: khi nh@p chu0t vao d0i twong thi 1énh sé dwgc thuc hién.

0 Mouse Over: khi di chuy&n chult qua d0i twgng thi 1énh s& dwgc thuc hién.
- Ta chon Mouse Click . Trong phan Mouse Click s€ c6 cdc 1ua chOn sau:

0 None: khong thuc hién gi ca.

Hwdng dan st dung MS PowerPoint 2003
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0 Hyperlink to: cho phép lién két dén cdc slide khéc trong cling bai trinh dién,
lién k&t dén cdc bai trinh dién khéc, lién két dén céc dang tai liéu khéic nhw
Word, Excel, lién k€t d€n trang web,...

0 Run program: chay mOt chiwong trinh Ung dung (c6 dudi .exe).



- Ta chon Hyperlink to. Trong khung bén dw@i chon Slide... Man hinh twong tU hinh
dwdi s€ xudt hién

¥ e e
} rly=ps tudlid=

-' giide kitle:
| concel |

B K 1
| ii

. Slide 2 ancel

2
3, Slide 3
4, Slide 4
5, Slide 5
| 6. Slide &
1|7, side 7
8. Slide &
9, Slide 9
101, Slice 10

Lién két véi mOt bai trinh dién khac:

DE ti€n hanh lién k&t v&i mOt bai trinh dién khac ta thuc hién cdc bwdc tong tU bén
trén nhrng trong muc Hyperlink to thi chon Other PowerPoint Presentation...

c. Lién két v@i cac dang tai li€u khac:

- Céc tai liéu khac c6 thé 1a mOt file Word, Excel, trang web. ..

- Thuc hién c4c bwdc twong tU bén trén nhirng trong muc Hyperlink to thi chon
Other

File...

d. Chay moOt chwong trinh:

Trong liic trinh dién, chang nhing ta c6 thé lién két vai cdc slide khdc, bai trinh dién
khéc ma con c6 thé chay cic Ung dung khiac nhwr Word, Excel, Calculator, bat cU file
nao c6 dudi la exe.

PE thuc hién 1&nh goi chwrong trinh ta thuc hién cic budc trong tU bén trén nhurng
khong chon muc Hyperlink to ma chon muc Run program.

e. MOt sO Iwu ¥ khi thuc hién lién két

Cic lru ¥ nay 13 hét stc quan trong.

% Né&u mubn trinh dién trén mOt mdy tinh khéac vGi mdy tinh soan bai trinh dién thi
phai

copy cdc file lién k€t va chép vao mdy tinh du dinh thuc hién trinh dién.

Hwéng dan st dung MS PowerPoint 2003
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Vi du: soan bai trinh dién & nha, du dinh dem vao mdy trong trirOng d€ trinh dién thi
phai copy cic file lién k€t trong may & nha va chép vio mdy trong trirOng.

% Khi thuc hién lién két v3i cic file PowerPoint khac, trang web, tai li€u hay chwong
trinh trén mOt mdy nay nhwng khi trinh dién 1ai trén mOt may khéc thi c¢6 thé xay ra
tinh trang lién k€t khong hoat dOng dwgc. Ly do cUa van dé€ nay nhu sau: khi ta thuc
hién lién két, PowerPoint sé& s(f dung dia chi tuy@t ddi cho lién két.



Vi du: Ta thuc hi€n mOt lién két dén file PowerPoint bai2.ppt trong thi muc
Trinhdien & 6 dia D nhu sau:

ACLDNSELLIEsE

Mouse Click | Mase Over |

Action an click

) Mone

&) Hyperlink bo:

Luh Trinhdienibaiz. ppt

{:} Run program:
| | | Browse.. |
'Run macro: o -
| |
Cibiect ackion:
| =
[ ]Play sound:
|[N-:| Sound] W

|| Highlight click

I (8]4 |[ Cancel ]
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