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Tuyén bd ban quyén

Gido trinh nay sU dung lam tai li€u gidng day nQi b0 trong truOng
cao dang nghé Céng nghiép Ha Noi

Trudng Cao dang nghé Coéng nghiép Ha NOi khong s dung va
khong cho phép bat ky ca nhan hay t& chlc nao st dung gido trinh nay
v0i muc dich kinh doanh.

MOoi trich dan, s& dung gido trinh nay vGi muc dich khic hay &
noi khic déu phdi dugc sy ddng ¥ bang vin ban cla trudng Cao dang
ngh& Coéng nghiép Ha Nbi
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BAI1: SOAN THAO VAN BAN, TAI LIEU CHUAN VOI
MICROSOFT WORD

1. Co ban vé Microsoft word
1.1. GIOI THIEU PHAN MEM MICROSOFT WINWORD

Soan thdo vin ban Iy cong vi€c d—gc st dung rat nhiu trong cic cO
quan, xi nghiép ciing nh— nhu cau cla bat ky c4 nhan npo hi€n nay.

TU thUa xa x—a con ng—0i da bi€t st dung mdy méc vuo vi€c soan thdo
vin badn (may go ch(l). Gé dén dau, viin ban d—0c in ra ngay dén d6 trén gidy.
Céc cong viéc dich chuyé&n trén vin ban, cing nh— cdc kY ning soan thdo vin
ban con rat thd so, don gidn. PE tao ra d—0c mOt viin ban, doi hdi ng—0i soan
thdo phdi c6 nhiing kY ning st dung mdy go rat tOt (khong nh— mdy tinh bay
gi0, hau nh- ai ciing c6 th€ hoc vu soan thdo d—0c mOt cich rd rung). Soan
thdo 1y nh— vay, con v€ in an ciing c6 vo cung khé khin. D6 Iy nguy x—a, khi
mu cdng nghé théng tin con ch—a phat trién.

Nguy nay, khi mu cong nghé thong tin dang phét tri€n rdm r0, cong nghé
thay d6i tUng nguy, nhitng bui todn, nh{tng khé khiin cUa con ng—0i dang dan
dan d—gc mdy tinh hod, thi viéc soan thdo nhiing vin bdn bang may tinh di trd
thunh nhitng cong viéc rat binh th-Ong cho bat ky ai bi€t s& dung may tinh.
MOt trong nhitng phdn mém mdy tinh d—Qc st dung rOng rii nhat hién nay lu
Microsoft Word cUa hing Microsoft hay con g0oi phan mém Winword.

Ra d0i tU cuGi nhitng nim 1980, dé€n nay phan mém Winword di dat
d-0gc t&i su houn hdo trong linh vUc soan thdo vin ban ciing nh— trong linh
vUc vin phong clUa b0 phan mém Microsoft Office néi chung. C6 thé liét ké
cdc dac di€m nGi bat cla phan mém nuy nh- sau:

- Cung cap day dU nhat cic kY ning soan thdo vu dinh dang vin ban da
dang, dé s dung;

- Khd niing d0 hoa di manh dan 1én, k€t hgp vGi cong nghé OLE
(Objects Linking and Embeding) ban c6 thé chén d-gc nhiéu hon
nhiitng gi ngoyi hinh dnh vy Am thanh 1&n tui liéu word nh—: bi€u do,
bang tinh,.v.v.

- C6 thé két xudt, nhap dit liéu d-Gi nhi€u loai dinh dang khic nhau.
Pac biét khd ning chuyén ddi d{ liéu gilta Word v&i cdc phan mém
khdc trong bd Microsoft Office di Ium cho viéc xU' 1y cdc Ung dung viin
phong tr& nén don gidn vy hi€u qud hon.
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- D& dung két chuyén tui liéu thunh dang HTML d€ chia sé d{t liéu trén
mang n0i b0, cling nh— mang Internet.
1.2. CACH KHO 1 PONG

C6 rat nhi€u cich c6 th€ khdi dOng d—gc phan mém Word. Tuy vpo
muc dich lum viéc, s& thich hodc su tién dung mp ta c6 th€ chon mot trong
cdc cach sau day d€ khdi dOng:

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

Cach 2: Nhay kép chudt 1én biéu t—0ng clla phan mém Word n€u nh—
nhin thdy né bat ky & chd npo: trén thanh tic vu (task bar), trén mun hinh nén
cUaWindows, Vv..

Cach 3: Néu muOn m& nhanh mOt té€p vin ban vUa soan thdo gan day
nhat trén mdy tinh dang lum viéc, cé th€ chon Start | Documents, chon tén tép
vin ban (Word) cdn mG. Khi d6 Word sé khéi dOng vu mG ngay tép vin bdn
vUa chi dinh.

1.3. MOI TR-ONG LuM VIEC
Sau khi kh&i dOng xong, mun hinh lum viéc cla Word th-Ong c¢6 dang nh— sau:

il Document1 - Microsoft Word -0l x|
JEiIe Edit Wiew Insert Format Tools Table Window Help |
JNormaI + .¥nTime 12~ B I 0O ”EEE = E ‘35 IS EEE S A -

IDeEda gy iz~ o QADR=(P BT = - B,

E I T B R T S R S N I I SO e

2
: 2
: % |
S = EEE | v
JD[an[}gCoj|AgtnShapes'\\t|:|D‘|&-£v£-§ﬁ§.e,
[Page 1 Sec 1 i1 [[atme”  Ini coll|[REC|[iRE [EAT [OvR A

Th—Ong thi moi tr—Ong lum viéc trén Word gOm 4 thunh phan chinh:
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- Clra sO soan thao tpi li€u: Ly noi d€ ché ban tui liéu. Ban c6 thé go
vin ban, dinh dang, chén cdc hinh anh 1én day. NOi dung trén cla s6
nuy s€ d—Qc in ra mdy in khi s& dung 1€nh in.

- Hé thdng bang chon (menu): ch(ta cic 1énh d€ goi tGi cdc chlic ning
cUa Word trong khi lum viéc. Ban phdi ding chudt d€ md cic muc
chon nuy, déi khi ciing c6 th€ s dung t6 hop phim tat d€ goi nhanh t&i
cac muc chon.

- Hé théng thanh céng cu: bao gdm rat nhi€u thanh cdng cU, moi thanh
cdng cU bao gbm céc nit 1énh d€ phuc vu mOt nhém cong viéc npo dé.
Vi du: khi soan thdo vin bdn, ban phdi s dung dén thanh cong cu
chudn Standard vu thanh cong cu dinh dang Formating; hodc khi vé&
hinh c&n dén thanh cdng cu Drawing d€ lum viéc.

- Th-8c ké: gdm 2 th—Gc (ruler) bao vién trang vin ban. S dung th—Gc
nuy ban cé th€ diéu chinh d—gc 1€ trang vin ban, ciing nh— thiét 1ap
cdc di€m dich (tab) mOt cich don gidn vu truc quan.

- Thanh trang thai: gidip ban bi€t d—0c mOt vyi trang thdi can thi€t khi
lum yiéc. Vidu: ban dang lum viéc & trang may, dong bao nhiéu, .v.v.

1.4. TAO MOT Tul LIEU MO

Lum viéc v&i word Iy lum viéc trén cic tui li€u (Documents). MOi tui
liéu phdi d—gc cat 1én dia vGi mOt tép tin c6 phan md rOng .DOC. Th—Ong thi
céc té€p tui liéu cla ban sé d—gc cat vuo th— muc C:\My Documents trén dia
cUng. Tuy nhién, ban c6 thé thay dGi lai thong sO npy khi lum viéc v&i Word.

Thong th—0ng sau khi khGi ddng Word, mOt mun hinh trang xudt hién.
D6 ciing 1y tpi liéu m&i mp Word tu dOng tao ra. Tuy nhién d€ tao mOt tui liéu
mdi, ban c6 thé s&r dung mot trong cic cich sau:

- M& muc chon File | New..;
hodac

- Nhan niit New trén thanh cong cu Standard;
hodac

- Nhan t0 hgp phim tat Ctrl + N.
1.5. GHI Tul LIEU LEN PIA

P& ghi tui liéu dang lum viéc 1én dia, ban c6 th€ chon mot trong céc
cach sau:

- M& muc chon File | Save..;

hodac

- Nhan niit Save trén thanh cong cu Standard;

hodac

[ Khoa Cong nghé thong tin



0 Tin hOc Vin phong

0-6 -

- Nhén t6 hop phim tat Ctrl + S.

Sé c6 hai kha ning xay ra:
Néu day Iy tui li€u mdi, hdp thoai Save As xudt hién, cho phép ghi tui li€u nuy
b&i mOt tép tin moi:

Saveds
| e-3 @ ¥ O E - Tos-

Sawve in:

I ,"_‘| My Documents

2|

| A CT Projects
\_JMang may tinh
\__JMy Data Sources

@There are three ways ko
Llsing Crystal Report in Yl
'-.fe hinb trong word,doc

jh’ly efooks 'u'u'hy W', o
=) My Music
ﬁMy Pictures

My Documents | [LZIMy webs
\__)Quan Iy nha truong pho thong

- \_JYisual studio Projects
Con Ta ¥ai MEng Man. doc

Deskkop Dear Hai,doc
protect wour PC W2E, doc
i, prokect wour PC.doc
setuphSnetlog.doc
Favorites kao bang trong word, doc
= T | i
= File mame:! j ave I

My Netwnrk

Places 5ave as bype: I'u'u'-:uru:l Document (¥, doc) j Canicel |
&

Hiy xdc dinh th— muc (Folder)- nGi s& ch(fa t€p tin m&i nuy rOi go tén
t€p tin vuo muc File name: (vi du Vanbanl r0i nhan niit Save d€ két thiic
viéc ghi n0i dung tui liéu.

Neéu tyi li€u cla ban da d—gc ghi vuo mOt tép, khi ra 1é€nh cat tat ca
nh{ng su thay d6i trén tui liéu s& d—0Qc ghi lai Ién dia.

1.6. MO Tul LIEUD TON TAI TREN DIA

Tui li€u sau khi di soan thdo trén Word d—0c 1-u trén dia d—6i dang tép
tin c6 phdn m& réng 1y .DOC. DE m& mot tui li€u Word da c6 trén dia, ban c6
th€ chon mOt trong céc cich sau dau:

- M& muc chon File | Open;
hodac

- Nhén t6 hop phim tat Ctrl+O.

HOp thoai Open xudt hién:
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Lok in: Ila My Dacuments

= « @@ X i - Toos -

2|

AT Projecks
:'.ﬂ.xialis Librarian
gian krinh waord

o

Hiskorsy
Hiskory

Intervideo

Mang may kinb
My Daka Sources
My eBooks

My Music

My Pictures

My Received Files
My Webs

w

ocuments

Lerp
Wisual Studio Projects

Zuan Iy nha truong pho thong

@Adding the Report Viewer bo a VE.doc
@bia.duc

@Cﬁnn Ta Wai MEng Man,doc

@Crystal Reports User.doc

@de o cho S0M, doc

@Dear Hai.doc

st rai. dac

@Open a Connection Objeck within ADC, doc

@prntect wour PC W2k, doc
@prntect wour PC,doc
@setupﬁnetlag.dac

itao bang trong word.doc
@Using Cryskal Repart in WE.doc
@ve hinh trong word, doc
@Why We.doc

File name: I

R =

op

| e [ 'I
Zancel |
Hiy tim dén th— muc ndi ch(a t€p tui 1i€u can ma trén dia, chon té€p tyi
liéu, cudi cing nhan nit 1&énh Open d€ ti€p tuc. Tép tyi liéu s& d—0c mb ra
trén mun hinh Word.
Mat khéc, ban ciing c¢6 th€ thuc hién m& rat nhanh nhitng tép tui liéu da
lum vi€c gan ddy nhat bang cdch mé muc chon File nh— sau:
E Edit Wiew Insert Formak Tools Table

Files af tvpe: I.ﬁ.ll word Documents (*,doc; *.dot; *, bk *.heml; *,url; *j

() Mew... Ctrl+h
= Open... Chrl+0
E Save ChrlH+S
Save As...
Page Setup...
&h Print... Chrl+P
Send To 3
Properties

1 s \kom Eat giao trinb, doc
2 C:\My Documentsihaiy, . Yhaiz. doc k
3 My Documentsihail, . yde cuong.doc

4 C:\Building’,. .. \tu dien tieng viet,doc

bt

Ti€p theo nh@n chudt 1én tén t€p tui li€u cdn mab.
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1.7. THOAT KHOI MOI TR-O'NG LuM VIEC

Khi khong lum viéc v&i Word, ban cé thé thuc hién theo mOt trong céc
cach sau:

- M& muc chon File | Exit
hodac

- Nhén t6 hop phim tat Alt + F4.
2. Dinh dang vin ban
2.1 MOt sO thao tdc soan thdo cd ban
2.1.1 Nhap vin ban

Nhap vin bdn lu khau dau tién trong qui trinh soan tho tui 1iéu. Thong
th—Ong 1-gng vin bdn (Text) trén mOt tui liéu Iu rat nhi€u, ban ti€p can d-gc
cung nhi€u nh{ng tinh ning nhdp vin ban thi cung tOt, bdi 1€ né s€ lum ting
tOc dO ché ban tyi liéu.
a. SU dung b0 go tiéng Viét

Ban dau, may tinh ch—a c6 badng mi ti€ng Vi€t myu chi ¢6 duy nhat bang
ma chudn ASCCI. Bang mi nuy bao gOm 128 k¥ tu La tinh (cc phim ch(r, cac
phim sO vu mOt sO cic ky hi€u dac biét).
P& c6 th€ d—a d—0c ti€ng Viét st dung trén mdy tinh, cic nhu 1ap trinh phai
xiy dung phdn mém gb ti€ng Viét vu cdc b0 phong chil ti€ng Viét di kem.
Hién nay c6 khd nhi€u cic b0 gb tiéng Viét dang d—gc si dung nh—: VNI-
d—0c s dung rOng rdi & phia Nam, VietWare- d—gc s dung nhi€éu & mién
Trung vu ABC, Vietkey thi d—gc s dung rOng rii ngopi Bac.
Do m0i noi s& dung nhiing b0 g6 riéng (bdng mi ti€ng Viét ciing khac nhau)
nén viéc trao d0i thong tin gdp rat nhi€u khé khin. M&i day Chinh phU da
khuyén cdo s& dung b0 gd vu b0 phong chit Unicode. V&i hé thOng m&i nuy
viéc trao d6i thong tin da trd nén don gidn hon rat nhi€u. Tuy nhién né van
gdp phdi mét sO kho khin vi tinh t—0ng thich vGi cdc hé thOng phdn mém cii
trén mdy tinh khong cao. Tat nhién, Unicode sé& Iu gidi phdp ti€ng Viét trong
t—Ong lai.
Phan mém ti€ng Viét chiing t6i gidi thi€u trong cubn gido trinh nuy Iy ABC
hodc Vietkey vGi ki€u gd Telex. Mdy tinh cUa ban phdi d—gc gui dat phan
mém npy d€ c6 d—gc b0 g& vu bO phong chf di kem.
Khi npo trén mun hinh cUa ban xudt hién biéu t—Qng: hodc Iy khi ban cé thé
g6 d—-gc ti€ng Viét. Néu bi€u t—0ng xudt hién chit E (ki€u gb ti€ng Anh), ban
phai nhan chudt 1én bi€u t—0ng 1an nlfa hodc nhan t6 hop phim néng Alt + Z
d€ chuy€n vé ché do go ti€ng Viét. Qui tac go ti€ng Viét nh— sau:
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Go P-occhlt | Go P-oc dau
aa a f huyén
aw a S sac
00 0 r hoi
ow o X nga
w - j nang
Vi du:

MuOn g6 tU: “ COng hou x- h@i chU nghia Viét Nam”
Ban phdi bat tiéng Viét vu gd 1én tui li€u nh— sau:
“Coongj hoaf xax hooij chur nghiax Vieetj Nam”
* Néu go z, tUr tiéng Viét s€ bi bG dau.
b. SU dung bun phim
Bat ti€ng Viét (n€u ban mudn gé ti€ng Viét) vu s dung nhng thao tic

soan thdo thong th—Ong d€ soan thdo tui li€u nh— ly:

- Cac phim ch(r a, b, ¢, .. z;

- Céc phim sO tUr 0 dén 9;

- Céc phim dau: “><?[1{}...

- SU dung phim Shift d€ g& ch(t in hoa vu mot s dau;

- SU dung phim Caps Lock d€ thay d6i ki€u gé chit in hoa vu ch(t th-Ong;

- SU dung phim < Enter d€ ngat doan viin ban;

- SU dung phim Tab d€ dich di€m Tab;

- SU dung phim Space Bar d€ chén ddu cich;

- SU dung céc phim miii tén: « 11 — d€ dich chuyén con tr0 trén tyi liéu;

- SU dung phim Page Up vu Page Down d€ dich chuyén con trd vé€ dau

hodc cui tUng trang myn hinh;

- Phim Home, End d€ d-a con trd vé dau hodc cudi dong vin ban;

- Phim Delete d€ xo4 ky tU viin ban dlng ké sau di€ém tro;

- Phim Backspace d€ xo4 ky tu ding ké tr—6c¢ di€ém trd
2.1.2 Thao tdc trén khoi viin ban
Muc npy cung cap nhiing kY ning thao tdc trén mOt khoi vin ban bao gOm :
sao chép, cat dan, di chuyén khéi viin ban. Gitp lum ting tOc d6 soan thdo vin
ban.
a. Sao chép
Sao chép khGi vin ban 1y qua trinh tao mOt khoi viin badn m&i t& mot khoi vin
ban di c6 san. Ph—ong phap nuy d—0c dp dung khi ban can phai gé 1ai mOt
doan vin ban giéng hét hodc gdn gidng véi mOt doan vin ban da ¢ san trén
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tui li€u vé mat ndi dung ciing nh— dinh dang (ching ta s& tim hi€u khai niém
dinh dang @ phan ti€p theo). Cach lum nh— sau:
B-6¢ 1: Lua chon (boi den) khOi vin ban can sao chép. P& 1ua chon khoi viin
ban ban lum nh- sau:

- Di chudt vu khoanh viing vin ban can chon;
hodac
- Dung cdc phim mii tén — 11 - k&t hgp viéc gilf phim Shift d€ chon ving vin
bdn. Chon dén dau ban s& thay vin ban d—gc boi den d€n do.

B-Gc 2: Ra 1énh sao chép d{t liéu bang mOt trong cic céch:

- M@ muc chon Edit | Copy ;
hodac

- Nhan niit Copy trén thanh cong cu Standard,;
hodac

- Nhan t6 hop phim néng Ctrl + C;
B-6¢ 3: Dén viin ban da chon 1én vi tri can thi€t. Ban lum nh- sau:
Pat con trd vuo vi tri cdn ddn vin ban, ra 1€nh dan béng mOt trong cic cdch
sau:

- M& muc chon Edit | Paste ;
hodac

- Nhan niit Paste trén thanh cong cuU Standard;
hodac

- Nhan t0 hgp phim néng Ctrl + V.

Ban sé thay mOt doan vin bdn mdi d—gc dan vuo vi trf can thi€t. Ban
c6 thé thuc hién nhi€u 1€énh ddn lién ti€p, d{I liéu d—gc dan ra s€ Iu dir 1iéu
cUa 1an ra 1énh Copy gan nhat.

b. Di chuy€n kh@i viin ban

V&i ph—0Ong phdp sao chép vin ban, sau khi sao chép d—gc doan vin ban
m&i thi doan viin ban cii van tOn tai ding vi trf cUa né. NEu mubn khi sao chép
doan viin ban ra mOt noi khic vu doan vin ban cii s d—0c xo4 di (tUc Iu di
chuy€n khOi vin ban dén moOt vi tri khic), ph—Ong phéap nuy s€ gitp lum di€u
d6. C6 thé thuc hién theo hai ciach nh— sau:

Cach 1:

B-@c 1: Lua chon khoi vin ban can di chuyén;

B-Gc 2: Ra 1énh cat viin ban c6 thé bang mOt trong céc cich sau:

- M& muc chon Edit | Cut ;

1%

hoac
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- Nhan niit Cut trén thanh cong cU Standard;
hodac

- Nhén t6 hop phim néng Ctrl + X.
Vin ban di chon sé bj cat di, ching s€ d—gc 1-u trong b0 nhG dém (Clipboard)
cUa mdy tinh.

B-0@c 3: Thuc hién 1énh ddn vin ban (Paste) nh— di gidi thi€u & trén
vpo vi tri dinh tr—&c.
Cach 1:

B-Gc 1: Lua chon khoi vin ban can di chuyén;

B-G¢ 2: Dung chu0t kéo ré viing viin ban dang chon vu thd 1én vi trf can
di chuyén dén.

Ph—0ng phdp nuy g0i lu kéo — tha (drag and drop).

2.1.3 Thiét 1ap Tab

Tab lu cong cU d—gc st dung rat nhi€u trong vi€c nhdp vin ban. Ngoui
kha ning dich chuyén di€m trd theo tUng b—&c nhdy, muc nuy s€ gidi thiéu
cdch s dung Tab cho viéc tao mOt viin ban hién thi d—Gi dang cac cOt.
Bui to4n dat ra: hiy tao bang d{r li€u nh- sau:
STT Ho vy tén Pia chi
1 Nguy€n Vin Quang 123, Tay Son
2 H6 Hai Hu 68, Nguyén Du
3 D—ong Qudc Todn 23/10 Nguyén Trii
4 Nguyén Anh Blc 32/7 Nguyén Trai
Céc b—Gc lum nh— sau:
B-0c¢ 1: Dinh nghia khodng cich cho c4c cOt cla bang bdi hOp thoai Tab nh—
sau:
MG bang chon Format | Tab.., hOp thoai Tab xudt hién:

[ Khoa Cong nghé thong tin
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ﬁab stop position: Default kab stops: IIII.S om E‘

Alignment
I Left " Decimal
() Center i Bar
" Right
Leader
% 1 Mone L R
;I 2. 4

Tab stops to be cleared:

Set | Clear | Clear all |

I I Cancel |

HOp Default tab stops: d€ thi€t 1ap b—Gc nhdy ngdm dinh cla Tab. Hinh
trén b—&c nhdy ngdm dinh 1p 0.5 cm (tdc Iy mOi khi nhan phim Tab,
con tr@ s& dich mOt doan 0.5 cm trén mun hinh soan thdo). Ban c6 thé
thay d0i gid tri b-Gc nhdy ngdm dinh Tab trén mun hinh soan thdo
Word bang cich go mOt gid tri sO ( don vi lu cm) vuo hbp nuy;

- Bang trén c6 3 cOt, mOi cOt s& d—gc bat dau tai mot vi trf c6 khodng cédch cO
dinh dén 1€ trdi trang vin ban my ta phdi thi€t 1ap ngay sau diy. Gid sU cOt
STT céch 1€ trdi lcm, cOt HO vu tén cach 1€ trai 3 cm, cOt Pia chi cich 1€ trai 8
cm. Khi d6 phdi thi€t 1ap cdc thong sO nuy trén hOp thoai Tab nh— sau: HOp
Tab stop position: g6 1 (g6 khodng cich tU cOt STT dé€n mép 1€ trii

trang viin ban; & muc Alignment- chon 1€ cho d{t liéu trong cOt npy (cOt STT):
Left — canh 1€ d{r li€u bén trai cOt, Right- canh 1€ bén phdi cOt, Center — cin 1&
gita cOt, hiay chon Center. Chon xong nhan nit Set. T-Ong tU 1an 1-gt khai
bdo vi tri Tab cho céc cOt con 1ai: HO vu tén (3) vu cOt Dia chi (8). Pén khi hOp
thoai Tab c6 dang:
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m Default kab stops: IIII.S om E‘

Alignment
! cm Aw Left " Decimal
3
© Center C gar
" Right
Leader
% 1 Mone [ [e—
ol 2 L

Tab stops to be cleared: 4 cm, 5 cm

Set | Clear | Clear all |

I I Cancel |

Cu0i cuing nhan niit Ok d€ houn tat viéc thiét 1ap tab cho cic cOt vu c6 thé sU
dung ching nit Clear- d€ xo4 b6 di€m Tab dang chon; niit Clear All - d€ xo4
b0 toun bd cic di€m tab dang thi€t 1ap trén hOp thoai).

B-G@c 2: Cich s dung nhiing di€m Tab vira thi€t 1ap & trén d€ tao bang dit
liéu:

Khi con tr@ dang nam & dau dong vin ban, nhan Tab d€ nhdp di liéu cbt
STT. Nhap xong nhan Tab, con tr0 sé& chuyén dén vi tri tab ti€p theo (vi tri cOt
ho vu tén) vu nhdp ti€p dit li€éu Ho vu tén. Nhap xong nhan Tab d€ nhép dit
liéu cOt Pia chi. Lum t—0ng tu v&i cdc dong ti€p theo, ban di cé thé tao d—gc
bang d{f li€u nh— yéu cau 4 trén.

Pac biét, chi can ding chubt x( 1y trén th—&c ké ndm ngang (Vertical Ruler)
ban ciing ¢ thé thi€t 1ap vu di€u chinh cdc di€m tab nh— vira rdi. Cich lym
nh— sau:

D€ tao di€m tab cho cOt STT (c6 khodng cich Iu lcm, 1€ gilta), hiay nhan
chuOt trdi 1én vi tri 1 cm trén th—Gc k& nam ngang. MOt di€m Tab c6 khodng
cich lcm, 1€ trai (Left) dd d—Oc thi€t 1ap nh— sau: .

MuOn thay d6i 1€ cho di€m tab nuy Iu gilta (Center), lum nh— sau:

Nhan kép chult 1én di€m tab vUa thi€t 1ap, hOp thoai Tab xudt hién. Ti€p
theo chon 1€ cho di€m tab dang chon trén hdp thoai nuy ¢ muc Alignment I
Center
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Tab stop position: Default kab stops: IIII.S om E‘

Ilu:m

1 cm Al Alﬁnt:g:t " Decimal
 Center: " ar
- Eght%
Leader
% 1 Mone L R
;I 2. 4

Set | Clear | Clear all |

I I Cancel |

Tié€p theo nhat niit Set d€ thiét 1ap.
T-Ong tU, hdy tao ti€p cdc di€m tab cho cOt HO tén vu cOt Dia chi.

MuOn x04 b mOt di€m tab npo dé, chi viéc ding chudt kéo ching (di€m
tab d6) ra khoi th—-bc ké.
2.2 Cdc kY néiing dinh dang vin ban

Nhap viin bdn bao gbm céc thao tic d€ g& d—gc vin ban 1én tui li€u. Con
dinh dang vin bdn bao gbm cdc thao tic gitip ban lum dep vin ban theo y
muOn.
2.2.1 Pinh dang don gidn

Gitdp ban c6 d—gc nhiig kY ning dinh dang vin ban dau tién, don gidn
nhat nh— Iu: phoéng chr, mpu sdc, c& chit, 1€ v.v.
Hiy gd doan vin ban sau:

Mau vin ban dinh dang

a. Chon phéng chir

P& chon phong ch{f cho doan vin ban trén, hiy lum nh— sau:

B-Gc¢ 1: Chon (bdi den) doan vin ban;

B-G¢ 2: Dung chut bam 1én hOp Font trén thanh cdng cu Standard.
MOt danh sach cac ki€u phong ch(F xuat hién:
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VNREWIEH A

Dty iligen
MnSouthern

MMNSOUTHERMNH
JSNSTAMD
NMrTeknical _|

NMATEEMICALH
H ¥uTifani Heavy

iy

NoTime

T VNITIMEH
T VolUniverecs |

Ban c6 th€ chon mdt ki€u phu hop. Vi du, sau khi chon ki€u phong
VNTIMEH, do@n vin ban da chon sé c6 dang:
MAU VAN BAN DINH DANG
b. Chon ¢ chir

P& chon ¢ chif cho doan viin ban trén, hiy lum nh- sau:

B-Gc¢ 1: Chon (bdi den) doan vin ban;

B-6¢ 2: Dung chu0t bam 1én hOp Size trén thanh cong cu Standard.
MOt danh sich céc ¢G chit xudt hién cho phép chon lua. Hodc ciing c6 thé gb
truc ti€p c¢G chr vuo muc Size nuy.
Vi du: sau khi chon c¢@ ch(r 18 (liic dau lu cG 14), doan vin ban trén sé trd
thunh: N .

MAU VAN BAN P|NH DANG

VNREWIEH [

T by liliges
VnSouthern

MMNSOUTHERMH
JNST AN
MrTakrical _|

HMETERMICALH
T ¥uTifani Heavy

Hr

VoTime

 VNIIMEH
T WVnUniveras ;|

Ban c6 thé chon mdt ki€u phu hop. Vi du, sau khi chon ki€u phong
'VNTIMEH, do@n vin ban da chon s€ c6 dang:

MAU VAN BAN DINH DANG
¢. Chon ki€u chir

CUNE O A

C O

[ Khoa Cong nghé thong tin



0 Tin hOc Vin phong 0- 16 -

P& chon ki€u ch{f (ki€u ch{t béo, ki€u ch{t nghiéng, ki€u ch(t c6 gach
chéan) cho doan vin ban trén, hy lum nh— sau:
B-Gc¢ 1: Chon (bdi den) doan vin ban;
B-Gc 2: Diing chu0t bam 1én niit ki€u ch(r trén thanh cong cu Standard
Ki€u ch{t béo (phim néng Ctrl + B)
MAu vin ban dinh dang :
Kiéu chit nghiéng (phim néng Ctrl + I)
Ma&u vin ban dinh dang
Kiéu chit gach chin (phim néng Ctrl + U)
MAU VAN BAN PINH DANG
Mat khac c6 th€ thi€t 1ap viin ban bdi t6 hgp nhi€u ki€u chll: vlra béo, vira
nghiéng hoac vUa c6 gach chan nh— Iu:
MAU VAN BAN DINH DANG
MAU VAN BAN DINH DANG
MAU VAN BAN PINH DANG

d. Chon mpu chir

DE chon muu sac ch{f cho doan vin ban trén, hiy lum nh- sau:

B-Gc 1: Chon (bdi den) doan vin ban trén;

B-Gc 2: Dung chut bam 1én hOp Font Color trén thanh cong cu Standard.
MOt badng mpu xudt hién cho phép chon 1Ua:

||! Bukomatic |

ENEEEEENR
EEEEEEEDN
EEEfEEEEN
EORECONNC
Oooooo|d

More Colors, ..

Ban c6 th€ chon loai mpu phit hgp bang cich nhan chudt 1én 6 muu can
chon. Ngoi ra, ban c6 thé chon nhltng mau muu ddc ddo hon khi nhan niit :
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Standard | Cuskom |

Colors: 3

Cancel

a3

Current

Thé Standard cho phép chon mpu c6 san c6 thé chon;
Hon n(ta, thé Custom cho phép dinh nghia muu cho riéng minh:

Skandard  Cuskam |

Colors: K

u CanEEI
Hue: 167 = Red: |48 =

Sab: |16z = Sreen: ISB E‘

Lum: 127 = Blus: |z03

a3

-

Current

Ban c6 th€ chon muu & bang cic di€m muu, dOng thdi ciing c6 thé di€u chinh
d—gc ty 1é cdc mpu don trong tUng gam muu (Red- ty 1€ muu dO; Green- ty 1&
myu xanh 1y ciy; Blue- ty 1€ muu xanh da troi).
e. Chon mpu né€n viin ban

Dé chon muu nén cho doan vin ban trén, vi du nh—:
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Mau vin ban dinh dang
hay lum nh- sau:
B-Gc 1: Chon (bdi den) doan vin bdn trén;
B-6¢ 2: Dung chult bam 1én hOp Hight light trén thanh cong cu
Standard. MOt bdng muu xudt hién cho phép chon 1ua:

Mone

OEOENE
EEEEN
EEECN

C6 th€ chon loai muu nén phit hgp bang cich nhan chudt 1én & muu can
chon. Néu chon None- t—0Ong d—0Ong viéc chon muu tréng.
f. HOp thoai Font

Ngoui nhiing tinh ning dinh dang cin ban & trén, hOp thoai Font cung
cap nhimg tinh ning dinh dang ddc biét hon. PE md hdp thoai Font, kich
hoat muc chon Format | Font..

___________ F Dﬁtl Characker Spacing | Text Effects |
Font: Font style: Size:
I MnTimeH IReguIar I 14
=] ™
SMnldniverse Italic 10 =
SMnUniverseH —J1 | EBold 11
SMnvogue Bold Ikalic 12
MnvogueH LI ;I l
Font color: nderling skyle: IUnderling colar;
I Automatic j Il{nnnej j I Sutomatic j
Effects
[ strikethrough [ shadow [ Small caps
[ Double strikethrough [~ outline [ all caps
[ Superscript [ Emboss [ Hidden
[ subscripk [ Engrave
Preview
MAU VAN BAN DINH DANG
This is a TrueType Fant, This font will be used on bath printer and screen,

Defaulk, . | K I
Thé Font: Cho phép thi€t 1ap cic dinh dang cin bdn vé phong ch{f nh— da
trinh buy & trén, vi du:

Cancel |
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- HOp Font- cho phép chon phong chl;

- HOp Font style- chon ki€u ch(r: Regular- ki€u ch(t binh th-Ong; Italic-
ki€u ch(r nghiéng; Bold — ki€u chil béo; Bold Italic — ki€u vUa béo, vUa
nghiéng;

- HOp Size- chon c@ chir;

- Font color- chon myuu cho ch(r;

- HOp Underline style: d€ chon ki€u d—0ng gach chan (n€u kiu ch(r
dang choOn Iy underline).

- Ngoui ra, muc Effect cho phép thi€t 1ap mOt s hi€u Ung chit don gidn,
ban c¢6 th€ chon chiing vu xem th€ hién 3 muc Preview.

- Néu nhan nit Default — ki€u dinh dang npy s€ d—gc thiét 1ap Iy ngdm
dinh cho c4c doan vin ban md&i sau nuy;

2l
Fontk: I Characker Spacing  Texk Effects |

Aninmations:

fnone)
Blinking Background
Las Vegas Lights

ing Black Anks

Sparkle Text

Presview

MAU VAN BAN DINH DANG.

Defaulk, . | Ik I Cancel |
Thé Text Effect: cho phép thi€t 1ap mbt sO hiéu Ung trinh dién sdi dOng cho
doan vin ban. Hiy chon ki€u trinh dién & danh sich Animations: vy xem
tr—G&c k€t qud sé thu d—gc G hOp Preview.
2.2.2 Pinh dang doan viin ban
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o) muc2.2.1 ching ta da lum quen v@i cdc thao tdc dinh dang vin ban cho
viing vin ban di d—gc chon (d—0c bdi den). Trong phan nuy, chiing ta tim hi€u
céch dinh dang vin ban trén cing doan vin ban.

MO0i ddu xubng dong (Enter) s€ tao thunh mOt doan vin ban. Khi dinh dang
doan vin ban, khong can phdi 1ua chon toun bO vin ban trong doan dé, mu chi
can dat di€ém trd trong doan can dinh dang.

PE& ma tinh ning dinh dang doan vin ban, mé& muc chon Format | Paragraph,
hOp thoai Paragraph xudt hién:

Indents and Spacing | Line and Page Ereaks |

General

Alignmenk: m Cutline level; IE::u:Iy' kexk YI
Indentation

Lefk: IIII i E Special: Bry:

Right: [oem 2 |Firstlne =] [0.63em
Spacing

Before: IE' 5‘ Line spacing: At

After: |4 = ISingIe j | —

[T Don't add space between paragraphs of the same skvle

Presiew

& e 2.2.0 chiog @ di lim quen wi cic dus oz dioh djag va bin che wiog o biz
dt duge choo iduge boideat Teay pun iy, chung o dmbifu cich diak diog o bin cea
cing dea v bin

Tabs... | | Ik I Cancel

Muc Aligment: chon ki€u cin 1€ cho doan:

- Justified — cin déu 1€ trai vu 1€ phai;
- Left — ciin déu 1€ trdi

- Right — cin déu 1€ bén phai
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- Center — cin gi(ra 2 1€ trdi vu phdi.
Muc Indentation: thi€t 1ap khodng cich tUr mép 1€ doan so vdi 1€ trang:
- Left — khodng cdch tUr 1€ trai doan dén 1€ trdi cUa trang vin ban;

- Right- khodng céch tUr 1€ phdi cla doan dén 1€ phai cla trang vin ban
Ngdm dinh, hai khodng cdch nuy déu lu 0.

- Trong muc Special n€u chon:

« First line: khi d6 c6 thé thiét 1ap d0 thut dong cUa dong dau tién trong
doan vuo muc By:
DPay lu vi du vé mdt doan vin ban thiét 1dp dd thut ddu dong (First line) so
v&i cdc dong tiép theo trong doan mdt khoang cdch 0.5 cm.

* Hanging: d€ thi€t 1ap d0 thut dong cla dong th(r 2 trd di trong doan
so vGi dong dau tién mOt khodng cich d—0c gd vuo muc By:.

- Day lu vi du vé mét doan vdin ban thiét 14p d) thut cUa cdc dong
th(r 2 tr0 di (Hanging) so vOi dong dau tién trong doan mot
khodng cdch 0.5 cm.

* None: d€ hly b0 ché€ d0 thut ddu dong trén doan.
Pay lu vi du vé mdt doan vin ban khi khong thiét 14p ch€ dd thut ddu dong
trén doan (None).

- Néu muc Special lu First line, khi d6 c6 thé thiét 1ap d0 thut dong cla
dong dau tién trong doan vuo muc By:

- Muc Spacing: cho phép thié€t 1ap cic khodng cich dong:

- Before — khodng cich dong gilta dong dau tién cla doan t&i dong cudi
cung cUa doan vin ban trén nod;

- After- d€ thi€t 1ap khodng cich dong gilt dong cudi ciing cla doan véi
dong dau tién cla doan sau né;

- Line Spacing - d€ chon d0 dian dong. Ngdm dinh d0 din dong Iu 1
(Single);
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Mun hinh Preview cho phép xem tr—&c nhiing két qud dinh dang doan vlra
thiét 1ap.
Nhan Ok d€ chap nhan nhiig thuQc tinh vUra thi€t 1ap cho doan vin ban dang
chon; trai 1ai nhan Cancel d€ huy bd cong viéc vUra lum.
3 Lam viéc v6i cac dOi tuwong viin ban

Phan npy s& h-Gng dan cich thiét 1&p cédc loai danh dau dau doan
(Bullets) vu cdch d4anh sO chi muc (Numbering) cho céc tiéu dé trén tui li€u
word.
3.1 Thi€t 1ap Bullets

PE& d4nh ddu dau dong mOt doan vin bdn, hiy lum theo cic b—Gc sau
day:
B-G¢ 1: Bat con trd 1én doan can danh ddu dau dong vu kich hoat tinh ning
dénh ddu dadu dong bang cich mG muc chon: Format | Bullets and
Numbering .., hOp thoai sau diy xudt hién:

Bulletz and Humbering ed o

Eulleted | Mumbered | Cutline Murmbered |

- ] L
MNone . e '
» [a] Ll

* \
» v
¥ v
Pickure. .. | Cuskornize. .. |

il Ok I Cancel I
B-Gc 2: Thié€t 1ap thong tin vé dau dau dong & thé Bulleted nh— sau:
0 Dung chult nhan 1én ki€u Bullet mudn thié€t 1ap (doan vin ban nuy dang
st dung ki€u bullet chon & hinh trén);
0 Nhén nit Picture.., d& chon mOt ki€u bullet lu cic hinh dnh khac, khi dé
hOp thoai sau day xudt hi€n: Chon
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il Picture Bullet el s
J S J lmpcurt Clips @gips Cnline @ﬂelp
NEER=!
Pictures kition Clips |
Clipz 1 - B0
™ o * |
[ [ [ ]
ak | Cancel |

&

Chon mot loai bullet rOi nhan OK d€ houn tat.
0 C6 th€ nhan nit Customize.. d€ thuc hi€n mOt vpi thao tic dinh dang can
thi€t cho bullet dang chon:

Customize Bulleted List ed e

~Bullet character | oK I
| - [| - | - @ . . Cancel |
Prewview
Font. .. | Bullet. .. |
n
—Bullet position
Indent ak: "
n
rTexk position
Indent at: |1.2? i 5‘

- C6 thé€ chon lai ki€u bullet & danh sich Bullet character;
- Nhén nit Font.. d€ chon loai phong chif cho bullet;
- Nhén nit Bullet.. d€ c6 th€ chon bullet lu mOt ky tu ddc biét (Symbol);
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- Muc Bullet position d€ thi€t 1ap khodng cich dau bullet so vGi mép
trong 1€ bén trai tui li€u;
- Muc Text position d€ thi€t 1ap khodng céch tUr vin ban (text) tGi mép
trong 1€ tréi cUa tui li€u.
3.2 Thi€t 1dp Numbering
D€ danh s chi muc cho céc tiéu dé€ tui li€u, hiy lum theo cic b—Gc sau
day:
B-6¢ 1: Dat con trd 1én doan can ddnh sO chi muc vu kich hoat tinh niing ddnh
s6 chi muc bang cich mG muc chon: Format | Bullets and Nubering .., hOp
thoai sau day xuat hién:

Bulletz and Numbering ed =1

Bulleted  Mumbered I outline Murnbered |

13 l.

Mone oy Il.

3 M.

A =) . i.
B. g} h. ii.
C ()] C iii

List numbering

" Restart numbering ™ Continue previous list Customize. .. |
Reset | (]9 I Zancel |

B-Gc 2: Thiét 1ap thong tin vé€ ddnh s6 chi muc & thé Numbered nh- sau:
0 Hay dung chudt nhan 1én ki€u danh s6 chi muc muOn thi€t 14p ;
0 Nut Customize..., d€ dinh dang cho sO chi muc nuy b&i hdp thoai sau:
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Customize Numbered List ed e

-l‘illiu-'nl:uer Format ok |

Mumber style; Skark at:

|1J 2,3, . j |1 =] —Preview

Cancel

—umber position

ILEft vI ligned at: ID.E.S cm 5‘ £

rTexk position

Indent at: |1.2? i 5‘

Y nghia cdc muc tin trén hp thoai nuy nh— sau:

- Niit Font..., cho phép chon ki€u phong ch{f cho sO chi muc;

- Muc Start at: d€ chon chi muc dau tién can danh sO: n€u chon 1, sé
thuc hién danh chi muc lu 1, 2, ..; nh—ng n€u chon Iu 5 thi s& danh s6
tU5uddilus,6,7..;

- Muc Number position d€ thi€t 1ap vi trf cla chi muc trén doan vin ban;

- Text position d€ thi€t 1ap khodng céich vin ban so vGi mép 1€ cUa trang
tui li€u.

3.4 Soan thdo cong thic toan hoc

P& c6 th€ soan thdo d—0c cong thlc todn hoc, may tinh cla ban phai
d—0gc cui dat bd Microsoft Equation 3.0 cing v&i b0 Microsoft Office. Cach
soan thdo mot cong thlc todn hoc d—0c ti€n hunh nh- sau:
B-0@¢ 1: Chon mOt vi tri trén tui li€u, n0i s€ chén cdng thUc todn hoc vpo;
B-@c 2: Kich hoat trinh soan thdo cdng thlc todn hoc bang cdch: mG muc
chon Insert | Object... HOp thoai Object xudt hién:
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obiect 2| x|

Create MNew | reate Franm Eile |

Chjeck bype:

Bikrap Image e
Calendar Conkral 5.0
ComponentOne Chart 7.0 20 Conkrol

Foxtlib Conkral
Media Clip
Microsaft Clip Galler
Microsoft Fouation 3,0
Microsaft Excel Chart

[ Display as icon

2y

esulk

v Inserts a new Microsoft Equation 3.0 object
Eh inko wour document,

Duing chudt chon muc Microsoft Equation 3.0 (nh— hinh trén), r0i nhan OK.
Thanh céng cu Equation cing hdp soan thdo cong thlc xudt hién:

fain.. 0, e x|
-:_:z:|iau'-.|g’§§|:I:-®|—}ﬂ¢|.'.v3|EﬁC|am€|}th|1’1Q@

- HOp soan thdo cong thlc, lu noi d€ soan thdo cong thlic toin hoc.

- Thanh cdng cu Equation ch(ra c4c nit 1énh cho phép chon cdc mau cong thlic
vu céc ky tU, ky hi€u, phan tU trong mOt cong thlc todn hoc. B-G¢ 3: Soan
thdo cong thlc: Pon gidn bang cich chén cdc mau cong thlc rdi xay dung céc

thunh phan cong thifc.

1.5 CHIA VAN BAN THuNH NHIEU COT

Microsoft Word cung cap tinh ning Columns gitip ng—0i ding dé dung chia vin
bdn cla minh thunh nhi€u c6t (gidng nh— dinh dang trén céc trang bdo vu tap
chi). MOi doan vin ban c6 thé d-gc chia thunh cdc ct c6 dO rOng khic nhau.
Trén mOi cOt, c6 th€ thuc hién chén cic thong tin nh—: bang bi€u, hinh V&, ..

nh— thao téc trén cdc trang tui li€u binh th—Ong.
3.5.1 Chia cOt vin ban
B-G¢ 1: Lua chon (bdi den) viing vin ban can chia lum nhiéu cit;
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B-G¢ 2: Kich hoat muc chon Format | Columns.. HOp thoai Columns xudt
hién:

Columnz ed
resets | ok I
e Tm:u Three Left Right
Mumber of columns: m [ Line between
—idth and spacing Preview
Col #: Wik Spacing:

TR EXTON b Y =
R
| | = | =

v Equal column width ==

apply ko I'u'u'hu:ule document j [T stark new column

Thiét 1ap cic thong sO cho hOp thoai Columns vGi cic y nghia nh— sau:

-Y nghia cdc hOp chon & muc Presets nh— sau :
One - 1 cOt;
Two - 2 cOt;
Three - 3 cOt;
Left - chia vin ban thunh 2 cOt, cOt bén trdi ¢6 chi€u rOng bang mot nlra cOt
bén phai;
Right - chia viin ban thunh 2 cOt, cOt bén phai c¢6 chi€u rOng bang mOt nra cOt
bén trai;

- Ban c6 thé thiét 1ap sO cOt can tao ra nhi€u hon bang cich g s6 cOt
vuo muc Number of Columns;

- Muc Width and Spacing: cho phép thiét 1ap c4c thdng sO v€ chi€u rOng
vu khodng céch gilra cdc cOt. Ban c6 th€ ding chult (hodc gd) thay doi
gia tri muc Width, d0 rOng cla cOt t—0Ong Ung sé d—0c thay d0i (hdy
nhin hinh @ muc Preview d€ xem tr—&c két qud). Hodc thay d6i gi4 tri
muc Spacing.

- Khodng céch gilra hai cOt k€ nhau ciing d-Qc thay d6i khi muc Equal
columns width d-0c chon (checked)- thi d0 rOng cUa cdc cOt vu
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khodng céch gilra cdc cOt déu bang nhau. Mubn thay ddi d6 rdng moi
cOt hodc khodng cich gilta c4c cOt khdc nhau, hdy bO chon muc npy.
Khi d6, c6 th€ diéu chinh d0 rOng hodc khodng cich gilra hai cOt nuo
dé mOt cach truc ti€p.
- Hiy quan sat muc Col #: d€ bi€t d—0c cOt s€ can di€u chinh vu khong
quén xem hOp Preview d€ nhin thdy tr—Gc d—0c két qua sé dat d—gc.
- Muc Apply to: cho bi€t pham vi vin ban s€ chia thunh cdc cOt. + Néu chon
Seleted Text thi chi chia cOt cho vin ban di d—gc chon (bdi den)
+ Néu chon Whole Document, toun bd cic trang vin ban s& d—0c chia cOt
theo thi€t 1ap nh— trén.
3.5.2 Stra lai dinh dang
PE€ s(ra lai dinh dang cOt da chia, hiy lum theo 2 b—&c
B-6¢ 1: Bat di€m trd vuo mOt vi tri bat ky trén viing vin ban da chia cOt.
B-G¢ 2: Kich hoat menu Format | Columns.. , HOp thoai Columns xudt hi€én
cho phép chinh s(ta cdc thong s6 vé céc cOt da chia.
1.6 TAO CHU CAI LON PAU DOAN VAN BAN
Tinh niing DropCap cUa word gitip tao cic ki€u ch(r c4i 16n dau tién cho mOt
doan vin ban.
3.6.1 Cach tao chif cai 16m dau dong
Pé tao chlr cdi 16n dau doan viin ban, hiy lum theo cic b—0c sau:
B-Gc¢ 1: Dat con trd 1én doan can tao ch{r cdi 16n dau doan; khdi dOng tinh
ning Drop Cap bang cdch: m& muc chon Format | Drop Cap.. HOp thoai
Drop cap xudt hién:

Position

=B

Mone Cropped In Margin

Opkions
Fonk:
| ¥nTimeH

=
Lines to drop: |3 5‘

-

Distance from bexk: 0 cr

I I Cancel |

B-0c 2: thiét 1ap cic thong sO cho ch{t 16n npuy:
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- Muc Position- d€ chon ki€u ch(f can dat. C6 3 ki€u chit lu: None —
khéng thiét 1ap; Dropped vu In Margin. Hay xem mau trén hinh;
- HOp Font:- chon phong ch{r cho chi céi nuy;
- Muc Line to drop:- thi€t 13p s6 dong vin ban lum chiéu cao cho chif;
- Muc Distance from text:- g& vuo khodng céch tU ch{f cdi 16n nuy dén
ky tu ti€p theo né.
- Cu0i ciing, nhan OK d€ hopn tat
D-Gi day lu 2 vi du minh hoa khi s& dung 2 loai ch{t c4i 16n dau doan lu
Dropped vu In Margin oan van ban nuy d€ mé ta cdc loai chir cdi 10n dau
doan vin ban. Khi chon Position lu ki€éu Dropped, vOi chi€u cao cUa chil lu 2
dong (Lines to drop=2)
oan vin ban nuy d€ mo ta cdc loai chit cdi 16n ddu doan véin ban. Khi chon
Position lu ki€u In margin, v&i chiu cao cUa chl lu 2 dong (Lines to drop=2).
3.6.2 Pi€u chinh chif cii 16n & dau doan
PE€ thay dGi 1ai chif c4i 16n dau doan di tao d—0c, hiy lum nh- sau:
B-Gc¢ 1: Pat con trd 1én doan can sUa ch{l cdi 16n ddu doan; khdi dOng tinh

niang Drop Cap ;
Drop Cap ed 4
Posikion
| w | |
Mone Dropped In mar
Opkions
Fonk:
| vnTimeH |
Lines ko drop: IZ 5‘
Diskance from bexk; 0cm =

(4 I Cancel |

B-G¢ 2: Thuc hi€n thi€p 1ap 1ai cic thong sO trén hdp thoai npy. Cudi cling
nhan OK d€ chap nhan su thay doi.
3.7 Tao vu quan ly cic Style

Trong qué trinh soan thdo vin ban, nhi€u khi can dinh dang nhi€u doan
vin ban theo cting mdt ki€u dinh dang. Néu phdi dinh dang 1an 1-0t tUng
doan nh— vay s& mat rat nhi€u thoi gian, va 1ai khé chinh x4c vi phdi thao tic
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qué nhi€u. MOt trong nhiing c4ch don gidn nhat trong Word gitip don gidn tinh
huOng trén 1u Style.

Style Iu mOt tap hogp cac dinh dang vin ban cla mOt doan, c6 tén goi vu
c6 thé d—gc gan bGi mOt tG hgp phim néng.
Style ddc biét can thi€t khi phdi soan thdo mot gido trinh, mot tui li€u c6 chlra
nhi€u muc, nhi€u loai doan vin ban khac nhau.
3.7.1 Tao mot Style

Pé tao mot Style hiy lum nh— sau:
B-6¢ 1: M& muc chon Format | Style.. HOp thoai Style xudt hi€n:
N 2 x|

Skyles: Paragraph preview

|h a Defaulk Parairaih Fonk ‘I
Sareple TexSurple TenSueple T ple TexnSueple TexSuepl

[

haracker presiew

Timnes New Foman

Descripkion
~ 1 Fonk: Times Mew Roman, 12 pt, English {U.5.], Flush
List: |eft, Line spacing single, Widow//orphan conkral

ST - |
Qrganizer. .. | fEw, .. I Modify. .. | Deleke |

apply I Cancel |
B-6¢ 2: D€ tao Style m&i, nhan nit New, hOp thoai: New Style xuat hién cho
phép thi€t 1ap thdng tin cho Style méi:
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New Style 21 x|
3 Skyle bvpe:
IF'aragraph j
Based on: Skvle For Following paragraph:
11 Morrmal j I 1l Stwlel j

Prewiew

fampk Tomtiampk Tortiampk Textiamyk Textfampk Iextiampk Toextiamplk
Toxtiampk Toxtimpk Toxtiampk lextimpk Textfampk loxtiampk
Iextiamplk Iextiaumpk Iextfamplk Iextfample Iextfampk Iextiampl
Toxtiampk Toxtiampk Toxtiampk Toxtiimpl Toxt

Descripkion
Marmal +

[ add ta template [ automatically update

(] 4 I Cancel | Formak | Shortcuk Eew. .. |

- GO tén cho Style m&i vuo muc Name: vi du Mucl,;
- Nhén nit Format d€ chon céc chlc ning dinh dang cho Style npy:

Paragraph... !g

Tabs...

Border. ..

Language. ..
Frame...

Mumbering. ..
Bao gbm céc thong tin:
- Font... d€ dinh dang phong ch{f cho Style;
- Paragraph... dinh dang doan;
- Tabs.. d€ dat di€m Tab cho Style (n€u can);
- Border.. d€ chon ki€u d-0ng vién cho Style (n€u can);
- Frame.. d€ chon ki€u khung cho Style (n€u can);
- Numbering.. d€ chon ki€u gach dau dong (n€u can);
- Nhén nit Shortcut key.. d€ gian phim néng cho Style nuy, hOp thoai
Customize Keyboard xudt hi€n cho phép thi€t 1ap phim néng:
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Customize Keyboard i
Categories: Commands;
Shyles | =~

Assign |

;I ;I Remove |

Press new shorkout key: Current keys: Reset All... |
I =]
[~

escripkion
Morrial + Save changes in:
IN-::rmaI.u:Iu:uI: j

- Khi con trd dang & muc Press new shortcut key: hiy bam t0 hop phim
néng can gan trén bun phim. Vi du: Crl + I;

- Ti€p theo nhan niit Assign d€ ddng y phim néng nyy;

- C6 thé€ gdn nhi€u t6 hgp phim néng cho mot Style, chiing d—gc chlra &
danh sédch Current keys:

- Niit Remove, nit Reset All. gidp quan 1y cdc phim néng vUa tao;

- Sau khi gdn xong t6 hgp phim néng, hOp thoai Customize keyboard sé&

c6 dang:
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Customize Keyboard ed A

Cakegaries: Cormrmands:
Styles | ~
Assign |
g ﬂ
Press new shorkout key: Current keys: Reset all,.. |

escripkion
Morral + Save changes in:

I Marmal,dok j

- Nhén niit Close d€ ti€p tuc.

- Néu chonl¥ sutematically updste | khi d6 dinh dang cUa Style s& d—0c tu dOng thay
dGi. TUc ly, trong qué trinh soan thdo vin ban, gid s& mOt doan vin ban
npo dé ban chon dinh dang kiéu Style nuy (Mucl) b thay ddi dinh

dang thi ki€u dinh dang cUa Style Mucl1 ciing tu dOng bi thay dGi theo;

- N€u chonl¥ addtatemplste | Style d6 s€ d—gc 1-u 1ai t&€p Normal.dot cUa
word. Khi d6 Style npy c6 th€ d—gc st dung trén moi t€p vin ban. Néu
khong chon muc nuy, thi Style Mucl chi c¢6 tdc dung trén té€p vin ban
dang mO.

- Sau khi thi€t 1ap day dU thong tin cho Style m&i, nhan nit OK d€ hopn
tat.

- Gid sUr dinh dang cUa Style Mucl 1u:

Tén style: Mucl
Phong ch(r: .VnBlackH
CO chir: 14
Phim néng: Ctrl +1
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B-@c 3: SU dung Style vUra tao d—Qc: Gid st ¢6 doan viin ban sau:

Né&u muln doan vin ban nuy cé dinh dang nh— Style Mucl di tao d—0c & trén,
hay lum nh- sau:

B-6¢ 1: Pat di€ém trd 1én doan vin ban can dinh dang;

B-@c 2: Nhan t0 hgp phim néng Ctrl + 1 d€ goi Style Mucl. Poan viin ban
da chon sé c¢6 dinh dang nh— style Mucl

STYLE Lu MOT TAP HOP CAC DINH DANG VAN BAN cUA MOT DOAN,
CO TEN GOI Vi CO THE P-0'C GAN BOTMOT TO HOP PHIM NONG.
3.7.2 Gan Style cho mau di d-oc dinh dang

Khi d3 c6 mOt doan di d—gc dinh dang trén tui liéu, mudn gin né béi mot
style, hay lum nh— sau:

B-6¢ 1: Pat di€ém trd 1én doan can gan style;

B-Gc 2: M3 hOp thoai Style bang cach m& muc chon Format | Style..

B-6¢ 3: Nhan niit New d€ tao mot style mdi:

- Muc Name, g6 vuo tén Style muOn tao;
- Nhén Ién nit Shortcut key.. d€ gan phim tat cho Style npy;

- C6 thé€ tu slra dinh dang Style nuy khi nhan nit 1énh Format vu chon
céc tinh ning dinh dang can thiét;

- Cu0i cling nhan OK d€ hopn tat viéc gan style mGi npy cho doan vin
ban dang chon trén tui liéu.
3.7.3 bi€u chinh Style
PE& tu sra 1ai dinh dang cho Style, hay lum nh— sau:
B-G¢ 1: M hOp thoai Style vu chon tén Style can tu stta & danh sich Styles:
(vi du muOn tu sUra 1ai dinh dang style Mucl)
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syle 2|

Skvles: Paragraph preview
|Ir a Defaulk Parairaﬁh Font: 4|
SR P LE TEXTSA NP LE TEXTSA N P LE TEXTSA NP LE TEXTSA HPLE
¥ 1l Mormal TEXTEA HPLE TEXTSAHFLE TEXTSAHP LE TEXTEAHPLE

TEXTSAHFLE TEXTSAHPLE TEXTSAHT LETEXTSAHPLE
TEXTSANHFLETEXTSANPLE TEXTSAHP LETEXTSAHPLE
TEXTSANFLETEXTSANPLE TEXTSAHP LETERTSAHPLE
TEXTEANPLE TEXTSAHPLE TEXT

i

haracker presiew

-YNREV{UEH

Descripkion
LI Mormal + Fonks MnRevueH

Lisk:

ISt';.ers inuse j
Qrganizer. .. | lew. .. | Modify. .. | Delete |

apply I Close |
B-&¢ 2: Nhan niit Modify.. hOp thoai Modify Style xudt hién cho phép thay
d0i 1ai dinh dang cUa style nuy:

Modity Syie 2| x|

Hame: Skwle bvpe:

Muc] IF'aragraph j
Based on: Skyle For Following paragraph:
I 11 Mormal j I 11 Mucl j
Preswiew

SAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE
TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE TEXTSAHPLE

Descripkion
Mormal + Fonk: MnRevueH

[ add to template [T automatically update

I I Zancel I Format = | Sharkcuk Eey. .. |

- C6 thé thay d0i lai cac dinh dang khi nhan 1én nit Format, chon ki€u
dinh dang vu thuc hién thay ddi chiing;
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- C6 thé thi€t 1ap 1ai phim néng khi nhan nit Shortcut key..;
- Vu c6 thé lum d—gc tat cd nhiing viéc d6i véi Style nuy nh— di lum khi
tao Style mdi.
- Cu0i cting, nhan OK d€ dOng y moi su thay doi.
3.7.4 Quan Iy cac Styles
DE& qudn 1y céc Style trén Word cling nh— cic styles dang sU dung trén t&p tui
li€u dang md, hay lum nh- sau:
B-6¢ 1: M& hOp thoai Style vu nhan niit Organizer..:
Sl 21|

Skyles: Paragraph preview
¥ & Default Paragraph Font - |
1 Mucl Swrple TenSareple TenSurple TeuSurple Tenfurple ToaSarplc
et Teossarrple Tomiarts Tootiarple Tomcanmts Tou s
TexSueple TexnSurple TenSueple TexSueple TenSurple Tox
Character presiew
Times Mew Eoman

Descripkion
~ 1 Fonk: Times Mew Roman, 12 pt, English {U.5.], Flush
List: |eft, Line spacing single, Widow//orphan conkral
Skvles inuse j
fEw, .. I Modify. .. | Deleke |

apply I Cancel |

HOp thoai Oganizer xudt hi€n cho phép quan 1y céc style c6 trén word ciing
nh— trén t€p tui li€u dang ma:

[ Khoa Cong nghé thong tin



0 Tin hOc Vin phong 0- 37 -

Skwles | AutoTesxk I Toolbars | Macro Project Ibems |

In Documentl; To Mormal, dak;

Tl Paarranh Font T — Copy v Chuong ;|
—l_ Defaulk Paragraph Fonk
Delete Mormnal
— Tieude
Rename. ..
=
Skyles available in: Skyles available ing

Document]l (Dacument) j INu:nrmaI.u:In:nt (global kermplate) j

Close File | Close File |
Descripkion

The font of the underlying paragraph stwle +

Close

- Danh sich In Documentl: liét ké c4c style dang sU dung trén t€p
Documentl.doc (t€p dang mQ);

- Danh sich To Normal.dot: liét ké danh sdch cdc style c6 trén t€p
Normal.dot cUa word (céc style trén t&€p normal.dot cé th€ chia sé cho
tat ca cac t€p word khic st dung d—0c);

- Mat khéc ta ciing c6 th€ thay d6i céc styles trén danh sach npy bang cich
chon tép tui li€u & hOp Styles available in:

- Quan 1y style Iu thém vpo, xo4 di hodc dbi tén céc style cho tui li€u dang
m@ hodc cho t€p normal.dot cUa word.

- SUr dung niit Copy d€ sao chép mOt style gi(ra hai danh sach trén;

- SU dung niit Delete d€ xo4 style dang chon;

- SUr dung niit Rename d€ ddi tén style dang chon;

- Cubi cing nhdn Close d€ két thic.

4.BANG BIEU
4.1 Tao cau tric bang
4.1.1 Chén bang maGi
Ciach 1: SU dung muUc chon Insert Table
D& chén mOt bang mdi 1én tui li€u, m3 muc chon: Table | Insert | Table...
HOp thoai Insert Table xuat hién:
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Insert Table ed S

Table size

Mumber af columns: |3 5‘
Mumber af rows: |3 5‘

AutoFit behaviar

% Fixed column width: I.ﬁ.utn 5‘

” AukoFit ko conkents
™ AukoFit bo window

Table format (none) AukoFormat. .. |

I¥ Set as defaulk For new tables

Cancel |

Hay di€n thong tin v& cdu triic bang m&i 1én hdp thoai nuy:

- Muc Table size: cho phép thi€t 1ap sO cOt (Columns) vu sO dong
(Rows) cho bang:

- G 5O cOt cla bang vuo muc: Number of columns:

- G sO dong cla bang vuo muc Number of rows:

- Muc AutoFit behavior: thi€t 1ap mdt sO cic thudc tinh tu dOng ciin

chinh:

- Fixed column with: sé& c0 dinh chi€u rOng cla mo0i cOt lu: Auto — tu
d0ng cin chinh chi€u rOng cho cOt; hodc ban go vuo dd rOng cla mobi
cOt vpo muc npy (tO0t nhat chon Auto, vi ban c6 thé cin chinh d6 rOng
cUa céc cOt sau nuy);

- AutoFit contents: tU dOng di€u chinh d0 rOng cic cOt khit véi dt li€u
trong cOt ay;

- AutoFit window: tU dOng di€u chinh d0 rOng cic cOt trong bang sao
cho bang c6 chi€u rOng vUira khit chi€u rOng trang vin ban.

Nén chon ki€u Auto clia muc Fixed column with:

- Nut Auto format cho phép ban chon lua dinh dang cla bang sé tao

theo mOt sO mau bang da c6 san nh— lu:
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Table AutoFormat il EI

Forrnaks: Preview
(none) -
g:mg:z é j Jan Feb Mar Total
Simple 3 East 7 7 5 149
YWiast (B 4 7 17
'::5'55?': g South |3 7 9 24
coeses Total [21 18 21 GO
Cartdz [
Formats ko apply
v Borders v Eont v autoFit
v shading v Calor
Apply special Farmats ko
v Heading rows | Lask row
I First calurnn [ Last column

(0.4 I Cancel |

Hay chon mOt ki€u dinh dang G danh sach Formats: (n€u ban cdm thdy —ng
¥). Ng—0c 1ai ¢6 th€ bam Cancel d€ bd qua b—4c npy.

- Néu chon much &et s defaiit for iewtabies! | thi thong tin vé cdu tric bang
hién tai s€ Iy ngdm dinh cho c4c bang tao mdi sau npy.
- Cu0i ciing nhan OK dé€ chen bang 1én tyi liéu:
Cach 2: SU dung thanh cong cU: Ban c6 th€ nhan niit Insert Table trén
thanh cong cu Standard d€ chén mOt bang 1én tui li€u. Bang chon sau diy
xudt hién, cho phép chon s dong vu s6 cOt clia bang:

oono
HED

| 3x 3 Table
Hinh trén chon mOt bang m&i véi 3 dong vu 3 cOt. Sau khi thuc hi€n 1énh trén,
s& thu d—0c k&t qua nh— sau:

4.1.2 SUa cau tric bang
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Sau khi di chén mOt bang 1én tui liéu, ban van c6 th€ thay d6i cau tric bang
bang cich: chén thém hodc xo4 di cdc cOt, ciac dong cUa bang.
Gid s ban da chen vu nhap d li€u cho bang nh- sau:

STT Ho tén Nguy sinh
1 Nguy€n Vin Nam 12/3/1983
2 Tran Thi Binh 22/1/1981

Bady gi0 mudn chen thém mét cOt Gidi tinh vuo sau cOt HO tén. Ban co
thé€ lum nh— sau:

B-Gc 1: Bat di€ém trd 1én cOt HO tén;

B-@¢ 2: M3 muc chon Table | Insert | Columns to the right (tUc lu
chén thém mot cOt vuo bén phdi cOt dang chon). MOt cOt m&i d—gc chén vuo
bén phai cOt HO tén:

STT Ho tén Nguy sinh
1 Nguy€n Vin Nam 12/3/1983
2 Tran Thi Binh 22/1/1981
Hiy thuc hién nhap d{r li€u cho cOt Gidi tinh npy:
STT Ho tén GiGi tinh | Nguy sinh
1 Nguyén Vin Nam | Nam 12/3/1983
2 Tran Thi Binh N 22/1/1981

Mubn chén thém dong vuo cubi bang d€ nhdp thém dir liéu, lum nh—
sau:
B-Gc 1: Dat diém trd vpo dong culi ciing (Tran Thi Binh);
B-Gc 2: MG muc chon: Table | Insert | Row below (tUc lu chén thém dong
m®&i vuo phia d-0i dong dang chon). MOt dong m&i d—gc chén vuo bang.

STT Ho tén Gidi tinh | Nguy sinh

1 Nguyén Van | Nam 12/3/1983
Nam

2 Tran Thi Binh N 22/1/1981

Ngoi ra, khi st dung céc thao tic v€ con trd truc ti€p 1én bang ban c6 thé don
gidn khi thuc hién vi€c chinh slra cau tric bang.

DPE& chén thém (cdc) cOt mOi vuo bang, ban lum nh— sau:
B-Gc¢ 1: Chon (bdi den) toun b0 cOt mudn chén: gid s& mudn chén thém 1 cOt
vuo tr—Gc cOt Nguy sinh, ban boi den toun bO cOt Nguy sinh;
B—-G¢ 2: Nhan phdi chult 1én viing boi den cla bang, rdi mé muc chon .
MOt cOt m&i s€& d—Qc chén vuo tr—Gc cOt Nguy sinh.
T—0Ong tU, d€ cheén thém (cdc) dong m&i vuo bang, ban lum nh— sau:

(NN
& Insert Columns
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B-G¢ 1: Chon (bdi den) toun bd dong mudn chén: gid s mubn chén thém 2
dong 1én dau bang, ban bdi den toun b0 2 dong c6 STT lu I vu 2;
B-G¢ 2: Nhan phdi chult 1én viing boi den cla bang, rdi mé muc chon .
S€ Insert Rows Hai dong md&i s€ d—gc cheén 1én tr—Gc hai dong cil.
D€ xod (cdc) ¢Ot ra khGi bang, lum nh— sau:
B-G¢ 1: Chon (bodi den) toun bd cic cOt mudn xo4;
B-G¢ 2: Nhan phdi chult 1én viing boi den cla bang, rdi mé muc chon .
Céc cOt d—gc chon sé€ bi xo4 ra khOi bang.
D€ xod (cdc) dong ra khGi bang, lum nh— sau:
B-Gc¢ 1: Chon (bodi den) toun b0 cic dong mubn x04;
B-G¢ 2: Nhan phdi chudt 1én viing boi den clla bdng, rdi mé& muc chon . Toun
b0 céc dong da chon s€ d—Qc xo04 ra khoi bang.
4.1.3 TrOn 6
TrOn 6 1y thao tic trOn nhi€u 6 k& nhau trén mOt bang 1ai thunh mOt 6. Xét vi
du sau:

STT Ho tén Hoc ky 1 Hoc ky 2

HL HK HL HK
1 Nguy&n Vin Nam TOt TOt Kha Kha
2 Tran Thi Binh Tét Tet Kh, Tet
C.ch lpm:
8Cu ti?n bin t1lo bfng nh- sau:
ST Ha t@n Hac ku 1 Hac ku 2
T

HL HK HL HK
1  NguyOn V'n Tet Tet Kh, Kh,

Nam

2 Tran Thi Binh Tet Tet Kh, Tet

Sau ®34 1Cn 1-it trén c,c «. vY db, ®0 trén « HA v
tan:

B-ic 1: B«i ®en 2 « cCn trén cia « Ha t2n;

Hoc Hoc
k¥ 1 k¥ 2
HL | HK | HL | HK

B-ic 2: Mé mdc chan Table | Merge Cell. Khi ®3 2 « ®:
chan sI ®-ic trén thunh mét «.

T--ng tu, b'n h:y 1Cn 1-it trén c,c « cBBn 11,

4.1.4 Vé bang

STT
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Trong tr—Ong hop muln vé& thém cdc d—Ong cho bang, ban c6 thé s dung
chUc ning nuy.
Hiy m@ thanh cong cu Tables and Borders, nhan nit Draw Table lj Con
chuOt
lic nuy chuy€n sang hinh chi€c biit vé& vu ban cé thé diing né d€ ké thém cic
d-Ong ké cho bang. )
2.2 PINH DANG BANG BIEU
4.2.1 Dinh dang dir liéu trong 6

Viéc dinh dang phong chif, mpu ch{r trén bang bi€u thuc hién theo nh—
phan dinh dang ch{r da trinh buy & (muc 1.2).

Pinh dang 1é
B-&¢c 1: Chon (boi den) cic 6 can dinh dang;
B-@c 2: Nhiy phdi chubt 1én viung boi den, m& muc chon
=] cell igrment »r6i chon ki€u 18 mubn dinh dang theo bang:

ElEE
BEEE
[
Pinh dang h—0ng vdn ban
Ban c6 thé dinh dang h-8ng viin ban trong 6 (hi€n thi theo chi€u doc, hay
chiéu ngang). PE€ dinh dang h—ng, ban lum nh- sau:
B-6¢c 1: Chon 6 can dinh dang h—-éng;
B-Gc¢ 2: Nhdy phdi chult 1én ving di chon, m& muc chOn

ry . . A . . . ~ « A
I1f} Text pirection... , hOp thoai Text Direction xuat hién:
Text Direction - Table Cell ed
rorientation——  Preview

Texk

Text
al

Bop AzZe| al))
dano sduini xoy
unacg yanb 2y

ok I Cancel I
Hiy dung chu6t nhan vuo h-Gng mubn thi€t 1ap & muc Orientation.
B-Gc 3: Nhan OK d€ houn tat.
4.2.2 T6 nén, ké vién
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PE t6 muu nén hay k€ vién cho mOt viing clla bang, cach lum nh— sau:

B-Gc¢ 1: Chon céc 6 (bdi den) can to nén hay dat vién;

B-Gc¢ 2: Nhan phdi chult 1én ving di chon, m& muc chon HOp thoai
Border and Shading xuat hién:.

Borders and Shading ilil

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

Setking: Shyle: Prewview
- Click on diagram below or use
buttons ko apply borders

MNone
0 =
[ o

I wpt — j apply ko
g Custorm
am = ITaI:uIe j
Opkions. .. |

Shove Toolbar | Horizontal Line. .. | ITI Cancel |
Thé Border cho phép thi€t 1ap céic dinh dang vé d—0ng ké cla viung Iua chon:
- Muc Style: chon ki€u d—Ong dinh thiét 1ap;
- Muc Color: chon muu cho d-Ong thang;
- Muc Width: chon d0 duy, méng cho d-Ong;
- Muc Setting: chon pham vi d—Ong can thiét 1&p. Ngopi ra ban c6 thé
chon pham vi cdc d—Ong can thi€t 1ap dinh dang & muc Preview;
- Muc Apply to: d€ chon pham vi c4c 6 thi€t 1ap cho phut hgp: Table — sé
thiét 1ap dinh dang nuy cho toun b6 bang; Cell- chi thi€t 1ap cho cic 6
da chon;
- Nhén Ok d€ két thic cong viéc.
Thé Shading cho phép thiét 1ap cic dinh dang vé t6 nén bang:
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Borders and Shading llil

Borders | Page Border  Shading |

Fill Prewview
Mo Fill

|

rrr ~
o [
IO O :
EREEEEEE | G
(B[S
(il
[ o ot (o

I—I—I—I—I—I_I_I_ Mare Colars...
Patterns
Skyle:
||:| Clear j picks
Colior: ICE" j

I Bubanmatic j
Shove Toolbar | Horizontal Line. .. | (] 4 I Cancel |

- Muc Fill: chon chon mpu cén t6. Pi c6 san mOt hOp véi rat nhi€u myu.
Ban c6 th€ nhdn niit More Colors.. d€ tU chon cho minh nhitng mpu
khéc:

Colors

Cancel

2]
Colors:

e

Current
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- Muc Apply to: d€ chon pham vi cdc 6 cdn t6 mau nén: Table — t6 toun
b0 bang; Cell- chi td cho céc 6 da chon;

- Nhan Ok d€ két thiic cong viéc.
4.3 Tinh toan trén bang

Ban c6 thé thuc hién mOt sO phép tinh don gidn trén bang cla Word.
MOt khia canh nuo ddy thi Word ciing c6 kha ning nh— mOt bang tinh dién t(r
(Excel), tuy nhién né chi x(r 1y d—0c nhiing phép todn don gidn, rat lu don gidn.
4.3.1 Tinh tOng

Gid s c6 mOt bang sO li€u nh— sau:

TT HO tén L-Ong Phu Thuc Iinh
cap
1 Nguyén Nam 507000 150000
2 Tran Khénh 600000 150000
3 Minh Hoa 630000 200000
TOng cOng: ? K |

Hum tinh tOng SUM cUa Word d€ di€n gid tri tGng vuo cic 6 ¢6 dau ?

B-G¢ 1: Bat di€m tro 1én 6 can chla gid tri tOng. Vi du mot 6 trén dong TOng
cOng:

B-G¢ 2: MG muc chon Table | Formula.., hQp thoai Formula xuat hién:

Eormula:
| B ECVE]

Humber format;

| (=

Paste Function: Paste bookmark:

| =l H
ITI Cancel |

O muc Formula, g5 vuo cong thic can tinh. C6 3 loai cong thUc tinh
tOng:
=SUM(ABOVE) - tinh tOng cdc dong tU trén dong dat di€m trd. Cong thiic
npy d—0c 4p dung dé€ tinh tGng cho dong T6ng cOng;
=SUM(LEFT) - tinh tOng cho c4c dong bén trdi dong dat di€m trd. Cong thic
nuy d—0c 4p dung tinh tGng cho cOt Thue linh ( = L-0Ong + Phu cap);
T-ong tu, =SUM(RIGHT) — tinh tOng cho cdc dong bén phdi dong dat di€m
tro.
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Cu0i cting nhan OK d€ hopn tat viéc tinh tOng.

Sau khi thuc hién ddn céc cong thirc tinh t6ng cho dong Téng cOng, vu cOt

Thuc linh ta d—gc bang két qud nh— sau:

TT Ho tén L-Ong Phu cép Thuc Iinh
1 Nguyén | 507000 150000 657000
Nam
2 Tran 600000 150000 750000
Khanh
3 Minh Hoa | 630000 200000 830000
T6ng cOng: | 1737000 500000 2237000
4.3.2 Tinh trung binh cOng
Gia st c6 mOt bang s0 1iéu nh— sau:
TT HO tén DTB HK1 | bTB HK2 PTB ca
nam
1 Nguyén 5.7 6.5 ?
Nam
2 Tran 7.6 7.4 ?
Khanh
3 Minh Hoa 7.5 8.3 ?
DTB chung ca 16p: ? ? ?

Hum tinh trung binh cOng AV

ddu ?

ERAGE cUa Word d€ dién gia tri vuo cic 6 c6

B-6¢ 1: Pat di€ém trd 1én 6 can tinh. Vi du mOt 6 trén dong PTB ca nim:
B-G¢ 2: MG muc chon Table | Formula.., hQp thoai Formula xudt hién:

Eormula:
AVERMGE(LEFT)
Murmber Format:
| =
Paste Function: Paste bookmark:
| ] 7
il I Cancel |

O muc Formula, g5 vuo cong thUc cén tinh. C6 3 loai cong thlc tinh
trung binh cOng:
=AVERAGE(ABOVE) — tinh trung binh cOng c4c dong tU trén dong dat di€m
tr@. Cong thUic nuy d—gc 4p dung d€ tinh gid tri cho dong PTB chung ca 16p:;

[ Khoa Cong nghé thong tin



0 Tin hQc Vian phong 0- 47 -

=AVERAGE(LEFT) - tinh trung binh cOng cho cdc dong bén trdi dong dat
di€m trd. Cong thUc nuy d—0c 4p dung tinh gid tri cho cOt PTB ca nim =
(PTB HK1 + BTB HK?2)/2;

T-0ng tU, =ZAVERAGE(RIGHT) — tinh trung binh cOng cho cic dong bén phai
dong dat di€m tro.

Cu0i cting nhan OK d€ hopn tat viéc tinh tOng.

Sau khi thuc hi€n dan céc cong thUc tinh trung binh cOng cho dong PTB chung
ca 16p:, vu cOt PTB cd nim: ta d—0c bang k€t quad nh- sau:

TT Ho tén DTB HK1 | PTBHK2 | DTBca
nidm
1 Nguyén 5.7 6.5 6.1
Nam
2 Tran 7.6 7.4 7.5
Khéanh
3 Minh Hoa 7.5 8.3 7.9
DTB chung ca 16p: 6.93 7.4 7.17

4.4 Sap x€p dir liéu trén bang
DUt liéu trén bang c6 th€ d-gc sap x€p theo moOt th(F tu npo dé.
Gid st c6 bang d{r li€u sau:

TT Ho dém Tén biém TB
1 Nguyén Anh 75
Quang
2 Tran Manh | Hu 8.0
3 Nguyén Binh 7.2
blrc
4 Nguyén Thang 6.5
Xuén
5 Nguyén Thi | Oanh 8.0

Pat diém tro 1én bang can sdp x€p rd6i mG muc chon Table | Sort.., hOp
thoai Sort xuat hién:
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Sot 2 x|

Sork by .
& I ﬁ * fAzcending
TEn - Type: [Text i
I = = T1 " pescending
Then by
| Tvpe: IText vI f+ Ascending
i~ Descending
Then by
I LI Type: ITexI: vI @ ascending
= i~ Descending
My list has
(% Header row " Mo header row

(0] 4 I Zancel | opkions. .. |

Thiét 1ap thuQc tinh cho hOp thoai nuy nh— sau:
- Muc Sort by: chon cOt dau tién can sap x€p (cOt Tén);

Sark by
e £ (R e
- Muc Type : chon ki€u d{f liéu cla cbt d6 d€ sap x€p. C6 3 ki€u d{f
liéu mp Word ho trgQ: Text — ki€u ky tu; Number — ki€u s6 hoc vu Date
— ki€u nguy;

- Cdc mUc Then By: S& d—0c so sanh khi gid tri sdp xEp tr—Ong dau tién
tring nhau. Vi du trén, khi Tén tring nhau thi sap x€p ti€p theo HO
dém;

- Muc My list has: chon Header row- dong dau tién cUa bang s& khong
tham gia vpo qua trinh sap x€p (lum dong tiéu d€); néu chon No header
row- mdy tinh s& sap x€p cd dong dau tién cla bang (chon khi bang
khong c6 dong tiéu dé);

- Cu0i ciing nhan OK dé€ thuc hién.

Sau khi s@p x€p theo Tén vu HO dém, thu d—0c bang két qua nh— sau:

TT Ho dém Tén Piém TB
1 Nguyén Quang Anh 7.5
3 Nguyén bl Binh 7.2
2 Tran Manh Hu 8.0
5 Nguyén Thi Oanh 8.0
4 Nguyén Xuin Thang 6.5

Sap xép bang theo Diém TB ri dén Tén
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Pat diém tro 1én bang can sdp x€p rd6i mG muc chon Table | Sort.., hOp
thoai Sort xudt hién vy thi€t 1ap cic thong sO cho hOp thoai nuy nh— sau:

ot 2| x|

Sork by

| pigm TE x| Tpe: INumI:uer TI ;
Then by o .
= Iﬁ * Ascendin
ITE'-I ;I MBS Text 1~ De;:egdigg
Then by & .
5 '
Feden =1 Twe [t 3] S penene
My list has
% Header Fo " Mo header o

(4 I Cancel | Opkions. .. |

Két qua sap x€p thu d—oc lu:

TT Ho dém Tén biém TB
2 Tran Manh Hu 8.0
5 Nguyén Thij Oanh 8.0
1 Nguyén Quang | Anh 7.5
3 Nguyén DU Binh 7.2
4 Nguyén Xuan | Thang 6.5

4.5 Thanh cong cu Tables and Borders
Thanh c6éng cU npy ch(fa cdc tinh ning gidp ban dé dung thuc hién
nhitng thao tac x(r 1y trén bang bi€u.
P& hién thj thanh cong cu, kich hoat muc chon View | Toolbars | Tables and
Borders:
Vel — = weL|m- o
O-EEEE-FH Al 4=
Y nghia cdc nit trén thanh cdng cU nuy nh— sau:
_#. Dung dé€ ké hodc
. dinh dang cdc
d-Ong;
¢2. Dung d€ tdy bo
" d-Ong thang;
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PE chon ki€u d-Ong

théng;
Ve w Chon d0 dam cUa d-Ong;
=L . Dinh dang mpu cho

d-Ong;

[[] -. Keé khung cho cic 0;

& . TO mau nén cic o;

[-. D& chen thém bdang
mdi 1én tui liu;

3. DE trln cédc 6 da chon
thunh 1 6;

B. DE chia mt 6 thunh
nhiéu & nho;

El-. DE dinh dang 1€ vin
bdn trong 6;

#. DE kich hoat tinh
ning tu dOng dinh
dang

lI. Dinh dang h-éng vin
ban trong 0;

4l. Sap x€p gidm dan
theo cOt dang chon;

Zl. Sap x€p ting dan theo
cOt dang chon;

. Tinh tGng don gidn.
CAU HOI Vp Bul TAP

Tra 10i cic cAu hoi ki€m tra 1y thuyét sau:

1. C6 may ph—0Ong phdp d€ chén mOt badng mdi 1én tui liéu Word? Hay 1iét ké
tén tUng ph—0Ong phap vu cho bi€t nhiing —u di€m cUa tUng ph—0ng phap nuy?
2. TrOn nhiéu 6 thunh mOt 6 ng—0i ta st dung tinh ning Merge trén thanh cong
cu Table. Néu bo trdn mOt 6 d€ vé trang théi cic 6 nhd ban ddu phdi lum thé

npo?

5. Cac ky niing ho tro
5.1 Tim ki€m v thay thé€ viin ban

Tinh ning Find & Replace trong Word gitip tim ki€m vin ban, dOng thoi
gidp thay thé mOt cum tU bdi mOt cum tU mbi. Pi€u nuy gidp ich rat nhi€u
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khi ban phdi lum viéc trén mo6t sO 1-Ong trang vin ban rat 16n (mOt gido trinh,
mOt bdo cdo dpi chang han).
5.1.1 Tim ki€m viin ban

PE tim ki€m mOt cum tU trong tui li€u cUa minh, lum nh— sau:
B-@c 1: Chon viing vin ban mubn tim ki€m;
Né&u khong 1ua chon mot ving vin bdn, Word sé€ thuc hi€n tim ki€m trén toun
b0 tui liéu.
B-Gc 2: Khéi dOng tinh ning tim ki€m viin ban bang céch: kich hoat muc
chon Edit | Find.. hodc nhan t6 hQp phim tat Ctrl + F, hép thoai Find and
Replace xudt hién:

Find |Regla|:e| Go To |

Find what: I'-.-'iet am LI

[ Highlight all items Found in:
IMain Dacurnent j

Less % Cancel

Search Opkions
Search; all -
[ Match case
I™ Find whole words only
[ Use wildcards
[ Sounds like (English
[ Find all word Farms (English)

Find

Farmak - | Special | Mo Farmakking |

B-Gc 3: Thiét 1ap cic thong tin v€ tim ki€m trén thé Find. Y nghia cdc muc
tin nh— sau:

- G6 tU can tim ki€m vpo muc Find what: vi du: Viet nam;

- Thi€t 1ap c4c tuy chon tim ki€m & muc Search Options nh— sau:

- Match case- tim ki€m my khdng phan biét ch(t hoa, chit th—Ong;

- Find whole words only- chi tim trén nh{tng tUr dOc 1ap
B-G¢ 4: Nhan niit Find next, may s& chi dén vi trf viin ban ch(fa cum tU can
tim.
5.1.2 Tim vp thay thé vin ban
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Tinh niing nuy gitp tim ra nhiing cUm tU trén vin ban, dOng thdi c6 thé
thay th€ cum tU tim d—0c bGi mOt cum tU mdi. PE thuc hién tinh ning npy,
lum nh— sau:

B-G¢ 1: Chon ving vin bdn muOn tim ki€m; khdi dOng tinh ning tim ki€m
vin ban;

B-Gc¢ 2: Thiét 1ap thong tin v€ cum tU can tim vu cum tU s€ thay thé & thé
Replace cUa hOp thoai:

- G6 cUm tU can tim ki€m vpo muc Find what:

- Go cuUm tU sé thay th€ & muc Replace with:

HOp thoai trén thi€t 1ap thong tin tim ki€m cum tU Viet nam, n€u tim
thdy c6 thé thay thé cum tir d6 bdi Viét Nam.

B-Gc 3: Nhan nit Find next dé tim dén vi tri vin ban ch(fa cum tU can tim.
Khi tim thdy, c6 th€ bam niit Replace d€ thay th€ cum tU tim d—gc bdi cum tlr
da chi dinh & muc Replace with: hodc nhan niit Replace All, Word sé tu dOng
thay Ehé' toun b0 cdc cum tU s€ tim d—0c nh— chi dinh.

1.9 TINH NANG AUTOCORRECT

Pay lu tinh ning tu dOng stta 10i chinh ta rdt manh trén Word. N6 gitp tOc d6
soan thdo van ban cla ban nhanh hon nhO nhitng tU viét tat vu trdnh d—0c
cdc 16i chinh t3 khong can thiét béi kha ning tu dOng sra 16i chinh ta cUa né.
5.2 Thém mot tur viét tat

P& thém mot tUr viét tat, thuc hién theo cic b—Gc sau:

B-Gc 1: Kh3i dOng tinh ning AutoCorrect bang ciach m& muc chon 1&nh:
Tools | AutoCorrect.., HOp thoai AutoCorrect xuat hién:
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AutoCorrect: Englizh [U.5.] ed A

AukoZorrect | AukbaFormat As You Type | AukaText | AukaFaormat I

¥ Correct TWo IMitial Capitals Exceptions. .. |

[V Capitalize First letter of sentences
¥ Capitalize names of days

Iw Carrect accidental usage of caPs LOCK key

—Iv Replace text as vou kype
Replace: Wiith: % Plain et " Formatted text
vh van ban

ey wErY ﬂ

wirbalyl wirbually

vis-a-vis wis-A-vis

ey wErY

vulnerible vulnerable

wa snok was nok —

wahk what j
Add Celete

[T Automatically use suggestions From the speling checker

(0] 4 | Cancel

- G& cum tU viét tat vuo muc Replace:
- Go cum tU s€ thay th€ vuo muc With:

Vi du: muOn viét tat tU van ban bGi vb thi:

Replace go vb

With gb vin ban

B-G@c 2: Nhan niit Add d€ ghi thém tU nuy vpo danh sach viét tat clla Word.
5.2.1 Xoa di mOt tur viét tat

DE xo4 di mOt tUr viét tat, thuc hién theo cic b—Gc sau:

B-@c 1: Khdi dOng tinh ning AutoCorrect;

B-Gc 2: Tim dén tU viét tat can xod bang cich go tUr vié€t tat vuo muc
Replace. Vi du muOn xo4 tU vb — vin ban vUa thi€t 1ap & trén, hiy gd vb vuo
muc Replace;

B-@c 3: Nhan niit Delete d€ xod cum tU viét tat nuy.

5.2.2 Cac tuy chon vé stra 10i chinh ta
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AutoCorrect cho phép thi€t 1dp mot sO tinh chat tu ddng sta cac 16i chinh t3
trong qud trinh soan thdo. D€ thi€t 1ap cic tinh chat tu dOng stra 16i chinh ta,
hay lpm nh- sau:

B-@c 1: Khdi dOng tinh ning AutoCorrect;

B-Gc 2: Thiét 1ap cdc théng s6 vé tu dOng stra 10i chinh td bang céch chon
(checked) cac muUc sau:

- ¥ Carvect Twa Initial CApitsls U dOng sUra nhitng tU n€u c6 2 ky tu hoa dau dong
s€ chi d€ 1ai ky tu hoa dau tién. Vi du TWo sé€ tu dOng sUa thunh Two;

_ I¥ Capitalize First letter of sentences tu déng stra ky tu dau tién cla m@t ciu thunh ky tu
in hoa;

- Iv Capitalize names of days viét in hoa cho ky tu’ dau tién cUa nguy. Vi du: sé ludn
sUta lu Monday;

_ ¥ Correct accidental usage of cAPS LOCK keytu' dél’lg stra 161 kléu nh— cAPS LOCK khi bét
nham phim Caps lock. Khi d6 mdy sé& s(ra thunh Caps lock.

6.1 Chen ky tu dac biét

Trong qud trinh soan thdo vin ban, nhi€u lic chiing ta can chén mot s6
ky tu dac biét vuo tui liéu (khong cé trén bun phim) vi du nh—: V, 2, 1, |, +, =,
... Tinh ning Insert Symbol clla Word gitip don gidn lum vi€c npy.
6.1.1 Chen ky tu dac biét

Chon vi trf can dit ky tu dac biét, ti€p theo m& muc chon Insert |
Symbol... HOp thoai Symbol xudt hién:
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21
Symbols |S|:_|en:ial Charactersl
Fonk:  |Symbol =l
DI # |3 |%(& (s [)]*|+].]- FlOoll2[3)14|5|B|7T| 8|5 ;
<|=|=|?|z|A|B|X|A|[E|P|T|H AB|N|O|IT|@|P|E|T|T|c|
Sz Je|p|x|® vlv|gle|A|lp|v|o|n|8|p|o
tlu|lwm|al |yl ][Y]|~|O(0 O|ojojoofjojojoo(o|o|o
o|jo|ojojojo|ojo|o(ojo(o|o|o|0|o|O)T| " [s] || f|a]*|v|s
| Tl o] |z|x|=|a]e|=|=]|=]=].| | |H|2|3|0|e|e|2|@]~
sz lele|lc| el e | 2| 7@ @ || ]+ Al vlele| =z o ¢ |@|e
i ML el R I e
&utu:uc::urrect...l Shorbcut Eey...l Shortcut key:
| Inserk I Zancel |

O thé Symbol, c6 thé tim ky tu ddc biét can chen 1én vin ban. Trong tr—Ong
hop khong tim thdy, c6 thé tim ky tu & danh muc khéc béng cdch chon mOt
danh muc tap hop cédc ky tu' & muc Font: |9 =

Mun hinh trén hié€n thi tap hgp cic ky tu dac biét cla danh sach Symbol. Gi

sUr khi chon hOp Font 1p[Mapinfo Cartoaraphic =l danh sach céc ky tu déc biét
s€ nh- sau:
21 %
Symbols | Special Characters I
Eont: IMapInFl:u Cartographic ;I
B(O0|On|O(+|¢| (oo @ |(¢| e[ a|Fla|F(a|ax|x
(0| S| @O0 | +|+ Wit = ||| Flolp|p|a|p|d]R
||| I e Ble|t|lg|e|lg|a|=|a|e|=|~{0|0
o|jo|o|jo|jo|jo|joyo|jo|jojO ojojoc|ojojoc)o|ojo|o|jojo)|D)O
ojo|o)jojo|o|jo)jo|o|jo|jo|o)jo|O|O|O|O|O|O|O(O|O|O(O|O|O(O(O
ojo|o)jojo|o|jo)jo|o|jo|jo|o)jo|O|O|O|O|O|O|O(O|O|O(O|O|O(O(O
ojo o|jo|jo|jojo|o|jo|jo|o|jo|jo|o|jo|o|O|O|O|(O|O|O(O|O|O(O|O
ojo|o)jojo|o|jo)jo|o|jo|jo|o)jo|O|O|O|O|O|O|O(O|O|O(O|O|O(O(O
AukoCorrect. .. | Shortcuk Eew. .. | Shartout key:
| Insert I Zancel I

Khi thdy ky tu can tim, c6 th€ chen ching 1én tui li€u bdi moOt trong hai cich
sau:
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Cach 1: Nhan kép chudt 1én ky tU can chén;
hodac
Cach 2: Chon ky tU can cheén béng c4ch nhan chult trdi 1én nd, rOi nhan nit
Insert d€ chen ky tu 1én tui liéu.
V&i tinh ning npy, ban c¢6 th€ chéen mot ldc nhi€u cac ky tu dac biét 1én tui
liéu.
Pac biét: c6 hai chlc ning rat thuan tién né€u ta phadi ding nhi€u ky tu dac
bi€t nuo d6 trong soan thdo, d6 lu gan tG hgp phim néng vu thi€t 1ap cum tUr
vi€t tat cho ky tu dac biét.
6.1.2 Gan t6 hop phim néng cho ky tu dac biét

MOi ky tu ddc biét, ban c6 thé gan mot t6 hgp phim néng d€ sau npy
khi soan thdo chi cdn bam t6 hgp phim d6, ky tu dac bi€t t—-0ng Ung s€& d—0c
chén 1én tyi li€u. Hay lum nh- sau:
B-0G¢c 1: M3 hdp thoai Symbol;
B—Gc 2: Tim dén ky tu dac biét can gan phim tat, nhan chult trdi 1én ky tu d6
d€ chon:

e .3
Symbols |S|:|_ecial Charactersl
Font:  |Symbol =l
DI (# |3 |%|&] | ()] +|+ .| SOl 2]3d(5(a|T|E2 ;
<l=|>|?|z|A|B|X|A|[E|P|T|H AMN|O|IT|(®| P2 T|T| |
E‘-I-‘Z[..]J___Dzﬁj;;ﬁ v |g|e|d|p|v|loe|(xn|f|p|o
c|u|wm|alEfyw|C|T|]]}]|~|0O|0 oo|jojo(ofojojojo(o|o|o
O|jo|o(o|ojo|jo|o(o|o(o(o|o(o|o|og|T| s o] flale|v|s
| Tl L= |z|x|=|a]e| === || |Ho|2|3|5|e|e|@a]~
violz|elc|ele| e L] 7@ |2 ™ || ||| vie|le Tz U] ] {|e]|e
sl AT Lr L a2 A g k) o
ﬂutu:uc::urrect...l Shorkcuk ﬁey...l Shorkcut key:
| Insert I Zancel |

B-G¢ 3: Nhan niit Shortcut Key.. , hQp thoai Customize Keyboard xudt hién:
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Customize Keyboard i

Categories: Commands;
Close |
&l Commands ;I -
;I LI Femove

Press new shorkout key: Current keys: Reset All... |
|alt+o ]
Currently assigned ko: wrmbol——
[unassigned] ;I ¢'
escripkion
Symbal: 61542 Saye changes in:
IN-::rmaI.u:Iu:uI: j

Khi con tr@ dang & muc Press new shortcut key: hiay nhan t0 hgp phim néng
can gan. O vi du trén, gid s& mudn gén t6 hop phim Alf + O cho kY tU @, hay
bam tG hgp phim Alt + O, ti€p theo bam niit Assign d€ ding ky phim tat nuy.
Khi hQp thoai sau day xudt hién, tlc 1u ban di gan phim tat Alt + O cho ky tu
¢

Zakeqories: Commands:
Close |
All Cormrmands :I -
Assign |
- g
Press new shorbcut keys Current keys: Reset all,.. |

|j':.:'ml:u:|l—-
EsCripkion )
Symbol; 61542 Sawe changes in:
IN-::rmaI .ok j
Cach su dung:
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Sau khi d3 thi€t 1ap t6 hop phim tat cho ky tu ¢, d€ chen ky tU nuy 1én tui liéu
ban khong can quay lai tinh niing Insert Symbol nita, mu chi can nhén tG hop
phim Alt + O. Ky tu' @ sé d—0c chén vuo vi tri mu con trd dang chon.

6.1.3 Gan tur viét tat cho ky tu dac biét

Ngoui viéc gin t6 hgp phim néng cho mOt ky tU ddc biét, ta con c6 thé gin tO
hop ky tU thay cho ky tu’ dac biét thong qua tinh ning AutoCorrect.

Vi du, d€ chen ky tu ddc biét @ ban c6 th€ gan né bdi t& hop ky tU fi, cich
lpm nh- sau:

B-Gc¢ 1: Khéi dOng tinh ning Insert Symbol;

B-Gc 2: Tim dén ky tu dac biét can gan phim tat, nhdn chult trdi 1én ky tu' dé
dé chon:

B-6¢ 3: Nhan chult 1én niit AutoCorrect, hOp thoai AutoCorrect xuat hi€n:

AutoComrect: Englizsh [U.5.] ed
AukoZorreck |
V¥ Correct T'WwWo Initial Capitals Exceptions. .. |
Iw Capitalize First letker of sentences
v Capitalize names of days
¥ Correct accidental usage of cAPS LOCK key
—F‘Replace bexk as wou bype
Replace: wiith: Plain et {* Formatted text
i )
Fianly Finally |
Fidn find
Finalyl Firally
Firends friends Lo
Firts Firsk
Follwo Follows
Fallvaning Fallowing ﬂ
Add Delete |
™ automatically use suggestions From the speling checker
(0] 4 | Cancel

Hiy gé vpo tG hop ky tu th-Ong can géan cho ky tu dac biét npy vpo muc
Replace. O vi du nuy, mubn gan t0 hgp ky tU fi cho ky tu dac biét @, hdy gd fi
vuo muc Replace;

B-&¢ 4: nhan nit Add d€ dong ¥ cho vi€c gan vira roi. Culi cing nhan Ok dé
déng hOp thoai.
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Cach sU dung:

Gia st ban da thi€t 1ap fi cho ky tu @ nh— trén, n€u phai gd bi€u thifc:
@ =2n+1 chi can g6 fi = 2n+1

CAU HOI Vyu Bul TAP CH-ONG 1

Céc cau hOi ki€m tra 1y thuyét:

1. Hay néu nhiing khd ning mp phan mém Microsoft Word c6 th€ lum
d—0c cho codng viéc viin phong mu ban d—0c biét?

2. Phan biét su khéc nhau gi(ta hai khdi niém: nhap vin ban vu soan thdo
vin ban?

3. Phan biét su khac nhau gi(ra hai kh4i ni€m vin ban vy tui li€u?
4. Thong th—Ong té€p vin ban Word c6 phan m& rOng 1y gi?

5. Thé npo Iy mdt khoi vin bdn? Néu cic thao tic can thi€t d€ c6 thé di
chuyén mot khoi dén vi trf khic, d€ sao chép mOt khdi t—Ong tu
dén vi trf khac?

6. C6 th€ s dung phim tat d€ m& hOp thoai chon phong cht d—0c
khong? Néu d—gc, d6 Iu t6 hgp nhimg phim gi?

7. Néu céc t6 hop phim tat can thi€t dé: thi€t 1ap chir béo, thi€t 1ap chir
nghiéng, ch{t c6 gach chan?

8. Thé npo Iy mOt doan vin badn? MOt doan vin ban c6 th€ nam trén
nhi€u

trang vin ban d—0c khong? N&u d—gc thi trong tr—Ong hgp nuo?
Bui tap thuc hunh
G6 cac doan vin ban sau:
Bupi tap 1:
Hé thOng mang mdy tinh day hoc AVNET d-0c cong ty SCC tri€n khai tU
gi(fa nim 1996 trong cdc tr—Ong dai hoc vy trung hoc ciing nh— cdc trung tAm
tin hoc - ngoai ng(t di mang 1ai nhi€u hi€u qua thi€t thuc cho viéc day vu
hQoc. AVNET da d-Qc dong ddo ng—0i st dung hoan nghénh vi tinh than thi€n
vu hién dai. AVNET xUng ddng Iy mOt hé di€u hunh 18p hoc vi trén nén cla
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AVNET thay gido c6 thé qudn 1y toun di€n 18p hoc dOng thdi day vu ki€m tra
nhi€u mon hoc khéic nhau.
Bui tap 2:
Trong s cic ch—0ng trinh phét tri€n kinh t&€, x4 h0i ThU d6 dén nim 2010 c6
dU 4n tu bO vu tdn tao khu di tich Vin Mi€u - Qubc T¢ Gidm, nGi d—0c coi Iu
bi€u t-0ng cla vin hod Viét Nam. Viéc trung tu, ton tao Vin Mi€u - Qudc TG
Giam Iy mot trong nhiing vi€c d—0c quan tam cUa Hu NOi chudn bj ti€n t&i ky
niém 1000 Thing Long.
Niam 1991, sau khi d—0c BO Vin hoa - Thong tin phé duyét, DU dn bdo tOn, tu
b0, ton tao vu khai thic du lich Vian Mi€u - Quc TU Gidm da ti€n hunh. Nhu
bdo qudn 82 bia ti€n si d—0c xdy dung bang sO tién 70.000USD, tai Bii
P-0ng trang nghiém, cO kinh, th-Ong xuyén c6 cdc hoat dOng truyén thOng; ky
niém nguy sinh cla cdc danh nhan, 1& dang h—ong, r—&¢ kiéu vuo dip Tét
Nguyén dan, Vin Mi€u - QuOc T’ Gidm da dén 920 nghin 1-0t khac du lich
trong d6 c6 550 nghin 1-0t khach quOc t€ ...
V@i dién tich hon 54.000m* G trung tim thunh phd vi thé cédc hoat dOng vin
ho4, nghé thudt dan tOc 16n th—-Ong d—gc tG chlrc tai day. C6 d—gc khong gian
v trang thi€t bi thich hop, day dU, khu di tich Vin Mi€u - Quic TU Gidm s€ lu
n0Oi I-u danh danh nhin vin hod can, hién dai v&i n0i dung vu hinh thlc thich
hop, tr—ng buy c6 tinh chat bdo tung v€ lich st hoc hunh, thi ¢ cla Viét nam,
t0 chlc cdc cudc hdi thdo khoa hoc, ky ni€ém danh nhan vin hod, trao tdng hoc
hum, hoc vi vu nhitng danh hiéu cao quy cla Nhu n—Gc cho cic nhu khoa hoc
dé€ ti€p nbi truyén thOng hi€u hoc, trong dung nhan tui cla déan tbc
Bui tap 3: Thuc hién soan thdo vu dinh dang theo mau sau:

bINH DANG
FONT CHU:
- Panh dau kh6i vin ban
- Chon Format > Font > xdc dinh chi ti€t cdc thuOc tinh (font chi,c, mpu...)
Hodc c6 thé€ chon tUng thudc tinh trén thanh cdng cu
TAO CHU CAI PAU DONG:
- banh ddu chif cdi can trang tri
- Chon Format > Drop Cap.. > x4c dinh ki€u trang trf, sO dong, font ch(...
Bui tap 4 :Thuc hién tao cic Bullet vu Nubering sau day 1én tui li€u:
1. D€ c6 th€ hoc tap tOt Tin hoc ban phai:

- Gidi tiéng Anh, dac bi€t lu khd ning doc hi€u tui liéu ti€ng Anh;
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- Ham hoc hoc hoi, ddc bié€t 1 s& thich tim toi vu kham ph4 bi an;

- C6 k€ hoach vu ky luat hoc tap tOt;

- Chiu khé giao I-u v&i cdc ban cung 18p, cling s@ thich tin hoc, dac biét
giao 1-u v@i cdc dién dun tin hQc trén mang Internet;

- Cu0i cling, ban hay luon cdi m3 tam long d€ tu stta minh, d€ cling hoc
hdi. Niém vui s& d—a ban dén nhiing thang 1gi !

2. Quan di€m cUa ban nh— thé nuo d€ hoc t0t mon Tin hoc?

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

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

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

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

Bui tap 6: G6 vuo doan vin ban vu chia thunh 2 ¢Ot nh- sau:

Trong sO cdc ch—0Ong trinh phit tri€n
kinh t€, xa hOi ThU d6 dén nim
2010 c¢6 du 4n tu bO vu ton tao khu
di tich Vin Mié€u - Quoc TU Gidm,
ndi d—0c coi lp bi€u t—0gng cla vin
ho4d Viét Nam. Viéc trung tu, ton
tao Vin Mi€u - Qubc TG Gidm lu
mOt trong nhimng viéc d-Qc quan
tam cUa Hy NOi chudn bj tién tGi
ky niém 1000 Thing Long.

dm 1991, sau khi d—gc BO Vin hod -
Thong tin phé duyét, du 4n bdo tOn,
tu b0, ton tao vu khai thdc du lich
Vin Mi€u - Qulc TU Gidm di ti€n
hunh. Nhu bdo qudn 82 bia ti€n si
d-0c xiy dung bang sO tién
70.000USD, tai B4i D-Ong trang
nghiém, c6 kinh, th-Ong xuyén cé
cic hoat dOng truyén thOng; ky
niém nguy sinh cla cdc danh nhan,
1é dang h-ong, r-Gc kiéu vuo dip

Tét Nguyén ddn, Vin Mi€u - Qudc
TU Giam da dén 920 nghin 1-0t khac
du lich trong d6 c6 550 nghin 1-Qt
khach quoc té ...

Vi dién tich hon 54.000m* & trung
tam thpnh phO vi thé c4c hoat d0ng
vin hod, nghé thuat dan tOc 16n
th-Ong d—-0Qc t0 chlc tai diy. C6
d—0Qc khong gian vu trang thi€t bj
thich hgp, ddy dd, khu di tich Vin
Miéu - QuOc T& Gidm s€ Iy nGi 1-u
danh danh nhan vin ho4 can, hién
dai véi nbi dung vy hinh thlc thich
hap, tr—ng by c6 tinh chat bdo tung
v€ lich s& hoc hunh, thi cU clia Viét
nam, t0 chlc cdc cuOc hOi thdo
khoa hoc, ky niém danh nhan vin
hod, trao tang hQc hum, hQc vi vu
nh(tng danh hi€u cao quy cla Nhu
n—0Gc cho céc nhu khoa hoc dé€ ti€p
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nOi truyén thOng hi€u hoc, trong
dung nhan tui cla dan tOc.

[ Khoa Cong nghé thong tin



BAI 2: THIET LAP BANG TINH V MICROSOFT EXCEL

1. TOng quan vé Microsoft Excel

Microsoft Excel (g0i tat: Excel) 1a mOt loai bang tinh dién t* dugc ding
d€ 6 chlc,
tinh todn bang nh{g cdng thlc (Formulas), phan tich va tOng hgp s6 liéu. Cic
nhiém vy ] )
ma ban c¢6 thé thuc hién v&i Excel tur viéc viét mbt héa don téi viéc tao bi€u
d0 3-D hoac |
quadn 1y sO ké todn cho doanh nghiép.

Chuong m3& dau nay sé dem dén cho ban 1uGt nhanh qua khong gian 1am viéc
cla ]

Excel, c4c ki€u d{r li€u va cich tao mOt bang tinh don gidn.

1.1.CAC KHAI NIEM CO BAN

1.1.1. Goi Urng dung Microsoft Excel

Ciach 1: Chon 1énh Start/Programs/Microsoft Excel

Cach 2: D_Click vao bi€u tuong Microsoft Excel trong man hinh nén (Desktop).
Cach 3: D_Click 1én tap tin Excel c6 san trong mdy.

1.1.2. Thoat kh@i Microsoft Excel
Cach 1: Click vao nit Close .

Cach 2: Chon 1énh File/ Exit.

Cach 3: Nhan t6 hop phim Alt + F4.



MICROSOFT EXCEL
1.1.3. Man hinh ctla Microsoft Excel

X Microsoft Excel - Buoi thu 12.1ls [Read-Only] = ]E’ |_>$j
J]Sﬂ File Edit View Insert Farmat Tools Data Window Help =18l _X.j‘
DR ERe | BB (o B®| = A 4 E DD o - @
“\u‘l\]book—nntiqua * 11 v|B I ﬂ!%gélﬁi% 3 f58;°.8|£;§£;§|EE'@"£'|
~| =| =vLOOKUP(vALUE(LEFT(B4 2)) SASIZSCET7 2.0] S
4 B ' C D E F gy G B I
| | - - | = | E Thanl g (|
1 BUU DIEN TINH CAN THO (Formula Bar)
2 PHIEU TINH CUCC FPHI PIEN THOALI
; Neri duige goi (Hnh, Cuide phifl i
STT | 58diln thoaidiige goi ; s Thei gian goi Thanh Tidn
] thanh pho) phiit
4 1 71834002(Can Tho £ 200 1,600.0 N
~
5 2 54822578 |Thu Thien Hue 3 910 27300 Vung n ap
6 3 70827998 |Vinh Long 6 500 20000 | Jew 1A
au 1l
7 4 48542210|Ha MNoi 5 2500| 12,5000 -
g 5 825809752 |TF. Ho Chi Minh 10 1500 15,0000
3 & 79865420|S0c Trang 11 800 8,200.0
10 7 71895623 |Can Tho 12 200 24000
11 S 42792562 |Ha Moi 4 2500 10,0000
12 9 éh Sh?@fsm TH. Ho Chi Minh 8 1500 12,0000
12 10 70827998 |Vifih Long 30 500| 15,0000
14 — TONG CONG: $3,030.0
5
1[4 o [oil Bai €7 B2 {85 {Baia (B / 1l
Ready ] [ [ [CAPS MU |

Hinh 15.1: Man hinh cUa Microsoft Excel

Cic thanh cong cU: ngoai c4c thanh cong cU tuong tu nhu cla Word, Excel
c6 thém ) . ) A
thanh céng thUc (Formula Bar) dung dé nhap dU li€u, cong thUc vao 6 hién
hanh.

Bat/ tat thanh nay, vao menu View/ Formula Bar

1.2.CAU TRUC CUA MOT WORKBOOK

MOt tap tin cUa Excel dugc goi 1a mOt Workbook va c¢6 phan m3 rOng mac
nhién

XLS. MOt Workbook dugc xem nhU 13 mOt tai 1iéu gbm nhiéu t0.

MOi tO goi 1a mOt Sheet, c6 tOi da 255 Sheet, mdc nhién chi c6 3 Sheet. Céc

Sheet
dugc dat theo tén madc nhién 1a: Sheetl, Sheet2, ...

1.2.1. Cau triic cla mOt Sheet

M6i mot sheet dugc xem nhu 1a mOt bang tinh gdm nhi€u hang, nhiéu cOt.

- Hang (row): c6 tOi da 12 65.536 hang, dudgc danh sO tU 1 dén 65.536

- COt (column): c6 tOi da 1a 256 cOt, dugc danh sO tU A,
B,..Z,AA,AB...AZ, ..1IV




- O (cell): 1a giao cUa cOt va hang, dit liéu dugc chlfa trong céc 6, gilta cdc 6 c6
uGi

phan céch.

Nhu vay mOt Sheet ¢6 65.536 (hang) * 256 (cOt) = 16.777.216 (0)

MO0i 6 c6 mOt 7diaAchi dugc xdc dinh bang tén cla cOt va s6 th(r tu hang, vi du
C9 nghiala 6 0 cOt C va hang thu 9.

- Con tro 6: 12 mOt khung nét doi, 6 ch(a con trd 6 dugc g0i 14 6 hién hanh.
Céch di chuy€n con tr® 6 trong bang tinh:

+ SU dung chudt: Click vao 6 can chon.

+ SU dung ban phim:

7, : Lén, xubng 1 hang.

—, «: Qua trai, phai 1 6.

PageUp: Lén 1 trang man hinh.

PageDown: XuOng 1 trang man hinh

Ctrl + PageUp: Sang trdi 1 trang man hinh

Ctrl + PageDown: Sang phdi 1 trang man hinh

Ctrl + Home: V€ 6 Al

- Vuing (Range/ Block/ Array/ Reference): gdm nhiéu 6 lién ti€p nhau theo dang
hinh

chr nhét, mOi viing c6 mot dija chi dugc goi 1a dia chi ving. DPia chi viing
bOi dia chi cUa 6 goc trén bén trai va 6 goc dudi bén phai, giua dia chi cua 2
6 nay I

dau hai cham (;).

Vi du C5:F10 1a mdt viing chit nhat dinh vi bing 6 dAu tién 1a C5 va 6 cubi Ia
F10

- Gridline: Trong bang tinh c¢6 cic dudng 1udi (Gridline) dung d€ phéan cich
gilra cdc ] ]
0. Mac nhién thi cdc duOng 1udi nay s€ khong dugc in ra. Mubn bat/ tat
Gridline, vao 1énh

Tools/ Options/ View, sau d6 Click vao muc Gridline d€ bat/ tat duong 1udi.

1.2.2. MOt s6 thao tac trén Sheet

Chon Sheet 1am viéc: Click vao tén Sheet.

DGi tén Sheet: D_Click ngay tén Sheet can dGi tén, sau d6 nhap vao tén mai.
Chen thém mOt Sheet: chon 1énh Insert/WorkSheet.

X6a mOt Sheet: chon Sheet can x6a, chon 1€nh Edit/ Delete Sheet.

Ghi chit: ¢6 thé thuc hién céc thao tdc )
trén béAng cdch R_Click 1én tén Sheet rOi
chOn 1€nh can thuc hién.



Hinh 15.2: MOt sO thao tic trén Sheet

1h Insert, .,
1k | [elete
ﬂ Reriare
i Move or Copy..,
( | Select Al Sheets
Ll Vi Code

{4} H\Eﬂi]‘ﬂ[:u.ﬂuﬂl P, o |d[:|3/



1.3.CACH NHAP DU LIEU

1.3.1. MOt s6 qui dinh chung
Khi m&i cai dat thi Excel s dung cic thong sO mdc nhién (theo ngdm dinh).

DE thay ] ]
d0i cdc thong sO nay theo y mudn, ban chon 1é€nh Tools/ Options.

Options @@ Options @@

Transition ] Custom Lists 1 Chart ] Colar ] Transition ] Custorn Lists 1 Chart ] Colar ]
Yiew ] Calculation I Edit General Wiew ] Calculation Edit I General |
Setkings Setkings
[ RICI reference style I erompt for workbook properties v Edit directly in cell I Extend list Formats and Farmulas
I Iognore other applications [ Provide Feedback with sound [¥ allow cell drag and drop ¥ Enable automatic percent entry

[ Zoom on roll with InteliMouse ¥ dlert befare overwriting cells

I¥ Recently used File list: 4 El: entries Weh Options. .. I¥ Move selection after Enter

Direction: Doveir -

Sheets in new workbook; 3 3‘
= = I Fized decimal
Standard font: |Times Mews Roman ﬂ Sizes |12 j Blaces:
IV Cut, copy, and sort objects with cells
Default file location: |S:1

¥ sk to update automatic links
Alternate startup file location: [ I¥ Provide Feedback with Animation

User name: |Bo Man Tin Hac I¥ Enable AutaComplete For cell values

Hinh 15.3: L&p General Hinh 15.4: L&p Edit

1.3.2. Ciach nhap dir li€u vao mot 6
- Pua con tré 6 dén 6 can nhap.
- Nhap d{t liéu vao.

- K&t thiic qud trinh nhap bang phim ENTER (hodc fl —+), hlQy bo d(rliéu
dang

nhap bang phim Esc.

Ghi chii: MuOn hiéu chinh d{t li€u da nhdp ta chuyén con trd 6 dén 6 can
hi€u chinh \ o

r0i nhan phim F2 hodc D_Click vao & can hiéu chinh rbi ti€én hanh hi€u
chinh d{r liéu.

1.4.CAC KIEU DU LIEU VA CACH NHAP

Microsoft Excel tu dOng nhan di€n ki€u d{r 1iéu khi ban nhap d{ liéu vao.
Cong viéc ) o X

cUa ban 1a xdc dinh ding ki€u d{ li€u dé€ tién cho vi€c tinh todn va dinh
dang.

1.4.1. Dt liéu kiu s6

Khi nhap vao sO bao gﬁm: 0.9, + -, % /,(),E, %,$ thi sO mac nhién duoc

canh 1é
phai trong 6. Excel s€ hi€u d{I liéu ki€u sO khi ban nhap d{ liéu ki€u sO



ding theo sur dinh

dang cla Wlndows (ngay va gi0 ciing dugc 1uu trlf nhu moOt tri s0), ngudc
1ai n6 sé h1eu 1a

dit 1iéu kiéu chui.

e Dirliéu dang s6 (Number)

P& dat quy dinh v€ cach nhadp va hién thj sO trong Windows: chon 1€nh
Start/Settings/Control Panel/ Regional and Language Options/ Chon 18p
Number:

1. Dau phén cdch thap phan.

2. SO chir s6 thap phan.
3. Dau phan cdch hang nghin.

4.56 s0 hang nhém hang nghin.
5.Dau phu dinh (sO am).

6. Dinh dang s6 am.

7. Pinh dang s6 thuc nho hon 1.
8. Dau phan c4ch tham sO ham.

9. Hé thOng do 1udng.

Customize Regional Options

Mumbers | Eurrenn:_l,; Time .Date

Sample

Positive: |123.456,789.00 | Megative: |-123.456,789.00
Decimal symbal: !| L |
Mo, of digitz after decimal; | 2 L] |
Crigit grouping symbal; | L |
Digit grouping: |'I 23.456.789 *ii
Megative zign symbaol: | L |
Megative number format; | -1.1 L] |
Dizplay leading zeros: | 0y w |
Lizt separator; | ot |
Measurement system: i 5. i |

[ ] ] [ Cancel Spply




Vidu:

Customi=e HRegional Options

| Humber=s Currer‘n:j..; | Tim= O ate=
Calendar
wohern a bweo-digit pear i= entered, interpret it as= a year betvaesn:

and | z0z9 B

—

Short date
Short date sample: | 921922004

S hoaort date Farmat: _M AdA Aot

D ate separator: .-" |

Long dat=
Lorng date sample: ESl_,lr‘u:I-aj..l, September 193, 2004

Lorng date: Format: E-n:ln:h:ln:l_. FARARARA dd, s |

[ K ] [ Carncel ] [ P ] [N ]

Hinh 15.5: Quy dinh cdch nhap va hién thj s(
- SO 1234.56 c6 th€ nhap theo cic cach nhU sau:

1234.56 SO thuan tuy, khong dinh dang.

1,234.56 K&t hgp dinh dang phan cich hang nghin (Comma).
$1234.56 K&t hop dinh dang ky hiéu tién té€ (Currency).

$1,234.56 Két hop dinh dang ky hiéu tién t€ va phan cdch hang nghin

- S0 0.25 c6 th€ nhap theo cdc cach nhu sau:

0.25 hoac .25 SO thuan tuy, khdng dinh dang.

25% K&t hop dinh dang phan trim (Percent).

2.5E-1 K&t hop dinh dang khoa hoc (Scientific).

D li€u dang ngay (Date) C
Microsoft Excel s& hi€u dit liéu ki€u Date khi ta nhdp vao diing theo sih

qui dinh cUa 0

Windows mac nhién 1a thing/ngay/ndm (m/d/yy). Ngugc lai Excel s€ hié
ki€u chuOi. 3 .

Mac nhién dir li€u ki€u Date duoc canh phai trong 6.

D liéu ki€u Date dugc xem nhu 14 dF li€u ki€u sO vGi mOc thdi gian 12 ngay
1/1/1900 (c6 gia tri 1a 1), ngay 22/1/1900 ¢6 gid tri 1a 22, ...

D€ ki€m tra va thay d0i qui dinh khi nhap d{t liéu ki€u Date cho Windows:

ulé:1



Customize Regional Options

| Mumbers | Currency | Time Date

Calendar

wihen a hwo-digit vear iz entered, interpret it as a year between:
0 Jed 2029 |3
1énh
Start/ Settings/ Control Panel/ Regional and Language Options/ Chon 18p
Date, khi d6

~ . A A .. Shart date SR
xuat hien hop thoai: Short date sample: |3/13/2004
1. Dang hlén tl:ll ngE].Y/théng/ nam. Shart date format: | M/dAw w
2‘ Nhap vao dau phan CaCh ngaY’ Date zeparatar: :-.-" bl
thang, nam. ' :

o , Long date - -

3. Dang ngay thang day dU Long date sample: | Sunday, September 19, 2004
b Dfl' liéu dang gi\d (Time) Lorg date format: ;-dddd, MbAbAR dd, pyy ol

OF. H Cancel ” Apply

Hinh 15.6: Thay dGi qui dinh ki€u Date

Microsoft Excel s€ hi€u di liéu ki€u Time khi ta nhdp vao ding theo sU qui dinh
cla

Windows mdc nhién 1a giO:phut:gidy budi (hh:mm:ss AM/PM). Ngugc 1ai Excel
s€ hiéu 12

ki€u chudi. Mac nhién dit li€u ki€u Time dudc canh phai trong 6.

D liéu ki€u Time ciing dugdc xem nhu 1a d{t liéu ki€u s6. 0:0:0 c6 gid tri 12 0,
24:0:0

cégidtrilal, 36:0:0cégidatrilal.s, ...

Khi nhap dt liéu ki€u Time, c6 th€ bd qua tén bubi (AM/ PM)

Vi du: 16:30:36 c6 thé nhap 1a 16:30:36 hoac 4:30:36 PM

1.4.2. Dt liéu ki€u chudi (Text)

Khi nh@p vao bao gdm céc ky tu ch{r va ch{t s6. Mac nhién dif liéu ki€u chudi sé
dugc canh le trai trong 6.

Luu y:



- N€u mu6n nhdp chubi s6 thi thuc hién mOt trong 2 céch:

Cach 1: Nhap dau nhdy don ( *) trudc khi nhap dr liéu s0.

Céch 2: X4c dinh khOi can nhdp d{r liéu ki€u chubi s6, chon 1énh
Format/Cells/Number/Text.

- Chu0i xudt hién trong cong th'c thi phdi dugc bao quanh bdi ddu nhay kép « .
1.4.3. Dt liéu ki€u cong thitc (Formula)

Microsoft Excel s& hi€u dit 1iéu ki€u cong thlc khi ta nhdp vao bat dau b\éng dau =.
Doi vGi dit liu ki€u cong thlc thi gid tri hién thi trong 6 khong phai la

cong thic ma la két

qud cUa cong thlc d6 (c6 th€ 1a mot tri s6, mOt ngay thang, mOt gid, mot chudi

hay mOt

thdng bdo 16i). Cong thlc dugc xem nhu 1a su' k&t hgp gilta cdc todn tlr va todn

hang.

+ Céc todn tU c6 th 1a: +, -, *, /, &N, >, <, >=, <=, = ,<>.

+ Céc todn hang c6 th€ 1a: hang, ham, dia chi 8, dia chi ving.
Vi du: —SQRT(A1)+10*B3

=RIGHT(“MicrosoftE

xcel”,5)
=MAX(3,-7,0,SUM(A2:A10))
Néu trong cong thlc c6 nhi€u ddu ngodc thi qui tac tinh nhu sau:

# Ngodc trong tinh trudc, ngodc ngoai tinh sau.

# Trong ngodc tinh trudc, ngoai ngodc tinh sau.

# U'u tién cao tinh truGc, Uu tién thap tinh sau.

# Bén phai tinh truGc, bén trai tinh sau.

. PO uu tién cla cac toan tur

PO UU TIEN TOAN TU Y NGHIA

1 ) ( Dau ngodc don

2 A Luy thUa

3 - D4&u cho sO Am

4 */ Nhan/ chia

5 -+ COng/ tru
= <> Béng nhau, khac nhau )

6 >, >= L6n hon, 16n hon hoac bang
<, <= Nho hon, nhd hon hodc bang

7 NOT PhU dinh

8 AND Vi (diéu ki€n dOng thoi)

9 10 &



OR Hodc (dl@drkiGrekbprpd®ng thoi)

Vi du: Tinh gia tr bi €u thuc:
26 *3 -5*%6 +(22-16)/3
=64*3-30+6/3=192-30+2= 164

. Bang chan tri cUa cic ham NOT, AND, OR

A B NOT (A) AND (A,B) OR (A, B)
False False True False False

False True True False True

True False False False True

True True False True True

. C6 hai cach nhap



Vi du: d€ nhap cong thlic =A2+B2+C2 vao 6 D2

Céch 1: nhap truc ti€p S [T X 7 =] ARG
# Dat con trd tai 6 D2. AlBlC| D |
# Nhap =A2+B2+C23 | 10 15] 20i=Az+B2+CJ]

3

O THIEU MICROSOFT EXCEL

# GO phim Enter.

Céch 2: nhap theo ki€u tham chi€u (k&€t hgp chudt/ ban phim d€ chon 6, viing)
# Pat con trd tai 6 D2.

# Nhap =

# Chon 6 A2, nhap +, chon 6 B2, nhap +,

chon 6 C2

# GO phim Enter. Hinh 15.7: Nhap cong thUc

theo ki€u tham chiéu

1.5.CAC LOAI PIA CHi VA CAC THONG BAO LOI
THUONG GAP

1.5.1. Céc loai dia chi
. Pia chi twong doi
- Qui udc viét: <tén cdt><chi s6 hang>, chang han Al, B2, ...
- Trong qud trinh sao chép cong thic thi cdc dia chi nay sé tu dOng thay d0i theo
hang, cOt d€ bao tOn mdi quan hé tuong doi.
Vi du: Gid st 6 C3 c6 cong thUc =A1+1, trong d6 6 Al g0i 1a 6 lién hé.
O C3 ¢6 m6i lién hé v4i 6 Al nhyr s$%1: L
2

C3 cach Al hai cOt vé phia trai
va C3 cdch Al hai dong v& phiafen.  —° ﬁ]
' B3+1

MGi lién hé nay phdi dugc bdoton khisao = 21 =

chép cong thUc tai 6 C3 dén dia chi khic.

Khi sao chép cong thrc nay tdi 6 D5 thi cong

thUc tai D5 ¢6 dang gidng cong thuc tai C3 nhUng  Hinh 15.8: Pia chi tuong d6i
dia chi da thay doi, 0 lién hé trong cong thuc tai 6 '

D5 1a 6 cach D5: AlB|lc| D

Hai cOt vé€ phia trdi ¢ ®B ; 15 %
Hai dong v€ phia trén d ong 3 3 | 20 16

Nhu vay cong thlc tai 6 D5 phdila = §+1 ; /[

. Pia chi tuy@t doi




- Qui uGtc viét: $<tén cOt>$<chi s6 hang>, chang han $AS$1, $BS$2, ...
- Khi sao chép cong thUc thi cic dia chi loai nay s& khong bao gi0 thay dGi.

Vi du: Gid st 6 C3 c6 cong thlc =$A$1+1
=$A$1+1 ) )

Khi sao chép cong thuc nay tOi 6 D35 thi
cong thUc tai D5 van 1a =$A$1+1
=$A$1+1



Pia chi ban tuyét doi (dia chi hon hop)
- Qui Udc viét: cOt tuyét dbi: $<tén cOt><chi sd hang>
hang tuyét d6i: <tén cdt>$<chi sd hang>, chang han $A1, B$2, ...

- Khi sao chép cong thUc thi cdc dia chi loai nay chi thay d6i & thanh phé
con thanh phan tuyét doi thi khong thay do:i.

Vidu:
S RER e E I = e

1] 15| ' i 15

2 | 2 |

3 20 1 3 20 16

; J D C_ ]

g . 1 5 21
=A$1+1 =$A1+1
=B$1+1 =$A3+1

Ghi chii : C6 thé s dung phim F4 d€ luan chuyén gi(ra cic loai dia chi trén.

=$C$3

=C3 =$C3 =C$3

Hinh 15.11: Chuyén dGi gilra cic loai dia chi

1.5.2. Céc thong bdo 10i thudng gap trong Excel

Khi Excel khong tinh dugc mOt cong thUic thi chuong trinh s& béo 10i sai, bat dau
bang dau #. Sau diy 1a c4c 16i thuOng gap:

LOi bao Nguyén nhan
# DIV/0! Trong cong thUc c6 phép tinh chia cho sO khong (0)
Cong th(c tham chi€u d€n 6 c6 muc nhap #N/A hodc gd mot

#N/A khong cé doi sO
#NAME? Trong cong thUc c6 mOt tén ma Excel khong hi€u duoc

#NULL!




X3y ra khi x4c dinh giao gi(ta 2 viing nhUng trong thuc t€ 2 vi
khong giao nhau

#NUM! Xay ra khi d{t 1i€u sO c6 sai s6t

#REF! X3y ra khi trong cong thUc tham chi€u dén mOt dia chi khong hop 1€

#VALUE! Trong cong thlic ¢ cic todn hang va toan tU sai ki€u



1.6: CAC THAO TAC CO BAN TRONG EXCEL

Sau khi nhap va hiéu chinh thong tin trong cac o cla bang tinh, ban c6 th€ hiu chinh
bang tinh nhu thay dGi kich thudc cla hang, cOt, chen va x6a hang va cOt, sao chép dir li

, cting nhu dinh dang d{r liéu d€ l1am n6i bat nhing y€u td quan trong va lam cho ban,
tinh dé doc hon.

Trong chuOng nay ban s& hoc cach hiéu chinh hang va cOt cla bang tinh, dinh dang
cach h1en thi cUa d li€u, canh 1€, chon Font chir, ké khung va t6 mau, thay dGi chi€u r¢
cUa cOt va chi€u cao cla hang, céc thao tic trén tap tin, .

6.1.XU LY TREN VUNG

Phan nay sé gidi thi€u cho ban nhiing k¥ ning hiéu chinh sau:

- Cach chOn cac 6 va day 0 (Range).

- Dbat tén cho viing

- Cach x06a 6 (Clear va Delete).

- Céch sao chép d(t 1iéu tU 6 nay sang 6 khic va dién day d{ liéu.
- Céch di chuy&n dit liéu tUr 6 nay sang 6 khéc.

6.1.1. Cac loai vung va cach chon

A Microsoft Excel - Buoi 7

] File Edit view Insert Farmat Tools Data window Help

1 JD@E|%QDSE|E@? ﬂ*|Eﬁs%l|g!@-@fjﬂmesmewﬂm

2 B - =| ¥i mang
B i D E F
- 7 Cong ty TNHH 3V
7| | BANG DU TRU VAT TU CONG TRINH 1
3
S tt Vit tu Ponvi S6lwong Pongia Thanh tién
—15 1 [¥i ming | Bac 5200 54000
6 2 Cat ¥e 512 2500
7 3 Gach dng Vign 30000 200
4 g 4 Dabp lat Vign 1000 40000
5 0 S Satmfydung Kz 50 2500
10 TONG CONG:

Hinh 16.1: C4c loai vung va cidc chOn







1. Chon toan bd bang tinh.

2. Chon cOt.

Loai vung
Vung chi m0t 6

Viing nhiéu 6 lién
tUc

Nhi€u 6 cich
khodng

Nhi€u viing cich
khodng

Nguyén cOt

Nguyén dong

Toan b0 Sheet

MOt phan cla 6

3. ChOn hang. 5. ChOn day 6 khong lién tuc.
4. Chon day 0 lién tuc.

Cach chon

Click vao 6 can chon.

- Mouse: Drag tU 6 dau dén 6 cudi clla ving.

- Keyboard: Dua con tr® vé 6 dau tién, nhan gilr pl
Shift két hgp vGi cdc phim mili tén.

- Mouse + Keyboard: Dua con trd 6 v€ 6 dau tién,
gilr Shift, Click vao 6 cudi cUa vung.

Gilr phim Ctrl, Click chOn tung 0.

Gi(t phim Ctrl, Drag chon 1an 1ugt tUng ving.

Click vao tén cOt can chon, Drag ti€p dén cOt
cudi (n€u chon nhi€u cOt).

Click vao chi sO hang, Drag ti€p dén hang cudi
(n€u chon nhiu hang).

Click vao niit dau tién giao gilra thanh ch(ra tén
cOt va thanh ch(a sO cUa hang; hodc nhan t6 hgp
phim Ctrl + A.

D_Click vao & can chon (hodc Pat trd vao 6, g6
phim F2), sau d6 chon giOng nhu chon viin ban
thong thuGng.

6.1.2. Dat tén cho vung (Insert/ Name/ Define)

P& thudn tién cho céc thao tdc trén dr
liéu, ta c6 thé dat tén cho mdt vung A liéu

dugc chOn nhuU sau:

- Chon viing d{t li€u can dat tén.
- Chon 1énh Insert/ Name/ Define.
- Nhap tén viing vao muc Names in

workbook.

- Click OK hoac Add.

Hinh 16.2: Dat tén cho ving




Dafing Name

Hames n workbook;

Dan_ga 0

50 Lugng i

Ten hiang Oose
fod
[ielte

gefers ko

3 D08 i




Hinh 16.3: Xo4 b0 dr liéu

6.1.3. Xo4 bo dir liéu (Edit/ Clear)
- Chon vung dit li€u can xo4.

- Chon 1énh Edit/ Clear.

- Chon céch xo4 dr liéu. -
o |

6.1.4. Sao chép dit liéu tUr 6 nay sang 6 khac va dién dir liéu (Fill)
a. SU dung chirc niing Copy va Paste d€ sao chép dir liéu@|
- Chon vung dit li€u ngudn can sao chép.

- Vao menu Edit/ Copy; hodc nhén Ctrl + C; hodc Click vao nit Copy .
- Di chuyén con tr® 6 dén 6 dau tién cla ving dich.

- Vao menu Edit/ Paste; hodc nhan Ctrl + V; hodc Click vao nit Paste .
b. Tu dong dién dit li€u bang tinh ning AutoFill va menu Insert/Fill

Excel sé ting tOc viéc nhap d{t li€u vao bang tinh bang cich dién tu ddng mOt diy 6
vOi mOt gi4 tri Iap hodc dudc ting theo th( tu.
Vi du: ban c6 thé sao chép mOt gid tri g10ng nhau cho nhleu sdn pham trong mOt ban

A

bao céo bnac tao phan s0 tang t]ilC% quy luat (E“ F éolth ) ﬂ 5

° SU dung tinhmfing AutoFill 1 [ 10 1

E=SE N L

A tri ting 1én |dud ghea®hau trongd da

2L 2 ; . > P
e Qzai Fill hand)e 5pnggfhia du&%h:f”mng pha24l o§§ /1 s tao ra
| ac gt 3 |

6 da dugddhbnfMhi ban Drag
“ s I
tai Fill hqndie lemphia trén hodc sang trai, AutoF{ll s€ tao ra|day cdc gid tri

dFy cé

giam dan-ecing-ddatrén maudo.

Drag vao
Fill handle

AutoFill AutoFill

Hinh 16.4: Tu dOng dién dt 1iéu

A B |
1 [Fart 101 (i A B |
= 1 [Fart 101
5 Z |Part 101
1 3 |Part 101
4

Fart 101
|




SU dung menu Edit/ Fill

Ngoai tinh ning AutoFill, ban con c6 th€ st dung b0 1€nh Fill tU menu Edit d€ thuc
hién nhing sao chép don gian.

- Pién 1én (Up), xudéng (Down), sang phai (Right) va trai (Left)

? Cdch thuc hién:

+ Dat con gr() 1én 6 ma ban mu,(A)'n sao chép

va Drag dén nhlng 6 ban mubn dién vao.

+ Chon menu Edit/Fill, sao d6 chon 1énh ,

tU menu con Fill thich hgp v&i hudng ban mudn

sao chép (Down, Right, Up, Left).
Hinh 16.5: Edit/Fill, huOng 1a Down

- Su dung hop thoai Series cua Fill



Né€u ban muln x4c dinh mo6t chudi tury bi€n, chon viing ban mubn dién va chon 1énh
Edit/ Fill / Series:

series NN 21|
Series in Type ate unik
& Rows i+ Linear = Dray
' Columns " Growth " eekday
| T pate £ Morith
[~ Trend . . AukaFil i Year

Step value: |1| Skop value: I
i I Cancel |

Hinh 16.6: HOp thoai Sertes
A|B | A[B | A E | e

1 1 1 1 1 i 1 1

2 2 2 2 2] 25

3 3 3 3 3 4

4 4 4 4 4 54

] a 5 5 5 7

6 6 8.5

Edit Fill /Series: ! L

.. 8 ]
- Series in: Column. 9 9
- Type: Linear. 10 10
- Step Value: 1.
Edit Fill /Series:
- Series in: Column. - Step Value: 1.5
- Type: Linear. - Stop Value: 10

Hinh 16.7: Dién d{ liéu bang hOp thoai Series

6.1.5. Di chuy€n dit liéu
- Chon vung di liéu nguon can di chuyén.

b

- Vao menu Edit/ Cut; hodc nhan Ctrl + X; hodc Click vao nit Cut
- Di chuyén con tr® 6 dén 6 dau tién cla ving dich.

o n . =
- Vao menu Edit/ Paste; hoac nhan Ctrl + V; hoac Click vao nut Paﬂg

Luu y: D€ di chuyén nhanh, ban Drag Al B | A | B
vao dudng bién (khong phdi diém Fill :12 ; 1 1
Handle) cUa khoi dén vi trf mdi. = § §
4 1 4
5 \

Drag chudt vao day

Hinh 16.8: Di chuy&n dif liéu




6.2.THAO TAC TREN COT VA HANG

16.2.1. Thém hang, cOt hoac 6 m&i vao bang tinh.

a. Thém hang (Row)

+ Chon c4c hang ma tai d6 mu6n chén thém hang mdi vao.

+ Vao menu Insert/ Rows; hoac R_Click, chon Insert.

Luru y: hang mGi dugc thém vao s€ ddy hang dugc chon xuOng phia dudi.
b. Thém cOt (Column)

+ Chon céc cOt ma tai d6 muOn chén thém cOt mdi vao.

+ Vao menu Insert/ Columns; hoac R_Click, chOn Insert.

Luru y: cOt mGi dugc thém vao s€ ddy cOt dudc chon sang bén phai.

¢. Thém 6 moi

+ Chon céc 6 hodc dua con trd dén 6 ma tai d6 mudn chén céc 6 trOng vio.
+ Vao menu Insert/ Cells; hoac R_Click, chon Insert..., xudt hi€n hOp thoai sau:

1. ChEn T 6 hodic nhiéu 6, dif1liGu clia msert RS
0 hi€én hanh bi day sang phai. Insert

2.Chgn 106 hoécphié‘u, 0, ditliéu cla —— i cels down
0 hiép hanh bi day xubng dudi. -

L . L Enl.%e row
3. Chgn hang.

@ Ent‘lle colurmn

4. Chel’l COt I I Cancel I

Hinh 16.9: Thém 6 m&i

16.2.2. 6a hang, cOt, hoac 6
- X6a hang/ cot
+ Chon cdc hang/ cOt can x6a.

+ Vao menu Edit / Delete; hoac R_Click chon Delete.
-X6a o :

+ ChoOn céc & can x6a.

+ Vao menu Edit / Delete...; hoac R_Click chon Delete...

Delete

(@)

1. Xod 1 6 hodc n}ﬁéu 0, dl"{liéu cla
bén| phai dugc day qua 6 hi€n hanh.

2. Xo4 1 6 hodc nhi€u 8, d(fliéu cla |
bén|dudi dugc day 1én 6 hién hanh. 1 Entirerow

— " Entire column

(@)

3. Xo4 hang.

4. Xo4 cOt ok | concel







6.2.3. Thay dOi dd réng cla cOt va chi€u cao clia hang.

a. Thay d&i d® rdéng clQa cOt va chi€u cao ¢ hang bang tay

- Pat con trd chudt ngay canh cla cOt hodc hang (h ¢ kh&i di chon) can thay dGi.
- Drag sang trai hoac sang pha1 de thay (101 d0 rOng cla cOt; Drag 1én trén hodc

Format Cells

Drag Chulg‘t‘llyiéoﬁﬁ.ygnment ] Fank ] Border ] Fattern= ] Proktection ]
Dra Category: Sample

General | Z2Fr09yZ2004
ChuO Murmber
N CuUrrency Twpe:
vao Accounking
da Eire [ddfrmm ey
ay Tirme 0 -]

0. 00
0. O0E 400
##0.0E+0 —

Frot va chiéu cao clia hang 1 .
gnhd€ tu dOng di€u chinh kfdh thudc cOt, hang cho

Percentage
Frackion
Scienkific

Hinh{l6 ;g “Thay dOl do rOng
Luu y: - va

vira Y6 AU didue |
b. Th a){zﬂﬁf 'ﬂaé"fﬁﬁrgf%'ﬁﬁt ¢ot V'ﬁSiEHféleEﬁBeceﬁiﬁtiﬂ?ﬁfg’ ﬁ‘éﬁgﬁiﬁ’fﬂ Format

- Chon kh0i can thay doi.

; Vao menu Format/Row (@%ﬁﬂfuﬂm) cancel |
—-l-ehon-ngm'CfE'dra'y-&orchre

ucdo

cUa hang (hoac chon Width dé€ thay doi do
rOng a cOv).

+ Chon AutoFit d€ tu dOng di€u ] \ ]
chinh kich thudc cho vira véi dr liéu. Hinh 16.12: Thay d0i chi€u cao cUa

6.2.4. Lénh Undo, Redo va Repeat
a. Lénh Undo

Trong qua trinh thao tac trén bang tinh, n€u ban c6 pham sai 1dm nao d6 nhu khi x6a

nham kh01 ddr heu hodc thuc hién nhdm mo6t 1énh nao d6, ban c6 th€ hly bo 16i d6 ba
cich st dung chUc ning Undo.

Menu Edit/ Undo; hodc Click vao nit Undo : hodc nhén t6 hgp phim Ctrl -
b. Lénh Redo

Lénh Redo ding d€ hly bd thao tic Undo vira thuc hién.

Menu Edit/ Redo; hoac Click vao nit Redo : hodc nhan t6 hgp phim Ctrl +
b. Lénh Repeat

Lénh Repeat dung d€ 13p 1ai thao tic vira thuc hién.
Menu Edit/ Repeat; hodc nhan t0 hgp phim Ctrl +Y.



6.3.PINH DANG CACH HIEN THI DU LIEU

6.3.1. Pinh dang hién thi dit liéu s6

- Chon vung d{t liéu can dinh dang.

- Chon menu Format/ Cells/

Number.

- Chon quy dinh c4ch th€ hién s6 cho di liéu trong hOp thoai Format Cells.
D{rliéu s6 khi nhap vao mOt 6 trén bang tinh s& phu thue vao 2 thanh phan:
Loai (Category) va Ma dinh dang

(Format code). MOt sO c6 thé€ hién thi theo nhi€u loai nhu Number, Date,

Percentage,.. Trong mOi loai 1ai c6 nhi€u
cédch chon ma dinh dang.

Chon loai th€ hién & khung
Category:

Thé loai

General

Number
Currency

Accounting




Cong dung
Dinh dang s6 mdc dinh, canh phai, gilt nguyén dang ban
dau khi nhap vao.

Dinh dang sO nang dOng c6 thé dugc ho trg bang cdc dau
phady, sO ch sO thap phan tuy ¥ va mau hay dau ngodc don
(cho cdc sO am).

Dinh dang tién t&, nhu dau do6 la, cic ky hi€u tién té khac,
sO chit sO thap phan tiy ¥ va mau hay dau ngodc don (cho
cac sO am).

Dinh dang ti€n t€ dac biét dugc thi€t k€ d€ canh cdc cOt
theo céac dau thap phan cUa gi4 tri t1en t€. (Ky hiéu tién té
xudt hi€n doc theo cic canh trai cla 6).

Vidu
15.75
15234

3.14159
(1,234.57)

$15.25
VND 500

$ 7550
$ 5.50

Date
Time

Percentage

DPinh dang ngay thang chung, ngay thang dugc hién thi theo 09/12/2003
mOt sO kiéu tiéu chudn. Sep-12-03

Dinh dang gi0 chung, gi® dugc hién thi theo mOt sO ki€u  2:30 PM

tiéu chudn. 14:30:20

MOt cach dinh dang ma cdc gid tri trong cac 6 dUQc chon184%

dugc nhan vGi 100 va k&€t qud hién thi vGi bi€u tuong %.  24.152%

Fraction

Scientific

Text



Ki€u dinh dang dudi dang phan s0.

Dinh dang sO khoa hoc, st dung ky hi€u mii cho cic s6 c6 qud nhi€u chiF s0.
MOt dinh dang coi sO nhu vin ban (d{t 1iéu sé dugc canh trdi trong d).

1/5

1.25E+3

2.0E-2

0123



00112

Special B0 c4c dang h{tu ich, bao gdm: Zip Code, Phone Nm%%_legiszg
Mot danh séch céc dang tiéu chudn hay bat c(t danglNy-0075
Custom chon nao ma ban can (nhU mé ta trong hlp thoai tré¥/12/2003

Ta c6 thé dinh dang nhanh cach hién thi sO béng céch s dung céc nut trén thanh
cong cU Formatting:

1. Pinh dang ki€u tién té.

*s8 Increase Decimal ———

4. Ting thém mot s6 1& thap phan.
5. Gidm b6t mOt s0 1€ thap phan.

1 % cCurrency Stvle  ——

2 % Percentsle 2. Dinh dang ki€u phan trim.

3 anesse 3. Pinh dang ki€u ngin cich phan ngan, trié
4

5

3 Decrease Decimal ——

Hinh 16.14: SU dung céc nut trén thanh Formatting

? Cdch thay d0i dom vi tién té ding trong Excel:
DE thay dGi don vi ti€n té dung trong Excel va cic Ung dung Windows khéc, chon
1&nh Start/ Settings/ Control Panel/ Regional and Language Options.

Trong 18p Regional Options, Click chon 1&€nh Customize, Chon 18p Currency, xuat
hién h p thoai nhu hinh 16.15.

- Nhap ky hiéu tién t€& mdi trong muc Currency Symbol.

Customize Regional Options
[ 5 a
| Mumbers | Curency "Time | Date

Sample

Positive: | $123.456 739.00 Megative: |[$123.456,7583.00]
Currency symbal: [wMD o |
Positive currency format: g
Megative currency farmat: .[$11] v
Decimal symbal: v
Mo. of digitz after decimal: 2 o
Diigit grouping symbal: [ v.:
Digit grouping: 123458?89 |

l 0k ] l Cancel ] [ Apply







6.3.2. Canh lé dii liéu trong 6

Su phan b6 dii liéu trong m&t 6 phu thudc vao 3 thanh phan: phan b6 ngang
(Horizontal), phan bd doc (Vertical) va hudng thé hién d{r li€u (Orientation).

1. Horizontal E3 Microsoft Excel - Book1

2. Vertical ] File Edit Wiew Insert Format Tools Daka Wwindow H

3. Merge and Center b= E|§_]@ v QTE| B o- &=
G17 v =
4. Orientation y 5] =
1 — IEELEFT MERGE AND CENTER ——
— 2 ZENTER
L |3 RIGHT
— TOP
4
2 —
CEMTER
5
B BOTTOM
4 &
r_ﬁ‘
L
,@.
7 )

Hinh 16.16: SU phan b6 d{t li€u trong mOt 6
- Chon viing dit li€u can dinh dang.
- Chon 1énh Format/ Cells/ Chon 18p Alignment, xuat hi€n hOp thoai:

1
—E e ErE— 2
3 = Center Mumber  Alignment | Font I Border I Patterns I Pratection |
4—§ Align Right Text alignment ~Orientation
S—E Justify Horizontal: Irdent: N O
. = *
— W Merge and Cenker Center | B . .
1. Canh trai Vertical: = | et —+
2. Canh gi(ra ol B : :
To " . *
2 . ’ "
3. Canh phai e
A i ¥
4. Canh déu Tes EIL'LS-F'I!:'-T‘-" IIZI 5‘ Deqrees
A AN .~ [ | Wirap texk
S. TrOn 6 va canh giUa ot
[ Merge cells
(] 4 I Cancel




Horizontal: phan b0 ngang. # Vertical: phan b0 doc.

- General : dang mdc nhién. -Top  :canh lé trén.

- Left : canh 1€ tréi. - Center : canh 1€ giita.

- Center : canh 1€ gi(ra. - Bottom : canh 1€ dudi.

- Right : canh 1€ phai. - Justify : canh trén dudi.

- Fill :1ap d(t 1iéu day o. # Text control: diéu chinh d(r 1ié
- Justify : canh déu trphai. - Wrap text : ndm chung trong 6
- Center ¢ selection: canh gilta ving - Shrink to fit: canh vUa v3i 0.
dudc chon

- Merge cells: nhom céc 0 lai.

# Orientation: Chon hudng th€ hién d{t liéu



6.3.3. Dinh dang ky tu

D(r liéu trong 6 c6 thé: dinh dang ky tu theo cdc thélnll~ph§~n: Font (ki€u ch(), Font
Style (loai nghiéng, dam, gach dudi ...), Size (kich cO chU), va Effects (hi€u Ung).
Chon 1énh Format/ Cells/ Chon 16p Font, ban chon thay d6i cdc thanh phan tudng tu
nhu véi hOp thoai Font cla Word.

Ghi chu:

C6 th€ dinh dang nhanh vi€c canh 1€ va dinh dang ky tU bang cach st dung céc niit
cong cU trén thanh Formatting hodc phim go tat tuOng Ung.

6.3.4. Ké khung cho bang tinh ST

MOt tinh nang h(tu ich d€ 1am nGi bat nhu‘ng thong tin €
thém cdc dudng vi€n (Border) cho cic 6 quan trQ

Chon 1énh Format/ Cells/ Chon 16p Border

+ Chon ki€u dudng ké trong muc :.'
Style. &
\ 2 .

+ ChOon mau duOng ke trong muc
Color. =

o H N
+ Cth’l Ve kllung: Pattern:
Presets:

— None: b6 duOng ké.
- Outline: k€ xung quanh.

oK Cancel

- Inside: k€& duOng bén trong. af
Border : K& trén, dudi, ...

Ghi chu:

. khung truc ti€p trong khung hién EOCEODEND
thi cUa hOp thoai.
. Tao dudng vi€én nhanh bang cdch st dung thanh cong cul.
- X4c dinh khoi can dinh dang.

- Chon nit Border trén thanh cong cU dinh dang (Formatting).

- Chon dang duGng ké thich hop.

6.3.5. To mau nén cho bang tinh

bé tao h1eu qua bb sung cho céc

dudng vién di dugc ve, bansco th€ diing
nhan Patterns trong hép thoai Format
Cells d€ t6 mau nén cho nhi€u 6 trong
bang tinh.

Chon 1énh Format/ Cells/ Chon 16p




Patterns
- Chon mau nén trong muc Color.

- Chon mau mau nén trong muc hdp
liét ké tha Pattern.

Hinh 16.20: T6 mau nén cho bang tinh

? Té mau n€n nhanh: SU dung
thanh cong cu.
- X4c dinh khGi can dinh dang.

- Chon nit Fill Color trén thanh cong cu dinh
dang (Formatting).

- Chon mau nén thich hop.

6.3.6. Sao chép dinh dang bang nit Format Painter
Pai khi ban can sao chép dinh dang tU mOt 6 ndy sang c4c 0 khdc ma khong sao chép
d(r li€u trong 6. Vi du nhu can sao chép Font ch{t, Size ch{r, ki€u cht (Bold, Italic), dud

vién, mau nén, ... D€ thuc hi€én dugc viéc nay, ban c6 thé st dung nit Format Painter
Thuc hién theo cic budc sau:

- Chon 6 c6 dinh dang can sao chép.

- Click vao nat Format Painter
- Chon céc & ma ban mudn sao chép dinh dang.



6.4.Thao tac trén tap tin

6.4.1. M@ tap tin

. M@ tap tin moi

Chon File/New hodc nhan t6 hgp phim Ctrl + N hodc nhan nit
. MO tap tin di c6 trén dia

Chon File/Open hodc nhan t6 hgp phim Ctrl + O hodc nhan nit , xudt hién hop
thoai sau:

1. Chon 0 dia va thu muyc
chlra tap tin cdn mG.

2. Chon tap tin can m&

hoac nhap day du
du‘dng dan va tén tap tin
can mo.

3. M@ tap tin
da chon .

Hinh 16.22: HOp hdi thoai Open

Look in: cho phép chon vi tri tap tin can ma.

File name: cho phép nhap tén tap tin cdn ma& theo ding dudng dan.
Files of type: ki€u tap tin can ma.

6.4.2. Luu tap tin
. Luu tap tin 1an dau tién

Chon File/Save hodc nhan t6 hgp phim Ctrl + S hodc nhérdnhién hdp
thoai:

Save ini |__"| Tin hac B j o I ~ Tools =

:3 Btap Excel tu sheetl den sheet1z

i AN, lUu. 3. Luu tap
tin 1ai.

File name:  |Bai_Tap_Them =] H save |

Save as bype: |MicrosoFt Ewrcel Warkboak ﬂ Cancel |




Save in: cho phép chon vi tri ch(ra tap tin can Iuu.
File name: cho phép nhép tén tap tin can luu (theo ding quy tac).
Files of type: ki€u tap tin can lu.

. Luu tap tin tUr 1an thit hai tré di

+ Luu vao ciing tap tin: tudng tU nhu' 1an 1Uu dau tién va Excel s& tur dong 1t
nhlng thay d0i ma khong yéu cau dat tén (khong xuat hién hdp thoai Save A

+ Luu thanh tap tin m@i: vio menu File/ Save as xudt hi€n hOp thoai Save as

trén va cho phép dat tén tap tin mai.

6.4.3. Déng tap tin
. Lénh File/ Close

Dung dé dong tap tin hi€n hanh, ban pha1 1uu t@p tin trudc khi déng, néu tap tin c6
cap nhat ma chua 1uu 1ai thi Excel s& hién thong bao nhac nha:

Hinh 16.24: Thong bdo nhac nhd 1uu tép tin

# Yes: Iuu dF li€u va dong tap tin hi€én hanh.

# No: déng tap tin hién hanh ma khong 1uu dit liéu.
# Cancel: hUy b 1énh, trG vé tap tin hi€n hanh.

. Lénh File/ Close All

Nhan gi(r Shift, chon File/ Close All

Diing dé dong tat ca cdc tap tin dang ma@. Nhu‘ng tap tin da dugc 1uu thi Excel sé
dong 1ai, nhiing tap tin nao chua 1Uu thi Excel s€ xuat hién thong bdo va chd xdc nhan ¢
1uu 1ai hay khéong.



2. TINH TOAN TRONG EXCEL

Trong chuOng nay, ban € tim hi€u c4c ham c6 san trong Excel. Phan nay sé cung
cho ban céc kY ning d€ gidi quyét céc bai todn tU cO ban d€n céc bai todn phUc tap.
Ham dung d€ tinh todn va trd vé€ mot tri, trong 6 chla ham sé trd vé mOt gid trj, mOt
chu0i ky tU hodc mbt _thong bao 101, ... Excel co mOt tap hdp cac ham rat phong phu va

dugc phén loai theo tUng nhém phuc Vu cho viéc tinh todn trén nhi€u ki€u dit li€u va nt
muc dich khéc nhau.

2.1. Ci phap chung va cach st dung

2.1.1. Xem danh sach cac ham

MuOn xem danh sdch cdc ham thi Click chOn nut Paste Function trén thanh
Standard hodc chon menu Insert/ Function hogc go t0 hgp phim Shift + F3. HOp thoai
Paste Function s€ xuat hi€én nhu hinh 17.1

Céc ham phan
theo nhém Cac ham trong
nhoém da chOn

Cu phép cUa

ham dang chon Chuc néng cU:

ham dang chOr

Hinh 17.1: Xem danh sach cac ham

2.1.2. Ca phap chung
= TEN HAM ([Danh sach d6i s6])

ba s cdc ham cUa Excel deu c6 doi sO nhung cling c6 nh{ng ham khong c6 doi s0.

Néu ham c6 nhi€u doi sO thi gilra cdc dol s6 phai dugc  phén céach bang ky hiéu phan ca
dugc quy dinh trong Windows (thudng s dung ddu phdy). SO d6i s6 cla ham nhiéu ha
1a tuy theo tUng ham cu thé.

POi sO cua ham c6 thé la:
. Céc gi4 tri sO: =SUM(10, 12, 6, 8, -7)

. Dia chi 6, dia chi ving: =MAX(A2, A4, C3, D2:D5, 6) Bai gidng






MOT SO HAM TRONG EXCEL

. MOt chubi ky t:  =RIGHT(“Dai hoc Can Tho”, 7)

. MOt bi€u thlc logic:=IF(A4 >= $D$2, 7, 8)

. MOt ham khéc: =IF(C2>=0,SQRT(C2),“SO am khdng c6 cin béc hai!”)
. Tén cla mOt ving: =A4 * DON_GIA

2.1.3. Cach st dung ham

Néu cong thic bat dau 1a mOt ham, thi phdi ¢6 ddu = (hodc ddu @, hodc dau +) §
phia truGc. Néu ham 1a d6i sO6 cla mOt ham khéc thi khong can nhap cdc dau trén.

C6 2 ciach nhap ham

Céch 1: nhap truc ti€p tU ban phim

- DPat trd chult tai 6 mudn nhap ham.

- Nhap dau = (hodc dau @, hodc dau +).

- Nhap tén ham cung cic d6i sO theo ding ct phdp.

- Go Enter d€ két thic. |
IF ~| X «/ = =IF(C2 >=0,SQRT(C2),"S6 &m khdng cd cén béc hail")

[ATE C D E F G H |
1
2| BJ=IF(C2 >= 0,5QRT(C2)."S6 &m khéng co can béc hail”)
3

Hinh 17.2: Nhap ham truc tiép

Cich 2: thong qua hOp thoai Pagte Function
- Pat trd tai 6 muOn nhap ham.
Click chOn nut Paste Function trén thanh Standard hodc chOn menu

Insert/ Function hodc go t0 hop phim Shift + F3. HOp thoai Paste Function s&
xudt hién nhu hinh 17.1.

- Chon nhém ham trong danh sach Function category.
- Chon ham cén st dung trong danh sach Function name.
- Click OK d€ chon ham.

- Tuy theo ham dugc chon, Excel s& m& hdp thoai k€ ti€p cho phép nhap «
0. Ti€én hanh nhap cic d6i s6.
- Click OK d€ két thiic.




IF

Logical_test |CZ ==10 | = TRUE
Value_if_true [SQRT(CZ) T = 2.449489743
Yalue_if_False |"SE &m khdng cd c&n bac hail” E = "5 8 khding cd can

= 2.449459743
Feturns one value if a condition wou specify evaluates to TRUE and another walue if it
evaluates ko FALSE,
¥alue if false is the value that is returned if Logical_test is FALSE, IF omitked, FALSE is
returned.

(2] Formula result =2,449469743 oK, Cancel

Hinh 17.3: Nhap ham thong qua hOp thoai Paste Function

2.2.CAC HAM THONG DUNG
2.2.1. Cac ham toan hoc (Math & Trig)

Cu phap Y nghia va vi du
Trd vé gid tri tuyét ddi clla mot sO thuc
=ABS(12-20) 8
Trd v€ sO nguyén 16n nhat khong vuot ¢
number.

ABS(number)



Tinh tOng cUa cic gid tri trong danh sich ;

SUM((numberl, number2, ...) tham sO.

=SUM(2, -6, 8,4) 8

Tinh t6ng c4c 6 thda min di€u kién.

- range: ving ma di€u kién s& dudc so sanh.
- criteria: chu®i mo ta di€u kién. Vi du: "10",
">15", "<20", .

- sum_range: Vung dugc tinh tOng Cac o
trong viing nay sé dugc tinh t0ng néu céc 6
tuong Ung trong viing range thda diéu klen.

Néu khong c6 sum_range thi ving range sé
duagc tinh.

=SUMIF(C4:C12, “>=6", F4:F12)
=SUMIF(C4:C12, “>=6")
=SUMIF(B4:B12, “NV”, G4:G12)

SUMIF(range, criteria [, sum_range])



2.2.2. Cac ham thong ké (Statistical)
Ci phép - Y nghia va vi du
MAX(numberl, number2, ...)

MIN(numberl, number2, ...)
AVERAGE(numberl, number2, ...)

COUNT(valuel, value2, ...)
COUNTA(valuel, value2, ...)
COUNTBLANK( (range)
COUNTIF(range, criteria)

RANK( (number, ref [, order])



Trd vé gia tri 16n nhat cUa céc gid tri sO trong danh sdch tham sO.
=MAX(1,2,3,5) 5

Trd vé gid tri nhd nhat clla cdc gid tri sO trong danh sdch tham s0.
“MIN(1,2,3.5) 1

Trd vé gid tri trung binh cOng cla c4c sO trong danh sdch tham s0.
=AVERAGE(1, 2, 3,5) 2.75

DEm s0 cac gia tri sO trong danh sich tham s0.

=COUNT(2, “hai”, 4, -6) 3

DPém s0 cdc 6 khong rong trong danh sich tham s0.

—COUNT(2, “hai”, 4, -6) 4

DPém s6 céc réng trong ving range.

=COUNTBLANK(B4:B12)

DEm cic 6 thda man di€u kién criteria trong ving range.

- range: 12 viing ma di€u ki€n s& dugc so sanh.

- criteria: 12 chu®i mo ta diéu kién. Vi du: "10",

">15", "<20".

=COUNTIF(B4:B12, “>=6")

Trd vé th& hang cUa number trong ref, vGi order 1a cach x€p hang.
Neéu order = 0 hodc dugc b qua thi ref dugc hiu la c6 th(F tu gidm.
Neéu order <> 0 thi ref dugc hi€u la c6 th(r tU ting.

=RANK (F4, $F$4:$F$12, 0)
=RANK (G4, $G$4:$G$12, 1)

2.2.3. Cac ham Logic (Logical)

Cua phap Y nghia va vi du
Trd vé gid tri TRUE néu tat cd cic di€u kién dé
AND(logicall, logical2, ...) TRUE.

=AND(3>2, 5<8, 9>-12) TRUE

Trd vé gia tri TRUE néu c6 it nhat mOt diéu ki€n
TRUE.

=0R(2>3, 12<8, 9>3) TRUE

=0R(2>3, 12<8, -9>3) FALSE

Lay phu dinh cUa gid tri logical.

OR(logicall, logical2, ...)

NOT(logical) =NOT(2>3) TRUE
Trd vé gid tri th(r nhat value_if true n€u \dié\u kié
. logical_test 1a TRUE, ngugc 1ai s€ trd v€ gid trj tt
IF(logzgal_test, value_if false.
value_if true, —IF(A] >=5, “Dau”,"Rét”)

value_if_false) Néu gid trj tai Al >= 5 thi két qud cUla ham 12 ]

Ngugc l1ai n€u gid tri 3 6 Al <5 thi két qua 1a
2.2.4. C4c ham xUr 1y chuOi (Text) Ci phap



Y nghia va vi du
Chuyén chui text thanh chi thuOng.
=LOWER(“Dai hoc CAN Tho”) dai hoc can tho
Chuyén chu0i fext thanh ch{f in hoa.
=UPPER(“Dai hoc CAN T ho”) DAI HOC CAN TI
DGi cic ky tu dau cla mOi tUr trong chuOi text thar
PROPER (text) in hoa, con 1ai déu 1a chit thudng.
=PROPER(“Dai hoc CAN Tho”) Dai Hoc Can Thc
Cat bo cic ky tu trbng vo ich trong chui fext.
=TRIM(*“ Can Tho ) Can Tho
Tra vé d0 dai cla chui text (sO ky tu trong chuOi
=LEN(*“Dai hoc CAN Tho”) 15
LEFT(text, num._chars) Tra vé num_char Ky ty bén tréi chuéi text.

=LEFT(“Dai hoc CAN Tho”, 7) Dai hoc

LOWER(text)

UPPER (zext)

TRIM(text)

LEN(zext)

RIGHT (text, num_chars) ™& v€ num_char ky tu bén phdi chudi rext.

=RIGHT(“Dai hoc CAN Tho”, 7) CAN Tho
Trd vé chudi ky tu ¢6 d0 dai num_chars bat dau tu vi tri
MID(text, start_num, start_num cUa chu®i text.

num_chars) =MID(“Dai hoc CAN Tho”, 5, 3) hoc

VALUE(fexf) Chuy€n chu0i c6 dang sO thanh trj sO.



= VALUE("123")+2 125

Trd vé& vj tri xudt hién (néu c6) cUa find_text trong
within_text (bat dau tim tU vi tri start_num).

Chii y:

- N&u khong 6 start_num thi vi tri bat ddu tim tU dau

FIND(find_text, within_text
[, start_num])

SEARCH(find_text,
within_text [, start_num])

REPLACE(old_text,

num_start, num_chars,
new_text)

chudi.

- Ham FIND phan biét ch(r in hoa va ch{t thuGng.

- N&u khong tim thdy find_text thi s€ trd vé 10i #VALUE

=FIND(“Excel”, “Microsoft Excel”) 11

=FIND(“Excel”, “Microsoft Excel”, 6) 11

=FIND(*“excel”, “Microsoft Excel”, 6) #VALUE!

Tuong tu nhu ham FIND nhung khong phan biét chit in

hoa hay thudng.

=SEARCH(“Excel”, “Microsoft Excel”) 11

=SEARCH(*“excel”, “Microsoft Excel”) 11

Thay thé num_chars ky tU trong old_text bang new_text

bat dau tU vi tri num_start.

=REPLACE(*“Ngon ngu lap trinh”, 10, 3, “chuong”)
Ngon ngu chuong trinh

2.2.5. Cac ham ngay va gio (Date & Time)
Gid s 6 Al ch(ra ngay 28/09/2004 (Th(r ba).



Cu phap
TODAY()

NOW()

DAY (date)
MONTH(date)

YEAR(date)

WEEKDAY (date)

DATEVALUE(date_text)

DATE(year, month, day)

Y nghia va vi du

Trd vé ngay hién hanh cla hé thOng.

=TODAY() Tu W 20 ngay hi€n hanh cUa hé thOng.
Trd vé ngay va gi0 hién hanh cUa hé thOng.
=NOW() Tu v 20 ngay va giO hién hanh cUa hé
thOng.

Trd vé gi4 tri ngay trong thang cUa biu thlc ngay date.
=DAY (A1) 28

Trd vé gid tri thang trong nim cUa bi€u thlc ngay date.
=MONTH(AI) 9

Trd vé gid tri nim cUa bi€u th(c ngay date.
=YEAR(A1) 2004

Trd vé sO th( t ngay trong tuan cla bi€u thlc date.
Gid tri 1: Sunday, 2:Monday, ..., 7: Saturday.
=WEEKDAY (A1) 3

DGi chuli ngay date_text (theo qui Udc nhap ngay)
thanh tri sO ngay.

Ghi chu: ta c6 th€ dinh dang k&t qua trén thanh dang
Date bang cach sU dung menu Format/Cells.

= DATEVALUE("22/8/55") 20323 22/8/55

Trd vé gid tri dang Date theo quy dinh cUa hé thOng.
=DATE(2004,09,28) 28/09/2004

=DATE(04,9,28) 28/09/2004

TIME(hour, minute,
second)

Trd vé gia tri dang Time.
—TIME(8,25.28) 8:25:28 AM
—TIME(17.2.46) 5:2:46 PM

2.2.6. Cac ham tim ki€m (Lookup & Reference)

* VLOOKUP(lookup_value, table_array, col_index_num, range_lookup)

Tim gié tri lookup_value trong cOt trdi nhat cla bang table_array theo chudn do tim
range_lookup, trd vé tri tuong Ung trong cOt th( col_index_num (n€u tim thay).

range_lookup = 1 (mac nhién):

Tim tuong d6i, danh sich cdc gid tri do tim cUa bang table_array phdi sap x€p

theo th(f tU ting dan

Né&u tim khong thay sé trd v€ gi4 tri 16n nhat nhung nhd hon lookup_value.

range_lookup = 0:

Tim chinh xéc, danh séch céc gid tri do tim cUa bang table_array khong can sap

x€p th(r tu.



Néu tim khong thdy sé€ trd vé 101 #N/A.
* HLOOKUP(lookup_value, table_array, row_index_num, range_lookup)

Tuong tu nhu' ham VLOOKUP nhung tim gia tri lookup_value trong dong trén cung
cUa bang fable_array theo chuan do tim range_lookup, trd vé tri tuGng Ung trong dong t
row_index_num (n€u tim thay)

Vi du: Cho bang tinh v&i s0 li€u nhu sau:

A B C D E F
1A01 5 1216 10
2 C02 6 15 20 24
3B75 8 25 2218
4
5 A02 10 A01 B75 D25
6 B555 12 CAN THO GAO
7 D25 15 TRANG NU'G C TRONG
—VLOOKUP("B75", A1:B3,2,0) 8 - HLOOKUP(16, D1:F3, 3, 0) 22

—VLOOKUP("BS", A1:B3, 2, 0) #N/A = HLOOKUP(15, D1:F3, 3,0) #N/A

=VLOOKUP("B85", A1:B3,2,1) 5 = HLOOKUP(15, D1:F3, 3, 1) 25
=VLOOKUP("B85", A1:B3,2) 5 = HLOOKUP(15, D1:F3, 3) 25
=VLOOKUP(A6, A5:B7,2,0) 12 = HLOOKUP(FS5, D5:F7,2,0) G A

=VLOOKUP("B555", A5:B7,2,0) 12 =HLOOKUP(“B75”, D5:F7,3,1) N UQ



=VLOOKUP("B85", A5:B7,2,1) 12 =HLOOKUP(“E95”, D5:F7, 2, 0) #N/A
=VLOOKUP("EO5", A5:B7, 2) 15 = HLOOKUP(“E95”, D5:F7, 3) TRONG

. MATCH((lookup_value, lookup_array, match_type): trd v€ vi trf (n€u tim dugc
lookup_value trong mang lookup_array theo cach tim match_type

match_type = 1:

Tim tuOng d0i, danh sdch céc gid tri do tim cUa bang table_array phai sap x€p
theo th(F tU ting dan

Néu tim khong thdy sé trd vé vi tri cUa gid tri 16n nhat nhung nhé hon
lookup_value

match_type = 0

Tim chinh x4c, danh sdch cdc gid tri do tim cUa bang table_array khong can sap
x€p thir ty

Néu tim khong thady sé trd vé 101 #N/A

match_type = -1:

Tim tuOng d6i, danh séch phai sap x€p céc gid tri dd tim cUa bang table_array
theo th( tu' gidm dan

Né&u tim khong thdy sé trd v€ vi tri clla gid tri nh® nhat nhung 16n hon
lookup_value

Vi du: sU dung bang d{ 1iéu & phan vi du ham VLOOKUP va HLOOKUP

= MATCH(16, D1:F1,0) 2 = MATCH(20, D2:F2,0) 2
= MATCH(18, D1:F1, 0) #N/A = MATCH(22, D2:F2,1) 2
=MATCH(15,D1:F1,1) 1 = MATCH(24, D3:F3,-1) 3
. INDEX(array, row_num, column_num): trad vé gid tri cla o6 o hang th& row_nu

cOt thU column_num trong mang array.
Vi du: s& dung bang d(t li€u & phan vi du ham VLOOKUP va HLOOKUP

= INDEX(D1:F3,2,3) 20
= INDEX(D1:F3,4,3) #REF!
= INDEX(D1:F3, MATCH(26, D1:D3, 1), MATCH(16, D1:F1, 0)) 22

2.2.7. Cac ham thong tin (ISfunction)

Cac ham thong tin dung d€ ki€m tra Xem ki€u cla mOt gla tri hay clla mOt 6 c6 thda
man mOt di€u kién nao d6 khong. Chang han: 6 dir liéu c6 phai 12 gid tri s6 khong? C6 |
1a chubi ky tu khong? ...



Céc ham thong tin ludn trd vé mOt trong hai gid tri TRUE hoac FALSE. Nhu vay céc
ham nay c6 thé ddp Ung dugc trong cic truOng hgp ma c6 mOt sO dif li€u ngoai 1€ trong
mOQt bang dU li€u can tinh todn.



ISBLANK (value): trd vé gid trf TRUE néu value la gid trj rOng (blank), ngugc lai thi
tra vé gid tri FALSE

ISERROR(value): trd vé€ gié tri TRUE néu value 1a mOt 10i bat ky, ngugc 1ai thi trd
vé gid tri FALSE.

ISLOGICAL(value): trd v€ gid tri TRUE néu value 1a mOt gid trj logic, ngudc 1ai thi
tra vé€ gid tri FALSE.

ISNA (value): trd vé€ gia tri TRUE né€u value 12 10i #N/A, ngudc 1ai thi trd vé gid tri
FALSE.

ISNUMBER (value): trd v€ gid tri TRUE néu value 12 gia tri sO, ngugc 1ai thi trd vé
gid tri FALSE.

ISTEXT (value): trd vé gid tri TRUE néu value 12 mOt mot chubi, nguge 1ai thi trd vé
gid tri FALSE.

Vi du: Cho bang tinh v6i s6 li€u nhu sau:

A B C

1 MACBLCB

2 111 333

3 112 444

4 113 555
= ISBLANK(CI) TRUE
= ISBLANK(A1) FALSE
= ISERROR(MOD(114,0)) TRUE
= ISERROR(MOD(114,3)) FALSE
= ISLOGICAL(2>3) TRUE
= ISERROR(VLOOKUP(114,A2:B4,2,FALSE)) TRUE
=ISNA(VLOOKUP(114,A2:B4,2 FALSE)) TRUE
= ISNUMBER(12345) TRUE
= ISNUMBER(12345") FALSE
= ISTEXT(A1) TRUE
= ISTEXT(VALUE(*“12345”)) FALSE
2.2.8. Vi du vé cach sit dung ham
. Ham IF(logical_test, value_if _true, value_if false)

Vidu 1:
=IF(B1 >= 5, “Pau”, “R4t”)

Excel s€ ki€m tra bi€u théfc Bl >= 5, n€u bi€u thlc ding (gid tri tai 6 B1 1a >=5) thi
s€ in ra “Dau” va két thic ham, nguQgc 1ai s€ in ra “R4t” va két thiic ham.

Vidu 2:



=IF(B1 > 0, “SO duong”, IF(B1 = 0, “SO khong”, “SO am”))



- Excel s€ ki€m tra bi€u thc B1 > 0, n€u biu thlc diing thi s& in ra “SO dudng” va
két thic ham, ngudc 1ai sé xét ti€p bi€u thlic B1 = 0.

- Né&u biéu thlrc B1 = 0 1a diing thi s& in ra “SO khong” va két thiic ham, nguoc 1ai sé
in ra “SO Am” va két thiic ham.

Vi du 3: gid s yéu cau x&p loai hoc tap dua vao Diem TB trong bang di€m cho
trudc va cich x€p loai nhu sau:

Néu Diem TB>=9 XS A B C D
Néu 8 <=DiemTB<9 Gi @ 1 STT Ten Diem TB Xep loai
Néu 7 <=Diem TB <8 Kh 4 2 Cén 6.7
Néu 5 <=Diem TB <7 TB 3 Kiém 9.2
Néu3.5<=DiemTB<5 Y & 4 Liém 5.8
Néu Diem TB < 3.5 K ém 5 Chinh 2.4

6 Chi 7.7

7 Cong 7.9

- Cong thUc tai 6 D2:

=[F(C2 >=9, “XS”, IF(C2 >= 8, “Gibi”, IF(C2 >=7, “Kh4”, IF(C2 >= 5, “TB”,

IF(C2 >=3.5, “Yéu”, “Kém”™)))))

- Sao chép cong thic tai 6 D2 dén viing D3:D7

TOng qudt: néu c6 n trudong hop thi ta phai st dung n-1 ham IF 16ng nhau.

. Ham VLOOKUP(lookup_value, table_array, row_index_num, range_lookup)
Vi du: Cho d{t liéu nhu bang dudi day:

A B C D E F G
1 BANG HOC BONG BANG TRO CAP
2 Xé&p loai Hoc bong MaTC Tilé

3 01 100,000 B 50%

4 02 70,000 A 100%
5 03 50,000 C 0%

6 04 30,000

7

8

o



DANH SACH NHAN TIEN HOC BONG

10 TT Ho tén Xé&p loai Hoc bdng Ma TC Tro cap Téng cdng
11 TruGng 02 70,000 A 70,000

12 Ky 01 B

13 Khang 02 C

14 Chi€n 04 B

15 Nhat 01 C

16 DPinh 03 B



17 Thang 04 A

18 Loi 02 A

Yéu cau:

1)Tinh c6t Hoe b6ng dua vio cdt X&p loai va BANG HOC BONG.
2)Tinh cOt Tro cap = Hoc béng * Ti 1&

Trong d6 Ti 1& dugc tinh nhd vao cdt Ma TC va BANG TRO CAP.
3)Tinh cOt TOng cdng = Hoc bOng + Tro cap

Giai:

1)Tinh cOt Hoc b&ng

+Trudc hét ta viét cong thlic cho 6 D11:

Lay gid tri trong 6 C11 (lookup_ value) dé€ do trong vung $C$3: $D$6

(table_array), trong bang_nay ta muOn 1ay cOt Hoc bOng tUc 1a cOt th(r 2 (col_index_num
do trong BANG HOC BONG c0t Xey loai da sap x€p theo thir tU ting dan nén ta co thé
tim tuong doi (range_lookup 13 1 hoac c6 thé bd qua).

Vi viing C3:D6 st dung chung d€ do tim nén phai 1ay dia chi tuyét d6i. Ta dugc
cong thUc cho 6 D11 nhU sau:

=VLOOKUP(C11, $C$3:$D$6, 2, 1)

hodac =VLOOKUP(CI11, $C$3:$D$6, 2)

+ Sao chép cong thUc tai 6 D11 dén viing D12:D18.
2) Tinh c6t Tro cap

+ TruGc hét ta viét cong thlc cho 6 F11:

DE tinh T7 1& ta 13y gid tri trong 6 E11 (lookup value) dé€ do trong vung

$F$3:$G$5 (table_array), trong bang nay ta muOn 18y cOt Ti 1€ tUc 1a cOt th(r 2
(col_index_num), do trong BANG TRQ CAP c6t Ma TC chua dugc sdp xEp nén ta phai
tim tuyét d0i (range_lookup 12 0).

Ta dugc cong thUc cho 6 F11 nhu sau:

=D11 * VLOOKUP(E11, $F$3:$G$5, 2, 0)

+ Sao chép cong thlc tai 6 F11 dén ving F12:F18.

3) Tinh c6t TOng cdng

+ Trudc hét ta viét cong thlc cho & G11:

=D11 + Fl11

+ Sao chép cong thUc tai & G11 dén viing G12:G18.

* Ham HLOOKUP(lookup_value, table_array, row_index_num, range_lookup)

Vidu: xét1ai vi du ap dung ham VLOOKUP @ trén nhung BANG HOC BONG va
BANG TRO CAP:




1)  Tinh c6t HOc bOng

Cong thUc cho 6 D11 nhu sau:

—HLOOKUP(C11, $D$1:$G$2, 2, 1)

hodc =HLOOKUP(C11, $DS$1:$G$2, 2)

2) Tinh cOt Tro cap

Cong thlc cho 6 F11 nhu sau:

=D11 * HLOOKUP(E11, $D$4:$F$5, 2, 0)

3) Tinh cOt T@ng cOng

Cong thUc cho 6 G11 nhu sau:

=D11 + F113. Tinh to4n trong Excel (THAO TAC TREN CO SO DU LIEU)

3.1.KHAI NIEM VE CO SO DU LIEU

3.1.1. Khai niém vé co sé& dit liéu

Khi quan ly thong tin vé mOt d6i tugng nao d6, nhu quan 1y nhan vién chang han, ta
pha1 qudn 1y nhi€u thuOc tinh lién quan ¢ dén nhan vién d6 nhu ho tén, ma nhén vién, phal
nam sinh, nOi sinh, dla chl ma ngach, bac hé s0, IUOng,yhu cap, chlc vu,... b6 1a cic
thubc t1nh phan anh nbi dung cUa mQt d6i tUgng can quan Iy. Cic thuc tinh d6 thu’dng
dugc b1eu dién du‘dl dang cac ki€u dir liéu khac nhau (la chu0i, sO, ngay thang, ...) va
hop nhdt thanh mOt don vi thong tin duy nhat goi la mau tin (record). Cac mau tin cling
“dang” (cling cau tric) hdp lai thanh mOt ¢ sG d{r liéu.

Trong Excel, cd s@ d{f liéu c6 dang nhu mbt danh séch, vi dy nhu danh séch nhan

vién, danh sach hang hoa,.. . MGi danh séch c6 thé gOm co mOt hay nhleu cOt, mOi cOt nt
vay dugc goi 1a mOt truOng (field) cla cO s& dt li€u, tén cla cOt s& dugc goi 1a tén tru
Hang dau tién trong danh séch (cO s& dr 1iéu) chlra cdc tén trUdng dugc goi 1a hang
tiéu de (Header row) cdc hang ti€p theo mOi hang 12 m&t mau tin (record) cho bi€t thon
tin vé doi tuUOng ma ta quan ly. ]

Vi du: Xét co s@ dit liéu BANG LUONG CHI TIET cUa cic nhan vién trong mOt

c0 quan nhU sau:



A B C D E F G H

1 BANG LUONG CHI TIET

2 Thang 07/ 2001

3STT HO TEN MANG BAC HE SO NG_BD LUONG PHU C
4 1 TrAn Thanh Binh 01.003 4  2.58 25/01/97 541,800 108,360
5 2 Phan Thanh Binh 01.003 3  2.3430/01/98 491,400 98.280
6 3 Nguy@n Xuén Huy 01.009 1 1.00 01/01/99 210,000 105,000
7 4 Tr8n Vin Hing  01.009 2 1.09 15/01/99 228,900 114,450
8 5 Neguy&n Anh Diing 01.003 1 1.86  01/10/97 390,600 78,120

9 6 Chau Thanh Khi&t 01.009 1 1.00 01/05/98 210,000 105,000

10 7 L& Minh Lgi 01.009 3 1.18 01/08/98 247.800 123,900
11 Téng cbng: 2,320,500 733,110

+MO0i cOt goi 1a mOt trudng (field): trudng HO TEN, truGng MANG, truGng
BAC, truong HE SO, ...

+Hang th(r ba dugc goi 12 hang tiéu dé (Header row).

+TU hang th( tu d€n hang th&r mudi, mOi hang 13 mOt mau tin (record).



MOt sO cong vi€c thuGng gdp khi 1am vi€c trén co sG dit li€u (bang tinh) nhu:

sap xep

(Sort) cac mau tin trong cO s& d{ liéu theo th( tU ting/ gidm clUa mOt truOng
(goi la truOng

khod), trich 10c (Filter) cdc mau tin thod man di€u kién chi dinh, thOng ke, tOng
hOQp céc

mau tin theo nhém (Subtotals), ...

3.1.2. Hang tiéu dé (Header row)

La hang dau tién trong danh sdch (co sG dir liéu) chta cdc tén tru'(‘Jng Tuy nhién mOt

sO cO s@ dir heu co phan tiéu dé nhi€u hon mot hang, khi do céc thao tac thuc hién trén
5O dl,r liéu sé& bi 101 hodc khong thuc hién dudc, ta phdi thém vao mOt hang ti€u dé phu
cd s3 dir liéu, va s& dung hang tiéu dé phu cho céc thao téc trén cd sO dit liéu.

A B C GIEE F
A B ¢ | o | E F 5 DILN
1 DIEM 2 STT | HO TEN |TOAN[LY [HOA|T.CONG
2 |STT| HO TEN | TOAN|LY [HOA|T.CONG 3 Coll| Col2 | Col3 [Cold|Cal5| Col6
Hinh 18.1: Tiéu de nhi€u hon 1 hang Hinh 18.2: Thém tiéu dé€ phu cho CSDL

3.1.3. Vung tiéu chud@n (Criteria range)

LA viing ch(ra di€u kién theo chi dinh (trich 10c, thOng k¢, ...), ving nay c6 tOi thi€u
2 hang.

C6 hai cach tao ving tiéu chudn:

Gid s can tao ving tidu chudn v4i di€u kién cdc mau tin phai thod:

a) MANG ="01.009” va BAC = 1.
b) MANG = "01.009” hoac MANG = "01.003” va BAC = 4.
. Céch 1: SU dung tén trudng d€ tao ving tiéu chudn

Theo cach nay, Vung tiéu chudn s€ c6 it nhat hai hang, hang dau ch(ra céc tén truOng
dat di€u kién, cdc hang khic dung d€ mé ta di€u kién.

Cach tao nhu sau

- Chon cdc 6 trOng trong bang tinh d€ 1am vung tiéu chudn

- Sao chép tén trudng dung 1am di€u kién dén hang dau cUa ving tiéu chudn
- Nhap truc t1ep céc diéu ki€n vao 6 dudi tén truOng tuong Ung. Cdc diéu ki
trén cling mOt hang la cac di€u kién thda man dOng thoi (dleu kién AND), con

nhu‘ng diéu klen ghi trén céc hang khéc nhau 1a nhUng di€u kién th®a min khong
dbng thoi (diéu kién OR).

Ta c6 viing tiéu chudn cho di€u kién trén nhu sau:






MANG BAC
01.009 1

MANG BAC
01.009
01.003 4

* Cach 2: Su dung cong, thirc d€ tao vung tiéu chudn
HAO TAC TREN CO SO DU LIEU

Theo cdch nay, vung tiéu chudn s& c6 hai 0, 6 trén ch(a tiéu dé nhu “Tieu

chuan”,

“Dieu kien”, ...hodc bd trng nhung phdi khdc v6i tén truOng, 6 dudi 1a cong
thuc mo ta

dieu kien.

Cach tao nhu sau

- Chon hai 6 trOng trong bang tinh d€ lam viing tiéu chudn.

- Nhap tiéu dé 3 6 trén cUa viing tiéu chudn.

- Nhép cong thlc vao 6 bén dudi mé ta di€u kién, duing mau tin ddu tién trong
cO

s& dir liéu d€ dat diéu kién so sanh, ham AND dung dé lap cic diéu kién thda
man dOng thoi, ham OR dung dé lap cic diéu kién thda man khong dOng thoi.

Ta c6 ving tiéu chudn cho di€u ki€n trén nhu sau:

Tieu chuan

FALSE =AND(C4 =701.009”, D4 =1)

Tieu chuan b)

TRUE =0OR(C4 ="01.009”, AND(C4 ="01.003”, D4 =
Mot sO cach ghi diéu kién

Yéu cau Ciach 1 Cach 2 (6 cong thure)

C6 ho 1a “Nguy€n” hodc

C6 ho 1a “Nguyén” i
; gy tén la “Binh”

Cé6 tén la “Binh”

Co BAC >=2
C6 chr 16t 1a “Thanh” Cé MANG="01.009" va
BAC >=2

C6 ho 1a “Nguyén” va
tén 1a “Huy” C6 MANG="01.009”



HO TEN
Nguyén *
HO TEN

* Binh

HO TEN

* Thanh *
HO TEN
Nguyén * Huy
HO TEN
Nguyén *

* Binh

BAC

>=2

MANG BAC
01.009 >=2
MANG BAC
01.009

C6 MANG="01.009" va

BAC =2 hodc BAC = 3

=LEFT(B4, 6)="Nguyén”

—RIGHT(B4, 4)="Binh”

=AND(LEFT(B4,6)="Nguyé&n”,
RIGHT(B4, 3)="Huy”)

=OR(LEFT(B4,6)="Nguyé&n”,
RIGHT(B4, 4)="Binh”)

=D4>=2
=AND(C4="01.009", D4>=2)

=0OR(C4="01.009", D4>=2)

2>=
MANG BAC

=AND(C4="01.0097,

01.009 2
01.009 3

OR(D4=2



C6 MANG="01.009”

4 2 2 MANG BAC
hoac MANG="01.003 =OR(C4="01.009”",AND(C4="01.009,
viBAC =2 01.009 D4=2))
C6 ngay bat ddu hugng 010032
luong 1a trudc 1/1/98 =F4<DATE(98,1,1)
C6 HESO * 290,000 >=
450,000 =E4 * 290000>=450000
3.2.TRICH LOC DU LIEU

Trich 10c dit 1iéu 1a tinh ning 1Qc ra céc mau tin thda man nhiing tiéu chudn nio dé tur
0 s dif liéu ban diu. C6 hai phu‘dng phép 1oc d{r li€u: 10c tu dOng (AutoFilter) va 10c
nang cao (Advanced Filter).

3.2.1. Loc dUr liéu tu dOng (AutoFilter).

Lénh Data/Filters/AutoFilter dung d€ 10c cac méu tin thda man nhCrng tiéu chudn
nao do tU ¢O sG d{r liéu ban dau Chi nhUng mau tin nio thGa tiéu chudn thi méi dugc h
thi con nh{tng mau tin khic s tam thdi bi che khong nhin thdy.

Cach thuc hién
- Chon viing CSDL véi tiéu dé 1a mOt hang.

- Vao menu Data/Filters/AutoFilter, Excel sé tu dOng thém céc nit thd canh tén
truGng cho phép ban chon tiéu chudn 10c tudng Ung vi cic trudng do.

A B & D E F G H
1 BANG LUCNG CHI TIET

2 Thang 07/ 2001

3 STy HOTEN +|MAN.|BA|HESy| NG BL+|LUON +|PHUC2
4 1|Tréin Thanh By 40 - 4 | 258 | 250197 | 541,800] 108,360
5 2|Phan Thanh BY {custom...) 3 | 234 | 300198 | 4914000 98,280
6 3| Meuyén Xuin jermes 1 | oo | owowes | 2100000 105000
7 4|Trén Viin Hin enke) o | 109 | 1500199 | 228,900 114,450
8 5|Mguyén Anh Dimg [UTOUUS] 1 | 1.86 | 01/10/97 | 390,600] 78,120
9 6|Chéu Thanh Khiét | 01.009 | 1 | 100 | 010598 | 210,000] 105,000
10 7|L#& Minh Lo 01.009 | 3 | 1.18 | 01/08/98 | 247,800 123,900

- Chon diéu kié€n trong hOp liét ké tha cla tUng truOGng tuong Ung.
All: cho hién thj tat cd cdc mau tin.

Top 10: cho phép chon 10¢ 18y mOt sO mau tin c6 gid tri cao nhat (Top) hay
thap nhat (Bottom).

Custom: cho phép dat cic di€u kién so sanh khic ( >, >=, ...)
Céc tri: chi hi€n thi nhitng mau tin ding bang tri d6.

+ Mac nhién Excel s& hi€u tén trudng bang v6i gid tri dUgc chon trong hdp liét ké
thd. Cé4c diéu kién trong cdc trudng khéc nhau c6 tinh chat dOng thGi v&i nhau




(AND).
Vi du: Loc nhitng mau tin thoa tiéu chudn 1a MANG = "01.009” va BAC = 1



HOTEN » | MAN BAw|HES|/ N5 BLy| LUON -/ PHU C2 4
Mauyén 3udn Huy | 01.009 | 1 1.00 | 01/01/5% 210,000] 105,000
Chén Thanh Ehigt | 01.009 | 1 1.00 | 01/05/98 210,000 105,000

Hinh 18.3: Loc d(li€u tydong o
+ Néu chon muc Custom thi s€ xuat hié€n hOp thoai cho phép dat diéu kién theo
ti€u chuan khéc.

Custom AutoFilter

Show rows where:
E&C

iz greater than or equal to - |2 ﬂ

equals -
does not equal

is greater than

iz greater than or equal ko
is less than

ulis less than or equal bo
begins with

W does not begin with Frs
ends with

does not end with 1 O | Cancel
-

conkains

Hinh 18.4: Pat di€u kién 10c tu dOng

Ghi chu:
Mu nOhi n&h liia ta B nech nd o Data/ Filter/ Show Al

Mu nbb é € d0 1oc d{rliéu tu dOng (bd cdc niit thd) tré vé trang thdi binh
thudng, ban chon 1ai 1énh Data/ Filter/ AutoFilter.

3.2.2. Loc dir li€u nang cao (Advanced Filter)

Lénh Data/ Filter/ Advanced Filter dung (jé° trich ra cdc mau tin theo cédc diéu kién
chi dinh trong vuing tiéu chudn do ban thiét 1ap trén Sheet.

Cich thuc hién
- Tao vung tiéu chudn 1oc (st dung mOt trong hai cdch néu trén).

- Vao menu Data/ Filter/ Advanced
Filter, xuat hién hOp thoai sau:

Action:

+ Filter the list, in-place: k€t qud hién
thi truc tiép trén vung CSDL.

+ Copy to another location: k€t qua




Advanced Filter E@

Ackion
" Filter the list, in-place
0 Copy bo another location

List range:; [BLI$A$3:4HE10

%)
E-
Criteria range:  [BLISCH13:$0414 1
alal

Copy tor |BLI$A$16

[ Uniique records anly

‘ QI \ Cancel ‘

dugc dat tai mOt vi tri khac.
List range: chon dia chi ving CSDL.




Criteria range: chon dia chi viing tiéu chudn.
Copy to: chon dia chi cUa 6 dau tién trong ving k€t qua (phdi chon muc Copy to
another location).

7Unique records only: néu c6 nhi€u mau tin glong nhau thi chi lay duy nhat
mOt mau tin dai dién, ngugc 1ai thi 18y hét cic mau tin théa diéu kién cUa viing
tiéu chudn (du giGng nhau).

3.3.CAC HAM CO SO DU LIEU

Céc ham co s@ dr liéu mang tinh chat thOng ké nhltng mau tin trong CSDL c6
truOng thOa diéu ki€n cla ving tiéu chudn di dugc thiét 1ap trudc.

Cu phap chung: =Tén ham(database, field, criteria)

- database: dia chi ving CSDL (nén chon 1a dia chi tuyét d6i cho dé sao chép).

ﬁeld cOt can tinh todn, fzeld c6 thé 1a tén truOng, dia chi cla 6 tén tru‘dng hoe
thu’ tU cUa trudng d6 (cOt th( nhat cla ving CSDL da chon tinh 14 1 va ting dan
sang tral)

- criteria: dia chi ving tiéu chudn.
Xét c0 s dit liéu BANG LUONG CHI TIET véi ving tiéu chudn duogc tao trudc.

A B C D E F G H
1 BANG LUONG CHI TIET

2 Thang 07/ 2001

3STT HOTEN MANG BAC HE SONG BD LUONG PHU CAP

4 1 TrAn Thanh Binh01.003 4 258 25/01/97 541,800 108,360

5 2 Phan Thanh Binh 01.003 3 234  30/01/98 491400 98,280

6 3 Neuy@n Xuan Huy 01.0091  1.00  01/01/99 210,000 105,000

7 4 Tr&n Vin Hing 01.009 2 1.09 15/01/99 228,900 114,450

8 5 Neuy&n Anh Ding 01.003 1 1.86  01/10/97 390,600 78,120

9 6 Chau Thanh Khi&t 01.009 1 1.00 01/05/98 210,000 105,000

10 7 L& Minh Lgi 01.009 3

11

12 Ton

13 MANG 733,



BAC
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Tinh trung binh cOng cac gid tri trong cOt field cUa céc mau

DAVERAGE(database,

field, criteria)

DMAX(database, field,
criteria)

DMIN(database, field,
criteria)

DCOUNT(database,
field, criteria)

DCOUNTA (database,
field, criteria)

3.4.SAP XEP DU LIEU

tin thOa di€u kién criteria.
=DAVERAGE($A$3:$H$10, 7, C13:C14)
=DAVERAGE($A$3:$H$10, $G$3, G13:H14)

Tim tri 16n nhat trong cOt field clla cdc mau tin thda
kién criteria.

=DMAX($A$3:$H$10, “BAC”, C13:C14)
=DMAX($A$3:$H$10, 5, G13:H14)

Tim tri nh® nhat trong cOt field cla cidc mau tin thOa
kién criteria.

=DMIN($A$3:$H$10, $D$3, C13:C14)
=DMIN($A$3:$H$10, 5, C13:C14)

Pém cic 6 ki€u s6 trong cOt field cla cidc mau tin th
kién criteria.

=DCOUNT($A$3:$H$10, 4, C13:C14)
=DCOUNT($A$3:$H$10, 4, G13:H14)

Dé:m cic 6 khdc rOng trong cOt field cUa cdc mau tin
diéu kién criteria.

=DCOUNTA($A$3:$H$10, 2, C13:C14)
=DCOUNTA($A$3:$HS$10, 2, G13:H14)

TuoOng tU nhu chUc ning Table/ Sort clla Word, 1énh Data/ Sort cho phép sap xep cac
hang hoac cdc cOt trong vung dugc chon theo thu ty tang dan (thu‘ ty ABC doi v6i chud
hodc s0 ting dan) hay glam dan (thu tU ZYX d6i véi Chu01 hodc sO gidm dan) tuong |
khod SaE x€p dugc chi dinh, Vung sap xep pha1 chon 14t ca cdc 6 6 lien hé v&i nhau, n
khong sé xay ra tinh trang “rdu 6ng nay cam cam ba kia”.

Ciach thuc hién:

Gid s can sap x€p c0'sG dit liéu BANG LUONG CHI TIET & trén theo MANG
ting dan, n€u cing MANG thi sap theo BAC gidm dan.

- Chon viing dit liéu can sap x€p.
- Viao menu Data/ Sort, xudt hién hOp thoai sau:



THAO TAC TREN CO SO DU LIEU
5a_sAp x8p chinh

= Sap x€p theo
AN th(r fur tang dan

Sort

— T §S\u:-rlz b ~
Uhal |M.':'|NG ﬂ e Ascendin '. Xep Eheo R
" Des ing thu tl_I glam dan

|| Then by
. < ~ ’ |B,|:-,c ﬂ i Ascending

- Then by

—— | | ﬂ &+ p=cending

MSME\\ e e
chOon c6 dong tiéu My list has

de hay khOIlg J/ {* Header pow " Mo header row
N

Cptions. .. ] | Zancel

Hinh 18.6: Sap x€p dUrTicu

- Chon c6/ khdng c6 dong tiéu dé.

— Chon céc khéa sap x€p va th(r tu sap tuong Ung voi khéa.
- Click chon OK d€ sap x€p d{f liéu trong bang.

Ghi chi:

Né€u mudn sdp theo hang thi chon niit Iénh Options cUa hdp thoai Sort, sau d6
chon muc Sort left to right.

N vdnu nBs pdx pénhanhtheoc t@ 20 d6 thi dat trd vao 6 bat ky cla cOt d6 va

Click chon ni trégfhanh Standard d€ sap theo chi€u ting dan, hodc 7]
dé sap theo chi€u gidm dan.

3.5.TONG HOP THEO TUNG NHOM (SUBTOTALS)

Xét CSDL BANG LUONG CHI TIET & trén. Van dé d3t ra 12 1am thé nao dé biét
dudgc tOng tién 1uong (LUONG) theo tUng nhém ngach luong (MANG), hay tOng hop s
nhén vién theo bac (BAC), ...Lenh Data/ Subtotals se gitip ban thuc hien dugc nhUng
cong viec trén.

Cich thuc hién:

Gid s can tOng hop va tinh tOng ti€n ludng (LUONG) theo tUng nhém ngach luong
(MANG) trong CSDL BANG LUONG CHI TIET 4 trén.

— Dung 1énh Data/ Sort dé’\sép‘xé'p cdc mau tin theo MANG, muc dich d€ cdc mau tin
c6 cing MANG thi nam lién ké nhau.

— Chon viing CSDL can t6ng hop v4i tiéu dé 1a mOt hang.

— Viao menu Data/ Subtotals, xuat hi€n hOp thoai sau:




+At each change in: chOn tén truGng can —

t6ng hQp nhém. st e chonge

+Use function: chon ham s dung tinh todn [anG <]
hay thOng ké. e

+Add subtotal to: ChQn tén truOng chlra di Jsum |
li€u can thuc hién tinh todn hay thOng ké. gd subtotal to

[ NG_BD o
v
[~ PHU CaP hd

+%Replace current subtotals: Thay thé
cac dong tOng hop cii dé ghi dong tOng

hdp mél v Replace current subtotals
<z [ Page break between groups
+0 Page break between groups: Tao ngat Bk i
trang glffa cac nhom. Remave Al | Ik | Cancel |
+%Summary below data: Thém dong tOng
hgp sau mOi nhom. Hinh 18.7: TGng hgp theo nhé
MOt sO ham trong hOp liét ké tha Use function:
Ham Mo ta
Sum Tinh tOng cic sO trong nhém.
Count Pém s6 6 khong rOng trong nhém.
Average Tinh gi4 tri trung binh céc s trong nhém.
Max Tim gi4 tri 1én nhat trong nhém.
Min Tim gi4 tri nhd nhat trong nhém.
Product Tinh tich cé4c sO trong nhém.
Count Nums DPEm s0 6 ki€u sO trong nhém.

Hinh 18.8: K&t qua tOng hgp d{t li€u theo nhém (MUc 3)

Lam vi€c v6i man hinh két qua sau khi téng hop nhém

-Click vao cac nut

dé& chon céc mUc dr liéu ban mubn xem.



|_3_! |72 - ﬂ

.....

+ : Chi hi€n thi tGng chinh (Grand Total Only).

+ : Hién thi tOng chinh va tOng phu (Grand Total And Subtotal).
+ : Hién thi chi tiét tat cd cdc mau tin cling cac t6ng hQp (All Record).

- Click vao  d€ hi€n thi hodc d€ che ddu cic mau tin trong nhém con.

12[3 A E 2 D E F G )21
1 BANG LUGNG CHI TIET
7 Thang 07/ 2001
3 |STT| HOTEN |MANG|BAC|HESO| NG _BD | LUONG |[PHU CAP
s 7 01.003 Total 1,423,800
[ + 12 01.009 Total 896700
- 13 Grand Total 2,320,500

Hinh 19.9: K&t qua tGng hop d{f liéu theo nhém (MUc 2)

Ghi chi: d€ loai b tGng hgp nhém, ban chon Data/ Subtotals, sau d6 chon niit 1€nh
Remove All.




BAI 3: BO TRINH DIEN VAN PHONG (POWER POINT)
IAP KICH BAN TRINH DIEN(SLIDE)

1. Téng quan vé Microsoft PowerPoint

Kh&i dOng MS Powerpoint

cach 1 : Nhay dip chult vao bi€u tuong chuong trinh (n€u c6 trén nén
Windows )

cach 2 : chon Start 2 Program - Microsoft PowerPoint

- man hinh xudt hién hOp thoai PowerPoint, chon mOt trong

c4ac muc sau

* Autocontent Wizad : Chon mau c6 san, trong do co ho tro nbi dung,
nén, Font ch cho tUng Slide

*Deisgn Template : Chon mau c6 san. Trong dé c6 hO trg nén,
Font ch( cho tUng Slide

* Blank Presentation : Tao mOt trinh dién trang hoan toan

* Open an existing presentation : M3 mot trinh dién di cé
2. Thiét ké véi PowerPoint
2.1 Tao mOt bai trinh dién méi

Céch 1 : Nhdn Ctrl + N

Céch 2 : Nhan vao bi€u tuong NEW

Céch 3 : Chon File > NEW
Tai General :

+ Tao bai trinh dién chi€u trang

+ Tao bai trinh chi€u c6 chi dan Wizad
Tai Design Template : Tao bai trinh chi€u c6 thi€t k&€ Font nén va mau ch{r
Presentations : Tao m&i c¢6 san bang dan y bang ti€ng anh

* Chi y : € m& 1 slide m&i : Nh@n Ctrl + M 2 Chon ki€u > OK
2.2 Nhap vin ban cho slide

Céch 1 : nhép viin ban vao doi tuong c6 san



(N€u chon Fill / Effect / chon dang mau va pha trOn mau / OK)



- Chon Apply: chon ché dd chuyén canh 4p dung cho riéng 1 Slide
hién hanh.

- Chon Cancel: huy b0 céc hiéu Ung vUa chon.
3.3.2 Ché dd chuy€n ddng doi tuong trong mot Slide bat ky

Chon Slide Show / Custom Animation

* Order timing: th( tU' va gian cUa tUng dOi tugng chuy€n dOng trong slide.

C6 thé sap x€p lai trat ty chuyén ddng cla cdc dbi tugng c6 trong Slide
hién hanh.

- Start animation: dat ch€ d0 bat dau chuyén dOng

+ On mouse click: kich chuy€n viao md&i chuyén déng

+ Automatically: dat thdi gian tu ddng cho Slide chuyén ddng

* Effects: Cac hi€u Ung chuyén dOng. Ban c6 th€é chon loai hiéu Ung
chuy&n ddng cho phit hgp ( theo yéu cdu) nhu:

- Fly: bay

- Appear: xudt hién dGi tugng

* Chon cdc dang aam thanh thuGng dung tuy ¥

* After animation: chOn c4ch hié€n thi sau khi da chuy&n dOng .....
4. Luu va dong goi File
4.1 Luu file

Cdch I: File / Save

Cdch 2: Nhay chuOt vao bi€u tugng Save trén thanh cong cu

Cdch 3: Chon File / Save As
Chi y: Khi luu 1&n dau tién: thuc hi€n cdch Iuu tuy y

Khi 1uu ti€p bai trinh dién (van gilf nguyén tén file): thuc hién luu cach
2 hodc chi nhan Ctrl + S

Khi 1uu v&i dang khéc, tén khac, thuc hién c4ch 3
4.2 Dong goi File



Chon File / Pack and go
Chia 1am 4 budc
*Budc 1: Pick files to pack: chon file d€ déng g6i
Active presentation: déng géi file dang m&
Other presentation: chOn 1 file khac
* Budc 2: Choose destination: chon dich dén d€ 1uu trt sau khi déng géi
A:\ Dirve: déng géi sang dia mém
Choose destination: tu chOn ndi 1uu tr(f file da dugc déng géi
* Budc 3: Link : Tat ca d{rliéu lien quan dén chuong trinh
Include linked files: tat cd cdc file lien két v&i chuong trinh
Embed True Type Fonts: tat cd cic Font ch(f c6 ding cho chuong
trinh.
* Budc 4: Viewer: Chuong trinh xem Powerpoint
Don't Include Viewer: da c6 chuOng trinh Powerpoint

Viewer for Window 95 or NT: Chay trong chudng trinh Win 95 trG

Finish OK






