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1. MICROSOFT WORD (NC)
1.1. Chia Sé Va Biao Quan Dir Liéu
Chuong nay gitup ngudi hoc nang cao ki ning chia sé va bao quan dir liéu, biét cach
tiy chinh Ribbon va Quick Access Tool Bar, tao kiéu mau cho tai liéu. Cudi chuong gido

trinh s& cung cAp mot s6 cach 1am danh thiép, mau don xin viéc trong ngan hang... Cu thé
ngudi hoc s& duoc tim hiéu k§ vé cac ndi dung:
+ CAu hinh tiy chon trong Word
+ Thiét 1ap ché dd bao vé tai liéu
+ Thiét 1ap kiéu miu cho tai liéu
1.1.1. Cau Hinh Ty Chon Trong Word
+ General
bé dinh dang dit liéu mot cach nhanh chong: Thay ddi font chit, ¢& chit, mau chit...
khi chung ta bdi den mdt doan van ban nao do, word cung cép mot cong cu thu nho dé hd tro
chung ta 1am diéu nay (hinh 1.0):

Times Mo = 18 = A7 ,° iR iR
EJUBWY-A-F

Trrémg Plai Hoe Cong Nghe Pong Nai

Hinh 1.0
Maic dinh khi cai dat Microsoft Office cong cu thu nhd nay da duoc hd tro, nhung
trong mot s6 truong hop néu nhu céng cu thu nhé nay khong hién thi thi ta s& mo man hinh
Word Option 1én dé thiét 1ap, & ddy gido trinh huéng dan 2 cach:
- Cach 1: Vao Tab File / chon muc Options
- Céch 2: Nhin t6 hop phim AIt+F+T
Man hinh Word Options s& hién thi ra nhu bén dudi (hinh 1.1):

Word Options ?

G | y
= F'L-i General options for working with Word
&

Display

Proofing User Interface options

Show Mini Toolbar on selection
Language [¥] Enable Live Preview

Update decument content while dragging
ScreenTip style: [Show feature de:

User name: |copcon

Trust Center Initials: I

[] Always use these values regardless of sign in to Office.
Office Backgreund: |No Background [

Office Theme. Light Gray| v

Start up options

Choose the extensions you want Word to open by default: | Defaut Programs...

Tell me if Micrasoft Word isn't the defauft program for viewing and editing documents.
Open e-mail attachments and other uneditable files in reading view (i

[#] Show the Start screen when this application starts

Hinh 1.1
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Ta tick vao chon lya “Show Mini Toolbar on selection” trong tab General roi nhan nat
OK.
#+ Display
Trong qué trinh soan thao van ban khong tranh khéi nhiing sai sot vé ki thuat, Word
cung cép cho ching ta cach nhin téng thé vé ky thuat soan thao dé chung ta c6 thé sira chira

nhitng 16i k¥ thuat nay mot cach chinh xac:

General s
rd Change how document content is displayed on the screen and when printed.
Display T
Proofing Page display aptions
Save Show white space between pages in Print Layout view
| Po—— Show highlighter marks
V]
p— Show document tooltips on hover
Customize Ribbon Always show these formatting marks on the screen
Quick Access Toolbar ] Tab characters -
Add-Ins [ Spaces
o [[] Paragraph marks T
Trust Center
[] Hidden text abc
["] Optional hyphens =
Object anchors ¥

[] Show all formatting marks
Printing options

Print drawings created in Word [
[ Print background colors and images
[] Print decument properties

[] Print hidden text

[[] Update fields before printing

[[] Update linked data before printing

0K Cancel

Hinh 1.2

Tai trang Display, ta tick vao “Show All formatting marks”, hoic ta c6 thé chon

biéu tuong l tryc tiép trong man hinh soan thao:

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEY

i, § . — a— 3 — n— e i iy A
™ CalibriBedy) ~[11 ~|A" A" Aa~ & =-i=-'Z. &£ 2|1

Paste : B I U i i FA aby = = = = P
* abe X X = %a - E - —_ = = = = = A - -
- v Format Painter - ' A

Clipboard M Font ] Paragraph M

Hinh 1.3
Hinh 1.4 1a vi du cho ching ta biét cac k¥ thuat duoc stir dung trong qué trinh soan thao:

= K T TRH KRR T KN SN RN TN AR T
E . Biétnhidukhongbingbidtdiduy
5 - Mbtbd caily-khongbing mot ticaitinhy

-+ Noi-dais
-+ Noi-dais
+ Nobidais
<o Rupgu nhat udng 1m cling saye

% Nguoi khonnoéilimdauhay ciingnhamq

Hinh 1.4
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+ Proofing
Mot trong nhiing tinh ning tuyét voi caa bo Office d6 1a chirc ning kiém tra chinh

http://www.microsoft.com/vi-vn/download/details.aspx?1d=35400.

ta va ngit phap, n6 gitp tang toc do soan thao ciia nguoi sir dung rat nhiéu. Trong ban Office

2013 ching ta co6 thé tai cong cu kiém soat 16i Tiéng Viét tai dia chi:

Trong trang Proofing ciia man hinh Word Options, ta quan sat muc “When

‘Word Options

correcting spelling and grammar in Word”. Muc nay cho phép chon kiéu kiém soat 13i:
chinh ta, ngir phap. Mubn chon kiém tra chinh ta thi ta tick vao cac muc c6 chit “spelling”,
mudn kiém tra ngit phap ta tick vao cac muc c6 chit “gammar” , sau khi chon lya xong thi
nhan nut OK dé luu thiét 1ap (hinh 1.5)

»

General

Display

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

|ABC.

+ & Change how Word corrects and formats your text.
= A

AutoCorrect options

Change how Word corrects and formats text as you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
lgnore words that contain numbers
Ignore Internet and file addresses
Flag repeated words
[] Enforce accented uppercase in French
[] Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings| »

Spanish modes: | Tuteo verb forms only W
When correcting spelling and grammar in Word

[[] Check spelling as you type

[] Mark grammar errors as you type
[] Frequently confused words

[[] Check grammar with spelling

Show readability statistics

Writing Style: | Grammar & Style| v Settings...

Check Document

Evrantinne far WE Documentd

AuteCorrect Options..

sl

OK Cancel

Hinh 1.5

Nhirng tir sai chinh ta sé dugc gach chan mau do, sai ngir phép sé gach chan mau xanh.

Dé chinh sira nhiing tir bi sai ndy, ta bam chudt phai vao nhimng tir 46 Word sé& dua ra

nhitng dé nghi dé thay doi cho phu hop (hinh 1.6):
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Rl
&

For mani people todey, a career for life is no longer an option. Most people expect to
hold jobs with a variety of employers and move across diffef TimesNe - 13 - A" 47 iF &
through their working life. We all need to flexible inour | B 7 u =E¥ - A - #
prepared to change job and/or sectors if we believes thela are betfer opportunities
elsewhera. In order to be flexibles we need a set of transfera there \are

not specific to one particular career path but are generic across| three Is.

theta

threat

thread

lgnare

lgnare All

Add to Dictionary
AutoCorrect L4
Language L4

? Spelling...

Laok Up L

|f4 Paste Options:
o &

Additional Actions *

Hinh 1.6
Nhu ta théy, tur “thera” ¢ trén bi sai chinh t4, word goi y mot sb tir moi thay thé cho
tur sai nay. Trong truong hgp nay ta sé chon “there”.

bé co thém nhiéu su lya chon, ta c6 thé chon muc “Spelling...” ¢ ctra s0 trén:

?
| Mot in Dictionary:

We all need to flexible in our working ~ Ignaore Once
pattt?ms and hel prepare:litn change job Tanore Al

and/or sectors if we believes theralare :

better opportunities elsewhera. w| [ e Oy
Suggestions:

Change
three

theta Change Al
threat

thread AutoCorrect
theca :
Dictionary language: |English {U.5.) i
| Dptions... Cancel

Hinh 1.7
O man hinh 1.7, néu nhu mudn tir chdi sy thay ddi ta chon Ignore Once (tir chdi thay
d6i tir dang xem xét) hodc Ignore All (tir chdi thay d6i moi tir trong tai liéu), dé chip nhén sy
thay ddi ta chon Change (thay doi tir dang xem xét) hodc Change All (thay d6i moi tir).

Trang 8



Gido trinh Office 2013 ndng cao

+ Save
Mot trong nhitng chirc nang cuc ky quan trong va hiru dung do 1a chirc nang tu dong
Iuru trit tai lidu cia Word. Nguoi sir dung rat it khi luu tai liéu trong qua trinh soan thao, diéu
nay rat nguy hiém vi c6 thé may tinh bi tit bat ngd (hu may, cap dién...) n6 sé& lam mat hét
dir ligu.
bé Word tu dong Iuu tai liéu dang soan thao: Ta tick vao muc “Save AutoRecover
Information every”, muc ndy cho phép ta 4n dinh sé phut ty dong luu, & day 1a 10 phut.

Néu ban mudn ti dong luu sau 1 phat thi ban nhap sé 1 vao (hink 1.8):

Word Options x|

General _ -

Customize how documents are saved.
Display
Proofing Save documents
Save Save files in this format: Word Document (*.docx) W
Language Save AutoRecover information every |10 2| minutes
Advanced Keep the last autosaved version if | close without saving

Customize Ribbon AutoRecover file location: Cih\Users\copceniAppData’Roaming\Microsoft\Word', Browse...

Ouick A Toolh [] Don't show the Backstage when opening or saving files
Quick Access Toolbar

Show additional places for saving, even if sign-in may be required.

Add-lns [[] Save to Computer by default

Trust Center Default local file location: |C\Users\copcont\Documents) Browse...

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:
() The server drafts Jocation on this computer

(@) The Office Document Cache

Server drafts location: | Ch\Usersicopcon'\Documents'SharePoint Drafts) Browse...

Preserve fidelity when sharing this docuoment: E’ Decument] W

[T] Embed fonts in the file (i

Embed only the characters used in the document (best for reducing file size)

| Do not embed commaon system fonts

[ QK . Cancel

Hinh 1.8

Muc “AutoRecover file location” 1a noi Word ty dong luu tai li¢u néu nhu tai liéu
chua dugc ta luu, muc “Default file location” 1a noi luu trir mac dinh khi ta chon chirc nang
lwu tai liéu. Ca 2 muc nay ta déu c6 thé thay d6i vi tri luu trir bang cach nhin vao nut
“Browse...”.

Mot sb truong hop tai liéu phai sir dung nhitng Font chir dic biét ma cic may tinh
khac khong c6, néu ta chép tai liéu nay qua may tinh khac thi chic chin Font chit s& bj mat
va c6 thé khong doc dugc dit 1iéu. Do do dé cac may tinh khac co thé doc duoc thi ta tick

vao muc “Embed fonts in the file”, chirc ndng nay s€ nhiing Font chit ta dang stir dung vao
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tai liéu nén khi chép qua may khéc thi tai liéu mic nhién van doc dugc, tit nhién 1a dung
luong cua tai liéu sé tang 1én dang ké va thao tac luu cling cham di.
4+ Customize Ribbon

Doi khi ta khoi dong Office Word 1én nhung ma khong thiy céac tab 1énh nhu hinh bén dudi:

E] H -6 0 = Document1 - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

L i OEEEEEEE RN IR RS IR R R R EE Ry, 0

Mat hét cac 1énh roi

Hinh 1.9
Ta khong nén lo ling cho rang ban Office Word bi hu, truong hop nay 1a do Ribbon
bi thay d6i cau hinh.
Ta mé lai man hinh Word Options/ chon Customize Ribbon nhu huéng dan ¢ phan
trudie, hodc bam chudt phai vao tab File/ chon Customize the Ribbon...:
Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

v Collapse the Ribbon

Hinh 1.10
Ta quan sét cac tab bén phai man hinh Word Options dd bo hét tick, ta mudn hién thi
Tab nao 1én thi tick vao Tab d6 rdi nhan nit OK.

Word Options ?
G | & 2 2
e Eﬂé Customize the Ribbon and keyboard shortcuts,
Display
Choose commands fromz i) Customize the Ribbon: i
Proofing = 1
Popular Commands v Main Tabs v
Save
Language Accept and Move to Next ~ Main Tabs
= Align Left & [¥]Home
Advanced '% Breaks 3 & [+ Insert
:= Bullets v 1 [ ] Desi
Customize Ribbon = Center 1] Desan
= 5 [ [¥] Page Layout
Quick Access Toolb 2 Change List Level 3 i
uick Access Toolbar B2 Copy # [] References
Add-Ins X cut # ] Mailings
Define Mew Mumber Format... [ [¥] Review
Trust Center E; Delete [ [+] View
E;A‘ graw P:“tla i @ [ Developer
i = o [ [¥] Add-Ins
#% Find B [¥] Foxit PDF
Font I # [] Blog Post
A Font.  [] Insert (Blog Post)
A Fent Color Jis [ Outlining
Fort:Sree I & [¥] Background Removal
¥ Format Painter I 3
A" Grow Font
& Hyperlink...
a8 Insert Footnote
1= Lineand Paragraph Spacing ¥
P Macros
EE Multiple Pages New Tab
|:] Mew ]
Customizations: Reset ¥
Keyboard shortcuts: | Customize.., Irpor/Export: |G
< >
OK Cancel

Hinh 1.11
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Ta can biét thém thong tin: 1 Ribbon s& co nhiéu Tab, 1 Tab s& c6 nhiéu nhém Iénh, 1

nhom 1€nh s€ c6 nhi€u 1énh riéng 1é. Trong mot s6 trudong hop ta can gom tat ca cac 1énh

thuong xuyén st dung vao chung 1 Tab dé cho viéc thao tac dinh dang dir liéu dugc nhanh

hon. Vi du ta muén tao thém 1 Tab méi nhu hinh bén duéi:

FILE HOME

AM*

Font

Mham 1

Binh dang

=S

Find Macros @ Breaks Page
Setup
Mham 2 Mham 3
Hinh 1.12

Nhu hinh 1.12, ta thay c6 tab méi tén 12 “Pinh dang”, tab nay c6 3 nhém “Nhom 17,

“Nhoém 2” va “Nhom 3, moi nhom nay ¢ mét s6 1énh nao do.

Céc budc dé tao mot tab méi nhu tab “Pinh dang” & trén nhu sau:

— Buwée 1: Trong man hinh Customize Ribbon, bam chon nit “New Tab”.

— Buwéc 2: Chon Tab mdi tao “New Tab” rdi bAm nut “New Group”, & man hinh
dudi ta tao 1 New Tab va 3 New Group (hinh 1.13).

3 -

General

Eﬁ'ﬂg Customize the Ribbon and keyboard shortcuts,

Display
; Choose commands from: i Customize the Ribbon: '

Proofing Popular Commands v Main Taks W
Save '
Language Accept and Move to Next ~ Main Tabs ~

= Align Left = [¥]Home
Advanced »E Breaks r I [#] Mew Tab [Custom)

‘= Bullets 4
Custormize Ribbon = Center mew group Eguiomi

= X ew Group (Custom
Quick Access Toaolbar E{'-L Change List Level . Mew Group (Custom)

E Copy [ [¥] Mew Tab (Custom) -
Add-Ins Ju Cut # |#] Inzert

Define Mew Number Format... <<.Bem0\fe = nse. 4

Trust Center ﬁ Delete B [+ Design

m° Diraw Table 2] Page Layout "

Draw Vertical Text Box Tl [oA] Befaranrar

% Email Mew Tab | Mew Group Rename...

Find w P
Customizations: Reset =
Keyboard shorbcuts: Customize... iimport/Bxpart = |G
oK Cancel
Hinh 1.13

— Buwéc 3: DB6i tén Tab va tén Group theo muc dich str dung, chon cac muc can do6i

tén r6i bAm nut “Rename...”, man hinh doi tén hién thi 1én ta nhap tén maoi 1ol
nhén nat OK dé ddi (xem hinh 1.14):
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Main Tabs ~
= [+ Home

Clipboard

Font

Faragraph
Styles
Editing

Display name: EEJinh Dang

| Concel

& [¥] Mailings -

| MNew Tab !ﬂemeup . | Renage...j
Hinh 1.14

Tuong tu nhu vay doi véi doi tén Group, chon tiung Group réi bam “Rename” dé doi:

Main Tabs

Home

=l [#] Binh Dang (Custom)
Mew Group (Custom]

Symbiol:

HO000A ' P@ L@ A
DEadadAdaww e
avyr BT 38QT
YREOLNL80HID
AELEOT»=2RHME
OO0O0O0O0O0OO0O0O e meE N
EO0EERemsas
eQHeBEeIlEe %
AAXvEONT S Fi=
PlESHImsdWans v
Display name:  fihidm 1 |

| MewTab | | New Group Q.me&)
Hinh 1.15

Dit tén va chon biéu tuong cho Nhom rdi bam OK, ctr lap cho hét cac nhom khac
cudi cung ta dugce nhu hinh bén dudi:

Main Tabs
Home

=l Binh Dang (Custom)

Mham 1 [Custom)
Mham 2 (Custom)
Mham 3 (Custom)

Hinh 1.16

— Buwdc 4: Thém cac 1énh vao cho cac Nhoém & budce 3

Trong phan Choose commands (bén trai man hinh) ta chon bat ky 1énh nao d6 rdi bim

nat “Add>>", hoac dung chudt kéo tha truc tiép commands vao nhom 1énh ma ta muén.
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Pé g& bo 1énh ra khoi nhom, ta chon 18énh trong nhom rdi bam “<<Remove”. Quan
sat hinh 1.17 ta sé théy danh sach cac 1énh dugc dua vao tirng nhom:

G | . .
ke E.LIE Customize the Ribbon and keyboard shortcuts,
Display
: Choose commands from: Customize the Ribbon:
Proofing [Popular Commands ] | Main Tabs ;._‘::
Save
Language Accept and Move to Next ) Main Tabs A
= Align Left  [V] Home
Advanced :H Breaks * =1 Binh dang (Custom)
:= Bullets |» :
Customize Ribbon = o ! B Nht:\m 1F(CLtlstorn]
— i on .
Quick Access Toolbar E:'_ Change 1L foel ! Font Size i
& Copy E® Copy
Add-Ins % Cut = El Nhém 2 (Custem) .
Define New Mumber Format... [ Add >> ] = Align Left | = |
Trust Center 75 Delete o y = Bullets |» o
Elf Draw Table | << Remove | " Format Painter !.ZI
[ Draw Vertical Text Box El Nham 3 (Custom)
(99 Ernail = Breaks 4
#i Find E.‘E, Page Setup
Font 154 Insert
A Font.. mAne M
A Font Color |» 1T |
: | | |
Pl I."v | Mew Tab | Mew Group || Rename... |
¥ EnemakNaintes Customizations: Reset ! 0
Keybeard shortcuts: fi Customize... | Import/Export ~
QK Cancel I
N
Hinh 1.17

Sau khi kéo tha cic command xong, ta bam “OK” s& dugc két qua nhu mong mudn.
Ta ciing c6 thé quay trd lai ciu hinh ban dau bang cach chon “Reset all customizations”:

Customizations: |

Reset =

|- Mew Tab | | New Group | | Rename.. |

Reset all customizations

oK || cancel |

Hinh 1.18

% Quick Access Toolbar

Tuong tu nhu Ribbon, Word cung cp chirc ning Quick Access ToolBar (QAT) dé
hd tro nguoi soan thdo dinh dang van ban mot cach nhanh chéng.

Quick Access Toolbar

-

]
- 0 BA- W- |
@|d - HOME ~ INSERT  DESIGN
HOME INSERT DESIGN I = kaA Toolb
s C. CCess 10o0lbar
) X, Cut euck
[ ibri *In P v
B oo Calibri (Body) - |1 st ;:Z":; T
Paste v Clipb o
v ~ Format Painter I Y- ’(’IB ‘3.' om BA- ¥- ¥ _I
Clipboard o Fo TL |
Hinh 1.19
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Nhu hinh 1.19 ta thay rang thanh QAT c6 thé nim & bén trén thanh Ribbon hodc &
bén dudi thanh Ribbon tuy vao sé thich ctia nguoi soan thao.
— D& di chuyén thanh QAT xudng dwéi thanh Ribbon: Ta bdm chudt phai vao
Ribbon/ chon Show Quick Access Toolbar Below the Ribbon (hinh 1.20):

B Hd -0 e &

FILE HOME

sl

B

Paste

—

¥ Format Pain

s

apr - & -

Customize Quick Access Toolbar...

-

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.20

— Pé di chuyén thanh QAT Ién trén thanh Ribbon: Ta bam chudt phai vao
Ribbon/ chon Show Quick Access Toolbar Above the Ribbon (hinh 1.21):

R

HS O

L

=
FO )

ay .
Remove from Quick Access Toolbar

Customize Quick Access Toaolbar...
Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.21

— Ta c6 thé thém hodc x6a cac 1énh khoi thanh QAT.
—  Thém lénh vao QAT: Bim chuot phai vao 1énh bat ky trong thanh Ribbon/ chon
“Add to Quick Access Toolbar”

B H S

FILE HOME
a

-

F2 Cop
Paste E" o
* Form

-

Clipboart

I -
A ¥
=

-
-

B aly .

INSERT DESIGN PAGE LAYOUT RE

= i i

Add to Quick Access Toolbar

Customize Quick Access Toolbar... i
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbaon...

Collapse the Ribbon

Hinh 1.22

— Xba lénh khoi QAT: Bam chudt vao 1énh bat ky trong QAT/ chon “Remove from

Quick Access Toolbar”

B Hd S B

HOME | IN
<t a{ Cut

Paslt3 B Copy

Clipboard i

-

-'E'\ - a"? L 3

Remove from Cuick Access Toolbar
LCustomize Cuick Access Toolbar...

Show Quick &ccess Toolbar Below the Ribbon
Customize the Ribbon...

Collapse the Ribbon

Hinh 1.23
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1.1.2. Thiét Lap Ché P Bao V¢ Tai Li¢u , ,

Doi voi nhitng tai liéu mang tinh nhay cam thi viéc thiét 1ap ché do bao vé di
liéu 14 v6 cing quan trong. Co nhiéu cap d6 bao vé tai liéu, ¢ day gido trinh s& huéng dan
mot sb cach bao vé tai liéu cia nguoi st dung:

4 Thiét 1ap thudc tinh chi doc cho tai licu:

Tai sao ta phai thiét 1ap thudc tinh chi doc cho tai li¢u? thuong thi khi tai li¢u l1a
phién ban cubi cung rdi (tirc 12 d3 hoan chinh) thi cha s& hitu tai liéu s& danh dau cho nguoi
doc biét bang cach thiét 1ap Mark as Final.

Céch thiét 1ap nhu sau: Vao tab File/ chon Info/ chon Protect Document / chon Mark
as Final (hinh 1.24):

Protect Document
;’ Control what types of changes p
Protect
Document =
» Mark as Final

_2 Let readers know the document iz
final and make it read-onky

Encrypt with Password r
#¢ Password-protect this document

Hinh 1.24
Sau khi chon Mark as Final, s& c6 2 man hinh xuat hién nhu bén duéi. Chon OK dé thiét
1ap, chon Cancel dé huay thiét 1ap:

I This document will be marked as final and then saved.
Cancel _ﬂelp
Hinh 1.25

Sau khi chon OK s€ ¢6 thém mot man hinh tiép theo, & man hinh nay ta tiép tuc chon
OK.
Dudi ddy 1a man hinh cua tai liéu dugc thiét 1ap 13 chi doc, ché d6 nay ngudi sir dung s&

khong thé chinh sira, thém méi hay 1a dinh dang tai liéu duoc (hinh 1.26):
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3

o MARKED AS FINAL An author has marked this document as final to discourage editing. Edit Anyway X

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW F
® Dung chét dudi trong bién thong tin
- ma van khat tr1 thirc dé thanh dat

M

PAGE1OF1 21WORDS & &3

Hinh 1.26
Bam “Edit Anyway” ¢ phia bén trén tai li¢u dé thoat khoi ché do chi doc (xem hinh
trén).
# Thiét 1ap mat khau cho tai liéu:
Day 1a kiéu bao mat tai liéu ma t6i 99.9% ngudi sir dung chon lwa dé thiét 1ap cho
nhirng tai liéu c6 dit liéu nhay cam, doc gia cling nén chon kiéu bao mat nay.
Céch thiét 1ap: Vao tab File/ chon Info/ chon Protect Document / chon Encrypt with
Password (hinh 1.27):

C)

GiaoTrinh
Open My Documents
Save Protect Document
}‘ Control what types of changes pe
Save As Protect
Document =

Print

s Mark as Final
2 Let readers know the document is

Share final and make it read-only

Encrypt with Password e
Eapoit ,’ Password-protect this document 1]

s
Cl
s [u Restrict Editing
Control the types of changes others
Hinh 1.27

Sau khi chon “Encrypt with Password”, Word s¢€ yéu ciu ta nhap 2 lan mat khau, tai
2 1an nhap mat khau nay ta phai nhap gidng nhau. Theo kinh nghiém thi ban nén nhap mat
khau c6 chira dong thoi: Chit, sd, ky hiéu; tranh 14y mat khau 1a tén hay ngay thang nim sinh
hay s6 dién thoai vi nhu vay rat d& bj 10:

— Man hinh nhap mat khéu 1an tht 1:
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Encrypt Document ?
Encrypt the contents of this file
Password:

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

OK Cancel

Hinh 1.28
— Nhap mat khéu rdi bAm OK s& xuét hién man hinh nhdp mat khéu 14n 2:

Encrypt the contents of this file

Reenter password:

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

Hinh 1.29
— Sau khi nhép 2 lan mat khéu thanh cong, dé kiém tra lai ta dong tai li€u hién tai
sau do md lai tai li€u nay, Word s€ yéu cAu ta nhap mat khéu dé xem:

Password ? Al

Enter password to open file
E:'\Docl.docx

QK Cancel

Hinh 1.30

Ban chu y phai nhé mat khau da nhap, néu nhu ban quén thi khong thé mé duoc tai
liéu vi Word c6 co ché bao mat tai liéu rat cao.

Sau khi thiét 1ap mat khau r6i, néu mudn thao bo mat khau thi ta chi can vao lai man
hinh thiét 1ap mat khau, ta chi viéc x6a mat khau di (dé tréng) roi nhan OK.

+ Ngin chin chinh sira va dinh dang dir liéu:

Céip d6 bao mat nay cao hon “Thiét lap thudc tinh chi doc cho tai liéu”, truong hop
nay ngudi st dung mudn thay doi hay dinh dang lai dit liéu thi bit budc phai nhap mat khau.
Tinh ning nay rat quan trong né gitp bao quan dugc thong tin cudi cing cla tic gia, tranh
duoc nhitng diéu dang tiéc khi c6 ai d6 cb tinh pha dir licu.

Céc budc lam nhu sau:
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— Buwée 1: Vao tab File/ chon Info/ chon Protect Document/ chon Restrict Editing

(xem hinh 1.31):

Info

GiaoTrinh

My Documents

Protect Document
5’ Contral what types of changes ¢

D Mark as Final
2 Let readers know the documentis
final and make it read-only
Encrypt with Password
," Password-protect this document

Restrict Editing

Control the types of changes others
can make

Hinh 1.31

Sau khi chon Restrict Editing, Word s& cung cip man hinh Restrict Formating and

Editing cho phép ta thiét 1ap ché d6 bao mat tai liéu (hinh 1.32):

— Buwéc 2: Truong hop sit dung nhiéu nhit van 1a khong cho phép ngudi doc chinh

sta dir liéu, trong hinh 1.32 ta tick vao “Allow only this type of editing in the

document:” va muyc danh sach x6 xudng ta chon No changes (Read only).

Restrict Editing ™

1. Formatting restrictions

| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

v Allow only this type of editing
in the document:

Mo changes (Read only) “'|
|Tracked changes
Comments

freely edit th Mo changes (Read or
Groups:

[]|Everyone |

&% More users..

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later]

Yes, Start Enforcing Protection

Hinh 1.32
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— Buwéc 3: BAm chon nut 1énh “Yes, Start Enforcing Protection”, Word s€ yéu cau
ta nhap mat khau bao vé tai liéu: (hinh 1.33)
Start Enforcing Protection  ?

Protection method

(®) Password
(The document is not encrypted. Malicious users can edit the
file and remove the password.)

Enter new password (optional): eesessss
Reenter password to confirm: sessssss
() User authentication

(Authenticated owners can remove document protection. The
document is encrypted and Restricted Access is enabled.)

Hinh 1.33

Sau khi bam chon OK, tai liéu da dugc bdo vé nguoi sit dung muon chinh sura tai liéu

nay thi phai nhap mat khau.
Pé co thé chinh sira duoc ndi dung tai liéu thi nguoi sir dung bat budc phai chon nut
“Stop Protection” (hinh 1.34):

El H - I GusaTanhdocs - Word Sra Y
“ HOME HEERT DESGH PAGE LAYOUT REEERENCES FAAILINGE REVIEW ] el i
M
hphosd & Font Pazagraph Sries R
. ¥ | ;‘ . ":.' J -Jf\ | A . . 3 Restrict Editing = *
Dirng chét dudi trong bién thong tin = repemmen
ma van khat tri thitc dé thanh dat

PAGE1QFT TiwoRps £

Hinh 1.34
Néu khong thdy man hinh Stop Protection nhu trén thi ta vao nguoc lai budec mé chirc
nang Restrict Editing.
Khi chon “Stop Protection”, Word s€ yéu cAu ta nhap mat khau nhu hinh duéi:
Unprotect Docum... ?

Password:

concs

Hinh 1.35
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Sau khi nhap mat khau va bam OK thi ta c6 thé chinh sira tai liéu binh thuong, nhu
vy ngudi str dung chi c6 thé chinh stra duoc tai liéu khi c6 mat khau cung cép tir tac gia tai
liu. Chirc ning nay rat hay, doc gia nén st dung.

Bang so sanh 3 cAp d¢ biao mit & trén:

Kiéu bao mat CAip dd bao mit Toém luoc
Mark as final Thap nhat DPanh dau 1a tai liéu hoan chinh,
nhung c6 thé chinh sira dé dang.
Restrict Editing Binh thuong Panh dau chi doc, mudn chinh
stra phai nhap mat khau,
Encrypt with Password Cao nhat Bao mit ngay tir ddu, mudn mo
tai lidu phai nhap mat khau.

1.1.3. Thiét Lap Kiéu Mau Cho Tai Liéu ‘
Khi méi ra truong céc sinh vién phai viét don tim viéc, hay khi vao lam viéc r61

cong ty giao cho lam nhiing biéu mau: Danh thiép, thu ngo, ... Khong phai ai ciing c6 kinh
nghiém trong viéc viét don tim viéc hay lam cac biéu mau, néu lam khong dung cach doi khi
con lanh hiu qua nghiém trong. Chinh vi Iy do d6 Word d3 1am sin cho ching ta cac biéu
mau, cic quy chuin chung nhit cho mot nghanh nghé nhét dinh. Ching han nhu miu don
tim viéc, néu Ung vién nao trinh bay chuyén nghiép va c6 dau tu thi d6 1a loi thé cua ung
vién. Sau day 1a mot s kién thire lién quan t6i viée thiét 1ap biéu mau.

+ Khai niém:

Template 1a mot tp tin mau, cho phép tao mot tap tin méi véi mau da duge tao san.
T4p tin mau c6 thé bao gdm tiéu dé, logo, nhitng dinh dang khac. T4p tin mau c6 phan dudi
la .dotx.
Trong Word c6 san cac tap tin Template, ta c6 thé str dung bang cach:
Chon File>New->Sample Templates xuét hién cira s6 Template, chira céac mau Template,
Chon mot mau phu hop véi ndi dung cua tai lidu sau d6 chon tiép:

- Document chon Create dé sir dung Template.

- Template chon Create dé stra Template tir Template c6 sén.
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—
Search for online templates el
Suggested searches: Letters Resume Fax Labels Cards Calendar Blank
> Aa Title 2 Title
Heading
tour EEEEEE
Acconnt Blank document Welcome to Word Single spaced (blank) Blog post lon design (blank)
Options
Title Title .
Haading 1 H CERTIFICATE OF ANNIVERSARY =
ing EADING AWARD ANNIVERSARY L) A
= CERTIFICATE
| » ! T —=- il —
EEEEEE  EEEE | | IR :

Facet design (blank) Report design (blank) Gift certit

ficate Anniversary gift certific. Gift certificate award

Hinh 1.36

#+ D¢ tao kiéu miu méi:
Ban thiét ké mot mau dé st dyng 1am mau

As / chon noi luu

cho nhitng tai li¢u sau = vao tab File/ Save

Li

| x|

Save As

T 3 b Libraries + Documents »

v & Search Documents L
- Organize « Mew folder B (7]
-
& cop con's SkyDrive EI:I A MName Date modified Type &
7 Libraries
Rec = . Custom Office Templates File fol
| 5] Documents i
= M . Hyper-V Filefol &
I;l Computer d Music ul %
File name: | Doc%.docx v
+ Add a Place Save as type: u\'ord Document (docx) | it
Auth #|Word Document (*.docx)
YO \Word Macro-Enabled Document .docm)
Nord 87-2003 Documen
Waord Template (=.dokx)
Word Macro-Enabled Template (*.d
Word 97-2003 Template (*.dot)
= Hide Fglders PDF (*.pdf)
KPS Document (*.xps)
Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)
Account Web Page, Filtered {*.htm;*.html)
Rich Text Format (*.rtf)
Plain Text (* bet)
Options Word XML Document (*saml)
Browse Word 2003 XML Document ("xml)
Strict Open XML Document (*.docx)
AnenNacimen # Tewt 1% k)

Hinh 1.37 — Hop thoai tao template moi

Trong hop thoai Save As = Save as type
Ty dong dudng dan Iuu trit cac Template
tai noi ban mudn.

Va khi ban muén sir dung chi can vao >

Template ban cén.

—> chon Word Template (*.dotx).

s€ dugc tré dén, nhung ban cling c6 thé luu

Tab File 2 New —>Personal 2 chon

Vi du ta can tao template cho danh thiép duéi day:
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COMPANY NAME

Address

City State Zip Code
Fhone: 000 000 0000
E-Mail

Your Name Herse

Job Title

Hinh 1.38
Gia str ta luu mau trén v6i tén “Tao_Template_moi.dotx”, nhu vay mdi lan tao mot
tai liéu ma ta chon mau 1a “Tao_Template moi.dotx” thi ta s& co tai liéu giéng nhu mau
trén.

Xem hinh xuét hién tén miu méi sau khi da luu template trén (hinh 1.39)

New

Search for online templates 0

Suggisied searches:  Lletters Resume Fax  labels Cards Calendar  Blank

FEATURED PERSONAL

Tao_Template_moi

Account

Doc2 Doc% GiaoTrinh Tao_Template_moi

Ohptions

Hinh 1.39 — Mau mdi ta vira tao
+ Tai kiéu miu c6 sin ciia Microsoft:
Microsoft cung cap rat nhiéu mau cho nguoi stir dung: Mau t6 chire sy kién, thu ngo,
danh thiép, don tim viéc ... (yéu cu phai két ndi internet).
Vi du tao mau So yéu Iy lich va don tim viéc & Cong ty:

Trong muc Suggested searches , ta tim t61 muc Resume:
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Tao_Template_moi.dotx - Word

% Home  Resume L
[#] Category [
rour
.. Name]
e Resume 40
= Business E
= : = Hiring 35
= = = Human Resources 2
Industry 2
= e Personal 24
= Basic 16
Resume - Resume (color) Basic resume (Timeless... Chronolagical resume (... Chronological 1%
Design Sets 14
Account
Individual m
Options = Education 6
= Prafessianal 6
= Small Business 5
= Employee 4
= Functional 4
. = Blue 3
= Entry Level 3
- - Orange 3
Functional Resume Basic resume Resume for internal co... Functional resume (Min...
Print 3

Hinh 1.40 — chon Resume

Sau do6 tim téi Job — specific resumes/ chon Banker resumes:

This resume template lists work experience :

g ; FoowE p
chronalogical order in an elegant format, | Hau tiep theo
sample resume to apply for a sales manager
pasition, or for any business job,

x
Sales manager resume .
[VOUR NAME] (elegant)
B Provided by: Microsoft Corporation
el T Di chu}i@h sang

Download size: 32 KB

iy - ' Rating: <5 (31 Votes)
e i e
ey i i

]

Create

Hinh 1.41 — chon Sales manager resume
Sau khi chon Sales manager resume va bam “Create”, ta s& dugec mau CV tim viéc rat
chuyén nghiép.
Két qua sau khi tai mau CV:
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[YOUR NAME]

OEJECTIVE

[Cbjectze]

EXFERIENCE

[¥ear—Year] [CompanyMame] [City, 5T]
Nawona! Talkes Mangger
Mncreased sales from §50 million to §100 millice.
Droubled szles per representative from §5 million to $10 milion,
Suggested new products that increased samings by 28%:.

[¥eaz — Year] [Comapenay Mame] [City, 5T]

Disivict Sakes Mawgper
Inscrezsed regioeal sales from $25 million to §350 millicn.
Dlawaged 230 salas reprasentatives in 10 Westem states.
Implemented training course for new recmits — speeding profitability.

[¥ear—Year] [CompanyMame] [City, 5T]

Semior Saler Bearesensative
‘Tpled divisicn revermes for sach sales associate.
Expanded sales to imclnde mass market 2ccounts,
Expanded sale: team from 30 to 100 representatives.

EDUCATION

[¥eaz — Year] [Colleme Mame] [City, 5T]

[Dregree Obteined]
[Avard, kowor or minor degres]

INTERESTS

[Iatezasts]

[FAX] » [EMAIL]

[ZSTREET ADDEEII] - [CITY, 5T IIF COODE] -~ [FHONE

Hinh 1.42- Mau don tim viéc véi vi tri Sales manager
1.2.Dinh Dang Dir Liéu
Chuong nay gitp sinh vién nang cao cac ky nang dinh dang van ban trong Word

2013, cu thé sinh vién s& duogc hoc cac ky nang sau:
+ Thiét 1ap font chir va doan viin ning cao
+ Chia ¢t cho doan vin
+ Cong thirc toan hoc
+ Tao bang biéu va biéu dod
4+ Cich xAy dung ndi dung tai sir dung trong tai li¢u
+ Sir dung hop vin ban lién két va chon Ira

1.2.1. Thiét lap font chir va doan vin ning cao
Phan nay s€ on tap lai mét s6 dinh dang co ban, dong thoi huéng dan cac dinh dang

nang cao, cu thé: Cach co gian va ghép chit, cach thi€t 1ap cac hi€u tng va ki€u mau van ban.
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+ Dinh dang font chir

Nhu ta thuong thiy c6 3 chic ning dinh dang ma trong qua trinh soan thao vin ban
chung ta sir dung nhiéu nhéat d6 1a in dam (Ctrl +B), in nghiéng (Ctrl+I) va gach chan
(Ctrl+U). Va hau hét cac dinh dang van ban thuong gip ciing da duoc liét ké trong nhom

Iénh Font cia Tab Home:

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW VIEV

o Cut e - i pa | == 52— c— 3= A
o Calibri (Body) ~|11 ~| K A Aa- Re|i=-i=-%. &= 2 1
Paste B iU sk | As.a-IB=—==|"%; 8.
I o ' Format Painter = 2 A~ = A e — — = | = 4,
Clipboard [P} Fant P Paragraph [P}

Hinh 1.44 — Céc dinh dang Font chir co ban

Ta chi can bdi den doan van ban can dinh dang sau d6 chon céac Iénh & trong nhom
Font nhu hinh 1.44.

Dé thiét 1ap cac kiéu Font chit dic biét, ta chon biéu twong Text Effects ()
A< . 4 |=

AAAA A"
A A A A

A A A A A LOIDAY CUAKHONG TU

i: Q) Wi TMormal = TMoSpac.. Headingl Heading2 Ti

= Qutline ' 1. Tim con chua thién, phong thuy vé ich.

& Shadow b

.-.:,, Reflection A B : e :

e b, am bé v ok

{2 Glow b

B L émﬁmv@m[@ﬁmﬁnﬁmﬂmﬁ@@%mv&ﬁ@m

123  Mumber Styles 4

fi Ligatures , B8 o I i ||*_1f|ll_‘_E‘ I_‘!JLU}I |f|II11_J,. |l|l|I. (L e
G, Kindmy wi III‘!-'Ilyt_;Iy Ity Irlmlm;v, ks vy el

7. Thiri vin khong théng, muwu ciu vé fch.
Hinh 1.45 — Céc hiéu tng nang cao cho Font chit
#+ Sit dung Font Dialog
Pé dinh dang Font chir ning cao ta ciing c6 thé md cira s6 Font Dialog bang cach bAm
vao biéu tuong mé rong trong nhom l1énh Font ctia Tab Home (hodc nhin t6 hop phim
Ctrl+D hoac Ctrl+Shift+F):
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

TimesMewRo |14 ~-|A A Aa- %

I
"

il | emige A =
= v |eEE AT AaBbCcDe AaBbCeDe AaBhC

I U-~aex x A-¥-4-|=

Il
=
i

¥ Format Painter Normal No Spac... Heading

osboard ] Font I M Paragraph F]

Font [ Adyanced

Tab Font: Eont: Font style: Size: I
D, d,z d h d F h~ k.,{ Times Mew Roman Regular 14

ung dc din ang ont ¢ u, Kieu |Sylfa - = coular IPERE =

~ ~ ~ \ ~ A ~ Symbaol | Italic 10
chtt, cd chir, mau chitr, gach chan, chix Tahoma |Bold 11

- . . 5 Tus San ITC IBUld Italic y
hoa, chit thuong, Superscript (X°), [Fimes NewRoman |l | e |
. Font color Underline style: Underline color:

Subscrlpt (HZO) | Automatic -v {none) .v- Automatic
Tab Advanced: Effects .

. PO , . - , [] strikethraugh [ small caps |
Dung de hl@u chinh co glan Chuo ghep [] Double strikethrough [] ail caps
chit. .. [ Sugerslcript [ Hidden

|:| Subscript

Text Effects: Preview
Dung dé thict 1ap hiéu tng nang cao. Times New Rowms
Set AS Default: This is a TrueType font. This font will be used on both printer and screen.
Dung dé thiét lap thong s6 mac dinh
theo ¥ mudn cia nguoi st dung. Set As Default | | Text Effects.. [ ok || concel

Hinh 1.46 — Cira s6 Font Dialog
Thong thuong khi soan thao van ban ta sir dung mot kiéu dinh dang dong nhat dé
nang cao tinh chuyén nghiép, do d6 ta dinh dang hét cac thong sb rdi chon chirc ning “Set
As Default”. Vi du: Ta thiét 1ap Font chit “Time news roman”, Font Style = “Regular”, Font

Size =13 r0i nhan nut “Set As Default”, man hinh sau hién thi:

i b |
Microsoft Word I.ilihj

Do you want to set the default font to {Default) Times Mew Roman, 13 pt for:
(") This document anly?
(@ iall documents based on the Mormal. dotm template?!

\_. OK. ]| Cancel \

Hinh 1.47 — Thiét lap dinh dang mic dinh
Sau khi chon “All documents based on the Normal.dotm template” r6i bAm OK,
Microsoft Word s& luu lai dinh dang nay, mdi 14n md mot tap tin maoi 1én thi tdp tin moi nay

cling c6 dinh dang giéng nhu ta da thiét 1ap.
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Khi in 4n d6i khi ta gap trudng hop: C6 mot [ rent =)

31 r 1 A L \ A . - ’—ﬁ
vai tir roi xubéng trang mdi lam xau trang in, hodc || Pl
Character Spacing
ta mudn dong cuoi cung chir dugc gian day dong Seles {10 [=]

Spacing: |Expanded E By: |1pt

cho dep thi ta xr tri nhu thé nao? Khi gip truong

By:

Points and above
hop nay ta s€ dung chirc nang co gian chir ¢ trong
OpenType Features

tab Advanced cua ctra s6 Font Dialog:

Ligatures: Mone IZ|

Normal : Chir dé binh thuong tper wochor [T ]

- Mumber forms: Lining IZ|

Expanded : Gian chir Styisticsets: |4 -]

- [¥] Use Contextual Alternates
Condensed : Co chir -
Normal
Vi du: Néu cung mét cum tr “Khong sg¢ thiéu, chi
s¢ khong cong bang”, néu nhu ta thiét 1ap 3 kiéu
[ SetAsDefault | [ TextEffects... | [ ok [ cancel |

khac nhau thi s& c6 3 két qua khac nhau:

Hinh 1.48 — Thiét l4p co gidn chit
Normal Khéng so thiéu, chi s khong cong bang
Expanded Khong so thiéu, chi sg khong cong bang
Condensed  Khong so thiéu, chi so khong cong bang

+ Chén biéu twong va ky tw diic biét:

Dai khi trong qua trinh soan thdo van ban, ta can chén mot s biéu tuong hay ky tu
dic biét ndo d6 nhung ta khong thé nhap vao tir ban phim duoc, Microsoft Word di cung cip
mot kho cac biéu tugng va ky tu dic biét rat phong phl, né du dap Gtmg moi yéu cau cua
nguoi st dung.

Dé hién thi cia sb chén Biéu tuong va ky tu dac biét nay ta vao: Tab Insert/ chon
Symbol/ More Symbol (Atl+N+U+M):

rSy!‘nbol &I&J
Trong tab SymbOlS Cé danh SéCh Symbols E-Sgecial Characters |
Font chii: Ung véi mdi loai font chir ot Wgdngs [=]

, T g 1R , 3 a L' o= o1 Ealf B
khac nhau thi c¢6 biéu tuong khac 7 }(9_;-4{? L5 & i i Vi
nhau, cic biéu tugng duoc sir dun Ol BB (5|8 |8 &) E = o

o cac DIen TuoTe Cuee ST AR | | STo R[S [ [=[= 4[] BGHEE
nhiéu nhat la nam trong Font 2 [N PON IV R PR oy g s @8y .
Wlngdlngs- Recently used symbols:

Dé chén cac ky tu dic biét ching ‘1‘6 £‘¥‘©‘®‘TM‘?&‘E‘Z‘+‘x‘w‘}l‘ﬂ‘ﬁ!
han nhu (@ , ® s ™ , §, . .)’ ta VéIO tab Wingdings: 74 Character code: |74 from: | Symbal (.decimal.) E|
. lﬁumCorrer:t... | |Shorhcutﬁey... ] Shortcut key:
Special Characters. : 1 |
Insert Cancel

Hinh 1.49 — Chén biéu tuong va ky tu dic biét
4+ Thém Drop Cap vao tai li¢u:
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Nhu ta d3 biét, Drop Cap la trong mdt doan van c¢6 1 ky hoac 1 mot nhém cac ky tu &
dau doan vin “roi” xudng cac dong bén dudi (vao tab Insert/ chon Drop Cap):

INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Foxit PDF

w-‘ - = i
O leg LY 2 ol S L
Hldd DB ll &l 8|02 )

L

N

3 |_:_L| 'z\ |j .iq A [# signature Line -

| Bookmark r Date & Time
able | Pictures Online Shapes SmartArt Chart Screenshot  Appsfor | Online Comment | Header Footer Page Text Quick WordArt | Drop
Pictures = - Office - | Video | [ Cross-reference - +  Numbers | Box- Pas~ ~ | Gapw|[]Object ~
ibles Illustrations Apps Media Links Comments Header & Footer
1..)(.1.2.3.4.5:,7 None
A Dropped

trong- nhimg- hanh- phﬁc lon- [ —
Ot at-ctia-doi- ngudi-la-hd trova: = S,
in- thw nhitng-nguoi- quanh-
minh-hanh- phuc va-phat-trién-ban-than-vi-nhu-thé-
duong-nhién-minh-ciling-hanh-phuc-va-phat- trién|
ban than; Cho khong chi-d€ nhan (cho dé nhan) ma-
l1a-cho-thi-dong-tho1-ngay-tai-thoi-diém-do-da-la-
nhan r61,-dau-can-phai-doi-dé nhan. -Cho-nghia-la-
hanhphuc.-Cho-lanhan! q
Hinh 1.50 — Thém Drop Cap vao doan van
M3di mét doan van cé thé thém 1 Drop Cap. Mac dinh ky tu déu tién cua doan van khi
thiét 1ap Drop cap né s& dugc roi xudng, nhung néu ta boi den mot tir dau thi no s& roi ca tir
dau tién d6 xudng (nhiéu ky ty nhu hinh trén). D6i khi doan vin lai khong cho phép ta thém
Drop Cap thi hay kiém tra xem doan vin d6 c6 bi gd du khoang tring & dau dong hay khong
hodc kiém tra xem con tré vin ban c¢6 dang dung trén dong ma khong cé chit nao hay khong.
+ Tao va chinh sira Style
Trong qua trinh soan thdo van ban, c6 nhitng ndi dung c6 dinh dang gidng nhau, néu
dinh dang 1an lugt cho timg nodi dung riéng s& mét nhiéu thoi gian va khong nhat quan. Mot
trong nhitng cach don gian dé thuc hién diéu nay 1a dung Style.
Style 1a mot tdp hop cac dinh dang duoc tao trude va c6 mot tén. Style rat can thiét
khi soan thao gido trinh hodc tai li¢u co nhiéu muc, nhiéu loai van ban khac nhau.
Style c6 thé ap dung cho cho doan vin (Paragraph), cho ky tu (Character) hodc cé hai
(Linked). Word c6 sin cac Style mic dinh, nguoi dung c6 thé dinh nghia thém Style. Céc
Style dugc chira trong trong Group Styles trén thanh Ribbon cua tab Home.

&£ Chon cac Style c6 san

Boi den doan vin ban muén gan Style, trong nhoém 1énh Styles ctiia tab Home nhén
chon ki¢éu Style mong muon:
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INSERT DESIGH PAGE LAYOUT REFERENCES MAILINGS REVIEW WIEW Faxit PDF

i % Jeare - | B |3
Calibr Bady) -[11 [ A" & A3~ A AsBbCcDc AaBbeeD: AaBbCc Azsbccl AQDB| assbcer assbecne aasbeco:
B U - x. ¢  A-F-A-=B== =D~ TMNormal  TNoSpac.. Heading1 Heading2 Title Subtitle  SubtleEm.. Emphasis
7] Font ] Paragraph G| AoBbCcDi MaBbCeDe | AaBbCeD¢ AaBbCcDc AABBCCDC ARBECCDL AaBbCeDi  AaBbCcDe
T, - - 'é e o e [T, T Strong Quote Intense C... SubtleRef.. IntenseR.. BookTitle T ListPara...

‘4 Create a Style
£  Clear Formatting
24 Apply Styles...
CACH-DUY-NHAT-BUQC-NGUOT-KHAC-LAM-BAT-CIT-VIEC-GI-L A-KHIEN-CHO-HO THICH-UANM-BIED- =
poq 2. Editing restri
] Allow only t
in the docul

Nghi-khéng-cli-vé-van-dé-khéng-moif Mt iR

3. Start enforce

»Thanh-cong-ldn-véi-cac-budc-nhd-hon-1a-thanh-céng-nho- 0 e
véi-mat-budc-léng Iater)

Suy-cho-cing, -cuée-dirda-mot-chudi-cacthuyét-phuc. Vivaythanhcéng-
trong-cudc-séng-phu-thuée-rat-nhidu-vae-cich-ta-dn-ndi,-ung-xu, -céch-ta-
hing-bién.§

Hinh 1.51 — Chon Style ¢6 san ctua Microsoft Word
+ Tao méi Style

- Chon m¢ rdng Style trong nhém Styles (s6 1)
- Click biéu tugng New Style (s 2) .

S, MUV ees e 1 v ~=wDCCC A0BbCcDe AaBbCcDt .

a
= :§ - O b v T Normal | TNoSpac.. Heading1 Heading2 Title Subtitle  Subtle Em... Emphasis |5 ?
Paragraph 1 Styles 1

Styles v
NG Properties Clear All
Name: Style1 | Normal 7|
Style type: Paragraph vl Default Paragraph Font @
] No Spacin. I
Style based on: ¥ Normal v g :;
— Heading 1 as
Style for following paragraph: ¥ Style1 V] Heading 2 12
Formatting Title 1a
NN [catibi@ody (v][11v]| B 1 U Automatic | v Subtitle 1
|d - Subtie Emphasis a
[::-" = = = = = = |12 2 € = Emphasis a
U Intense Emphasis a
ics Strong a
Cheh duy nhit budc ngudi khic lhm bt clr vide gi lb khia cho ho thich Bm didu 86 Quote 2
Intense Quote 12
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph b Il

Do not check spelling or grammar
Right: 1.25°, Style: Show in the Styles gallery Show Preview
Based on: Normal Disable Linked Styles

[] Add to the Styles gallery [ | Automatically update 2 @ Nk Options.
(® Only in this document () New documents based on this template

Format ~ [ oK ] Cancel

Hinh 1.52 — Tao mot Style méi

Name: Nhép tén Style méi (vi du trén 1a dntu_style).

Style type: Chon loai Style (paragraph, character, linked).

Style based on: Chon Style 1am co s& cho Style dang tao, Style dang tao s& bao gom
cac dinh dang cua Style nén.

Style for following paragraph: Chon Style cho doan ké tiép.
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— Formatting: Chon cac dinh dang cho Style.

— Click nat Format cho phép md rong cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

— Bam OK & tao Style mdi, sau khi bAm OK thi style dntu_style s& dugc dua vao
Quick Style Gallery (hinh 1.53)

+ Gan Style

- Chon khdi van ban can dinh dang
- Chon Style dé tao ¢ trén (dntu_style), luc nay khéi vin ban sé& c6 dinh dang gidng nhu
duogc thiét 1ap trong dntu_style:

AaBbCcl | AaBbCcl AaBbCcl AaBbC aaBbce AAD 4asbec %
M dntu_style | TMormal T Mo Spach. Headingl Heading2 Title Subtitle | gpjgsgf
Styles
Hinh 1.53 — Gan Style cho khdi van ban
+ Chinh sira Style
Pé hiéu chinh Style, ta bAm chudt phai vao Style/chon Modify (s& xuat hién man
hinh chi tiét dé thay ddi dinh dang giéng nhu & muc tao méi Style, tai day ta dbi cac thong sd

theo nhu cau cu thé):

 ——
|AﬂBch] AaBbCc]l AaBbCcl AaBbCi AaB

| T dntu_style | T Mormal T Mo Spaci.., Headingl Head
Update dntu_style to Match Selection

1 %4 Modify..,
Select All: (Mo Drata)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 1.54 — Chinh stra Style
Tuong tu ta c6 cac churc ndng ¢ trong man hinh 1.54:
- Rename...: Doi tén Style
- Remove from Quick Style Gallery...: X6a Style khoi danh muc
- Add Gallery to Quick Access Toolbar: Dua Style nay vao thanh Quick Access
Toolbar

1.2.2. Chia cgt cho doan van ban

Co nhirng van ban sau khi soan ban mudn chia ra lam nhiéu cft nhu cac bai bao, MS

Word s& gitp ban hoan thanh.

D¢ chia doan van thanh nhiéu cot:
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- Quét chon doan vian mudn chia cot > PageLayout:

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

ﬁ-i r‘:‘b ]ﬁ = Breaks - Indent Spacing [ [Z Align~
=1 : I——ll T i[Line Numbers~ 3= Left 0" > 1= Before: D pt = L] l:': £1 Groug
Margins Orientation  Size |Columns| . = — | Position Wra g n Selection
- - - bc Hyphenation~ =% Right: [0" - | #= After  |8pt = i~ Ba Pring
Page §| ] [F1 Paragraph [F} Arrange
L =il =" % 1 2 3 4 5 6
Two . . e
Moi thik trong cude do1 déu co gia coa n6é. Duoc cai nay thi phai mat céi kia, mudn nhéin
Three thi phai cho, mubn cé thanh cong va hanh phiic 14u bén thi phai tra gia bang nd lee va cb
gang.
Left Néu 14 con chim, chiéc 13
Thi con chim phai hot, chiée la phai xanh
Right L& nao vay ma khong co tra

Song 14 cho, dau chi nhan riéng minh? - T6 Hira

== More Columns...

Mot trong nhitng hanh phiic 1én nhét cia dod npwdi 13 hd tro va nhin thiy nhimg ngudi
quanh minh hanh phiic va phét trién ban thin vi nhe thé duong nhién minh cling hanh phiic
va phit trién ban than; Cho khéng chi @& nhin (cho dé nhin) ma 14 cho thi ddng théi ngay
tai thoi didm do6 da 13 nhén 161, d4u cén phai doi dé nhin. Cho nghia 13 hanh phic. Cho 13
nhin! - Neuyén Khac Linh.

Hinh 1.55 — Chia c0t doan van ban

- DPé md ctra s6 Column = More Columns:

2
Columns f

Presets

One Twio Left
Number of columns: |2 15 V] Line between;
Width and spacing Preview
Col#  Width: Spacing:
0 Es i |05

Bl

|.4
4 F
L]

IE Equal column width

Apply to: | Selected text W Start new column

oK Cancel

Hinh 1.56 — Ctra s6 Column

— Presets: chon mot trong cdc mau c6 san hodc nhap so6 cdt vao 6 Number of

columns.
— Line between: Ké/Khong ké duong phan céach gitra cac cdt.

— Width and spacing: Do rong cua cdt va khoang cach gitra cac cot.
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— Apply to: Pham vi chia cot.

Luu y: Khi chia cot ngudi dung thudng mac cac 16i nhu chia hai cot dir liéu nam
tron mot cot, khong khong chia qua cot thir hai... Cac 16i ndy xay ra & khau quét chon dit
liu (thuong 1a khong ngat doan). Dé chia cot ludn thanh cong nguoi dung nén bat nut
Show/Hide dé khi quét chon dit liéu khong quét phai ddu Enter cudi cung

1.2.3. Cong thirc toan hoc
beé thiet 1ap cac cong thirc Toan hoc, Hoa hoc,.....trong Word, ban vao Tab Insert >

group Symbol - Equation.

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE cop con
| ) = | B Hyperlink D D A = ‘q [ Signature Line ~
j (] Lé« L( Y A5 Il @i .’ e | 5 L J # = A =
53 = = | |* Bookmark 5% Date & Time €2 Symbol ~
able | Pictures Online Shapes Smartdrt Chart Screenshot | Appsfor | Online o Comment = Header Footer Page Text Quick WordArt Drap
- Pictures - - Office~ | Video | ] Cross-reference - - MNumber- | Box- Pars- - Dlobject -
bles Nlustrations Apps Media Links Comments Header & Footer Text Symbals
BHS 0+0- 0.Final_giao_trinh_A_TinHec_PhanWindows_Excel_ Powerpaint_final.docx - Word EQUATION TOOLS 7
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE DESIGN

T : IEIEEREN] 7 e % [, £ {0 sme g Jm A
Bauston e I_I\a\IJII_HJIIJILH ]| JEEHV@EEMBE || Facion St Radicl gl _Latge  Bracet Function Accens it nd Oper
b [7] ] _

Operator= - log- -

Tools Symbols Structures

Hinh 4.5.22
Thanh cong cu dé soan thao xuit hién, va ban bit dau thiét ké cac cong thuc. Ta co
cac group:
4 Tool: Chén va dinh dang cic mau cong thirc ﬁn

T

Equation
= abc Wormal Text

| |%]
St

D\

[|=]|= ]
cJ[o][v [a][e][¢

Built-ln |

ar
W

Area of Circle

A=mqr’

Binomial Theorem

n

(x +a)" = Z (:) ¢

k=0

Expansion of a Sum

nx nln—1)x2

Fourier Series

oo
X nnx
flx) =a,+ z (an cos— + b, sin—)
L L
n=1
=
l;_?' More Equations frem Office.com 3

Hinh 4.5.23
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«+ Symbols: Chén cac ky tu ddc biét.

Basic Math =

Basic Math

][] F I LS ] ] 2 F ][] E] ]
[ Jlo] VR[] [a][e] ][] 7] [l [2][v][=][2][e][5][<] (1]
2][][e]]=][*][=][=]=][#][2][s]|=][=][s][a] #][=][#][s] <]
[e][] LI L] =] [ [= ] [m]

Hinh 4.5.24

4+ Structures: Céc cau triic cong thirc c6 san.

Dang Dang can Cic toan Dang Gidi han Dang ma
phin so thive tirlén  hrong gide v n‘:g tram‘t
£y L1

L] 1

'a" (|
Y = 1 \ i
X xX e X !
s eXx [ 0

-

i
1]
¥ e 1 10
e | me (j b A [1

Y
Fractioh Script Radical Irﬂegral Large Bﬁcket Function A?cent Limit and Operator Matrix
[
- I~

- . = o ¥ Opesatorr ) = L B * ’
' J f) ! 4
| ; [/ Structures / P |
Dang Dang tich Cicdiu Nhin diu Todn tf:
mii phan ngoic dm
Hinh 4.5.25

Lueu ¥: khi tao cdc cong thirc ban nén tao trong ciing mét Equation, khong nén tich riéng
tirng phan, nhw vdy sé rat khé dinh dang cho cong thire.

1.2.4. Tao béing biéu va biéu do

+ Baing biéu trong Microsoft Word

Bang (table) 1a kiéu trinh bay vin ban c6 cdu triic gdm cac cot (column) va cac dong
(row), giao gifra cac dong va cac cdt 1a cac 6 (cell).

Vay khi nao ta nén ding bang? Khi ta muén t6 chirc dit liéu theo dong va cot, vi du:
Ta can tao mot bang diém chi tiét cho sinh vién, hay bang lwong cho nhin vién, hay phai
dinh dang mdt biéu mau phtrc tap nao do.

Vi du bang biéu don gidn:

Ma Sinh Vién Tén Sinh Vién Pi¢m Trung Binh
1123594 Pham Thi Xuan Diéu 8
1123584 Nguyén Vian Hung 9
1123574 Tran Duy Thanh 8
1123564 Nguyén Thi Cim Huong 9
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Vi du bang biéu phirc tap:

M Gidy bao thi

M Gidy ching minh nhan dan
M Giay bao tot nghiép PTTH

+Thong bao tuyén sinh &

P KINN U oo
» VaoluC:..ooovvviiiieiieeen, ngay
3 DN PRONE: ..o
Tai trudng PTTH Nguyén Dinh Chiéu dé dy thi ky thi tuyén sinh dai hoc nim
2014. Khi thi nh¢ mang theo:

al hoe
Ong Nai

€.

Trudmg d

Ho tén thi sinh Gio thi Ngay thi Phong thi <g
D6 Cong Thanh 7h15 02-01-2014 ITO1 Q)ﬂ

+ Cach tao bang biéu
- Vao Tab Insert/ Table trong nhom Tables

FILE HOME

B3 CoverPage -
[} Blank Page
= Page Break

Pages

L

Hinh 1.55 cho ta thiy dang ré chudt dé tao 1 bang c6 7 cot ..

va 6 dong, cach nay kha nhanh tuy nhién né bi gii han sb

cot va s6 dong. Con cb cac cach tao khac (Insert Table,
Draw Table, Convert Text to Table, Excel Spreadsheet,

Quick Tables)

Number of columns: Nhap sb cot

Number of rows: Nhép sé dong

INSERT

e =
] |_] 1)

|| Lo lag (O

Table | Pictures Online Shapes Sir

= Pictures -

7x%5 Table it

DESIGM PAGEL

[l
I
I
I

Insert Table...

B A

Draw Table

Excel Spreadsheet

i W

Quick Tables 2

Hinh 1.55 — Céch tao bang biéu
- Insert Table: Cho phép tao bang véi s6 dong va cot duge ngudi dung nhp vao, sau
d6 Click OK dé tao bang.

) AutoFit to contents
(") AutoFit to window

rInsertTabIe l T | |1
Table size
Mumber of columns: 5 =
Mumber of rows: 2
AutoFit behavior
@ Fixed column width: | Auto

|| Remember dimensions for new tables

[ o

Cancel |

Hinh 1.56 — Thém bang biéu
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- Draw Table: Cho phép ké bang biéu theo y mudn tuy thich véi cay viét chi.
- Convert Text to Table: Cho phép chuyén d6i dir liéu vin ban thong thudng thanh
bang, thong thuong cac dir liéu van ban nay dugc ngan cach boi dau tab, vi du néu nhu ta

nhép dir 1iéu voi dang sau:

Mi-Sinh-Vién —+ Teén-Sinh-Vién -+ Piém-Trung-Binhe|
1123594 -+  Pham-Thi-XuéinDiéu - 89
1123584 -+  Nguyén'VinHing - o
1123574 -  TranDuy-Thanh - 89
1123564 -+  Nguyén-Thi-Cim-Huwong -+ 99

Dé chuyén qua bang ta chi can boi den toan bd dit liéu & trén rdi vao Insert/Table/Convert
Text To Table...

r© -5
Convert Text to Table |M

Table size
B K <.z Mumber of columns: B =
Dé mac dinh nhu trén r61 bam nit Ok s -
Chure ndng nay rat tién lo1 trong viéc AutoFit behavior
thit ké bang dir 1iéu don gian. © Fixed column width: | Auto
) AutoFit to contents

(7 AutoFit to window
Separate text at
"I Paragraphs () Commas

@) Tabs " Other: |-

| (04 J| Cancel |

Hinh L1.57 — Chuyén dit liéu Text qua bang
- Excel Spreadsheet : Nhung bang tinh Excel vao Words.

Khi chon chtic ndng nay, bang tinh Excel s€ dugc nhiing vao tai li¢u Word ma ta
dang thao tac. Khi ta double —click vao bang tinh thi cac thanh cong cu ciia Excel sé& hién thi
ra nhu bén dudi, moi thao tac trong bang tinh excel nay try 1én dé& dang va quen thudc giéng
nhu ta thao tac bang Microsoft Excel. Khi khong muén thao tic nita thi ta click chudt ra khoi

bang tinh.

Trang 35



Gido trinh Office 2013 ndng cao

c3 - % | Nt
Bl oo ——— = =
: A B c D E = i
B 1 Théng ké quy tir thién khuphé 1 M
2 |STT Ho Tén Gidi Tinh | Tién Gop =
: 3 | 1|Pham Thi Xuin Diéu  |N@ 5000000 B =
: 4 2|Tran Duy Thanh Nam 7000000
5 5 3 |Neuven Thi Cam Huong |Ni 6000000 _
& 4 |Nguyen Vin hing Nam 5000000
Z 7 5|Bo Cong Thanh Nam 9000000
r:.. NS < F ¥H| Sheetl ’:ﬁ; Ml il 1 b iT|v
: Ta dung quén khong ké di ndao twong minh ac, va ac gap ac thuong khong thién ma ac
= thém. Dbi véi ngudi hoe rong gidu lwong tri, ta cang chi trich thién ha, cang bi ho khinh
: 18, tai sa0? Vi ho thdy nhiing ddu 6c chi trich, 13 nhimg ddu 6c kém khon ngoan. Dung
2 vdy, trén déi “nhan vé thap toan™ khéng co gi tuyét doi dudi bong mat trdi. thi dimg =
mong tim gip nhing ngudi hoan toan tai dikc. hon nia, nhimg vide lam ta bit min, &
= thwong xay ra do hoan canh S

Hinh 1.58 — Chén bang tinh Excel vao Word

Quick Tables: Doi khi ta cin tao nhanh mét sé bang theo mau cé sin thi s& ding

chtrc ning nay. Tuy nhién trong thyc té ta it st dung, vi tiy vao ddc thu cia mdi nghanh

nghé ma ta cé cac mau biéu dé thiét ké khac nhau.
4+ Hiéu chinh bang biéu

Click chudt 1én bang dé xuat hién Tab Table Tools chon Layout

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit

FILE HOME

p— | — S — = =
BHH EE 7 | X | b v & > == |

Select View Properties Draw Eraser Delete Insert Insert Insert Insert
Table Above Below Left Right

Draw Rows & Columns ™

Cells
Merge

- Gridlines Table

Table

% [ Height: |0.19"

split ~ Split AutvoF\( = width: [093"

PDF DESIGN

Cell Size

> | BE pistribute Rows

| HO Distribute Columns | —

LAYOUT

cop con

2l

Sort
fx Formula

B Convert to Text

] Alignment Data

Hinh 1.59 — Cong cu hiéu chinh bang

- Chon céc thanh phin trong bang

v' Chon O: Click chuét 1én hang, chon Tab Layout = Group

Table = Select chon Select Cell.

v" Chon c¢ot: Click chudt 1én c6t, chon Tab Layout—>Group

Table—>Select chon Select Column.
v" Chon hang: Click chudt 1én hang, chon Tab
Layout->Group Table—>Select chon Select

Row.

NE =

Select View Properties
= (Gridlines

Select Cell
Select Column

Select Row

2 i 2

Select Table

v" Chon ca bang: Click chu6t 1én bang, chon Tab Layout—>Group Table=> Select chon

Select Table.

- Thao tac trén hang va cgt

Click chuét 1én bang, chon Layout = Group Row & Column goém cac chirc ning sau:

v’ Insert Above: Thém mdt hang & phia trén.
v" Insert Below: Thém mot hang & phia dudi .
v' Insert Left: Thém cot bén trai.

v" Insert Right: Thém cdt bén phai.
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- Delete: | EtE | :
| B i BB
v Delete Cells: Xo6a 0. EERR B I-“'—| £t ‘—‘

Delete  Insert  Insert  Insert  Insert

v Delete Columns: X6a cot.

T Above Below Left Right
v" Delete Rows: X0a hang. &< Delete Cells.. ; E;
Leid - 1
v' Delete Table: Xoa bang. X Deiete Lolumns I
- Tron hodc tach cac 6 K Delete Rows
;oA A ~ , [?( Delete Table
Chon cac 0 can tron, chon Tab Layout—>Group Merge c6
cac churc nang sau:
Me.rge Cell: T’ron CE‘1C 0 da.rig cAhQn thanh mot 6 duy nhat. = z
v" Split Cells: Tach thanh nhiéu 0.
. , . e, , Merge Split  Split
v" Split Table: Tach thanh hai bang khac nhau. Cells Cells Table

Re 3n 37z > ;oA Merge
- Thay d6i d 16m cia cac 6 —

Click chudt 1én bang, Chon Tab Layout->Group Cell Size gdm cac chirc ning sau:
AutoFit:
v' AutoFit Contents: Kich thudc bang

. A e=| | &[] Height 0.27© % EF Distribute Rows
co gian theo luong dir liéu trong :

\ [AutoFit| — widgth: 074"
bang. - i =

v AutoFit Window: Kich thuéc bang |&d AutaFit Contents

H#  AutoFit Window

3

Z'j Distribute Columns

md rong bang chiu rong ving soan
thao.
Fixed Column Width: C6 dinh chiéu rong cot.

Height: Hiéu chinh chiéu cao cua hang.

B Fixed Column Width

Width: Hiéu chinh chiéu rong cua cot.

Distribute Rows: Hiéu chinh cho cac hang c6 kich thuéc bang nhau.

DN N N NN

Distribute Columns: Hiéu chinh cho cac cot co kich thudc béng nhau.
- Canh I@ cho dit liéu trong &
Chon cac 6 can canh 18 dit liéu, Tab Layout-> Group Alignment c6 cac chirc ning sau:
v’ 9 kiéu cin 1& nhu hinh

v’ Text Direction: Thay d6i hudng cua dit ligu trong 6. ==5 A= J
v’ Cell Margins: Thiét 1ap khoang cach giita dir lisu va 18 6. = = = = =
A , = e
Vi du: Tron 6, doi hudng chir, tao tab (trong bang phai nhan =l |=l = pirection Margins

alignment

ctrl+tab)
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. THONG TIN NHAN SU

= STT Ho tén

7z . L] e Nguyén Van Hung ;
DE =k
Ser | 2 |, D6 Cong Thanh | & O
[P r(g ~ 03 g)
= e 3 | e, Tran Duy Thanh | =4 99
= 5 Z
& A I Pham Thi Xuan Didu|

4+ Thao tic v6i dir liéu trong bang
Khi thao tac véi bang biéu thi viée S'Zip xép dit liéu rat quan trong, né gitp cho viéc
ligt ké dir liéu duogc khoa hoc hon, trong bang biéu d6i khi ta cling c6 cac dong/cot phai tinh
toan, bang biéu trong Word ciing hd tro cac chirc ning nay.

Click chuét 1én bang, Tab Layout-> Group Data gdm cac chirc ning:

Al :
Z “2
)= Convert to Text
Sort
fx Formula
Data

v Sort: Sép xép dit liéu trong bang.

v Repeat Header Rows: Hang dang duogc chon s& dugc 1ap lai khi do 16n cua bang vuot
qua mot trang.

v Convert to Text: Loai bé bang va chuyén dit liéu bén trong vé dang chudi.

v" Formula: Thyc hién tinh toan véi cac truong dir liéu trong bang

Vi du 1: Can tinh tong tién céc linh kién duoc liét ké trong bang sau:

Thuec hién: Click chuét 1én 6 can tinh toan chon Tab Layout=>Group Data->Formula
(biéu tuong c6 hinh fx formula).

Tén san pham | Thanh tién | | o™ I
Iphone 5 500 Eormula:
=SUM(ABOVE)
e Ipﬂd 400 J’umnber format:
SamSung SII 450 / B
SamSung SIII 470 Paste function: Paste bookmark:
Tong tién: 8§20 =
£ )

[TRUE -

Hinh 1.60 — Str dung thanh cong thirc
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Vi du 2: Hiy sip xép bang tinh duéi ddy theo thanh tién ting dan

Mi SP Tén San Phim | S6 Lwong Pon Gia Thanh Tién
RI1K Iphone 5 5 500 2500
T2K New Ipad 3 400 1200
G1P SamSung SII 7 450 3150
X2P SamSung SIII 5 500 2500

Ta sip xép nhu sau:
v" Chon toan bd bang dit liéu & trén

v" Click chon biéu tuong sort s€ hién thi ctra s6 nhu bén duéi:

[ sort B [t |
Sort by
Thanh Tién El Type:  |Mumber E| @ Ascending
Using: |Paragraphs E Descending
Then by
El Type: |Text E @ Ascending
Using: |Paragraphs E| ) Descending
Then by
Type: [Text (@) Ascending
Using: |Paragraphs Descending
My list has
@ Header row Mo header row
gptlT| | OK, J | Cancel ‘
h

Hinh 1.61 — Sap xép thanh tién ting dan

v" Muc Sort by: Click chon cot thanh tién (vi dé bai yéu cau sip xép cot thanh tién)

v" Muc Type: Mic dinh 1a Number vi dir liéu & trong cot thanh tién la kiéu s

v' Chon Ascending (sdp ting dan), chon Descending (sdp giam dan)

v' Béam chon OK dé tién hanh sip xép, két qua duoc nhu bén duéi:

Mi SP Tén Sin Phim | S6 Lwong Pon Gi4 Thanh Tién
T2K New Ipad 3 400 1200
RI1K Iphone 5 5 500 2500
X2P SamSung SIII 5 500 2500
G1P SamSung SII 7 450 3150

Vi du 3: Hiy sap xép bang tinh duéi ddy theo thanh tién ting dan, néu thanh tién bang nhau

thi sap x&p theo ma san pham giam dan.

Ta tién hanh 1am gidng nhu & vi du 2, nhung trong bang sip xép ta chon lua thém cot ma san

pham 1a cot sép xép thu 2.
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[ Sort lm
Sart by
Th.'anh'l'l'.én E Type: |Mumber :| @ Ascending
Using: |Paragraphs |E| () Descending
Then by
i M3 5P |E| Type: | Text -': | Ascending
Using: |Paragraphs |E| @ Desceyicg
Then by
E Type: |Text |Z| @ Ascending
Using: |Paragraphs |E| © Descending
My list has
@ Header row (| No header row
W| [ o ] | cancel |

Hinh 1.62 — Sap xép thanh tién ting dan, m sp
Muc Then by ¥ nghia 1 khi phan sort by triung nhau thi Word s&
muc then by. Word cho phép sip xép lién tiép 3 cot.

giam dan

tién hanh sip xép theo

M3 SP Tén San Phim | S6 Lwong Pon Gia Thanh Tién
T2K New Ipad 3 400 1200
X2P SamSung SIIT 5 500 2500
R1K Iphone 5 5 500 2500
GIP SamSung SII 7 450 3150
4 Thiét ké bang biéu
Thuc hién: Click chudt Ién bang chon Tab Design.
I3 HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAIINGS  REVEW ~ VIEW  FoiitPDF  DESIGN  LAYOUT
V| Header Row v/ First Column o pn pn vm on R - E % ) | — —_— /
Total Row Last Column EEEEE EEEEE EEEEE ______ IBEEE | o hpt— || -
reerE] IFEFRElERRER _| Shading | Border —; Borders Border
v| Banded Rows || Banded Columns T styles £ pen Color» Painter
Table Style Options Table Styles Borders fi
Hinh 1.63 — Cong cu thiét ké bang
— (Group) Table Styles

Cho phép tao ra cac bang dir li¢u dep mit theo miu duge tao san.

Thue hién: Click chudt 1én bang va chon Style. C6 thé mo rong Style dé c6 nhiéu Style hon.

[ — — — — —  — — — — B — — — — N ¢ )
S Eaaad 1EE= =g 1 EEaaE Eaaas EaaaE BEaaas Shading
Table Styles
v Shading: Té mau nén.
v" Borders: Tao duong vién.
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— (Group) Borders
v' Draw Table: tao bang tu do.

v Pen Color: Chon mau cho dudng vién.

¥z pt

Border
Styles ~ LZ Pen Color~

v' Eraser: X0a cac duong trong bang. Borders

— (Group) Table Style Options
v Header Row: Nhin manh hang dau tién

4

2

Borders Border
v Painter

P

(tidu d8).

v' Total Row: Nhan manh hang cubi.

Header Row
Total Row
v Banded Rows: Tao su phan biét giita
cac hang (t6 mau cach hang).

v" First Column: Nhan manh c6t dau.

v" Last Column: Nhan manh cdt cubi.
v Banded Column: Tao sy phan biét gitta cac ¢t (t6 mau cach cot).
4 Biéu do trong Microsoft Word

First Column
Last Column

Banded Rows Banded Columns
Table Style Options

Pay 1a chirc ning rat hitu ich ma Word cung cip cho ngudi str dung, ta thuong st

dung no khi lam bao cédo, vi du: Bao c4o hoat dong kinh doanh, b4o céo ti 1€ phan b6 dan cu,

béo cdo ti 16 dau rét tdt nghiép...

INSERT DESIGN

1 o ad & & [

PAGE LAYOUT

REF

e | Pictures Online Shapes SmartArt Chart 5

Pictures -

g ustrations

Hinh 1.64 — Chén bang biéu

DPé chén biéu do ta vao Insert Chart

o |

All Charts

tab Insert/chon Chart trong nhém

™ Recent

[llustrations nhu hinh 1.64. Templetes

Trong man hinh Insert Chart c6 E e Clustered Column

rit nhidu loai biéu dd, tuy vio | = o ; _
muc dich str dung ma ta chon céc E ety | | Iw IC _ E% ﬂ“ﬁ
loai bidu dd phu hep (Column, | 4 == =5
Line, Pie, Bar, Area...). Gia su ta u;: ol

chon mot loai Column nao do roi
bam nat OK, ta duoc két qua nhu
hinh 1.65.

(i 71 AR on 8 A8 40

Cancel
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ani -t Il I’ i1 Il I ¥
AN AR RN A NI XX B9 v £ I_I
' - » %] ¢ [ o [ &
67 1 Diudn  BStngot Mudi |
. o 2 Héabonl 4.3 2.4 2
3 Hdabon2 2.5 4.4 2
4 . 4 Hoaben 3 3.5 1.3 3
: o ) G S5 HoaDond 45 2.8 5 B
W B{t ngot H 4 ¥ ¥ sheet1 T3 [ =] 30
i 21 B Muti Ready. | T | |/GHICIEH 100% (=) ) o
14
ﬂ 4 + f g _—
Héa Bion 1 Hda Ben 2 Hoa Bon 3 Hoa Bon 4
0 '
Fagelofl | Words0 JEHED G 3 B LOD% (- A

Hinh 1.65 — hiéu chinh thong s6 cho biéu db
Word s& cung cip thém cho chung ta man hinh Excel dé thay doi gia tri, mdi 1an doi
gia tri trong Excel thi biéu d6 trong Word s& ty dong cap nhat. Ta c6 thé thay d6i kiéu biéu
d6, hiéu chinh tiéu d&, hiéu chinh ludi, dinh dang font chit cling nhw mau nén cho biéu do...

# Thiét ké biéu dd
Khi chon biéu d6, Word s& cung cp cong cu Chart Tools cho phép chiing ta thiét
ké, dinh dang, cap nhap dit liéu lai cho biéu do:

B HS O DO s Document7 - Word CHARTTOOLS
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILUNGS  REVIEW  VIEW  DEVELOPER  FoxtPDF | DESIGN | FORMAT
L] - — = —— = —— — q
= - 1 "

e bkt 0l e bl okt ke e : W2 |l
AddChart Quick | Change |- IEHERENE [ if i h, Eebi WL Wik (LT TE LR 818 1| Switch Row/ Select Edit Refresh | Change
Element ~ Layout~ = Colors ~ olumr Data Data~ Data | Chart Type

Chart Layouts Chart Styles Data Type

Hinh 1.66 — Cong cu dinh dang, cap nhat dir liéu cho biéu d6

4+ Thay ddi loai biéu do
bé thay ddi loai biéu dd (vi du ddi tur loai dang Column sang dang I I
Bar), ta click chon biéu dd trudc va trong nhom 1énh Type cua thanh cong cuy, ta C:::r}?{;e
chon Change Chart type. Word s€ m¢ ra man hinh Insert Chart giong nhu hinh Type

1.64, ta chon dang Bar rdi nhin OK s& c6 két qua nhu bén dudi:

Hda Blon 4

Héa Blon 3

i Mudi
M Bt ngot

Hda Bon 2 s
s @Dau an

Héa Bon 1
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4 Cap nhat di liéu cho biéu db

Néu ta muon thay doéi gia tri trong biéu do, chon Edit gz=e r/.
\ ~ 2 2 A I &
Data trén thanh cong cu (xem hinh), Word s€ mé cura s6 giong ;ihg =
elec I
nhu hinh 1.65 cho phép ta chinh stra dir liéu. ! Data Data~
Data

4 DPinh dang biéu d6
Pé thay doi tiéu dé cho biéu dd, thay doi tiéu dé cho truc ngang, truc dimg... ta vao
tab Layout cia cong cu Chart Tool:

I p dEe | e :0

5

o —
Add Chart Quick = Change JL % e,e
Element ~ Layout ~ = Colors ~ + : |ﬂ |I b h
; T— Add Chart Quick | Change |- 15 I S i
ih Axes g Element ~ Layout~ Colors ~
Idb Axis Titles » Chart Lz ——
- = A= ]
@ ChartTitle  » E e |l s 1Hr
idli Data Labels > -
- | & =
ldh Data Table » : (fl| [l e
iy Error Bars » - = — —
di Gridlines » =l | -l
- - 2l | Dﬁ :I ‘" £
iy Legend > = lﬂ‘ﬂ
: - h; = s
l:24 Trendline > - ﬂiJELJ d1H

Vi du: Déi vi tri xuét hién Legend, hién thi Axis titles, thay ddi mau céc thong sb:
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FILE HOME

i
Add Chart' Quick
Elernent * Layout~

ih
Ih

BB EE B B

Ayes
Dz Titles

Chart Title

Data Labels

Data Table
Error Bars
Gridlines

Legend

Trendline

Eﬂ[hE

Chan

O

INSERT

®

ge

Colars~

E
=
SR

More Legend Options...
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Doc?.docx - Word

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF

Mone

Right

Top

Left

Bottom

Chart Styles

,_.
X1

oo ooy powen Eawew yopen yew Forox woper coxrdeeiey owa p S poy

CHART TOOLS
DESIGM FORMAT

Show Legend at Top

@D2u3n wWB&tngot MMudi

[ —

Hoadon 3

|

y—
H6a G 1 e
o 1 2 3 4 s &
Axis Title
Axis titles/ Primary horizontal
axis title/ title below Asas
Chart Title

hea don ¢

Axis Title

\

I
=1
a
o
Q
3
w

Hoa don 2 _‘_i=. bt

Héa dom 1 E

o 1 2
Show Legend at Bottom -

—®@ D3u &n  WBSt ngot

Hinh 1.67 — Vi du thay d6i dinh dang biéu db

1.2.5. Cach xay dung ndi dung tai sir dung trong tai li¢u
Ta bi€t rang trong qua trinh soan thdo van ban, c¢6 nhitng cum tir, nhitng dinh

3 4 5 B

WMudi

dang ta thuong xuyén st dung di st dung lai. Néu nhu phai viét lip lai thi rit mit thoi gian

vi vdy Word cung cip cho ta chirc ning xdy dung nodi dung tai stir dung, chiang han: Building
Block, Autotext, Header & Footer...
+ Building Block

Cho phép ta tao ra va chuan héa céc trang bia, tiéu dé dau trang, tiéu dé chan trang, va

cac bang biéu, dy 1a tinh ning manh mé cho phép tai sir dung ndi dung.

Hiéu chinh Building Block c¢6 sin
Vao tab Insert/chon Quick Parts (nhom 1énh Text)/chon Building Blocks Organizer:

4 A [¥ signatureLine ~
: =
Text

= % Date & Time
Quick WordArt Drop )
Box~ Partsv  ~ Cap ] Object ~

Zl AutoText »
' [=a Document Prope 4
perty
[==] Field...

=L Building Blocks Organizer...
: :'\] - - - ~ ;
1

Hinh 1.68 — Hién thi Building Blocks Organizer
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Building blocks:
Mame Gallery Category Template i
[ AutoText General Mormal.dotm
copcon AutoText General Mormal.dotm
Bibliography Bibliograp.. Built-In Built-In Buil...
References  Bibliograp..  Built-In Built-In Buil...
Works Cited  Bibliograp...  Built-In Built-In Buil...
Facet Cowver Pages  Built-in Built-In Buil...
len (Light) Cover Pages  Built-in Built-In Buil...
Motion Cover Pages  Built-in Built-In Buil...
Semaphore  Cover Pages  Built-in Built-In Buil...
Slice (Light)  Cover Pages  Built-in Built-In Buil...
Whisp Cover Pages  Built-in Built-In Buil...
Retrospect Cowver Pages  Built-in Built-In Buil...
Grid Cover Pages  Built-in Built-In Buil...
ViewMaster  Cover Pages  Built-in Built-In Buil..,
Filigree Cover Pages  Built-in Built-In Buil...
Integral Cover Pages  Built-in Built-In Buil...
Sideline Cowver Pages  Built-in Built-In Buil...
Banded Cover Pages  Built-in Built-In Buil...
Slice (Dark) Cover Pages  Built-in Built-In Buil...
lon (Dark) Cover Pages  Built-in Built-In Buil...
Pythagorea... Equations Built-In Built-In Buil... L
PR T Bt
I Edit Properties... | | Delete | | Insert

Click a building block to see its preview
"
[DOCUMENT TITLE]
P a ns st
e e Vo e e e
w
Grid
Title Block and Abstract in a large block accented by a
darker block with subtitle

Hinh 1.69 — Man hinh Building Blocks Organizer (vi du trang bia)
- Insert: Cho phép chén Building Block dang chon vao tai liéu (& hinh 1.69 néu ta

chon Insert thi trang bia Grid nhu trén s& dugc chén truc tiép vao tai liéu).

- Delete: Cho phép x6a Building Block dang chon.

9 Are you sure you want to delete the selected building block?

Mo |

Chon Yes dé xo6a, chon No dé huy thao tac xo6a.

- Edit Properties: Cho phép hi¢u chinh
Building Block dang chon.

- Name: Dat tén cho Building Block (tén
tuy ¥ mang tinh goi nhé)

- Gallery: Chon cic by suu tap duogc
dinh nghia trong Microsoft Word

- Category: Chon cac danh muc thudc
Gallery, ta co thé tao tén maoi (bém vao
danh sach kéo xudng dudi cung rdi
chon New Category)

- Description: Nhap mo ta cho Building
Block dé tro gitip cho qua trinh sir dung

MName:

Grid

‘ Cover Pages

Gallery:

Category: ‘ Built-in

|T'Ftte Block and Abstract in @ large block

Description: ‘accented by a darker block with subtitle

Savein:  Building Blocks.dotx

Dptions: | Insert content in its own page
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- Save in: Noi luu trit Build Blocks, mac dinh 1a Building Blocks.dotx

- Sau khi nhap déy du céc thong sb, bAm Ok dé chép nhan sy hiéu chinh.

- Thém méi myt Building Block

- Viéc thém méi mot Build Block vao Quick Parts Gallery 1a rat don gian: Sau khi da
dinh dang theo ¥ mudn, ta bdi den toan bd cac dinh dang doé r6i vao Quick

Parts/chon Save Selection to Quick Parts Gallery, vi du:

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF

3 — Y L ’ & .

age~ 1y = 'S5 Hyperlink P A 4 A [# signature Line -
E |l kg & B il . = J Il |#] = :

ige e |* Bookmark Fom m Date & Time Qs
Table | Pictures Online Shapes SmartArt Chart Screensh Apps for Inlir Comment | Header Footer Page Text Quick WordArt Drop ¢

ea ¥ Pt Offic Ej Cross-reference ) +  MNumber~ Box~ Partsr - Capr [ Object =
Tables Iltustrations Apps Media Links Comments Header & Footer _—1] AutoText 3 S

L R W R WU YR U S S T S - WA i AU VN A N AT S N W T S |

, =] Field...

=L Building Blocks Organizer...
\T‘E Save Selection to Quick Part Gallery... r‘l'=

[F('NG DAI HOC CONG NGHE DONG NAI
KHOA CONG NGHE THONG TIN
BAN CHAP HANH CONG POAN

C *:—\

o

g vao Quick Part Gallery

Hinh 1.70 — Pua dinh da

S 2
Create New Building Block :
Mame: MauGiayMoi
Gallery: CQuick Parts W
Category: General W

Mau gidy mdi - Khoa Cong nghé Thang tin|

Description:
Save in: Building Blocks.dotx W
DOptions: Insert content only W

Nhap thong tin cho dinh dang & hinh 1.70
Sau khi bam Ok dé luu vao Quick Parts Gallery, & bat ky tai liéu ndo ta ciing c6 thé

chén dugc dinh dang nay, béng cach: Vao Tab Insert/ chon Quick Parts/ chon MauGiayMoi
nhu hinh dudi. Hodc ta chon Building Blocks Organizer (trong man hinh nay ta chon
MauGiayMoi roi nhan Insert).
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4 Q’SignatureLine » | TL Equation ~
=]

(% Date B Time €3 Symbol =
Ouick’ WordArt  Droy z
Parts~ * Cay Dl:lhject =
General "

MauGiayMoi

THRAF (G A1 0 C Ot WETE] T Wk
F‘ i o T TIG TIR
TR L 1A s ek

GIAY MOn "
!l

2l AutoText 3
[E1 Document Property b
(mm] Field...

=L Building Blocks Organizer...

#+ Chtrc ning Autotext
Trong qué trinh soan thao vin ban, c¢6 nhitng cum tir ta thuong viét lip lai rdt quen

thudc, dé giam thiéu thoi gian gd lai, Word cung cip chirc ning Autotext dé cai thién toc do
soan thdo. Vi du ta thuong go cum tur “cong hoa xa hdi chu nghia Viét Nam”, hay “Truong
dai hoc Cong Nghé Pong Nai”, hay “Cong ty trach nhiém hitu han”... 13 nhitng cum tir ma
ta 1dp lai nhiéu lan, néu phai viét lai nhu vay thi rit mat thoi gian. D6 1a 1y do ta can biét
Autotext:

- B6i den cum tir muén 1am Autotext, vi du “Truong Pai Hoc Cong Nghé Déng Nai”

- Vao Insert/Quick Parts/ Autotext/ chon Save Selection to Autotext Gallery

- Cu thé:
™= == u%“.‘QH‘f;:lerlink = [T A _| A Q‘SignatureLine ~ | TC Equation =
Bl o. & 5 7 l¢] [EERER 4 A5 2
“Z | |P Bookmark bl E:!_.DEtE&TImE Q2 symbol -
‘martArt Chart Screenshot | Appsfor | Online B Comment Header Footer Page Text Quick WordArt Drop )
Office~ | Video | - Cross-reference - - MNumber~ | Box- Pafsr -~ Cap~ Clobject -
rations Apps Media Links Comments Header & Footer General
;\:E;--‘l-‘-l‘--l---z‘----‘3---|--‘4-‘-|‘--5---|MauG-layMO‘;
6"lll'l?‘ll\mllﬂtn;lﬂI.Ill»lhl’.ml
b s o
GIAY MO "
Cong Hoa Xa Hoi Chu Nghia Viét Nam
. 2]l Save Selection to AutoText Gallery 2 AutoTed ?
Trrong Pai Hoc Cong Nghé Pong Nai [ Document Property )
=] Field...

I Building Blocks Organizer...

I-—‘E Save Selection to Quick Part Gallery...

Hinh 1.71 — Luu Autotext
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e ]
Create New Building Block ;

Mame: dhdn|

Gallery: AutoText W
Category: General W
Description:

Save in: Maormal.dotm W
Options: Insert content only W

Dit tén 1a dhdn rdi bAm Ok

— Sir dung Autotext da luu

Sau khi luu Autotext, mdi 1an soan van ban ma cé
chua cum tir gidng nhu ta dit trong myc name (vi du trén TILL;ZHEIEE? E:'.th T:;;Erlﬂr Elaal
1a dhdn) thi Word s& goi ¥ cho ta cum vin ban dé bang ‘ dhdn
cach nhan phim Enter hodc gd phim F3, nhu vay s& tiét kiém dugc thoi gian.

— Xoa Autotext da luvu

Tuong tu nhu Building Block d3 huéng dan & trén: Ta vao Building block Oganizer,
chon tén Autotext da d3t roi nhan nit Delete.

# Chirc ning Header & Footer

Chtrc ning ndy vo cung quan trong va hiru ich ma Word di cung cip cho ngudi soan
thao van ban. Trong tit ca cac van ban thi tiéu dé dau trang (Header) va tiéu dé cudi trang
(Footer) 14 phai c6. Vi du Dau mdi trang ta ghi “Gido Trinh Tin Hoc B — Khoa Cong Nghé
Thong Tin — DH Cong Nghé Pong Nai”, cubi mdi trang ta co ghi s trang.

Céach lam: C6 réat nhiéu cach lam, c6 thé vao tab
Insert/ chon Header hoac Footer. Nhung cach don gian

va nhanh nhét d6 1a bAm chudt phai vao dau trang rdi

. . 1A R v Z. 2  Edit Header =l  Edit Footer
chon Edit Header hodac bam chudt phai vao cudi trang
chon Edit Footer.
0. Final_GiaoTrinh_B_TinHoc_A Thanh.docx [Compatibility Mode] - Word HEADER & FOOTER TOOLS
ESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGN
[y D [ 1 [_| [E14 Previous v| Different First Page _*Header from Top: ~ |0.5" 3 B
=0 i — m
|_I| _ __[‘:J |_J+‘ S Nest Different Odd & Even Pages + Footer from Bottorm: |0.33" 3
cument Quick Pictures Online | Goto Goto Close Header
T . Piettres or- Eockar Link to Previows v| Show Document Text [l Insert Alignment Tab and Footer
Insert Mavigation Options Paosition Close
-|--->S---|---1---|---2---|---2-_-"-|---4---|---5---|---5---|-J)_'.\_-?---|
-
B Trrdmg Pai Hoe Cong Nghé Déng Nai Gido Trinh Tin Hoc B

Trong man hinh Header cua tai lién, ta dinh dan,

Vi du: Header cho tai liéu

iy soan thao van ban binh
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Trong man hinh Header cua tai liéu, ta dinh dang giéng nhu soan thao van ban binh
thudng. Mic dinh Header c6 3 tab can 18 (18 trai, 1& gitta, 1& phai). Mudn thoat khoi ché do
nay ta bam vao nut Close Header and Footer & goc phai man hinh trong cong cu Header &

Footer Tools.
B B ©- ¥ O = 0. Final_GiaoTrinh_B_TinHoc_A Thanh.dacx [Compatibility Mode] - Word
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DEVELOPER

D D ’—L-| I—_| Ij—l i | 14 Previous | Different First Page
# =) = s =] ;
ol O Eil el 40 4 B Next Different Odd & Even Page

Header Footer  Page Date & Document Quick Pictures Online | Goto
+| Show Document Text

- *  Mumberx | Time Infor  Parts~ Pictures | Header Footer
Header & F E“l Top of Page » Ert Mavigation Options
= [El Bottom of Page *  Simple =p
7 B Page Margins * | Plain Number 1 -
- [#] Current Position » B, !
i nhau. vay ta pl
E"|3| Format Page Numbers... ! b tann 3 Heade
; F;'q Remove Page Numbers
Plain Number 2 » dong ddu tiy

3 Next Page

Plain Numher 2

Vi du: Footer cho tai liéu — chén s trang

Khi ta dinh dang Header va Footer cho mét trang bét ky trong mot tai lidu nao do, thi
toan b cac trang khac s& c6 Header va Footer gidng nhu trang nay (thong thuong ta st dung
tinh nang nay cua Header va Footer).

Tuy nhién trong mot s truong hop dic biét, ta phai phan ving tai liéu, tng voi mdi
vung khac nhau thi c6 Header va Footer khac nhau, vdy ta phai lam nhu thé nao? Vi du:
Luan van tot nghiép cla ta ¢6 3 phan, mdi phan phai lam 3 Header va 3 Footer khac nhau?
DPé lam duoc yéu cau nay, ta thyc hién céc budc sau:

Buéc 1: Di chuyén con trd van ban vao dong dau tién cua trang bat ky mudn bat dau

phan ving: Vao Page Layout / Breaks/ chon Next Page

1ol nay ¥y aep.accx [Oompatioinigy Wodae] - vwora

DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF

'# Breaks = Indent Spacing [ [Z anign~
5 [ :
Page Breal = Opt . ot wen PO
FIE s d ~ Selection
| |  Page 10pt - Pane t
= Mark the point at which one page ends I Arrange
(_l and the next page begins. R S A e T e S e e T AT
B Column
Indicate that the text following the column lph‘ﬁn 2: Th‘ﬁyfcﬁ

break will begin in the next column

y Text Wrapping
= Separate text around objects on web

pages, such as caption text from body text. h&i manh séng nay

Section Break b "
sction Sreaie ic thay bac tring

| | Next Page - =
=} = i
'|—|ﬁ Insert a section break and start the new 16 12 byi phan
section on the next page, suyén mai khéng ngubdi

Buéc 2: Vao Edit Header hodc Edit Footer tai phan viing méi nay
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DESIGMN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGM
ﬁ D L | | |_| =14 Previous || Different First Page L.+ Header from Top: 0.5" : B
=] L — Y
_I - X - _“ﬂ - [Eip Next || Different Odd & Even Pages + Footer from Bottomn: |0.5" 3%
Jocument Quick Pictures Online Goto Goto p= A = Close Header
afos  Pafs Pictiriss . Link to Previous | |+ Show Document Text Insert Alignment Tab ad Bootei
Insert Mavigation Options Paosition Close
1---|---;g---|---1---|---2---|---]-J_-|---4---|---5---|---'5---d.:---?---
|
[HeaderSedionz- | D D TR /(] Sameas Previous |
Phan 2: Thay/C;

Tru6e khi tién hanh chinh sira Header va Footer cho phan ving méi, bat budc ta phai
b6 Link to Previous ¢ ca header va footer (bo t6 mau vang di). Néu nhu ta khong bo Link
to Previous thi n6 s& anh hudng t6i cac phan ving khac khi ta tién hanh thay dbi.

Ta lam tuong tir cho cac phan vung khac, khé khan nhat 13 hiéu chinh sé trang, néu

muon phan vung nao thi s6 trang danh dau tur s6 1 ta lam nhu sau:

O D B w B g ke

Header Footer Page Date & Document Quick Pictures Online
¥ *  Number~ | Time Infor  Parts~ Pictures | F
Header & F B Icpcfpagf p ert
Bottom of Page 3 REHE AR ><

Q Page Margins 3 1
E| LCurrent Position 3 | Footer -Sectior
Efj Eormat Page Numbers..,

o ES} Bemove Pag """
Format Page Number

Change how the page numbers
look in the header/footer,

- Chon Format Page Numbers... trong 1énh Page number

i " |
Page Number Format I.M

- Chuyén qua Start at 1a 1 r6i bAm OK (mic dinh 1a Number format: | 1,2, 3, .. ]

Continue from previous section) "] Indlude chapter pumber
Nhu vay ta da biét cach st dung Header va Footer & Chapter starts with style: |Heading 1
Use separator: - (hyphen)

truong hop co ban va nang cao (phén theo cac vung khac |

Examples: 1-1,; 1-A

nhau).
) Page numbering
() Continue from previous section

@ Startat: |1 I

[ oK ] [ Cancel

b

1.2.6. Sir dung hdp vin ban lién két va chon lua q
Word cung cap cho chung ta chitc nang Link TextBox, tirc 1a dir li¢u dugc hién thi trong

1 TextBox nhung khi hét chd chira né sé& ty dong nhay qua Textbox con lai.
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Vi du: Ta ¢6 2 TextBox ban dau véi dit liéu nhu sau:

Truomg Dai Hoe Cong Nghé Déng Nai -
Khoa Cong Nghé Thong Tin

Khi ta thay dbi kich thuéc & TextBox 1 (TextBox chua dit liéu), thi phan khong c6 chd

chura s& tw dong chuyén qua TextBox bén canh:

Trudmg Dai Hoc Cong Nghé Déng Nai— | | Khoa Cong Nghé Théng Tin

Dé 1am dugc nhu trén ta thuc hién theo cac budc sau:
Budc 1: Cheén cac TextBox vao tai liéu (vao Insert / Text Box/ chon Draw Text Box)

A | ‘q A E,"SignatureLine = | T Equation -
L_J

LT'.;};.DEtE&TimE €2 Symbol -

Text Quick WordArt Drop _
Box~ Parts~ - Cap ~ [ Object ~

Built-in |
e — [
:-:_;::'.:-_._l-:- :I::‘_..'__._.__._
Simple Text Baox Austin Quote Austin Sidebar
=
Banded Cluote Banded Sidebar Facet Quote -
E More Text Boxes from Office.com k

Draw Text Box

Hinh 1.72 — Chén TextBox vao tai liéu
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e S—— — — - E—— |
licrosoft Word | Wi |' —
Review View Add-Ins Mitro Pro & | Format
2 shape Fill ~ A Text Fill ~ \l{} Text Direction » |
- | I shape Outline ~ A A v 7 Text Outline - | [ Align Text ~ P‘—
05
¥ | ! Shape Effects = - Teut Effects = | &= Create Link
les u WaordArt Styles " | Text [
e e e ) e O R ] (T ] 0 I B ] ) [ e SR
Biéu tuong Create Link
3 {} - ) /
Trwong Dai Hoc Cong Nghé Dong Nai— | 1/

' Khoa Cong Nghé Thong Ti -
I oa Cong Nghé Thong Tin ‘ )

g1 ™1
x Lt

Budée 2: Bim chon Textbox gdc, sau do chon Create Link
: goc, : xit PDF FORMAT
||} Text Direction ~
[] Align Text - Ko
r A DA T A AL s A A. t
Buée 3: BO link Textbox, bam chudt vao Textbox goc roi chon &5 g oy fink St
Break Link trong tab Format cia thanh cong cu Drawing Tools. Text

trong tab Format cua thanh céng cu Drawing Tools. Biéu tuong

Create Link xuét hién, bAm chudt vao TextBox mudn link t&i

#+ Str dung Bookmark va Hyperlink
Khi tai liéu chtra rat nhidu trang ta nén str dung Bookmark va Hyperlink dé giup
cho nguoi sir dung di chuyén t6i doan van ban can thiét mot cach vo cing nhanh chong. Ta
can danh ddu vi tri & nguoi sit dung di chuyén con trd vin ban t6i vi tri mong mudn (vi tri
nay goi l1a Bookmark) va noi cho phép ngudi sit dung bam chudt vao dé di chuyén t6i
Bookmark d3 tao (noi ngudi sir dung bam chudt vao goi 1a Hyperlink). Nhu vay ta phai tao
Bookmark trude r6i méi tao Hyperlink sau.

FILE HOME INSERT  DESIGN  PAGE LAYOUT  REFEREMCES  MAILINGS  REVIEW  VIEW  DEVELOPER  Foxit PDF  copcon -

o T
: = - [iAE AT - A
K Cambria (Heac - |20 A A |Aar X AaBbCcDc AaBbcede AaBbC i
Paste ¢ |[BlZ U-ax, ¥ A-¥-A~ TNormal | N Spac.. Heading1 || ¥
Clipboard = Font i Paragraph Ta Styles [ L
L I---|---:)_-gl---|---1---|---Z---|---J---|---4---|---5---|---6---¢---?---
Poan 1
= Poan 2
Poan 3

PAGE 1 OF 62 833WORDS &

Gia st ta c6 1 tai li€u gom 62 trang, trang s6 mot chi chira cac tiéu dé cua cac ndi dung,
vi du “Poan van 2” 1a ti€u dé cua ndi dung nam & trang so 36:
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FILE HOME | INSERT  DESIGN  PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER FoxitPDF copcon -

&= ¥ |Cambria (Headings) ~ |20 ~ Ty
M N TR AaBbCcDe AaBbceDe AaBbC | L
Paste - . I M c : | iting
: ¥ | A A-har | A A T Mormal | T Mo Spac.. Heading 1 = N
Clipboard = Font ra Styles r
L 1'"|"':f_}l"'|'"1'\_/."'|"'1'"|'"3"'|"'4"'|"'5"'|""S‘"';_'\J"'7"'
Vu Lan

Vu lan vé& con cai lén ngyc
Bong hong vang bao hiéu me cha
Théng bay nura ngiu hay mrée méit nhat nhoa
Ctia nhitng dira con nhé vé cha me
Mét nén hwong thom nong nan lang l&
- N&i long con giri gim nhitng ni#m thwong

Dl bao ndm dit €6 hod v thwéng

Céng sinh dwéng van 14 cong lém nhét

PAGE360OF62 2 OF4333WORDS P5

Noi dung cta doan van 2 (1a ndi dung cia tiéu dé “Poan vin 2” & trang 1)

Muc tiéu chung ta can lam 1 khi bam chudt vao “Poan viin 2” & trang 1 thi con trd vin
ban sé& tu dong di chuyén t6i trang s 36 (trang chta ndi dung), gitip chung ta tim ndi dung
trong tai liéu mdt cach nhanh chong.

Cach lam:

Buée 1: Tién hanh tao Bookmark. Di chuyén con tré van ban toi trang sé 36 (noi chta
ndi dung ta can tim). Tai day ta bAm chudt vao dong dau tién (hodc bat ky vi tri nao trong ndi
dung). Sau do vao tab Insert/chon Bookmark:

INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVEI

j E |—~"‘§"L l__/\i_,.:' ?"ﬁ II ) -’ ‘&5 Hyperlink i

_ ; Il'" Bookmark

‘able | Pictures Online Shapes SmartArt Chart Screenshot | Apps for Caor

v Dictiirss: =+ * Office = Ej Cross-reference

ables IHustrations Apps Media Links Can
B il e Zonn e saed g |

b e e

Vu Lan

Vu lan vé con cai lén nguc
Bong hong vang bao hiéu me cha
Thang bay mura ngau hay nwéc mat nhat nhoi

Cua nhitng di¥a con nh& vé cha me

Hinh 1.73 — Tao Bookmark
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Eookmark name:

Bookmark Doand
Delete

GoTao

Sort by: @ Name
O Location

|:| Hidden bookmarks

Nhép tén Bookmark (viét lién, tiéng viét khong dau) rdi nhan nit “Add”, mudn xo6a

Bookmark nao thi chon Bookmark d6 roi nhan nat “Delete”.
Budée 2: Gan Hyperlink. Sau khi tao xong Bookmark & budc sb 1, ta tré vé trang s6 1

Tai day ta boi den dong ghi “DPoan vin 2” rdi vao tab Insert/chon Hyperlink

MAILINGS REVIEW VIEW

INSERT DESIGN PAGE LAYOUT REFEREMCES

T bd O Bl ol W |5 [BEe

Appsfor | Online
El._:| Cross-reference

Pictures Online Shapes Smartfrt Chart Screenshot

ble
- Pictures - - Office~ | Video
:_:Ie_s I!!!._J_stratmns Agps_ !'l."!g_d_i_a_ Links
1---'|--'-:-g'---|---1---|---2---|---3--
Poan 1
Poan 2
Poan 3

Hinh 1.74 — Gan Hyperlink

Link to: Text to display: if}oan 2 screenTip...
Select a plage in this document:
Existing File - Top of the Document
or Web Page :
i Headings
=+ Bookmarks Target Frame.
=l B Bookmark_Doan2
FPlace in This >
Document
Create Mew
Clocument
E-mail
Address
OK | | Cancel
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Ta vao Place in This Document/Trong nit Bookmarks chon bookmark_doanvan2
da tao ¢ budc 1 10i bdm nut OK. Tuong tw nhu viy mdi lan tao thém Bookmark mdi thi nd

s& dugc hién thi trong nay.

~N

Buéc 3: Két qua s& cho ta thiy nhu hinh bén v« . . L. o 1. ..

dudi, dé di chuyén té1 ndi dung ctia doan van ta chi

A a1 v 14 P < Poan 1
can dé phim Ctrl va bam chuét vao “doan van 2”
(doan van c6 dinh dang lién két mau xanh). Cha y Doan 2
la ta nén str dung chirc ndng Bookmark — Hyperlink Poan 3

trong truong hop tai liéu cia ta chia rat nhiéu

trang, vi néu it trang ma ta sir dung thi né that khong can thiét.

1.3. Theo D&i Va Tham Khio Tai Li¢u 9
Phan nay ta s& d€ cap dén cac chirc nang: Theo doi su thay doi chinh sua dit licu,
tron tai li€u, tao cac tai liéu tham khao chéng han nhu cac thu muc, nguén trich dan va lap
chi muc. Cu thé ta s& xem xét 4 chirc ning duéi day:
+ Kiém tra, so sanh, va két hop ti liéu
4+ Tao mot trang tai liéu tham khio
4+ Tao bang quy pham phap luit trong tai liéu
+ Tao béang chi muc cho tai liéu
1.3.1. Kiém tra, so sanh, va két hop tai liéu
Chure nang nay rat quan trong va hiru ich trong qua trinh soan thao van ban, giap
ta chia sé tai liéu, quan 1y nhitng thay ddi, nhitng ghi chu, so sanh va két hop tai liéu. Word
cung cap 4 nhém Iénh chinh trong tab Review: Comments, Tracking, Changes, Compare.
'OUT  REFERENCES  MAILINGS = REVIEW | VIEW  DEVELOPER  FoxitPDF  OFFICE REMOTE

|__|_| E\ i?;;;:" !.:f:'-i Simple Markup -~ E} |_il-] EZr:;iauz @

El Show Markup ~

New Defete Previous Meod Show Track o Accept Reject Compare
Comment Comments = Changes~ ERE‘”EW”‘Q Pane ~ - v
Comments Tracking T Changes Compare

Hinh 1.75 — Chtrc ndng Review trong Word
+ Thém cac ghi chi vao tai liu
- Trong mot s trudng hop dé ghi cht cho sw our  mererences  maiLnGs | ReviEw | Vi

1 [l
= -y
L |_| | =| |_.Jﬂ

thay doi (Iy do cta su thay doi) ta boi den ll or = P

cum tor can ghi chi r6i bam chon New

Mew Delete Previous Mext Show Tracl
Comment tI'OIlg tab Review. Comment = Comments | Changs
9 , E:J Delete
- Deé xb6a ghi cht, bam chudt vao ghi chu, ... . .
Ch(_)Il Delete tI'OIlg tab Review: Delete All Comments in Document

o Delete: Dé x6a ghi cht dang chon.

o Delete All Comments in Document: X6a toan by ghi chu.
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- Previous: Di chuyén t4i ghi chu trude do.

- Next: Di chuyén téi ghi cha ké tiép.

rauyuays iy = Lnanyes wumpaie Fruen s

L O, - Y 1 . i 2.

C3 A b S 6 AR
<, Dieu ding hi nhg

- cop con
_.--| Formatted: Font: Nat Itdic, Font color: Dark Red

cac ban s& anh hwdng dén con cdi, dén cudc song sau nay.

Danh ngdn vé cw xii

cop con
--{ Formatted: Tab stops: 381", Left

thi né cfing s& ton thwong nguéi khac. M6t 11 néi vo ¥ 1a mét xung ot hidm hoa, mét e | ek ot ook Tk b D
- 1o nél néng gidn cd thé lam héng cd mot cude dot, mét 161 nél ding lac cd thé lam +. | copcon
- i , » - *.. | Formatted: Font wlor: Dark Red
giam cang thang, con 161 no1 yéu throng c6 thé chira lanh vét thwong va mang dén sw I
= = cop con
o % Formatted: Font wlor: Dark Red
binh yén.

=

Temndin bAt vrifio 441 manAn aAi Adn A4 14 thi e e hiv vt A8 ede adoh dos:
Revisions

R -

4 7 REVISIONS

Insertions: 0 Deletions: 0 Moves: 0 Formatting: 5 Comments: 2

cop con Formatted

Font: Not Italic. Font color: Dark Red

cop con Formatted

Font color: Dark Red

28/12/2013 12:56:00 AM

28/12/2013 12:56:00 AM

cop con Formatted

28/12/2013 12:56:00 AM
Font color: Dark Red

cop con Formatted

28/12/2013 12:57:00 AM
Tab stops: 3.81", Left

Hinh 1.76 — Man hinh theo ddi sy thay dbi dir liéu
Pé hiéu chinh theo ddi ta vao Review/ Tracking/ chon Change Tracking Options/
Advanced Options

REVIEW WIEW DEVELOPER Foxit PDF COFFICE REMI(

2 o 9 R 50

hiov Track Accept Reject
nments | Changes - F‘.E'.riewing Pane - 4 =
Tracking Changes
! PrLe 28 ! 5 ! Change Tracking Options |
Show
Comments +'| Highlight Updates
[+] Ink | Other Authors

Insertions and Deletions Pictures By Comments
o Formatting

Balloons in All Markup view show: | Comments and formatting | w

Reviewing Pane: Hnriznntal: W |

| Advanced Options... | Change User Name...

Ok | Cancel

Man hinh dinh dang hién thi thay d6i (Thém méi ndi dung, sira doi ndi dung, x6a ndi
dung, dinh dang noi dung), tng v&i mdi dinh dang s& c6 mau hién thj khac nhau dé nguoi su
dung dé xur Iy:
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o : —— ; ]
nsertions: (XTSI | Color H syautror  |v]
Deletions: iStr'rkethrough |vi Colon Iv]
Changed lines: | Outside border [»]

s |
1=
i
-
Comments; |. By author _.L]

Track moves

Moved from; |Dnub|e strikethrough ivi Color: . Green 'q
Maoved to: |Dcuu|:|re underline |V1 Colon: |. Green .V]

nseted s [T ugntowe | Mergedcells [ uigntveon ¥

Deleted cells: |i Pink E:E Split cefls: ||:| Light Crange L:l

Track formatting

Formatting: i_[none!. :Ei Colorn I. By author l:':_!

Preferred width: 3'.-' = Measure in: llnches '_v_!

Margin: Right

Show lines connecting to text

Paper orientation in printing: é-.};res erve I-‘v-]
| ok || Ccancel |

Hinh 1.77 — Man hinh hiéu chinh cach thtc hién thi ghi chu
Ta c6 thé quy dinh cach thirc hién thi dé theo ddi sy thay d6i ndi dung: Vi du dé hién
thi nhitng thay ddi vé ghi chu ta tick vao “Comments”, d¢ hién thi dir liéu thay doi ta tick
viao “Insertions and Deletions”, dé hién thi nhitng dinh dang da thay ddi ta tick vao
“Formatting” ... va cac dac tinh khac:
REVIEW | VIEW  DEVELOPER  Foxit PDF

E@EAII Markup __*i

Show Markup ~
ihow Track B Arront_|

nments | Changes~| + Lomments

v Ink

[T, B

1ng sau nay.

v Inzertions and Deletions
+ Formatting

Balloons 3

Fé cuﬂ ) Specific People 3

Hinh 1.78 — Man hinh lya chon hién thi cac thay ddi cua tai liéu

Word ciing cung cip hai man hinh hién thi lich sir ciia sy thay ddi tai liéu.
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Reviewing Pane/Reviewing Pane Vertical..: Hién thi bén trai tai liéu

Reviewing Pane/Reviewing Pane Horizontal...Hién thi bén dudi tai liéu

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OF
ABC IE ==] ABC . Dhoas XK € 2 =y B |AnMarku || B :
= a CNzE |__ 55/ p F
123 7 s L4 [ . x
~_/ Y |:| & A : ,74 Show Markup ~ z
Spelling & Define Thesaurus Word | Translate Language New  Delete Previous Next Track - Accept Rejec
Grammar Count b - Comment ~ Changes ~ | Reviewing Pane = b -
Proofing Language Comments Reviewing Pane Vertical...
L BEEER. ¢ v ) e ¥ SO O T Y O T S = S ATV U . AT =
aiila Reviewing Pane Horizental...
- X EEAL - - A FE- i - A
Revisions cdc ban s& anh hwéng dén con cai, dén cudc song sau nay-
v 7 REVISIONS ] I

cep con Formatted

Font: Not Italic, Font color:

a A -
Danh ngdn vé cw xir

Dark Red

cop con Formatted

Font color: Dark Red

cop con Formatted

Font color: Dark Red

cop con Formatted binh )-én

4+ Chirc ning két hop (tron) tai licu

Hay ludn dit minh vao vi fri

nigwdi khid néu didu d6 1am ton thu

thi no cfing s& ton thwong ngudi khic. Mét 11 noi vé ¥ 12 mot xung d6t hiém h
1& néi néng gidn c6 thé 1am héng ca mét cude dod, mot 1od ndi dang lhe cé 1

giam cing thing, con 1o néi yéu thirong co thé chira lanh vét thirong va mang

Hinh 1.79 — Hién thi lich sir thay ddi bén trai man hinh

Ngoai ra Word con cung cap chirc ndng tron tai licu cuc ky hay, rat tién lgi cho nguoi

sir dung, d6 1a chire niang cho phép nhiéu ngudi ciing soan thao trén mot tap tin va cung cip

chure ndng so sanh va két hop cac phién ban cua tai
Gia su ta cé hai nguoi cung soan thdo mot

ngudi soan thdo dugc ndi dung nhu sau (de y c6 ca

B HS O «~0- TapTin1.docx - Word 7@ - 0 x|m
FILE HOME INSERT DESIG PAGEL REFERE MAILIN REVIE ' VIEW DEVEL FoxitP OFFICE copcon ~
ABC - : m . = =

B e ol B |V B | B |C

Ea €
Spelling &

B Ho O ~0D -

1 3] -
(> |

liéu nay thanh mét tap tin théng nht.
ndi dung ¢ hai may tinh khac nhau. Hai

stra 16i chinh ta):

HOME INSER DESIG PAGE REFER MAILI REVIE VIEW DEVEL FoxitP OFFIC copcon ~

A,A i
s

Times New Roman
B I U ~abex, X A

Language Comments Tracking Accept . Compare |Protect  Linked Pas}é Styles  Editing
Grammar G2  ~ - - -2 . Notes . ¥ A-¥-A-A- A 5 -
Proofing Changes | Compare OneNote * Jciipboard Font (53 Paragraph i Styles ~

Ly o oY ol e 2 a3 A a5 e 6 A © I

“Lam sao dé c6 thé tha thir va yéu thuong moi ngudi?”
Nhimg diéu nay dé hon ching ta tuong rat nhiéu.

[Viée gitr toi 151 clia nguoi khéc trong 1ong minh ciing chang khac gi mang tang da
trén lung. Ching ta thuong 1am tuong ring khi minh tha thi cho ngudi khéc 1a minh cé
long tot, minh 1am on lam phic cho ho, vi ho d4 ¢6 15i d6i v6i minh va minh tha th ho. N
Su thit 13 khi minh tha thi cho ngudi khéc, c6 thé ching an nhdp gi dén ngudi minh tha
thi, vi thuong 1a ho dang & ddu d6 rit xa va chang biét 1a minh da tha thir ho. Nhung tha
thi cho ngudi khac thi minh da gigp chinh minh rat nhiéu, vi minh @3 vat di tang da 20kg
minh dang mang trén lung.

Ngay nay tat ca ching ta déu biét 1a hon gidn thy ghét 1am hai dén stc khoe tinh
than va thé cht cia minh. Hon gidn thd ghét ndm trong 1ong minh nhiu thang nhiéu nam,
tao stress thuong truc, 24 tiéng mot ngay khong nghi, di minh c6 nhé dén chuyén hon gian
thi ghét d6 hay khong. Stress thuong true d6 gop phan 1am minh cang thing thuong truc, 4
lam yéu hé mién nhidm, ting kha nang bénh hoan vé tim, duong tiéu hoa, dot quy va cic L
bénh hiém nghéo khac. Va 1am con ngudi cia chinh minh tré thanh khé yéu hon vi nang -
Iye tiéu cure bao boc quanh minh. '

M>bi ngudi ching ta c6 mot “ving hio quang” hay con goi la “ving nang luong” &
quanh ta, nhu 1a cdc tranh anh ngudi ta thuong vé cc vi thin thanh. D6 didu ma céc nha
tudng s6 goi chung 1 “tuéng™—tudng lam vua, tudng gidu sang, tuéng ménh phu phu

P TR S STRTYN WS ST ST RO ST TS N SN e

Néu ta dang mang mot ting d4 20kg trén lung, ta s& khong hoi ta c6 nén vét t3
nay di khong. Ta s& vt tang da d6 ngay tic thi

Viée gitr toi 15i clia nguoi khéc trong 1ong minh ciing ching khac gi mang ta
trén lung. Ching ta thuong 1am twong ring khi minh tha thi cho ngudi khéc 1a mi
long t6t, minh 1am on lam phic cho ho, vi ho da c6 161 @61 v6i minh va minh tha tt
Su thit 1a khi minh tha thi cho ngui khéc, c6 thé ching an nhdp gi dén ngudi mit
thit, vi thuong 1a ho dang & ddu d6 rat xa va chang biét 1a minh da tha thi ho. Nl
th cho ngudi khéc thi minh da gitp chinh minh rit nhiéu, vi minh d3 vt di ting d4
minh dang mang trén lung.

Ngay nay tat ca ching ta déu biét 1a hon gian thi ghét lam hai dén sic kho
thén va thé chat cia minh. Hon gidn thi ghét nim trong long minh nhiéu thang nhiéu
tao stress thuong truc, 24 tiéng mot ngay khdng nghi, dit minh ¢6 nhé dén chuyén hoy
thl ghét d6 hay khéng. Stress thudng truc d6 gop phan lam minh cang thing thudng
1am yéu hé mién nhiém, tang kha nang bénh hoan vé tim, duong tiéu hoa, dét quy 1
bénh hiém nghéo khéc. Va 1am con ngudi cla chinh minh tré thanh khé yéu hon vi
luc tiéu cue bao boc quanh minh.

M3bi nguoi ching ta c6 mt “ving hio quang” hay con goi la “ving nang I
quanh ta, nhu 1 céc tranh anh ngudi ta thuong vé cdc vi than thanh. D6 diéu ma cé
tuéng s6 goi chung 14 “tuéng ™ —tuéng lam vua, tudng gidu sang, tuéng ménh ph

Ta tién hanh két hop (trdn) 2 tap tin nay nhu sau:

- Buwéce 1: Tai mot tap tin Word bat ky, ta chon Compare... trong nhém Compare cua

tab Review:
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H & [ 8

Compare Biock Restrict | Linked

= Authors = Editing | MNotes
ST
b Compare two versions of a

document (legal blackline].

E._S Combine...
=f=| Combine revisions from multiple

authors inte a single document.

Qriginal document Revised document

TapTin1 docx = | T - |

Label changes with | | Lapel changes with |cop con

—
=

| More = > | oK || Cancel |

Hinh 1.80 — Chon 2 tap tin trong danh sach dé so sanh 2 (filel.docx va file2.docx).

Hodc bAm vao biéu tuong thu muc ké bén danh sach dé chon tap tin
- Original document: La tén tap tin chua dit liéu gbc
- Revised document: La tén tap tin chira ndi dung bi thay doi
Dé mo rong thiét 1ap cau hinh so sanh tap tin, ta bAm vao nat “More™:

COriginal document Bevised document
TapTinl.docx El I apTin2.docx i\Zl
Label changes with | | Label changes with |c::p on

5
-

| << Less | QK || Cancel |

Comparison settings
| Insertions and deletions Tables

Moyes Headers and footers
Comments Footnotes and endnotes
Formatting Textboxes

Case changes Fields

White space

Show changes
Show changes at: Show changes in:
() Character level ) Original document
@ Word level D Revised document
@ New document

Dinh dang nhu trén rdi bim OK
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Revisions v X

Vv 4REVISIONS

cop con Deleted i
“Lam sao dé c6 the
tha th¢ va yéu
thuong moi nguo1?”
Nhimg diéu nay dé
hon ching ta tuong
rat nhiéu.

cop con Inserted

Néu ta dang
mang mot tang da
20kg trén lung, ta sé
khong hoi ta c6 nén
vét tang da nay di
khéng. Ta s& vit
tang da d6 ngay tirc
thi

cop con Deleted
nguol

cop con Inserted

nguoi

Q

Compared Document

I 34 c6-tha tha this va véu thuone i

Nhimo didu nay da hon chine ta tyone rat nhiey

Néu ta dang mang mét tang da 20kg trén lung. ta sé khong hoi ta c6 nén vat tang

d4 nay di khong. Ta sé vat tang d4 d6 ngay tirc thi

Viée gitr t6i 161 ctia asudingudi khac trong 1ong minh ciing ching khac gi mang
tang d4 trén lung. Chuing ta thuong 1dm twéng rang khi minh tha thi cho ngudi khéc la
minh c6 10ng tét, minh 1am on 1am phic cho ho, vi ho di ¢6 15i d6i v6i minh va minh
tha thirho. Suthat 12 khi minh tha thi cho ngudi khac, ¢6 thé ching an nhap gi dén ngudi
minh tha thi, vi thudng 1a ho dang & dau d6 rit xa va ching biét 1a minh da tha thi ho.
Nhung tha thi cho ngudi khéc thi minh da gitp chinh minh rit nhiéu, vi minh da vét di
tang da 20kg minh dang mang trén lung.

Ngay nay tat ca ching ta déu biét 1a hon gian thi ghét 1am hai dén sic khoe tinh
than va thé chit cua minh. Hon gidn thi ghét ndm trong long minh nhiéu thang nhiéu
nam, tao stress thuong truc, 24 tiéng mot ngay khong nghi, di minh c6 nhé dén chuyén
hon gidn thi ghét 46 hay khong. Stress thuong truc d6 gop phin lam minh cang thing
thuodng tryc, 1am yéu hé mién nhiém, tang kha nang bénh hoan vé tim, duong tiéu hoa,
46t quy va céc bénh hiém nghéo khac. Va lam con ngudi cia chinh minh trg thanh kho
yéu hon vi nang lye tiéu cuc bao boc quanh minh.

Moi ngudi ching ta c6 mot “ving hao quang” hay con goi la “ving nang lwong”
quanh ta, nhwla céc tranh anh nguoi ta thuong vé cac vi than thanh. D6 diéu ma cac nha

Gido trinh Office 2013 ndng cao

Original Document (TapTin1.docx - cop con)

“Lam sao dé c6 thé tha thir va yéu thuong moi ngudi?

Nhimg diéu nay dé& hon chiing ta twong rit nhiéu.

Viéc gitr toi 161 ciia nguoi khac trong 1ong minh
ciing ching khéc gi mang tang da trén lung. Ching ta
thuong 14m tuong ring khi minh tha thi cho ngudi khac
1a minh c6 long tét, minh lam on 1am phic cho ho, vi
ho d3 c6 16i d6i v6i minh va minh tha thi ho. Su thit
1a khi minh tha thi cho ngudi khac, c6 thé ching an

Revised Document (TapTin2.docx - cop con)

Néu ta dang mang mét tang d4 20kg trén lung, ta
s& khong hoi ta c6 nén vét tang dd nay di khong. Ta s&
vit tang da d6 ngay tic thi

Viéc gitr toi 161 ctia nguodi khac trong 1ong minh
ciing ching khac gi mang ting d4 trén lung. Chung ta
thuong 1am tuwong rang khi minh tha thi cho ngudi khac
1a minh c6 long tét, minh lam on lam phic cho ho, vi
ho d4 c6 18i d6i v6i minh v minh tha thi ho. Sy thit
1a khi minh tha thi cho ngudi khéc, ¢6 thé chang an

SR PY Ceadedledlo Ladea it

A

A
9

Hinh 1.81 — Man hinh so sanh 2 tap tin
- O ¢ bén trai man hinh: Cho ta biét lich st thay d6i & tap tin chinh.

- O ¢ gitra man hinh: Cho ta biét qua trinh tron dit lidu gitra 2 tap tin

- O bén phai man hinh: Cho ta biét ndi dung cua tap tin gbc va tap tin thay doi.

- Buwéc 2 : Ta tién hanh két hop dir liéu nhu sau

Compared Document

£ PasteOptions:  1A0E mét tang da 20kg trén lung, ta sé
o 10ng Ta & vit tane da 46 neay tire thi

[

; : 01 cua agwesnowrot khae trong long mi
Accept Deletion = et

lung. Chiing ta thudmg 1m tuéng ring
I c6 1ong tot, minh 1am on lam phic ch
h tha thir ho. Swthat 1a khi minh tha th
| dén ngwdi minh tha thi, vi thuomg 1a
ninh d4 tha thi ho. Nhung tha thit cho

BEeject Deletion

¢ Irack Changes
‘% Hyperlink...
L7 Mew Comment

Boi den dir liéu danh diu 12 bi x6a & man hinh gitra: Bam chuot phai / chon Reject

Deletion. Ta c6 két qua nhu man hinh bén duéi:
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Compared Document x

“Lam sao dé co thé tha thit va yéu throng moi ngudi?”
Nhimg diéu nay dé hon ching ta twong rat nhiéu.

Néu ta dang mang mét tine d4 20ke trén lung_ta sé khéng hoi ta cd nén

vattan ¥ cut a 88 vt ting 43 46 npay tie thi
E[‘—“ Lopy aszynoroi khac trong long minh ciing chiang khéc
oiman 'O FesteOptions  thinota thuomg 14m tudng ring khi minh tha thit cho
ngwoi 1 0 1 tot, minh 1am on 1am phic cho ho, vi ho dé cé 161
d6i véi B e 1t ho. Swthat 14 khi minh tha thit cho ngudi khac, c,é'
thé chz " : nrdi minh tha thi, vi thudng 13 ho dang & ddu 4o rat
[ Reject Insertion o e
XaVac B Track Changes tha thi ho. Nhung tha thi cho nguoi khac thi minh
dagity ~ " iu, viminh da vit di tang d4 20kg minh dang mang
tran b &, Hyperlink...

A MNew Comment

mrrer e Ancarn a dn ke il 12 hAu nife thi ah&F TAen b A mln
Tiép tuc bdi den cac dong dir liéu danh diu 13 thém mdi: Bidm chudt phai / chon
Accept Insertion dé chap nhan thém méi dir liéu. Ta c6 két qua nhu hinh duéi:
Viéc gift toi 101 cia semsinsuoi khac tro
stangdatrénlung. € % cut
thic 1a minh c6 long gz copy

(L ES

minh va minhthatt < Paste Options: 1
ng in nhip gi dén n; < ]
hang biét 1a minh d2 O t
) chinh minh rét nhi, [ Accept Change

1g. =] Reject Change

LE:"' Track Changes
Ngay nay tit ca chi " t
Hyperlink...
nih thén va thé chit & et ]

Mew Comment

hang nhiéu nam, tac L

Boi den chitr danh diu thay doi (sai chinh ta): BAm chudt phai/ chon Accept Change dé
chap nhan su thay doi. Vay ta dd két hop xong cac phién ban, tién hanh luu tai liéu va két
thuc.

1.3.2. Tao mét trang tai li€u tham khao
Phan nay nguoi hoc sé dugc lam cach tao cac trich dan (citation) va céc tai liéu tham

khao (Bibliography) ma Word cung cép sin. Cac chirc ning nay rit quan trong dic biét khi
lam béo cdo, tiéu luan, luan van; thuong cudi mdi tai liéu ta phai 1am trich dan va tham khdo,
ta thuong 1am cau tha va khong dung chudn. Chirc ning nay s& giup ngudi soan thao 1am
dung chuan va giam thiéu thoi gian.
£ Cic chuén trich din va ngudn tham khao
Ta can biét so qua mot s6 chuan trich dan va ngudn tham khao, hién nay c6 nhiéu

chuan khéc nhau dugc sir dung trén thé gidi tiy theo quy dinh ctia mot tap thé, to chirc nao
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d6. Vi du: APA (American Psychology Association), IEEE Citation Reference, MLA
(Modern Language Association)...
Gia str viét theo chuan APA thi:

- Doi véi tai lidu trich din: Sau moi doan trich dan 1a ho cua tac gia, nim xuat

ban cua tai lidu trich din va trj vi trang (néu c6). (Vi du Nguyén, 2013, Tr.13).

- Doi voi nguon tham khao: Tuy theo loai tai li€u s€ c¢6 cach viét khac nhau, cu

thé:

- Bao, tap chi: Ho tén tac gia. (ngdy thang/nim xuit ban). Tén bai bao. Tén tap

chi, vi tri trang.

- Tap chi khoa hoc chuyén nghanh: ho tén tac gid. (ndm xuat ban). Tén bai

nghién ctru. Tén tap chi khoa hoc, vi tri trang.

- Tai li¢u sach: Ho tén tic gia, (nim xuat ban). Tén sach. Noi xut ban (thanh

phd): Nha xuét ban.

- Tai liéu tir internet: Ho tén tac gid. (ngay/thang/nam dang bai). Tén trang.

Ngay/thang/nam truy nhan thong tin, tén Website: URL

+ Thém méi ngudn tham khio

Trude tién ta phai thém duoc tdp ngudn tham khao

s¢ dugc st dung trong tai li¢u. Ta vao tab References / chon

Insert Citation (trong nhom Iénh Citations & Bibliography)/

chon Add New Source...
Hop  thoai
Create Source xuét hién,
ta nhap thong tin nhu tham
khao rdi nhdn OK. Dé
nhdp thém cac thong tin
chi tiét khic ta tick vao
“Show All Bibliography
Fields”
- Tuy theo loai tai

liéu ma cac thong

Edit Source

REFEREMNCES

‘__,'-"-i =1 Manage Sources

Insert g o
Citation = & [ Bibliography =

25 Add New Source...

[ Add New Placeholder...

MAILINGS

ERstyle |aPA  ~

I

Type of Source v

Bibliography Fields for APA
Author |Tran, Duy Thanh; Pham, Thi Xudn Digu
[] corporate Author
Title |Gido trinh Tin hoc B
Year 2013
City |Bién Hoa
Publisher | Trugng dai hoc Cong nghé Bang Nai
|:| Show All Bibliography Fields

Tag name
Tra13

language | Default

Edit

Cancel

L

tin phai nhap co6 thé khac nhau.

- Bdi véi tén tac gia (Author) chiing ta nhap theo ct phép: ho, dém tén.

- Néu tai li€u 1a cia nhom tac gia chung ta danh dau chon vao muc: Corporate

Author.
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4 Hié¢u chinh ngudn tham khio

Dé thay d6i thong tin ngudn tham khao di tao
T | REFERENCES | MAILINGS

B @Manage Sources
E@style: |APA -~

trude do, ta chon Manage Sources ké bén Insert Citation dé mo

man hinh Source Manager.

Inseit .~
Citation - £ [ Bibliography -
- Man hinh Source Manager Citations & Bibliography

Man hinh nay cho phép ta tim kiém, sip xép theo thong tin mong mudn va thuc hién

mot sO chire nang liét ké bén dudi:

Source Manager 2
Search: Sort by Author W
Sources available in:
: Browse.., s
Master List Current List
ng: Cau T % Copy -> ¥ Nguyén, Van Hung; Cdu Truc dir ligu & gidi thuat (2013)
B0, Cong Thanh; Bao mat hé thdng thong tin. (2013) ¥ B0, Cong Thanh; Bao mat hé thdng thong tin. (2013)
Tran, Duy Thanh, Pham, Thi Xudn Diéu; Gido trinh Tin hoc B (2013) Delete ¥ Tran, Duy Thanh, Pham, Thi Xuin Diéu; Gida trinh Tin hoc B (2013)
Edit...
New...
v cited source
? placeholder source
Preview [APA}):
Citation: (Mguy®n, VAn Hing, 2013) ~

Bibliography Entry:
Nguyén, Van Hung. (2013). Cdu Tric dif liéu & gidi thudt. TP. HCM: Trwéing dai hoc Céng nghé Bbng Nai.

Close

- Copy: Sao chép ngudn tham khao.
- Delete: X6a ngudn tham khao.
- Edit: Hi¢u chinh ngudn tham khao.

- New: Thém ngudn tham khao méi.

l;“'ﬂI‘\c’lamagESources D [ Insert Tab
R style: | iSER80Y = = pdat

Lk

+ Sir dung nguon tham Khéo va trich dan BrReian.
N Z . , sl o o rD‘ 1on
Sau khi da tao xong nguon tham khao, ta tién hanh st | - i
4 7 A < A A R . eV GB7714
dung chung. Trudc tién ta thiet 1ap kiéu dinh dang trong Style nhu .. . e
hinh bén (tiy vao muc dich ctia nguoi st dung), ing vé1 moi ki€u ’g"m‘j;; S
khac nhau thi cach thé hién trong tai liéu s& khac nhau. daylam |

dé cdp | 5

D¢ thém trich dan, ta vao Insert Citation/ chon danh sach nlané !
2006
ma ta da tao lac trudc dé thém trich dan. SR
»an hoe 150 690 - Numerical Reference
IILh, khi 1987
R TITY
% CO_ aat Seventh Edition
&t Nam, g 519,

Ty

udng 13 2003
Mg dé Turabian

T e
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REFEREMCES MAILINGS REVIEW

E ,":ﬁ'l,l'\-’lanage Scuulrces . @ E=l
_— 11

EE style 150690 - - |
Insert iy Y Insert

Citation ~ € Bibliography Caption Eae
MNguyén, Vin Hing I
C&u Tric dir liéu & gidi thuat, (2013)

Tran, Duy Thanh, Pham, Thi Xuin Diéu
Gigo trinh Tin hoc B, (2013)

D&, Cong Thanh t
Bao mat hé théng théng tin,, (2013) i

CE] Add Mew Source...
E? Add Mew Placehalder..,

Vi du: “Pay la gido trinh tin hoc B” (Tran, va nhiing tac gia khac, 2013).

Dé thém tai liéu tham khéo, ta bam chon Bibliography/ chon Insert Bibliography:

Két qua:

&/ @‘,,Manage Sources |_’—] [ Insert Table of Figures 'EE—I
e ER style: 150690 - - | |in = =
nse| . nse| ar

Citation » [ Bibliography - Captian E|_:| Cross-reference Entry

Citatic. Built-In

Update Table

Bibliography
(Ngu
i Bibliography
Tat t Chen, Jacky. 2003, Citations and References. New York @ Contoso Press, 2003,
sa.ng Haas, Jonathan, 2005, Creating a Formal Publicatien. Boston | Proseware, Inc.,
2005,
Thure
sach References
duoc
{r, k_ié References
= Chen, Jacky. 2003, Citations and References. New York : Contoso Press, 2003,

Kramer, James Duvid. 2006, How fo Wrife Bihliographies. Chicago © Adventure

Hans, Jonathan, 2005, Creating a Farmal Publication. Boston | Proseware, Inc.,
2005,

Ci'lC 1 Kramcer, James David. 2006, low o Wrire Bibliographies. Chicago © Adventure

ban 1 Waorks Cited

chan Works Cited
la V1 Chen, Jacky, 2003, Citations and References. New York © Contoso Press, 2003,

trai ¢ Hus, Jonathan, 2005, Creating a Formal Publication. Boston | Proseware, Inc,,
7 2005,

ra du
Kramer, James David. 2006, [fow to Wrire Bibliographies. Chicago © Adventure

ciin

& Ey Insert Bibliography
e 1

D6, Cong Thanh. 2013. Bdo mdt hé théng théng tin. TP. HCM

B

: Treong dai hoc

Cong nghé Dong Nai, 2013.

Nguyeén, Van Hung. 2013. Cdu Triic dit liéu & giai thudt. TP. HCM : Truong dai hoc

Cong nghé Dong Nai, 2013.

Tran, Duy Thanh and Pham, Thi Xuan Diéu. 2013. Gido trinh Tin hoc B. Bién

Hoa : Treong dai hoc Cong nghé Pong Nai, 2013.
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Chu ¥ 1a muc Current list trong man hinh Soure Manager s& hién thi diy du & day
(cho du ta c6 sir dung hay khong).
+ Tao ghi chi — FootNote, EndNote
Ngoai ra Word con hd trg chirc ning FootNote (tao ghi chi ¢ cudi trang), chiic ning
nay ciing rat 1a hiru dung trong qua trinh 1am béo cao, tiéu luan, luan van.

Vi du: Nhin dinh dang trong tai liéu duéi day:

| P S

LT

Nude CHXHCN! Viét Nam
Cong ty TNHH?

Treomg DPHCNDN?

| Nwde Céng Hoa Xi Héi ChiNghia Viet Nam
? Céng Ty TrachNhiém Hifu Han
? Dai Hoc Céng Nghé Déng Nai

Mau tao ghi cha FootNote (rit thudng xuyén dugc sir dung)
Pé 1am dugc nhu trén, ta tién hanh:

- Buwéc 1: Di chuyén con tré vin ban vao vi tri cum 1 Iﬁ-] Insert Endnote
tir bat ky can tao ghi ch. AE! Next Footnote -
- Buwdc 2: Vao tab References / chon Insert Footnote Insert
Footnote

(dé hiéu chinh nang cao ta c6 thé bAm chudt vao hinh
. . ] ) Footnotes F
miii tén & goc phai dudi cung ciia nhom 1énh Footnotes).
- Bude 3: Word s& di chuyén con tré vin ban xuéng cudi trang va cho phép ta nhap ghi
cha (xem hinh trén).

Chii y: Chuc ning nay duoc st dung rat nhiéu va rat théng dung trong qua trinh lam
béao cdo, tiéu luan, luan vin tot nghiép. Ta khong can thiét phai hiéu chinh nang cao vi ddy la
chuin duoc st dung nhiéu nhét.

1.3.3. Tao bang tac gia trong tai liéu

Phan nay s€ ndi vé cach tao bang danh sach céac Er & Insert Table of Authorities

tai liéu tham khio dya vao cac trich dan da ndé1 & phan 5
Citation
Table of Authorities

trudce. Trudce tién ta chén danh sach tham khao vao tai li€éu
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trudc, sau do boi den tung dong tham khao, roi tao “Mark Citation” (vao tab
References/chon Mark Citation trong nhém Table of Authorities nhu hinh trén)

<% Man hinh Mark Citation
Tai man hinh nay ta bAm Mark dé thiét 1ap danh dau. Tuong tu 13p cho hét cac danh sach
tham khao trong tai li¢u

Selected text:

D5, Cang Thanh. 2013. Bao mét hé thing | | Next Citation |
théng tin. TP. HCM : Trrémg daihoe i

Céng nghé Déng Nai, 2013 w

Category: :Cases

vl -
— | MarkAll

Shart citation:

|n Hoa: Trudng dai hoc Cong nghe Bong Mai, 2013, L A -
Thi Xudn Didu, 2013,

Long citation:

Tran, Duy Thanh and Pham, Thi Xuin Digu. -

2013. Gido trinkh Tin hoe B. Bién Hoa : Troomg | | Close

Sau d6 bAm “Insert Table of Authorities”

|_Index | Table of Contents = Table of Figures |:

Print Preview Category:
A All 7
s
Statutes
1 < Other Authorities
Baldwin v. Alberti, ik
58 Wn. 2d 243 (1961)5, 6 Treatises
Regulations
Constitutional Provisions
Dravo Corn. v. Metro v 8 U

Use passim
Keep original formatting

Tab leader: e W

Formats: From template |¥

| Mark Gitation... | | Modify... |

Bim OK dé chén bang danh sach tham khao:

Cases

Po6, Cong Thanh. 2013. Bdo mdt hé thong théng tin. TP. HCM : Truong dai hoc

Cong nghé Dong Nai, 2013, e 2
Nguyén, Vin Hiing. 2013. Cdu Triic dit liéu & gidi thudt. TP. HCM : Trudng dai hoe

Cong nghé Dong Nai, 2013, e )
Trin, Duy Thanh and Pham, Thi Xuan Diéu. 2013. Gido trinh Tin hoc B. Bién

Hoa : Truong dai hoc Cong nghé Péng Nai, 2013 ... g
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1.3.4. Tao bang chi muc cho tai li¢u

Chirc nang nay rat quan trong, dung dé tao muc luc cho bai bao cdo, ti€u luan, luan van. Vi

du ta can tao bang chi muc cho dé cuwong chi tiét du6i day:

A CMICROSOEIWORD: ..o 4
I.  Biang, chia cdt vi trinh DAY trang.....occecrrccrrrr e s 4

b i Sehitmoibamps i i S 4

2 BeiehB BRI, o 5

3. THEEE & DANE oo 7

HE  Stylelectibtistdtishdhlhlibdilbtiditititbtbehdbdbtbibtitbdbdi bbbttt it 10
E BHAV TSN oo imn e imes oo e o some oo boss cossoss suss ot o wem e s sy s s o s e e e e 10

2 O ithao e e SR e b 10

B e T e o B R P B 12

L - ] et cioe s o aoeinst e o R ks e s R e A s o e e e 13
L A T 13

2. Taotdp tin VAN T oo 14

B. MICROSOFT EXCEL e e e 19
L M6t 56 BAM FOME EXCEL..n e eememscssses s ssasessssmsesssmsmsssssssssassssasasasenssmsmneas 19

1 Eaeham thonm dunme o\ o sl sl sbmle slamle sla e sl e sl sl b sl el sl vl sl erla s el sl b s 15
RS R ARG L e 19

B e e Y T T T L 15
L o L P S RS 20

I: ThastictrémCSDIe e oo ve oo e e i e ) 22
T L ) SRS 22

L Tl a0 U 73

B el i DI oo e e e ek ik ot 23
B G IHRERIIEL oo e e s 32
Lz GatineniIntermet: e oo b do bl ban b e e e e e 33
B Métsi Eisiailmescscescssaessnesssssasesspaes v s s p s s u s s 1
III. Cac dich vu thong dung trén Internet ... s s 34
TV. Dich v D00 OMIINE et sssssssssnmssssssssssssssssssssssesessssmssmsss 40

Sau day 1a cac budce tién hanh dé tao muc luc tu dong cho dé cuong chi tiét:

- Bude 1: Tién hanh nhap dé cuong (hoan toan khong c6 bat ky dinh dang nao ca, nhap

tur trén xuong dudi) nhu sau:
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Microsoft word

Bang, chia cot va trinh bay trang
Cach tao bang

Hiéu chinh bang

Thiét ké bang

Style

Khai niém

Cac thao tac trén style
Tao bang muc lue
Template

Khai niém

Tao tap tin mau mdi
Microsoft excel

Mét sd ham trong excel
Cac ham thong dung
Céc ham xt¢ 1 chudi
Cac ham ngay gio

Cac ham tim kiém
Thao tac trén csdl

Khai niém vé esdl

Cac ham csdl

Cac lénh xw 1y dir liéu
Str dung internet

Gidi thiéu internet

M6t s6 khai niém

Cac dich vu thong dung trén internet
Dich vu office online

(Khi ta lam dé cwong chi tiét cho tiéu luan ciing nhap twong tw nhu trén)
- Bwéc 2: Xac dinh xem dé cuong c6 bao nhiéu cip (dwa vao tab thut diu dong), trong
truong hop nay thi ta xac dinh duoc dé cuong trén c6 3 cap. Word cho chiing ta lam t6i da
12 9 cap, nhung thudng thi khi 1am luan vin, bao céo...Ta nén lam tdi da 1a 4 cap dé tai liéu

khong bi roi. Sat 1€ giay bén trai 1a cap 1, moi lan tang tab -
* ibcet  4aBbCei AaBhCri
biitle  Subtle Em... £ 1-MOcUasS Style

1én 1 thi c4p ting 1én theo ti 1¢ thuan (n cép thi c6 n-1 tab).

5 Styles v X
Cap 1 - Clear All
:
—+ Cap 2 No Spacing T
I Heading 1 13
+ =+ Cap3 s
" Title 12
5 Subtitle 1a
™ ™ ™ Cap 4 Subtle Emphasis a
A Emphasis a
+ o+ =+ =+ (a5
: Strong a
-+ -+ -+ -+ -+ Ca_p f Quote 1
. Intense Quote 13
= Subtle Reference a
_. _. _. _.‘ _.‘ _.‘ Ca-p ? Intense Reference a
1 Book Title a
+ + + + + + + CEL[J 3 Lt parraih .
: 2. Tao méi Style
+ o+ o+ 4+ o+ o+ o+ =+ (a9 ’ e —
Disable Linked Styles

-'2,4 4—;, /?; Options

Buéc 3: Bé cuong c6 bao nhiéu cép thi tién hanh
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lam tung do Style, tc 1a trong truong hop nay ta tao 3 style (cach tao Style da duoc néi
trong phan thiét 14p Font chir va doan vin ning cao).

- Tao style cho cép 1 (chit hoa, in dam)

- Tao style cho cip 2 (chir thuong, in ddm)

- Tao style cho cip 3 (chir thuong)

Tai liéu s& hudng dan tao style cho cép 1, cac cip khac lap lai twong ty. Ta vao phan m&

rong cua Style trong nhom 1énh Styles ctia tab Home, bAm tao méi Style (xem hinh bén):

SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE
TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT
SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE
TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT
SAMPLE TEXT SAMPLE TEXT SAMPLE TEXT

Font: (Default) Times MNew Roman, 13 pt, Bold, All caps, Style: Automatically update, Quick Style
Based on: Normal

[¥] add to Quick Style list  [V] Automatically update

@ Only in this document  (©) New documents based on this template

s ox

] | Cancel

( : - (2 N A . ..
Create New Style from Formatting \ LX) Name: Dat tén mang tlnh go,l nhU,
Properties ,

MName: stylecuacap ] \2! du Stylecuacapl

Style type: Paragraph IZ|

Style based on: T Normal |Z| . e . .

Style for following paragraph: | ¥ stylecuacapi IZ| Formattlng: Tlen hanh dlnh d@-ng
Femtios cho ding vi yéu cau (Nut Format

Times Mew Roman E[ 13 |Z| @ V| Autom;h’c E . .

- — ¢ goc trai bén dudi man hinh cho
= = = I — s is e e

phép ching ta dinh dang chi tiét)

Tick vao Automatcally Update dé
tai liéu tu dong cap nhat khi cé sy

thay d6i dinh dang.

- Buwéc 4: Gan Style va cép. Vao tab View/chon Outline dé m¢ tai liéu & ché do

Outlining

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

~ i | R
| | I:I ) [=] Outline Ruler Q [L\_) [l one Page DE E

; &[] Draft Gridlines £ EIE Multiple Pages :
Read Print Web o foom 100% ] Mew Arrange Split
Mode Layout Layout Navigation Pane ‘B PageWidth | window Al
Wiews Show Zoom
L 1|j2<||1|2|3
Microsoft word

Bang, chia c6t va trinh bay trang
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Chu ¥ 1a sau khi gan Style va cip xong thi phai thoat khoi ché do man hinh nay bang

cach bam vao nut “Close Outline View” ¢ goc trén bén phai man hinh.

m OUTLINI | HOME  INSERT | DESIGM PAGELA REFEREM MAILING REVIEW VIEW DEVELOP Foxit Pl

- ®- g w -
& & |Level2 = 3 3 DA E E

¥| Show Text Formatting

a v |Levell Show Callapse Close
Level 2 Show First Line Only Document Subdocuments | Outline View
Level 3 Cutline Tools N ’ -
@ ]leveld [ WORD Styles v X
Level 3 “hia c6t va trinh bay trang _
Level B Cach ta.D bang Stylecuacap T
Level 7 H1éu chinh bﬂﬂg I Stylecuacap? 1T|
Level 8 I'hiét ké bﬂ.t’lg Stylecuacap3 T
Level & Mo Spacing T
Body Text Khai niém Heading 1 a
= Cic thao tac trén Style Heading 2 1a
= Tao bang muc luc Title 3
+ Template Subtitle E
= Khai niém Subtle Emphasis a
© Tao tap tin miu mdi Emphasis a
# MICROSOFT EXCEL Intense Emphasis a
+ Mot s6 ham trong Excel Strong 5
(= Cac ham thong dung it 1a
— Céc ham xw 1y chudi i nee St 5
_ Cac ham ﬂgé}' g.lU Subtle Reference a
= Cac ham tim kiem Intense Reference a
® Thi? tac trén & sdl g Book Title a
= Khai niém vé csdl | Gk s =

= Cac ham csdl

; Cac léﬂh X 1}'-' dir liéu || Show Preview
# SU DUNG INTERNET Disable Linked Styles
(= Gidi thiéu internet S T
= Mét s6 khai niém Sy ) | Qe

(=1 Mar dich v thana duna fran intarnat

4

PAGE1OF1 440F108WORDS %5

Hinh 1.82 — Man hinh Outlining dé gan style va cap

Tai budc 4 nay ta lam dung theo trinh tu nhu dudi day:

Boi den toan bd cac dong cung cap (cac dong khac cap khong boi), dé phim Ctrl va
dung chudt boi tir phai qua trai (vi ta chua quen cach boi, néu boi tir trai qua phai rat
d& bi mat dir liéu).

Sau d6 bam chon Style (theo dung tén dit mang tinh goi nhé trong man hinh Style, vi
du ta boi cap 2 thi chon stylecuacap?2)

Tiép theo chon ding cip trong muc Outline Tools (xem danh sach x4 xudng), theo vi
du nay thi ta phai chon Level 2.

Nhu vy ta c6 3 cap thi phai lam 1an luot 3 1an nhu vay: Hét cap 1, cap 2 roi téi cap 3.
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- Sau khi gan xong thi nhé bAm nat “Close Outline View”.
Bude 5: Thiét 1ap da cép cho tai li¢u. Vao muc Define New Multilevel List... trong nhom

1énh Paragraph cta tab Home:

ey IS SR AaBbCcl AAB!

All =

List Library

T3
'OSOFTYV  Mone =

chia cot v.

a0 bang _ : .
Define Mew Multilevel List...
hinh bang Define Mew List Style...

Man hinh Define new Multilevel list hién thi ra nhu bén duéi (ta bdm nut
“More>>" d¢ hién thi chi tiét, bAm nut “<<Less” dé hién thi don gian. O day ta can bam vao

nat “More>>")

Define new Multilevel list 2

Click level to modify: Apply changes to:

12 A-I:‘EMECH&ED‘ Current paragraph

3 Stylecuzcap?

1. Stylecuacapl Link level to style:

5 | Stylecuacap3 W

3 (1)

T [a} Level to show in gallery:

8 .

g |:|}1 Level 1 v

a. ListMum field list name:
i
Mumber format

Enter formatting for number: Startat: |4 =

L Font.., [#] Restart list after:

HNumber style for this level: Include level number from: Level 2 v

1023 kd & D Legal style numbering

Position

MNumber alignment: || o5 .v Aligned at: g5 : Follow number with:

Text indent at 0.75° 2] | setror an Leves.. 1B chararter ¥
[] Add tab stop at:

<< Less oK Cancel

- Muc cép tir 1 t6i 9: Chon tudn ty timg cdp dé dinh dang.
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Muc danh sach Number style for this level: Chon dung kiéu dinh dang danh s6 muc
luc (vi du cép 1 thi chon A,B,C..; cép 2 thi chon LILIIL...; cép 3 thi chon 1,2,3...).
Muc Link level to style: Gan dung tén style cho dung cap (vi du level 1 thi chon
stylecuacapl, level 2 thi chon stylecuacap?2...).

Céc thong sd khac khéng phai hiéu chinh, sau d6 bdm nut OK dé tao da cip cho tai
liéu.

Két qua sau khi tao da cép:

A. MICROSOFT “'ORDl
I. Bang, chia cdt va trinh bay trang
1. Cach tao bang
2. Hiéuchinhbang
3. Thiét ké bang
II1. Style
1. Khainiém
Céc thao tac trén style
Tao bang mue lue
III. Template
1. Khainiém
2. Tao tdp tin miu méi
B. MICROSOFT EXCEL
L. Mat s6 ham trong excel
1. Cac ham théng dung
2. Céc ham xi 1§ chudi
3. Cac ham ngay gi¢
4. Céc ham tim kiém
II. Thao téc trén csdl
1. Khdiniém vé csdl
2. Céc ham ecsdl
3. Cac lénhxu 1y di liéu
C. SU DUNG INTERNET
I. Gi6i thiéu internet
IL. Mbt sb khai niém
III. Cic dich vu théng dung trén internet
IV.Dich vu office online

[VER o]

Bude 6: Tién hanh tao muc luc tu dong (bang chi muc ty dong). O day ta can hiéu rd

1a trong mot tai liéu thi chi c6 mot bang muc luc ma thdi, bang nay co thé dugce dé & dau moi

tai liéu hodac dé & cudi moi tai liu (ban c6 thé xem tham khao mot s6 sach giao khoa, co

cuon dé muc luc dang trudc cudn sach, cd cudn dé muc luc dang sau cudn sach). Ta biét rang

khi tao muc luc thi né phai nam riéng tai mot trang (khong nam lan vao ph'?ln ndi dung):

Tao muc lyc & dang trude cudn sach: Di chuyén con tré vin ban vao dong dau tién
clia bang da cip & trén, rdi gd t6 hop phim Ctrl + Enter, phan da cip (ndi dung) s& bi
day xubng trang sd 2, trang 1 ta dung 1am muc lyc (ta thdy tao muc lyc nim & bén trén
chir Page Break).

Tao muyc lyc ¢ dang sau cudn sach: Di chuyén con tré vin ban vao ky tu cudi cing
ctia dong cudi trong bang da cip & trén, 10i gd to hop phim Ctrl + Enter, phan da cép
(ndi dung) s€ & bén trén, trang lam muc luc s€ tao thém & dudi cung (ta tao muc luc
nim & bén dudi chir Page Break).

Dé hién thi Page Break, phian dau tai liéu c6 huéng dan st dung biéu tuong
Show/Hide.
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Tai liéu nay s& huéng dan cach tao muc luc déng trude cudn sach, truong hop con lai
lam tuong ty. Nhu vay sau khi dat dung vi tri con tré van ban (¢ bén trén chir Page Break),
Ta vao tab References/ chon Table of Contens/chon Custom Table of Contents.. (xem
hinh):

m HOME INSERT DESIGN PAGE LAYOUT REFERENCES

! Tﬁﬁdd Text~ 1 I_ﬁ‘lInsertEndm:ltn: :‘—| @',.Manag
| ! Update Table AE! Next Footnote - — R style
Table of DT F Insert i B Insert 2 ty _
Contents = Footnote [= >how Notes Citation - £ Bibliog
l Built-1n ions & Biblio

Automatic Table 1 TR

i 3. Ca
Contents
Heading | ... E =
T DUNI
Heading 2 " sSUD =
D e e e e B
i 1. Gigit
3 ot s
Automatic Table 2 BE. Mets
- - IIL
able of Contents
Heading 1 ... »
Heading 2 N.D!C.h A
Heading 3
& More Tables of Contents from Office.com 3

Custom Table of Contents...

|

% Remove Table of Contents

Hinh 1.83 — Tao bang chi muc

Table of Figures = Table of Authorities

Print Preview Web Preview
Heading 3 v.ccvoccimsiasuossss 1|» | |Heading 1 ~
Heading 2 .cccociisvinisns 3 Heading 2
Heading 3................. 5 Heading 3
W W

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: ... W
General

Formats: From template L

Show levels: 3 )

Options... Maodify...

OK Cancel

Bam chon Options dé hién thi bang Table of Contents Options nhu bén dudi:
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Table of Contents Options l T | S
Build table of contents from:
[¥] Styles
Available styles: TOC level:

Heading 9
List Paragraph
Normal
¥ stylecuacapl 1
¥ stylecuacap2 2
~  stylecuacap3 3 Lo

COutiine levels

["| Table entry fields

F [ OK. |l Cancel I

Tai muc TOC level, ta x6a toan bo nhiing gia tri co san cua céc styles di, sau d6 nhap

A

theo dung thir tu tir s6 1 cho téi s6 3 vao stylecuacapl, stylecuacap?2, stylecuacap3, tiép tuc

bam cac nit OK dé tao bang chi muc, xem két qua:

A TN oo WO o e e e e 2

I.  Bang, chia cét va trinh bay trang Catibrift- |11 - A" A IE & 2

1 Cachtao BANE.....ccerrenrrrnnnrernns B 7 g Ew.A- ¥ 2

2 Higu chinh BANG.......ovvemssmsnsssmmmmsss s 2

3, ThiBt K& DANG.....eerecsnsnsinaisnss 2

B B e e 2

1. T 1 ————————— 43, Paste Options: 2

2, CAc thao tac trén style...onnns - 2

3. Tao bang muc c... coieniens 3 Update Field 2

111 Tamplata Edit Field... 2

1 Khai niém Toggle Field Codes 3

2 T20 tap tin MAU MG.uvvussesssrnens B |30 2

B. Microsoft excel..........cooooooiiiiiiiin. EI i e P
:= Bullet k

L Métsé ham trong excel .mumeeen = ;]” '; 2
‘I= _I..II'I'I E'I'Il'lg L]

e Cac ham thong dung...ccseens A sties " 2

- o P S SR e ey -

Hinh 1.84 — Két qua tao muc luc tu dong
Nhu vay ta dugc két qua la: Bang muc luc s€ duoc tu dong tao ra va nam & trang )
1, con phan ndi dung (bang da cip) ndm & trang so 2. Tir day ta c6 thé nhap dir liéu cho phan
ndi dung. Phan muc luc s& duoc cap nhap béng thao tc: BAm chuot phai vao vi tri bat ky
trong muc luc/ chon Update Field (hinh 1.84):
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-
Update Table of Contents I.il-g—hl

Word is updating the table of contents. Select one of
the following options:

@ Lipdate page numbers only
() Update entire table

[ Ok ] ‘ Cancel |

b

- Update page numbers only: Cap nhit s6 trang cho bang muyc luc (khi nhdp dit

liu cho phan ndi dung thi sb trang sé& ting 1én, ta dung chirc nang nay dé dong bo sb trang
cho muc luc).

- Update entire table: Cap nhit tidu dé cho muc luc (thuong thi chi nén cap
nhat khi chua nhdp noi dung, vi bang dé cwong chi tiét phai dugc chip nhan 1a dung dén
trudc khi dugc nhap dir liéu).

Nhu vay ta da di qua sau bude dé tao dugc mdt muc luc cho tai liéu, ta can nim rd cach

tao Style, da cép dé c6 thé tao muc luc mot cach nhanh chéng va dé dang hon.

1.4. Thyc Hién Chirec Niang Tron Thw

Chuc ning tron thu 14 gi? Va tai sao ta nén biét chirc ning nay? La nhan vién vin
phong ta thuong phai thiét ké cac biéu mau (thu moi, thu ngo, phiéu thong bao, quang
c40...) va phai in 4n hodc guri email cho rt nhiéu khach hang, cac miu nay da phan 1a giéng
nhau toan bd vé hinh thire trinh bay ciing nhu ndi dung, chi khac nhau chit it vé& théng tin
khach hang. Danh sach khach hang thi cong ty (ta) da co sidn va duge thu thap tir 1au. Cau
hoi dit ra 1a ¢6 cach nao chi can thiét ké mot 1an biéu miu va co thé duoc nhan ban ra rat
nhiéu cac biéu miu khic twong Gmg voi théng tin cua khach hang mét cach chinh xac va
nhanh gon hay khong? B¢ 1a nhi€ém vu cua chic nang trén thu. Cu thé ta s& tim hiéu cac
chuc nang dudi day:

+ Thiét 1ap chirc ning tron thw

4+ Thuc hién chirc ning tron thw

4+ Tao mot thw tron sir dung tir danh sach ngoai
+ Tao nhén va bao thu

1.4.1. Thiét l1ap chirc ning tron thw
D¢ tién hanh lam chic nang tron thu thi ta phai c6: Biéu mau va danh sach

(dung dé d6 thong tin vao biéu mau khi tron thu). Nhu vay ta thiét ké biéu mAu that dep dé
dap ng nhu cau sir dung sau d6 ding chirc ning tron thu dé nhan ban cic biéu mau nay ra
theo dung véi sb lugng va thong tin trong danh sach (vay ta co 2 tap tin doc 1ap).

Vi du ta can 1am thiép méi theo mau sau (luu véi tén thumoi.docx):
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o

)

L& Tri An Khach Hang VIP

Kinh Giti ADN/CRI: oevvveceeeerenenennseseseesessssesesesesenes
0 1T V1)
SO AIfN thOAI: «eveverererreerererererereneresesesesesessssesesesesesesaene

L& tri an Iic 10h00 ngay 01-09-2013 tai khach san Sheraton Qudn 1

J

\_/

Danh sach khéch hang dé nhan ban thi€p moi (cod thé luu trong word, excel, access...

hodc nhap vao trong qua trinh tron thu):

Tén khach hang Dia chi S6 dién thoai
Nguyén Vin Hung Phong phu — Binh Chénh 0981131140
Tran Duy Thanh Phuong 5- GO Vap 0977777888
Pham Thi Xuan Diéu Kha van can-Tha Buc 0981234567
D6 Céng Thanh Phuong 1 — Quén Tan Binh | 0973224244
Nguyén Cam Huong Phuong 3 — GO Vap 0903335656

1.4.2. Thuc hién chirc nang tron thw
Phan nay gido trinh s€ hudng dan sau bude cu thé dé thuc hién chirc ning tron

thu (danh sach nhap trong qua trinh tron thu). O day ta quan sat luu biéu mau vao 6 dia voi

tén bat ky (vi du thumoi.docx):

"'f_‘j * 1 « Dong Mai » GiaoTrinhB ¢ MailMerge v O Search MailMerge 2
A = i " e
A Favoiites Mame Date modified Type
BT Desktop M= ThuMoi.docx 281272013 12:29...  Microsof
El H -G & [O = ThuMoi.doox - Ward e ?T @R - O X i

FILE HOM IMSE DESI PAGE REFE MAILI REVIE VIEW DEVE Fowt OFFI FORMAT copcon ~
L:)‘::'"I'"1"'I"'Z"'I"'3"'I'"4"'I"'5"'I"'5""“
li- : Lé Tri An Khach Hang VIP
Kinh G Anh/Chiz oo

v BiE O s s e
R (T | Y

| L2 tri 4n lGe 10h00 ngay 01-09-2013 tai khach san Sheraton Quin 1

PAGE1OF1 27WORDS B4
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- Buwdc 1: Mo tap tin thumoi.docx, vao tab Mailings/ Start Mail Merge / chon
Letters

E INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

& * '._ -- Riles
=] Ls&

. - et 3 % o5 Match Fields
Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merger Recipients » Recipient List | Merge Fields  Block  Line Field L& Update Labels
Letters Write & Insert Fields
2 E-mail Messages 'g"""'i"""'z"""'3"
P Erveeloner

- Budc 2: Vao Select Recipients/ chon Type New List...
E INSERT  DESIGN  PAGELAYOUT  REFERENCES = MAILINGS

Start Mail =~ Select Edit Highlight Address Greeting Insert Merg

Merge v Recipients® Recipient List | Merge Fields  Block Line Field
E Type a New List... Write & Insert Fields
(]  Use an Existing List... - g I S . M

Choose from Outlook Contacts...

Man hinh nhap danh sach xuét hién sau khi ta chon Type New List...:

Type recipient information in the table. To add more entries, click New Entry.
Title w | First Name w | Last Name w | Company Name w | Address Line 1w
[
< >
| Hew Entry | | Find... |
| Delete Entry | | Customize Columns... | | oK | | Cancel |

Ta vao Customize Columns... Dé hiéu chinh cot thong tin (thém, sura, x6a cdt) cho

theo dung v&i1 myc dich str dung:

- Nut Add...: D€ thém l’nf)t Cét moi. | Eield Names
, 2, A | Add.
- Nut Delete: B¢ x6a cot dang chon. First Name —=
Last Mame [ |
4 R 9 5 A | Delete |
- Nut Rename...: D€ chinh sira cot dang chon. o
, 2 . 2 B X R Address Line 2 | Rename... '
- Nut Move Up: Dé di chuyén thtr tu cta cot ||t
A A A ZIP Code
dang chon 1€n bén trén. Country or Region
. R Home Phone
- Nut Move Down: D€ di chuyén thir tw cta cOt ||| om e —
dang chon xudng bén dudi. [ Fse o |

ot |
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Vi du: Ta mudn thém mot cot méi tén 12 “Tén Khach Hang™:
e e Bim chudt vao nut “Add...”/ cua sé6 Add Field hién thi 1én
[Tén khach hangl ‘| nhu bén duéi, ta nhap thong tin rdi nhin nat OK dé thém cot

| OK | | Cancel [ méi. Tugng tu nhu vay ta dung céc thao tac Delete dé xoa cac

cot khong can thiét.

2 | X
Field Names
Tén khach hang | Add.. |
Bia chi — 4
54 dién thoai L Delete

i Cancel |

Hiéu chinh du 3 ¢t nhu trén ro61 nhan nat OK dé tré vé man hinh

Type recipient information in the table. To add more entries, click New Entry.
Tén khach hang w | Bia chi w | Bign thoai - I
= Nguyén Vin Hing Phong Phd - Binh Chanh 0831131140
|| Tran Duy Thanh Phugng 3 - Go Vap 0977777388
|| Pham Thi Xuan Digu Kha Van Can 0981234567
_| Bé Cidng Thanh Phuéng 1 - Quan Tan Binh 0973224244
2] 0803335656
i_&t_?u_u-Entrr | | Eind... [
i Delete Entry | | Customize Columns.., | | oK | L Cancel |
| i et i [l Sl et e = e | == ———— ]

Nhap thong tin khac hang theo nhu cau st dung.
- New Entry: Thém dong méi dé nhap dir liéu (ta c6 thé nhan phim Tab ¢ dong cudi
cung dé ty dong tao thém dong moi).
- Delete Entry: Xo6a dong dir 1iéu dang chon.
- Bam nat OK dé luu danh sach (nén luu cung chd véi tap tin thumei.docex dé dé quan
1y):
Tap tin dugc luu nay sé co dinh dang 1a Microsoft Access, ta xem man hinh chup
noi luu trir danh sach (duoéi .mdb):
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@ * T 1 « GiaoTrinhB » MailMerge v O Search MailMerge 2
{ ~ x s X
. Favorites MName Date modified Type
B Deskiop B ThuMoi.docx 28/12/201312:29..  Microsd
4 Downloads I&] DanhSach.mdb 28/12/2013 422 PM  Microsd
1::_'2 Recent places n}:ﬂ DanhSach.laccdb 28/12/2013 4:22 PM Microsdg

- Bwoc 3: Hiéu chinh danh sach (néu o), bam chon Edit Recipient List dé hiéu chinh:

SIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE FC
— SO L [ Rules- o M M|
“'_ o = QE Match Fields f__. ' Find Recipient s
Edit Highlight Address Greeting Insert Merge EViEW Finish 8t
*|Recipient List | Merge Fields Block __Line Field - L2 Update Labels | gecyite thfm Errors Merge~ |
Werge =5

Ty
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK,

[v | Ténkhach hing + | Bia chi

DanhSach.mdb Nguyén Van Hiing Phong Phii - Binh Chanh | 0981121140
DanhSach.mdb [V Tran Duy Thanh Phudng 5 - Ga Vip 0977777888
DanhSach.mdb [¥  Pham Thi Xudn Diéu Kha Van Cén 0981234567
DanhSach.mdb [¥  B& Céng Thanh Phuéing 1- Qudn Tan .. 0873224244
DanhSach.mdb [V Nguyén Thi Cdm Huong Phueing 3 - G Vip 0903335656

Data Source. Refine recipient list

DanhSach.mdb 2] sort.
¥ Eitter..

¥4 Eind duplicates...

[0 Find recipient...

D Validate addresses...

Man hinh cho phép hi€u chinh danh séch
Tai man hinh nay, mubn bo dong dir li¢u nao thi ta bdé Tick khéi dong dd, chirc nang
nay it dugc sir dung vi mic nhién danh sach nhap vao chinh 13 mong mudn nhan ban biéu
mau cla ngudi stir dung.
- Buéc 4: Chén dit liéu vao biéu mau, mudn chén dit liéu vao vi tri nao thi di chuyén
con trod van ban vao vj tri d6 trude, rdi vao Insert Merge Field / chon dung tén cot hién thi:

REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMC

[ Rules - @ M «f e ES

B Match Fields [ Find Recipient

Address Greeting Insert Merge = ) Preview Finish &t
{5 Block Line Field ~ L2 Update Labels | pacpuife Q Check for Errors Merge
Wirite & Ir Tén_khdch_hang Preview Results Finish
I%' Bia_chi e e
|| Diénthoai L

7 L& Tri An Khich Hang VIP

Kinh Giri Anh/Chi: ............... «Tén_khéch hang» ..........cccoeeeee.
Piachi: e A OB s

S6 dién thoai: .cccceeeeeceeeeereereenene®ién_thoain........
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- Buéc 5: Xem trude két qua, chon Preview Results:
REFEREMNCES | MAILINGS | REVIEW  VIEW  DEVELOPER  FoxitPDF  OFFICE REMOTE

2B B = [Eu PR

D% Match Fields Find Recij

Address Greeting Insert Merge . o Preview - Finish &

s Block Line Field = Update Labels | |pesyits| Lo Check for Errars Merge -

Write & Insert Fields Preview Results Finish
'5'1'! View Merged Data W

Plug info from your recipient list
into the merge fields to see how the

Lg Tri _J!iIl K finished document will lock,

Kinh Giri Anh/Chi: ... Ngu}’én Vin Hung .....eeeeeceaneeias
T Pia chi:.....ccoceeeeeeeeeeeoe...Phong Phi - Binh Chanh. ...
Soditn thentzs s TN ey

L& tri 4n lGe 10h00 ngay 01-09-2013 tai khach san Sheraton Quin 1

Dé di chuyén qua lai giita cac nhan ban cua biéu miu, ta bAm vao cac biéu tuong ké

bén nat PreView 4 4 4 » # Results:
- Budre 6: Két thic qua trinh tron thu, trong tab

Mailings ta chon ntit Finish & Merge: |_|2| 5

- Edit Individual Documents...: Xuat cac =
. 5 ~ Finish 8¢
nhan ban bi€u mau vao mot tap tin (moi dong dir lidu  pjerge -
s€ tao 1én mot bi€u mau nam ¢ 1 trang riéng bigt, trc 1a [y Edit Individual Documents...
néu ta ¢4 5 dong dir li€u thi s& ty dong tao ra 5 biéu ! Eﬂ-. Print Documents...
mau nam ¢ 5 trang khac nhau), tén médc dinh 1a [P Send Email Messages..
Lettersl1. '

Merge to New Document ?

Merge records

) Current record

) From: To

- All: Tron toan b danh sach.

- Current record: Tron dong dir li¢u hi¢n tai dang xem (& bude 5).

- From ... To : Tron danh sach tir vi tri X t&i vi tri Y (vi du From: 2, To: 4 thi
tron danh sach tir dong thir 2 té1 dong thir 4).

Bim OK dé xem két qua:
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@ d

FILE HOME INSERT DESIGN PAGELA REFEREN MAILING REVIEW VIEW DEVELOP Foxit PDF OFFICER FORMAT copcon ~

EE1 [IEH E,

Read = Print

Web

Mode Layout Layout

s

1 8 1 7 1 6 1S 1 41312110

PAGE 3 OF 5

7| [E] Outline | [V] Ruler q [ :_‘) [E] One Page 2 New Window [ :: ‘_
2 = praft Gridlines —E [0 Multiple Pages | [ Arrange All S )
Zoom 100% Switch Macros
Navigation Pane & Page Width =] Split Windows ~ -
Show Zoom Window Macros -~

LT e MR

¥y 0O s Letters1 - Word w ?2 B - 0O X

X 1 1 1 2031 4151 6 807 =

LTl RcA R

181 WORDS

Ta nén luu lai két qua cung chd véi danh sach va biéu mau (vi du: ketquatronthu.docx)

* MailMerge v G Search Maill
MName Dati
5 ThuMoi.doex 28/
=] KetQuaTronThu.docx 39/
[#]] DanhSach.mdb
—ﬂ MambhCank lammall 08

Vay cubi cuing ta c6 tong cong 1a 3 tap tin nhu hinh trén, tir day ta c6 thé in n, gui

email trong tip tin ketquatronthu.docx.

- Print Documents...: Dung dé in an két qua tron thu ra gidy truc tiép trong qué trinh

tron thu

-~

Merge to Printer

| B | | - All: In toan bd danh sach tron thu.

Print records

(71 Current record

7 Erom:

- Current record: In dong dir li¢u hién tai dang
xem (& budc 5).

- From ... To : In danh sach tron tir vi tri X t&i vi
tri Y (vi du From: 2, To: 4 thi tron danh sach tir dong

thr 2 t6i dong thir 4).

- Send E-Mail Messages...: Giri thong tin tron thu qua email (tat nhién phai sira lai

danh sach 14 b sung thém cot email, chirc ning nay ta it sir dung, vi ta thuong tach ra

tap tin dé in 4n hodc giri email trén website bang tap tin két qua, hoic do may ta dang

str dung chua cdu hinh Mail Server dé giri).

Trang 81



Gido trinh Office 2013 ndng cao

1.4.3. Tao mgt thu tron sir dung tir danh sach ngoai
Phan nay s€ trinh bay chtrc nang tron thu sir dung danh sach ngoai (danh sach cé

san), danh sach nay c6 thé duoc luu trong 1 tap tin Word, Excel, Access ... Thudng thi khi ta
lam cho mot cong ty nao do (cong ty vira va nho), ta luu danh sach khach hang vao Excel

(hién nay Excel van 1a giai phap t6i wu cho cac cong ty vira va nho).

’_:" v P < Giao.. ¢ Tronthu_. v | & Search Tronthu_ngoat sl
-
r Favoiites 24 MNarne Date modifi
B Desktop f1-| DanhSach xlsx 28/12/2013
& Downloads |0 ThuMoi.docs 2871272013
% Recent olaces

Nhap danh sach vao tép tin Excel nhu sau (dat tén danhsach.xlIsx):

H ©- 0O ¢ = DanhSach.xlsx - Excel ?2 B - O X
HOM INSER PAGE FORM DATA REVIE VIEW DEVEL Foxit OFFIC TEAM Macr copcon ~
D6 v| fe v
A B C D B

- Tén khach hang Pia chi S6 dién thoai | Khach hang VIP

> Nguyén Van Hung Phong pht — Binh Chanh 981131140 VIP

3 | Tran Duy Thanh Phuong 5- Go Vip 977777888

2 |Pham Thi Xuan Diéu Kha van can-Thu Dixc 981234567

5 D6 Cong Thanh Phuong 1 —Quan TanBinh| 973224244 VIP

6 |Nguyén Thi Cam Huong |Phudng 3 — Go Vip 903335656 -
| Sheet! [RE LK :

Tap tin thu moi ta s€ bd sung hién thi néu cot “Khach hang VIP” dugc danh dau 1a
VIP thi trong biéu mau s& xuat hién dong chit “Moi khach hang t6i phong 01, con khong cé
thi ghi “Mo1 khach hang t61 phong 03
0

8 5 -

q Lé Tri An Khich Hang VIP

Kinh Giti Anh/Chi: ..oeevenee. Po6 Cong Thanh .................
Pia chi:..... .Phwing 1 — Quén Tdn Binh . .
S0 Fi6n thOAL: coveeeeeeeeeeeerecerecersenane 973224244 ...

L& tri n lic 10h00 ngay 01-09-2013 tai khach san Sheraton Ouan 1

Moi khach hang téi phong 01

-
- Budc 1: Vao Mailings/ Start Mail Merge/chon Letters
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= 2 | [
Start Mail  Select Edit Higl
Merge = Recipients = Recipient List | Merg)

| Letters
(5 E-mail Messages

Bude 2: Vao Mailings/ Select Recipients/ chon Use Existing List...

L

_ Select Edit Highlight A

'Rascipientsw Recipient List | Merge Fields |
| E Type a Mew List..,
Use an Existing List..,

Choose from Outlook Contacts...

Trong man hinh Select Data Source: Ta tim t6i ding tap tin danhsach.xlsx roi bAm Open.

1:(__-:1 * 4 1 « GiaoTri... » Tronthu_ngoai VAN ) Search Tronthu_ngoai 2
Organize = Mew folder =~ @ @
& Music A MName " Date modified Type
Pictures
E i | DanhSach.xdsx 28/12/2013 5:44PM  Microsofty
ideos
BE ThuMoi.docx 28/12/20135:39PM  Microsoftl
|_| Homegroup
LRl 4 >
| Mew Source..,
File name: | DanhSach.xlsx v| lAEI Data Sources (.odc™.mdb:™ v|
Tools = | Open | | Cancel |

MName Description Modified Created Type

12:00:00 AM  12:00:00 AM  TABLE

€

First row of data contains column headers

Chon Sheet1$ vi ta nhap dit liéu & Sheetl, bam OK dé chon danh sach.
- Bwéc 3: Hiéu chinh danh sach, bAm vao biéu tuong Edit Recipients:
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This is the list of recipients that will be used in your merge, Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source

Banh5ach.xls:
DanhSach.xlsx
DanhSach.xlsx
DanhSach.xlsx
DanhSach.xlsx

[v | Tén khach hang

ME tiguyén Van Hing
[¥  Trin Duy Thanh
¥ Pham Thi Xudn Diéu
[¥  B&Céng Thanh

ra

v | Diachi

w | 54 dién thoai ~ | Bhach hang

Phong phi— Binh Cha... | 981131140
977777888
981234367
973224244
903335656

Phuting 5- Go Vép
Kha van cdn-Thi thic

Phugng 1 - Cuan Tan ...

Nguyén Thi Cam Huong  Phuong 3 - Ga Vip

VIP

< >
| Data Source Refine recipient list
Danh5ach.xlsx %l Sort...
Yo Eilter...

Edit.

5 Find duplicates...
[T:; Find recipient...
D Validate addresses...

Hiéu chinh nhiing gi can thiét roi bam nut OK.

- Bwéc 4: Chén dit liéu vao biéu mau, tuong tu nhu da 1am & phan trudc, ta di chuyén

con trd van ban vao noi can chen roi1 vao Insert Merge Field/ chon diung cot thong tin can

chén.

Ngoai ra dé

MAILINGS REVIEW v

]

5
? Ru'ST
oo
(o= =]

S Match Fiels

ting Insert Merge

1e
&

Feld= | L2 Update Lat

Tén_khach_hang
Bia_chi
Sa_dién_thoai -

Khach_hang_VIP

chén dir lidu theo ding diéu kién: Néu cot

“Khach hang VIP” dugc danh ddu 1a VIP thi trong biéu mau sé& xuat
hién dong chir “Moi khach hang t&i phong 017, con khong cé thi

ghi “Moi khach hang t6i phong 03”. Ta di chuyén con tré t6i noi

can hién thi, rdi vao Rules/ chon If ... Then...Else...

Man hinh Insert Word Field: IF xuit hién:

- Field name: Chon c6t mudn so sanh (& dy 1a cot khach

hang VIP).

[El Rules ~ s
Ask...
Eill-in...
If...Then...Else...
Merge Record #
Merge Sequence #

Mext Record
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- Comparison: Phép so sanh, tiy vao kiéu dir liéu trong Field name ma phép so sanh s&

khac nhau. Trong bai nay thi Insert Word Field: I ?
ta chon Equal to (so sanh |r
N Field name: Comparison: Compare to:
bang). v| Equaito v [ve
Insert this text:
Con co6 cac phép so sanh khac: | neibich hangtsiphong 01 :
Not equal to (so sanh khong bang), X
Otherwise insert this text:
Less than (nho hon), Greater than || [Mokhichhangtsiphong03 &
(16n hon), Less than or equal (nhd
N Cancel
hon hodc bang), Greater than or

equal (16n hon hodc bang),....
- Compare to: Gia tri so sanh, ta nhap vao tur VIP.
- Insert this Text: Gia tri xuat hién khi diéu kién dung.
- Otherwise insert this Text: Gia tri xuat hién khi diéu kién sai.
- Baim OK dé chén diéu kién va quan sat két qua.
- Bwéc 5: Xem trudc két qua (nhu phan trudc).

o

r - "

! | : Le Tri An Khach Hang VIP
Kinh Gi¥i Anh/Chi: ............ Pham Thi Xuan Diéu ................
Pia chineeee. Kha van cin-Thi Péc....eeee.e.
S6 GIEN thOBL: creeereeeeeeeeereeeeeeeenenene 081234567 eeerereeerreereeeen

Lé tri 4n lic 10h00 ngay 01-09-2013 tai khach san Sheraton Quan 1
Moi khdch hang téi phong 03

N/
- Bwéc 6: Két thic qué trinh tron thu (d3 trinh bay ¢ phan trudc).

1.4.4. Tao nhan va bao thw
#+ Chirc ning tron bao thu:

Chtrc nang nay cling dya vao danh sach c6 san ctua phan trude da minh hoa, cac
budc 1am nhu sau:

- Buwéce 1: Md tap tin méi/ vao tab Mailings/ Start Mail Merge / chon Envelops...

Start Mail  Select Edit Higk
Merge = Recipients = Recipient List | Merge
B Letters

=1 E-mail Messages
=1 Envelopes...

=
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Cira s6 chon bao thu s& xuit hién nhu bén Envelope Options ?

dudi:

Printing Options

Envelope size:

- Preview: Xem trudc dinh dang Size 10 “1/8x91/2in) Y
Delivery address

bao thu khi duoc in ra.
Font... From left: |Auto

PSS

- Envelope Size: Lua chon kich From top: |Auto

thudc cua bao thu. Return address

- Delivery Addres: Hi¢u chinh font Fant... FRamiett, [Juto
From top: |Auto

4k A

chit in trén dia chi nguoi nhan.
- Return Address: Hi¢u chinh font
chit in trén dia chi nguoi guri.
Bam Ok dé luu hiéu chinh.
Hinh 1.85 — Ctra s6 chon bi thu

Preview

OK Cancel

- Buéc 2: Chon danh sach dé tron bao thu (danh sach khach hang ta mudn giri thu t6i),

O vi du trudce ta luu trong tap tin Excel(danhsach.xlsx):

A B C D
- Tén khich hang Pia chi So dién thoai Khich hang VIP
2 Npuyén Vin Hing Phong phii — Binh Chénh 0981131140 VIP
3 Trin Duy Thanh Phurdmg 5- Go Vip 0977777888
4 | Pham Thi Xuén Diéu Kha van céin-Thi Birc 0981234567
5 D6 Cong Thanh Phirong 1 —Quan Tan Binh  [0973224244 VIP
6 Nguyén Cam Huong Phudmg 3 — Go Vap 0903335656

Vao tab Mailings/chon Select Recipients/chon Use Existing List. .. roi trd t6i ding

tap tin ma ta luu trir danh sach muén giri thu toi.

-_EI = 1 ||l « Gao.. ¥ Tronthu ... v Search Tronthu_ngoai j o

-~

™ Mame Date modifi

'8 Computer
iy Local Disk ()
ca cop (Dx)
cw con(E)
s data (F)
..=‘, CD Drive (1) . - >

2 items A== | =l |

|H"' DanhSach.ds: 284127213
@5 ThuMoi.docx 28/12/2013 §

Chon dung Sheet luu trir danh sach khach hang:
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Joct Tabie 2

MName Description Modified Created Type
120000 AM  12:00:00 AM  TABLE

< >

First row of data contains column headers | OK | Cancel

Vi ¢ ddy ta luu ¢ Sheet 1 nén ta chon Sheet1$ rdi nhan nat Ok.
Buwéc 3: Hiéu chinh danh sach (néu c6 nhu cau), chon nat Edit Recipient List.
Buéc 4: Chén dir liéu vao bao thu. Budce nay gidng nhu phan trén thu dd huéng dan,
& day ta thiét ké va cheén dit liéu sao cho phu hop, vi du:

Truomg Pai Hoc Cong Nghé Pong Nai

«Ten_khach_hang»
«Dia_chi»
«S6_dién_thoaiy|

- Buée 5: Xem trude két qua (bAm chon Preview Results nhu dd hudng din & phan
trudce).

- Buée 6: Két thuc qua trinh tron bao thu (bAm chon Finish & Merge nhu d3 huéng
dan ¢ phan trudc).
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Trrémg Pai Hoc Cing Nehé Déng Nai

Mguyén Vin Hing
Phong phii - Binh Chdnh
0551131140

Trrimg Pai Hoc Cing Nehé Ding Nai

Triin Duy Thanh
Phirdmg 5- Go Vdp
0977777888

Trrémg Dai Hoc Cing Nehé Déng Nai

Pham Thi Xudn Digu
Kha van cin-Thu Birc
B951234567

Trrémg Dai Hoc Cinz Nehé Ding Nai

D6 Céng Thanh
Phwrimg 1 - Quén Tdn Binh
0973224244

Trrimg Bai Hoc Cing Nehé Ding Nai

Mguyén Cdm Hirong
Phirdmpg 3 - G Vap
0903335656

Hinh 1.86 — Két qua sau khi tron bao thur

4 Chirc niing tron nhan:

Tuong tu ta cling ¢6 cac budce duoi day:

- Buéce 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

. Printer Information:

Lua chon loai khay in, mac dinh

la Default tray (di nhién n6é phu

thugc vao may tinh ta dang su
dung).

e Label information: Lya chon
nha cung cap gidy, & day ta s& chon
loai va kich c¢& gidy phu hop véi
nhdn ma ta s€ in (nén chon A-ONE).

e Product number: Goi y chon
A-ONE 28787 dung cho loai 30

nhan, tuy vao nhu cau ma ta chon

-
Label Options

Printer information
Continuous-feed printers
Q) Page printers Tray: |Manual Feed
Label information

Label vendors: | A-ONE

Find updates on Office.com
Product number:

B

A-ONE 28693
A-ONE 28788
| A-ONE 28789
A-ONE 28814
A-ONE 28843

A

| Detais... | | NewLabel.. |

Label information

Type: A4 size / 30 labels
Height: 1"

Width: 213

Page size: 8.27" x 11.69"

J [ coned |

céc product number khac nhau. Dé xem chi tiét cho timg loai ta bam véao nit Details
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-
A4 size / 30 labels A-ONE 28787 information

(=)

Preview

Top margin

Side margins
+

k—Horizontal pttdw-'1

| Number down
— Width
Height
f 1

Number across

Vertical pitch
Top margin: 0.85"
Side margin: 0.75"
Vertical pitch: 1"

Horizontal pitch: 2,257

Page width:

Label height:
Label width:
Number across:

Number down:

Page size: A4(21x29.7 cm)

Page Height:

1
21"
3

10

B

[ o

][ Cancel ]

.

Hinh 1.87 — Théng tin chi tiét cho timg loai version

- Buée 2: Chon danh sach dé tron (nhu huéng dan & cac phan trén).

- Buée 3: Hiéu chinh danh sach (néu c6 nhu cau), chon nit Edit Recipient List.

- Bwéc 4: Chen dir liéu vao van ban.

- Buéce 5: Xem trude két qua (nhu huéng dan & cac phan trén).

- Buéc 6: Két thic qué trinh tron (nhu huéng din & cac phan trén).

1.5. Quan ly Macros va Forms

Chuong nay s€ tap trung trinh bay cach tao va thuc thi Macro, cach chay Macro tu

dong khi mé mot tai lidu va cach thiét ké biéu mau trong tai liéu, cu thé chuong trinh s& dé

cap t6i bdn muc k¥ ning dudi day:

+ Thiét 1ap va thao tic véi macros

+ Thiét 1ap va thao tac véi cac lra chon trong macros

+ Tao forms

4+ Thao tac voi forms

1.5.1. Thiét 1ap va thao tac véi macros
Thuc chat macros cling tuong tu nhu Autotext, khi ¢6 nhitng thao tac ta phai lap

di 1ap lai nhiéu lan, dé giam thicu thoi gian ta co thé dung Autotext hoic macros. Dé tao

macros thi ta c6 thé dung céng cu Record Macro hodc tu viét ma 1énh trong VBA (viét

macros bang ngdn ngir Visual Basic). Trong khudn khé gido trinh B, ta chi quan tim t6i

Record Macro. Cht y ring Macro nam trong tab Developer, mic dinh tab nay khong dugc
hién thi trong thanh Ribbon do d6 ta phai thiét 1ap cho tab Developer hién thi.
Vao Customize the Ribbon..., tick chon tab Developer:
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G | 2 :
sneE EEE Customize the Ribbon and keyboard shortcuts.
Display
Choose commands from: () Customize the Ribbon: ()
Frdling ‘ Popular Commands E‘ |Main Tabs El
Save
Language Accept and Move to Next ~ Main Tabs ~
= Align Left # [ Home
Advanced '.H Breaks r Insert
= Bullets | 7 Desi
Customize Ribbon = pEgn
. & Ch List Level N Page Layout
Quick Access Toolbar [-é Co::ge EEE References
Add-Ins X Cut = [¥] Mailings
Define New Mumber Format... Create
Trust Center 751 Delete Start Mail Merge
Ef Draw Table Write & Insert Fields
Draw Vertical Text Box Preview Results §
107 Epnail Add Finish - |
# Find : [Vl Review i
Eont = Remove - - |
A Font..
g
A Font Color | e
Font Size I Cade
% Format Painter e
A Grow Font Controls
% Hyperlink... Mapping
AB* Insert Footnote 'T'mte?t
= g : emplates
4= Lineand Paragraph Spacing 4 v
o oy [V Add-Ins
EE Multiple Pages | MNew Tab | | New Group | | Rename...
[ MNew L] _—
Customizations: Reset « J
Keyboard shortcuts: | Custornize... | ‘ TS i
€ >
o ][ cnes

Hinh 1.88 — Hién thi tab Developer
<% Cich sir dung Macro Recorder
Vao tab Developer/ chon Record Macro trong nhom 1énh Code

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER Faxit PDF

#7 Recard Macro d? =—| | Aa fa =] E B Design Mode E.. é:} D E| |:'5\
v i Fasl | = {\."] =
J I1® Pauze Recording ol D Properties s = . &
Visual Macros . Add-lns  COM S e KML Mapping Block Restrict | Document Document
Basic & Macro Security Add-Ins E‘ﬁ =i +] Group Pane Authors - Editing | Template  Panel

Codg Add-!r_'!s (_chnt_rqls M_app_i_ng__ Protgct _Tt_.*qlpla_tes
Cura s0 Record Macro s€ xuat hién nhu dudi day:

bat tén cho Macro name (mang tinh goi nho)

Macro name:
|i.-Ei b,\.i

Assign macro to

éi* Button @ Keyboard
#mm

Store macro in:
|NI Documents (Mormal.dotm) |z|

Description:

Dé thiét 1ap phim tat cho macro, tai man hinh nay ta chon Keyboard:
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: B

Specify a command

Categories

Commands:

Macros

Specify keyboard seguence
Current keys:

Ctrl=A

Currently assigned to:  [prefix key]
Save changesin: | Mormal.dotm |

Drescription

Assign

Press new shortcut key:

Close

- Press new shortcut key: Nhap phim tit cho macro nay.

- Assign: Bam vao day dé chap nhan phim
tat, luc nay né sé dugc dua vao danh muc

Current keys, dé dong cira s6 ndy thi nhan

nut Close.

- Man hinh lwu Macro:

F Aa pa (= b
W MREE

&5

- Stop Recording: Ngung macro dang luu.

- Pause Recording: Tam ngung macro
dang luu.
+ Chay Macro:

Sau khi d3 ngirng macro dang luu, dé
chay Macro nay ta c6 thé g phim tit nhu bén
trén ta da thiét 1ap hodc bAm vao biéu tuong
Macros trong nhoém Iénh code cua tab
Developer.

Chon tén Macro r6i nhan nat Run (Ta
c6 thé dung phim tit d3 gan ¢ trén) dé chay
macro, nhitng thong tin duoc luu trudc do sé
tr dong xudt hién trong tai liéu (trong trudng
hop nay la cum tr Truong Pai Hoc Cong
Nghé Dong Nai s& duoc dua vao tai licu.

+ Thiét 1ap Macro Security

Visual Macros Add-lns  COM = = XML
Basic Add-Ins | Eo &~
Code Add-Ins Contrals [
L'-E---|---1---|---2---|---3---|
Truong Pai hoc Cong nghé Péng Nail
rI\-'1a|:n:»s. |M1
Macro name:
dnenDongnai Run |
chixh a
T || seplnw
Macrol
Macro2 i
R T
M, 4 (T
Macrot [ geate
. | Organizer..,
Macros in: .AII active templates and documents E|
Description:

Ta phai cho phép Macro hoat dong bang cach bAm nat 1énh Macro Security ri cdu

hinh nhu bén dudi
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Trust Center

[ 2 [ |

ActiveX Settings *

Macro Settings

Protected View

m

Message Bar

File Block Settings -

Macro Settings

Disable all macros without notification
' Disable all macros with notification
Disable all macros except digitally signed macras

@ Enable all macros (not recommended; potentially

»

n

dangerous code can run)

[ ok

Cancel |

1.5.2. Thiét lap va thao tac véi cac lwa chon trong macros
Word cung cap mot soO Macro ma ndi tai cua n6 tu lam cac cong viéc sau (khi

Record Macro ta dat tén trung véi tén cua cac Macro c6 san):

- AutoOpen: Ty dong thuc thi Macro khi mo tai li¢u.

- AutoExec: Tu dong thuc thi Macro khi ta m¢ chuong trinh word (trude khi mé bat ky

mot tap tin word nao).

- AutoNew: Tu dong thuc thi Macro khi ta tao m&i mot tai liéu.
- AutoCloese: Ty dong thuc thi Macro khi ta dong tai li¢u.
- AutoExit: Ty dong thuc thi Macro khi ta thoat Word.

Vi du:

Record Macro

-2 |

Macro name:
AutoOpen

Assign macro to

2

Store macro in:

Button

Description:

@ ‘ Keyboard

All Documents (Mormal. dotm)

[ ox

Cancel |

h

Khi chon Record Macro, ta dat tén AutoOpen & trong muc Macro name, lic nay

Macro s€ tu dong thuc thi khi ta mé tai liéu word.

1.5.3. Tao forms

Trong mdt s6 trudng hop ta cAn lam nhirng biéu mau dé ngudi sir dung nhap

thong tin, chdng han nhu biéu mau duéi day:
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THONG TIN CA NHAN

Ho tén: Click here to enter text
Nam Sinh- 04/10/1980
Gidi Tinh: & Mam
" Nu
Tinh trang hénnhdn- |{[C6 Gia Dinh &
Email: [Doc Thin &
bién thoai: |Co Gia Dinh
|Ly Than
S& thich Ly Hon J
O Boc sach

Word cho phép ching ta thiét ké cac control (Plain Text Control, Rich Text
Control, Button, Drop List, DateTime picker, RadioButton, Checkbox...), tiy vao muc dich
str dung ma ta c6 thé lira con cac control phu hop. Ta nén dung bang dé dinh vi tri cho céac
control trén form.
Dé thiét ké dugc Form, ta vao tab Developer nhu dudi day (néu khong thay thi ta
vao Customize the Ribbon dé mo 1én):
LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER

Aa fa [= 65 k£ Design Mode fi:é"u 3
1 = i = m
5358 : XML Mapping Block Restrict | Docums
Ed =i~ Lo Pane \thors - Editing | Templa
Cantrols Mapping Protect Te

D¢ de dang hiéu cach st dung Form, ta [am mau sau:

THONG TIN CA NHAN
Ho tén:
Nam Sinh:
Gidi Tinh:
Tinh trang hon nhén:
Email:
bién thoai:
Xem phim
S& thich Pa bong
Poc sach

Trudce tién ta can dinh hinh giao dién, dung bang dé dinh vi cho céac control. Dé bat
dau thiét ké thi ta phai chon nit Design Mode rdi chon cac control phu hop dua vao biéu
mau:
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D¢ dua 6 nhap ho tén, ta di chuyén con tr6 van ban vao ding vi tri r6i bam vao

biéu trong Aa nhu hinh dudi:

Aa fA = EF  B£ Design Mode rE [Li m:i
[+ Eﬂ i E Properties : . —
N - XML Mapping Block Restrict: | Documer
l—_|ﬂ=i' @GFD'—'F" Pane Authors - Editing | Template
ntrols Mapping Protect Ten
P BRI R TR
1 T B, St 9
# .3 2 , .
“wTHONG TIN CA NHAN
Ho tén- “WPClick here to enter text. |

Nam Sinh:

Doi voi Nam Sinh, ta cling di chuyén con tro van ban vao dang vi tri r6i chon Date

Picker Control:

Aa fa = E£ Design Made E ["—] m-_
Eﬂ EEl Properties ! . : ==
— XML Mapping Block Restrict | Documer
l—_|ﬂ=i' Fane Authors = Editing | Templat
Mapping Protect Ten
P croo MY 73
1 T | e e I
THONG TIN CA NHAN
Ho tén: Click here to enter text.
Niam Sinh: lick here to enter a date.

Muc giéi tinh: Tai mdt thoi diém chi cho phép chon mot lya chon (Nam hoac Nit),
ta dung OptionButton Control. Chu ¥ rang hai OptionButton phai cing mot nhom.

Aa fa (& [ B Design Mode IE@ |_L| m_—
= B & Properties I _ : —= ==
- _ XML Mapping Block  Restrict | Documer
- Fane Authors = Editing | Templat
g p
Legacy Forms IMapping Protect Ten
|Bj[]/a/_1§21|3|1&

| | e rmasas |

ActiveX Controls
B A ®[3Z  THONG TIN CA NHAN
Eal=l1==R= N=F | lick here to enter text.

C
Nam Stk Click here to enter a
date.

Gidi Tinh- \sf K

" Nn

Ké dén 6 tinh trang hon nhan, & day ta cd cac tinh trang : Pdc than, co6 gia dinh, ly

than, ly hon. Vay ta st dung Drop list control:
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Aa fa | = B£ Design Mode I'FE—I i_';.
[v] Eﬂ ERE Properties — _ T
i AWML Mapping Elock  Restrict
E&i- Fane Authors = Editing
Control® Mapping Protect
i -ﬁj COUl v@ B G B B R
" Nu
- . P
Tinh trang hén nhdn: M [choose an item.
Email:

O email va dién thoai twong tu nhur 6 nhap tén.
Cudi cung ta co 6 s thich, & day biéu mau dwa ra cac sé thich: Xem phim, bong

da, doc sach. Nguoi st dung co quyén chon nhiéu lua chon, vay ta dung Checkbox.

Aa A3 (= B B Design Mode ”EE |_|-1 E
EE EH E Properties : e
] XML Mapping Restrict | Do
'—_lﬁ . KHOHP Pane 0 Editin Tel
g
Controls Mapping Protect
i e RN TR IR R
= CAIUK UCLO W CLWSL LOAL.
Dicn th‘h"\ Click here to enter text
Kem phim
] |Pabong
So thich: '
1 Poc sach

Vay ta da thiét ké xong biéu mau, voi cc control phi hop véi muc dich st dung,

phan tiép theo s& trinh bay cac thao tac vé6i control trong biéu mau.

1.5.4. Thao tac voi forms
Ta s& thong qua cach thao tac vdi mot so control thuong stir dung nhat trong

biéu mau, cu thé ta s& thao cac véi cac control di trinh bay & phﬁn trén. Ta bAm chudt vao
ting Control roi chon Properties trong nhom 1énh Controls cia tab Developer:

Ddi voi PlainText, RichText:
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£ B

ding
7| Add-Ins  COM
ity Add-Ins

E£ Design Mode @ [H m—-

=] Prgperties : :
= AML Mapping Block Restrict | Document
Pane Authors - Editing | Temnplate

Mapping Protect Temp

s R agme e e Fee e aene e 470
General = & =
Title: Ho Tén 1 :_:l iHoTén | CA NHAN
P = |- Ho Tén/ (15 - =
Tag: Ho Tén Ho Tén Click Fleie to enter
Show as: [Bounding Box|v | |t et
cotor: |23~ | | | | W&mSinh/04,/10/1980 N&m Sinh
|:| Use a style to format text typed into the empty contrat " Nam
Style: i_D.E-f_aui{.F‘-aragraph_.léorﬁ_.
: = € Nu

(Choose an item.]

|:| Remove content control when contents are edited -
(Click here to enter text.

Locking
[] Cantent contral cannat be deleted Bl | | (Click here to enter text.
|:| Contents cannot be edited ] Xem p]lim

Plain Text Properties

|:| Allow carriage returns [multiple paragraphs}

[ ]

- Tanhap tiéu dé (title) cho control dé d& thao tac trong qua trinh sir dung.

| Pa bong

- Déi v6i Datetime Picker (6 ndm sinh):
- Nhap tiéu d8 (title), hiéu chinh Display the date like this (dd/MM/yyyy chinh 14 hién
thi Ngay/thang/nam, vi du 20/12/1983).

| General
Title: [ham sinn
Tag: [Nam sinh

D Use a style to format text typed into the empty contral
Style: [Defaut Patagraph Font « |
s |
|:| Remove content contral when contents are edited
Lecking
|:| Cantent control cannot be deleted

|:| Contents cannot be edited
Date Picker Properties

Display the date like this:

| dd/MMAyyy |
29/12/2013 A
Sunday, December 29, 2013
December 28, 2013
26/12113
2013-12-25
28-Dec-13
29.12.2013
Dec, 29, 13 hd

Locale:
[English (United States) [v]
Calendar type:

(Westem

Store XML contents in the following format when mappe

éDateand Time {xsd:dateTime) [

OK I Cancel J
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Déi v6i Radio Button: Ta phai thiét 1ap nhom cho cac control nay, ¢ ddy ta c6 gi6i

tinh Nam va N, thi 2 Button ndy phai c6 cing mot nhoém dé tai

mot thoi diém ta chi dugc chon mot lvra chon ma thoi.

Properties @

Ta quan tam t&1 mot s6 thudc tinh thuong str dung sau:
Name: Dat tén cho control

Caption: Nhap dir liéu hién thi

GroupName: Dat tén nhom, bat ky mdt Radio nao ma co
cung tén nhoém nay thi tai mot thoi diém n6 chi duoc chon
mot lya chon trong cung mdt nhoém.

Value: True dé checked, False dé bo checked, thuong dung
dé thiét 1ap gia tri mic dinh.

D061 vai Drop list tinh trang hon nhan:
r Y
Content Control Properties lil&]

General

Title:

Tag:
[] Use a style to format cantents

|OptionButtona OptionButton |
Alphabetic Categarized]

{Name]l | OptionButton2
Acu:elerab:ur _

Mignment 1 - fmaAlignmentRigh
|AutoSize Falze

lBackColor [ &HOOFFFFFF&
(BackStyle 1 - fmBackStyleOpac

{Caption Mam
Enabled [True
IFont Times Mew Roman
Fu:ureCnIu:ur Bl &HO0000000&
; 21.75

False

(Mouselcon | (Mone)

|SpedalEffect |2 - fmButtonEffectst
i extalign 1 - fmTextalignLeft
(TripleState | False

Ivalue False

Iwidth 108

(WordWrap True

4 Ne

Locking
[] Content control cannot be deleted

Display Name Value | Add... xuéng dudi.
|

Gia Binh Cd Gia Binh [ ‘E}

Style:  |Default Paragraph Font Add: Dé l’lhﬁ.p thém dong dio héu cho DI‘Op list
it Modify: Dé chinh stra dong dang chon.

Remove: Xo6a dong dang chon

[ -Contents cannot be edited Move up: Di chuyén dong dang chon Ién trén
Drop-Down List Properties Move Down: Di chuyén d(‘)ng dang ChQIl

Ly Than Ly Than | Remove

Ly Hin Ly Hén

DPdi voi Checkbox: Tai mot thoi diém co thé chon nhiéu lwa chon, ta co thé thay

ddi cach hién thi cia Checkbox:
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r—C-::ur'mter'ut Control Properties | 7 |£h]1
ceneral Title: Nhap tiéu dé cho checkbox
Title: Checked symbol va Unchecked symbol: Ta c6 thé
Tag: d6i biéu twong bang cach bam vao nat Change:
7] Use a style to format contents Symibol -9
Style: |Default Paragraph Font Font: |Symbol [=]
PIVI#|T|%|&|3|(])]*|+ ara
0]11]2]3|4(5|6|7]|8|9]|:|;|<|=]|>|?
S =|A|B|X|A|E|®|T|H|I|8|K|AM|N O
i Content control cannot be deleted rnle|plz|t|Y|c|a|=l¥|z|]-.]1]L]
[7] Contents cannot be edited Vg Blylalslo|yinli|olx|alulv]o
Check Box Properties |0 plo|t|v|wlele|ylel {|][}]|~]O.
Checked symbol: E | Change... S
Unchecked symbal: [0 |E| I——i‘€‘£‘¥‘©‘®“’[¢‘5‘2‘+ xor}pl
Symbol: 45 Character code: |45 from: |Symbol (decimal) [
[ ok | [ GCancl | Lo Jlom ]

Con nhiéu control khéc, cach cu hinh ciing trong ty nhu cac control phd bién &
trén. Ngoai ra ta c6 thiét viét ma 1énh bang VBA, trong khudn khé gido trinh chi dé cip t6i
thiét ké va cach thirc st dung.

2. MICROSOFT EXCEL (NC) ‘ o

Trong phan nay, ching ta s€ xay dung nhitng k¥ nang can thiét dé tao, chinh stra, dinh
dang bang tinh trong Microsoft Excel 2013. Chung ta s& tim hiéu sau thém vé céc k¥ nang dé
c6 thé duoc ching nhan 13 mot « chuyén gia Microsoft Excel 2013”.

» Chia s¢ va bao quan tai liu
> Ap dung cong thirc va ham
» Trinh bay dir li¢u tryc quan
» Lam viéc voi macro va cac hinh thirc
2.1. Chia Sé Yﬁl Bg’io Quan Tai Liéu ‘

Chung ta can thiét Iap mdt bang tinh dugc st dung bdi nhiéu nguoi riéng r€ hay nhom
ngudi ding, bang cach tao ra mot bang tinh miu, hay ching ta cAn bao vé ciu tric ctia mot
bang tinh, cAm su ngidn chin cua ngudi dung chén hodc xda .

Dbi v6i mot s6 bai tap nhom thi chi co nhitng thanh vién trong nhoém méi c6 thé truy
cap hay thiét 1ap riéng chi cho mét sb ngudi co thé truy cip va cap nhat con nhiing nguoi
khéc chi c6 thé doc.

& Thiét 1ap va lwa chon hiéu chinh dit liéu

+ Thiét 1ap biao mat va chia sé tai liéu

+ Bdo quén tai li¢u dwoc chia sé

2.1.1. Thiét 1ap va lwa chon hi¢u chinh dir li¢u

Trang 98



Gido trinh Office 2013 ndng cao

Trong phan nay chung ta s& thiét 1ap mot bang tinh nhu mot bang mau, thiét

1ap céac thudc tinh, va cach dé nhap va xuét dir liéu st dung XML va ban dd XML.

< Luu mot bang tinh miu

Mot bang tinh mau 12 mot mau bang tinh méi trén mot tap tin voi tap hop tiéu dé cac
cdt va hang , cac cong thire, dinh dang va cac thanh phﬁn khac da duoc dat ra.

Buéc dau tién trong viéc thiét ké mot bang tinh mau 14 ta thiét 1ap mot bang tinh véi
nhiing cong thirc, dinh dang, va céac yéu t6 khac ma ta can.

Dé ngan chin sy thay d6i mau bang tinh ma ta tao ra, ta c6 thé tao mat khau cho mau.
Ta ciing c6 thé tao mat khiu cho doc va truy cap vao cac tap tin va mat khau dé nguoi ding
phai nhap vao dé c6 thé thay doi mau.

Mic dinh khi lvu cac bang tinh mau (template ) thi Excel luu trong thu myc: Users /
UserName / AppData / Roaming / Microsoft /Template. Khi ta luu mau & vi tri nay thi Excel
s& hién thi n6 trong cac mau hdp thoai khi nguoi ding chon mau hoic ta ¢ thé lwu mau bang
tinh trén mang chia sé, noi ma nhom ngudi dung c6 quyén truy cap.

#+ Cic budc lru bang tinh miu
Bwée 1. Chon File = Save As

) Computer
& S«yDrive @ '
Current Folder
[; Computer ThuongmaiDT
D: » Dong Nai » ThuongmaOT
sf=  Add a Place Recent Folders
ThuongmaiDT
D: = Dong Nai » ThuongmaiDT
12CTH1
D: » 12CTH!
Downloads
Co» Users » cope dads
My Documents

Desktop

Browse

I
Buwéc 2. Trong hop thoai Save As, chon loai ( Save as type ) = Excel

Template (*.xItx). Néu tap tin ta dang luu nhu 1a mot miu bao gdm cac Macro, ta can
phai chon Excel Macro — Enable Template (*.xItm). Néu template ta can dé sir dung

v6i cac phién ban cua Excel thi chon: Excel 97-2003 Template (* .xIt).
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| Excel Workbook (*.xlsx)
@ S Excel Macro-Enabled Workbook (*xlsm)
) Excel Binary Workbook (*.xlsb)
O « RoEe o Werkboes (s)
) XML Data (*.xml)
Organize v Ne single File Web Page (*.mht;".mhtml)
h Page (S hion* hin
4 Libraries d Template (*xitm)

Excel 97-2003 Template (*xit)

"% Documents 4
Text (Tab delimited) (*.txt)

J’ Music

Text (Macintosh) (*.tat)

Text (MS-DOS) (*.tt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format)
SYLK (Symbolic Link) (*.slk)
File name: Excel Add-In (*.xlam)

Excel 97-2003 Add-In (*xla)
X

PS Document (*.xps)
Authors: | OpenDocument Spreadsheet (

1% Computer
&, Local Disk (C:)
ca cop (D)

= con (F)

‘i Unicode Text (*.tat)
=) Pictures XML Spreadsheet 2003 (*.xml)
Microsoft Excel 5.0/95 Workbook (*.xls)
. Videos

CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)

(*.dif)

*.0ds)

~ Hide Folders Tools v [ Save | [ cancel |
Hinh 2.1.1
Buwéc 3. Chon Tools = General Options
(¥] Save As — . [
@O" J. « Roaming » Microsoft » Templates » - I 223 ” Search Templates ,O]
Organize v New folder = 0
= Name : Date modified Type
=2 Librari
e ). Document Themes 23/07/20132:30PM  File folder
_*| Documents X o
J Music — J. LiveContent 23/07/2013 231 PM  File folder
] sk ﬂ . SmartArt Graphics 03/10/20124:12PM  File folder |
=/ Pictures -
. Videos

1% Computer
&, Local Disk (C:)
ca cop (D)

o= con (F)

<

-

m

File name: Bookl .xtx

Save as type: | Excel Template (*it)

Authors: CopCon

4 Hide Folders

Tags: Add atag

Tools ~ Save

|

Cancel

ﬁ

Map Network Drive...
W :

General Options...

Compress Pictures...

Hinh 2.1.2
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Buéc 4.  Trong hop thoai Options nhap mat khau dé mo va mot mat khau

riéng dé kiém soat viéc stra doi.

General Options |2 |[== Mat khéu dém&

[] Always create backup -
File sharing

Password to open:

Password to modify: \
\’

[”] Read-only recommended \l Mat khau dé chinh sita
Lo J[ comcel |

Hinh 2.1.3
Bwéce 5. Sau d6 chon Ok—> Chon Save As trong hop thoai Save As.

% Thiét 1ap thudc tinh bang tinh
Khi ta tao ra, nhap liu, va chinh stra bang tinh, Excel déu luu lai cac thude
tinh do: kich thudc tap tin, thoi gian ma bang tinh dugc tao ra va sira d6i 1an cubi cung,
cling nhu tén tac gia cia bang tinh. Thudc tinh thong thuong l1a thude tinh chi doc ( Read
Only). Cac thudc tinh khac, bao gém cac thudc tinh nang cao va cac tuy chon ma ta dinh
nghia, n6 c6 thé duoc thiét 1ap va chinh stra boi ngudi dung.
Chung ta c6 thé lam quen véi cac thude tinh co ban ma Excel cung cip.
Vao tab File / Info:

/ Properties ~ \

Size 65.1KB

Title Add a title
Tags Add a tag
Categories Add a category

Related Dates

Last Modified 13/11/2013 11:15 AM
Created 15/08/2013 10:13 PM
Last Printed

Related People
Author

CopCon
Add an author
Last Modified By
CopCon
Related Documents
Account
s Open File Location
QlEETE \ Show All Properties /

Hinh 2.1.4

Trang 101



Gido trinh Office 2013 ndng cao

Dé thiét lap thudc tinh ndng cao cho bang tinh ta chon Properties = Advanced
Properties :

Properties ~

E Show Document Panel
0] Edit properties in the Document

Panel above the workbook.
Advanced Properties
“— | See more document properties

Hinh 2.1.5
Sau d6 ta thiét 1ap céc thudc tinh trong hop thoai Advanced Properties:

GiaoTrinhxIsx Properties ? = GiaoTrinh.xIsx Properties 7=
General Statistics | Contents | Custom General | Summary | Statistics Contzn
Title: Name: Date completed Add
Checked by PN
Subject: Clent
Date completed
Author: CopCon Department
Destination
Manager: Disposition v
Company: Type: Date v
Value: 01/12/2013 [Junk to content
Category: Properties: Name value Type
Keywords:
Comments:
Hyperlink
base:
[] save Thumbnails for All Excel Documents
oK Cancel oK Cancel
Hinh 2.1.6

Cac Tab General, Statistics, va Contents hién thi thong tin cua bang tinh, mot
s6 thong tin d3 hién thi trong Info. Tab Summary, ching ta c6 thé thiét 1ap Tiéu dé (Title)
va Mén hoc ( Subject ). Tab Custom hién thi danh sach cac thudc tinh nang cao : Check
By, Client, Project, va Typist. Ta co thé dé dang mac dinh hoac c6 thé tu thiét 1ap theo
danh sach co6 san. Sau khi da chon ta Click Add. Dé d6i tén, loai, hay gia tri cua thudc tinh
Click chon Modify.
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2.1.2. Thiét 13p bio mat va chia sé tai li¢u ,

Trong mdt so truong hop chung ta c6 thé chia sé bang tinh va cho phép bat ky nguoi
st dung nao lam viéc véi nd, chinh stra né theo y thich : thay ddi dinh dang, thém hodc x0a
dir liéu, chén bang,...Nhung da sé chiing ta muén bao vé bang tinh ctia minh, nhét 1a cac
bang tinh c6 tinh chat quan trong. Vi vay dé bao vé bang tinh ta thuc hién:

- Cach 1: Tab File > Info - Protect Workbook

Info

GiaoTrinh
D: » Desktop
Protect Workbook
) Control what types of changes peop
Protect
Workbook *
b Mark as final
2 Let readers know the workbook s final and

make 2 read-only

Encrypt with Password

Requere 3 passwored 1o open thes workbook ¢

Protect Current Sheet
Control what types of changes people can

make to the current cheet

Account

Protect Workbook Structure
Prevent unwanted changes to the structure

Options of the workbook, such as adding sheets

o Restrict Access

@ Grant people access

while removing ther  °

aDALy Lo edit, COpy, Of pant
%, Add a Digital Signature
R Ensurethe integrity of the workbook by
pdding an wrvviable dugaal signature ,{
0
Hinh 2.1.8

- Cdch 2: Vao Tab Review = group Changes

REVIEW VIEW Foxit PDF TEAM

Show/Hide Comment l:c 1 “:( ] H: 1 ‘& Protect and Share Workbook
Show All Comments © EZ Allow Users to Edit Ranges

B Protect Protect Share :
Show Ink Sheet Workbook Workbook [# Track Changes -
Changes
Hinh 2.1.9

% Protecting Workbooks and Worksheets
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Chung ta co thé thiét lap bao vé bang tinh va mot sé Sheet quan trong bang
cach:
> Bao vé cau tric bang tinh, bao gém cac worksheets, kich thudec, vi tri.
Khi mét ciu trac bang tinh dugc bao vé ( Protect Structure ) thi ngudi st dung khong thé
chén, x6a, hodc doi tén, hodc hién thi cac worksheet d bi 4n. Khi mot ctra s bang tinh
duoc bao vé ( Protect Windows ) thi nguoi st dung khong thé thay ddi kich thuée hodc vi

tri cda ctra so.

~

Protect Structure and Windows ? | =

Protect workbook for

tructure
Jindows

Password (optional):

[ OK ][ Cancel ]

Hinh 2.1.10
» Bao vé Worksheet : trong mot bang tinh c6 nhiéu worksheet, nhung ta
chi cAn bao mat mdt vai sheet can thiét thi ta chon Protect Worksheet . Trong hop thoai
Protect Sheet nhap mat khéu, va lua chon mot sd thudc tinh cho phép ngudi nguoi st dung

1

trong vung “ Allow all users of this worksheet to:’

Protect Sheet % || =

(] Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
Fd[Selectlocked cells [N
(V] Select unlocked cells
[ Format cells
[ |Format columns
[ |Format rows
[ ]1nsert columns
[ ] Insert rows
[ Insert hyperlinks
[ | Delete columns
[ |Delete rows v

m

Lok J[ conce |

Hinh 2.1.11
» Taciling c6 thé thiét lap mot khu vuc trong worksheet dugc bao vé cho
phép nguoi st dung c6 thé chinh sira bang chirc ning “ Allow User to Edit Ranges” trong
Maintab Review = group Changes
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REVIEW VIEW Foxit PDF TEAM

show/Hide Comment I:c | “:c | | i53 Protect and Share Workbook

show All Comments E;’A”DW Users to Edit Ranges
Protect Protect Share

Show Ink Sheet Workbook Workbook [# Track Changes ~
Changes

Hinh 2.1.12

- Trong hop thoai Allow User to Edit Ranges chon New :

Allow Users to Edit Ranges

%=

Ranges unlocked by a password when sheet is protected:

Title Refers to cells @ D

Specify who may edit the range without a password:

("] Paste permissions information into a new workbook

(Protectshest.. | [ oc_ | [ concal |

Thiét 1ap cac muc trong hop thoai New Range : ( P
Dat tén vung New Range thay déi
Title:
~TREe 1
Refers to cells:
D_&t Mét khéll =$E$31 Eﬂé

Range password:

o) Coma ]

Hinh 2.1.13

4 Thiét 1ap mat khau cho tip tin
Buérce 1. Mo tap tin mudn tao mat khau > Tab File >Info > Protect
Workbook = Encrypt with Password
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Protect Workbook

Control what types of changes peop

D Mark as Final
2 Let readers know the workbook s final and
make it read-only.

Encrypt with Password
ﬁ:’ Requirea password to open this workbook, ¢

Protect Current Sheet

Control what types of changes people can
make to the current sheet,

Hinh 2.1.14

Buéc 2. Nhép mat khau

< Encrypt Document ) (%)=

Encrypt the contents of this file
Password:

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

L ook [ concel |
Hinh 2.1.15
Buéc 3. Nhap lai mat khau vira dat
Covﬁ' m Password D (e ]=]
Encrypt the contents of this file
Reenter password:
00000

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

Lo J[ concel |

Hinh 2.1.16
Buécd.  Click Ok hoan thanh
2.1.3. Chia sé v Bdo quin tai li¢u
+ Chia sé tai ligu

Buwéc 1. Chon Tab Review = Group Changes = Share Wokbook
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REVIEW VIEW Foxit PDF TEAM

fe Comment L(I ’ | ’

—

‘& Protect and Share Workbook

B

nrow All Comments

EZ Allow Users to Edit Ranges

Protect Protect Share i
1ow Ink Sheet Workbook|Workbook JE# Track Changes -
Changes
Hinh 2.1.17

Buée 2. Trong ctra so6 Share Workbook = Tab Editing 2 Allow changes
by more than one user at the same time. This also allows workbook merging

Share Workbook ? ”&

Editing | Advanced

Allow changes by more than one user at the same time. This
also allows workbook merging.

Who has this workbook open now:

o [ conce

Hinh 2.1.25

Buéc 3. Tab Advanced cho phép ban thiét 1ap mot s6 tinh niang cho tap

tin duoc chia sé.
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Share Workbook L7 =]

r

[ Editing | Advanced | Thiét lap leu triz lich sir

Track changes /‘ thay @éi cua tgp tin
@ Keep change history for: |30 + days

Don't keep change history

Update changes Thiét lép cép nhét tap tin

@ When file is saved
Automatically every: | 15 | minutes

@ Save my changes and see others' changes

Just see other users' changes

Théng bao khi c6 nguoi

Conflicting changes between users y' .
thay déi tap tin

@ Ask me which changes win
The changes being saved

Indude in personal view
(V] Print settings
[V] Filter settings

Hinh 2.1.18
Buée 4. Click Ok dé hoan thanh.
+ Theo déi sy thay doi clia tp tin
Sau khi da chia sé tap tin cho ngudi khac hay nhom cing lam viéc, dé theo doi
su thay ddi cua tap tin dé xem tap tin dugc chinh stra, thém hay thay ddi dir liéu nao , ta thiét
ké theo cac budc:
Bwéc 1.  Chon Tab Review = group Changes 2 Track Changes 2>
Highlight Changes...

REVIEW VIEW Foxit PDF TEAM

show/Hide Comment |

(_J 24 Protect Shared Workbook

show All Cormmments Allow Users to Edit Ranges

Protect Protect Share =
show Ink “heet Workbook Workbook l}Tka 'Ch-ﬂl'l.g:ﬁ"
Cha [ Highlight Changes...

3'|'~_:| Accept/Reject Changes

Hinh 2.1.19

Buéc 2.  Trong hop thoai Highlight Changes lya chon nhimng diéu kién
When , Who, Where thiét hop theo yéu cAu cua ban.
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Highlight Changes
rack changes while editing. This also shares your workbook.
Highlight which changes
When: | All
Who:
(] where:

Everyone

Highlight changes on screen
[V] List changes on a new sheet

®]

b

)
i#

B
[=]

Nhimng thiét lap lhi chon
Highlight Changes

1)

OK

| [ concel |

Hinh 2.1.20
Buée 3. Click Ok dé hoan thanh.

> Vi thiét 1ap nay thi nhimg vi tri ma dit liéu thay d6i s& duoc lam dau véi

Highlight.
B c D E E B c D E F G H |
: = SO S : | S0 . in -

(Tin) (Ti) L CopCon, 12/08]2013 124 It
29/01/1995/| X001 10 $200 29/01/1995| X001 | 10 | $200 A 2000 Qx.oe:'cem‘r'ch"o'to
16/06/1995| T003 | 20 [ s100 == 16/06/1995| 1003 | 20 | $100 | 2000 .
16/06/1995| C002 15 $300 16/06/1995| €002 | 15 | $300 " 4500
18/06/1995| G001 8 $400 18/06/1995| G0O1| 20 | $400 ' 8000
11/07/1995| N0O3 9 $300 11/07/1995/N003 | 9 | $300 | 2700
11/07/1995| S001 25 $300 11/07/1995| S001 | 25 | $300 ' 7500

Hinh 2.1.21

<4 Xem chi tiét nhirng thay doi cia tip tin
Buwéc 1. Trong Tab Review = group Changes = Track Changes 2>

Accept/Reject Changes

Budc 2. Trong hdp thoai Select Changes to Accept or Reject ban sé lya

chon xem chi tiét thay doi ctua dir li¢u khi nao , cua ai, hay vung nao,..

Select Changes to Accept or Reject

Which changes
(V] When: | Not yet reviewed
Who: | Everyone
(] where:

F=]

[]

=]
=

G

[

]

J [ concel

Hinh 2.1.22
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Buéc 3. Trong hop thoai Accept or Reject Changes s& hién thi chi tiét cac
dir liéu da bi thay d6i va ban c6 quyén chip nhap hoic khong sy thay doi do.

A B C D E F - — = L L 1 L
= s . 2
ot NGAY MA LU,S(?NG PON THANH Accept or Reject Changes l_lé
BAN HANG (Ta.in) GIA TIEN Change 1 of 7 made to this document: -

1 | 29/01/1995| x001 | 10 | s200 | 2000 {||CoPeon 14/08/2013 1:31PM: =
2 | 16/06/1995| T003 20 $100 2000 Changed cell F2 from '<blank>' to '=E2*D2'.

3 | 16/06/1995| C002 15 $300 4500 -
4 | 18/06/1995| G001 20 $400 8000

5 | 11/07/1995| N0OO3 9 $300 2700 L v
6 | 11/07/1995| S001 25 $300 7500 [ accept ] [ Reject J [ Accept Al } [ Reject Al } [ - J

Hinh 2.1.23

2.2. Thao Tac Véi Cong Thire Va Ham
2.2.1. Kiém tra cong thirc
Chtrc nang Kiém tra cong thirc (formula-auditing) cua Excel hoat dong bang

cach tao ra cac tracer — la nhitng cai mui tén hai dau chi ra cac 6 c6 lién quan trong mot

cong thuec.

Oy
+: Trace Precedents -‘_ﬁ Show Formulas
a2 N .
=t Trace Dependents X Error Checking ~
. Remove Arrows v (/

Formula Auditing

Hinh 2.2.1

Ban c6 thé sir dung cac tracer dé tim ra ba loai 6 nhu sau:

e Precedents: Day 1a cac 6 dugc tham chiéu tryc tiép hodc gian tiép trong mot
cong thirc. Vi dy, 6 B4 chira cong thirc =B2; 10i B2 sau d6 lai 1a mot precedent truc tiép
ciia B4. Bay gio gia st rang 6 B2 chta cong thirc =A2/2; diéu nay lam cho A2 tré thanh
mot precedent tryc tiép ctia B2 dong thoi cling 1a mot precedent gian tiép cuiia B4.

e Dependents: Day 1a cic 6 dugc tham chiéu truc tiép hodc gian tiép boi mot
cong thuc dang nam trong mot 6 khac. Trong vi du trén day, 6 B2 la
mot dependent truc tiép clia A2, va B4 1a mot dependent gian tiép ciia A2.

e Errors : Day 13 nhiing 6 chira mét gia tri 16i va dang duoc tham chiéu tryc tiép
hodc gian tiép trong mot cong thirc (va do d6 nd giy ra mot 15i twong tu trong cong

thirc nay).
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) RA( B1 — C D E E G H 3
; ~—1ee——1 50 " #DIV/O! @‘\
i 50 ' EDIV/O! T 100
2 Dependent tracers Error tracer Precedent tracer
.
Ho4->:3i]_Sheetl /Sheetd /ZSheetd 203 AN - TN m T

Hinh 2.2.2: Minh hoa mot bang tinh voi ba vi du cua cdc miii tén tracer

- O B4 chira cong thitc =B2, va B2 chita cong thic =A2/2. Nhiing cai mili tén (mau
xanh) chi ra cc precedent(truc tiép va gian tiép) cia B4.

- O D4 chira cong thic =D2, va D2 chtra cong thitc =D1/0, gy ra 16i #DIV/0!, do do,
16i nay ciing xuét hién ¢ 6 D4. Miii tén (mau do) chi ra ngudn gbc cua 13i.

- O G4 chura cong thirc =Sheet2!A 1. Excel hién thi mot mii tén dut khiic voi mot cai
biéu tugng bang tinh & dudi miii tén khi precedent hoic dependent ndm trén mot trang
tinh (worksheet) khac.

4 Truy tim cac Precedent ctia 6
Buoéc 1. Chon 6 chira cong thirc ma ban mudn truy tim precedent cta no.
Budérc 2. Chon Tab Formulas = Group Fomula Auditing = Trace

Precedents. Excel s€ thém mot miii tén vao moi cai precedent truc tiep

FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

I IE IE ﬂ‘fl o G=) Define Name ~ [?ﬂ“Trace Precedents Pﬁ Show Formulas Em)

Date & Lookup & Math&  More Name 7‘ vsein Formula~ :,i Trace Dependents ' \‘?a’:i
Time~ Reference~ Trig~ Functions~ Manager £ Create from Selection = 1% Remove Arrows ~ (/&) Evaluate Formula  \wWindow
Iy Defined Names Formula Auditing
F 1 G H
THANH THANH Ty gid
TIEN TIEN VND
2000 40,000,000 20,000
2000 40,000,00
4500 90,000,000
*8060—{— 160,000,000
2700 54,000,000
7500 150,000,000
26,700 534,000,000

Hinh 2.2.3

Buoc 3. Tiép tuc lap lai budc 2 dé thém cac cép precedent (néu co).
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F G H g E H

THANH THANH —_— THANH THANH i

TIEN TIEN VND yela TIEN TIEN VND yea

2000 40,000,000 20,000 | *2000— - M 20,000

2000 40,000,000 *2660——49,000,000-

4500 90,000,000 *4500— 000,000

8000 | 160,000,000 *BO00— /000,000

2700 54,000,000 *2766——54,000,000

7500 | 150,000,000 *7566— 150,000,000
26,700 | 534,000,000 26,700 | 534,000,000

Hinh 2.2.4

4 Truy tim cac Dependent ciia 0
Buéc 1. Chon 6 chtra cong thirc ma ban mudn truy tim Dependent ctia no.

Buwoéc 2. Chon Tab Formulas = Group Fomula Auditing = Trace Dependents

FORMULAS DATA REVIEW VIEW Foxit PDF TEAM
l IE Im I p. G=] Define Name  ~ +o Trace Precedents %] Show Formulas Em)
— ¥ e 3 o
“fx Use in Formula ~ [ at* Trace Dependents ] k v
Date & Lookup & Math&  More Name — - Watch
Time - Reference~ Trig~ Functions~ Manager {5 Create from Selection = IS Remove Arrows ~ (%) Evaluate Formula  \Window

y Defined Names Formula Auditing

G H
THANH
TIEN VND

Ty gia

20,000

46;000;
40,000,000
90,000,068”
160,000,000
54,000,000
150,000,000
534,000,000

Hinh 2.2.5

Buwéce 3. Tiép tuc 1ap lai bude 2 dé thém cac cap Dependent (néu co).
4 Go& b6 nhirng miii tén Tracer
» Chon Tab Formulas = Group Fomula Auditing - Remove Arrows
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FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

I IE "I:.:f:; i | I—=’ =] Define Mame - TioTrace Precedents [ Show Forr
; # bl i — o
e o = %A Usein Formula - ol Trace Dependents Error Checl

Date & Lookup & Math &  Mare MName =3

Time~ Reference~ Trig= Functions~ | Manager [ Create from Selection | {5 Remove Arraws v (%) Evaluate Fe
v Defined Mames E, Remaove Arrows
13*D2:013} E:n Remove Precedent Arrows

“:E Remove Dependent Arrows
] E i G H | - - s
Hinh 2.2.6

» D¢ gd bd cac mii tén precedent moi lan mot cap, chon Remove
Precedent Arrows.
» Dé g& bo cac miii tén dependent moi lan mdt cap, va chon Remove

Dependent Arrows.

4 Cic thong bio 16i thwong giip
Khi Excel khong tinh duoc mét cong thic thi chuwong trinh s& bao 16i sai, bt
dau bang dau #, dudi day 1a danh sach cac thong bao 15i thuong gap.

Thonzg. bio Nguyén nhan
10i
#DIV/0! Trong cong thic cd phép tinh chia cho 0.
HNUA Cong thurc tham chiéu dén 0 0 gia tri khong
tim thay hoac nhap ham thiéu doi so.
#NAME? Trong cong thitc c6 tén ham hoéc tén 6 sai.
UNULL Xay ra k‘hl xac dinh giao gitra 2 vung
nhung ving giao nhau la rong.
#NUM! Dit liéu s0 bj sai.
4REF! Xay ra khi trong cong thirc ¢6 tham chiéu
’ dén mdt dia chi khong hop 1€.
#VALUE! Trronggcoqg 151;11rc c6 cac toan hang va
toan tir sai kieu.

4 Sira chira 16i cong thirc
Néu ban thiéu mot dau ngodc don khi nhap mot cong thirc, hodc néu ban dit
mot dau ngodc don sai vi tri, Excel thuong hién thi mot hop thoai nhu minh hoa ¢ hinh bén

dudi khi ban ¢b x4c nhan cong thirc. Néu thay cong thie (do Excel goi y trong hop thoai) 1a
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dang nhiing gi ban mudn, ban nhin Yes dé Excel tu dong sura lai cong thire cho ban; con néu

théy cong thirc do sai, ban nhéan No va tu stra lai cong thtrc.

E | | |
ey | PONVI| SO XANG GASOIL DAU LUA
9| NHAN |LUONG| s | TT [ SLG [ TT | SLG [ TT
10]X001C [Clya 100|=IF[LEFT[A10,1]="lx",C10,01
11 GOO1K |Xnvén fai 150 i .
12 XO02K |DOixeb | 200] | Mierosoft bxce ==
13 |LO0O1C |Nha may c 100
141.002C KU"@”HQ y 50 Micrasoft Excel found an error in the formula you entered. Do you want to accept the correction proposed below?
15 G002C |Ctyz 120 '0 ~IFLEFT(ALD, )= C10,0)
16 GOO3K | Xn co’ khi 80 ~ Toaccept the correction, dick Yes.
17 cdng « To dose this message and correct the formula yourself, dick No.
18 B.quén ngay No |

19

Hinh 2.2.7

+ Sir dung chirc ning kiém tra 15i cong thirc

Néu ban su dung Microsoft Word, c6 1€ ban da quen véi nhiing duong gon

song mau xanh xanh xuat hién ¢ bén dudi cac tir hodc cum tir ma chuong trinh kiém tra

vin pham (grammar checker) cho 1a khong dting. Grammar checker hoat dong bang

cach st dung mot bo quy tic dé kiém tra van pham va ct phap. Khi ban nhap vin

ban, grammar checker &m tham theo doi ting cau tirng chir ctia ban, néu co thtr gi do

ban nhap khong dang voi nhitng quy tic ciia grammar checker, dudng gon song s& xuat

hién dé bao cho ban biét 1a c6 van dé.

Excel ciing c6 tinh ning twong tu nhu vdy: chirc ning kiém tra 18i cong thirc

(formula error checker). N6 twong ty nhu grammar checker, ding mot mot bo quy tic dé

kiém tra cac phép tinh va ciing hoat dong cach 4m tham khi giam sat nhitng cong thirc

cua ban. Néu no6 phat hién ra di¢u gi d6 khong on, n6 s€ hién thi mdt dau hiéu bao 161 —

mat cai tam gidc mau xanh — & goc trai phia trén cia 6 chira cong thirc.

The formula or function used is dividing by zero or empty cells.

Hinh 2.2.8

s Cdch stra chirva loi

Khi ban chon céi 6 c¢6 diu hiéu bao 15i, Excel hién thi mot smart tag ngay

canh do, va néu ban dat con tré chudt Ién trén cai biéu tugng madi xuat hién nay, mot cau

thong bao miéu ta 16i mac phai s& hién 1én, nhu minh hoa trong hinh trén. Bén goc phai

cua bi€u tugng nay con c6 mdt nut nhan dé md ra mot danh sach nhirng cach xir ly 161

cho ban chon:
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- Help on This Error : Tim hiéu thong tin vé 18i qua hé théng Help cua
Excel.

- Show Calculation Steps : Chay chuc ndng Evaluate Formula (danh
gia cong thuec).

- Ignore Error : Bo qua, gilt nguyén cong thic sai nhu vay.

- Edit in Formula : Hién thji cong thirc trong ché do chinh stra (Edit)
trén thanh cong thirc (formula bar). Chiang qua la dé cho ban tir sira lai
cong thirc.

- Error-Checking : Hién cac tuy chon cta chirc nang Error Checking tur

hop thoai Option dé ban chon.
« -[#p1vi0! |

Divide by Zero Error

Help on this error

Show Calculation Steps...

lgnore Error

Edit in Formula Bar

Error Checking Options...

Hinh 2.2.9

% Thiét ldp cdc tiy chon cho viéc kiém tra 16
J Ciing gidng nhu viéc kiém tra ngir phap trong Word, chirc ning
kiém tra 15i cong thirc (Formula Error Checker) ciing c¢6 mot sd nhimg tiy chon dé
quy dinh cach n6 lam viéc va sé& danh déu nhiing 15i nao. Dé xem nhiing tily chon
nay, ban c6 hai cach:
- Chon Office, Excel Options dé hién thi hop thoai Excel Options,
va chon Formulas
- Chon Error-Checking Options trong danh sach x6 xudng cua cai
biéu trong bao 16i (nhu di noéi trong bai trudc).
o Ca hai cach déu md ra nhitng tuy chon cho Error
Checking va Error Checking Rules nhu minh hoa:
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Excel Options ?=

venera % ~
fx’ Change options related to formula calculation, performance, and error handling

Formulas

Proofing Calculation options

Workbook Calculation [C] Enable terative calculation
®) Automatic

Maximum lterations: 100 5

Automatic except for data tables
Maximum Change: 0.001
Manual

V| Recalculate workt

Working with formulas

[[] RIC1 reference style

[¥] Formula AutoComplete
[¥] Use table names in formulas

] Use GetPivotData functions for PivotTable references

ﬁno: Checking \

[¥] Enable background error checking

Reset Ignored Errors

Indicate grrors using this color: | 22 ¥

Error checking rules

[¥] Cells containing formulas that result in an error [¥] Formulas which gmit cells in a region
V] Incongistent calculated column formula in tables [V Unlocked cells containing formulas
(¥ Cells containing years represented as 2 digits [[] Formuylas referring to empty cells
[V Numbers formatted as text or preceded by an apostrophe [V Data entered in a table is inyalid
k'«' Formulas ipconsistent with other formulas in the region /
Hinh 2.2.10

Error Checking
Enable background error checking

Reset Ignored Errors
Indicate errors using this color: [ . ]

Error checking rules

V] Cells containing formulas that result in an error i (V] Formulas which omit cells in a region (i
V] Inconsistent calculated column formula in tables (i [¥] Unlocked cells containing formulas G
V] celis containing years represented as 2 digits 0 Formulas referring to empty cells

(V] Numbers formatted as text or preceded by an apostrophe i (V] Data entered in a table is invalid

V] Formulas inconsistent with other formulas in the region (i

Hinh 2.2.11

e Enable Background Error Checking : Check box nay bat va tat ché
do tu dong cua chirc nang Formula Error Checker. Néu ban tit ché do nay, moi khi ban
mubn kiém tra 13i cong thirc, ban chon Formulas, Error Checking.

e Indicate Errors Using This Color : Chon mau cho diu chi bao 13i (cai
tam giac nho xiu & goc bén trai 6 c6 16i).

e Reset Ignored Errors : Néu ban da bo qua mdt hoac nhiéu 13i, ban ¢6
thé cho hién thi lai cac 186i d6 bang cach nhan nut nay.

e Cells Containing Formulas That Result in an Error : Khi tuy chon

nay dugc kich hoat, chirc nang Formula Error Checker sé danh dau vao 6 cong thirc co
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két qua 1a cac gia tri 161 nhu #DIV/0!, #fNAME?, hay bat ky gia tri 16i ndo da sir dung
trude do.

e Inconsistent Calculated Column Formula in Tables : (Tuy chon méi
& phién ban Excel 2007) Khi tuy chon nay duoc kich hoat, Excel kiém tra cic cong
thirc trong cot dung dé tinh toan ctia mot Table (mot dang bang dac biét cua Excel), va
danh diu vao nhiing 6 c6 cong thitc ma ciu tric ciia cong thirc nay khong giéng véi
nhitng cong thirc khac trong cot. Trong smart tag & & ¢6 16i, c6 kém thém 1énh Restore
to Calculated Column Formula, cho phép ban cdp nhét lai cong thirc dé no nhat quan
v6i nhitng cong thirc & phan con lai trong cot.

e Cells Containing Years Represented as 2 Digits : Khi tuy chon nay
duoc kich hoat, chirc ning Formula Error Checker s& danh d4u vao nhitng cong thirc
c6 bao gdm nhiing gia tri ngay thdng ma trong d6 con sd chi nam chi ¢6 2 chir s6 (mot
tinh hudng mo hd, khong 13 rang, boi vi chudi d6 c6 thé tham chiéu dén mot ngay nao
& nhitng nim 1900 13n nhitng nam 2000). Véi trudng hop nay, danh sach tiy chon
trong smart tag c6 chtra hai 1énh — Convert XX to 19XX va Convert XX to 20XX —
cho phép ban chuyén ddi con s6 chi nim c6 2 chit s6 thanh con sb ¢ 4 chir sb.

e Numbers Formatted as Text or Preceded by an Apostrophe : Khi
tuy chon nay duogc kich hoat, chic ndng Formula Error Checker s& danh dau vao
nhiing 6 c6 chira mot con s duoc dinh dang dudi dang text hoac c6 mot diu nhay don
() & trudc. Voi truong hop nay, danh sach tuy chon trong smart tag cé thém
1énh Convert to Number dé chuyén con s6 d6 thanh mot con s that su (dinh dang theo
kiéu sd).

¢ Formulas Inconsistent with Other Formulas in the Region : Khi tuy
chon nay duogc kich hoat, chitc nang Formula Error Checker sé danh diu vao nhirng
cong thirc co ciu trac khac véi nhitng cong thic twong ty & xung quanh nd. Véi
truong hop nady, danh sach tuy chon trong smart tag c6 thém mdt Iénh dai loai
nhu Copy Formula from Left (copy cong thirc ¢ 6 bén trai sang day) dé lam cho cong
thirc ndy nhat quan véi nhitng cong thirc xung quanh.

e Formulas Which Omit Cells in a Region : Khi tuy chon nay duogc
kich hoat, chtrc ning Formula Error Checker s& danh dau vao nhitng cong thirc (ma
nhitng cong thic ndy) bo qua cac hang gan ké voi diy duoc tham chiéu trong cong
thure.

e Unlocked Cells Containing Formulas : Khi tuy chon nay dugc kich
hoat, chtrc ning Formula Error Checker s& danh ddu vao nhitng cong thirc nim trong
cac 6 khong duoc khoa (unlocked). Pay khong phai 1a mot 16i ma 1a mot canh bao
rang nhimg ngudi khac co thé stra ddi cong thirc, ngay ca sau khi ban di bao vé

(protect) bang tinh. Vi truong hop nay, danh sach tuy chon trong smart tag c6 thém
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lénh Lock Cell dung dé khoa 6 lai va ngan khong cho nguoi dung khéc thay déi cong
thirc sau khi ban da bao vé bang tinh.

e Formulas Referring to Empty Cells : Khi tuy chon nay dugc kich
hoat, chirc nang Formula Error Checker s& danh déu vao nhirng cong thic tham chiéu
dén cac 6 rdng. Véi truong hop nay, danh sach tiy chon trong smart tag c6 thém
1énh Trace Empty Cell d cho phép ban tim 6 réng ma cong thiic ndy dang tham chiéu
dén (va ban co thé nhap dir lidu vao 6 rong do, hoic diéu chinh cong thure sao cho nd
khong tham chiéu dén 6 nay nita).

e Data Entered in a Table Is Invalid : Khi tuy chon nay dugc kich hoat,
chtrc niang Formula Error Checker s& danh ddu vao nhing 6 vi pham cac quy tic hiéu
luc hoa dit liéu (data-validation rules) cua mot Table. Diéu ndy c6 thé xay ra néu ban
thiét 1ap mét quy tdc Data-validation véi chi mét kiéu Warning hodc Information,
ngudi dung van co thé chon nhap nhitng dir liéu khong hop 18 trong truong hop nay,
va Formula Error Checker s& danh du vao nhitng 6 chira dit liéu khong hop 16. Danh
sach tiy chon trong smart tag c6 thém lénh Display Type Information, hién thi quy
tac Data-validation ma nhiing 6 d6 vi pham.

4+ Sir dung Watch Window

Tinh ning nay giup ta theo ddi cac 6 trong qué trinh tinh toan. Ban mudn giam

sat 6 nao thi dua nd vao danh sach giam sat ¢ cua s6 cua Watch Window. Goi cira s6 Watch

Window :
- Chon Tab Formulas — group Formula Auditing — Watch Window
FORMULAS | DATA  REVIEW  VIEW  FoxitPDF  TEAM
I IE F"-":»_;*_"' I — =] Define Name - E:“Trace Precedents E Show Formulas h
i i — ) P

Date & Lookup & Math&  More
Time~ Reference~ Trig~ Functions~  Manager E Create from Selection

¥

ﬂﬂETraceDc—pendentﬁ 4 Errar Checking -

Marme Watch

4% Remove Arrows ~ (&) Evaluate Formula  wWindaw

Defined Names

Hinh 2.2.12

Farmula Auditing

- Sau d6 chon 6 can theo ddi va nhan vao nut Add Watch trén cta s6 Watch

Window.
Watch Window v X
23 Add Watch... & Delete Watch
Book Sheet Name Cell Value Formula
BAI TAP_0910.... BT3 G3 100000 =IF(AND(D3="NAM",E3>24),100000,0)
BAI TAP_0910.... BT3 H3 © =IF(OR(E3>25,AND(D3="N{",E3=25)),300000,0)
Hinh 2.2.13

Trang 118



Gido trinh Office 2013 ndng cao

4+ Sir dung chirc ning Data Validation trong quan ly nhip li¢u
Khi xay dung bat ctr bang tinh nao dé phuc vu cong viéc minh, chic chin ban
s& can nhitng viung nhdp dit liéu theo yéu cau nhit dinh nao d6. Dit liéu d6 c6 thé duoc gidi
han trong mgt pham vi nao do, co thé 1a s nguyén, sb thap phan, ngay, gio, trong danh sach
san c6 hodc chudi c6 do dai nhat dinh. Khi d6 chtc ning Data validation s& giup chung ta
nhép liéu mdt cach chinh xac theo yéu cAu, han ché sai sot toi thiéu.
Vi du: Diém nhép vao phai >=0 va <=10:
KET QUA THI CUOI KHOA
DIEM

-~

TOAN | VAN |NGOAINGU

Diém nhép vao phdi: PTB |PIEMKQ

==0 and <=10

HAT | NAM | 1987 | P
HIEP | NAM | 1986

~

THAO N 1988

B DN

Hinh 2.2.14

Dé thiét 1ap viéc nhap liéu theo diéu kién, ta thuc hién:
Buée 1. Chon vung mubn thiét lap diéu kién .
Buwée 2. Vao Tab Data > group Data Tools > Data Validation

DATA REVIEW VIEW Foxit PDF TEAM

-tions Sl @ Y | @% E E"%

Zl Sort Filter Textto Flash Remove
Yo Advanced | Columns  Fill Duplicated Validation -

Sort & Filter Data Tools
Hinh 2.2.15

E-’ = E?

Consolidate What-If |
Analysis ~

Buéce 3. Trong hop thoai Data Validation nhu hinh bén dudi, c6 ba Tab Setings,
Input Message, Error Alert.
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Jokalo MO RN
Settings InputMessage I Error Alert
Validation criteria

Allow:

Whole number E] [¥] 1gnore blank
Data:

between E]

Minimum:

[ ==

%
Maximum:

[ e

2.3

Apply these changes to all other cells with the same settings

Clear Al [ ok || cance |

Hinh 2.2.16

1 Thé Settings
Cira s6 Settings cho phép thiét 1ap cai dit vé diéu kién nhap liéu trong
Validation criteria. Tuy vao dbi twong kiém soat ma ta chon trong danh sach bén dudi
Allow. Mic dinh ban dau cho phép nhap bat ctr kiéu dir liéu nao trong 6 (Any value). Dé
thay d6i theo y mudn, dau tién ta chon vung dit liéu can thiét 1ap chic ning Validation.
Trong danh sach tha xuéng cua Validation criteria, c6 cac lua chon

Whole number, Decimal, List, Date, Time, Text lenght, Custom.

Data Validation | B |

Settings | Input Message | Error Alert |

Validation criteria

Allnw
'v'l.n'hnle number g [¥] 1gnore blank

Apply these changes to all other cells with the same settings

= o ] [ome

Hinh 2.2.17
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> Whole number: Chirc ning nay chi cho phép nhap liéu 1a sb
nguyén. Néu nhap s6 thap phan, chudi,... s& bi bao 18i. Chirc ning nay hitu ich khi dir
liéu nhap 1a tudi, s6 lwong mat hang, sé san pham, diém thi,... Khi chon Whole

number, chirc ndng Data xuét hién cho phép khéng ché pham vi gia tri nhép:

Data Validation ® ||

Settings | Input Message l Error Alert |

Validation criteria

Allow:
Whole number B \¥| Ignore blank
Data:
between E]
Minimum: between B2
| between R
Maximum: not beh\'een
= equal to ——
not equal to EaZ
I than I
Apply these C less than Ssame setongs
: greater than or equal to ‘
less than or equal to oK ] ( Cancel ]

Hinh 2.2.18

Céc toan tu:
- Between: gia tri trong 6 nam trong doan tir a dén b (bao gdm 2 cén
trén va dudi a, b)
- Not between: gia tri trong 6 khong nam trong doan [a, b]
- Equal to: gié tri trong 0 bang (=) véi gia tri so sanh
- Not equal to: gia tri trong 6 khong bang (#) gia tri so sanh
- Greater than: gia tri trong 0 16n hon (>) gia tri so sanh
- Less than: gia tri trong 6 nhd hon (<) gia tri so sanh
- Greater than or equal to: gia tri trong 6 16n hon hoic bang (>) gia
tri so sanh
- Less than or equal to: gia tri trong 6 nho hon hoic bing (<) gia tri
so sanh
> Decimal: Chirc ning ndy chi cho phép nhap liéu 1a sb nguyén
hodc sd thap phan. Céch thuc hién tuong tu ddi v&i Whole number. St dung kiéu gia
tri Decimal cho phép tranh duoc nhitng sai sét do quy dinh vé s thap phan Quéc té
va Viét Nam (ddu chdm va phay).
> List: Chtrc niing ndy chi cho phép nhap liéu tir mot danh sach sin
c6. Danh sach nay cé thé duoc nhap truc tiép, tir mot ving trong sheet, tir tén (Name)

vung san c6 hodc tu file khac. Nén sur dung chirc nang nay khi ban can nhap liéu dugc
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lay tir mot co sd dit liéu (CSDL) san c6 nam han ché sai sot, rt ngan thoi gian. Vi du
nhu nhdp danh sach mon hoc, ma mon hoc, 16p...... biéu nay cho phép han ché toi da
do nhap liéu khong dung dan dén két qua tinh toan sai, dic biét 1a dbi twong nhap 1a
chudi.

> Date: Chtrc ning nay chi cho phép nhap liéu 13 ngay. Viéc diéu
khién vé khoang ngay nhap gidng nhu ddi voi Whole number. Diéu d6 c6 nghia 1a
chon ngay trong 1 khoang xac dinh, ngay bét dau, ngay két thic,...

> Text length: Chirc ning nay chi cho phép nhap liéu 1a chudi c6
do dai xac dinh (tinh bang s6 ky tu, ké ca koang tring, dau,...). Viéc diéu khién vé
chidu dai chudi nhap giéng nhu d6i véi Whole Number. Dicu d6 c6 nghia 1a co thé
kiém soat duoc chiéu dai chudi nhap gidi han trong 1 bang xac dinh, chidu dai chudi
nhap nhd nhét, chiéu dai chudi nhap l6n nhét,... Vi du nhu trong hinh 16, chi cho phép
nhap ma hang c6 chiéu dai 6 ky tu.

2. Input Message
Chtrc ning Input Message cho phép hién thi thong tin nhép liéu khi di

chuyén chudt vao 6 do, tir d6 dinh hudng cho cong viéc nhap li€u. Gom cé cac thong so:

Vi du:

>  Show input message when cell is selected: Bat (tit) ché do hién
thi thong bdo khi 6 dugc chon. Truong hop nay chon Bat.

> Title: Noi dung tiéu dé hién thi, dung kiéu gd Unicode.

> Input message: Noi dung thong béo, ding kiéu gé Unicode.

Data Validation ® || =

| Settings | InputMessage | Error Alert |

Tiéu dé hién thi trong

(V] show input message when cell is selected ) e D
vung dieu Kien

When cell is selected, show this input message:
Title:
Cha y!

Input message:
S8 nhap phai I6n hon hodc bang 0 va nhé hon hodc bang 10!!! ”

Noi dung thong bao |
vung diéu kién

Coc ) (o

Hinh 2.2.19

=» Thi Iuc d6 trong vung ban chon diéu kién s& hién thi thong bao nhu sau:
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A B C D | E F G H |
KET QUA THI CUOI KHOA
: ; DIEM B
STT| TENHS | PHAI NS - - — DPTB |PIEMKQ

TOAN | VAN |NGOAINGU

1| LAM | NAM | 1988 | | |

2 | HAI | NAM | 1987 Chii §!

3 | HIEP | NAM | 1986 Srhiurhaion

" - on hodc bang 0

4 THAO NU 1988 va nhé hon hoac

5 | MINH | NAM | 1988 | L e
Hinh 2.2.20

3. Error Alert

Khi 6 di dugc dat ché d6 Data validation, néu nhép liéu khong dung quy

dinh s€ bi thong bao Ta co thé thay ddi noi dung thong bao mac dinh dé theo cac hoan canh

khac nhau va hién thi ndi dung thong bao d6 bang tiéng Viét cho dé hiéu va sira doi.

| i T

Drata Validation

I Settings | Input Message | Error Alert

[¥] Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

e ——
i i
IOI
e
a e

Style: Title:
Stop | Canh béo!!!
Error message:
Warning P T T : 1
Information | Ph&i nh3p 8 >=0 v& <=10!!! -

| [ cont

Clear Al [ oK

Hinh 2.2.21

>  Show error alert after invalid data is selected: Bat (tit) ché do

hién thi canh bao sau khi dit liéu duogc nhap vao 0. Truong hop nay chon Bat.

>  Style: Kiéu canh bao, gdm Stop (ding lai), Warrning (canh bao),

Information (thong tin).
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Tuy mirc d§ canh bdo ma c6 cach xir Iy phu hop.
- Stop: Thong bao 16i nhap lidu nghiém trong, Excel khong chap
nhan gia tri nhap lidu ndy va yéu cau phai nhap dung méi duoc chap nhan.
- Warning: Thong bao 16i nhap liéu mang tinh canh bao, tuy
truong hop ¢ thé chap nhap hoic khong chap nhan gia tri nhap liéu.
- Information: Thong bao 16i nhap liéu mang tinh thong tin, ban
c6 thé bo qua trudng hop nhép liéu khong dang quy dinh.
> Title: Noi dung tiéu dé thong béao, ding kiéu gd Unicode.
>  Input message: NOi dung thong bao (chu y ndi dung theo nhiing

hoan canh cu thé), dung kiéu gd Unicode.

KET QUA THI CUOI KHOA
R i PIEM ~
STT| TENHS | PHAI NS - - — DPTB |PIEMKQ
TOAN | VAN |NGOAINGU

1 LAM | NAM | 1988 8.0 7.0

2 HAI NAM | 1987 9.0

3 | HIEP | NAM | 1986 3.0 75

4 I canh baom [

5

& Ban phai nhap s& I6n hon hodc bang 0 va nhé hon hodc bang 10!1!

7 Continue?

8 Ltes ] [ o | [concel | [ hep |

9 Was this information helpful?

1N == —

Hinh 2.2.22

2.2.2. Pinh dang c6 diéu kién ( Conditionnal Formatting )
St dung bang dir li¢u Excel, khi can tach loc cac dir li€u can thiét theo mot

quy tic cu thé, dai da s6 nguoi ding déu thyc hién chirc ning loc (Filter) ciia phin mém
Excel. Tuy nhién, néu mudn dat phén dir li¢u d6 voi dinh dang noi bat riéng biét thi chirc
nang loc khong thé dap ung duoc. bé dat duge diéu do, ban phai str dung chure nang dinh
dang c6 diéu kién (Conditional Formatting) ctia phan mém Excel.

Chtrc ning Conditional Formatting 1a k¥ thuat dinh dang, cho phép ban thiét
1ap dinh dang riéng nhitng 6 dugc lya chon, khi dir li€u trong cac 6 d6 thoa man diéu kién
da dinh sén.

Viéc dinh dang khéc biét cho cac 6 dir li¢u théa man diéu kién, gilp nguoi
xem nhanh chéng nhén ra duoc cac thong tin du diéu kién, trong khi vin xem dugc tong

thé bao gom cac dir liéu khac.
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Vi du: Trong hinh duéi ddy, khong don gian dé nhan vién c6 thé nhan ra dau
1a don hang qua han nhung chua cung cap du sé luong, ddu 1a don hang gan tdi han

nhung chua c6 du so lugng yéu cau.

Theo déi don hang

Thang 08/2013 Ngiy hiéntai: [ 15/08/2013
Ténhang |S6lwongcin| Thoihan Da xuit
Man hinh 100| 12/08/2013 0
Chuot 300| 30/08/2013 0
Ban phim 240| 16/08/2013 240
Mdy chiéu 5| 10/08/2013 0
Man chiéu 10| 15/09/2013 10
USB 8GB 260| 25/08/2013 0
bia CD 1000| 28/08/2013 500
Pia DVD 2250 24/08/2013 0

Hinh 2.2.23

Néu co sir dung chirc niang dinh dang, ngudi sir dung c6 thé nhanh chong
théy dugc cac don hang qua han nhung chua du sb lugng dugc danh d4u mau do nhat ;

cac don hang sdp t6i han nhung chwa duogc cung cip ddy du dugc danh ddu mau vang.

Theo doi don hang

Thang 08/2013 Ngay hiéntai: [ 15/08/2013
Ténhang |S&lwongcin| Thoihan Da xuit
Man hinh 100| 12/08/2013 0
Chudt 300| 30/08/2013 0
Ban phim 240| 16/08/2013 240
May chiéu 5| 10/08/2013 0
Man chiéu 10| 15/09/2013 10
USB 8GB 260| 25/08/2013 0
bia CD 1000| 28/08/2013 500
Pia DVD 2250| 24/08/2013 0

Hinh 2.2.24
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Trong truong hop sir dung chirc nang Conditional Formatting, toan by dir
liéu dép ng diéu kién s& dugc tu dong dinh dang riéng biét, giup nguoi st dung nhanh
chong nhan ra nhitng van dé can xur 1y.

Ngoai ra, tu phién ban Office 2007, tinh nang Conditional Formatting cta
phén mém Excel duge nang cép v6i nhiéu muac diéu kién, su dung nhiéu cach thtrc dinh
dang dep va an tugng nhu Data Bars, Color Scales, Icon Sets v...v...

4 Cac dinh dang theo miu sin
Buéc 1. Chon ving mudn dinh dang.
Buwéc 2. Vao Tab Home - group Style > Conditional Formatting

HOME NSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Fowt POF TEAM
Cut - v .

- Cambria “13 A A = ¥- * Wrap Text General J s
Copy ~ R e - T
' . B I U -~ . » v . &= & = Merge & Center = $ - 9% » £ Condtional [Format as  Cell
Format Painter - 9 I Formatting | Table~ Styles~
‘board e Font . Alignment . Number Styfes

0
Hinh 2.2.25

Budc 3. Chon dinh dang diéu kién mudn thiét 1ap.
g ST
55 [
|_l|£| |—‘." L o

Conditional Formatas Cell
Formatting = Table- Styles~

g
i Highlight Cells Rules »
T__l Top/Bottom Rules  »
[10]
=-| Data Bars b
= Color 5cales b
.

Ll

E lcon Sets k
EZ] Mew Rule...
58  Clear Rules k

[E] Manage Rules...
Hinh 2.2.26

Bang dudi day liét ké cac ddi tuwong co trong hop thoai Conditional

Formatting Rules Manager.
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Conditional Formatting Rules Manager ? | =
Show formatting rules for: | cyrrent Selection v
[;_, New Rule... ] [ =) EditRule... ] [ X Delete Rule ] B
Rule (applied in order shown)  Format Applies to Stop If True #
Formula: =AND($C4>... AaBbCcYyZz =$A$4:$D$11 £
Formula: =$C4<$F$2 AaBbCcYyZz =$A$4:$D$11 £
[ ok [ Cose
Hinh 2.2.27
Péi twong Tac dung
D01 tugng duoc st dung dé loc ra cac diéu kién dang duogc sur dung.
Show Thong thuong ban c6 thé dé lua chon Current Selection dé xem dinh
formatting | dang c6 dicu kién cho vung/6 dugc chon, hodc thay doi sang muc This
rules for | Worksheet dé xem toan bo cac dinh dang c6 di€u kién dang dugc su
dung trong tép tin bang tinh.
New Rule | Nt sir dung dé tao mot luat moi.
Edit Rule | Nut str dung d¢€ sua luat dang chon.
Delete Rule | Nut sir dung dé x6a ludt dang chon.
Move Hai nut st dung d¢€ thay doi trinh tu wu tién cta luat dang dugc chon: 1én
Up/Move | trén luat lién ké phia trén hoac xudng dudi luat lién ké phia dudi.
Down
Stop If Cot lya chon ngung thuc thi céc luat ti€ép theo, néu luat tuong itng muc
True chon da dung.

+ Hop thoai New Formatting Rule

Trong cac phién ban Excel tir 2007, dé tao mot luat méi, ban sé phai st dung

hop thoai New Formatting Rule. HOp thoai trong céc phién ban “doi sau” dugc chia
thanh 2 phan chinh 1a: Select a Rule Tyle va Edit the Rule Description.
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New Formatting Rule

Select a Rule Type:

? | &

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Minimum

Edit the Rule Description:

Format all cells based on their values:
Format Style: | 2-Color Scale v

Type: | Lowest Value

Value: |(Lowest value)

Maximum
B Highest Value

=

Color: B

|
"E] (Highest value) E]

Preview: [ R

Format all cells based
on their values

Format only cells that
contain

Format only top or
bottom ranked values

Format only values
that are above or
below average
Format only unique or
duplicate values
Use a formula to
determine which cells
to format

Hinh 2.2.28

Pinh dang c6 diéu kién dya trén gia tri ¢o trong 0.

Pinh dang c6 diéu kién dua trén viée xac dinh thanh phén
dir li€u co6 chira. Vi du: co chira chir officelab.vn, dir liéu
trong, dit liéu ngay hém qua v...v...

Pinh dang c6 diéu kién cho céc dit liéu cao nhat hodc thép
nhat. Cac tiy chon trong phan nay cho phép dinh dang theo
sb lugng cu thé hoac phén tram.

Pinh dang c6 diéu kién cho céac dit liéu trén hodc dudi trung
binh theo nhiéu ti€u chi khac nhau.

Dinh dang c6 diéu kién dé nhan dién cac dir liéu duy nhat
hodc trung lap.

Pinh dang c6 diéu kién dua theo cong thirc do nguoi st
dung xay dung.

4 Pé dinh dang v6i Conditional Formatting

s Dé danh dau nhanh cdac 6 théa man cac diéu kién co bdn

Buéc 1. Chon ving dir liéu ban can dinh dang.
Buwoc 2. Trén thanh Ribbon, chon thé Home.

Buwée 3. Trong nhom Styles, nhap chudt 1én nat Conditional Formatting.
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Buorc 4. Trong trinh don Conditional Formatting, chon Highlight Cells

Rules.

Buwdéce 5. Trong trinh don con Highlight Cells Rules, chon loai diéu kién

ban mudn st dung.

Buwéc 6. Nhap cac chi s6 can thiét va kiéu dinh dang trong hop thoai diéu

kién, nhan Ok dé xac nhan viéc dinh dang.

% Dé danh diu nhanh cdc é theo ludt cao/thip

Buorc 1. Chon vung dir li¢u ban can dinh dang.
Buwoc 2. Trén thanh Ribbon, chon thé Home.

Buéc 3. Trong nhom Styles, nhap chudt 1én niit Conditional Formatting.

Budc 4. Trong trinh don Conditional Formatting, chon Top/Bottom
Rules.
Budéce 5. Trong trinh don con Top/Bottom Rules, chon loai luat cao/thép

ban muon st dung.

Budéce 6. Trong hop thoai diéu kién, nhdp céc chi sb va kiéu dinh dang ban

muon st dung.

Buwée 7. Nhin Ok dé xac nhan diéu kién va thuc hién dinh dang.
< Dé dinh dang theo dp léch Data Bars

Buoc 1.
Buoc 2.
Buoc 3.
Buoc 4.
Buoc 5.
dung.

Chon vung dir liéu ban can dinh dang.

Trén thanh Ribbon, chon thé Home.

Trong nhom Styles, nhap chudt 1én nut Conditional Formatting.
Trong trinh don Conditional Formatting, chon Data Bars.

Trong trinh don con Data Bars, chon loai mau ban mudn sur

% Dé dinh dang theo dj bién thién Color Scales

Buoc 1.
Buwoc 2.
Buoc 3.
Buoc 4.
Buoc 5.
dung.

Chon vung dir liéu ban can dinh dang.

Trén thanh Ribbon, chon thé Home.

Trong nhom Styles, nhap chudt 1én nut Conditional Formatting.
Trong trinh don Conditional Formatting, chon Color Scales.

Trong trinh don con Color Scales, chon loai mau ban mudn st

% Dé dinh dang theo biéu twong phin nhom Icon Sets

Buoc 1.
Buoc 2.
Buwoc 3.
Buwoc 4.

Chon vung dir li€u ban can dinh dang.
Trén thanh Ribbon, chon thé Home.
Trong nhém Styles, nhip chudt 1én nat Conditional Formatting.

Trong trinh don Conditional Formatting, chon Icon Sets.
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Trong trinh don con Icon Sets, chon tap hop biéu tuong ban

muon st dung.

% Dé tao mét dinh dang tity bién bang hop thoai New Formatting Rule

Buoc 1.
Buoc 2.
Buwoc 3.
Buwoc 4.
Buwoc 5.
mudn.

Buoc 6.

Chon vung dir liéu ban can dinh dang.

Trén thanh Ribbon, chon thé Home.

Trong nhém Styles, nhip chudt 1én nat Conditional Formatting.
Trong trinh don Conditional Formatting, chon New Rule.

Trong hop thoai New Formatting Rule, dat cac diéu kién mong

Nhan Ok dé xac nhan diéu kién va thuc hién viéc dinh dang.

s Dé xem cdc dinh dang co diéu kién dang dwoc sw dung

Buoc 1.
Buoc 2.
Buwoc 3.

Buoc 4.

Trén thanh Ribbon, chon thé Home.
Trong nhém Styles, nhip chudt 1én nit Conditional Formatting.
Trong trinh don Conditional Formatting, chon Manage Rules.

Trong muc Show formatting rules for, chon This Worksheet.

s Dé sita mot dinh dang co diéu kién

Buwoc 1.
Buwoc 2.
Buwoc 3.
Buoc 4.
Buoc 5.

Chon vung dir liéu ban can dinh dang.

Trén thanh Ribbon, chon thé Home.

Trong nhém Styles, nhip chudt 1én nat Conditional Formatting.
Trong trinh don Conditional Formatting, chon Manage Rules.

Trong hop thoai Conditional Formatting Rules Manager, chon

dinh dang ban muon sua.

Buoc 6.
Buwoc 7.

Nhan nat Edit Rule dé md hop thoai Edit Formatting Rule.

bicu chinh cac tuy chon diéu kién, sau d6 nhan nit Ok dé xac

nhén thay d6i va dong hop thoai Edit Formatting Rule.

Buwoc 8.

bat lai vung duoc ap dung dinh dang co6 diéu kién trong

cot Applies to (néu can).

Buwoce 9.

Nhan Ok dé xac nhan va thuc hién viéc dinh dang.

s Dé xoa mét dinh dang co dieu kién

Buoc 1.
Buwoc 2.
Buwoc 3.
Buoc 4.
Buoc 5.

Chon vung dir liéu ban can dinh dang.

Trén thanh Ribbon, chon thé Home.

Trong nhém Styles, nhip chudt 1én nat Conditional Formatting.
Trong trinh don Conditional Formatting, chon Manage Rules.

Trong hop thoai Conditional Formatting Rules Manager, chon

dinh dang ban muodn x0a.

Buwoc 6.

Nhan nit Delete Rule dé x6a dinh dang.
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Bwéc 7. Nhan Ok dé xic nhan viéc xéa dinh dang va dong hop

thoai Conditional Formatting Rules Manager.

2.2.3. Thao tac lwa chon cho cong thirc
Theo mac dinh, Excel s€ tu dong tinh toan cac cong thirc trong bang tinh khi

ban mé bang tinh hoic thay d6i bat ky thanh phan nao phu thudc cong thirc. Néu bang tinh
cta ban 16n, v&i nhiéu cong thirc lién quan voi nhau, viéce tinh todn nay co thé 1am mat thoi
gian d6i khi 1én dén vai phut.

Trong khi cac cong thuc dang dugc tinh lai, con tré chudt sé & ché do cho,
ban khong thé thyc hién bat cir diéu gi 1am thay d6i bang tinh.

C6 thé ban mudn tam thoi tit viée tu dong tinh toan dé tiét kiém thoi gian cho
dén khi ban hoan thanh viéc nhap va thay ddi cac cong thirc trong bang tinh? Viéc nay rat dé
dang, va day la cach thuc hién.

Trong ctra s6 Excel > Tab File > Options > Formulas > Calculation

Options
Excel Options N x|

General T z 5
- s fx Change options related to formula calculation, performance, and error handling.
Formulas .
Proofing Calculation options
Save Workbook Calculation [[] Enable iterative calculation

O i : : N
Language i Automatic Maximum lterations: [100 <

Automatic except for data tables X

Advanced i Maximum Change: | 0.001

_) Manual
Customize Ribbon V| Recalculate workbook before saving

Hinh 2.2.29

Trong hop thoai di chuyén xudng tiy chon tinh toan (Calculation Options),
chon Manual dé ngan chin viéc tu dong tinh cac cong thirc mdi khi ban thay ddi gia tri cé
lién quan.

Sau day 1a danh sach xac dinh cac tuy chon c6 san:

e  Automatic: Tinh tit ca cac cong thirc phu thudc va cip nhat mé rong hoac
nhing vao biéu d6 mdi khi ban thay ddi mot gia tri, mgt cong thuc hoac mdt tén. Pay la
thiét 1ap mic dinh cho mdi bang tinh méi.

e  Automatic Except for Data Tables: Tinh tit ca cac cong thiuc phu thudc va
cap nhat mé rong hoac nhing vao biéu dd, ngoai trir viéc tinh toan cac bang di li¢u. Khi
kich hoat tuy chon nay, cac bang dir liu s€ dugc tinh toan lai khi ban nhép vao nut 1énh

CalculateNow & thanh cong thirc trén Ribbon, hodc nhin F9 trong bang tinh.
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e  Manual: Tinh cic bang tinh va cdp nhat m¢ rong hodc nhing vao biéu dd chi
khi nao ban nhép vao nit 1énh Calculate Now ¢ thanh cong thure trén Ribbon, hoac nhén
F9 hoic t6 hop phim "Ctrl + =" trong bang tinh.

e  Recalculate Workbook before Saving: Tinh bang tinh m¢& rong va cap nhat
bo sung hodc cac biéu d6 duoc nhing vao trude khi ban luu ching. Néu khong mudn
cap nhat cac cong thirc va biéu d6 phu thudc mdi khi luu, ban tit tiy chon nay.

e  Enable Iterative Calculation: Kich hoat tuy chon nay dé ban thiét 1ap hai tinh
nang sau:

- Ldp lai t6i da (Maximum Iterations): Thiét 1ap so lan t6i da mot bang tinh
duoc tinh toan lai mdi khi ban thuc hién viéc tim kiém hodc giai quyét céc tai
li¢u tham khao (mac dinh 1a 100).

- Thay déi t6i da (Maximum Change): Thiét 1ap s6 luong thay ddi toi da cac gia

tri trong moi lan 1ap (méac dinh 0,001).

2.2.4. Cong thirc thong ké
1.1.1.1. Ham SUMIF va SUMIFS

Ham SUMIF cho phép ban tinh tong theo mot diéu kién nao d6 trong mot
vung dir lidu.

Cu phap:

[ =SUMIF( viing chtra diéu kién, diéu ki¢n, viing tinh tong) }

Vi du: Tinh tong tién theo timg loai phong?

BAO CAO DOANH THU PHONG
LOAI GiA Fﬁ:ﬁ TIEN TONG DOANH THU THEO
PHONG PHONG dfe PHONG LOAI PHONG
A 120,000 30,000 | 6,468,000 |L.PHONG A B C
B 60,000 20,000 | 2,106,000 | TONG TIEN ? ? ?
A 120,000 30,000 | 9,996,000
E 90,000 20,000 | 1,296,000
C 40,000 10,000 | 300,000
A 120,000 30,000 | 1,617,000
E 60,000 20,000 | 1,560,000
A 120,000 30,000 | 1,050,000
B 90,000 20,000 | 660,000
& 60,000 10,000 | 350,000
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Hinh 2.2.30

Dua theo diéu kién dé bai ta sir dung cong thirc SUMIF dé tinh:

BAO CAO DOANH THU PHONG
LOAI GiA . | TONG DOANH THU THEO
PHONG | PHONG | THY | PHONG LOAI PHONG

A 120000 | 30,000 | 6468000 |LPHONG

B 60,000 | 20,000 | 2,106,000 |TONG TIEN -summsAu sAs13 "A" SHS4:SHS13)
A 120000 | 30,000 | 9,996,000

B 90,000 | 20,000 | 1,206,000

c 40000 | 10,000 [ 300000

A 120000 | 30,000 | 1,617,000

B 60,000 | 20,000 | 1,560,000

A 120000 | 30,000 | 1,050,000

B 90,000 | 20000 [ 660,000

[ ¢ 60,000 | 10,000 | 350,000

Hinh 2.2.31
O Ving chua diéu kién ( $A$4:3A$13) : vi dé bai yéu ciu tinh tong tién theo
phong ->Loai phong chinh 1a diéu kién = Quét ving dit lidu cot Loai phong.
® bidu kién trong ving (1), ta dang tinh tong tién cua Loai phong 1a A nén
diéu kién 1a “A” . Trong ddi s6 thir hai nay, ban c6 thé str dung nhiéu cach khac nhau.
- Ban c6 thé g0 lai diéu kién can va diéu kién duogc dat trong cap dau
nhay kép.
- Hodc ban c6 thé click tré chudt vao 6 dit li¢u chira diéu kién va nhé
c6 dinh 6 dit ligu do.

L.PHONG A B C
TONG TIEN |=sumif($A$4:$A$13,8$4,$H$4:$H$13)|
Hinh 2.2.32

Véi ham SUMIF ban c6 thé tinh tong theo diéu kién dé bai yéu cau, nhung
néu dé bai dit ra nhiéu diéu kién thi ham SUMIF chua thé giai quyét dugc. Vi vay Excel da
ho trg cho chiing ta mot ham SUMIFS.

Cu phap:

[ =SUMIFS(viing tinh téng, vang diéu kién 1, diéu kién1, vung diéu kién 2, diéu kién2,...) J
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Vi du: Tinh tong tién theo loai phong va c6 sd nguoi 16n hon 2.

BAO CAO DOANH THU PHONG
LOAI sO. TIEN TONG DOANH THU THEO
PHONG |NGUO1| PHONG LOAI PHONG
A 2 6,468,000 |L.PHONG A | B €
B 1 2,106,000 | TONG TIEN |=SUMIFS($H$4:$H$13,$A$4:$A$13,"A" SES4:SE$13,">2")|
A 2 9,996,000
B 3 1,296,000
c 1 300,000
A 4 1,617,000
B 1 1,560,000
A 3 1,050,000
B 2 660,000
c 4 350,000

Hinh 2.2.33

Tuong tu ham tinh tong theo diéu kién ta c6 cac ham thong ké theo diéu kién :
- Pém theo diéu kién: Countif, Counifs

Cu phap:

=COUNTIF(Ving diéu ki¢n, diéu kién) J

{ =COUNTIFS(Ving diéu Kkién 1, diéu kién 1, Vung diéu kién 2, diéu kién 2, ....) ]

- Tinh trung binh theo diéu kién: Averageif, Averageifs

Cu phap:
[ = AVERAGEIF (Vung diéu kién, diéu Kién, viing can tinh) ]
= AVERAGEIFS( Viing cin tinh,ving diéu kién 1, diéu Kkién 1,
vung diéu kién 2, diéu kién 2, ....)

4+ Cac nhém ham thong ké

Cu phap Y nghia

Tinh trung binh d6 léch tuyét doi cac diém dir liéu
theo trung binh cia ching. Thuong dung lam
thude do vé sy bién dbi cua tap sb liéu.

VD: AVEDEV(2,4,6) 2 1.333333

AVEDEV (numberl, number2, ...)

Tinh trung binh cdng

AVERAGE (numberl, number2, ...)
VD: AVERAGE(2,4,6) 2 4
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Cii phap Y nghia

Tinh trung binh cong cua cac gia tri, bao gom ca
AVERAGEA (numberl, number2, | nhiing gia tri logic.

) VD: AVERAGEA(2,3,“true”,4) = 2.5
AVERAGEA(2,3,“not true”,4) = 2.25

Tinh trung binh cdng cua céc gid tri trong mot

AVERAGEIF (range, criterial) mang theo mot diéu kién.
VD: Xem chi tiét ¢ phia trén.
AVERAGEIFS (range, criterial, Tinh trung binh cdng cua céc gid tri trong mot

mang theo nhiéu diéu kién

criteria2, ... Y A
) VD: Xem chi tiét & phia trén.

Pém 6 chira gia tri so6 trong danh sach.

COUNT (valuel, value2, ...)
VD: COUNT(2,3,“true”,4) > 3

DPém s 6 co chira gia tri (khong rong) trong danh
COUNTA (valuel, value2, ...) sach
VD: COUNTA(2,3,“true”,4) 2> 4

bém cac 6 rong trong mot vung.

COUNTBLANK (range)
VD: COUNTBLANK (A2:A20)
Pém s6 6 thoa mot dieu kién cho trudc bén trong
COUNTIF (range, criteria) mot day
VD: Xem chi tiét ¢ phia trén.
COUNTIFS (rangel, criterial, DPém sb 6 thoa nhiéu diéu kién cho trudc.
range2, criteria2, ...) VD: Xem chi tiét ¢ phia trén.

Tinh binh phuong d9 1éch cac diém dir licu tir
trung binh mau ctia chiing, rdi cong cac binh

DEVSQ (numberl, number2, ...) o
phuong do lai.

VD: DEVSQ (2,3,4,5) > 5

Tinh xem c6 bao nhiéu gia tri thuong xuyén xuat

FREQUENCY (data array, hién bén trong mot day gia tri, roi tra vé mot mang
bins array) dung cac sb. Ludn sir dung ham nay & dang cong
thirc mang.

Tra vé trung binh nhan ctia mot diy cac so duong.
Thudng dung dé tinh mire tang truong trung binh,

GEOMEAN (numberl, number2, ...) A
trong d6 1ai kép co céc 1ai bién do6i dugc cho

trude. ..
HARMEAN (numberl, number2, Tra vé trung binh diéu hoa (nghich déo cua trung
..) binh c6ng) cua cac sb

KURT (numberl, number2, .. Tinh d0 nhon cua tap so6 li€u, bi€u thi mic nhon

hay mirc phing twong d6i ctia mot phan bd so véi
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Cu phap

Y nghia

phan bd chuan

LARGE (array, k)

Tra vé gia tri 16n nhét thir k trong mot tap s6 liéu

MAX (numberl, number2, ...)

Tra vé gia tri 16n nhét ciia mot tap gia tri

MAXA (numberl, number2, ...)

Tra vé gia tri 16n nhat cua mdt tap gia tri, bao gom
ca cac gia tri logic va text

MEDIAN (numberl, number2, ...)

Tinh trung binh vi cta cac so0.

MIN (numberl, number2, ...)

Tra vé gia tri nho nhat cia mot tap gia tri

MINA (numberl, number2, ...)

Tra vé gia tri nho nhat clia mot tap gid tri, bao
gom ca cac gia tri logic va text

MODE (numberl, number2, ...)

Tra vé gid tr1 xuat hién nhiéu nhat trong mgt mang
gia tri

PERCENTILE (array, k)

Tim phan vi thtr k ctia cac gia tri trong mét mang
dir ligu

PERCENTRANK (array, x,

significance)

Tra vé tht hang (vi tri twong doi) ctia mt tri trong
mot mang dit liéu, 1 sd phan trim cia mang dit
liéu do

PERMUT (number,

number chosen)

Tra vé hoan vi cta cac doi tugng

QUARTILE (array, quart)

Tinh diém t&r phan vi cua tap dir litu. Thuong
duoc dung trong khao sat dir liéu dé chia cac tap
hop thanh nhiéu nhom. ..

RANK (number, ref, order)

Tinh thir hang ctia mot sO trong danh sach cac $0

SKEW (numberl, number2, ...)

Tra vé dd 1éch cua phan phéi, mo ta do khong ddi
xtng ctia phan phdi quanh tri trung binh ctia n6

SMALL (array, k)

Tra vé gia tri nho nhat tht k trong mot tap so

STDEV (numberl, number2, ...)

Ué6c lugng do 1éch chuan trén co sé mau

STDEVA (valuel, value2, ...)

U6c luong do 1éch chuan trén co s& mau, bao gom
ca nhirng gia tri logic

STDEVP (number1, number2, ...)

Tinh do 1éch chuan theo toan thé tap hop

STDEVPA (valuel, value2, ...)

Tinh do 1éch chuan theo toan thé tap hop, ké ca
chir va céc gia tri logic

VAR (numberl, number2, ...)

Tra vé phuong sai dya trén mau

VARA (valuel, value2, ...)

Tra vé phuong sai dua trén mau, bao gom ca céc
tri logic va text

VARP (numberl, number2, ...)

Tra vé phuong sai dua trén toan thé tap hop

VARPA (valuel, value2, ...)

Tra vé phuong sai dya trén toan thé tdp hop, bao
gdm ca cac tri logic va text.

TRIMMEAN (array, percent)

Tinh trung binh phan trong cua mot tap dir lidu,
bang cach loai ty 1¢ phan tram cia cac diém dir
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Cu phap Y nghia

liéu ¢ dau va & cudi tap dir lidu.

2.2.5. Cong thirc mang ’
MGt trong nhitng tinh ndng doc dio va manh mé nhat cua Excel chinh Ia

kha nang tinh toan véi cac mang dit liéu trong cong thirc. Khi hiéu rd dugc khai niém nay
s€ giup chuing ta tao ra dugc cac cong thirc thuc hién cac phép tinh kho mdt cach ky diéu.
Bai viét nay s& gi6i thiéu cac khai niém vé cac mang s liéu ma bat ky ai néu mudn trd
thanh chuyén gia sir dung cong thirc trong Excel déu phai biét vé nd, ngoai ra trong bai
cling trinh bay cac vi du vé cong thirc mang rét hiru ich.

Cong thirc mang khong can luu trit cac s6 liéu trong qua trinh tinh toan trong
céc 6 (cell), ma Excel s& xir Iy cic mang so liéu nay trong bd nhd méy tinh. Sau d6 cac
cong thirc mang sé& 14y két qua tinh toan tra vé trén bang tinh. Mot cong thirc mang c6 thé
tra vé két qua 1a nhiéu 6 (range) hay chi mot 6.

Khi thyc hién tinh toan bang cong thirc mang thi cong thirc duoc bao boc boi
hai ddu ngodc {}. Hai ddu ngodc ndy ngudi dung khong gd ma dugc tu phat sinh khi nguoi
dung thuc hién tinh toan bang cach nhan t6 hop phim Ctrl+Shift+Enter. Néu ban thyc hién
tinh toan hodc sira chita ma quén nhin t6 hop phim trén thi cong thirc ctia ban s& tra vé gia
tri khong dung hay thong bao 16i #VALUE! Error.

+ Cong thirc mang tra két qua vé mot ving nhiéu 6

Vi du ta tinh c6t Thanh Tién, tai 6 F2 ta nhdp vao cong thuc: =D2*E2 va sau

d6 chép xudng F3:F7.

Pl A C D E F
MA SO PON THANH

’ STT| 4ANG L(U;g:)c GIA TIEN

2 1 | X001 10 $200

3 2 |T003| 20 $100

4 3 |C002 15 $300

5 4 | GOO1 20 $400

6 5 [NOO3 2 $300

7 6 | S001 25 $300

Hinh 2.2.34

Dé tinh cho cot Thanh Tién & ddy ching ta ding téi sau cong thirc. Ngoai
cach ndy chung ta c6 thé dung mot cong thirc mang dé tinh ra két qua cho ca cot Thanh
Tién va luu két qua tra vé tai F2:F7.

Dé tao mdt cong thirc mang tinh toan cho trudng hop nay hiy lam theo cac

buédc sau:
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> Chon ving cac 6 s& luu két qua tra vé cua cong thirc mang, trong vi du nay
chon vung F2:F7.

» Nhép vao cong thirc sau =D2:D7*E2:E7 (sau khi chon vung thi go cong
thirc nay vao)

> Vi day 1a cong thitc mang ban hady nhéan t6 hop phim Ctrl+Shift+Enter
dé nhan két qua cong thic tra vé. (Cong thic thong thuong thi chi can

Enter)
4 A D E | F F2 . % [zoz:07°e2:67)]

SO s A D E F

STT|LUONG DG?E T:Al%-:hllvH le S0 PON THANH

1 (Tén) STT|LUONG | .4 TIEN
2 1| 10 | $200 |=D2:D7*E2:E7 ; 1 (T;(;') e poTT
3 2| 20 | $100 3 2| 20 | $100 | $2,000
4 3| 15 | $300 a 3| 15 | $300 | $4,500
5 4| 20 | $400 5 4| 20 $400 | $8,000
6 5 9 $300 6 5 9 $300 | $2,700
7 6| 25 | $300 | 7 6| 25 | $300 | $7,500

Hinh 2.2.35

< Sir dung cong thirc méng thay cho cong thirc don c6é mét sé wu diém nhu:
= La cach tinh toan dam bao sy chinh xac vé két qua (tranh trudng hop vo tinh sao
chép sai cong thirc do chay dia chi tham chiéu)
= Dung cong thic mang tranh duoc viéc vo tinh xoa hay 1am thay d6i cong thirc
trong mot 6 nao d6 cua vung cong thirc mang. Vi cong thitc mang khong cho
phép xo4, stra chita mot 6 trong vung cong thirc mang.
* Dung cong thirc mang s€ gitp tranh truong hop nguoi chua thanh thao Excel lam
x40 tron cac cong thurc cua ban.
4 Cong thirc mang tra két qua vé mot 6
Vi du 1: Ban can tinh tong s6 ky tu cua mot diy cac chudi Loai Hang, thong
thudng thi ban s& tinh s6 ky tu cia timg chudi, roi sau d6 s& dung Sum tinh tong do.
Dé thay thé cho hai cong viéc trén ta s& ding cong thirc mang dé tinh. Tai 6
can tinh ta nhap cong thirc:
=Sum(Len(B2:B1))
Va dé két thuc cong thirc mang ban nhin t6 hop phim Ctrl + Shift + Enter
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:;2;::; Téng sé ky tu:
Td lanh =SUM(LEN(B2:B13))|
Pau Video
Ampli
Cassette
Radio
Photocopy
Mainboard
bia cirng
Pia maxcell
Ram
keyboard
Mouse

STT

O |00 [N (OO [ ||

[
o

ary
[y

[y
S

Hinh 2.2.36

Vi du 1: Tinh tong cé diéu kién
Ban can tinh Tong Tién theo Loai Hang véi S6 Lugng >=200. Ta tinh Tong

tién mat hang T Lanh theo diéu kién:

A ) C., U E F G H I J K
LOAI SO PON | THANH
STT HANG  |LUQONG| GIA | TiEN Téng Tikn
1 Ti lanh 240 1205 28,8005 |=SUM(IF((B2:B13="Tu lanh")"(ﬁiZ:(Z13>=209),£2:513,0))|
2 Radio 230 14 S 3,2208
3 Ampli 126 1005 12,600 ¢
4 Cassette 250 |50 S 12,500 S .
5 Radio 300 145 |4,200S Dieu kign Diéu kién
6 Ampli 200 100S 20,000 $ thir nhat thir hai
7 T lanh 150 120S (18,000 S
8 Cassette 220 508 11,000 S
) Ampli 180 100S [18,000 S —— ——— - -
10 Ampli 222 100S 122,200 $ Dau ket 2 dieu kien Vung tinh
11 Radio 310 14 S 43408 déng thoi t“,‘"g
12 Cassette 300 14S 42008
Hinh 2.2.37

Cong thitc mang ¢ day dung ham IF dé kiém tra ting 6 mot trong ddy. Sau d6
n6 tao ra mot mang méi gdbm cac gia tri thoa min didu kién, va mang méi nay duoc chuyén
sang ham SUM d¢é tinh tong can tim.

- Trong coéng thirc mang néu c6 nhidu didu kién thi néu cac diéu kién
ddng thoi (toan tir AND ) thi ban dung ddu “*” dé két cac diéu kién.

- Vanéu cac diéu kién khong dong thoi ( hodc diéu kién nay, hodc diéu
kién khac ) thi ban dung dau “+” dé két cac diéu kién.
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Vi du 2: Tim gid tri I6n nhit, nhé nhat
Ban can tim Thanh Tién nhé nhit cua Loai Hang 1a Ampli, thi ban c6 thé sur

dung cong thirc mang nhu sau:

LOAI SO | DON | THANH R

HANG |LUONG| GIA TIEN
Tu lanh 240 1208 28,800 S Ampli =MIN(IF(SBSZ:SBS13="Ampl|",SESZSF,SI3,""))
Radio 230 14 S 3,220 M
Ampli 126 100 [12,600$ ,
Cassette 250 508 12,500 S8
Radio 300 14 S 4,200 8
Ampli 200 1005 |20,000s | J* | {=MIN(IF($B$2:5B$13="Ampli",SES2:5ES13,""))}
Ti lanh 150 120$ |18,000$ D E F | G
Cassette 220 508 11,0008 PON THANH . . )
Ampli 180 1005 [18,0008 |.| o 4 TIEN Thanh tién nhoé nhat
Ampli 222 100 [22,2005 |Z
Radio 310 145 |43408 120$ (28,800 $ Ampli (12,600 $
Cassette 300 14 S 4,200 8

Hinh 2.2.38

Tim gia tri 16n nhét tuong tu, vi du ban can tim s lugng 16n nhét cua Loai

Hang la Cassette :

={MAX(IF($B$2:$B$13=""Cassette".$C$2:5C$13." "N}

4 Mt s6 khai ni¢ém thém vé Ming trong Excel
Néu ban d3 tirng 14p trinh trén bat ky ngdn ngit 1ap trinh ndo thi chic ban ciing
da nghe dén khai niém mang (array). Mot array don thuan chi ld mot tp hop cac phan tir
c6 quan hé hay ddc 1ap véi nhau.Trong Excel, mot array co thé 1a array mot chiéu hodc
array hai chiéu. Chiéu cua array ¢ day chinh 1 chi cac dong va cot trong array. Vi du nhu
array mot chiéu thi c6 thé hiéu d6 1a mot ving (range) sb liéu trén bang tinh ma viing nay
s& c6 mot dong (khi array nam ngang) hodc mot cot (array nam doc). Mot array hai chiéu
c6 thé hiéu d6 1a mot ving sb lidu trén bang tinh (c6 dang hinh chit nhat) bao gdom nhiéu
dong va nhiéu cot. Excel khong hd trg array 3-chiéu (VBA thi hd trg).
% Ming mét chiéu
Ta c6 thé xem mang mot chiéu 1a mot hang ( mang ngang ) hay mot cot (
mang doc ). Cc phan tir trong mang mot chiéu ( mang ngang dwgc cach nhau bang mot ddu
phay, va trong mang doc duoc cach bai dau cham phay.
Vi du:
- Mang ngang: ={2,4,6,8,10}
- Mang doc: ={1;3;5;7;9}
- Mang chudi: ={"Mon";"Tue";"Wed";"Thu";"Fri";"Sat";"Sun"}
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Dé nhép céac gia tri trong mang ta chon ving, va g cong thirc mang, két thiic

cong thirc phai nhan t6 hop phim Ctrl + Shift + Enter.

ﬂ {={IlMonn;llTue";"wedn;llThull;llFrill;vlsatn;nsunn}}

C D E F G H
2 4 6 | 8 | 10 |
Mon 1
Tue 3
Wed 5
Thu 7
Fri 9
Sat
Sun
Hinh 2.2.39

Luu y: Néu cac phan tir trong mang 13 5 ma ta quét chon 7 6 dé nhap thi 6 thir
6 va thr 7 s& hién thi 18i #NA.
Je {={2,4,6,8,10}}

D = = G H | J
2 4 6 8 10 #N/A | #N/A
Hinh 2.2.40

Pé chuyén mang ngang thanh méang doc va ngugc lai ban sit dung ham:
TRANSPOSE.
Vi du: Ban chuyén mang chudi doc phia trén thanh mang ngang:

S | {=TRANSPOSE(C2:C8)}
C D | E , F . G , H A I [T e ——

Mon Mon Tue Wed Thu Fri Sat Sun
Tue
Wed
Thu

Fri

Sat

Sun

Hinh 2.2.41
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2.2.6. Sur dung cac ham xay dung san ‘

Ham dung dé tinh toan va trd vé mdt gia tri, trong 6 chira ham s€ trd vé mot gia
tri, mot chudi ky tw hodc mot thong bao 151, ... Excel c6 mot tap hop cac ham rit phong phu
va duoc phan loai theo timg Group phuc vu cho viéc tinh toan trén nhiéu kiéu dir lidu va
nhiéu muc dich khac nhau.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW

FILE HOME
K2

Insert
Function v

AutoSum Recently Financial Logical Text Date & Lookup & Math &
Used ~ > > Y

o

E d 2 E & &

More
Time ~ Reference~ Trig~ Functions~

Function Library

Hinh 2.2.42

2.2.7. Céc ham vé chudi

Cu phap Y nghia
Chuyén d6i mot ma sb trong bd ma ANSI (c6 mién gia tri
CHAR (number) tur 1 - 255) sang ky tu tuong ung.
VD: Char(169) - ©
CLEAN (text) Loai b tat ca nhitng ky tw khong in ra dugc trong chudi
Tra vé ma so0 cua ky tu dau tién chudi text
CODE (text) VD: CODE("A") > 65
Noi nhiéu chuoi thanh mét chuoi.
i(;g?gTENATE (textl, VD: =CONCATENATE("Dai‘ hoc Céng nghé"." Ddng
’ Nai") = Dai hoc Cong nghé Dong Nai
Chuyén ddi mot s6 thanh dang tién té (dollar M¥), c6 kém
DOLLAR (number, theo ddu phan cach hang ngan, va c6 thé 1am tron theo y
decimals) mudn.

VD: =DOLLAR(20000,0) = $20,000

EXACT (textl, text2)

So sanh hai chudi. Néu giéng nhau thi tra vé TRUE, néu
khac nhau thi tra vé FALSE. C6 phan biét chit hoa va chit
thuong.

VD: =EXACT("Ddng Nai","DONG NAI") > FALSE

FIND (find_text,
within_text, start num)

Tim vi tri bat dau ctia mot chudi con (find_text) trong mot
chudi (within_text), tinh theo ky tu dau tién.
VD: =FIND("n","Dai hoc Cong nghé Dong Nai",1) > 11

FIXED (number,
decimals, no_commas)

Chuyén d6i mot sé thanh dang vin ban (text), cd hoic
khong kém theo dau phan cach hang ngan, va c6 thé lam
tron theo ¥ mudn.

VD: =FIXED(12345.78,1,0) = 12,345.8

LEFT (text, num_chars)

Tra vé mot hay nhiéu ky tu dau tién bén trai ciia mot
chudi, theo s6 luong duoc chi dinh.
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Cii phap Y nghia
VD: =LEFT("Pai hoc Cong nghé Pong Nai",7)
- Pai hoc
DPém sb ky tu trong mot chudi.
LEN (text : i \
(text) VD: =LEN("DPai hoc Cong ngh¢ Pong Nai") = 26
Poi tat ca cac ky ty trong mot chudi van ban thanh chir
thuong.
LOWER (text A RN
(text) VD: =LOWER("DAI HOC CONG NGHE DONG NAI")
- dai hoc cong nghé dong nai
Tra vé mot hodc nhiéu ky tu lién tiép bén trong mot chudi,
MID (text, start num, bt dau tai mot vi tri cho trude.
num_chars) VD: =MID("BPAI HOC CONG NGHE PONG NAI",5,3)
- HOC
Doi ky tu dau tién trong chudi thanh chit in hoa, va doi
PROPER (text) cac ky tu con lai thanh chit in thuong.

VD: = PROPER("DAI HOC CONG NGHE DONG NAI")
- Pai Hoc Cong Nghé Dong Nai

Thay thé mot phan ciia chudi bang mét chudi khac, véi sb
luong cac ky tu dugce chi dinh.

VD: =REPLACE("KHOA CONG NGHE THONG
TIN",6,9,"CN") > KHOA CN THONG TIN

REPLACE (old_text,
start num, num_chars,
new_text)

Lap lai mot chuoi véi so 1an dugc cho trudc.

REPT (text, ti
(text, times) VD: =REPT("*CNTT*",3) > *CNTT**CNTT**CNTT*

Tra vé mot hay nhiéu ky tu tinh tir bén phai cia mot

chudi, theo s luong dugc chi dinh.

VD: =RIGHT("KHOA CONG NGHE THONG TIN",9)
- THONG TIN

RIGHT (text, num_chars)

Tim vi tri bat dau ctia mot chudi con (find_text) trong mot
chudi(within_text), tinh theo ky tu dau tién.
VD: =SEARCH("ngh¢","Cong ngh¢ thong tin",1) = 6

SEARCH (find_text,
within_text, start num)

Chuyén d6i mot s6 thanh dang vin ban (text) theo dinh
dang dugc chi dinh.
VD: =TEXT(37,"#0C") = 370C (37 36 C)

TEXT (value,
format_text)

Xba tat ca nhitng khoang tring vo ich trong chudi vin
ban, chi chira lai nhimg khoang tring nao dung lam dau
TRIM (text) cach gifra hai chir.
VD: =TRIM("Khoa Coéng ngh¢ Thong Tin")

- Khoa Cong nghé Thong Tin

Doi tat ca cac ky tu trong chudi thanh chif in hoa.
UPPER (text) VD: =UPPER("Dai hoc Cong nghé¢ Dong Nai")
> DAI HOC CONG NGHE DONG NAI
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Cii phap Y nghia

Chuyén mot chudi thanh mot so.

VALUE (text
(text) VD: =VALUERIGHT("A3500",4)) > 3,500

2.2.8. Cac ham ngay va gio’ (Date & Time)

Cu phap Y nghia

Tra vé cac s6 thé hién mot ngay cu thé nao do. Néu dinh

1a 6 12 | truée khi ha nhap vao, két
DATE (year, month, day) dar}g ~cua 0la AGe'nAera? trudc ‘1 ar’n du:(;)’c ap vao, ke
qua s& dugc thé hién & dang ngay thang nam.

VD: =DATE(2013,12,24) - 24/12/2013

Tra vé s6 tuan ty cua ngdy dugc thé hién boi date text
DATEVALUE (chuyén d6i mot chudi vian ban c6 dang ngay thang nim
(date text) thanh mot gia tri ngay thang nam cé thé tinh toan duoc).
VD: =DATEVALUE("02/09/13") = 41519

Tra vé phan ngdy clia mot gia tri ngay thang, dugc dai
dién boi sb tuan tw. Két qua tra vé 1a mot sd nguyén tir 1
dén 31.

VD: =DAY("30/04/13") = 30

DAY (serial number)

Tra vé s0 ngay gilra hai ngay dua trén co s& mot nam cé

DAYS360 (start_date, 360 ngay (12 thang, mdi thang c6 30 ngiy) dé dung cho

end_date, method)

cac tinh toan tai chinh.
VD: =DAYS360("01/04/2013", "31/5/2013")~> 60

=DAYS360("01/04/2013", "31/5/2013",TRUE) = 59

Tra vé sd tuan tu thé hién mot ngay nao do tinh tur mbc
EDATE (start_date, thoi gian cho trudc va cach mdc thoi gian ndy mot sb
months) thang dugc chi dinh.

VD: =EDATE("16/08/13",7) = 16/03/2014

Tra vé sb tuan tu thé hién ngay cudi cing ctia mot thang
EOMONTH (start_date, | nao d6 tinh tir mdc thoi gian cho trude va cach méce thoi
months) gian ndy mot sd thang duogc chi dinh.

VD: =EOMONTH("30/04/13",1) = 31/05/2013

Tra vé phan gio cia mot gia tri thoi gian. Két qua tra vé 1a
HOUR (serial number) mot s6 nguyén tir 0 dén 23.
VD: =HOUR("3:30:20 PM") > 15

Tra vé phan phut cia mot gia tri thoi gian. Két qua tra vé
MINUTE (serial number) | 1a mét s nguyén tir 0 dén 59.
VD: =MINUTE("1:30:20 PM") = 30

Tra vé phan thing ciia mdt gia tri ngdy thang, duoc dai
MONTH (serial_number) | dién boi sb tudn tir. Két qua tra vé 1a mot sb nguyén tur 1
dén 12.
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Cii phap Y nghia
VD: =MONTH("30/04/13") > 4
Tra vé tat ca s ngy lam viéc trong mot khoang thoi gian
NETWORKDAYS giira start date va end_date, khong ké cac ngdy cudi tudn

(start_date, end date,
holidays)

va cac ngay nghi (holidays).
VD:=NETWORKDAYS("01/02/13", "15/05/13",
{"30/04/13","01/5/13"}) > 72

Tra vé s tuan tu thé hién ngay gio hién tai. Néu dinh
dang cua 6 1a General trude khi ham duogc nhap vao, két

NOW () qua s& duoc thé hién ¢ dang ngay thang nim va gio phat
gidy.
VD: NOW()

SECOND Tra vé phan gidy cia mot gia tri thoi gian. Két qua tra vé

(serial number)

12 mot s6 nguyén tir 0 dén 59.
VD: =SECOND ("1:30:20 PM") = 20

TIME (hour, minute,

second)

Tra vé phan thap phan cua mot gia tri thoi gian (tir 0 dén
nho hon 1). Néu dinh dang cua 6 1a General trude khi ham
dugc nhap vao, két qua s& dugc thé hién & dang gi¢ phut
giay.

VD: =TIME(16,35,40) - 4:35:40 PM

TIMEVALUE (time_text)

Tra vé phan thap phan ctia mot gi tri thoi gian (tir 0 dén
nho6 hon 1) thé hién boi time text(chuyén d6i mot chudi
van ban c6 dang thoi gian thanh mdt gia tri thoi gian co
thé tinh toan duoc).

VD: =TIMEVALUE("25:45") = 1:45:00 AM

TODAY ()

Tra vé s6 tuan ty thé hién ngay thang hién tai. Néu dinh
dang cua 6 1a General trude khi ham dugc nhap vao, két
qua s& dugc thé hién & dang ngay thang nam.

VD: =TODAY ()

WEEKDAY
(serial number,

return_type)

Tra vé thir trong tuan twong ng véi ngdy dugce cung cap.
Két qua tra vé 1a mot s nguyén tir 1 dén 7.
VD: =WEEKDAY("24/12/2013") > 3

WEEKNUM
(serial number,

return_type)

Tra vé mot s cho biét tudn thir may trong nim.
VD: =WEEKNUM("16/02/2013") = 7

WORKDAY (start_day,
days, holidays)

Tra vé mot sb tuan ty thé hién sb ngay lam viéc, c¢6 thé l1a
trudc hay sau ngay bat dau lam viéc va trir di nhitng ngay
cudi tudn va ngay nghi (néu co) trong khoang thoi gian
do.
VD: = WORKDAY("01/04/13",30,{"30/04/13","01/05/2013"})

- 15/05/2013
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Cu phap Y nghia

Tra vé phﬁn nam cua mot gia tri ngay thang, dugc dai dién
bai s6 tuan tu. Két qua tra vé 1a mot sé nguyén tir 1900
dén 9999.

VD: =YEAR ("30/04/13") - 2013

YEARFRAC (start_date, | Tra vé ty 1¢ cia mot khoang thoi gian trong mot nam.
end_date, basis) VD: =YEARFRAC("01/01/2013","30/06/2013") = 50%

YEAR (serial number)

2.2.9. Cac ham tim kiém (Lookup & Reference)
1.1.1.2. Ham VLOOKUP

- Chirc ning : Tim gia tri lookup value trong cdt trdi nhit cua bang
table_array theo chuan do tim range lookup, tra vé tri twong ung trong cot thir
col_index_num (néu tim thay).

Cu phap:

VLOOKUP(lookup value, Table array, col_index_num, range lookup)

- range lookup = 1: Tim tuong ddi, danh sich cac gia tri do tim cua bang
Table array phai sap xép theo thi ty ting dan. Néu tim khong thay s& tra vé gid tri 16n
nhat nhung nho hon lookup value.
- range_lookup = 0: Tim chinh xac, danh sich cac gia tri do tim cua bang
Table array khong can sip xép thir tw. Néu tim khong thiy sé tra vé 161 #N/A.
Vidu:

A B | c ' D
1 STT | MA | TEN KHOA |

AICNTT ]=VLO0KUP(MID(BZ,3,4),$BS 12:$C$14,2,0))
A2KT

C1bD
AOCNTT
CObD
D1KT

o
N (O e (W (N |

C1bD
9 8 |AICNTT

10 Bang tra
1 Ma Tén Khoa
12 CNTT Khoa Cong nghé Thong tin
13 PD Khoa Diéu Dwéng
14 KT Khoa K& Toin
Hinh 2.2.43
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1.1.1.3.  Ham HLOOKUP

- Chirec nang : Tim gid tri lookup_value trong dong trén cung cuia bang
table_array theo chuan do tim range lookup, tra vé& tri twong ung trong dong thi
row_index_num (néu tim thay).

Cu phap:

HLOOKUP(lookup _value, Table_array, row_index_num, range_lookup)

4 Y nghia cta cac ddi s6 ciia ham Hlookup tuong tu nhu ham Vleokup

Vi du:
A B C D E
, STT| MA | TEN KHOA |
2| 1 |AICNTT |=HLOOKUP(MID(B2,3.4)5C511:5E512,2,0)|
3 2 |A2KT
4 3 |[C1bD
5 4 |AOCNTT
6 5 |COBD
7 6 |D1KT
8 7 |C1BD
9 8 |A1CNTT
10 Bangtra
- Ma CNTT DD KT
12 Tén Khoa|Khoa Cong nghé Thong tin |Khoa Diéu Dudng |Khoa Ké Toan
Hinh 2.2.44

1.1.1.4. Ham MATCH
- Chirc ning: Ham tra vé vi tri cua lookup_value trong méang lookup_array
theo cach tim match_type

- Cu phap:

MATCH(lookup value, lookup array, match_type)

match_type = 1: Tim twong d6i, danh sach cac gia tri do tim cua
bang Table array phai sap xép theo thtr tyr ting dan. Néu tim khong thay s&
tra vé vi tri clia gia tri 16n nhat nhung nho hon lookup_value.

match_type = 0: Tim chinh xac, danh sach cac gia tri do tim cia
bang Table array khong can sip xép thir tr. Néu tim khong thiy sé tra vé 15
#N/A.
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match_type = -1: Tim twong d6i, danh sach phai sip xép cac gia tri
do tim ciia bang Table array theo thir tw giam dan. Néu tim khong thy sé& tra

vé vi tri clia gi4 tri nho nhat nhung 16n hon lookup_value.

Vi du:
A B | C !

A [TH =MATCH(A3 A1.A50) —» 3
2 |DT

L= ol .

4_|SH

5 DL

Hinh 2.2.45

1.1.1.5. Ham INDEX
Chite niing: tra vé gia tri trong 6 & hang tht row_num, cot thir
column_num trong mang array.

Cu phap:

INDEX( (array, row_num, column_num)

Vi du:
] ) ! B | ¢ D E F
[ 1 IcB IkD ND
2 T 150 X0 00§ =INDEX(E2 04,1 2) — 200
| 3 1kKV2 I 100 150 B85
iles | 2 100 7
Hinh 2.2.46

2.2.10. Cac ham thong tin (ISfunction)
Céc ham thong tin dung dé kiém tra xem ki€u ciia mgt gia tri hay ctia mgt 6 co

thoa man mot diéu kién nao d6 khong. Chang han: 6 dit liéu c6 phai 1a gia trj s6 khong? Co
phai 1a chudi ky tu khong?...
Céac ham thong tin ludn tra vé mot trong hai gia tri TRUE hodc FALSE. Nhu

vy cac ham nay co thé dap tmg duoc trong cac trudng hop ma c6 mot sb dir liéu ngoai 18
trong mot bang dit liéu can tinh toan.

ISERROR(value): tra vé gia tri TRUE néu value 1a mot 16i bat ky, nguoc lai thi

tra vé gia tri FALSE.

ISNA(value): tra vé gia tri TRUE néu value 12 15i #N/A, nguoc lai thi tra vé gia

tri FALSE.

ISNUMBER(value): tra vé gia tri TRUE néu value 1a gia tri s0, nguoc lai thi tra

vé gia tri FALSE.
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ISTEXT(value): tra vé gia tri TRUE néu value 13 mot chudi, nguoc lai thi tra vé
FALSE.

2.2.11. Cac ham Co sé dir liéu
Cac ham co sé dit liéu mang tinh chat thong ké nhitng mau tin trong CSDL

c6 truong thoa diéu kién cua ving tiéu chuan da duoc thiét 1ap trude.

C1 phap chung:

=Tén ham(database, field, criteria)

database: dia chi ving CSDL (Chon dia chi tuyét dbi dé sao chép).

field: cot can tinh toan, field co thé 1a tén truong, dia chi cia 6 tén field hoac sb
thir tu clia truong do6 (cot thir nhat cia ving CSDL da chon tinh 14 1 va tang dan
sang trai).

criteria: dia chi vung dicu kién.

Tén ham Y nghia va vi du

Tinh trung binh cdng cac gia tri trong cot
field ctia cac mau tin thoa di€u kién
criteria.
=DAVERAGE($A$1:3D$8,D1,F1:F2)

DAVERAGE(daTabase, field, criteria)

Tim tri 16n nhég trong cOt field cua cac
DMAX(daTabase, field, criteria) mau tin théa dicu kién criteria.
=DMAX($A$1:$D$8,D1,F1:F2)

Tim tri nhd nhét trong cOt field cua cac
DMIN(daTabase, field, criteria) mau tin théa dicu kién criteria.
=DMIN($A$1:$D$8,D1,F1:F2)

DPém céc 6 kiéu s6 trong cot field clia cac
DCOUNT(daTabase, field, criteria) mau tin thoa diéu kién criteria.
=DCOUNT($A$1:$D$8,D1,F1:F2)

Pém céc 6 khac rong trong cot field cua
cac mau tin thoa di€u kién criteria.
=DCOUNTA($A$1:$D$8,D1,F1:F2)

DCOUNTA(daTabase, field, criteria)

2.2.12. Cac 1énh xir ly dir li€u
1.1.1.6. Loc dir liéu tu dong (AutoFilter).

Chikc niing: Lénh Tab Data-> Group Sort & Filter> Filter dung dé loc cac
mAu tin théa man nhiing tiéu chuin nao d6 tir co sé dir liéu ban dau. Két qua chi hién
thi nhitng mau tin thoa diéu kién con nhiing mau tin khac s& tam thoi bi che.

Cach thyec hién
- Chon ving CSDL véi tiéu dé 1a mot hang.
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- Chon Tab Data >Group Sort & Filter DFilter, Excel s& tu dong xuat
hién cac nat tha canh tén field cho phép chon diéu kién loc twong ung véi cac field
do.

- Chon diéu kién loc trong hop liét ké cua timg field twong Gng.

- Chon Text Fillter dé thuc hién chuc nang loc nang cao theo yéu cAu cua
nguoi dung:

r'Custcrm AutoFilter 7 |-'

Show rows where:

beqins with |Z| |E|
@ and () Or
-] []

lse ? to represent any single character
Use * to represent any series of characters

| O | | Cancel

Hinh 2.2.47

Show rows where: cho phép nguoi dung chon diéu kién va nhip gia tri so
sanh & combobox ké bén. Ngudi dung co thé két hop voi diéu kién “va”, “hodc” phia dudi.
1.1.1.7. Loc dit liéu nang cao (Advanced Filter)
Chite niing: Lénh Tab Data> Group Sort & Filter> Advanced dung dé
trich ra cic mau tin theo cac diéu kién chi dinh trong vung diéu kién duoc tao trude.
Cach thuc hién:
Buworc 1: Tao viung diéu kién loc. St dung mot trong hai cach sau:

Cach 1: Si dung tén truwong dé tao viing diéu kién: ving diéu kién s& co it
nhat hai hang, hang dau chua céc tén field diéu kién, cac hang khac ding dé mo ta diéu
kién.

- Chon cac 6 tréng trong bang tinh dé 1am ving diéu kién.

- Sao chép tén field diéu kién lam tiéu dé cua ving diéu kién.

- Nhap truc tiép cac diéu kién vao 6 dudi tén trudong twong tng. Cac diéu
kién ghi trén cuing mot hang 13 cic diéu kién théa man dong thoi (AND), nhiing diéu
kién ghi trén cac hang khac nhau 13 nhitng diéu kién théa man khong ddng thoi (OR).

Vi du:

Péi tugng | Piém
A >5

Cach 2: S dung cong thirc dé tao vung diéu Kién : vung dic¢u kién s€ c6 hai
0, 0 trén chua ti€u dé nhu: “diéu kién”, ...hoac bo trong nhung phai khac voi tén
truong, 6 dudi 1a cong thirc mo ta di€u kién.
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- Chon hai 6 trong trong bang tinh dé lam vung tiéu chun.

- Nhap tiéu dé & 6 trén clia ving tiéu chuan.

- Nhép cong thic vao 6 bén dudi mo ta diéu kién, dung mau tin dau tién
trong co sé dir liéu dé dat diéu kién so sanh, ham AND dung dé 1ap cac diéu kién thoa
mén dong thoi, ham OR dung d¢é 1ap céac diéu kién thoa man khong dong thoi.

Vi du:
Bligy kign
=AND(LEFT(A2 11="h" D2>5)
Hinh 2.2.48

Buéc 2: Vio Tab Data >Group Sort & Filter = Advanced, xuét hién
hop thoai gdm céc tily chon sau:
Action:
Filter the list, in-place: két qua hién thi truc tiép trén ving CSDL.

Copy to another location: két qua dugc dat tai mot vi tri khac.

Advanced Filter % ||

Action

Q) Filter the list, in-place
Copy to another location

List range: $A$2:$1610
Criteria range: | $H$13:$H$14 % |
Copy to: §A$20:$1620 S

| Unique records only

OK H Cancel }

Hinh 2.2.49

- List range: chon dia chi vung CSDL.

- Criteria range: chon dia chi ving tiéu chuan.

- Copy to: chon dia chi cua 6 dau tién trong ving két qua (phai chon muyc
Copy to another location).

- Unique records only: néu c6 nhiéu mau tin giéng nhau thi chi liy duy
nhat mot mau tin dai dién, nguoc lai thi léy hét cac mau tin thoa diéu kién cua
ving tiéu chuan (du gidng nhau).

1.1.1.8.  Subtotals
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Chirc ning: Thong ké dit liéu theo tirng nhom trong co sé dit liéu. Vi duy tinh
téng tién lwong theo timg nhém DON VI
Cach thue hién: Xét CSDL BANG LUONG dué6i day. Van dé dit ra 1a can
tinh tong tién lwong theo timg nhom DON VI.
P A B C D E E G

1 STT| CHO’CVU | NAMSINH | LCB | NGAY | TUOI LUONG
2| 1 BV 17/08/1969| 150000 24 44| 3,600,000
2 BV 05/10/1960| 150000 17 53| 2,550,000
4| 3 BV 24/08/1968| 130000 26 45| 3,380,000
5| 4 NV 22/09/1975| 160000 24 38| 3,840,000
65 5 NV 15/02/1958| 130000 20 55| 2,600,000
7 6 NV 15/05/1954| 130000 23 59| 2,990,000
8| 7 NV 19/09/1969| 150000 14 44| 2,100,000
9 8 PP 14/05/1968| 150000 26 45| 3,900,000
10| 9 PP 15/08/1969| 140000 27 44| 3,780,000
11| 10 TP 21/12/1967| 120000 25 46| 3,000,000
12| 11 TP 16/09/1967| 180000 22 46| 3,960,000
13| 12 TP 16/09/1954| 160000 27 59| 4,320,000

Hinh 2.2.50

- Dung 1énh Tab Data->Group Sort & Filter->Sort dé sap xép dir liéu
theo PON VI, myc dich dé cac mau tin c6 cing PON VI thi nam lién ké nhau.

- Chon bang CSDL cén tong hop véi tiéu dé 1a mot hang.

- Vao Tab Data=> Group Outline> Subtotals, xuat hién hop thoai Subtotal

Subtotal | ? ||

7 (=]
At each change in:

CHUC W E]
Use function:

Sum B
Add subtotal to:

(V] Replace current subtotals
("] Page break between groups

(V] Summary below data

[&emoveAll][ OK ][ Cancel

Hinh 2.2.51
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At each change in: chon tén trudng can tong hop.
Use function: chon ham st dung tinh toan hay thong ké.
Add subtotal to: Chon tén truong chira dir li¢u can thuc hién tinh toan
hay thong ké.

+ Replace current subtotals: Thay thé cac dong tong hop cii dé ghi dong
tong hop moi.

Page break between groups: Tao ngit trang giita cac nhom.

+ Summary below data: Thém dong tong hop sau moi nhom.
Két qua:

1]2[3 A B C D E 3 G
1 STT| CHO’CVU | NAMSINH | LCB | NGAY | TUOI LUONG
NN 1 BV 17/08/1969| 150000 24| 44| 3,600,000
3| 2 BV 05/10/1960| 150000 17 53| 2,550,000
4| 3 BV 24/08/1968| 130000 26 45| 3,380,000
= |5 BV Total 9,530,000
[ - | 6| 4 NV 22/09/1975| 160000 24 38| 3,840,000
75 NV 15/02/1958| 130000 20 55| 2,600,000
8 6 NV 15/05/1954| 130000 23 59| 2,990,000
- 19| 7 NV 19/09/1969| 150000 14 44| 2,100,000
=l 110 NV Total 11,530,000
[= [ IE PP 14/05/1968| 150000 26 45| 3,900,000
- 12| 9 PP 15/08/1969| 140000 27 44| 3,780,000
=] |13 PP Total 7,680,000
[ - |14 10 TP 21/12/1967| 120000 25 46| 3,000,000
15| 11 TP 16/09/1967| 180000 22 46| 3,960,000
- 116 12 TP 16/09/1954| 160000 27 59| 4,320,000
=] |17 TP Total 11,280,000
- 18 Grand Total 40,020,000

Hinh 2.2.52

Lam viéc v6i man hinh két qua sau khi tong hop.
Click vao cac nut |D1?_E__i dé chon cac muc dit liéu ban mudn xem.
+ Chi hién thi tong chinh (Grand Total Only).
+ Hién thi tong chinh va téng phu (Grand Total And Subtotal).

+ Hién thi chi tiét tat ca cac mau tin cung céac tong hop (All Record).
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1]2]3 A B G D S 5 G
1 STT| CH’'CVU | NAMSINH | LCB |NGAY|TUOI| LUONG
+ |5 BV Total 9,530,000
+ 10 NV Total 11,530,000
+ 13 PP Total 7,680,000
+] |17 TP Total 11,280,000
(=] 18 Grand Total 40,020,000

Hinh 2.2.53

2.3. Trinh dién dir liéu
2.3.1. Thao tac vai PivotTables o .
Chire nang: Thong ké dir li€u theo nhiéu cap do khac nhau véi nhiéu hinh thue
da dang tr mot bang dir li¢u chinh.
Cach thue hién:
- bat con trd trong bang dir ligu.
- Chon 1énh Tab Insert>Group Tables=>PivotTable> PivotTable
xuat hién hop thoai yéu cau chon ving dit liéu 1am thong ké va noi xuét bang thong
ke.

Create PivotTable T @

Choose the data that you want to analyze
i@ Select a table or range
Table/Range: | Sheet1!$A51:51514) B3

") Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
(7 Mew Worksheet
(@) Existing Worksheet
Location: |Sheetl!sAs20

L [#

l oK | | Cancel

Hinh 2.3.1

- Select a Table or range: Cho phép chon vung dir liéu 1a Sheet hi¢n hanh.

- Use an external data source: Cho phép chon vung dir li€u tir file Excel
c6 san.

- New Worksheet: Phat sinh bang thong ké trén sheet moi.

- Existing Worksheet: Phat sinh bang thong ké tir dja chi duoc nhap vao.

- Click OK xuat hién hdp thoai cho phép kéo tha cac field 1a dicu kién
thong ké.
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PivotTable Fields TAX

Choose fields to add to report: v

MA HS -
HO VA

TEN

TENTRUGNG

MONTHI
To build a report, choose fields from the DIEMTHI

PivotTable Field List

XEPLOAI
XEPHANG

] [ i = . MORE TABLES... %

Drag fields between areas below:

Ml

FILTERS COLUMNS
I
ROWS % VALUES
> = Defer Layout Update
Hinh 2.3.2

- Viing Row Labels va Column Labels: s& chira field lam diéu kién thong
keé.

- Ving Values: chira nhimg field s liéu mudn théng ké.

- Drag chuét kéo field vao vung twong tng két qua s& tu dong cap nhat tao
thanh bang thong ke.

2.3.2. Thong ké bing chirc ning Consolidate ’ ‘
- Chirc nang: Consolidate cho phép hop nhat dir liéu tir nhiéu vung dix

liéu ngudn (Sources) va hién thi két qua trong ving dir liéu dich (Destination).
- Gia str cong ty ABC c6 3 cira hang, mdi cira hang c6 mot bang béo céo
doanh thu nim 2013. Cong ty c6 nhu cdu téng hop cac bao céo cia 3 cira hang thanh

mot bao cdo doanh thu nam 2013 cua cong ty.
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| 4 A B C D E

1 CONG TY ABC

5 CUPAHANGSO 1

3 DOANH THU NAM 2013

4 Pon vi: | Triéu déng

5 Mathang Quy 1 Quy 2 Quy 3 Quy 4

g Iphone 250 460 280 500

7 Ipad 90 120 200 180

8 Ipod 50 30 45 60
A B C D E

1 CONG TY ABC

5 |CPAHANG SO 2

3 DOANH THU NAM 2013

4 Pon vi: | Triéu dong

5 Mathang | Quyl Quy 2 Quy 3 Quy 4

g Iphone 130 250 320 420

7 Ipad 50 90 150 200

8 Ipod 35 25 60 75
A B C D E

1 CONG TY ABC

2 CUAHANGSO3

3 DOANH THU NAM 2013

4 Pon vi: | Triéu dong

5 Mathang | Quy1l Quy 2 Quy 3 Quy 4

g Iphone 200 350 230 400

7 Ipad 50 100 180 150

8 Ipod 30 25 30 85

Hinh 2.3.3

Thuwe hién cac budce sau:
Bwéc 1. Chon ving dit lidu dich bang cach tré chudt vao mot 6 bat ky & ving do.
Buéc 2. Chon Tab Data = group Data Tools > Consolidate, xuat hién hop
thoai Consolidate.
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Consolidate 9 |[ =]

Function:

Sum E

Reference:

Cuahang3!SAS5:SES8

All references:

Cuahang1!SAS5:SES8 - Add
Cuahang?2! SAS5: SES8

\' — - Delete

Use labels in
(V] Top row
(V] Leftcolumn  [] Create links to source data

Hinh 2.3.4

- H¢p Function: chon ham st dung (Sum, Min, Max, ...), thong thuong
khi tong hop dir liéu ban chon ham Sum d¢ tinh tong.

- Hop Reference: dé tham chiéu lan lugt cac ving dit liéu ngudn.

- Hop All references: chira tit ca cac vung dir liéu ngudn can thiét cho
viéc hop nhét. Dé x6a mot vung dir liéu trong hop All references, ban chon vung do,
roi nhap nut Delete.

- Top row: chon néu mudn dung tén cot clia ving nguon,

- Left column: chon néu mubn ding céc gia tri cta cot dau tién ciia ving
ngudn, & ddy 1a gia tri ciia cot Mat hang,

- Create links to source data: chon néu mudn dir liéu hop nhét duoc
cap nhat mdi khi co thay doi ¢ ving dir liéu ngudn.

| 4 A B C D E

1 CONG TY ABC

2

3 DOANH THU NAM 2013

4 Pon vi: | Triéu dong

5 Quy 1 Quy 2 Quy3 Quy4

6 |Iphone 580 1060 830 1320

7 |Ipad 190 310 530 530

8 Ipod 115 80 135 190
Hinh 2.3.5
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2.3.3. Thao tac vai PivotCharts
Mot PivotChart chang c6 gi khac hon la mot biéu do Excel, dugc tao ra tur div

liéu cua mdt PivotTable. That ra thi cling c6 mgt vai tinh nang ma ban khong tim théy o
nhitng biéu d6 binh thuong. Tuy nhién, phan 1én thi mot PivotChart ciing gidng nhu bét ky
mot biéu dd nao trong Excel, nhiing thao tac vdi cac biéu d0, hodc viéc dinh dang cho no,
chang c6 gi khac.
Néu ban biét chic rﬁng ban s& can dén mot PivotChart, ban c6 thé tao ra
PivotTable va PivotChart cing mot 1an. Thay vi nhin vao nit PivotTable trong nhom Insert
trén thanh Ribbon, ban hay nhan vao c4i mii tén nhd & dudi cai nat do, va chon Iénh
PivotChart. Roi thi ban cling s€ gap hop thoai tao mot PivotTable nhu ¢ nhitng bai trén,
nhung khi tao xong PivotTable, thi Excel cling sé tu dong tao luén mot PivotChart di kem
theo.
Bay gid chung ta sé hoc cach tao ra mot PivotChart tr PivotTable ma ban da
thuc hanh & bai trude. Ban 1an luot theo céc bude sau:
Buéc 1. Dé con tro tai 6 ndo do trong bang thong ké bang PivotTable
Buwdéc 2. Vao Tab Option ( PivotTable Tools ) = group Tools = PivotChart

PIVOTTABLE TOOLS

ANALYZE DESIGN

(% Clear~ Dl Fields, Items, & Sets ~ [ ?
[T} Select ~ o= -
ata PivotChart |Recommended
[3 Move PivotTable PivotTables
Actions Calculations Tools
Hinh 2.3.6
Budc 3. Trong hop thoai Insert Chart, ban chon loai bi€u d6 thich hgp theo yéu cau.
Insert Chart » IES
All Charts
K™ Recent . = lET 1 ~ | @ P ’__} @ A
) Al ) 1 Ll
Templates A [ J il ‘D1 UJ ‘M
lﬂ;dl Column
I Line Clustered Column
® Pie
E Bar
M e
= XY (Scatter) % g e
liif Stock I I I
@ Surface — - -
W Radar
Ifx Combo

Hinh 2.3.7
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Buwéce 4. Nhin OK dé hoan thanh.

Count of MONTHI [MONTHI ~ | Count of MONTHI
TENTRUONG |~ [Ngoaingt Toan Vin|| 4s
Dinh Tién Hoang 1 1 4
Hoa Binh = 35
Nguyén Du 2 1 3 =
V5 Trwdng Todn 2 1| 25 - LT
| m Van
24
[ 15 ®Toén
| 17 B Ngoai ngi?
He
o
Dinh Tién Hoang  Hoa Binh Nguyén Du V6 Trwong
Toan
TENTRUONG v
Hinh 2.3.8

Khi ban nhan vao biéu dd, tirc 1a ban kich hoat PivotTable, Excel s& hién thi
hop thoai PivotChart Filter Pane nhu ban théy & hinh trén. Ban c6 thé dung Axis
Fields va Legend Fields trong hop thoai nay dé loc cac dir liéu, diéu chinh PivotChart hién
thi hay khong hién thi biéu d6 ciia mot loai dir liéu nao d6. Bat ky viéc loc dir liéu nao ban
thuc hién trong hop thoai nay, ciing s& duoc ap dung trong PivotTable, va biéu do sé ty dong
v& lai theo nhitng thay ddi trong PivotTable.

Vi du, ban nhin vao Axis Fields, va chi chon hai Trudng: Hoa Binh, Nguyén Du. Biéu do s&

tu dong v€ lai nhu sau:

Count of MONTHI [MONTHI ~ Count of MONTHL
TENTRUONG |-¥|Ngoaingi¥ Toan 45
Hoéa Binh 4 4
Nguyén Du 2 1 35
3 |
25 + MONTHI
2 4 M Toan
15 - W Ngoai nglt
1 4
0.5 1
o -

Hoa Binh Nguyén Du

TENTRUONG

Hinh 2.3.9

2.3.4. Biéu dd ning cao ‘
1.1.1.9. Thém dudng xu hudng vao do thi ( TrendLine )

Khi v& cac db thi voi dir liéu theo thoi gian ching ta thudng vé thém dudng xu
hudéng dé biét duge xu hudng trong tuong lai cta tap dir licu. Mt tap sb liéu c6 thé co nhiéu

duong xu hudng tuy theo cach phan tich ctia chiing ta.
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Vi du : Ban c6 mét biéu dd, ban mudn vé duong trendline cho dd thi, ban thuc
hién:
- Trén Chart Tools > Tab Layout = group Analysis = Trendline.

@
CHART TOOLS & | o0

Add Chart | Quick = Change '|- '_'» I|' isa i |!',. ||
Element » Jayout ~ | Colors ~

DESIGN FORMAT

b Aes »
Idh Axis Titles » fe
dh Chart Title >
] C D
di Data Labels »
ldh Data Table » ©
iy Error Bars 3 —
& oime » ANHTHUNAM 2013
@2 Legend > Don vi
ay 1 Quy 2 Quy 3
|L Trendline » . \
None
Lx =ERE
8 ! Ipod |I| Linear
9 4
oA Exponential
10
11 S Linear Forecast
12 ‘ ) Moving Average

13 \ More Trendline Optlcn:-...jl

Hinh 2.3.10

- Chon mét trong sau kiéu dudng xu hudng/hdi quy: tuyén tinh (Linear),
loga (Logarithmic), da thirc (Polynomial), luy thira (Power), mii (Exponential), va
binh quén dich chuyén (Moving Average).

- Hoic ban c6 thé chon More Trendline Options dé thém cac tiiy chon.
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'Format Trendline [?][=]
Trendine Options Trendline Options
Line Color Trend/Regression Type
Line Style ? .:'r © Exponential
Shadow : Chon duong trendline
7 | Linear
Glow and Soft Edges
5 | ithmic
_ | Polynomial Order: |2
o I Power Dat tén cho duong
: Trendline
Chi dinh thoi gian twong

Forecast lai hoac qud khir dur bdo

Forward: 0.0 |

Backward: 0.0 o Hién thi phuong trinh cua

mot s6 logi trendline
| Setintercept = 0.0
("] Display Equation on chart
] Display R-squared value on chart
Hinh 2.3.11

- Sau d6 nhan OK dé hoan thanh.
- Pé xoa cac Trendline , ban chon Chart Tools = Tab Layout = group
Analysis = Trendline - None.
1.1.1.10. Tao Template cho biéu dd

Fas
Chart Area ]

120 A

100

80 - =GIA1

»GIA2

60 -
P.THU
40 -

20

Hinh 2.3.12
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Ban mudn thiét ké mot mau biéu d6 riéng theo ¥ minh va ding mau d6 cho
nhirng biéu dd tiép sau. Vi du ban c6 mot mau biéu dd nhu hinh trén, ban muén ap dung cho
nhirng bai tap sau, ban s& luu né nhu mot Template trong Excel. Ban lan luot thyc hién:

Buéce 1. Sau khi ban thiét ké mot mau theo y mubn, trong Chart Tools =

Tab Design - group Type > Save As Template

@ Save Chart Template 23
> « Roaming » Microsoft » Templates » Charts v
Organize v New folder = v ©

& Google Drive - Name Date modified Type
8 Downloads . ~ . | ey
Duong dan mac dinh khi ’
~a Libraries beu s Template Coee ‘
¢ Documents
o' Music B
b= Pictures
B videos
/% Computer Dat tén mau
&, Local Disk (C:)
ca cop (D) < v — -
File name: Chartl.crtx -
Save as type: /Chm Template Files(*.crtx) =
~ Hide Folders Tools save ||| cancel
Hinh 2.3.13
Buwérce 2. Chon Save dé luu lai mau.
4 Sir dung Templates: D¢ sir dung mau bicu d6 da luu, ban thuc hién:
Buéc 1. Chon biéu do mudn lay mau.
Buoc 2. Vao Chart Tools = Tab Design = group Type 2 Change

Chart Type

CHART TOOLS

DESIGN FORMAT

= ER( o | (@

C l' l' l' —1  Switch Row/ Select Change Move
Column Data Chart Type | Chart
Data Type Location

Hinh 2.3.14
Budc 3. Trong hdp thoai Change Chart Type chon thuy muc Templates

4

- khung My Templates chon mau ban d luu.
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? =

Change Chart Type

Templates My Templates

Column l ‘ i ‘
Line 18 1
Pie

Bar

Area

M e R E|(M

XY (Scatter)

Stock
Surface
Doughnut
Bubble

Radar

[h_danageTemplat:es... ] [ Set as Default Chart ] Ok

Hinh 2.3.15
Buéc 4. Chon OK dé hoan thanh.
4+ Xoéa Templates: DPé x6a nhitng mau ma ban da tao va luu, ban thyc hién:
Budc 1. Vao Tab Insert 2 group Charts 2 Create Chart

(=)
@
1
4

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

[ Shapes ~ @ - - & %~
O e -, o) 17

VOV Rl I
ided Table | Pictures Online Apps for ' Recommended . :
es Pictures @i+ Screenshot ~ M¥hice Charts v, v [~
Illustrations Apps Charts
Hinh 2.3.16

Budc 2. Trong cira s6 Insert Chart > Manage Templates
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Insert Chart
3 Templates Column -~
l

SE5

R CLOREREEMNeR
g
g

Y K ElE[E

Stock ; -

Surface —

Doughnut 2| I T2 I |

Bubble W L 1 IL L I/\/| L

S Pie

’BI G\I | ."’TBI a;\l .\'DI v
Manage Templates... || | Setas Defauit Chart [ ok || cace |
Hinh 2.3.17

Buwéc 3.  Trong cira sO Templates/ Charts ban chon mau mudn x6a, nhan
Delete.
- - Ee— - e — "&"M

@O" L. « Microsoft » Templates » Charts vl‘,]! Search Chorts ol
_— SN U e— — — -

Organize v [ Openwith..  Share with v Bumn  New folder = 0 @

-~

L 01 - Name Date modified

Outlook
t‘ = i - Ji) Chartl.crtx 16/08/2013 6:23 PM
» OWGPOI

1 ) maulertx 16/08/20136:31 PM |
Show how to open this file ]

Q) Scan maul.crtx

‘ Open with...

Share with » "F
Add to archive...

Add to "maul.rar”
Compress and email...
Compress to "maul.rar” and email |
Restore previous versions

m ] »

fied: 16/08/2013 6:31 PM

Send to »

Cut Size: 113 KB

|
;ﬂ Copy — ,-,*__.__-l

Create shortcut L

Rename th ﬁ\l ‘\\if\l /lhl a.\l 'TL‘Jl

Propertes 25 Defouk Chat [ ]

| 3

Hinh 2.3.18
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2.3.5. Tinh nang Sparkline
Excel luén c6 dir li¢u do6 thi va biéu do6 rat phong phu dé mo ta dir li¢u va xu

huéng. Véi Excel 2010, Microsoft dd bd sung thém mot tinh ning méi - Sparklines. Tinh

nang nay cho phép ngudi ding dit mot d6 thi ¢ nho (mini) hay mot dong nhan dinh khuynh

hudng trong mot 6 (cell). Sparklines 1a cach nhanh nhét va don gian nhat dé thém thanh phan

dd thi hién thi vao mét cell.

Gia suir chung ta c6 bang dir liéu nhu sau:

DOANH THU NAM 2013
Pon vi: | Triéu dong
Mathang | Quy1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad 90 120 200 180
Ipod 50 30 45 60
Hinh 2.3.19

Buée 1. Chon cac 6 ban mudn hién thi Sparkline.
Buéc 2. Vao Tab Insert > group Sparklines > chon loai Sparkline ban can.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF TEAM
=== [ (&) Shapes ~ ’ - il = %~ n alsll 1 N0
»? . 1= AP e [

B | A # T5) SmartArt . 17 1 SRV R I =
ided Table Pictures Online Apps for Recommended . PivotChart Power Line Column Win/
es Pictures @+ Screenshot™  Offjce « Charts &L View Loss

lllustrations Apps Charts f« Reports Sparklines
Hinh 2.3.20

( Vi du ¢ day, ta chon Column )

Ban s€ nhan dugc bang tao Sparkline:
- Data Range: Vung dir liéu mudn hién thi Sparkline
- Location Range: Chon ving hién thi Sparkline.

Create Sparklines ? | =
Choose the data that you want
Data Range: £

Choose where you want the sparklines to be placed

Location Range:

Hinh 2.3.21
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DOANH THU NAM 2013
Pon vi: | Triéu dong
Mathang | Quy1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad 90 120 200 180
Ipod 50 30 45 60
f Create Sparklines m
Choose the data that you want
DataRange: |B6:ES
Choose where you want the sparklines to be placed
Location Range: | $F$6:$F$8| £
ok ][ conca |
Hinh 2.3.22
Bwéc 3. Chon OK hoan thanh.
DOANH THU NAM 2013
Pon vi: | Triéu dong
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 s00f HW_B
Ipad 90 120| 200 180 . HHE
Ipod 50 30| 45 60|m_ mlll
Hinh 2.3.23

Str dung ding Sparklines, viéc phén tich dir liéu s€ nhanh hon va dinh hudéng
hon va chéc chan ban ciing s& c6 mot khung nhin don gian hon khi quan sat cac thong tin va

dua ra quyét dinh.

2.3.6. Phan tich do nhay ( What — If Analysis ) 7
Excel ludén co6 dir li¢u do6 thi va biéu do6 rat phong phu dé mo ta dir liéu va xu

huéng. V&i What-If Analysis (phan tich diéu gi s& xay ra) 13 phuong phap co ban nhat dé
truy vén dit liéu trong bang tinh. Gia su, ban thiét 1ap cong thirc tinh Loi nhuan = Doanh thu
— Chi phi. Ban tu héi: Diéu gi s xay voi két qué Loi nhuan néu Doanh thu thay ddi hoac Chi
phi thay d6i hodc ca 2 cung thay doi?

1.1.1.11. Phan tich 1 chiéu
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Vi du: Mot ngudi kinh doanh may tinh, mua san pham Laptop voi gia

15,000,000 dong va ban véi gia 17,000,000 dong.
Loi nhudn s& 1a: 17,000,000-15,000,000= 2,000,000

Lap bai toan:

4| A - e J
; San pham Laptop
2 Gid mua 15,000,000
3 Gid ban 17,000,000
4 Leginhuidn 2,000,000
5 Loi nhuan = Gid ban - Gia mua
Hinh 2.3.24
Gia mua bién dong theo thoi gian nhu hinh:
[ A B [ (o | D | E _ F
; Sanphim Laptop
2 Gid mua 15,000,000 -
3 Gidban 17,000,000 e
4 Loinhuin 2,000,000
5 Lei nhudn = Gid ban - Gid mua
6 | Dlﬁh thu thay doi
7 14,500,000 15,300,000 17,100,000 14,000,000
; |Loinhuin 2,000,000
O tham chiéu iétqmi
=B§
Hinh 2.3.25

Ta xét @ nhay cua loi nhuan khi gia mua thay doi.
- Chon vung : B7:F8
- Vao Tab Data - group Data Tools > What — If Analysis > Data Table

VIEW Foxit PDF TEAM

tions | a1 [ZTA Y ' =V 5 = v/ =K

2l Alz N =8 | M= © = _,?

Zl Sort Filter Textto Flash Remove Data Consolidatd  What-If

’ Yo Advanced | Colymns  Fil Duplicates Validation ~ Analysis ~

Sort & Filter Data Tools Scenario Manager...
Goal Seek...
Data Table...
— ~ [ 1 1 v
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Hinh 2.3.26

- Néu ban chay d¢ nhay theo hang, nhu trong vi du nay thi ban chon Row input cell
va nhap vao dang chua gia tri thay doi (¢ ddy ta dang xét gia mua thay doi). Néu
ban thiét ké gia tri thay ddi theo Cot thi ban s& dua dia chi 6 c6 gia trj thay doi la:
Column input cell.

A [ B [ C T D [ E [ F
, Sanphim  Laptop [ Data Table IR
2 Gidmua 15,000,000 Rowinputcel: | $852
3 Gidban 17,000,000 Column input cel:
4 Loinhuin 2,000,000 [ ok ][ cance |
5 Loi nhudn = Gid ban - Gid mua ———————
6 Doanh thu thay déi
E 14,500,000 15,300,000 17,100,000 14,000,000
g Loi nhuin 2,000,000
Hinh 2.3.27
- Chon OK dé xem két qua.
A B C D E F
, San pham Laptop
2 Gid mua 15,000,000
3 Gid ban 17,000,000
4 Leginhuin 2,000,000
5 Loi nhuan = Gia ban - Gia mua
6 Doanh thu thay déi
B 14,500,000 15,300,000 17,100,000 14,000,000
8 Loinhuin 2,000,000 ( 2,500,000 1,700,000 (100,000) 3,000,000
Hinh 2.3.28

"V&i mdi thay d6i cua gia mua s& lam cho loi nhudn thay doi, nhu & vi du nay ta thay.
khi gid mua >= 15,000,000 thi lgi nhuan <= 0. ngudi ban khong c6 1gi nhuén”
1.1.1.1.  Phan tich 2 chiéu
Phén tich d6 nhay 2 chiéu xét t&i sy anh huong ciia 2 bién x1 va x2 1én
bién y. y 12 bién phu thudc cia x1 va x2.
Quay lai v6i vi du trén. ta ldy trudng hop gia mua 1a x1: thay d6i va gia ban

san pham x2 thay doi.
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W N -

N O

10

A [ B ‘ c D - F
Sanphdm  Laptop
Gid mua 15,000,000
Gia bian 17,000,000
Loinhuin /| 2,000,000
Loi nhuin = Gid ban - Gi4 mua tkasun By it
| ‘ 1
=B4| 14,500,000 15,300,000 17,100,000 14,000,000
16,000,000
Gid bin 17,200,000
thay doi
16,800,000
Hinh 2.3.29
- Chon vung B7:F10.
- Vao Tab Data - group Data Tools > What — If Analysis = Data Table
A A B J c | D | E ! F
, Sanphdm  Laptop / Data Ta [ 2 je)
2 Gidmua 15,000,000 | Rowiputcel:  |$852 =)
3 Gi4db4n 17,000,000 - Cokumn input cel: | 8853 =
4 Loinhuin 2,000,000 [ concel

5 Loi nhuan = Gid ban - Gid mua

2,000,000 | 14,500,000 | 15,300,000 17,100,000 14,000,000

16,000,000

17,200,000

16,800,000

Hinh 2.3.30

- Sau d6 chon Row input cell va Column input cell theo bang ma ban thiét ké.
- Chon OK hoan thanh.
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A B [ c [ D [ E ' F
, Sanpham Laptop
2 Gid mua 15,000,000
3 Gid ban 17,000,000
4 Loinhuan 2,000,000
5 Loi nhuan = Gid ban - Gia mua
6
B 2,000,000 | 14,500,000 15,300,000 17,100,000 14,000,000
8 16,000,000 | 1,500,000 700,000 (1,100,000) 2,000,000
9 17,200,000 | 2,700,000 1,900,000 100,000 3,200,000
10 16,800,000 | 2,300,000 1,500,000 (300,000) 2,800,000
Hinh 2.3.31

Ngoai ra ta con c6 Goal seek (Ham muc ti€u) thudng ap dung trong céac bai toan
nhu tinh doanh thu hoa vén, thay doi mot chi tiéu chi phi nao d6 dé c6 dugc loi nhuan nhu
mong mudn, tinh tong chi phi cho tong chi phi rong phai tra... Va dang Phan tich tinh huéng
(Scenario) : La dang phén tich “what-if”, phan tich tinh huéng thira nhan rang céc bién nhat
dinh c6 quan hé tuong hd v6i nhau. Do vay, mét sé it bién s6 c6 thé thay doi theo mot kiéu
nhét dinh tai cung mot thoi diém. Tap hop cac hoan canh c6 kha nang két hop lai dé tao ra
“céc truong hop” hay “céc tinh hudng” khac nhau 1a:

a. Truong hop x4u nhat/ Truong hop bi quan
b. Trudng hop ky vong/ Trudng hop udce tinh tot nhat
¢. Truong hop tét nhat/ Trudng hop lac quan
Ghi cha: Phan tich tinh hudng khéng tinh t&i x4c sudt cla cac trudng hop xay ra

2.3.7. Sir dung dit liu lién két ngoai 9 q
Doi khi dir liéu ban muon khong co trong s6 lam viéc Excel — dir liéu do ¢o thé o

trong mot co sO dit lidu, tép XML, trén web, trong tép vin ban hodc 0 mot trong nhiéu vi tri
khac. That tuyét voi khi lam viéc v6i dit lidu ngay trong s lam viéc, nhung ban khong mudn
phai nhap di nhap lai dir liéu dé dam bao tinh hién thoi cua di liéu. Viée tao két ndi ¢ dinh
tir s6 lam viée toi ngudn dir lidu d6 gitp d& dang dam bao dir liéu ma ban lam viéc ludn cap
nhat.

Céac két ndi dén dit liéu bén ngoai co thé bj tt trén may tinh cda ban. DPé Kkét nbi
voi dit liéu khi mo sb lam viée, ban phai bat két ndi dir liéu bang cach sir dung thanh Trust
Center hodc bang cach dit s6 lam viéc vao mot vi tri tin cay.

Trong group Get External Data trén tab Data, ban co thé tao két ndi dir lidu voi

cac nguon du li¢u khac nhau.
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Existing
Connections

® sy 3

From From From From Other
Access Web Text Sources~

Get External Data
Hinh 2.3.32
1.1.1.2.  Sir dung lién két tir Access
- Trén tab Data > group Get External Data = From Access.
- Trong hop thoai Select Data Source, hay duyét dén co s& dit liéu Access.
- Trong hop thoai Select Table, hiy chon bang hoic truy vin ma ban mudn st dung va

bim OK.

Select Table [? ] =]
Name Description Modified Created A
Copy Of Report_3 24/03/2011 12:45:26 PM  01/01/2011 5:04:30 AM i\
kh 01/01/20115:28:29 AM  01/01/2011 4:45:28 AM
q59 24/03/2011 2:45:40PM  24/03/2011 1:56:02PM
q61 24/03/2011 4:27:52PM  24/03/2011 3:39:06 PM
rpl 25/03/2011 7:36:30PM  25/03/2011 7:33:21PM
rp2 26/03/20116:21:44PM  25/03/2011 7:34:18 PM
i skh 23/03/20113:11:08PM _ 31/12/2010 9:42:10PM  ~
< | m )

[ ok || cance §

Hinh 2.3.33

- Trong hop thoai Import Data, hay chon noi dat dir li¢u trong s6 lam viéc cua ban va
chon xem dir liéu dudi dang Table, PivotTable Report hay PivotChart.

| 4] ’;l B C p | E | F |
- ( e
Tw.l lmport Data
3 Select how you want to view this data in your workbook.
4 & © Tabl
5 il op ]
6 i3] © PivotChart and PivotTable Report
- =3  Only Create Connection
3 Where do you want to put the data?
@ Existing worksheet:
9 e
50 =$A$1
() New worksheet
11
12 Properties... [ OK ] [ Cancel ]
13
Hinh 2.3.34
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Bam vao niit Properties dé dit cac thudc tinh nang cao cho két ndi d6 vi du nhu tuy

chon dé lam mai dir liéu da duoc két noi.

Connection Properties % || =
Connection name: |hd3
Description:
Usage | Definition |
Refresh control
Last Refreshed:
(V] Enable background refresh
["|Refresh every |60 | minutes
("] Refresh data when opening the file
e = the extern fore saving the
OLAP Server Formatting
Retrieve the following formats from the sen sing this connection
OLAP Dirill Through
Maximum number of records to retrieve:
Language
Retrieve data and errors in the Office display language when available
] [ Cancel
Hinh 2.3.35

Ban c6 thé tuy ¥ thém dit 1iéu vao M6 hinh Dit liéu dé co thé két hop dit liéu ciia minh

v6i cac bang hodc dir li€u khac tir cac nguon khac, tao moi quan hé gitra cac bang va

ban c6 thé thuc hién duoc nhiéu thao tac hon so voi bao cao PivotTable co ban.

B4Am OK dé két thuc.
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A B C D E F G H 1 J K| L M N o P Q

1 |Sum of Sol.uoné _IColumn Labels ~

2 Rowlabels |~ BANHKEM BANH Mi BO' BOTNGOT CAHOP CAFE DAUAN GAO GIAVI KEO nem NEP RUQU SUA TAO Grand Total
3 BSCO 20 22 22 64
4 CINOTEC 12 10 50 5 12 89
5 COMECO 55 7 40 2 104
6 FAHASA 20 51 15 15 20 110 231
7 FISC 20 20
8 HUNSAN 55 83 10 30 100 12 10 58 358
9 LXCO 22 23 30 20 4 99
10 SAFICO 4 20 62 15 320 12 15 20 180
11 |SIC 15 4 20 10 49
12 TAFACO 25 25
13 THADACO 30 30
14 TRACODI 20 50 20 90
15 TRANACO 20 20
16 Grand Total 46 170 238 20 60 25 15 4 107 152 292 27 59 30 114 1359

Hinh 2.3.36

1.1.1.3. St dung lién két tir Web

Hing ngay, ban déu phai vao Internet d& xem xét gia ¢6 phiéu ciia minh. Ban ¢6
thé Copy va Paste mot cach thu cong bang gid CK nay vao bang tinh, hoic Website c6 thé
cung cip chic niang Download vé Excel trang bang gia d6. Pay 1a cach d& nhat dé dua
CSDL cua trang Web vao Excel.

Hay tao két ndi voi trang web dé st dung dir liéu tir cac bang trong trang web
trong s6 lam viéc cua ban.

- Trén tab Data = group Get External Data - From Web.

- Trong hop Address (Pia chi), hay nhap dia chi web cua trang c6 dit liéu ban
mudn két ndi, va Click 2 Go.

rNewWebQuery 2 .
Flle] ©© R 2 Bk 8 optons...

Address:
Click [#] next to the tables you wafit to select, then dick Import.

*WNeb Images Videos Mews Blogs Dictionary ® Top sites Design your page & babylon -

a
Nhap dia chi trang Web,
Ay Z?

Hinh 2.3.37

- Chi bao miii tén nhu BJ nay c6 nghia la c¢6 dir liéu bén canh ma ban co thé nhap.

m
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New WebQuery Y " - O j—S—y
Check vao bang lién két
Addrefis: http://chungihoan. 24h.com.vn/ | E,l. B optons...

Ngay GD: Gi& may chu: VN.Index:
19/08/201 11:31:05

Duv mua Khop lénh
Gid3| KL3 |Gia2| KL2 |Gia1 KL1 | Gia KL

ACL== 0,0

AGD == 0,0

Hinh 2.3.38
Hay bam vao chi bao mili tén, bAm nit Import = chon vi tri it dir liéu > OK.
B C D E F

[ Import Data lw\

Where do you want to put the data?
Q@) Existing worksheet:

=SAS1
New worksheet

iP[opernes... | OK | } Cancel ;

W N & WN |-

Hinh 2.3.39

Insett Page Formulas Foxit Reader PDF

3) Conn

2! & properties 7
Refresh Z) sot | Fiter
A~ :

3l y

3 aEd

Group Ungroup Subtotal

¥ Advanced

D mua
GiaTB|— -
Gia1 Gia3
186 186
394

98

1 <> W] Sheet1 < >
Ready | Recovered =@M 100% (- +

Hinh 2.3.40

Dé cap nhat dit liéu, ban vao Data >groups Connections > Refresh All
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

(s (n [o )Mo, 0m

From From From From Other Existing Refresh
Access Web Text Sources~  Connections| All~

>N

Get External Data Connections

Hinh 2.3.41
1.1.1.4. Str dung lién két tir file Text
Ban c6 thé chon tab Data = group Get External Data > From Text tir,
tim duong din dén Text File.

m_| Book.txt - Notepad [= 7“7 = || = |
File Edit Format View Help

DANH MUC HANG HOA -
M3 hang Tén hang

LC1 "Tivi LCD Sony 32""

LC2 "Tivi LCD Sony 50"

ML1 M3y lanh Sam sung

ML2 May lanh Panasonic

MG1 M3y giat Sanyo 9 kg

BANG GIA HANG HOA

NGAY  LC1 (USD) LC2 (USD) ML1 (USD) ML2 (USD) MG1 (USD)
01/10/2010 250 410 270 400 200
11/10/2010 145 405 275 405 210 1519.56
21/10/2010 247 400 272 410 215
2

NGAY  MA HANG TEN HANG DON GIA SO LUONG THANH TIEN
01/10/2010 | o "Tivi LCD Sony 32""" 250 188 250
02/10/2010 LC2 "Tivi LCD Sony 50" 410 9 410
27/10/2010 ML1 May lanh Sam sung 272 23 272
12/10/2010 ML2 M3y lanh Panasonic 405 15 405
05/10/2010 MG1 "Tivi LCD Sony 50" 200 13 200
16/10/2010 ML2 M3y lanh Panasonic 405 16 405
18/10/2010 LC2 "Tivi LCD Sony 50" 405 25 405
08/10/2010 ML1 May lanh Sam sung 270 11 270
24/10/2010 ML2 May lanh Panasonic 410 19 410

Hinh 2.3.42

- Trén tab Data 2 group Get External Data & From Text.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA

Ny - - - - |_—h.| =] Connections A
EE E%J [Ll——‘l ’_—E- D [ﬁ =] Properties EJ
Frem From | From From Other Existing Refresh Z]

Access Web | Tt | Sources=  Connections | All» e BT Links
Get External Data Connections
Hinh 2.3.43

- Chon tap tin ban mubn Import, sau d6 chon Import

- Cura s6 Text Import Wizard s& hudng din ban timg budc dé dua dir liéu Text vao
Excel.

- Chon vi tri dat dit liéu va bAm OK
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A B C G
1 |DANH MUC HANG HOA
2 M3 hang Tén hang
3 |LC1 Tivi LCD Sony 32"
4 LC2 Tivi LCD Sony 50"
5 ML May lanh Sam sung
6 ML2 May lanh Panasonic
7 MG1 May giat Sanyo 9 kg
8
9 BANG GIA HANG HOA
10 NGAY LC1 (USD) LC2 (USD) ML1 (USD) ML2(USD) MG1 (USD)
11 01/10/2010 250 410 270 400 200
12 11/10/2010 145 405 275 405 210
13 21/10/2010 247 400 272 410 215
14
15 NGAY MA HANG TEN HANG DONGIA SO LUQONG THANH TIEN
16 01/10/2010 LC1 Tivi LCD Sony 32" 250 188 250
17 02/10/2010 LC2 Tivi LCD Sony 50" 410 9 410
18 27/10/2010 ML1 May lanh Sam sung 272 23 272
19 12/10/2010 ML2 M4y lanh Panasonic 405 15 405
20 05/10/2010 MG1 Tivi LCD Sony 50" 200 13 200
21 16/10/2010 ML2 May lanh Panasonic 405 16 405
22 18/10/2010 LC2 Tivi LCD Sony 50" 405 25 405
23 08/10/2010 ML1 Mdy lanh Sam sung 270 11 270
24 24/10/2010 ML2 May lanh Panasonic 410 19 410

1.1.1.5.

Hinh 2.3.44

Str dung lién két tir cac ngudn khac

Ngoai lién két v6i cac dir liéu thong thudng, Excel 2010 con c6 thé lién két

voi cac dir li€u tir cac co s¢ dit ligu : XML, SQL Sever,...

FILE HOME

INSERT

PAGE LAYOUT

FORMULAS DATA REVIEW VIEW

. r =l Cannections | a E Y b A4
@ I:% [E |:|:> D rg [=] Properties Ll L h 1]
From From From {From Other Ewisting Refresh Zl Sort Filter
Access Web Text | Sources= | Connections | All~ ot Edit Links ' Yor
Get Exi 4 From SQL Server
D Create a connection to a SQL Server table, Import data into Excel as a
Ji3 e Table or PivotTable report.
. From Analysis Services
o A |:L‘ Create a connection to a 50L Server Analysis Services cube. Import data
CONGTY AE into Excel as a Table or PivotTable report.

1
2 |CCAHANGSO 3
3 DC
4
¢ | Mathang | (
5 Iphone ]
7 Ipad

8 Ipod

From Windows Azure Marketplace

Create a connection to a Microsoft Windows Azure DataMarket Feed.
Import data into Excel as a Table or PivotTable report.

From OData Data Feed

Create a connection to an OData Data Feed, Import data into Excel asa
Table or PivotTable report.

From XML Data Import

Open or map a XML file into Excel.

From Data Connection Wizard

Import data for an unlisted format by using the Data Connection Wizard
and OLEDB,

From Microsoft Query

Import data for an unlisted format by using the Microsoft Query Wizard

and ODBC. Functionality is limited for compatibility in previous versions,

Hinh 2.3.45
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2.4. Lam Viéc V6i Macros Va Forms

2.4.1. Tao va thuc hién macros

Macro 1a cong cu cho phép ghi lai cac thao tac (cac I¢énh) cia nguodi st dung

dudi dang mot danh sach cac 1€nh. Khi ta goi t61 mot macro (chay macro), n6 sé thyc hién

lai cac thao tac (cac 1€nh) d6 mdét cach ty dong.

Nhu vady muon ty dong héa mot qua trinh, ta can thyc hién céc cong vig¢e do,

dung macro ghi lai va khi can thyc hién qué trinh db tu dong, ta cho chay macro.

bé lam viéc véi Macro, ban can thuc hién mot s6 tuy chon sau:

A

T

. | : . .
i Eﬂl—é Customize the Ribban.
Formulas
Choose commands from: i Customize the Ribbon: (i
Proofing I T - T
Popular Cornmands Main Tabs v
Save
Lt 11 All Chart Types.. Main Tabs
i Borders 3 # [¥]Home
Advanced Calculate Now [V Insert
i = Center [ [¥] Page Layout
Custornize Ribbon T Condi - b T
USLOMIZE oRor % gond|t|:na| Formatting ] Formulas
Quick Access Toolbar EE CE;:EC A [ [|Data
Add-Ins Custom Sort... &n:Get Exter.nal Data
& Cut # Connections
Trust Center & Decrease Font Size [ Sort & Filter
E} Delete Cells... [ Data Tools
% Delete Sheet Columns [ Qutline
:‘_K Delete Sheet Rows V] Review a
7 Emnail [¥] View r—
O F?” Color 4 | | Developer LT
Y E"tetr i ¥ Add-ins
on ¥ ;
A Font Color 4 9 [¥] Foxit PDF
A ; Font Size Ir & V] TEAM
ccoun Format Cells... [¥] Background Removal
¥ Format Painter
Options [ Freeze Panes 4
A Increase Font Size
Insert Cells... !
x  Insert Function... New Tab New Group | | Rename..
U1 Insert Sheet Columns T
Ec |nsert Sheet Rows Customizations: | Reset > |
P Macros i
':‘E‘ berne R Canter i Imgorthxport' &

Hinh 2.4.1

- Thiét 1ap théng s cho phép Macro hoat dong trong Excel 2010
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G |
e @ Help keep your documents safe and your computer secure and healthy.
Formulas
Procfing Protecting your privacy
Save Micresoft cares abeut your privacy. For more information about how Microsoft Excel helps to pretect your privacy,
please see the privacy statements,
Language
Show the Microsoft Excel privacy statement
Advanced ] ]
Office.com privacy statement
Customize Ribbon Customer Experience Improvement Program
Quick Access Toolbar Microsoft Office Feedback "Send a Smile” Privacy Statement
Add-Ins Security & more

Visit Office.com to learn more about pretecting your privacy and security.

Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your :
cemputer secure, We recommend that you do not change these settings. I Trust Center Settings... I

Hinh 2.4.2

Trust Center

Trusted Publishers
rusted Publisher Macro Settings

Trusted Locations

(") Disable all macros without notification
Trusted Docurments Y ; _—
i) Disable all macros with notification

Trusted App Catalogs ) Disable all macros except digitally signed macros

Add-ins i® Enable all macros (not recommended: potentially dangerous code can run)
3 ¥ dang

ActiveX Settings

Protected Yiew

Developer Macro Settings

Trust access to the VBA project object model

Message Bar
External Content
File Block Settings

Privacy Options

Hinh 2.4.3

Vi du: Ban can thiét ké mot giao di¢n tim kiém thong tin nhu sau. Khi nguoi dung
nhép vao mot hodc nhiéu ti€u chi trén cac 6 tim kiém va nhan ntit Tim kiém. Két qua hién thi

& khung Két qua tim kiém phia duéi.
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[ 4 H | J K I
' NHAN SU
2 Ma sé Ho tén Ngay sinh Phong LCB
3 A120001 |pj Cong Thanh 16/07/1968|A 5,000,000
4 A120002 |Nguyén Vin Hing 24/08/1976|B 4,500,000
5 A120003 [pj Thi Kim Niét 01/04/1961|A 5,500,000
6 A120004 |y van Hai 15/02/1970|(B 4,000,000
7 A120005 |Tir Thi Xuan Hién 01/05/1964|C 5,000,000
8 A120006 |Nguyén Thi Cim Huwong 30/04/1978|B 4,000,000
9 A120007 |Train Duy Thanh 20/12/1983|C 3,500,000
10 Tim kiém

1| Masé Ho tén Ngay sinh Phong LCB

12 Po*
13 Két qua tim ki€m

Hinh 2.4.4

Pé thiét ké cong cu tim kiém, thyc chat 1a st dung chirc ning loc nang cao

Advanced fillter), tuy nhién ta khong loc thi cong ma lam thao tac d6 1 1an, ghi lai bang

Macro va khi can tim kiém thi cho chay Macro (nhan nat Tim kiém) dé no thuc hién lai thao

tac ma ta da ghi.

FILE HOME

4+ Tao Macro

- Vao Developer 2 Code 2 Record macro

=

Visual Macros
* Basic

INSERT PAGE LAYOUT FORMULAS DATA REVIEWY
! ®3 Record Macro i:? = s (=] Properties
i Use Relative References ol -H . Q] View Code
Add-Ins COM Insert Design
! Macro Security Add-Ins - Mode Run Dialog
Code Add-Ins Controls
Hinh 2.4.5

- Dbat tén cho Macro, chon phim tat néu can, OK

VIEW DEVELOPER
— Map Proper
: 2] Expansion P
Source )

=] Refresh Dati

*hL
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Record Macro '? |[=]

Macro name:

TimKiem

Shortcut key:
Ctrl+

Store macro in:
This Workbook E

Description:

Lok [ conce

Hinh 2.4.6

- Thuc hién céac thao tic mudn ghi lai. Trong vi du nay ghi lai thao tac
loc b'flng Advanced Fillter: loc bang dit 1iéu géc véi vung diéu kién loc, két qua loc tham
chiéu dén ving két qua. (Xem lai phan trich loc ning cao)

- Bam nut Stop Recording dé két thuc

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
\_.j El M Stop Recording {:i.l} o b] [i] Properties E EF Map Propert
. [ Use Relative References bodl L & View Code 12 Expansion Pz
Yisual Macros Add-lns  COM Insert Design Source
Bacic L. Macrao Security Add-Ins 3 Mode . 8] Run Dialog ‘I Refresh Data
Code Add-Ins Controls XML
Hinh 2.4.7

4 Thuc Thi Macro
Dé thuc thi Macro, ta c6 thé thuc hién mot trong ba cach:
1. Hop thoai Macro
- Chon Developer > Code = Macros. Xuit hién hop thoai Macro.

- Chon mdt Macro mudn thyc thi, nhan Run

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW DEVELOPER

D ¥ Record Macro {:i':} li__:{J -IT b/ F'rl:rpertles rE 7 Map Propert

H=] Use Relative References =1 &3 View Code j Expansion Pz
Add-lns  COM Insert Design 2 urce F
! Macro Security Add-Ins - Mode . Run Dialog =1 Refresh Data
Code Add-Ins Controls XML
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Macro name:

Macros in: | All Open Workbooks El

Description

Cancel

Hinh 2.4.8

2. Gan phim tit
- Trén Tab Developer >Macro = Option
- Trong hop thoai Macro Option nhap phim tit ban mudn sir dung.

Macro name:
TimKiem| 2.5 Run
A

Create

Macro name:
TimKiem

Shortcut key:
Ctrl+
Description:

Options...

H Cancel ]

Hinh 2.4.9

- Chon OK.
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- Vay dé str dung Macro ban chi can gé t6 hop phim tit viia gan 13 Macro
s€ duoc thuc thi.
3. Gan bang biéu tuong trén thanh Ribbon
- Trén Tab File = Options = Customize Ribbon > Macro ( trong

Choose commands from )

G I I i
Enera @HE Customize the Ribbon.

Formulas

Choose commands from: G

I

Save

Pe— & TimKiem

Advanced

Customize Ribbon

]
{ Quick Access Toolbar
Save As
Add-Ins

Print Trust Center

Share

Export

Clase

Account

Options

Hinh 2.4.10

- Chon New Tab dé thém lénh Macro vao mot Tab méi.
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Customize the Ribbon: (i

All Tabs E]
Main Tabs -

Home =
Insert
Page Layout
Formulas
Data
Review
View
[= [¥] Developer
Code
Add-Ins
Controls
XML
Modify
[V] Add-Ins
‘move Foxit Reader PDF
Background Removal
SmartArt Tools
Design
[V] Format
Chart Tools
Design
[V] Layout
Format
Drawing Tools
Format -

m

New Tab New Group Rename..

Customizations: Reset ¥ i
Import/Export ¥ |0

Hinh 2.4.11

Gan cac Macro vao Tab vira tao.

[] Foxit Reader PDF
— " Tab (Custom]
S| AdiHew Tab w Group (Custom)
E Add Mew Group round Remaoval
1 pls
Rename h
v Show Tab t
Bemove h
13
Move Up I
[t
Move Down s
[¥|Format
Picture Tools
=+ [ Format =
[ Mew Tab ] [ Mew Group l [ Rename... l
Customizations: i
Import/Export > |70

[«
Hinh 2.4.12
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TSE TS S s ey e =T

& TimKiem Formulas 3
Data
Review F
View
(=) [¥] Developer
Code
Add-Ins
Controls
XML
Modify
Add-Ins
Foxit Reader PDF

= [¥] Macro (Custom)
[SfNew Group (Custom)

T2 RarkaraninAd Damawal

Hinh 2.4.13
- Chon OK dé hoan thanh

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Foxit PDF TEAM Macros

£

TimKiem
TrichLoc

Hinh 2.4.14

4. Gan Macro trén thanh Quick Access Toolbar
- Trén Tab File > Options = Quick Access Toolbar >Macro ( trong

Choose commands from )

G | ; 3
i E-E Customize the Quick Access Toolbar.
Formulas
} Choose commands from: i Customize Quick Access Toolbar
Pradling :Macros |g iFor all documents (default) !:J
Save
Language <Separators = Save
TimKiem € Undo |»
Advanced ® Redo | 4
Customize Ribbon / Open
5 B { [ New
&ﬁck-Ac:es;-TmﬁmJ ? TirnKiem
Add-Ins
Trust Center
=]
| << Remove |
Hinh 2.4.15

- Chon Macro ma ban muén hién thi > Add
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- Ban c6 thé thay doi biéu twong bang cach chon Modify = Chon biéu

tugng = OK.

<Separator>
686 TimKiem

[ Modify Button 2 3o

Symbol:

00000000 e mp .
HE0E=MEB0ikdvs
SDLUEBMEILRBEZW
AIAX VEORIT OR F =
PIRSHIBvdAdVaA
o Ilé’ﬂ“}’_l \*’

Lk
(W)
X!
g
it
(SEN|
W
< 30 §
tL_
5
’t:

Display name: TimKiem
OK Cancel

2odrL 2 S

Save

Undo >
Redo >
New

Quick Print

TlmTiem

Hinh 2.4.16

- Két qua biéu tuong Macro s€ dugc hién thi trén thanh Quick Access

Toolbar
I

Hinh 2.4.17

2.4.2. Thao tac voi form controls

O 28 =

Controls n6i chung la cac diéu khién giao dién nguoi dung trén Windows, ta

nhin théy no trén Form do6, nhu la: Label, Textbox, Button, Combo, Listbox, Treeview,

ListView,...

Néu céc controls dugc tao ra tir thu vién dll/ocx bén ngoai tmg dung, goi 1a

ActiveX Controls, néu ching c6 sin trong ung dung thi chi néi 13 controls.

Trong Excel ¢6 2 nhom:

- Forms: cac controls ndm trong nay c6 san trong Excel thi coi la

Controls.
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- Userform: cac controls nim trong form nay (chung cé trong "Control
Toolbox") dugc coi la ActiveX Controls vi nd 1a trong thu vién ngoai FM20.DLL, va
cac thu vién khac *.OCX.

- Pé lam viéc v6i Form Controls, ban can thuc hién mot sd tuy chon sau:

General

Eﬁﬂ Customize the Ribbon.

Formulas
) Lhoose commands from: (i Customize the Ribbon: (i
Praafing Popular Commands v Main Tabs W
Save
All Chart Types... ~ Main Tabs
Language yp
R Borders 2 Home
Advanced Calculate Mow [ v Insert
- = Center [ [¥] Page Layout
Custornize Ribbon T ; g geLay
e | [l v = 8 fomuts
Cuick Access Toalbar Iz el
B Copy B tha
Add-Ins Custom Sort... |'in1 Get Bxternal Data
A Cut [# Connections
Trust Center A Decrease Font Size [ Sort & Filter
E’ Delete Cells... & Data Tools
)ij Delete Sheet Columns [# Qutline
57 Delete Sheet Rows Review .
U Email [] View
g ' .
ke E"tir , T Ada-Ins
on - ;
A Font Color » & [¥] Foxit PDF
A t Font Size 1hg E V] TEAM
ceatn Format Cells... Background Removal
¥ Format Painter
Options 1 Freeze Panes ’
A" Increase Font Size
| Insert Cells...
x Insert Function... Mew Tab MNew Group | | Rename...
59 Insert Sheet Columns :
= |ncert Sheet Rows Customizations: Reset ~
P Macros a2
=l Merne & Center » Import/Expart *
N
Hinh 2.4.18

Trong thé Developer, ban chon nut Insert (khong phai thé Insert trong giao
dién), va lya chon cac dbi tuong dé chén vao. Cac ddi tuong dugc chon la céac ddi tuong nam
trong phan Form Controls. Mdi biéu tugng turong tng véi viéc chén mot ddi tuong vao trang
tinh.

ULAS DATA REVIEW VIEW DEVELOPER

h(* Properties @ . Propert

........

. {T_l View Code .E'.j Expansion P:
Insert §Design Source
Mode Run Dialog (=4 Refresh Data

Form Controls XML
O VEEe
™1 Ae B Rl [E

= =

Hinh 2.4.19
4+ Spin Button — diéu khién gia tri ciia 6 tinh
Pay 1a ddi tugng tuong dbi kha d& st dung. V6i Spin Button, nguoi dung c6 thé

bam vao d6 dé thay doi gi4 tri ting hodc giam trong 6 tinh biang cach bim vao nut mili tén
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tam giac 1én hodc xudng. Biéu tugng cua Spin Botton hinh chir nhat c6 hai tam giac huéng

phan day vé nhau trong phan Form Controls.
Form Controls

= V|88 e
;"IAa: abl & B

Hinh 2.4.20

Vi du: Ban can tinh tién hang thing phai nop ngan hang khi vay:

A B C |
1 Ngan hang ABC DPon vi: triéu dong
2 Cho vay 15
3 L3i suit hang nim 2.0%
4 S6 thang 12
5 Thanh toan (2.54)
Hinh 2.4.21

Lai suat thi c6 thé thay ddi theo thoi gian, ban dung snip control dé ting giam 13i suét.

Buéc 1. Vao Tab Developer 2 Insert 2> 2l Snip Button = V& biéu twong Snip vio

noi ban muon.

Page Layout Formulas Data Review View Developer
A [+=] 3 Properties == =
¢ ‘bgjx : i,‘,‘é} f <.
eferences Q View Code & Ext
Add-Ins COM Source
Add-Ins ¥ Run Dialog
| Form Con - Controls
A (=B sse
T 4 @ .XL‘ A B C
IBS:‘m Button (I;orm Control) rols I ‘; éng ABC Don Vi: triéu d‘6ng
‘a[A~ AR 8
ﬂ(: A(ﬂ,‘,'"x*s—| ChQVay\;_ﬁ_(i 15
— | Lai suit hangndm 1~ - 1 2.0%
S6 thang 12
Thanh toan (2.54)
Hinh 2.4.22
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Bude 2. Thiét lap cac thudc tinh va dir li¢u cho Snip Control, R_Click 1én biéu tuong
—2>Format Control

B

i vy S o
-

¥ w0 s 20%
53 Copy 12
[ Paste [2‘54}

Grouping 4

Order b

Assign Macro..
% Format Control...

Hinh 2.4.23

c Format Object ? =
an hang ABC Pon vi: triéu dong Sze_[ Protecton | Propertes [ Ak Text Conta
Cho vay b .15 Lyz Gia tri hién tai
- I ! v : -
Laisuithangnam ¥ o 0 2.0%d oo ° : }—\_.;
) 30000 -5
S0 thang 12 1 : ici han gia tri
Thanh toin (2.54)| | 7o ,
Celi ik %C$3 &)
v| 3D shadng
Gia tri (tang/giam)/lan
o< ][ come
Hinh 2.4.24
Buéc 3.  Click OK dé hoan thanh.

4 Scroll Bar — diéu khién gia tri ciia 6 tinh qua thanh trugt

Tuong ty nhu Spin Button, d6i twong nay ciing gitip cho ban dién khién gia tri ciia
6 tinh. Didu khéc biét giira Scroll Bar va Spin Button 14 Scroll Bar c¢6 thanh trugt chinh giira

hai mili tén tam giac, va ban c6 thé sir dung thay trugc nay dé kéo qua lai dé diéu chinh gia

trj thay vi chi c6 thé bAm vao nut miii tén nhu Spin Button. Ca hai d6i twong Spin Button va

Scroll Bar déu chi cho phép tuy chinh gié tri tir 0 dén 30000.
Ta sé thiét ké Scroll Bar theo vi du trén:
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Buéc 1. Vao Tab Developer 2 Insert > 2 Scroll Bar > V& biéu tugng vao noi ban

muén.
Page Layout Formulas Data Review View Developer
A8 = S0 & Properties E—’ ¢!
eferences <°951 '_(“9}], %l/ Q View Code ——] :_)l E
| Add-Ins Ag(cj)l‘[:‘s lns'ert e 8§ Run Dialog Source :
| Form Controls | Controls . .
= 1 Ej f B ﬂ —H (.; = I:Ng:?m hang ABC  Pon vi: triéu dong
ActiveX Controls 15
Scroll Bar (Form Control) }' 8RBl : Lai sudt hang nim < Y 1.0%
| BOAEZR [ 5honing 12
Thanh toén (1.87)
Hinh 2.4.25
Budéce 2. Thiét lap thudc tinh va lién két dir liéu cho Scroll Bar.
Format Control ? = |

Sze | Protecton | Properties | AitText | Contol |

Current value: 1 Gia tri hién tai
Minimum value: 0 :
Maximum value: 100 3 }—
Incremental : 1 . ——Gioi han gia tri
Page change: 10 S
Ol ke $C$3
V] 3 shading
N O gid tri lién két
gia tang N

Luong gia tri
thay doi khi click
vao hép cuon

(o ][ coce ]

Hinh 2.4.26

Buée 3. Chon OK dé hoan thanh.
Cong tu Scroll Bar giéng nhu mot thanh cudn cia mot ctra so. Ban dung Scroll
Bar dé chon mot con s tir mot diy cac gia tri. Nhip chudt vao cac miii tén (¢ hai dau) hodc
ré hop cudn (cai nat hinh vudng & gilta Scroll Bar) sé& thay d6i gia tri ctia nod. Gia tri nay la

két qua tra vé & 6 lién két. Ban co thé tao mQt thanh cudn ngang hoac mgt thanh cudn doc.
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+ Option Button
Option button (cac nut tiy chon) 13 nhitng cong cu diéu khién thuong xuét hién
vO1 mOt nhoém gé)m hai hoac nhiéu lya chon, va nguoi st dung chi co thé kich hoat duoc mot
lya chon trong nhém d6 (nghia la chi dugc phép chon mdt tuy chon trong nhiéu tuy chon),
va tuy chon nay sé gan gia tri cho mot 6 nao d6. Cac Option Button phai dugc dua vao mot
vung xac dinh (chi cho phép chon m{t Option Button trong ving do).
Pé tao vung xac dinh chira cac Option Button, ban chon biéu tuong Group Box

(hinh vudng c6 chit “xyz” phia trén) trong nut Insert.

Céc budc thiét ké Option Button:
Buwéc 1. Vao Tab Developer - Insert = ( Option button = V& biéu tuong

vao noi ban muon.

Formulas Data Review
o br|
S o
3Ins COM Insert .
Add-Ins v ’J
Form Controls DIRIC B c 0 £ £
| A
> [0 !
27 8
(94« & ab - N—
C8u1
ALONToS ~ 1
=AM & : ®
- Button 2
SoAd=R i
\ O Option Button 2
O Option Button 2
O Option Button 2
Hinh 2.4.27

Bude 2. Dé chinh sira lai chix tén cua lua chon, ban bAm chudt phai vao Option
Button twong tmg, chon Edit Text rdi nhap vao. Dé tuy chinh chirc ning cua cac Option

Button, ban bAm chudt phai vao Option Button dé va chon Format Control.

Cand

&
_';é Copy Button 2
[, Paste
Button 2
Edit Text
- Button 2
Grouping ¥
Order

Assign Macro...

&

Format Control...
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Hinh 2.4.28

Buéc 3. Trong thé Control ctia hop thoai hién ra, ban c6 thé chon tuy chon
Checked hodc Unchecked tuong tng véi viéc Option Button d6 c6 dugc chon lam mac
dinh sin hay khong, phﬁn Cell link ban chon 6 lién két dén Option Button. Khi mdt
Option Button trong vung xac dinh da dugc lua chon vi tri 6 lién két thi moi Option

Button khéc trong ving xac dinh d6 déu duoc an dinh voi cing mot 6 lién két Ay.

= A B C D E F G H I J
7 T
+ Xép loai clia ban: Format Object LD i
A Céul 1
> Olink ColorsandLines | sze | Protection | Propertes | AitText | Contol
T o4
34 f Chon diém Trung binh § | | vabe
"""" D °
B > o Q Chedked
| O Tir9.08én 10.0{ o1l e
5 g - N ] 1
- et e L ™~
7 QTir 7.086n <8.0 o] ||
30 shading
8
Hinh 2.4.29

O lién két s& nhan gia tri trd vé 1a mot con s, twong g vaéi tha tu khi ban tao
ra tng Option Button trong vung xac dinh. Vi duy, khi nguoi dung chon tuy chon dugc ban
tao ra dau tién, 6 lién két s& nhan gia tri 1, khi nguoi dung chon tuy chon tha hai, 6 lién két
s€ nhan gia tri la 2...

Vi céch hoat dong nay, ban cé thé sir dung ham IF trong Excel két hop véi
Option Button dé ap dung trong rat nhiéu viéc. Ban c6 thé dat diéu kién, néu 6 lién két nhan

giatri1a 1,2, 3... thi két qua s& duoc hién thi trong tng. Dudi day 1a mot vi du:

c1 v /-I =IF(A3=1,"Xust sic",IF(A3=2,"GioI", IF(A3=3,"Kh4", IF(A3=4,"TB Kh4",IF(A3=5,"Trung Binh",IF(A3=6,"Y&u","")))))) I
A B C 1% 13 T 153 i) T 3 &S
Xép loai ctia ban: lTrung Binh l
o lin} Caul
5| Chon diém Trung binh hoc tip cua ban?
QO T1r9.088 10.0 Q1U6.5880 <2.0
O Tir8.08én <9.0 @ Tir 5.086n <6.5
QT 7.08n <8.0 Qovas.o
Hinh 2.4.30
#+ Check Box
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Céac Check Box (hop kiém) cho phép ban dua ra cc tiy chon ma ngudi ding co
thé bat hoic tat (chon hay khong chon). Giéng nhu cac Option Button, Excel vé& cac Check
Box véi trang thai mic dinh 1a khong dugce chon. Néu ban mudn mot Check Box cu thé nao
d6 xudt hién vai trang thai ban dau 1a dugc chon, ban dung hdp thoai Format Control dé kich

hoat tuy chon Checked nhu da noéi trong bai trude.

Vao Tab Developer - Insert 2> ¥ Check Box = V& biéu
tuong vao noi ban mudn.

Buwéce 1.

Formulas Data Review View Developer
:}, e col |y 7 | &F Properties E ,
0, =3 S\ )
= [N | T2 QJ View Code g_)“
d-Ins COM Insert |Design Source
Add-Ins v Mode - | Run Dialog :
Form Controls Control: H |
="
P e

Gidi tinh cia ban
[[] Check Box 12

| ActiveX Controls
=B &
glo A%

O—00—-0
| ] check Box 13]
& ] \

Hinh 2.4.31

Budc 2. Sau khi tao Check Box, ban bam chudt phai vao Check Box,
chon Format Control va chon thé Control. Cac tuy chon Checked, Unchecked va
Mixed tuong trng véi cac tuy chon mac dinh cia Check Box la dugc chon, khong

duoc chon hodc khong xac dinh. O lién két dugc lua chon tai phﬁn Cell link.

H | J K L
Gidi tinh Giéi tinh ctia ban ‘('f) link
> ) > > < SRSt
& Cut ' | O nam I *
da Copy Oner
’—_
B o o TR )
— ] [ ~
= srommabcsont l Colors and Lines [ Sze I Protection | Properties | AltText | Control
Grouping > value
© Unchecked
Order >
Assign Macro... Mixed
{':Y/ Format Control... Celink: $xs3 B
30 shadng
Hinh 2.4.32
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Qua tang

Gidi tinh ctia ban 0 link
D Nam FALSE 0
[Inix FALSE

Quatang | -JF(AND(K3=TRUE,K4=FALSE),"Caravat",IF(AND(K4=TRUE,K3=FALSE),"Khin voan",""))

Hinh 2.4.33
H ' [ J K
Qua tang
Gidi tinh cia ban 0 link
Nam TRUE
e FALSE

Qua ting |garavat

Hinh 2.4.34

+ List Box & Combo Box

Cong cu List Box tao ra mdt danh sach ma tir d6 nguoi dung co thé chon ra mot
muc. Cac muc trong danh sach nay dugc dinh nghia bdi nhitng gia tri trong mdt day 6 da
dugc xac dinh trong bang tinh, va gia tri tra vé tai 6 lién két 13 s6 thtr tu ctia muc dugc chon
trong danh sach. Combo Box cling tuong tu nhu List Box, céi khéac 1a cong cu nay chi hién
ra moi lan mot muc trong danh sach, mudn xem nhiing myc khac thi ban phai nhan cho né
mo ra.

List Box va Combo Box khac voi nhitng cong cu diéu khién khac, béi vi ban phai
xac dinh mot diy chira cac muc xuét hién trong danh sach. Nhimng budc sau diy hudng dan
ban cach lam diéu dé:

Buwéc 1. Chon Tab Developer 2 Insert > H Combo Box (hoac -# List Box

) 2 V& biéu twong vao noi ban muon.
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l Home Insert Page Layout Formulas Data Review View Develog

= ¥ Record Macro &&} 2_;9_:‘!’ %&M’ & Properties :Ej

— 2 {5 Use Relative References == | Q View Code

Macros Add-Ins COM Insert |Design Source
/3\ Macro Security Add-Ins v | Mode | § Run Dialog
Code Form Controls . Coq rols
ca | Combo Box [ ﬂ}_) List Box
B (A« 8 abl &8 D
PR— | ActiveX Controls
Nganhang ABC  Ponvi , a5 um B
Cho vay SoAdZ% 12 D liéu
lién két
L3i sut hing nim 2.0% 24
S6 thing 36
Thanh todn 48
Viai tao 56
Hinh 2.4.35

Buwéc 2. Sau khi tao Combo Box ( List Box ), ban bam chudt phai , chon Format
Control va chon thé Control. Thiét 1ap céc tuy chon:

B C D

Format Object . -
Ngin hang ABC  Ponvi: trigudong O link _ —
| Protecton | Propertes | AtText | Conval
|Cho vay 15 32 Toutrange:  SES2:SE86
Lii suit hang ndm 0%!| 24 Celinic 0s2]
S8 thi 3 v‘l 36 Qropdownines: | S 1
' 30 shadng
Thanh toén (80.92) 48 Ving dit liéu |
56 lién ket |
™ S6 dong dir |
liéu hién thi |
|
|
I
Lo J[ com ]|
Hinh 2.4.36

Bwéc 3. Chon OK hoan thanh.
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B C D = |
Ngin hing ABC  Pon vi: trigudong O link |[NKyBAN|
Cho vay 15 1 12
Lai sudt hang nim 2.0% 24
S6 thang 12 \A 36
Thanh todn 24 48
%
B 56
56
Hinh 2.4.37
A B c D e
Ngan hang ABC  Ponvi: tritudong O link -
Cho vay 2 12
Lai suit hang nam 24
S8 thang 36
Thanh todn 48
56

Hinh 2.4.38

Vi du : Sau khi da tao xong Combo Box cho céc loai ky han, ban thiét lap cong

thirc vao 6 S6 thang va dwa vao d6 tinh 6 Thanh toan tién hang thang phai tra.

' c4 v S« | =INDEX($E$2:5£$6,D2)
2] A [NemeBox] g 1 c D T
s  Nganhang ABC Ponvi:triéudéng O link -
2 Cho vay 15 1 12
3 |L3i sudt hang ndm 2.0% 24
4 |S6 thang 12 v 36
5 Thanh toin ($2.54) 48
: 56
Hinh 2.4.39

Khi ban thay doi gia tri bang cach chon Combo Box thi cac gié tri lién quan s&
thay d6i theo.
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2
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ca -

f< | =INDEX(SES2:£$6,D2)

C

Ngan hang ABC

Cho vay 15
L3i suit hang nim 2.0%
S6 thang 12

Thanh toan

— _(52.54) \

D

Pon vi: tritudong O link
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p—

A B C
& Ngéan hang ABC\Qo'n vi: triétudong O

Y

15
Lii sua \ 2.0%
S5 thang 26 |~
N
Thanh todn ($0.92)
Hinh 2.4.40
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3. SUDUNG INTERNET
3.1.Gi6i thi¢u Internet
Internet 1a h¢ thong thong tin toan cau c6d thé dugc truy nhap cong cong gdm céc

mang may tinh dugc lién két voi nhau. Hé thong nay truyén thong tin theo kiéu chuyén mach
g6i dir liéu (packet switching) dya trén bo giao thirc dd dugce chuan héa (giao thuc TCP/IP).
Hé théng nay bao gdm hang ngan mang may tinh cua cic doanh nghiép, ciia cac vién nghién
clru va cac truong dai hoc, ctia ngudi ding ca nhan, va cac chinh phu trén toan cau.

Tién than cia mang Internet ngay nay 1a mang ARPANET do bo qubc phong My
lién két véi mot s6 truong DH cua My thuc hién.

Hién nay nhu cau khai thac thong tin trén mang Internet ngdy cang ting. Vi vy
trong chuong nay s& gidi thiéu nhitng khai niém co ban vé Internet, cac dich vu trén Internet
va cach sir dung trinh duyét Internet Explorer dé khai thac thong tin trén Internet.

Mang Internet c6 thé chi dimg lai & ¢y néu nhu khong cé sy ra doi cia World Wide
Web, dugc phat minh boi Tim Berners-Lee trong thoi gian lam viéc tai CERN (T6 chuc
nghién ctru nguyén tir ciia Chau Au dit tai Thuy Si). Ong Tim da tim ra cach thirc dé may
tinh & cac vi tri, dia diém khac nhau c6 thé hién thi nhitng van ban cé lién két dén cac tap tin
van ban khac. Két qua nghién ctru cia 6ng Tim d6 1a ngdn ngit danh ddu siéu vin ban
HTML (Hyper Text Markup Language).

Pé hiéu nguyén 1y hoat dong cua Internet theo cach don gian nhat, ta c6 thé hinh
dung thong tin goi va nhan tir cAc may tinh giéng nhu viéc goi thu qua hé thong buu dién.
Khi muén géi thu, nguoi ta thuong dén mot tram buu dién gan nhét dé bo thu vao thung. Tai
day thu cua ching ta va cua nhiéu nguoi khac nira s€ dugc phan loai theo dia chi roi tiép tuc
duoc goi 1én tuyén cao hon. Quy trinh ctr tiép tuc nhu thé cho dén khi thu cua chung ta t6i
duogc dia chi cua ngudi nhan.

Tuong ty nhu vay, khi nhan va goéi thong tin trén Internet, thong tin can phai dugc
xac dinh dia chi duy nhét. Dia chi Internet cta céc tu liu duoge quan ly béng bo dinh vi tai
nguyén dong dang URL (Uniform Resource Locator). Mdi trang Web khi dugc dua 1én

Internet s& c6 it nhit mot dia chi URL tham chiéu dén no.

3.2.Mt s6 khai niém
4 Dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, mdi may tinh goi 1a host, phai c6 mot dia chi IP dung
dé nhan dang. Dia chi IPv4 duoc chia 1am 4 s thap phan cé gia tri tir 0-255, phan cach nhau
bang dau cham (vi du nhu: 172.16.19.5 hodc 172.16.0.3). Bé truy xuat trang chu ciia DH
Cong Nghé Dong Nai thi g5 IP 13 125.234.251.138 vao trinh duyét.

Céach danh IP gdom 4 sb thap phan nhu trinh bay & trén goi 1a IPv4. Hién nay do
tdc do phat trién qua nhanh cua Internet, IPv4 (c6 chiéu dai 32 bit) da can kiét. Internet dang
chuyén dbi dan sang IPv6 (128 bit).

Trang 197



Gido trinh Office 2013 ndng cao

+ H¢ thong tén mién DNS (Domain Name System)
D61 voi con ngudi, cach truy xudt mot website (nhu trang chil trudng DPH Nghé
DPong Nai noi trén) bang IP nhu trén 13 rat kho nhé. Do d6 hé thong tén mién DNS gitip 4nh
xa giita tén va IP gitip dé dang sir dung hon. Vi dy, www.dntu.edu.vn dé nhé hon nhiéu so
v6i IP 14 125.234.251.138. Tén mién DNS do cac DNS server dam trach, do d6 ching ta

phai tra phi hang nim cho viéc ding ky tén mién.

Céc phan com, edu hay vn trong dia chi tén mién & trén duoc goi la tén mién cap
1, chia lam 2 nhoém chinh:

Domain mang tinh t6 chirc:

Domain T6 chirc

com (Commercial) Thuong mai

edu (Educational) Gido duc

gov (Governmental) Nha nude

int (International) T6 chirc quoc té

mil (Military) Quan doi

net (Networking) Tai nguyén trén mang
org (Organizational) Céc t6 chuc khac

Domain mang tinh dia 1y: Gom 2 ky tu tit dai dién cho timg qudc gia, nhu vn (Viét
Nam), au (Uc), in (An D9), ...
< IAP
IAP (Internet Access Provider) 13 nha cung cip dich vu duong truyén dé két nbi
v6i Internet, quan 1y cong (gateway) ndi v6i qubc té. Cac may tinh ¢ cac qudc gia khac
mubn két ndi véi nhau phai c6 co so ha tﬁng, do d6 phai nho dén TAP. Tai Viét Nam, IAP la
cong ty dich vu truyén s liéu VDC thudc tong cong ty buu chinh vién thong, co quan thuc
hién tryc tiép 1a VNN.
s ISP
ISP (Internet Service Provider) 1a nha cung cip dich vu Internet cho céc to chirc
va c4 nhan. ISP phai thué duong truyén va cong ciia mot IAP. Viét Nam c6 nhiéu ISP
thuong mai: Cong ty dich vu truyén sb liéu VDC, Cong ty FPT, ...
Khi diang ky v6i mot ISP, nguoi diung dugc cung cAp mot tai khoan dé quan 1y
truy cdp va tinh phi. Mdi tai khoan bao gdm tén (User name) va mat khau dang nhap
(Password). Tai khoan nay thuong dugc luu sin trong cac thiét bi (nhu cac modem) dugc

c4u hinh boi ISP nén ngudi dung khong str dung truc tiép.

3.3.Cac dich vu thong dung trén Internet
+ Dich vu truy xuat tir xa (Remote Login)
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Dich vu truy xuét tr xa cho phép ndi két, va st dung mot may tinh ¢ vi tri khac.
Vi dy, Telnet 1a mét dich vu cho phép remote login. Ngay nay, nhiéu dich vu an toan hon da
ra doi thay thé cho telnet nhu ssh, vpn...

4+ Dich vu thw dién tir (Mail Service)

Dé c6 thé giri hodc nhan cac thu dién tir (Electronic Mail - Email) tir bat cir mot
noi nao v6i diéu kién 13 ngudi nhan va nguoi giri phai c6 mot dia chi Email va may tinh sir
dung c6 ndi mang Internet.

4+ Dich vu tin dién tir (News)

Cho phép trao dbi cac bai bao va ban tin dién tir (bulletin) xuyén sudt Internet.
Céc bai bao dugc dt tai trung tim co s& dit liéu trén sudt khong gian Internet. Nguoi dung
truy cap vao co s dit lidu d6 dé l1ay vé cac bai bao ho can. Dicu nay lam giam tic nghén trén
mang va loai trir viéc luu tri nhiéu ban sao khong can thiét cua mdi bai bao trén tung hé
thdng ctia ngudi ding.

+ Dich vu truyén tip tin (FTP: File Transfer Protocol)

FTP 1a mot hé thong chinh yéu dé chuyén tai file giita cac may vi tinh vao
Internet. File duoc chuyén tai c6 dung lugng rat 1on. FTP hau hét duoc sir dung cho viéc
chuyén tai nhitng dit liéu mang tinh c4 nhan.

Thong thudng, ban s& dung FPT dé chép file trén mot may chu tir xa vao may
ctia ban, viéc xtr 1y nay goi 1a nap xubng (downloading). Tuy nhién, ban ciing c6 thé chuyén
file tir may ctia ban vao may chu tir xa, diéu nay goi 1 nap 1én (uploading). Thém vao do,
néu can thiét, FTP s& cho phép ban chép file tir mot may chu tir xa téi mot may khac.

#+ Dich vu Web (World Wide Web — WWW)

Diy 1a dich vu duoc dung nhiéu nhat. Nguoi ta viét tit 1a WWW hay goi ngin
gon la Web. Web chira thong tin bao gém van ban, hinh anh, am thanh va tham chi ca video
duoc két hop voi nhau. Web cho phép ban c6 thé thAm nhip vao moi ngd ngach trén
Internet, 1a nhiing diém chua dit lidu goi 1a Web site. Nho c6 Web, nén du khong phai 1a mot
chuyén gia, ban van c6 thé sir dung Internet.

Phan mém sir dung dé nap, dich va hién thi Web goi 1a trinh duyét Web (Web
browser). Hién nay, trinh duyét thong dung nhat 13 1& Internet Explorer ciia Microsoft, ngoai

ra con c6 Mozilla Firefox, Chrome cia Google, Opera, Safari cua Apple ...

3.4.Trinh duyét web
3.4.1. Cac trinh duyét thong dung
Hién nay c¢6 rat nhi€u hang cung cap trinh duyét mieén phi, nhung tuu trung lai c6

3 san pham thong dung sau:
v" Chrome
v’ Firefox
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v" Internet Explorer

3.4.2. Sir dung trinh duyét
Khi cai dit may tinh thi phan mém IE da dugc tich hop sén,

Dé khoi dong trinh duyét: Chon Start/ All Programs/ Internet Explorer.

i |

Q‘E’ httpy//www.google... O~ ¢ Hm Google ‘ | {rﬁ :::,? @

File Edit View Favorites Tools

Help

Truy cap Google nhanh hon. Thém Google vao trang bit dau, 0K Khong

+Ban Timkiém Hinhanh Tintec Gmail Drive Lich Dich Anh Khac -

Google

ViétNam V¥
| < >

Céc nat cong cu cho phép thuc hién cic thao tdc nhanh hon. Chirc nang ctia cac nut
trén thanh cong cu nhu sau:

— Back: Tr¢ vé trang trude do.

— Forward: Hién thi trang ké tiép trong lich sir duyét.

— Stop: Ngung tai trang web hién hanh tr may chu.

— Refresh: Tai lai ndi dung trang Web hién hanh.

— Home: Hién thi trang home, dia chi trang nay dugc config theo mdi may khac nhau, 13
website tr dong nap mdi khi khdi dong IE.

— Favorites: Danh sach nhiing trang Web ua thich.

— New Tab: Thém mot Tab moi.

— Address: Dung dé nhép dia chi ciia trang Web muén truy cap. Thanh dia chi ciing hién
1én dia chi ctua trang Web hién hanh. Ban c6 thé Click vao hop tha Xuéng dé chon dia chi
cua nhirng trang Web thuong truy cap.

— Current Tab: Tab hién dang hién thi.

— Tools: Chtra cac nhoém cong cu cua Internet Explorer.

— Trang thai nap : Dung dé hién thi tién trinh nap trang Web khi trang Web dang duoc
nap. Sau khi nap xong biéu twong nap s& dwgc chuyén thanh biéu tuwong Internet

Explorer.
#+ Luu ndi dung trang Web

Nguoi ding ¢ thé luu ndi dung ciia cac trang Web trén méy cuc bo, sau dé ta co

thé xem noi dung cua cac trang ndy ma khong can phai co két ndi Internet. Sau khi truy cép
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dén trang Web can luu nodi dung, chon Tools>File>Save As, va chon vi tri cing véi tén file
can luu.
% Luwu cac dia chi thwong dung
Churc ndng nay giup nguoi dung luu dia chi cia cac trang Web thuong st dung,
gitip nguoi dung khong can phai nhé chi ciia nd. Sauk hi truy cap dén trang Web can luu dia

chi, Chon Favorites/ Add to Favorites, nhap tén cho dia chi mubn luu->OK.

3.5.Tim kiém thong tin trén Internet

Tim kiém théng tin 13 hoat dong phd bién d6i véi ngudi st dung Internet. So voi
thong tin dugc luu trir trén nhiing phuong tién khac, thong tin dugc luu trit trén Internet
phong pht va tim kiém d& dang hon. Ngoai ra, két qua tim kiém dat duoc nhiéu hon so véi
viéc tim kiém thong tin dugc luu trit trén cac phuwong tién khac. Day 1a diém manh nhung doi
khi ciing 1a diém yéu cua Internet vi khi tim dwoc qua nhiéu thong tin lién quan dén thong tin
can tim, ta phai t6n thoi gian dé loc lai nhitng thong tin phu hop.

Hién tai c6 nhidu hing cung cip dich vu tim kiém khac nhau: google
(www.google.com), microsoft (www.bing.com), yahoo (www.yahoo.com)... Mdi hing c6
nhimng diém manh va diém yéu riéng, tuy nhién din dau hién nay 1a www.google.com.

Nhap thong tin muén tim vao hop van ban roi nhan Enter hodc Click vao nat 1énh
Google Search. Thong tin tim kiém thudng 13 cac tir khoa (Keyword) hodc mot cum tir dic
trung nhit. Viéc chon tir khoa chinh xac cho gitip cho viéc tim kiém d& dang, nhanh chéng.
| , -l
e|g http://www.google... 2 ~ & |I E] how to improve english - Ti.. | ‘ {}D :'_:.\3 ‘::é}

| Eile Edit View Favorites Tools Help |

+Ban Timkiém Hinhanh Tintiece Gmail Drive Lich Dich Anh Khdc - A
GO\ fgle how to improve english

Web Hinh dnh Video Mhiéu hon - Cac céng cu tim kiém

How to improve your English skills - Leam English Free
www.leamenglish.de/improvepage.htm - Dich trang nay

Leam English Free - How to improve your English skills - Improwve your Learning
Skills.

70 ways to improve your English - Articles - UsingEnglish.com
wvaw usingenglish_com/._/70-ways-to-impro_._ - Dich trang nay

cia Alex Case

x Start your own English language blog. Even for people who don’t have to
write in English, writing can be a great way of properly leaming the kind of
vocabulary ...

10 Simple Ways / Tips to Improve Your English | Malaysia Students v

wany malaveia-students comd MAN-simnle-wavs-tn-im - Nich frann nav
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Chu y:

- Dat dau “ trude tir khoa dé yéu cau tim kiém chinh xac cum tir can tim (lién két
AND).

- Khong nén nhap vao nhimg tir khoa c6 ndi dung tong quat vi két qua tim kiém
s& rt nhiéu, thong tin duoc tra vé s& khong gan véi ndi dung mudn tim.

+ Tim kiém ning cao véi Google
Trong trudng hop mudn ¢ két qua tim kiém gan véi thong tin dang tim, ta sir dung
chirc nang tim kiém nang cao cua Google (Advanced Search).
— Find results: Dat diéu kién cho két qua tim kiém.
—  With all of the Words: Két qua tim kiém phai bao gdm tit ca cac tir can tim
— With the exact phase: Két qua tim kiém phai c6 chinh xac cum tir can tim.
— With at least one of the Word: Két qua tim kiém phai c6 it nhat mét trong nhiing tir
can tim
—  Without the Word: Két qua tim kiém khong chira nhing tir nay
Hién thi két qua tra vé: chon s6 két qua tra vé tir hop ké tha, mac nhién s€ tra vé 10
két qua néu tim dugc tir 10 trang Web trd 1en.

Ngoai ra ta c6 thé dit thém diéu kién vao nhitng tuy chon khac nhu ngon ngit, thoi
gian, dinh dang, ...

3.6.Dich vu Email
+ Gidi thi¢u
Thu dién tir (Email) 1a phuong tién lién lac vo cung tién loi trong thoi dai cong
nghé thong tin ngay nay. Sir dung Email ta c6 thé trao doi thong tin véi ban be, dong nghiép
trén toan cau ma khong quan tdm dén viéc ngudi nhan & dau.

Dia chi Email (Email Address), goi tat 12 email, 13 mot dinh danh duy nhét trén
Internet cho phép ngudi st dung giao dich véi nhau. Céu trac mot dja chi Email: <Tén tai
khoan>@<Tén mién>. Tén mién: Tén clia may cha cung cip dich vu Email (Email Server),
tén tai khodn la tén duoc dang ky, dé phan biét véi cac dia chi Email khac c6 cung tén mién.

Vi du: ttentt@yahoo.com; email@dntu.edu.vn; list@hotmail.com; ...

Mudn goi email thi ngudi dung phai c6 ndi két Internet (hodc ndi két vao Mail
Server. Khi nguoi A g&i Email cho ngudi B, ndi dung thu sé dugc luu trir tai Email Server.
Chi duy nhat ngudi B c6 thé ding nhap vao tai khoan ctia minh va doc tit ca Email goi cho
minh. Cé nhiéu cach dé lam viéc v6i email: sir dung Webbrowser dé sir dung Webmail (néu
nha cung cép email c6 dich vy nay), hoac dung cong cu khac.

Webmail 1a hé théng cung cép cac dich vu Email thong qua mot Website. Nguoi ding
st dung Webbrowser truy cdp vao dia chi Website cua nha cung cép dich vy, sir dung tai
khoan Email da dugc cung cép dé st dung céc dich vu Email. Mot s6 webmail thong dung:
www.gmail.com, www.hotmail.com, www.mail.yahoo.com... Cach st dung cac dich vu
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email cta cac hang 16n gan nhu twong tu, do d6 trong gido trinh ndy chi tdp trung mo ta vé
dich vu email ctia Google. Google ty dong hién thi ngdn ngit theo ving truy xuat email, tirc
la tiéng Viét, va cung cép nhiéu dich vu khac dua trén tai khoan email ma thé gioi rat wa
chuong.

4+ Ding ky tai khoin email

Méi dbi véi Gmail? Hoan toan mién phi va that dé dang.

Pé diang ky mot tai khoan Email méi: tir

Webmail (chang han, tir trang www.gmail.com), chon [ Tao tii khodn » ]

muc Tao tai khoan. Giéi thiéu vé Gmail ~ Tinh ning méil

Sau do6 dién cac thong tin vao biéu mau, va bam nut tao tai khoan.
Luu y 1a gmail yéu cau ban phai c¢6 so dién thoai di dong d€ goi ma xac nhan nham

bao v€ nguoi dung.

- 2
Google tai khoan
Xac minh tai khoan cua ban
M3 xac minh ciia ban d3 dwoc givi dén (TR
Néu ban khéng nhan dwoc thw, hdy thir givi lai.

Nhap ma cua ban

Xéc minh

Bt dau st dung Gmail

Tén: I
Ho: I
Tén Ding nhap mong muén: I @gmail.com
Vi du: JSmith, John.Smith
Kiém tra tinh kha dung! |
Chon mat khau: [ D6 manh ciia mat khiu:

Dai téi thiéu 8 ky tw.

Nhap lai mat khau: [

I Duy tri trang thai dng nhap
I Bat Lich st Web Tim hiéu thém

Cau héi Bao mat: [Chon mét cau hi .. =l
Néu ban quén mét khau ciia ban chiing téi s& yéu cau ban tra I
hiéu thém

Tra léi: I

Email phuc héi: I

Dia chi nay dwoc st¥ dung dé xac thwe tai khoan cia ban khi ba
mat khau. Néu ban khéng cé mét dia chi email khac, ban co thé

thém
Vi tri: [Viét Nam
Xac minh Tir: Nhép cac ky tw ban nhin thdy trong birc hinh dwéi day.

Aikiward

4+ St dung email v6i Webmail
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Sau khi da c6 tai khoan Email, trudc khi st dung Email phdi dang nhap tu trang

www.gmail.com.

Cac email nhan duoc sé hién thj khi chon muc Thu.

Pé soan Email méi, chon nut Compose. Nhiap ndi dung Email véi cac muc nhu sau:
T6i (Email mot hay nhiéu nguoi nhan -cach nhau bang ddu ;); CC (Email nguoi ddng nhan);
BCC (Email nguoi ddng nhan nhung khong hién thi cho biét cing nhan Email véi hai nhom
Email & trén); Cha dé (Subject -tiéu d& Email); Body (ndi dung Email);

Dé goi file dinh kém Email, chon nut Pinh kém. Sau d6 chon file can géi di.

Chu ¥: sau khi sir dung Email xong, ching ta phai Sign-out dé tranh viéc mat tai
khoan Email, bdo v€ thong tin riéng tu.

+Tran Duy Search Images Maps Play  YouTube Hews Gmall DOrive  Calendar  Bose -
Gmail - z c Mare =
SOMEO o Primary 22 Sccial % Premlions +
Inbdsx
Srarred Wge, 1
Impartant Dryar
Chats %
o m
Sent Mad
” Tran,'
I.'zr, Tran Cuy'
Tran_|

Tiéu dé thu

Nut gt

Giri bang diém I6p B113 )
To: ngudi nhan

Dieu Pham CC: ngu(‘n df)ng kinh gul
Tran Duy Thanh BCC: gléng CcC nhu'ng nguﬁ)’i nhzfm

s& khong biét (trir ngudi BCC)

Becec hung nhat

From Tran Duy Thanh <tranduythanh@dntu

Giri bang diém lép B113
P Noi dung thu gui

binh DPinh kém Chen Xoa thu

dang font FILE hinh anh

B
o
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+ Sir dung email v6i Outlook Express

Outlook Express 1a phdn mém quan 1y Email clia 2 -]
hang Microsoft Windows (tuwong ty vé1 Thunderbird cua

Mozilla). Phdn mém nay cung cap hau hét cac tinh nang can

Account Information

No account available. Add an e-mail account to er

thiét dé nguoi ding c6 thé quan 1y Email mot cach higu qua.

Modify settings for this account

Outlook Express sé gitp giao tiép v6i Email Server dé
chuyén-nhan Email v6i mot s tinh ning quan ly rat tién
dung. Khéi dong Outlook Express tir muc All Programs—>
Outlook Express.

Add Account...
Add an e-mail account or other
connection,
«1' Account Settings... C
&) X Add and remove accounts or change
¥ existing connection settings.

Pé st dung email voi Oulook, dau tién ching ta phai khai bao tai khoan email cho
Outlook. Ttr menu Info, chon Add Account.

Sau d6 nhap thong tin email pR——
Click Next to connect to the mail server and automatically configure your account

Thanh céng cu:

- New E-Mail: Soan Email mgi. ~ © &me#Acout

s . , Your Name: [Aun
- Reply: tra 101 Email dang m& s

cho nguoi goi. E-mad Address: Egmai.com
Example: ellen@contoso.com

-  Forward: Go1 Email nhan duogc

cho nhirng nguoi khac. Retype Password: | ===~ |
Type the d your service provider has given you.

R~

Home i Send / Receive Folder View

63 &% Ignore x ‘.__i = E] »\_,I
%= Clean Up ~

New New Delete Reply Reply Forward
E-mail Ttems - | & Junk ~ All

New | Delete | Respond

3.7.Dich vu Office Online

Phan mém online 1a cdc phan mém thuc thi tai cdc may chu, va trd vé két qua cho

ngudi dung cudi. Office Online 1a mot trong cac phan mém online duwoc cung cap mién phi,
cho phép nhiéu ngudi dung dong thoi soan thio mot vin bang, bang tinh, file trinh dién
online, d6 hoa.. va chia sé cho nhitng nguoi khic voi kha ning phan quyén gitp bao vé
thong tin dugc toa ven. Office Online ngay cang tién dung va manh mé khi cong nghé dién
toan dam may dugc cac hiang lon dau tu phat trién trong cic nim gin day. C6 nhiéu hing
cung cép Office Online nhu Mirosoft véi dich vu Officelive, Google vdi Google Docs &
Spreadsheets, ThinkFree Online va Zoho Office Suite ... Trong tai liéu nay chi dé cap dén
dich vu cua Google, 1a Google Docs (soan thdo van ban -) & Spreadsheets (bang tinh) & dia
chi https://docs.google.com. Ban phai ¢ tai khoan gmail dé dang nhap va sir dung dich vu
mién phi ndy.

Trang 205



Gido trinh Office 2013 ndng cao

Google docs

| Create new ~ | | Upload... | Documents v  Images & videos v More options v
Document

Presentation
Spreadsheet
Form
Drawing
Collection

FODOOO

Fromtemplate... |ith me

Sau khi dang nhép, tr man hinh chinh cta googledoc, chon Create new, va chon tiép
Document (néu soan vin ban), Presentation (néu soan thao trinh dién), Spreadsheet (néu
soan thao bang tinh)...

Gmail Calendac Documents Photos Reader Web more v jmail.com | Ssttj
GDDglE docs  Untitled document & Private to only r | Save now | & Share -r
File Edit View Inseft Format Tools Table Help

3 n  Ble Normaltext - Adal ~1pty B I U A~
4o @ EiE== ESan s

el e - O RO BT RO SR RECRRTCE- IO T SRR SCRNC o O

Man hinh soan thao cta googledoc véi chirc ning gibng nhu véi ban Office théng
thuong, do d6 cach st dung hau nhu tuong tu, hoc vién ty tim hiéu.

Sau khi soan thao xong, nguoi ding c6 thé download file vé may minh bang cach sir
dung menu File — Download as. Hodc c6 thé chia sé tai liéu nay cho nhiéu ngudi xac xem
hay ddng soan thao bang cach bam nuat Share va phan quyén.

Download as » | CSV (current sheet)
= Save Ctrl+S | HTML (current sheet)
Print Ctrl+p | Text (current sheet)
10 Excel
:; OpenOffice
" PDF...
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3.8.Dich vu chia sé& thong tin trwc tuyén

Vi sy phat trién cia may chup anh sd, dién thoai chup anh, ngay nay hau nhu ngudi
nao cling co thé chup duoc anh moi Iic moi noi. Cac anh sb nay cé thé duoc upload Ién
internet, quan 1y theo ngdy thang, noi chup, va chia sé cho nhiéu ngudi hodc chi don gian 1a
noi luu anh an toan cho chinh minh. Nhiéu dich vu cung cép chirc ning luu anh mién phi,
nhung thong dung nhét 1a dich vu Web Picasa ciia google hd tro tiéng Viét va hé théng ban
dd qudc té. DT nhién 1a ban phai c6 tai khoan cua google.

Truy xuét vao trang https://picasaweb.google.com, chon nit Tai 1én, nhip thong tin
vé album hinh, sau d6 tién hanh upload hinh. Véi giao dién tiéng Viét than thién, hoc vién ty
tim hiéu va str dung chtrc ning quan 1y — xem anh.

3.9.Dich vu Online Calendar
Ngay nay, téc do cong nghiép yéu ciu ching ta s asiemsinat
phai sdap x€p va bo tri lich bi€u, nghi nhd cac ngay Ie, sy 2z 1w shuwm w0 wes
kién quan trong, nhic nh& cic cong viéc can lam.... TG Tl
Théng thudng nguoi ta hay sit dung PDA (mdy tro ginp | s | Dnbian

ca nhan nhu Palm) hay cac dong smart phone nhu Iphone, B il

Windows phone, Adroid phone..). Tuy nhién, dich vu lich ]| el zon B

truc tuyén la khong thé thiéu vi nod d@)ng bo lich véi PAD, s

Smartphone, gitip nguoi dung soan thao, xem lich moi lac

moi noi. Néu ban dang str dung smartphone thi khong thé e :;-,,w,.;... uni ::lr:j :
bo qua dich vu nay, va dung quén dong bd ca danh ba Thben i ke

dién thoai dé khong bao gid bi mat danh ba ngay ca khi bi mat dién thoai.

Tai liéu nay chi dé cap dén dich vu Calendar ciia Google. Pang nhip vao tai khoan
gmail tur trang https://www.google.com/calendar

Ban c6 thé xem lich theo ngay, tudn, thang. Pé them sy kién cho lich, click nuat Tao
su kién, sau d6 nhap thong tin cho sy kién: tiéu dé, dia diém, thoi gian, mo ta, 101 nhéc. ..
Véi giao dién tiéng Viét than thién, hoc vién tu tim hiéu va sir dung chirc nang quan 1y lich
online.
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Nhap dé thém tiéu dé

2/2/2011 13:00 dén 14:00 21272011 Wi giér
Ccangy [ Liplai..
Chi tiét sip kign | Tim thévi gian
Bia diém
Lich gmail.com =]
Mo ti
£
Lo nhdc [Email = 1w [ 7 x

[Civa sé bat ten =] 10 [phit =] =

Thiben léri nhic

Google lich

Taa sy bedn

thing hai, 2611 WM

oo
4 | oumar

[ 5

]

1

Biewa
-
~HRgteo
-
= HMB D
-3
2

~BREwEw
B e=w

Lich cisa s
Chngwie o
Lich khéc

Trole BN Caud % Lo

| T |

3.10. Google Form ‘
Bat cr doanh nghiép nao ciing can

nhitg v kién cua khach hang dé hoat
dong va co huéng kinh doanh tét hon. Dé
c6 thé khao sat va ldy ¥ kién cia ngudi
dung thong qua cac phiéu khao sat thi rat
kho khin va t6n kém vé mit thoi gian va

tién bac. Vi su phat trien manh mé cua

[ i bt bch 0 08| it s the i

'Hﬂ:n wnﬁq}j‘iﬁi’ﬁi Thisi @i th 3. 1 thing hai, 08:30 - 0930

| N g [
1 o An sing 1ai nak Quang

Too sy kn  Chinh sira chi Udt s kigo »

Google docs
FahaE

cong nghé thong tin hién nay, Google,Microsoft va rat nhiéu hing phin mém khac di dua

dén cho doanh nghiép mot cong cu hét stc tién dung va tiét kiém thoi gian, tién bac nhung

lai mang lai hiéu qua cao cho cong viéc khdo sat hay 1ay y kién tir khach hang. V&i Google

Form (Microsoft hay cac hang khac twong tu) thi chi vai lan click chudt ban di tao ra dugc

mdt ban khao sat Online nhanh chéng, tién dung va khoa hoc giri dén khach hang.
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+ Tao mjt Google Form
Dé tao mot Google Form thi ban can phai c6 tai khoan google (Gmail) — néu chua c6
ban c6 thé tao mdi hoan toan mién phi.
Khi da c6 tai khoan Google, ban truy cap vao trang drive.google.com va dang nhap véi
thong tin tai khoan cia minh.
Chon muc “Tao / MAu” nhu hinh bén dudi dé tién hanh tao Google Form:
Drive

Tao mdt thu muc Online giip ban phan

loai, quan ly dir liéu tdt hon
| 4 - Thur muc |

é Tai lidu

Tao mot tai liéu van ban (doc)

, Tao mot tai li€u trinh chiéu

Ban trinh bay (Power Point)
Béng tinh Tao mot bang tinh Excel
é M&u PP
Tao mdt ban khao sat / dang ky
! Online
n Ban vé

> Thiét ké ban khdo sdt Online ciia ban

Trudce khi thict ke giao dién cho form ctia minh. Ban can luu y mét s6 tuy chon sau cho
Form cua minh :

i 1 =
» Caidat bieu mau

¥ Yéu cdu dang nhap BH Céng nghé Bdng Nai dé xem biéu miu nay

Tu déng thu thap tén ngudi ding BH Céng nghé Bang Mai cia nguoi tra |oi

Hién thi thanh tién trinh & cudi trang biéu mau
Chi cho phép mit phan héi méi ngudi (véu cdu dang nhap) 2

Xao trat tu cau hdi 2

e Yéu cdu dang nhap (PH Cong Nghé Dong Nai) dé xem biéu mau nay: Ngudi nhan s&
duoc yéu ciu diang nhap tai khoan Google doanh nghiép/to chirc cuia ban dé tra 10
form.(Ban phai sir dung tai khoan ctia doanh nghiép/td chirc ctia minh dé tao form) ->

Chi khao sat trong ndi ba.
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e Tu dong thu thap tén ngudi dung (PH Cong Nghé DPdng Nai) ciia ngudi dung: Google
s& thu thap tén nguoi tra 101 form theo t6 chirc ctia ban.

e Hién thi thanh tién trinh & cudi trang biéu mau: Hién thi % nguoi tra 15i ¢a hoan thanh
form.

e Chi cho phép mot phan hdi mdi nguoi (yéu cau dang nhap): chi cho phép ngudi tra 10
giri form 1 1an — Google s& bat budc ngudi tra 101 dang nhap (tai khoan google) trudc
khi tra 101 form.

e Xao trat tu cau hoi: Cau hoi sé ddo 16n ngau nhién khong theo trat tu ban thiét ké

form.

Giao dién chinh ciia man hinh thiét ké Google Form:

Trang 1/ 1

Phiéu Pang Ky Hoc Tin Hoc A/B

_ _ o |IN=RIN |
Tiéu d& Cdu hdi ‘ M3 S6 Sinh Vién|
Van ban Tro gitp Nhép M3 Sé Sinh Vién Ciia ban
Loai Cau hai Van ban -
| Cau tra 151

Cau héi bat buéc

Them muc -

Google Form cung cap cho ban nhiéu loai cau tra 1oi dé giup ban khao sat dé dang
hon: van ban, van ban cua doan van (doan van ban), nhiéu lya chon, hop kiém, chon tir danh

sach, ngay.......

Trang 210



Gido trinh Office 2013 ndng cao

Loai Cau hdi Van ban

Van ban cia doan van
VCAu tra |di

Mhiéu lwa chon
Hép kiém

» Cai dat nang cao i §
Chon tir danh sach

Lirdri
Thém muc = Ngay

Th&i gian

e Vin ban: Cho phép nguoi tra 161 nhdp vao 1 doan van ban ngén (vi du: ho tén, mssv,
16p,....)

Tiéu d& Cau hai Ma S& Sinh Vién

Van ban Tro gidp Mhap Ma S& Sinh Vign Cia ban
Loal Cau hal Van ban «

| Cau tra 101 !

¥ Cai dat nang cao

Pi xong Cau héi bat budce

e Vin ban ciia doan: Cho phép nhap vao 1 doan van ban (vi du: phan hdi ctia khach
hang v€ san pham....) — bén canh do6 ban con cé thé thict 1ap so6 ky tu toi thiéu (to1 da)
cho cau tra 161 thong qua phan xac thyc dir li¢u.

& |||

Tigu dé& Cau ho | Y kién ciia ban ddi vai TTTH| |

Van ban Tro gilp

Loai Céu hdi Vén ban cla doan van -

i Cau tra lai dai hon

~ (Cai dat nang cao

Xac thwrc diF ligu

- -

Gt hisi Ba Bioe
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e Nhiéu Ira chon: Cho phép dwa ra nhiéu lya chon trong Form (ngudi dung chi dugc
chon duy nhat 1 gia tri ) (Radio button)
Tiéu dé Cau hi Ban mudn hoc méy ngay / tudn
Van ban Tro giup

Loai Cau hai Nhiéu lwa chon - Bi toi trang dua trén cdu tra 1o

1 ngay
2 ngay
3 ngay

hodc Thém "Khac"

» Cai dat ndng cao

Cau hdi bat budc

e Hjp kiém: twong ty nhu radio button, nhung ngudi dung c6 thé chon nhiéu gia tri
dong thoi. (Check box)
"4

Tidr 4 G b ‘ Chgteman hige: Ak R4l |

Van ban Tro gitp

Loai Cau hdi Héap kiém
Tin Hoc A
TinHoc B

hodc Thém "Khac"

» Cai dat ndng cao

5k 53 B R

e Chon tir danh sich: tuong ty nhu radio button, chi khic & phan giao dién hién thi
(nguoi dung bam vao miii tén s& hién thi mot danh sach dé lua chon) (Combo box)
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'4

Tigu & Cau hal | ey Hoe |

Van ban Tro gidp

Loai Cau hai Chon tir danh sich - Bi tdi trang dura trén cau tra |&i
1. BH Céng Nghé Béng Nai
2 Co 5& 1

3 Co 5¢ 2

» Cai dat ndng cao
Cau héi bit budc
Trén day la cac cong cu co ban, hoc vién tu tim hiéu thém mot so cong cu con lai.

+ Hoan thanh Google form va chia sé:

> Xem lai Form trudc khi giri
Sau khi thiét ké giao dién form xong, dé xem form (& giao dién nguoi dung) nhu thé

nao, da hop 1y chua thi google cung cap cho ngudi tao form chirc ning xem biéu mau truc

tiép.
Ttr thanh cong cy ban chon “xem biéu méu true tiép” nhu hinh:
- —
utrd I (0) Coéngcu  Tién ich bé suHﬁl Tror gidp  Tat ca thay doi da lwru trong Drive

chodé [ Xem céu tra i g Xem bigu mau tree tidp

Ban mudn hoc may ngay [ tudn
1 ngay
2 ngay

3 ngay

Google Form sé hién thi ¢ giao dién ngueoi ding cho ban xem thir :
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Phiéu bang Ky Hoc Tin Hoc A/B

Ma So Sinh Vién

Nhap M3 24 Sinh Vién Cua ban
HovaTén
Ldp

Y kién chia ban ddi vdi TTTH

Ban mudn hoc may ngay / tuan

1 ngay
2 ngay
3 ngay

> Hoan tdt va chia sé Google Form

Sau khi thiét ké giao dién cho form xong, ban ¢ thé chon cac tiy chon (néu mudn)
sau d6 bam bam giri bieu mau de¢ két thic qua trinh tao Form.

Trang xac nhan
Céu tra I&i cda ban da dugce ghi lai
+ Hién thi lién két dé giri cdu trd |01 khéc
Xudt ban va hién thi lién két céng khai dén két qua cia bidu mau 7

Cho phep ngui tra | chinh sira cdu tra l&i sau khi gl

Gui Form khao sat cho nguoi dung/ khach hang....
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s Gui link truc tiép
L1 bigéu mau

Lién két dé chia sé

MNhiing

lFip goo-glfomms/kgUsv

PR e [s  Nndn CirisC dé sao chép.
Chia sé lién két qua m n E Chia s¢ 1én mang xa hoi
=

Gui qua Email

B4 Gori bigu mau qua email.

+ Mhap tén, dia chi email hodc nhom...

Ban mudn méi ngurdi chinh sira khac vao biéu mau nay? Thém céng
tac vién

Két thiic qua trinh tao Form

> Xem cdu tra loi
Sau khi nguoi dung/ khach hang tra 161 khao sat xong, Google s€ tur dong luu lai
thanh mot file Excel cho ban dé dang quan ly.

Twr giao dién thiet ke form, ban co thé chon xem cdu tra loi truc tiép :
- ==

- Mo . i . A e .
utrd loi (0) Congcu Tiénich bd sung Tro gidp I'at ca thay ddi da luru trong Drive

dghodé [ Xem cdu EIEL i g Xem biéu mau trrc tidp

Ban mudn hoc may ngay [ tudn
1 ngay
2 ngay

3 ngay

Hodc vao Google Drive ciia ban mé file (Excel) thong ké céu tra 1oi ciia Form twong ing:
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Hay thtr Drive mail

Chung i 5& lam viéc tich cwc d& tao ra mot trdi nghiém don gian, nhanh chong va twoei méi cho ban.

Drive caa toi

TIEU BE

CHU S& HOU

sira 8l LAN cud)

A backdrop.pdf Buoc chia sé téi 08 thg 10 1

Dang Ky MOS tai 22thg1 1

Dang Ky MOS (Cau tré loi) Buoc chia sé toi 22 thg 1 Durong Minh Lue
Danh Sach Dang Ky ERF téi 10thg 1=

Danh Sach Dang Ky ERP (Cau tra &) Suoc chia sé tai 10thg 115

B Phiéu Bang Ky Hoc Tin Hoc A/B téi 18:33 1a

Phiéu Pang Ky Hoc Tin Hoc A/B (Cau tra 1oi) tai 18:33 reguoi ding khéng =2
£ SpeakingEHForChild.rar Swoc chia sé téi 15 thg 11

I Thithlni nef Fusme ~hiz o2 tAi N2 tha 10 .

Giao dién thong ké cau tra loi khdo sdt:

Phiéu Dang Ky Hoc Tin Hoc A/B (CAu tré loi) [ ]
Tép Chinhsia Xem Chén Dinhdang DG fiéu Céngcu Bidumdu Tiénichbdsung Tro gidp

phuc.trannguyen@unidntu.eduyvn =

Chinh sira | duroc thue hién cach day 3 gio' bdi an danh

S % 0 00 123-  Arial - 1 - B XS5 A. %0 =-4 - coBH¥v- -2- &-
fe | Dauthal gian
A B c D E 3 G H 1

1 |Dau thai gian 1ma 8 Sinh Vign Ho va Tén Lép ¥ kién cda ban déi véi TTTH Ban mudn hoc may ngay Chon mén hoc dang ky  Chon noi hoc
2

: §

4

5

6

T

8

9

10

1

12

13

14

15

16

17

18

19

20

21

22

4. AN TOAN THONG TIN

Phan nay s& trinh bay cach bao vé may tinh, ching han nhu: Thiét 14p mat khau cho
may tinh, ma hoéa dir li¢u béng Bitlocker, cach nén tap tin véi mat khéu va cudi cung la virus
may tinh.

> Thiét 1ap mat khiu cho may tinh
Viéc thiét 1ap mat khau cho mdy tinh 13 v6 cliing quan trong, n6 bao vé dit liéu ca nhan

cua nguoi su dung, dac biét 1a nhiing dir liéu nhay cam.
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C6 rét nhiéu cach dé md man hinh thiét lap mat khéu cho may tinh, cach nhanh nhét
1a trong hop tim kiém (Windows + Q) ta gd tir user, chuong trinh s& hién thi User account

cho phép ta m& man hinh quén 1y tai khoan:

Search

Everywhere -~

Chon User Accounts & trén dé md man hinh quéan 1y tai khoan.

Nhéan chon “Create a password for your account’:

P

@uwﬁi, <« All Control Panel ltems » User Accounts - | &f| | Seanch Control Ponel il

Control Panel Home 1
Malke changes to your user account |

Manage your credentials

Create a password reset disk

drthanh

Administrator

Change your picture
Link cnline 1Ds o
B¢ Change your account name

m

Manage your file encryption -
certifigatir Y 'ﬁ'_.g' Change your accourit type

Configure advanced user

fil rti :
RN HIREEE B Manage another account

Change my environment

: ¥ Change User Account Control settings
variables .

Man hinh thiét 1ap mat khau s& xuét hién:
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[ - - lﬂl@ﬁﬁ

Py

@th}_‘ « User.., ¢ Create.. - | 4?| | Search Con.. 0|
Create a password Tor your account A
drthanh

Administrator

Mew password
Confirm new password

If your password contains capital letters, they must be typed the same
way every time you log on. |
How to create a strong password |

m

Type a password hint
The password hint will be visible to everyone who uses this computer. |
What is a password hint? |

| Create password J| Cancel |

- New password: Nhap mat khau (nén nhap mat khau két hop cac ky tu, s, ky hiéu) dé
tang do manh cho mat khéu.

- Confirm new password: Nhap lai mat khau (nhap gidng nhu muc New password).

- Bém Create Password dé thiét 1ap mat khau. Sau khi thiét 1ap xong thi ta ¢ thé d6i

mat khau (Change your password), x6a mat khau (Remove your password).

Make changes to your user account

Change your password
drthanh
Administrator
Password protected

Rermnove your password

Change your picture

B Change your account name

Poi véi may tinh sir dung tai khoian Microsoft:

Péi v6i nhitng nguoi st dung windows 8/8.1 thi s& c6 mot hé théng Store danh riéng
cho windows (tuong ty véi Windows Phone). Thong qua store ngudi ding c6 thé cai cc tng
dung chay & dang Metro ( Windows Mail, Game,...). Bé vao duoc store thi may tinh ctia ban
bét budc phai sir dung tai khoan Microsoft. Bai hudng din sau s& gitip ban :

Tuong tu nhu trén, ta Search “user” va chon “Add,delete, and manage other user

accounts”
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Search

Manage other accounts

I Add an account

Set up an account for assigned access

Other accounts

Nhap tai khoan Microsoft ciia ban vao khung:

How will this person sign in?

What email address would this person hke to use 1o s1gn

iddress they use Lo si nint y Microso

Email address
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Sau khi nhap hé théng s& yéu cdu Password. Dién mat khau tai khoan Microsoft ciia
ban vao va két thiic. Lic ndy may tinh cua ban dé c6 thé truy cap Store va tin hudng nhitng

ung dung danh riéng cho Windows 8/8.1.

> M3 héa dir liéu bang Bitlocker
Chirc ning nay rat quan trong hiru ich gitp nguoi st dung bao vé duoce dir liéu, ké ca

dir liéu dugc luu trir trong USB khi khong may bi mét. Cu thé ta s& dé cap téi 3 vén dé sau:

v Kich hoat tinh nang Bitlocker

v Hiéu chinh thong tin Bitlocker

v" Phuc hoi mat khau

v Ngung kich hoat tinh ning Bitlocker
Ta bat dau thuc hién Bitlocker:

v Kich hoat tinh ning Bitlocker

Data (E:)

% 13.1 6B free of 136 GB -
Removable Disk (H:) |
S | | P
™ 330 G free of 365 GB

Open in new window
Turn on BitLocker...
Open AutoPlay...

Share with 3

@) SVN Checkout...
@ TortoiseSVN »

Bam chudt phai vao USB/chon Turn on BitLocker...Man hinh Starting BitLoker xuét hién:

- (=2

() B BitLocker Drive Encryption (H:)

Starting BitLocker

Please wait while BitLocker initializes the drive.
—

i\ Do not remove your drive during BitLocker setup.

[ Concel |

4

D1 mot thoi gian ngan, man hinh chon ki€u ma hoa s€ xuat hién:
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=

() e BitLacker Drive Encryption (H)

Choose how you want to unlock this drive
[7] Use a password to unlock the drive

Passwords should contain upper and lowercase letters, numbers, spaces, and symbols.

Type your password:

Retype your password: | ssssssss

[] Use my smart card te unlock the drive

You will need to insert your smart card, The smart card PIN will be required when you unlock the drive.

How do I use these options?

Cancel

Chon Use a password to unlock the drive, nhap mat khAu rdi bAm Next.

Man hinh chon tép tin phuc hoi s& xuat hién nhu bén dudi:

@ ¢ BitLocker Drive Encryption (H:)

How do you want to store your recovery key?

If you forget your password or lose your smartcard, you can use your recevery key to access your drive.

We recommended that you save your recovery key to a file and print it
E

# Print the recovery key

What is a recovery key?

Next Cancel

Chon Save the recovery key to a file, luu vao mot 6 dia cimg nao d6 (chu ¥ 13 luu trong thu
muc nao d6 cia 6 cing, khong luu & ngoai):

4 Save BitLocker Recovery Key as

@Uv\ + Computer » Data(E) » baomat + [ 42 ][ Search baomat 2|
Organize = Mew folder =~ @
@ Music A Mame Date madified Type
=] Pictures
B subsersion No fteme match your search
B videos

"8 Computer

&, Local Disk (C)

a Software (D7) =
- Data (E)

&3 CD Drive (G3)

== Removable Disk —

« 4 [ i, 3

File name: BitLocker Recovery Key CO4E7CAD-2CD7-4FBC-BCA5-34AT6AFCALAD bt -
Save as fype: | Text Files

# Hide Folders

swe | [ Cancd |

Ta c6 thé xem ndi dung cua tap tin khoi phuc nay (chi y Bitlocker Recovery Key):
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»* > ——

@Uv‘ » Computer » Data(E) » baomat

Organize = :I Open Print Burn MNew folder
fr Favorites Name ’ Date modified Type Size
B Desktop || BitLocker Recovery Key COAEZCAD-2CD7...  20/08/20121:25PM  Text Document 1KB
& Downloads
%] Recent Places "] BitLocker Recovery Key COETCAD-2CD7-4FBC-BC45-34AT6AFCALAD txt - Notepad =N
File Edit Format View Help
il Libraries BitLocker Drive Encryption Recovery Key The recovery key is used to recover the data on a
| Documents BitLocker protected drive.
I M
@' Music
] Pictures To verify that this is the correct recovery key compare the identification with what is presented
o on the recovery screen.
=il Subversion
B videos Recovery key identification: CO4E7CAD-2CD7-4F
Ful recovery key identification: CO4E7CAD-2CD7-4FBC-BC45-34A76AFCALAD
1% Computer
&, Local Disk (C3) BitLocker Recovery Key:
Software (DF) 145519-125884-621522-288574-188958-471691-404778-698984
= ;
u Data (E:)

4 CD Drive (G:)
e Removable Disk (H:)

Tiép tuc badm nat Next, man hinh Start Encrypting xuét hién:

@ & BitLocker Drive Encryption (H:)

Are you ready to encrypt this drive?
You will be able to unlock this drive using a password.
Encryption might take a while depending on the size of the drive.

Until encryption is complete your files will not be protected.

[ Start Encrypting H Cancel |

Bam nut Start Encrypting dé bat dau ma hoa, tiy vao tdc do xir Iy cia mdi may tinh ma

thoi gian cho s€ 1au hay mau:

-
BitLocker Drive Encryption

‘i Encrypting..
I

Drive H: 74.7% Completed

/1. Pause encryption before removing the drive or files on
the drive could be damaged.

b

Cho cho tdi khi qua trinh ma hoa két thic:
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-

BitLocker Drive Encryption Lﬂ]
‘ %: Encryption of H: is complete.
L]
e ¥

Bam Close dé dong man hinh thong bao nay, quan sat 6 USB sau khi ma hoa:

= N { =& [
- . - LA N §
@uv‘l‘? » Computer » = | 4y | | Seorch Computer ol
Organize = System properties  Uninstall or change a program Map network drive - O @
g 4 Hard Disk Drives (3)
4 Libraries
= Local Disk (C:) Software (D:)
|5 Documents = = i
o Music il %/ 39.1 GB free of 91.2 GB & 103 G free of 105 GB
| Pictures Data (E:)
&1l Subversion —
i Videos =% 131 6B free of 136 GB
4 Devices with Removable Storage (3)
18 Computer .
&4
£L, Local Disk (C3) = r$ DVD RW Drive (F:) CD Drive (G:)
a Software (D) -
== Data (E;) Removable Disk (H:)

4 €D Drive (G1)

——
= 'S 230 B free of 365 GB
™ Removable Disk (H:)

‘iid Metwork

& THANHTRAN Workgroup: WORKGROUP Memory: 4,00 GB
L Processor: Intel(R) Core(TM) B CP...

Nhu viy d3 ma hoa thanh cong, tir day khi USB duoc gin vao cac may tinh thi hé thong s&
yéu cau nhap mat khau:

-

=)

N f@e‘ BitLocker Drive Encryption (H:)

This drive is protected by BitLocker Drive Encryption

Type your password to unlock this dive

|| Show password chamacters as | type them

[7] Automatically unlock on this computer from now on
I forgot my password

Why do | have to unlock the drive?

[ Unlock ]| Cancel

Q

Nhép mat khau xong, bam nat Unlock dé giai ma.
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[ < Autoplay [E=EE )

sy Removable Disk (H)

General options

2 COpen folder to wiew ﬁles

.
E\ ? Use this drlve For bal:kup

Sing W

B, il
g.,. Speed up m\,r system

& LS
Windows ReadyBoost

View more AutoPlay options in Controf Panel

'.

.

ke

Néu ta khong nhap mat khau va c¢d ging truy xuat vao USB thi s& nhan duogc théng bao:

r k|
Location is not available lﬁ

‘B Computer
£, Local Disk (C:)

s Software (D) |8. H:\ is not accessible.
= Data (E) Access is denied.
o) CD Drive (G:) —>

D Removable Di sua-t-.a//

—o ]

A

v' Hiéu chinh théng tin Bitlocker
bé hi€u chinh dugc thong tin Bitlocker cho USB da bi ma hoéa thi ta phai nhap mat

khau giai ma trude, sau d6 bam chudt phai vao USB r6i chon Manage Bitlocker:

Remowvable Disk (H:)
‘%
Open

2306

Open in new window
Manage BitLocker...
Open AutoPlay...

Share with 3

@&l SVN Checkout...

AP PR

Man hinh hiéu chinh thong tin s& xuat hién nhu bén duéi:

\) e BitLocker Drive Encryption (H;)

Select options to manage

= Change password to unlock the drive
# Remove password from this drive

2 Add a smart card to unlock the drive
 Save or print recovery key again

# Automatically unlock this drive on this computer

Close

Ta chi can quan tAm t6i hai chirc ning sau:
- Change password to unlock the drive: Hién thi man hinh do6i mat khau.
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=)

@ e BitLocker Drive Encryption (H:)

Create a password to unlock this drive

You should create a strong password that uses upper and lower case letters, numbers, symbels, and
spaces.

Type your password:

Retype your password:

Tips for creating a strong password,

e e

- Nhip mat khau m&i can thay ddi r6i bAm nut Next, sau khi doi mat khau thanh cong,
man hinh duéi ddy s& xuét hién:

r 7 3
BitLocker Drive Encryption [ﬁ

.jﬁ. Your password has been changed.

ok ]

b

4 Remove password from this drive: X6a mat khau.
v" Phuc héi mét khéu
Doi khi ta quén mat khau giai nén, dé phuc héi lai thi ta s& 1dy khoa duoc luu
trong tp tin ma lac dau ta tién hanh ma hoa (xem lai phan trude):
=5

\ ) 5 BitLocker Drive Encryptian [H:)
~ -

This drive is protected by BitLocker Drive Encryption

Type your password to unlock this drive

|| Show password characters as | type them

[T] Automatically unlock on this computer from now on
1{orgot my password

Why do | have to unlock the drive?

Unlock | | Cancel

Tai man hinh yéu cu nhap mat khéu, ta chon I forgot my password, man hinh
Unlock this drive using your recovery key xuat hién:
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-

les5s]

@ % BitLocker Drive Encryption (H:)

Unlock this drive using your recovery key

i you don't remember your password or you don't have your smart card, you can use your recovery
key to unlock the drive

Your recovery key was created when BitLocker was first set up. The recovery key might have been

saved or printed, or you might need to gt it from your system administrator (depending on your
company’s security policy).

Your recovery key can be idertified by: CO4E7CAD

> Getthe key from a USB flash drive

2 Type the recovery key

Cancel

Trong man hinh ndy, ta chon Type the recovery key dé hién thi man hinh nhép
ma phuc hdi mat khau xuat hién, tai man hinh nay ta sao chép “BitLocker Recovery Key:” &
trong tap tin bén trén vao day rdi bAm nat Next:

F ;g T
@ & BitLocker Drive Encryption (H:)
Enter your recovery key
Type your BitLocker recovery key:
145519-125884 621522 288574-188958-471691-404778 698984
V More information
!
M ext Cancel
LS

T4p tin c¢6 chira md phuc hoi, ta chép BitLocker Recovery Key & dong boi den

bén dudi vao 6 Enter your Recovery key & man hinh trén (ma nay s& khdc nhau tng véi moi
thiét bi phan cting khéac nhau).

F ™ _ ™
J Bitlocker Recovery Key CO4E7CAD-2CD7-4FBC-BCAS-34ATBAFCAIAD Ikt - .. 12 | =
Eile Edit Format View Help

Ful recovery key identification: CO4E7CAD-2CD7-4FBC-BC45-34A76AFCAIAD

-

BitLocker Recovery Key: |
145519-125884-621522-288574-188958-471691-404778-698984

L%

Khi man hinh You now have temporary access to this drive dudi ddy xuit hién
turc 1a ta da giai ma thanh cong.
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[ [es5e]

NS & BitLocker Drive Encryption (H:)

You now have temporary access to this drive

The drive is unlocked but t will be locked again if you remove it or tum off your computer.

You should change your password or your unlocking method by clicking Manage BitLocker.

< Manage BitLocker

Finish

v" Ngung kich hoat tinh ning Bitlocker

Dé ngung tinh ning Bitlocker, ta mé man hinh Manage BitLocker nhu man hinh bén dudi:

Search

Everywhere -

manage bii|

Nhép manage bit, hodc bitlocker vao 6 tim kiém, hé théng s& hién thi Manage

BitLocker cho phép ta chon lya.

BitLocker Drive Encryption - Hard Disk Drives

G
o=
&7 o

'E‘j' Turn On BitLocker

Software ([) "‘p Turn On BitLocker
|--W Off
ata (E: ':-' urn On BitLocker
Data () BT BitLock

P Off

BitLocker Drive Encryption - BitLocker To Go

_% H: Turn Off Bitl ocker
! On

w._,).: Manage BitLocker
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Tai man hinh nay ta chon Turn Off BitLocker

i Tk
BitLocker Drive Encryption Lﬁ

Turn Off BitLocker

Your drive will be decrypted. This may take considerable time,
You can monitor the status of your drive decryption.

[ Decrypt Drive ]| Cancel

Sau d6 bam chon Decrypt Drive dé tién hanh ngung kich hoat BitLocker:

i B

BitLocker Drive Encryption

| %: Decrypting...
'}

Drive H: 68.4% Completed

/v Pause decryption before removing the drive or files on
the drive could be damaged.

R

Tuy toc d6 xir Iy ma thoi gian ngung kich hoat s& 1au hay mau.

BitLocker Drive Encr)f;:l_ﬁgl‘r"= m

‘ %: Decryption of H: is complete.
]

e

Qua trinh ngung kich hoat da thanh cong.

> Nén tap tin véi mat khau
Viéc nén tap tin 1a mot tién ich st dung ma Microsoft Windows da cung cép san
gitip giam dung luong tap tin hay thu muc (Winzip), ta chi cin bdm chudt phai vao tap tin

hay thu muc rdi chon Send to / Compressed (zipped) folder:
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0.DNTU_EDUCH

! . ] Open

12cthlit3 ! :
Open in new window

AIC Group

Add to VLC media player’

Bandicamw1.7, . ;
| Play with VLC media play

BaoCao_Manag

s Playlist

er

cokhanh Share with
Galy | & SUN Checkout..
Datab Colley
Fehase ol @ TortoiseSVN
dh3lts
Matlab_portabl{ &  UltralsO
e B Addto archive..
OpenSUSE 8 Addto "0.DNTU_EDUCATIOM.rar
| B  Compress and email...
i B Compress to "0.DNTU_EDUCATION.rar" and email
Fha o0 5l Shared Folder Synchrenization
gottilais Restore previous versions
sql.as B Scan with AVG
TOP_SECRET Include in library
Ubuntu
VienThong Send to
WT Cut
WehSite_test Copy

k

. Bluetooth ]
1, Compressed (zipped) folder ‘
Bl Desktop (create shortcut) l

Trude khi nén thi thu myc nay c6 dung lugng 1a 90MB, sau khi nén chi con 35MB.

E 0.DNTU_EDUCATION zip

2041

08/2013 12:03 ...

WinRAR ZIP archive

35,019 KB

Tuy nhién, hién nay trong tat ca cic may tinh déu duoc cai dit thém phan mém

Winrar (vi né rit thong dung). Phan mém nay cho phép nén tap tin manh hon Winzip c6 sén

ctia Microsoft, va né cho phép chiing ta thiét 1ap mat khau khi nén.

Bam chudt phai vao thu muc (tap tin)/chon Add to archive:

O.DNTU_EDU

Open
12cthlit3
et Open in new window

roup
Bandi | Add to VLC media player's Playlist
andicam v |
i Mar. Play with VLC media player
cokhanh Share with
Coly
g SVN Checkout...

Database Co & TortoiseSYN

ortoise
dh3lt5
Matlab_port; & UltralS0
- | B Addtoarchive.,
OpenSUSE B Addto "0.DNTU_EDUCATION.rar"

B Compress and email...
oracle P
X . B  Compress to "0.DNTU_EDUCATION.rar" and email

N DA p

Man hinh nén xuat hién nhu bén duoi:
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-
B Archive name and parameters

[E==)

General | Advanced | Fies | Backup | Time | Comment |
Archive name
0.DNTU EDLCATION rar] i
Update mode
| Profiles. .. ] lMd and replace files - |
Archive format Archiving options
@ RAR ["] Delete files after archiving
@ zp [] Create SFX archive
[ Create solid anchive
Compression methad [ ] Put authenticity verfication
Mormal = [] Putt recovery record
Splt to volumes, bytes [ Test archived files
= [ Lock archive
[ ok [ cancel |[ Hen

Dé thiét 1ap mat khéu, ta vao tab Advanced:

-
@ Archive name and parameters

(2R

| General | Advanced | Fles | Backup I Time | Commet |

NTFS
&

[7] Save file streams
Volumes

__ | Pause after each volume

System

|| Background archiving

7] Tum PC off when done

[] Wait ff other WinRAR copies are active

Recovery record

Compression... |

[ ok [ cancel

Help

%

Chon ntt Set password...

-
Archiving with password

=)

Erter passward

Beenter password for verfication

[] Show password
[] Encrypt file names

o)

[ Cancel | | Hep

L

Nhap mat khau ro1 nhan ok, chd chuong trinh nén xong ta s€ c6 tap tin dudi 1a .rar:
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E 0.DNTU_EDUCATION.zip 20/08/201312:03 ...  WinRAR ZP archive 25,019 KB
E 0.DNTU_EDUCATION.rar 20/08/201312:09 ...  WinRAR archive 27,203 KB

Ta thdy d6, Winrar gitp tap tin nén c¢6 dung lugng nhoé hon Winzip (chi con
27MB).

bé giai nén, ta bam chuot phai vao tap tin nén roi chon Extract .... Néu tap tin nén
nao c6 mat khau thi chuong trinh s€ yéu clu ta nhap mat khéu, con khong c6 mat khéu thi

chuong trinh s€ giai nén luon.

CDKhaﬂh A i o i T S R o T Dl fim Labmm
Coly Open
Database Coll g zract 1::&5"'
ract Here
dh3t5
B  Extract to 0.DNTU_EDUCATIOM!
Matlab_portal “ay e 1 with AVG
nen
OpenSUSE Open with...
oracle @& TortoiseSVN v
Phim_RA
- Restore previous versions
| Software
sql_as Send to »
TOP_SECRET ot
Ubuntu c
opy
WienThong
VT Create shortcut
WebSite test Delete
Win7-64bit Rename
| WINXP2 Properties !
B 0.DNTU_EDUL, e |
EU.DNTU_EDUCA‘I’[GN.zip 20/08/2013 12,03 ...  WinRAR ZIF

» Virus may tinh

Viéc bao vé dit liéu 1a van dé ma tit ca cic ngudi sir dung may tinh phai quan tam,
bao gdm viéc mat mat dir liéu hay bi 16 dir liéu. Cac tac nhan co thé gdy hai dén dit liéu nhu
sau: phan cimg may tinh hong, dit biét 1a dia hong do tudi tho cia dia cing chi vai nim tuy
theo mat do st dung, hoa hoan, thién tai, virus, sy pha hoai cia céc tin tac, sy vO0 y cua
nguoi dung...

Tuy thudc vao tAm quan trong cua dit liéu ma ta s& 4p dung nhitng cach bao vé khac
nhau. Di véi nhirng dir liéu thong thuong thi cach bao vé hitu hiéu nhit 13 thuong xuyén tao
ra cac ban sao (backup) cua dir li€u luu trén dia USB, CD-ROM, luu 1én internet, luu vao
email.... Luu y 1a cac ban sao nay phai dugc luu bén ngoai may tinh.

Viéc backup thudng xuyén gitip khong mat dir liéu, tuy nhién ching ta can phai quan
tam dén viéc 16 thong tin, nhu tai khoan ngan hang, tai khoan ding nhap may tinh hay phan
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mém, tai khoan email.... Ké gian s€ dung nhi€u cach dé danh cap thong tin, va mot trong cac
cach hiru hi¢u nhat dé chong lai 1a stt dung phan mém diét Virus.

Virus tin hoc (hay con goi virus may tinh) la cac chuong trinh dac biét do con nguoi
tao ra, chay an, tu lay lan béng cach nhan ban. Khi may tinh bi nhiém Virus thi c6 thé ¢6
nhitng biéu hién bat thuong nhu khéi dong cham, thuc thi cham, khong in dugc van ban ra
mdy in... nhung hién nay céc loai virus khong gay biéu hién khac thuong. Virus c6 thé lam
hong hé diéu hanh, hong cac phan mém, pha huy dit liéu hay danh cip théng tin, password
cua ban...

bé chéng virus, ching ta can st dung céc chuong trinh diét virus manh mé nhét,
khong nén cai dong thoi nhiéu chuwong trinh diét virus dong thoi. O thoi diém hién tai, mot
s phan mém diét Virus manh dugc sir dung trén khip thé gidi, nhém co phi nhu: Norton
AntiVirus, Kaspersky, BitDefender, ESET NOD32, Trend Micro Antivirus, Avira Antivir,
McAfree, Avast, .... Nhom mién phi nhu Panda Cloud Antivirus, AVG Antivirus,
FortiClient, Avira Antivir Free Edition, BitDefender antivirus free edition, Avast antivirus
free edition cling cung cp rat tét kha ning tim va diét tuy thiéu nhiéu tinh ning hon so v&i
ban ¢ phi. Dit biét phdn mém Microsoft Security Essentials mién phi cua Micorosft dugc
danh gia rat cao, hon hian mot sb phén mém diét Virus c6 phi khac vi tdc do cao, may tinh
chay nhe nhang, va diét nhiéu chung loai Virus, kha nang cap nhat Virus mdéi thong minh va
tién loi.

Tuy c¢6 phan mém AntiVirus tro gitip, nhung kién thie ctia sir dung 14 rit quan trong
khi bao vé dir liéu. Chung ta khong nén thuc thi cdc chuwong trinh khong rd ngudn goc,
khong mé& cac tai liéu khong rd ngudn gbce, luén quét dia USB hay CDROM trude khi sir
dung, thudong xuyén cap nhat chuong trinh antivirus, khong mo cac email la, khong chat voi
ngudi la hay click vao dudng link Internet ma ngudi khac goi, khong truy xuat cac website
c6 ndi dung khong lanh manh hay website duoc canh bao nguy hiém vi cic website nay
thudng 4n chira mi doc gy hai cho may tinh.
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BAI TAP

TIN HOC B
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PHAN WINWORD

BAI TAP WINWORD 1

(St dung: Template, Column, WortArt, Picture)

A

NHA TAM LY HOC

Chﬁng ta cO 1& ai cling
biét tiéng tim ctia nha

ty pha ndi tiéng thé gidi clia

Bill Gate va thanh cong cua
cong ty Microsoft. Mot
trong nhing bi quyét cta su
thanh cong d6 1a ong rat
quan tim dén moi truong

lam

viéc.

gia thiét ké ctia nhimng
chuyén gia tim 1y, dén nhiing
phuong tién phuc vu cho viéce
giai tri dwoc hét sic chu
trong. Va dac biét 1a cach cu
xir, quan tim dén kha ning
va ca tinh cua tung con

nguoi.

C 6 thé noi rang Bill
Gate khong chi la

N—o — ~ . A A
N ( / chuyén gia vé cong

Silicon -

noi cong ty Microsoft toa
lac 1a mot quﬁn thé bao g@)m
tat ca nhitng tién nghi hién
dai nhat phuc vu cho cudc
sdng, tir viéc trang tri nhitng
cin phong lam viéc va

phong ¢ cling duoc su tham

Thung
lting \ i nghé thong tin ma
=

con 1a chuyén gia vé
tam ly hoc, nhiing tac dong
vé mit tinh thin di tao
nhimg diéu kién thuin loi
nhit cho su sang tao cua
nhan vién va da tao nén hiéu

qua vat chat khong 15.
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Ong vua phan
mém
cee

Nam 1968, ¢ tudi 13 Bill
Gates bdt dau lam quen
Voi thé giGi tin hoc. P6
la thoi ky cua nhitng may
tinh thé hé thir ba voi
mach tich hop bdn dan,
v6i hé diéu hanh da
chuwong trinh, da xu Iy
manh mé va mém déo,
cac ngon ngit bdc cao
ALGOL, FORTRAN,
COBOL,... Véi bo do
Jeans va déi gidy thé

thao dan da, cau bé hoc
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BAI TAP WINWORD 2
( Noi dung: Column, WordArt, AutoText, Picture, Comment,DropCap)

Yéu cau:

1. Tao AutoText dé thay thé tir “thoi gian “ bang “tg” .
2. Nhép van ban va thuc hién dinh dang theo yéu cau.
3. Tao Comment dé ghi cha lai nhitng vi tri d3 duoc dinh dang. (Tai vi tri d6 da sir dung

churc nang gi.)

: O s = ;i
How ¢ Mana8¢€ @i e lam me
AN

your pime
Efﬁciently

first step every day
YO”’/‘ should be to draw up a

time-table for everything
you want to do that day. Write out
everything you want to accomplish, and
make estimates on how long it’s going to
take you to finish each step.

Start your day with your most important
job. If you do that first, you’ll feel better for
the rest of the day, knowing you don’t have
to worry about it anymore. And plus, your
mind is freshest in the morning; it’s a good
idea to take advantage of that.

End your day with something fun. Maybe
watch a movie, or play a video game, or
read a fiction book you enjoy.

In the middle of your day you put in the
rest of the things you want to do. Don’t
forget to work in time for rest, time for
meals, and possibly time for a nap in the
middle of your day. The key is to not waste
time on things that don’t matter. Make the
best possible use of your time.

Nao <l &

quan 1y thoi s

hi¢w a*

uGe dAu tién ban can thuc hién mdi

ngay 1a 1ap mot thoi gian biéu moi
viéc ban mudn 1am trong ngay d6. Hay viét
ra nhitng thir ban muén hoan thanh, va udc
luong mat bao 1au dé hoan thanh mdi viéc.

Ban hdy bat dau mot ngay bang cong
viéc quan trong nhat cua minh. Néu ban
lam né trudc nhét, ban s& cam théy thoai
mai hon sudt quang thoi gian con lai trong
ngay, vi biét rang minh chang can phai lo
ling vé cong viéc ay nira. Ngoai ra, dau oc
ban sang khoai nhét 1a vao budi sang; that
sang sudt néu tan dung duoc diéu nay.

Hay két thuc mot ngay bang viéc gi d6
vui vé. C6 thé 1a xem mdt bd phim, hay
choi tro choi dién tir, hodc doc mot cubn
tiéu thuyét ban thich.

Gitra ngay ban lam nhiing viéc con lai
ma minh muén lam. Pung quén lam viéc
dung giov dé co6 thoi gian nghi ngoi, thoi
gian dung bira, va c6 thé 1a khoang thoi
gian chop mét ban trwa. Diém then chét 1a
khong lang phi thoi gian vao nhitng viéce
khong quan trong. Hay st dung hiéu qua
nhat c6 thé thoi gian cia ban.
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BAI TAP WINWORD 3
( N§i dung: Column, WordArt, DropCap, Picture )

Ctrl-Alt-Del

hitng ngwoi biét st dung vi tinh déu

biét t6 hgp 3 phim Ctrl-Alt-Del c6 tac
dung khéi dong lai may tinh. Trong cudc
s6ng van c6 3 phim quy
bau ay:

#+ Control: hiy biét
diéu khién suy nghi,
hanh déng cta ban & moi trweong hop dé
khong phai h6i han vi nhitng gi ban da giy

ra.

4+ Alternate: phai biét luin phién giira tiéng

cudi va nwéc mat. Cudc séng khdng phai
lic nao cling sudn sé, nhwng ban phai nhé
rang “sau con mua troi lai sang”.

Delete: hdy x6a bo nhitng y nghia tiéu
cwc, nhitng dinh kién hep hoi va tit ca
nhitrng gi ngan can ban lam viéc ciing moi
nguoi. Nhiét tinh va hop tac sé la chia

kho6a dwa ban dén thanh cong.

Dat aint lam chuyng frgh e inhfrén Window

éu ban d3a quen véi viéc bién tap
2 V anh v&éi  @wng  dung Paint clia
Windows va muén dit chwong

trinh nay lam trinh

.

bién tdp anh mac

‘o Scan for viruses

. 7 LR B . Open with
dinh, ban c6 thé lam g ...
, , , B  Addto "sendingviazipsend.rar”
theO cac bll’O‘C hll'o’ng B  Compress and email...
_ B Compress to "sendingviazipsend.rar” and email
dan sau day. Pau tién, —

ban mé thw muc chira

cac file &nh ban can bién tip vdi Paint.

Sau d6, ban nhip phai chudt vao mot tim
anh bat ky, tim dén tuy chon Open with roi

chon Choose a default program & menu

hién ra.
Sau cung,
b _.‘ Paint
Izl Photos ban
=l Wind Phota Vi .
. indows Photo Viewer ch(_)n Pa1
! Chqose .defa.g It_ prograrm...
, [ ntd hop
thoai Ho

w do you want to open this file.
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BAI TAP WINWORD 4
(Noi dung: Table, Tab trong Table)

moT sO PHIM DUNG TRONG T ARY x.

Cac phim Chirc nang Céac phim Chirc nang
Q Tab Pén 6 ké tiép Shift- Tab Pén 6 trude dd
g = Tién t6i 1 ki tu & Lui vé 1 ki tu
3 1 Lén hang trén 4 Xudng hang dudi
Enter Chén 1 paragraph méi Ctrl - Tab Chén Tab
% THONG TIN CA NHAN &
Hovatém: pai | Emall DT NR:7658266 | PTDD:091234578
Thang dthang@gmail.com
Giditinh : Ngay Sinh: ..oeeeensnnne CMND S8 : rrererseeesssmssessssssssssssssmssssssssssssssssnes
Nam [ Nt O | Noi sinh e, NEAY CAP :reeerrrrererrrersss I\ (07 We%: | s N
DA CHI LIEIN LAC fautreeeeeteeceets et s e b s s s s s bbb s AR s e b s s bann

Ban c6 nguoi quen hién dang lam viéc tai Cong ty ABC khong?
cod Khoéng [
Néu c6, vui long cho biét tén, chirc vu, phong ban CONG tAC : ..owmreemmreesssmreesssnssesssssssssssssssssssssssssnees

BANG GIA THIET BI
STT Thiét bi Gia VNb Gia USD
O NS T S 100 @ 5 N
, | S
@ (00113 1V 5000 | 100 =
! N
® Board mach chil....cenninnnd) 8050 | 200
® | MAN BINN e 7500 | 150
Téng cong 20650 455

BAI TAP WINWORD 5
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(N6i dung: Picture, tab, symbol, bullets and numbering)

THONG TIN CA NHAN

P ChI: oo

Pia chi email:......oooooiimiiii e

Dién thoai HEN 1aC: ..vvvviviiiiiii e

MUC TIEU

» Hién tai: Tré thanh nhan vién Marketing ....

> Tuwong lai: S& ¢6 ging hét minh dé tré thanh quan Iy nhan hang trong 5 nam t4i.

HOQC VAN

2005-2009 | Ctr nhan Marketing — xép loai hoc luc kha...

(Lictke). | (Liét ke).

CAC KY NANG

> KY NANG CUNG:

v' K¥ ning Tiéng Anh: (Liét ké).

v" Ky nang Vi Tinh: (Liét ké).

v' C6 kién thire va kinh nghiém trong nghién ctiru Marketing va t6 chtrc su kién tot.
> KY NANG MEM:

v" C6 kha nang thich nghi v4i moi treong lam viéc nhanh chéong.

v (Liét ké thém néu co).

KINH NGHIEM LAM VIEC

VI TRi TRACH NHIEM

v Tiép thi v (Liét ké trach nhiém).
Cong ty Vinamilk

v Nhin vién Sales v' (Liét ké trach nhiém).
Cong ty TNHH Pataya, VN

SO THICH
v (Liét ké o day).
NGUOI THAM KHAO
v (Liét ké & day).
BAI TAP WINWORD 6

( N§i dung: Shape, TextBox, Equation )
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Yéu cau: Soan thao cac cong thure toan hoc:

m s ) C
cos” (ax+ b) a

_”._/'(.\'..\')(IS — Iim Z f(x;

max d, —0

______________________________________________
Py o o o o oo oo oo o o o o o D o e Do o s D o e o e s s o e o e

O )= K 1) k- D)k nk DT (g b B
8 fE)=¢ , ()= ¢ n
L E()= i, 19()= € 1 sinx 5 #0()= 1) cosx ::
L T0)= cosx, £(x)= (- 1) cosx 5 £V (x)= (- 1) sinx ’

P - Q-6 :

" 1+ X)n+1 :
1]
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BAI TAP WINWORD 7
( N@i dung: Table, Chart)

Bing thong ké so lwgng "followers" ciia MU tai 1 s6 qudc gia trén TG:

Quoc gia Dén s6 ( Triéu ) pe foll?yrv:;'guc;l a MU % Dan s
Viét Nam 89 25 28.1%
Nga 143 18 12.6%
An bo 1.258 35 2.8%

Trung Quoc 1.353 108 8%
Indonesia 244 55 22.5%
Thai Lan 69 20 229%
Nigeria 170 35 20.6%
Han Qudc 49 15 30.6%
Mexico 112 25 22.3%
Yéu cau:

1. Sip xép bang thong ké ting dan theo S6 followers ciia MU, néu tring thi sip giam dan
theo Qudc gia.
2. V& biéu do cho bang thong ké.

Biéu do6 so lwong fan MU theo cac quéc gia
100 7
80 é
60 %
- O . D v
20 -—/ = N / B - . e
. é@éééVAQV/Aé
4@-”&@ & v@“ ) & bo&«;@ &@@‘ é&?@@ . ey @Q@
) l 0C g ‘
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BAI TAP WINWORD 8
( Noi dung: Chart )

Hang sang va cao cap

Trung binh
Binh dan

Bang théng ké lugng can hg duoc chao ban tai chung cu XYZ.
Yéu cdu:
V& biéu d6 cho bang thng ké.

BIEU PO THONG KE SO LUQGNG MUA BAN CAN HQ XYZ
14000
12000
10000
P | #2009
8000 ; 42010
6000 | 2 #2011
: 2012
s000
2000
0
Hang sang va cao cip Trung binh Binh déin
X aA 1 K A K o ¥ A
Bi€u do thong keé so lwgng mua ban cin h§ XYZ
=
)“ - e
2 P M
2011
2010
Sé]umn1g| 0 2000 4000 6000 8000 10000 12000 14000
2010 2011 2012
Binh dan 4883 12860 9546
Trung binh 4898 3074 12778
Hang sang v cao cép 2242 4884 13847
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BAI TAP WINWORD 9
(Noi dung: WordArt, TextBox, Link Text Box,..)

Doan 1: Tao moét file Doan_1.docx chitra ndi dung bén dudi:

glau

Tat nhién, lam giau ai chang mo udc, ai chang muon dugce di trén mot con

xe siéu sang nao do, dugc song trong mot biét thy gan ho, c6 cdc em chan dai vay

quanh? Thuc & cudc séng khong nhu nhimg gi minh mong wéc. Toi thdy phan 16n

cac cudn sach day lam giau déu c6 ngudn goc tir ngoai chau A, nhitng doanh nhan

ndi tiéng duoc dé cap dén hau hét déu 1a nhitng ngudi chau Au hoic M. Xin man

phép dua ra ¥ kién 13 n6 khong phu hop vé6i chau A, nhit 1a Viét Nam.

Céc ban hoc lam giau lam gi khi con nguoi chua hoan thién vé mat dao

dtre, 1y tri, hay ban linh, khi cac ban van vé nha cai

bd me? Cac ban van chang c6 ban linh khi ra doi,
ching c6 cai gi khién bd me yén tdm vé minh. Vay
cic ban lam ra tién dé lam gi? Pay la Viét Nam,
khoéng phai My, khong phai noi khi bé me vé gia cac

ban déy duogc vao trai dudng lao. La mdt dra con,

ban sinh ra khong phai dén 18 tudi c6 thé ty do day

n6 ra dudng dé co xat. Cac ban 1am ra tién, nhung khong biét cach st dung dong

tién thi cling vat di. Cach sir dung dong tién nhu thé nao d6 lai hoan toan phy thudc

vao dao duc va cach doi nhan xur thé cua ban.

Doan 2: Tao mot file Doan_2.docx chira noi dung: ( sur dung Link gitra hai text box

trong doan 2 )

~

Day la Viét Nam, khong phai My,
khong phai noi khi bd me vé gia cac ban

déy duoc vao trai dudng lao. La mdt dua

con, ban sinh ra khong phai dén 18 tudi c6

-

Song ¢ doi chang ai c6 thé hoan
thien minh 100%, nhung it nhat
phdi hoc cdach dé séng lam sao cho

\

/
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thé ty do day no6 ra duong dé co xat. Cac ban 1am ra tién, nhung khong biét cach sir

~

-

ven toan. Cach xw sw hay cach
song, sw dung dong tién cua cdc
ban sé anh huwong den con cdi, déen

CUOC SONY SAlL NAV.

~

/

dung dong tién thi cling vut di.
Céch su dung dong tién nhu thé
nao doé lai hoan toan phu thude vao
dao duc va cich d6i nhan xir thé
cua ban.

Cac cu van noi “Tién hoc

1, hau hoc van”, trude tién hay hoc céch lam nguoi trude khi hoc cach lam cai gi

d6. Séng & doi chang ai c6 thé hoan thién minh 100%, nhung it nhat phai hoc cach

deé song lam sao cho ven toan. Cach xtr su hay cach song, str dung dong tién cua cac

ban s€ anh hudng dén con céi, dén cudc song sau nay.

Trwée khi muén giau, cdc hay la mét con nguwoi dung nghia da.

Yéu cau:

1. Tron hai doan van trén thanh mot doan hoan chinh, loai bé nhitng ndi dung du

thira ( gidéng nhau ) va luu thanh tap tin Kethop.docx .

2. Sau d6 tao trich dan cho doan van : Nha vian D3 Thi Kim Niét — Hoi van hoc TP.

HCM.

3. Tao Bookmark cho mdi doan vin sau khi da két hop, va thiét 1ap Hyperlink véi

nhtrng Bookmark vira tao.

4. Tao Header, Footer theo ndi dung van ban.

5. Tao FootNote tai vi tri cudi cua doan 1, sau khi két hop, v6i ndi dung : Viét Nam

dat nwoc toi yéu.
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BAI TAP WINWORD 10
(Noi dung: Mail Merge)

1. Tao DataSource: ngudn dir liéu chira trong 1 table luu tap tin tén DanhSach.docx

STT TEN SV PIEM LY THUYET BIEN{ THYC PIEM TB XEP LOAI
HANH

1 | Nguyén Vin Mai 8.0 5.0 6.5 Trung Binh
2 | Hoang Thanh Phuong 9.0 8.0 8.5 Gioi
3 | Treong Thi Thim 6.0 1.0 3.5 Yéu
4 | Lé Hoang My 7.0 7.0 7.0 Kha
5 | Nguyén Hong Phiic 4 5 4.5 Yéu
6 | Ly Hanh Quéan 8 9 8.5 Gioi
7 | Lé Nga 10 10 10.0 Xuit Sic
8 | Hoang Long 9 10 9.5 Xuit Sic
9 | Tran Khénh Du 7 6 6.5 Tb. Kha

2. Tao Main Document: mau bang diém chira trong mot tap tin méi 14y tén 1a PhieuDiem.docx.

TRUONG DAl HQC CONG NGHE POG NAI
TRUNG TAM TIN HOC

PHIEU BAO DPIEM

Kinh goi phu huynh SV:(1)
Diém Ly Thuyét:(2)

Diém Thyc Hanh: (3)
Diém Trung Binh: (4)

Xép Loai; (5)

Tht Tu ngay 5/11 1én (6)

Tp.HCM ngay....thang....nam 2014
Giam Doc TTCNTT

PO CONG THANH

Yéu ciu:

1. Thyc hién chirc ning mail merge dé import dit liéu vao phiéu théng bao.

2. Taivi tri ( 6) Néu Diém TB>=5.0 thi “nhan chimg chi” nguoc lai “phiic khao diém
néu can”.

3. Tao nhin thu dé giri phu huynh.

BAI TAP WINWORD 11

Trang 244



Gido trinh Office 2013 ndng cao

(Noi dung: Style & Table of Contents)

Gia st can ¢6 muc luc sau véi ndi dung chi tiét cua tirng muc luc da c6. Thuc hién céc
yéu cau sau:
1. Nhéap ndi dung da cho, khong c6 dinh dang. Vi tri trang cua tirng muc nhu muc luc da
cho.

2. Tao 3 style c6 dinh dang nhu dudi day, dat tén Levell, Level2, Level3:

CHUONG 1. NOI DUNG - Levell
1.1. Muccon 1 - Level2
1.1.1. Muccon?2 - Level3

Gén 3 style da tao vao ndi dung da nhap ¢ cau 1
Tao bang muc luc ¢ trang sau

Cép nhat bang muc lyc:

9w

Nhan Ctrl + Enter dé thay doi s6 trang cho tai liéu = Quan sat bang muc luc c6 thay doi
khong

v/ Cép nhat bang muc luc, quan sat két qua
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CHUONG 1. KY NANG DPANH MAY 10 NGON ....crvrirreremrresssessessmssesanssessassssansaesans O
CHUONG 2. TONG QUAN VE HE THONG MAY TINH.....eccevemrerrernessseressnsanenses 10
2.1. Thing tin va XiF 1¥ thONg €N .....ccccescemmisinsscincaneisenssassnsssssssisnssnsssnssssssnsassasnsssasnssses 10
e B T T B I g o U 1] L SN, | |
CHUGONG 3. MICROSOFT WINDOWS.....cocoeesresesrsssssssssessssssssassssansssassassssssssssssssess 16
3.1, Khih O0mE WG OWS oo i i i i iisinsasinbinsnimsss sas s asmimimsnisns i b waniaminsisoicsnn 10
3.1.1. Khéi dong, thoat Khoi Windows ..o e s et e e s s 16

3.1.2. Man hinh WIndows.......coiii s s 17
3.1.3. St dung chuong trinh trong Windows...........ccoeeeenneinneceerecr e 18

3.2. Tap tin, thir muc, 0 dia, AEONE JAD ..creeeereeereseneseseasssesrssssrsssssessssesssssssessssessssess 23
s LR T 23

3.22. Dia, Thir muc, GUONE dAn ......c.c.evoveeeeeeeeee e eeee e eees e casseaesseennena e 24

3.3. Qudn I¥ va ciu hinh clia WIBAOWS cuovueeemesssessessessesssssessesssssssssassessesssssesssssanesses 23
G155 20 [ 811 1 1B b* £011 5] 111 S PP P U D S R AR 25

5:32: Thaydbithmbe iinhmim B s s s i 27

3.3.3.  Thay doi dd phan gidi, ché G0 MAW.......coccveveveerieerecreie e 28
3.4, WiInAOWS EXPIOFEE ..cvvvrrneertiiressnisssssssssrssssistessssmssasssssssiasssssassssssssssssssssassssssnsssnesss 90
3.4.1. Griaodibn Chifilh- ..o oo mamanmmmnms s s s By s S Ca i T 55

3.4.2. Thao tAc VO Fle WA T0LdEr..ccceeee et ee e e s seassan s eaaee 56
3.4.3. Thao tAc Vai shortCut: .. covvsmmnions s s b s saesd 58

35 NIBESD el e s G R s a0
3.5.1. LA AT C S st e s R S S i B e o R et 60

3.5.3. SHUPPING TOOL. . s e e e e e e ene 61
T T WORHPA e s e S R R R R 62
355, PAINE ..o e e e e e e e 62

3.6. Sirdung tiéng Vi€t (rong WilA0WS......ccrssessesinmsscnsssnsssssasssnssnssarsssessasssassssssssssnes
3.6.1. Bang mi, Font chif, Ki€U @06 ....coooeoveereeeereeetceeeeeseeeseere e isssses ess s ssnnas 64

3612 BEAUDE ke e R R R 66
3.6.3. Chuyén @i DANE MA ......coovvueuericeiieeeee et eeae e s s saeenaas 67

3.7. Cai dat, xéa (remove) chwong trinh, phan mém thong dung (MS office,
Antivirus, Winrar, firefox, yahoo messenger, phin mém doc file PDF ...)J......cceevesrnr 68
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BAI TAP WINWORD 12
(St dung: Form Control)

Yéu ciu: Tao Form theo mau:
- Ho tén khéch hang: Text Control
- Nam sinh: Date Picker Control
- Noi sinh: Drop List Control
- Gidi tinh: RadioButton ( thugc nhoém Phai)

- San pham thuong mua: Check Box Control

THONG TIN CA NHAN KHACH HANG
Ho tén khach hang Do Cong Thanh
Nam sinh 16/07/1967
{|Choose an ifem. -
i Bg
Noi sinh Elrfmg Nai
TpHCM
Lam Bong
\Khanh Hoa
Gigi tinh o
" Nu
[ Cong nghé
Sin pham thwéng mua 2 Gl% fimh
L] Thaoi trang
v Dich vu
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BAI TAP TONG HQP

(Mot sé chirc

Cau 1: Trinh bay ngi dung theo miu.

nang khdc)

NOI TU cUQC SONG

Trong cudc song ludn c6 mot nguoi ban co
thé giai quyét moi 161 1am va han gan moi

vét thuong. Nguoi ban d6 co trong mdi
ching ta va gilp ta truong thénh Vay c6 khi
nao ban dimg lai va nghiwé ngu’m ban do?
Nguoi ban c6 mot cai tén rat dep, tén nguoi
ban do‘la THA‘THU’

he \Ve nguorl ban nay

o thich la dugc tang qua cho nhitng ngudi tim

dén han dé voi di ndi buc doc va tirc gian.
on qua d6 1a sw THANH THAN.

Caunodi wu thich cua han 1a : "co cﬁnﬁénﬂlém
nang luorng chi de buc doc hay tu:c gian

khong'?" Néu ban tra' 5iw6i :

fi&a CAM THONG va NHAN HAU. Han co
S

thi moi chuyén.
“thoa y\ﬁ

c nh ra . h!u;‘t uong yéu

Cau 2: Tao bang

> X
BANG XEP HANG B
Q STT POI PIEM TRAN H/S A
§ ) P Bo Dao Nha......ccccevveeennens 0 e, 3 e 5/3
20 . ThS NhF K oo, 6 e X SO 5/5 N
Lﬂ R J CH SeC..cooeeeeeeeeenns K TP B 4/6 G
4 Thuy ST .o K S K TSRS 3/3
Cau 3: Insert Clipart, AutoShape, Equation.
; . z z* 73 z"
\(\LK e~ =1+ 1 + 20 + 30 + = )
(@Q\\ o
Ciu 4: Tao bang muc luc theo miu sau.

Chirong 1. ? ANTQCAT Y v 3
ST I R T ) S o G e 3
2. e v e I AT I . oo oo oo oo o e 3
2. B didm cia MROCAIE o oo s sonsasassesensssassssensssEs b e o S B B e S R R 3
& Toaddciiamatdicm trong behBnmmian 0 o s 3
e O O M Ol e O Ol R s L S O Ol 3
B R s b i T r el A0 i o b e s s b i e e s s e s e e v s e e 3
IL T[I;.U ( A IR AN RN et 3
A 3
&y i Vonl R TN o oo s is i st in it At R SRR s e 3
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BAI TAP ON TAP
Yéu cu:

1. Tao ra mot tap tin danh sach gém cac cdt: Ho tén, Ngay sinh, Gidi tinh, Gio thi, Ngay
thi, . Tu nhap li¢u vao danh sach 10 sinh vién va luu véi tén DanhsachSV.docx.

2. Tao Biéu mau nhu bén duéi va luu thanh tap tin TuyenSinh.docx.

3. Thuc hién chirc ning mail merge dé import dit liéu vao Biéu mau. Cot phong thi dua vao
gidi tinh: Néu giéi tinh 14 Nam — Phong ITO01, 1a Nit — Phong IT09

4. Luu danh sach cac mau sau khi tron véi tén: ThuTuyenSinh.docx, tao password cho tip

tin. Sau do6 nén tap tin lai va dat password cho tap tin nén.

U THONG BAO TUYEN SINH&

P KINR UL oot sssss st ssssssss s ssssssssssssssssns
P NEAY SINNI et sess s sss s

2 > Gi6i tinh: e, S ——
S Tai trwdng PTTH Nguyén Pinh Chiéu dé& dy thi ky thi tuyé&n sinh
q@‘j << dai hoc nam 2014. Khi di thi nhé mang theo:

TS] M Gidy bao thi

@ M Gidy chirng minh nhan dan photo

§ M Gidy bao t5t nghiép PTTH

E Ho tén thi sinh Gio thi Ngaythi | Phong thi
~

Yéu ciu 2:Trinh b3 tlﬁlﬁu va dung Link TextBox cho hai Text Box. a
& K 2 XU

Ro1i xa bén nwéc quén tén

Con do ké chuyén mot thoi rat xwa Giih%(”)ng vang lang budn ténh tiéng cudi
Rang nguwoi chéo chdng don dwa Qé*o:/é Giot swong roi man bén doi
Mic cho bui phan gita trwa roi nhiéu *0c\thay bac trang giita troi chiéu dong

Bay 1én twa nhirng canh diéu \ Ak it thAy mon mai xa trong
Khach ngay xwa d6 it nhiéu lang qu}&\? A\ | ay bo*/zcr dirng gitta dong thoi gian...

Tao trich din

G6lébélin ( 2003 ) Danh ngén vé nguoi Thay
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Gido trinh Office 2013 nang cao

TEINEL NANG MOIL TRONS
MICROSOFT WORDP 2017

icrosoft Word
M 2013 gitp cho

viéc cOng tac
bién soan tai liéu va viéc
lién két xuyén sudt mot tai
liéu dai tré6 nén dé dang
hon. Khi nhiéu nguoi
cung bién soan chung mot
tai ligu, diéu tha vi 1a ho
c6 thé cung nhau 1am viéc

ngay trén cung mot tai

liéu, ma khong can phai
lam viéc trén cac phién
ban sao chép khac nhau
cua tai liéu d6. Mat khac,
cac tinh nang mdi cling
tap trung vao viéc lam cho
cac tai liéu da hoan thién
tré nén bong biy hon so
v6i phién ban cii. Phién
ban méi cua Word 2013

ban truy cap vao nhiing
tinh ning méi rat phong
phi va ciing rit quen
thudc cua Word trén trinh
duyét va trén dién thoai di
dong. Vay la gio day ban
c6 thé lam viéc & bét ct
dau, trén desktop, laptop,
trén cadc may tinh khong
c6 ung dung Word, trén
dién thoai di  ddng.

|

n
)xkan—k ;
k |
—————————— -

%CHUNG TU GHI SO¢

MAu s6 S02A-H

S0 CTGS uuuererecrcencncnaniaenanes Ghi Ch: couceeieeinecnecnncncnscsensescnsssssensssssesscsscns
INGAY CTGS: coouiinnnnrennnnnnnnneenienieitiesiesisssssssssssssssssssssssssssssssssssssassssssssssssssssssssssses
Ngay S6 CT Trich yéu No Co S tién
KEM the0: ...uuuuureeerrrrrrnnnnnennneniiiiiiieieciissssssssssssssssssssssssssssssssssassssssssssssssss chirng tir goc
Ldp, ngay ... thang ... nam ...
Ngwoi lap Phu trach ké toan
(Chtr ky, ho tén) (Chtr ky, ho tén)
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Gido trinh Tin hoc B

PHAN EXCEL

BAI TAP EXCEL 1
(Noi dung chinh: ham do tim (VLOOKUP), chirc nang rut trich

KET QUA TUYEN SINH NAM 2014

2 : S KHU | PIEM | PIEM | PIEM | TONG | PIEM | KET
STT | MA 50 |HO TEN THI SINH | NGANH THI VUC | TOAN | LY | HOA | PIEM |CHUAN| QUA
1 | K1.101 |V Thanh Théng 5.0 8.0 8.0
2 | H2.102 [Nguyén Hiru Béng 7.0 9.0 50
3 | Q1.130 |Ly Thi Han 6.0 8.0 70
4 | Q2.131 [Nguyén Phi Bing 50 75 30
5 | K1.105 |Dé Vin Thi 90 8.0 6.0
6 | C1.110 |Tran Thi Duyén 25 6.0 25
T |1 C2120 Ngo Ngqv: Hau 6.0 40 6.0
8 | H2.135 |Trnh Kmm Ma 6.0 5.0 50
9 | K1.200 [Quach Ngoc Lan 1.5 20 3.0
10 | ¥2.201 |Tran Thi Chi 40 80 7.0
BANG TRA PIEM CHUAN
MA B PIEM PIEM
NGing| TENNGANH | oriny |cuN:

C |CoKhi 17 18

H |HéaDim 16 17

K |Ké Toin 17 18

Q  |Quan Tri Kinh Doanh 18 19

. Dién dit liéu cho cot “NGANH THI” dya vao ky tu thit 1 ciia “MA SO” duoc do trong
bang “BANG TRA BPIEM CHUAN”.

. Dbién dit liéu cho cot “KHU VUC” 1a ky tu thtr 2 ciia “MA SO” va duoc chuyén vé
kiéu dir lidu sd.

. bién dit liéu cho c6t “TONG DIEM” 14 tong ctia “DIEM TOAN”, “DIEM LY va
“DIEM HOA”.

. Sap xép bang tinh theo “MA SO” ting dan.

Pién dit liéu cho “PIEM CHUAN” dwa vao ky ty dau ciia “MA SO” duoc do trong

bang “BANG TRA PIEM CHUAN” nhung néu “KHU VUC” 1a 1 thi iy “DIEM

CHUAN 1” con néu “KHU VUC” 1a 2 thi lay “DIEM CHUAN 2.

. Dbién dit liéu cho “KET QUA” néu téng diém 16n hon hodc bang “DIEM CHUAN” thi
dién “dau”, nguoc lai dién “rot”.

. Thdng ké téng s6 thi sinh nganh “Ké Toan” c6 két qua du.

THI SINH CO KET QUA BPAU

Ké Toan |

. Dung Advance Filter rat trich ra tat ca cac thi sinh c6 két qua “dau”.

. Thém cot “LOP TAI NANG” bén phai cot “KET QUA” va dién dir liéu nhu sau: Néu
téng diém thi 16n hon hodc bang 18 va khéng c6 moén nio nho hon 5 thi dién 1a “1op

o

tai nang”, con nguoc lai thi dién 1a “16p dai tra”.
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BAI TAP EXCEL 2

(Noi dung chinh: ham do tim , chirc nang rut

trich div liéu, cdc ham thong ké)

G140 Trinh Tin Hoc B

DOANH SO BAN XE MAY
MAHANG| NGAY MUA TEN TiNH TENHANG  |SO LIFONG| BON GIA |THANH TIEN (VND)| THANH TIEN (USD)
FUHDA1 01702008
ORD170 0203109
LOL0%0 0304109
DAHA0 1203109
LOD030 24108103
LILOAD 1911709
FUHIOD 12103109
ORO1X0 160619
DAHD7Y 12109109
BANG 1 .
MA HANG [TEN HANG  [GIA 1 (BON VI 1000} |GIA 2 (BON VI 1000) BANG 2
DA DAYANG 8000 7500 H D L
T LIFAN 7000 BB00 HO CHIMINH  [BONG NAI LONG AN
LD LONCIN 9000 BO0D
FU FUTURE 23000 23000
DR DREAM 16000 16000

Cau 1: Lap cong thurc dé dién dix liéu vao cot TEN HANG dua vao hai ky tu dau cia MA
HANG va BANG 1.
Cau 2: Lap cong thire dién vao cot TEN TINH dya vao ky tu thir ba cia ma hang va
BANG 2.
Cau 3: Lap cong thirc dién vao c6t SO LUONG la ba ky tu cudi cia MA HANG va duoc
chuyén thanh dir liéu kiéu sd.

Ciu 4: Lap cong thirc dién vao c6t DPON GIA, néu san phan dugc mua trude thang 5 thi

lay gia 1, con lai lay gi 2.
Ciu 5: Lap cong thuc dién vao cot THANH TIEN (VND): =SO LUQNG * DON GIA.
Pinh dang don vi VND.
Ciu 6: Lap cong thic dién vao cot THANH TIEN (USD):
= THANH TIEN (VND) /19000. Néu san phim dugc mua truée thang 7
=THANH TIEN (VND)/20000. Néu san pham dugc mua sau thang 7

Pinh dang don vi USD.
Cau 7: Sip xép bang tinh theo thir tu ting dan dya vao c6t THANH TIEN (VND)
Cau 8: Dung Advance Filter loc ra cac dong ¢c6 TEN HANG 1a FUTURE.
Céu 9: Thuc hién bang théng ké sau:

Tén hang

Téng s6 luong

Téng thanh tién VND)

FUTURE

Cau 10: Tao Header 1a Ho va Tén SV ¢ vi tri trung tdm (center)

BAI TAP EXCEL 3
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Gi4o Trinh Tin Hoc B
Nhép va trinh bay bang tinh nhw sau:

BANG 1
SBD Ho Tén | Toan Ly Héa Két qua
A101 | Lé Minh Tan 4.0 7.0 5.0
B102 | Trwong Quang Minh 5.0 6.0 6.0
C203 | Lé Minh Pinh 4.0 3.0 1.0
D204 Nguyén Manh Pinh 2.0 4.0 2.0
A205 | Nguyén Thi Thanh 6.0 7.0 9.0
C106 | Chau Thanh Thé 8.0 6.0 7.0
D107 | Tran Trung 9.0 7.0 8.0
A208 | PhanBa Vinh 9.0 9.0 9.0
BANG 2 BANG 3
Piém Diém
ME | oo MiNginh [A | B c D
Nganh chuin1 | chudn2 DiémH béng | 25 23 21 19
A Méy Tinh 19 10 . . R
B Dién Tl 17 18 o S .
C Xy Dung 15 16 Tong s6 th: sinh Pau | Tong s6 tl;l sinh Rét
D Hdéa 13 14 - E
Yéu ciu:

1. Thiét lap diéu kién cho ba cot Toan, Ly, Hoa: diém nhap >=0 va <=10.

2. Chén thém hai c6t Nganh thi va Khu vuc vao bén trai cot Toan; Hai cot Tong diém va
Piém Chuan vao bén trai cot Két Qua; Cot Hoc bong vao bén phai cot Két Qua.

3. Lap cong thic cho biét Khu vyc va Nganh thi cho timg thi sinh. Biét rang ki tu thir 2
ctia SBD cho biét khu vuc; ki tur thir nhat ctia SBD cho biét nganh thi.

4. Tinh Téng diém 1a téng cong cua 3 mon thi.

5. Lap cong thirc cho biét diém chuan dua vao nganh thi va bang 2, néu thi sinh ¢ khu
vuc 1 thi diém chuéin 12 Diém chuén 1, nguoc lai la Diém chuén 2.

6. Lap cong thirc cho cot két qua, néu tong diém 16n hon hay bang diém chuan cia
nganh dy thi thi két qua 1a “Pau”, nguoc lai 1a “Rét”.

7. Lap cong thirc cho c¢ot hoc bong, néu tong diém 16n hon hay bang diém hoc bong cua
nganh dy thi thi hoc béng la “Cé”, nguoc lai dé tréng.

8. Thuc hién bang thong ké nhu trén.

9. Trich nhitng thi sinh thi Dau cta khéi thi A.

10. V& biéu do (PIE) so sanh thi sinh Pau va Rét.

BAI TAP EXCEL 4
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(Néi dung chinh: cic ham théng ké, dé thi)

Gi4o Trinh Tin Hoc B

Hoc vién thuwc hién cdc yéu cau sau:

1)
2)
3)
4)
)
6)
7)

8)

9

binh dang bang tinh nhu trén, tao Header 1a Ho Va Tén cua hoc vién.

Ma khu vuc 1a ky ty thir 4 va tha 5 cua cdt ma du an

Loai du an dya vao 2 ky tu d4u ctia M3 Du An va bang loai Du An
Chu dau tu dwa vao 3 ky tu sau ciia Ma Du An va bang Chu du tu & Vén dau tr

STT Ma Mi Logi Chi yén Niim Nim Mic | Tiém
Du An Khu Vuc | DuAn | Pau Tw | Pau Tw | Bat dau | Két thic | wutién | Ning
1 XDIMNIDC 2011 2018
2 TH2MBFPT 2011 2015
3 XDIMTIDC 2011 2013
4 THIMBFPT 2010 2013
5 | DL3MBSGT 2010 2020
6 THIMNFPT 2011 2016
7 DL3MTMLI 2009 2014
8 | XDIMNIDC 2007 2013
9 DL2MTMLI 2011 2018
Bang Chu diu tw & Vén diu tu Bing loai du 4n
Mi Chi diu tw MN MB MT Ma Loai Duw An
IDC Cty XD IDICO 100 ti 200 ti 500 ti XD Du é;l xé;/ dung
FPT Tap doan FPT 800 ti 1000 ti 750 ti TH Du 4n tin hoc
SGT Sai Gon Tourist 500 ti 350 ti 200 ti DL Dy 4n du lich
MLI Tap doan Mai Linh 1000 ti 1500 ti 800 ti

Von dau tu dua vao ma du an va ma khu vuec, tra trong bang chu dau tu & von dau tu

Mtrc vu tién dya vao ky tu thtr 3 cia ma du an

Néu sd nam hoat dong <5 & Mic vu tién =1 thi ghi "Du An Tiém Nang", Nguoc lai

ghi "Khong tiém ning".

Trich ra danh sach cac du an thuc hién vao nam 2011

Lam bang thong ké sau

Toéng Von Piu Tu

Sai Gon Tourist

Tap doan FPT

10) V& db thi cho bang thong ké & ciu 9
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Gi4o Trinh Tin Hoc B

BAI TAP EXCEL 5
KET QUA TUYEN SINH NAM HOC m

Ma So Ho VaTén Nganh Thi | Khu Vwc | Toan | Ly Héa | KétQua
H101X | Thi Nhung 5.0 8.0 7.0
H102S | Hong | Nguyét 6.0 5.0 5.0
C203X |Van Thao 2.0 6.0 3.0
D240X Quang | Pao 9.0 9.0 7.0
M205S | Thu Thao 5.0 5.0 4.0
C106X | Thi Huyén 10.0 8.0 8.0
D107S | Hong | Nhung 8.0 6.0 5.0
M208X |van Thing 4.0 3.0 5.0

BANG 1: BANG 2:
Ma Nganh M D C H Piém
Ng:anh thi May tinh | Pién Tt | Co Khi | Héa Dau Ma nganh Hoc Béng
DPiém chuin 1 19 16 15 14 M o
DPiém chuin 2 20 18 16 15 D 23
C 21
H 19

I. Nhap dir liéu cho bang tinh va dinh dang nhw sau:

— Orientation: Portrait, Margin:  Horizontally

— Header: Ho tén thi sinh (Left), Bai thi Excel (Right)

— Footer: S6 may (Left), Phong thi (Right)

IL. Lap cong thirc cho cac cot:

Ll

o U

Cheén vao truwdc cot két qua ba cot: ToOng Cong, Piém Chuin va Hoc Bong.

Duing ham 14y ra niam hién hanh "KET QUA TUYEN SINH NAM 222" .

Lap céng thirc dién dir liéu cho c6t Khu Ve, khu v 1a ky tw thir 2 cia M3 s6.
Nganh Thi: Dwa vao Ky tw ddu cia Ma S6 (Ma nganh) va Bang 1.

Piém Chuan: Dvya vao ky tw dau cia Ma s6 (Ma nganh), Khu vuc va Bang 1. Trong
dé, néu thi sinh thudc khu vwe 1 thi 1y Piém chuinl, ngwoc lai 1y Diém chuin2.
Tinh Tong cong la téng diém cia 3 mon.

Hay 14p céng thirc dién Két qua nhw sau: Néu thi sinh c6 diém Téng cong >= Diém
chuin cia nganh minh du thi thi sé c6 két qua 1a "P4u", ngwoec lai la "Rét".

Cot Hoc bong 1ap cong thirc dién vao d6 1a "Co" néu diém Tong cong cua thi sinh
>= Piém hoc bong, tredrng hop nguwoc lai dé trong.

Sap x€p lai danh sach Két qua tuyén sinh theo thit tw ting dan cta cot diém Téng
Cong.

Rut trich: thong tin cda cac thi sinh thudc nganh thi May Tinh .
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Gi4o Trinh Tin Hoc B

BAI TAP EXCEL 6
Nha sach XYZ c6 hé théng 2 chi nhanh.
NHA SACH XYZ NHA SACH XYZ
Chi nhanh 1 Chi nhanh 2
Théng ké s6 lwong sach da ban Théng ké sé lwong sach da ban
Sachgido | Sach Truyén | Sachgia Sachgido | Sach Truyén | Sachgia

khoa Ngoaingi¥ | tranh dinh khoa Ngoai ngir | tranh dinh
Théng 1 150 110 111 299 | Thang1 115 112 200 256
Théng 2 230 120 390 114 | Thang2 211 95 160 111
Thang 3 115 230 421 211 Thang 3 111 100 90 150
Théng 4 100 276 257 198 "l'héng4 230 150 74 200
Thang 5 157 251 219 220 | /Thng5s 235 227 88 115
Thang 6 234 113 167 90 Théng 6 290 117 110 105
Thang 7 542 49 231 214 | Thang7 170 210 118 54
Thang 8 112 213 89 112 | Théng8 210 118 215 100
Thang 9 29 40 50 87 Thang 9 80 65 145 55
Théng 10 50 67 300 129 | Thing 10 119 80 116 80
Théng 11 90 123 230 235 Thang 11 75 210 99 60
Thang 12 35 235 145 345 Théng 12 85 123 100 54

Yéu cau:
1. Tao mot Sheet Tong két cubi ndm dé tinhTong sé lwong sach da ban. ( Dung chirc
nang Consolidate ).
2. Su dung chuc niang SparkLine v& dd thi cho bang thdng ké cta 2 chi nhanh.
3. V& biéu d6 cot cho bang tong két ciia ctra hang.
4. Thuyc hién chirc nang Conditional Formatting, dé danh dau s6 lwong cao nhat ciia timg

loai sach.
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Gi4o Trinh Tin Hoc B

BAI TAP EXCEL 7
Doanh Thu Ban Hang
Ti gia 21000
STT 1\‘/1[\ L?AI T‘EN XU{(T SO DO’}\I THANH TIEN | THANH TIEN
HANG HANG HANG XU LUONG GIA (VND) (USD)
1 | AS200HK
2 | AS300TL
3 BN450TL
4 | AN200TQ
5 | AQ300TQ
6 | AS500TQ
7 | BQ220TL
8 | AI175TL
9 | BS450TQ
10 | AI400HK
Tong Tién
Bang tra tén hang & don gia Bang tra xuit xir
Ma hang Tén hang Pon gia Ma
S Sony Ericson 500 USD | | hang HK TQ TL
N Nokia 700 USD | | Xudtxt¥ | Hong Kéng | Trung Quéc | Théi Lan
Q Q-Mobile 400 USD
I Iphone 900 USD

+ Lap cong thirc cho cac cft: (mdi ciu 1 diém)

)
2)
3)
4)
)

giong bang tra .

6)

tién t& gidng bang tra

7

gia tri nguyén.

8)
9)

Thyc hién bang théng ké.

V& biéu d6 cho bang théng ké & cau 8.

Cot loai hang dya vao ky tu dau tién ciia ma hang

Cot s6 luong dua vao céc ky tu thir 3,4,5 ciia ma hang .

Cot thanh tién VND= s6 lugng * don gia, dinh dang

Cot thanh tién USD = thanh tién VND / ti gi4, chi lay

Cot xuat xur dua vao 2 ky ty cudi cua ma hang va bang tra xuat xur .

Cot tén hang dua vao ky tu thir 2 cia ma hang va bang tra tén hang & don gia.

Cot don gia dua vao ma hang va bang tra tén hang & don gia, dinh dang tién t¢

TEN HANG

TONG
TIEN(USD)

Sony Ericson

Nokia

Q-Mobile

Iphone
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Gi4o Trinh Tin Hoc B

Hoc vién thwce hién cdc yéu cdu sau:

D
2)
3)
4)
5

Pon gia mua dua vao tén hang va bang tra 1 .

Tén hang dya vao ky tw dau tién ctia m hang va bang tra 1 .

S6 lugng mua dwa vao 3 ky tu giita cia mé hang .

Pinh dang bang tinh nhu trén, tao header 1a ho va tén cia hoc vién.

BAI TAP EXCEL 8
BANG DOANH SO BAN HANG
M Tén Nedy S6 | Pon Nedy S6 | Pon | Tién | Tién
STT . . lwong | gia i lwong | gia | chénh | hoa
hang hang mua ban i i R X
mua | mua ban | ban | léch | hong
1 | S100X 01/01/2011 01/01/2011 100
2 | S150Y 02/01/2011 05/02/2011 120
3 | M300X 01/01/2011 03/01/2011 250
4 | N310X 04/01/2011 02/03/2011 300
5 | D120Y 05/01/2011 05/01/2011 125
6 | N250X 01/01/2011 01/01/2011 200
7 | M120Y 01/02/2011 07/02/2011 100
8 | D100X 01/01/2011 01/01/2011 95
9 | S200X 09/01/2011 09/01/2011 170
10 | S120X 01/02/2011 10/02/2011 120
Bang tra 1 Bang tra 2
Ma hang | Tén hang Pon gia mua Ma hang | S M D N
S Sita 300,000 Gial 350,000 | 200,000 | 300,000 | 100,000
M Muoi 150,000 Gia 2 320,000 | 190,000 | 270,000 | 90,000
D Duong 250,000
N Nudc khoang 75,000

Pon gia ban dua vao ky tu dau cia mi hang va bang tra 2. Chu y rang néu ky tu cubi ctia

ma hang 14 X thi chon don gia 1, néu ky tu cudi ciia ma hang 13 Y thi chon don gia 2.

6)
7)

Tién chénh 1&ch = Tién ban — Tién mua .

duoc ban hét, thi tién hoa héng béng 10% tién chénh léch .

8)

Dung Advanced Filter trich ra nhitng mat hang c¢6 s6 lugng ban >=200 .

Tén hang

Stra

Mudi

Puong

Nude khoang

Téng tién chénh léch

9) Thuc hién bang thong ké bén dudi .
10) V& @6 thi cho bang théng ké ¢ cau 9 .

Cot tién hoa hong dugc tinh nhu sau: Néu nhu sé ngay ton kho <3 va cac miat hang phai
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Gi4o Trinh Tin Hoc B

BAI TAP EXCEL 9
BANG DANH MUC SAN PHAM
Hoc vién dinh dang bang tinh va thuc hién cac yéu cau bén Bang ti gia
dudi: Tigial 21
Ti gia 2 22
i i . S6 | Don Thanh | Thanh ,
Ma Tén Ngay . | Don a2 N Ghi
STT . . R lwgn vi .. tién tién )
hang hang nhap i gia chu
g tinh USD VND
1 |CFO1X 01/01/2011
2 | CF02X 01/02/2011
3 | DGO1Y 01/02/2011
4 | DGOIX 01/04/2011
5 |NCO1X 01/05/2011
6 | SU02X 01/06/2011
7 | CFO3Y 01/09/2011
8 | SU0lY 01/10/2011
9 | DGO3X 01/10/2011
Bang tra dir liéu 1 Bang tra dir liéu 2
Ma hang | CF DG NC , SU M3 hang Pon gia 1 Pon gis 2
Tén hang Caphé | DPuong | Ngii Coc | Stra CF 100 USD 95 USD
S6 lwong 15 75 40| 150 | | DG 2 USD 2 USD
Pon vi tinh | Bao ky Thung Léc NC 60 USD 55 USD
SU 3 USD 4 USD

1) Cot tén hang dua vao 2 ky tu dau ciia ma hang va bang tra dix liéu 1 .

2) Cot s6 lwong dya vao tén hang va bang tra dix liéu 1 .

3) Cot don vi tinh dua vao tén hang va bang tra dir li¢u 1 .

4) Cot don gia dya vao ma hang va bang tra dir liéu 2. Néu ky tu ngoai cung clia mi
hang 12 X thi 1ay don gia 1, 13 Y thi 1dy don gia 2 .

5) Cot thanh tién USD = don gia * s6 luong .

6) Cot thanh tién VND = ¢ot thanh tién USD * ti gia, biét rang néu hang nhap tir thang 1
t6i thang 7 thi 14y ti gia 1, con lai lay ti gia 2 (1d).

7) Cot ghi chii: Néu ky tw ngoai cung ciia ma hang 1a X thi ghi Hang Ngoai, 1a Y thi ghi
Hang Noi.

8) Thuc hién bang thong ké bén dudi .

Tén hang Caphé |Puwong | Ngi Coc Sira

Tong tién(VND)
9) V& biéu do cho bang thong ké & ciu 8 .

10) Tao Header c6 tiéu dé Bai Thi Excel, Footer ¢ tiéu dé Ho Tén ciia hoc vién .
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Giado Trinh Tin Hoc B
BAI TAP EXCEL 10

CUOC PHi BUU PIEN
< . . Trong " .
Mabuu | Noi | Phwong| Hinh Gia Thanh
STT " B lwgng 5
kién den tién thirc cude tién
(gram)

1 | MBUSN 500

2 | TLUSE 200

3 | TTAUE 50

4 | TLSIE 250

5 | MBUSN 150

6 | TTSIN 800

7 | TLAUN 250

8 | MBAUE 600

GIA VAN CHUYEN LOAI PHUONG TIEN
. . i Ma phwong
Ma | Tén nwéc | Gial | Gia2 | Gia3 MB TT
tién TL
Tén phwon M4 Té Ta
UsS USA 19000 | 18000 | 17000 en phirong W au au
tién bay thuy Itra

FR France 17000 | 16000 | 14500
AU | Australia | 14000 | 12000 | 11200
SI | Singapore | 12000 | 10500 | 10000

Cau 1. Tao Header 1a “ho va tén sinh vién” & vi tri trung tam (center).

Cau 2. Noi dén: Dya vao hai ky tur thir 3 va thir 4 ctia M2 buu kién va do tim trong bang GIA VAN
CHUYEN.

Cau 3. Phuong tién: Dya vao 2 ky tu dau trong Ma buu kién va do tim trong bang LOAI
PHUONG TIEN.

Ciu 4. Sip xép bang tinh theo Trong lwgng ting dan.

Cau 5. Hinh thirc: Néu ky tur cubi ctia Ma buu kién 1a N thi ghi 1a “Binh thuong”, nguoc lai ghi
“Nhanh”.

Cau 6. Gia cwée: Dya vao hai ky tu 3 va 4 ctia Ma buu kién va do tim trong bang GIA VAN
CHUYEN.
v/ Néu hai ky ty dau ctia Ma buu kién 1a “MB” thi 14y gia 1
v/ Néu hai ky ty dau ctia M4 buu kién 1a “TT” thi 1dy gia 2
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v/ Néu hai ky ty dau ctia Ma buu kién 1a “TL” thi lay gia 3
Céu 7. Thanh tién: = Trong luong * Gia cudc, néu hinh thirc goi 1a “Nhanh” thi ting 10%
thanh tién. Dinh dang don vi tién té 1a “VND”.

Cau 8. Thuc hién bang thong ké theo DOANH THU CAC HINH THU'C GUT

mau: Phuong tién Binh thuong | Nhanh
May bay ? ?
Tau thuy
Tau Itra

Cau 9. Trich loc danh sach cac buu kién di USA va c6 trong luong > 300 (gram).
Cau 10. Dém tong sd buu kién dugc giao hang biang “Mdy bay” va ¢ trong lwong >300

(gram).
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BAI TAP EXCEL 11

BAN HANG

BANG 1
R MASO | SO |TENSAN| PON | GHI |THUON| MUC
STT| HO TEN . ) ,
PON VI |[LUONG| PHAM | GIA | CHU G |LUONG
1 TRAN |[MINH |APXI 24
2 [LE NAM BPX2 22
3 NGUYEN HOA APX1 31
4 LY LAN CPX1 37
5 |LE AN CPX2 43
6 NGUYEN VU BPX1 20
7 PHAN  |MAI APX2 24
8 TRAN |[HUNG |[CPX2 19
BANG 2 BANG 3
] A B C S6 lwgng | Thwéng

San pham Non | Tui Xach | Day nit 151 150.000
DPon gia 15,0000  20,000( 5,000 20 200:000

\ 30, 300,000
Yéu cau

1. Nhap liéu va trinh bay cac bang dugc cho nhu trén

2. Dién cot TEN SAN PHAM: Dya vao 1 ki tu thir nhat cia MA SO PON VI va

9.

BANG 2

Dién cot GHI CHU: néu 1 ki tu cudi cia MA PON VI 1a 1 thi ghi “Phan xwéng 17,
nguoc lai ghi “ Phan xwéng 2”

Dya vao BANG 3 tinh cot THUONG

Tinh téan cho c6t MUC LUONG= SO LUONG * PON GIA + THUONG

Chén thém cot PHU CAP, biét néu MU'C LUONG thap hon 600,000 thi s& phu cip
thém cho du 600,000 .

Chén ¢t THU'C LANH = MUC LUONG + PHU CAP

Thuce hién bang théng ké sau:

San phim Noén | Tui xach

Téng 50 lugng

Day nit

Trich danh sach nhirng nhan vién thudc don vi A

10. Tao Header (canh trai) c6 ndi dung la Ho Tén Hoc Vién; Footer (canh phai) 1a )

trang.
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Gi4o Trinh Tin Hoc B

So
Mahang | Phinloai | Xubtxit | lwong | Gianhip | Giabin | "°™™ | Thué
(m’) thu
okallm 20
okal2m 23
vniali 34
okalli 21
vnia2i 41
vnialm 22
okal2i 15
vnia2m 35
Bang tra
okall okal2 vnial vnia2

m 100 80 200 180
i 130 90 195 180

Téng lgi nhuin tirng mit hang

okall okal2 vnial vnia2
m
i

1. Dua vao ky tu thir 5 cua ma hang dién vao cot Phan loai

2. Duaky tu cudi ciia ma hang dién cot xuat xt: néu 1a "m" ghi 1a "malaysia", con lai ghi
"indonesia"

3. Dién gia nhap dya vio bang tra

4. Dién cot gia ban theo quy dinh sau:

- P6i voi mat hang cua "malaysia" : néu hang loai 1 thi gia ban > gi4 nhap 12%,

hang loai 2 thi gia ban hon gid nhap 8%

- D6i voi miat hang cua indonesia: gia ban hon gia nhap 15%

Cot doanh thu dugc tinh nhu sau: (gia ban - gia nhap). sb luong

Cot thué duoc xac dinh: néu hang loai 1: 5%doanh thu, hang loai 2: 3% doanh thu

Cot loi nhuan = doanh thu - thué

Théng ké theo bang "Tdong loi nhudn cac mit hang"

. Trich cac mdt hang malaysia loai 1 c6 lgi nhuén >324

10 V& biéu d6 bang théng ké

© % 3!
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Gi4o Trinh Tin Hoc B

£ Tén Doi Pon S6 Thanh Tién
STT.|S0CT Iy ty | Tuong | Gis Luong | Tién Thué
AC20
BM12
CC50
DM60
DK30
AL40
BC70
AMS0
CM90
BC15
BANG 1 BANG-2
MA | TEN BPOI TUONG | TL TRO GIA | | MA M C K L
A | Quoc Doanh 10% .
B Cong ty C 5 Phin A Tén vat | Man bia CD | Ban L?nh
C Céng ty TNHH 59, tu Hinh Phim Tinh
D | TuNhan 3%
BANG THONG KE
Ten Vat | 50 BANG DON GIA
Tu Luong Ma M C K L
Man Hinh A 200 400 20 300
bia CD B 105 410 21 290
Ban Phim C 102 415 20 310
Linh Tinh D 210 420 23 320
1. Nhap dir liéu, dién s tha tu theo 001,002,003...
2. Tinh tén vat tu dua vao bang 2, tinh tén ddi tuong dua vao bang 1.
3. Tinh don gid dua vao bang don gia.
4. Tinh sb lugng dua vao cac cot trong CT , va d6i thanh sé.
5. Thanh tién = SL* DG.
6. Tinh thué = Thanh tién* TL Tro Gia( S6 liéu TL Tro Gia cua timg Cong Ty lay tir

Béang 1).

®

. Sap xép bang theo thr tw giam dan cua sd luong .
Trich ra danh sach cac ddi tuong 1a Cong Ty Tw Nhén.

9. Tinh Bang Théng K&, v& biéu do cho bang thong ké.
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BAI TAP EXCEL 14

Cau 1.Dién Khai thi dwa vao Ky tw cudi cung cia s6 bao danh.
Cau 2.Dbién vao tén Trwong thi dwa vao 4 ky tw diau ctia S6 bao danh va tra vao
bang Bang ma Tén trudng.

Cau 3.Dién vao Piém Toan dwa vao 4 ky tw dau ciia ma diém chuyén sang sé.
Ciu 4.Dién vao Piém Hoéa dwa vao 4 ky tu giira cia ma diém chuyén sang so.
Ciu 5.Dién vao Piém Ly dwa vao 4 ky tw sau cung cia mi diém chuyén sang sd. Néu

khoi thila A khac bé tréng.
Ciu 6.Dién vao Piém Sinh dwa vao 4 Ky tw sau cung cia ma diém chuyén sang so.

Néu khéi thi 1a B khac b tréng.
Ciu 7.Tong diém la tong s6 diém 3 mon thi cda thi sinh.
Cau 8.Két qua ghi 12 P4u néu téng diém lén hon hay bang diém chuin theo khdi.

Nguoc lai la Rét.
Cau 9.Rut trich danh sach cac thi sinh thi dau.
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. o Khéi | Treong | Piém | Piém | DPiém | Piém | Tong | Két
So bao danh Ma diém .
thi thi Toan Hoa Ly Sinh di€ém qua
DNTU-359-A | 2.00-4.00-2.50
KHAD-277-A | 4.25-5.25-5.50
DNLS-318-A | 5.00-6.50-6.50
QSBK-769-A | 4.25-1.50-0.75
QSTH-479-B | 3.50-8.00-3.00
DNTU-356-B | 5.00-2.00-5.50
KHAD-427-A | 3.50-3.75-4.25
DNLS-205-B | 9.25-2.25-6.00
QSBK-949-A | 2.50-6.75-2.25
QSTH-872-A | 6.75-3.50-4.75
DNTU-363-A | 7.50-5.00-6.00
QSBK-568-B | 8.00-4.50-9.00
Bang Ma Tén Trwong Piém Chuan Bing thong ké
Ma Khéi | Khéi A B
Trwong Tén Trwong A B bau | Rét | Déu | Rot

DNTU | PH Céng Nghé PN 16 | 16.5 | | PH Cong Nghé BN

KHAD | PHKinh Té Q Didn HN 19 PH Néng Lam HCM

DNLS PH Nong Lam HCM 15 15 -

QSBK | PH Bach Khoa HCM 185| 17| | PHBach Khoa HCM

QSTH PH Khoa Hoc HCM 15.5 17.5

Yéu cdu:
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BAI TAP EXCEL 15
BANG THONG KE KET QUA THI HOC SINH GIOI NAM 201...

Yéu cau:

Cau 1.
Cau 2.
Cau 3.
Cau 4.

Cau 5.
Cau 6.
Cau 7.
Cau 8.

Cau 9.

BAI TAP EXCEL 16

Dua ky tu ddu ciia ma thi sinh do theo bang dién tén truong.

Duva ky tu sau cia ma thi sinh dién mon thi sinh thi
Dua vao diém thi xép loai két qua cta thi sinh.
Duya vio tén truong va mon thi dém danh sach thi sinh thi ting mén ( Dung

cong thirc mang ).

Ma thi sinh|| Tén thi sinh [ Mén thi || Diém thi Két qua
Trwwong
NK52TH Tran Vinh 8.09
NK10TO Lé Vinh 6.1
SP93SN Pham Quan 6.87
TR23SN Tran Quan 7.04
GD13TH Lé Hoang 152
LE56SN Tran Quan .33
GD74TH Lé Quan 7.89
TR73TO Lé Vién 6.1
LE20TH Lé Van 6.87
NK73TO Lé Thuy 8.2
NK73TO Pham Quan 9.86
NK31SN Pham Vinh 9.66
GD59SN Tran My 9.87
TR15TO Lé Hoan 5.68
TH90TO Lé Nguyén 7.92
Ma Treomg | Tén trwomg Thong ké thi sinh dw thi
Toan | Sinh ngir| Tin Hoc
TR Tran Dai Nghia TO Toan Tran Dai Nghia
LE Lé Hong Phong SN Sinh ngi¥ =
GD Gia Dinh TH Tin Hoc LS Hong Phong
NK Nang Khiéu Xép loai két qua Gia Dinh
TH NauyEn Thuong Hign 5[ Trung Binh Nang Khieu
SP Sw Pham 6.5|Kha Nguyén Thwong Hién
8|Gioi _ Sw Pham
9.5||Xuat sac

Dua vio tén trudng va két qua mon thi dém danh sach loai thi sinh theo két qua
tung truong ( Dung cong thirc mang ).
Rut trich danh séach thi sinh dat loai giéi hay trung binh.
V& dd thi thong ké thi sinh du thi.
V& d6 thi thong ké két qua thi

sinh du thi.

Sép xép bang tinh theo trudng
va dung Subtotal dém sb thi
sinh du thi mdi trudng.

Thong

ké két qua thi sinh dw thi

Trung binh

Kha

Gigi

Xuat sac

Tran Dai Nghia

Lé Hong Phong

Gia Dinh

Nang Khiéu

Nguyén Thwong Hién

Sw Pham
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% Tao mdt Form Control theo mau:

Gi4o Trinh Tin Hoc B

Ho tén: Nguyén Thi Cim Huong Tao ComboBox chira danh
Ngay sinh: 01/05/1987 / sach cac Tinh thanh
Noi sinh: Lém B3ng v
- Radio Button
Giéi tinh Onem  @nr sl 5
‘ e istBox
Nghé nghiép [ = /‘L
Ooua s tiéu O Tir s n 10 bridu Group radio Button
Tai chinh /
@Tr10dén 15téu O Tir 15 tridu brdlén

+ Vatao mot Form dé hién thi va cho két qua dugc vay bao nhiéu tién nhu sau:

Ho tén: Nguyén Thi CAm Hwong
Ngay sinh: 01/05/1987

Noi sinh: Lam Pong

Gidi tinh Nwr

Nghé nghiép K€ toan

S6 tién dwgc vay

- Céc thong tin duogc truyén truc tiép khi ta nhap liéu tir Form nhap

- S0 tién duoc vay :

o Néu l1a Nam va Tai chinh dudi 10 triéu thi duge vay 5 tri¢u

o Néu la nit va Tai chinh dudi 10 triéu thi dugc vay 4 tri¢u.

Truong hop con lai dugce vay 10 tri¢u
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