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BAI 1. TONG QUAN VE PHAN MEM XU LY VAN BAN

Muc tiéu:
— Mo ta duoc trinh soan thao van ban;
— Trinh bay dugc cac thao tadc can ban trén mdt tai liu;
— Mo ta dugc chiic ndng cia cac thanh cong cy;
— Thuyec hién céc thao tic an toan véi may tinh.

1.1 Gi6i thiéu vé Microsoft Word

Soan thao vin ban 1a cong viée duge sir dung rat nhiéu trong cic co quan, xi nghiép
cling nhu nhu cau cta bat ky c4 nhan nao hién nay. Con ngudi tir 1au da biét sir dung may
moc vao viéc soan thao vin ban (mdy gd chir). G& dén dau, vin ban duoc in ra ngay dén
d6 trén gidy. Cac cong viéc dich chuyén trén vin ban, cling nhu cac k¥ ning soan thao vin
ban con rat tho so, don gian. Pé tao ra duge mot vin ban, doi hoi nguoi soan thao phai cd
nhirmg k¥ ning str dung may gd rat tot (khong nhu may tinh bay gio, hiu nhu ai ciing c6
thé hoc va soan thao dugc mot cach rd rang).

Soan thao 1a nhu vy, con vé in 4n ciing c6 vo cing khé khan khi ma cong nghé thong
tin con chua phat trién. Ngay nay, khi ma cong nghé thong tin thay ddi tirng ngay, nhitng
bai toan, nhitng kho khan cia con nguoi dang dan dan duoc may tinh hod, thi viéc soan
thao nhitng vin ban bang may tinh da trd thanh nhimg cong viéc rat binh thudng cho bat
ky ai biét sir dung may tinh. Mot trong nhirng phan mém may tinh duoc st dung rong rai
nhat hién nay 1a Microsoft Word ctia hing Microsoft hay con goi phdn mém Winword.

Ra doi tir cudi nhitng ndm 1980, dén nay phan mém Winword da dat toi sy hoan hao
trong linh vuc soan thao vdn ban ciing nhu trong linh vyc vin phong ctia bo phdn mém
Microsoft Office n6i chung. C6 thé liét ké cac dic diém ndi bat cia phdn mém nay nhu
sau:

- Cung cép day du nhat cac k§ ning soan thao va dinh dang vin ban da dang, d& sir dung;

- Kha ning d6 hoa dd manh dan 1én, két hop véi cong nghé OLE (Objects Linking and
Embeding) ban ¢ thé chén duoc nhiéu hon nhiing gi ngoai hinh anh va am thanh 1én tai
liéu word nhu: biéu dd, bang tinh,.v.v.

- C6 thé két xuit, nhap dir liéu dudi nhiéu loai dinh dang khac nhau. Dic biét kha ning
chuyén d6i dir liéu gitta Word véi cac phdn mém khéc trong bd Microsoft Office da lam
cho viéc xur ly cac ting dung van phong tré nén don gian va hi¢u qua hon.

-Dé dang két chuyén tai 1iéu thanh dang HTML dé chia sé dit liéu trén mang ndi bg, cling
nhu mang Internet.

1.2 Cac thao tac co ban trén mt tai liéu

Cach khoi dong

C6 rat nhiéu cach c6 thé khoi dong duogc phﬁn mém Word. Tuy vao muc dich lam viéc, s¢
thich hoac su tién dung ma ta co thé chon mot trong cac cach sau day dé khai dong:



Cach 1: Chon Iénh Start cia Windows: Start | Programs | Microsoft Word
Cach 2: Nhay kép chudt 1én biéu tuong cta phan mém Word néu nhu nhin thay né bit ky
& chd ndo: trén thanh tac vu (task bar), trén man hinh nén ciia Windows, vv..
Cich 3: Néu muén mo nhanh mot tép van ban vira soan thao gan day nhat trén may tinh
dang lam viéc, c6 thé chon Start | Documents, chon tén t€p van ban (Word) can mé. Khi
d6 Word sé khéi dong va mo ngay t€p van ban vira chi dinh.
Cong cu soan thdo van bdn

Sau khi khoi dong xong, man hinh lam viéc cia Word thudong c6 dang nhu sau:
Thudng thi méi trudng 1am viée trén Word gdm 4 thanh phan chinh:
- Cira s0 soan thao tai liéu: La noi dé ché ban tai lidu. Ban c6 thé gd van ban, dinh dang,
chén cac hinh anh 1én day. Noi dung trén cira sd nay s& dugc in ra may in khi st dung 1énh
in.
- Hé thong bang chon (menu): chira cic 1énh dé goi t6i cac chic ning ctia Word trong
khi Iam vi¢c. Ban phai dung chudt dé mé cac muc chon nay, doi khi ciling co thé st dung
t6 hop phim tat dé goi nhanh téi cic muc chon.
- Hé théng thanh cong cu: bao gém rat nhiéu thanh céng cu, mdi thanh cong cu bao gom
cac nat lénh dé phuc vu mot nhom cong viéc nao d6. Vi du: khi soan thao van ban, ban
phai str dung dén thanh cong cu chuin Standard va thanh cong cu dinh dang Formating;
hodc khi v& hinh cin dén thanh cong cu Drawing dé 1am viéce.
- Thuée ké: gom 2 thudce (ruler) bao vién trang vin ban. St dung thude nay ban co thé
diéu chinh dugc 18 trang vin ban, ciing nhu thiét 1ap cac diém dich (tab) mot cach don gian
va truc quan.
- Thanh trang thai: giup ban biét dugc mot vai trang thai can thiét khi lam viéc. Vi du:
ban dang lam viéc & trang my, dong bao nhiéu, .v.v.

1.3 Soan thdo van ban

Lam viéc véi word 1a 1am viée trén céc tai 1iéu (Documents). Mobi tai lidu phai dugc
cat 1én dia v6i mot tép tin c6 phan mo rong .DOC. Thudng thi cac tép tai lidu cia ban s&
dugc cat vao thu myc C:\My Documents trén dia cimg. Tuy nhién, ban c6 thé thay doi lai
thong s6 nay khi lam viéc vi Word.

Thong thudng sau khi khai dong Word, mot man hinh trang xuat hién. D6 ciing 1a
tai liéu méi ma Word tu dong tao ra. Tuy nhién dé tao mot tai liéu méi, ban c6 thé su dung
mot trong cac cach sau:

- M& muyc chon File | New..; hodgc
- Nhén nat New trén thanh cong cu Standard; hodc
- Nhén t6 hop phim tit Ctrl + N.

1.4 Lwu tai liéu, van ban

bé ghi tai liu dang lam viéc lén dia, cé thé chon mot trong cac cach sau:
- M& muyc chon File | Save..; hodc
- Nhén nit Save trén thanh cong cu Standard; hodc



- Nhén t6 hop phim tat Ctrl + S.

S€ c6 hai kha nang xay ra:

Néu day 1a tai licu méi, hop thoai Save As xuét hién, cho phép ghi tai liéu nay boi
mot tép tin méi: “GO tén t&p tin vao day”

Hay xac dinh thu muc (Folder)- noi s& chira tép tin méi nay roi gd tén tép tin vao
muc File name: (vi du Vanbanl roi nhan nat Save dé két thuc viéc ghi ndi dung tai
liéu.

Néu tai liéu da duoc ghi vao mot tép, khi ra 1énh cAt tat ca nhitng su thay ddi trén tai liéu
s€¢ dugc ghi lai Ién dia.

Thyc hién thao tac luu tai li€u thuong xuyén trong khi soan tai li€u, dé tranh mat dir liéu
khi gdp cac su cb mat dién, hay nhirng truc trac cua may tinh.

1.5 M¢ tai li€u, van ban da luu trir
Tai li¢u sau khi da soan thao trén Word dugc luu trén dia dudi dang t&p tin co ph?m
mé rong 1a .DOC. Dé md mot tai lisu Word di c6 trén dia, c¢6 thé chon mot trong cac cach
sau:
- M& muc chon File | Open; Aodc
- Nhén t6 hop phim tit Ctrl+O.
Hop thoai Open xuat hién:
Hay tim dén thu muc noi chira tép tai licu cAn mé trén dia, chon tep tai licu, cudi cung
nhén nat 1énh dé tiép tuc. Tép tai li¢u sé duoc md ra trén man hinh Word.
Mait khéc, nguoi dung cling co thé thuc hién md rat nhanh nhiing tép tai li€u da lam viéc
gan day nhat bang cach mé muc chon File nhu sau:
- Nhén chu6t 1én tép tai liéu can m&
- Tiép theo nhan chudt 1én tén tép tai liéu can mo.
Khi khong lam viéc véi1 Word, cé thé thuc hién theo mot trong cac cach sau:
- M& muc chon File | Exit sodc
- Nhén t6 hop phim tat Alt + F4.

BAI 2. TRINH BAY VAN BAN
Muc tiéu:
— Su dung dugc céac doi tuong va hi€u ung dé trinh bay van ban;
— Trinh bay céch thuc dinh dang van ban;
— Dinh dang dugc mdt van ban dung yéu cau

2.1 Dinh dang van ban

Nhap van ban

Nhép vin ban 1a khau ddu tién trong qui trinh soan thao tai liéu. Thong thudng lugng vin
ban (Text) trén mot tai lidu 13 rat nhidu, ngudi dung tiép can duoc cang nhiéu nhitng tinh
nang nhap van ban thi cang tdt, boi 18 no s& lam tang toc dd ché ban tai lidu.

Sir dung bd gé tiéng Viét



Str dung b gd va bd phong chit Unicode. Vi hé thdng méi nay viée trao doi thong
tin da tré nén don gian hon.

Khi nao trén man hinh cta ban xuét hién biéu tugng: hodc 1a khi ban co thé g0 dugc tiéng
Viét. Néu biéu twong xuat hién chit E (kiéu gd tiéng Anh), ban phai nhan chudt 1én biéu
tuong 1an nira hodc nhén t6 hop phim néng Alt + Z dé chuyén vé ché d6 go tiéng Viét. Qui
tic gd tiéng Viét nhu sau:

Go6 Puoc chir Go Pwoge diu
aa a f huyén
aw a S sac
00 0 r hoi
oW o X nga
w - ] nang
Vi du:

GO tu: “Cong hoa xa hoi chu nghia Viét Nam”

Str dung ban phim

Bat tiéng Viét (néu ban mudn gb tiéng Viét) va st dung nhimng thao tac soan thao
thong thuong dé soan thao tai liéu nhu 1a:

- Cac phim chir a, b, ¢, .. Z;

- Céc phim s6 tir 0 dén 9;

- Cac phim dau: “><?[]{}...

- Str dung phim Shift ¢ g& chit in hoa va mot sé dau;

- Str dung phim Caps Lock dé thay ddi kiéu g& chit in hoa va chit thudng;

- Str dung phim ¢ Enter dé ngit doan vin ban;

- Sir dung phim Tab dé dich diém Tab;

- Str dung phim Space Bar dé chén dau cach;

- Sir dung cac phim miii tén: <1 |— dé dich chuyén con tré trén tai lidu;

- Sir dung phim Page Up va Page Down dé dich chuyén con tro vé dau hodc cudi ting
trang man hinh,;

- Phim Home, End dé dua con tré vé dau hodc cudi dong van ban;

- Phim Delete dé xo4 ky tu van ban ding ké sau diém tro;

- Phim Backspace dé xo4 ky tu dung ké trudc diém tro

2.2 Thao téc trén khdi viin ban

Muc ndy cung cip nhirng k¥ ning thao tic trén mot khdi van ban bao gém: sao chép, cit
dan, di chuyén khéi van ban. Giap 1am ting tbc do soan thao vin ban.

Sao chép

Sao chép khdi van ban 1a qua trinh tao mot khdi van ban méi tr mot khdi van ban da co
san. Phuong phap nay dugc ap dung khi ban can phai go lai mot doan van ban giong hét



hodc gan giong véi mot doan vin ban di c6 sin trén tai liéu vé mat ndi dung ciing nhu
dinh dang (chung ta s& tim hiéu khai niém dinh dang & phan tiép theo).

Cach lam nhu sau:

Bude 1: Lua chon khdi vin ban can sao chép.

- Di chuét va khoanh viing van ban can chon; hodc

- Dung cac phim miii tén «1|— két hop viéc giit phim Shift & chon ving vin ban. Chon
dén dau ban sé théy van ban dugc béi den dén do.

Buwéc 2: Ra lénh sao chép dit liéu bang mot trong céc cach:

- M&é muc chon Edit | Copy; hodc

- Nhéan ntit Copy trén thanh cong cu Standard; hodc

- Nhén t6 hop phim néng Ctrl + C;

Bude 3: Dan van ban da chon 18n vi tri can thiét. Ban 1am nhu sau:

Dit con tro vao vi tri can dan van ban, ra 1énh dan béng mot trong céac céach sau:

- M& muc chon Edit | Paste; hodc

- Nhén nt Paste trén thanh cong cu Standard; hodc

- Nhén t6 hop phim néng Ctrl + V.

Di chuyén khdi vin ban

Véi phuong phap sao chép van ban, sau khi sao chép dugc doan van ban mai thi doan van
ban cii van ton tai dang vi tri cua no. Néu muén khi sao chép doan van ban ra mdt noi khac
va doan van ban cii s¢ dugc xo0a di (tic 1a di chuyén khdi van ban dén mot vi tri khac),
phuong phap nay s& gitp lam diéu d6. C6 thé thuc hién theo hai cach nhu sau:
Cach 1:

Bude 1: Lua chon khdi van ban can di chuyén;

Buwéc 2: Ra lénh cit vin ban c6 thé bang mét trong cac cach sau:

- M& muc chon Edit | Cut; hodc

- Nhén nat Cut trén thanh cong cu Standard; /odgc

- Nhén t6 hop phim néng Ctrl + X.

Vin ban da chon s& bi cat di, ching s€ dugc luu trong bo nhd dém (Clipboard) cua may
tinh.

Budc 3: Thyc hi¢n Iénh dan van ban (Paste) nhu da gigi thi¢u & trén vao vi tri dinh trudec.
Cach 2:

Bude 1: Lua chon khdi van ban can di chuyén;

Buwéc 2: Dung chudt kéo ré ving vin ban dang chon va thd 1én vi tri can di chuyén dén.
Phuong phap nay goi la kéo — tha (drag and drop).

Thiét 1ap Tab

Tab 1 cong cu duoc st dung rat nhiéu trong viéc nhip vin ban. Ngoai kha ning dich
chuyén diém tr6 theo tung budce nhéy, muc nay s& gidi thi€u cach s dung Tab cho viéc tao
mot van ban hién thi dudi dang cac cot.

Hay tao bang dit li¢u nhu sau: STT /Ho va tén /Dia chi

Cac budc thuc hién:



Budce 1: Dinh nghia khodang cach cho céc cot cua bang bdéi hop thoai Tab nhu sau:
M6 bang chon Format | Tab.., hop thoai Tab xuét hién:

- Hop Default tab stops: dé thiét lap budc nhay ngam dinh cua Tab. Hinh trén budc ngam
dinh 1a 0.5 cm (tac 1a mdi khi nhan phim Tab, con tro s€ dich mét doan 0.5 cm trén man
hinh soan thao). C6 thé thay d6i gia trj buéc nhay ngdm dinh Tab trén man hinh soan thao
Word bang cach g mot gia tri sé (don vi 1 cm) vao hop nay;

- Bang trén c6 3 cot, mdi cot s& duoc bat dau tai mot vi tri ¢6 khoang cach ¢ dinh dén 18
trai trang vin ban ma ta phai thiét 14p ngay sau day.

Gia str ot STT céch 1é trai lem,

cot Ho va tén cach 18 trai 3 cm,

¢t Dia chi cach 18 trai 8 cm.

Khi d6 phai thiét 1ap cac théng sb nay trén hop thoai Tab nhu sau:

Hop Tab stop position: g6 1 (g5 khoang cach tir cot STT dén mép 18 trai trang van ban;

& muc Alignment- chon 1& cho dit liéu trong cot nay (cot STT):

Left — canh 18 dit liéu bén trai cot,

Right- canh 1& bén phai cot,

Center — can 1& gitra cot, hay chon Center. Chon xong nhén nat Set.

Tuong tu 1an lugt khai béo vi tri Tab cho céc cot con lai: Ho va tén (3) va cot Dia chi (8).
Cubi cling nhan nit Ok dé hoan tat viéc thiét lap tab cho cac cot va co thé sir dung chung.
nut Clear- dé xoa bo diém Tab dang chon; nut Clear All - dé xo04 bo toan bd cac diém tab
dang thiét 14p trén hop thoai).

Budre 2: Cach sir dung nhitng diém Tab vira thiét lap & trén dé tao bang dir lidu:

Khi con tro dang nam & dau dong van ban, nhéan Tab dé nhap dir liéu cot STT.

Nhép xong nhén Tab, con tro s& chuyén dén vj tri tab tiép theo (vi trf cot ho va tén)

Nhap tiép dir liéu Ho va tén.

Nhép xong nhén Tab dé nhap dir liéu cdt Dia chi.

Lam tuong tu v6i cac dong tiép theo, ban d3 co thé tao dugc bang dir liéu nhu yéu ciu &
trén.

2.3 Dinh dang van ban
Nhép van ban bao gém cac thao tac dé g0 dugc van ban lén tai liéu. Con dinh dang
vin ban bao gém cac thao tac giup 1am dep vin ban theo ¥ mudn.
Dinh dang don gidn
Dé c¢6 duoc nhimng k¥ ning dinh dang vin ban dau tién, don gian nhat nhu 1a: phong chi,
mau sic, c& chit, 1& v.v.

Chon phong chix

Chon c& chir

Chon kiéu chit:
Mit khac c6 thé thiét 1ap van ban boi to hop nhiu kiéu chir: vira béo, vira nghiéng hoic
vtra c6 gach chan.

Chon mau chir



Chon mau nén vén ban

Hop thoai Font
Dinh dang doan van bdn
Mai dau Xuéng dong (Enter) sé€ tao thanh mdt doan van ban. Khi dinh dang doan van ban,
khong can phai lya chon toan b van ban trong doan d6, ma chi can dat diém tro trong
doan can dinh dang.
Dé mé tinh nang dinh dang doan van ban, mé muc chon Format | Paragraph, hop thoai
Paragraph xuit hién:
Muc Aligment: chon kiéu can 1 cho doan:

- Justified — can déu 18 trai va 1& phai;

- Left — can déu 18 trai

- Right — can déu 1& bén phai

- Center — can giira 2 18 trai va phai.
Muc Indentation: thiét 1ap khoang cach tir mép 1& doan so véi 1é trang:

- Left — khoang céch tu 18 trai doan dén 18 trai cua trang van ban;

- Right- khoang cach tir 1& phai ctia doan dén 1& phai ciia trang van ban

2.4 Chén cac d6i twong vao vin ban

Thiét lip Bullets va Numbering

Phan nay s& hudng din cach thiét 14p cac loai danh ddu diu doan (Bullets) va cach
danh sb chi muc (Numbering) cho cac tiéu dé trén tai liéu word.

Thiét lip Bullets

Dé danh diu dau dong mot doan vin ban, hiy lam theo cac budc sau day:

Budre 1: Dit con trd 1én doan can danh dau dau dong va kich hoat tinh nang danh dau dau
dong bang cich mé muc chon: Format | Bullets and Numbering .., hop thoai sau day
XUt hién:

Budre 2: Thiét 1ap thong tin vé dau dau dong ¢ thé Bulleted chon:

Thiét Iip Numbering

Bude 1: Dit con tré 1én doan can danh s chi muc va kich hoat tinh nang danh sb chi muc
bang cach md muc chon: Format | Bullets and Nubering .., hop thoai sau day xuat hién:
Budre 2: Thiét 1ap thong tin vé danh sé chi muc & thé Numbered nhu sau:

- Muc Number position dé thiét lap vi tri cua chi muc trén doan van ban;

- Text position dé thiét 1ap khoang cach vin ban so voi mép 18 cua trang tai lidu.

Chia c¢t van bdan

Microsoft Word cung cip tinh ning Columns giup ngudi dung dé& dang chia vin ban cua
minh thanh nhiéu c6t (giéng nhu dinh dang trén cac trang bao va tap chi).

M&di doan vin ban ¢6 thé duogc chia thanh cac cot ¢6 do rong khac nhau. Trén mdi cdt, co
thé thuc hién chén céac thong tin nhu: bang biéu, hinh v&,.. nhu thao tac trén céc trang tai
li€u binh thuong.

Thuec hién thao tac chia cot van ban

Buwéc 1: Lya chon (bdi den) ving van ban cin chia 1am nhiéu cot;



Budc 2: Kich hoat myc chon Format | Columns. Hop thoai Columns xuét hién: Thiét lap
cac thong sb cho hop thoai Columns véi cac ¥ nghia nhu sau:
- Y nghia cac hop chon & myc Presets nhu sau:
One - 1 cot;
Two - 2 cot;
Three - 3 cot;
Left - chia van ban thanh 2 cét, cdt bén trai co chiéu rong béng mot nira cdt bén
phai;
Right - chia van ban thanh 2 cot, cot bén phai co chiéu rong béng mot nira ¢t bén
trai;
- Ban c6 thé thiét lap s6 cOt can tao ra nhiéu hon bﬁng cach go s6 cOt vao muc
Swra lai dinh dang
Dé stra lai dinh dang cdt da chia, hay lam theo 2 budc
Bude 1: Dat diém tré vao mot vi tri bt ky trén vung van ban da chia cot.
Budée 2: Kich hoat menu Format | Columns., Hop thoai Columns xuat hién cho phép
chinh stra cac thong sb vé cac cot di chia.

2.5 Cac hiéu irng dic biét

Tao chit cai 16n dau vin ban

Tinh ning DropCap cua word giup tao cac kiéu chit cai 16n dau tién cho mot doan vin
ban.

Cach tao

Dé tao chit cai 16n dau doan van ban, hay lam theo cac budc sau:

Bude 1: Dit con tro 1én doan can tao chit cai 16n dau doan; khoi dong tinh nang Drop
Cap bang cach: mé muc chon Format | Drop Cap. Hop thoai Drop cap xuét hién:

Buwéc 2: thiét 1ap cac thong sb cho chit 10n nay:

- Muc Position- dé chon kiéu chir can dat. C6 3 kiéu chir 1a: None — khong thiét lap;
Dropped va In Margin.

- Hop Font:- chon phong chit cho chit cai nay;

- Muc Line to drop:- thiét 1ap s6 dong vin ban lam chiéu cao cho chi;

- Muyc Distance from text:- g vao khoang cach tir chir cai 16n nay dén ky ty tiép theo no.
- Cubi cung, nhdn OK dé hoan tat.

Piéu chinh chir cdi l6n & diu doan

Dé thay d6i lai chir cai 16n dau doan da tao dugc, hiy lam nhu sau:

Bude 1: Dit con tré 1én doan can sira chit cai 1on dau doan; khéi dong tinh nang Drop
Cap;

Bwéc 2: Thuc hién thiép 1ap lai céc thong sb trén hop thoai nay. Cudi cung nhan OK dé
chap nhan sy thay doi.

Bai tap thwe hanh



BAI 3. XU LY BANG BIEU

Muc tiéu:

— Mo ta duogc cac thao tac tao va xu ly bang biéu;

— Trinh bay ndi dung vin ban trén bang biéu.
3.1 Chén bang biéu vao vin ban
Cach 1: Str dung muc chon Insert Table
DPé chén mot bang mai 1€n tai li€u, mo muc chon: Table | Insert | Table...
Hop thoai Insert Table xuét hién:
Hay dién thong tin vé cau trac bang mdi 1én hop thoai nay:
- Muc Table size: cho phép thiét 1ap sb cot (Columns) va s6 dong (Rows) cho bang:
-G6 sb cOt cia bang vao muc: Number of columns:
- G& s dong cua bang vao myc Number of rows:
- Muc AutoFit behavior: thiét lap mot s6 cac thudce tinh tyu dong can chinh:
- Fixed column with: s& ¢ dinh chiéu rong ctia moi cot 1a: Auto — tu dong cin chinh
chiéu rong cho c0t; hodc ban go vao do rong ctuia mdi ¢ot vao muc nay (tét nhét chon Auto,
c6 thé can chinh do rong cuia cac cot sau nay);
- AutoFit contents: tu dong diéu chinh d6 rong cac cot khit voi dir liéu trong cot éy;
- AutoFit window: ty dong diéu chinh d6 rong cac cot trong bang sao cho bang c¢é chiéu
rong vira khit chiéu rong trang vin ban.
Nén chon kiéu Auto ciia muc Fixed column with:
- Nut Auto format cho phép ban chon lya dinh dang ctia bang s€ tao theo mot s6 mau
bang da c6 san nhu la:
Hay chon mot kiéu dinh dang & danh sach Formats: (néu ban cam thiy ung ).
Nguoc lai ¢ thé bdm Cancel dé bo qua budc nay.
- Néu chon muc, thi thong tin vé chu tric bang hién tai s& la ngém dinh cho cac bang tao
maoi sau nay.
- Cubi cung nhan OK dé chén bang 1én tai liéu:
Cach 2: St dung thanh cong cu: Ban c6 thé nhan nut Insert Table trén thanh cong cu
Standard dé chén mot bang 1én tai liéu. Bang chon sau day xuat hién, cho phép chon sé
dong va s cot clia bang:
Hinh trén chon mot bang maéi voi 3 dong va 3 ¢dt. Sau khi thyc hién 1€nh trén, sé thu dugc
két qua nhu sau:

3.2 Céc thao tac trén bang biéu

Sau khi d3 chén mot bang 1én tai liéu, ban van c6 thé thay di cu triic bang bing cach:
chen thém hodc x04 di cac cdt, cac dong cua bang.

Gia st ban da chén va nhép dir liéu cho bang nhu sau:

STT Ho tén Ngay sinh

1 Nguyén Vin Nam 12/3/1995




Bay gio muon chén thém mét cot Gidi tinh vio sau cot Ho tén. Thyc hién nhu sau:

Budre 1: Dat diém tro 1én cot Ho tén;

Budce 2: M& muc chon Table | Insert | Columns to the right (chén thém mot cot vao bén
phai cdt dang chon). Mgt cot mdi duge cheén vao bén phai cot Ho tén:

Hay thuc hién nhép dir li¢u cho ¢ot Gidi tinh nay:

STT Ho tén Giédi tinh Ngay sinh
1 Nguyén Vin Nam | Nam 12/3/1995
2 Tran Thi Binh Nir 22/1/1991

Muén chén thém dong vao cudi bang dé nhdp thém dir liéu, lam nhw sau:

Budére 1: Dit diém tro vao dong cudi cuing (Tran Thi Binh);

Budce 2: Mo muc chon: Table | Insert | Row below (tirc 1a chén thém dong méi vao phia
dudi dong dang chon). Mgt dong maéi dugce chen vao bang.

STT Ho tén Gidi tinh Ngay sinh
1 Nguyén Vin Nam | Nam 12/3/1995
2 Tran Thi Binh Nir 22/1/1991

Chen thém (cdc) cot moi vao bang nhw sau:

Buwdc 1: Chon (boi den) toan bo cot mubn chén: gia su muén chén thém 1 ¢dt vao trude
cot Ngay sinh, ban bo6i den toan bd cit Ngay sinh;

Buwéc 2: Nhan phai chudt 1én vung boi den cua bang, roi mo muc chon

Mot cot méi s€ dugce chen vao trude cdt Ngay sinh.

Twong tu, dé chén thém (cdc) dong méi vao bang:

Bwéc 1: Chon (boi den) toan bd dong mudn chén: gia st mudn chén thém 2 dong
1én dau bang, boi den toan bo 2 dong c6 STT 1a 1 va 2;

Bwéc 2: Nhin phai chudt 1én ving boi den cua bang, rdi md muc chon. Hai dong méi s&
dugc chen 1én trude hai dong cil.

Dé xod (cdc) cot ra khoi bang, lam nhw sau:

Buwdc 1: Chon (bdi den) toan b cac cot mudn x04;

Budrc 2: Nhin phai chudt 1én vung bodi den ctia bang, r6i mé muc chon. Céc cot duge chon
s¢€ bi xo0a ra khoi bang.

Dé xod (cdc) dong ra khéi bang, lam nhw sau:

Budc 1: Chon (bdi den) toan bo cac dong mudn x04;

Bude 2: Nhan phai chudt Ién ving béi den cua bang, r6i m& muc chon. Toan bo cac dong
da chon s€ dugc xoa ra khdi bang.

Tron 6: Tron 0 1a thao tac tron nhiéu 6 k& nhau trén mot bang lai thanh mot 6. Xét vi du
sau:



STT Ho tén HK1 HK2
HOC LUC | HANH KIEM
1 Nguyén Vin Anh Tét Tt
2 Tran Thanh Tra Tt Tt
Cach lam:
Dau tién tao bang nhu sau:
STT Ho tén Hoc ky 1 Hoc ky 2
HQC LUC HANH KIEM
1 Nguyén Vin Anh Tt Tt
2 Tran Thanh Tra Tt Tot

Sau d6 lan luot tron cac 6. vi du, dé tron 6 Ho va tén:

Bude 1: Boi den 2 6 can tron cua 6 Ho tén;

Buwdc 2: Mé muc chon Table | Merge Cell. Khi d6 2 6 da chon s€ dugc tron thanh mot 6.
Tuong tu, ban hay lan luot trén cac 6 con lai.

Vé bang

Trong truong hop mudn v& thém cac dudng cho bang, ban cé thé sir dung chirc ning nay.
Hay mo thanh cong cu Tables and Borders, nhin niit Draw Table. Con chudt lic nay
chuyén sang hinh chiéc bat v& va ban co thé ding nd dé ké thém cac dudng ké cho bang.
Dinh dang dir li¢u trong 6

Viéc dinh dang phong chit, mau chir trén bang biéu thue hién theo nhu phén dinh dang chir
da trinh bay ¢ (muc 1.2).

Dinh dang lé

Buwéc 1: Chon (boi den) cac 6 can dinh dang;

Buwdc 2: Nhay phai chudt 1€n vung boi den, mé muc chon 1oi chon kiéu 18 mudn dinh dang
theo bang:

Dinh dang huong van ban

Ban c6 thé dinh dang hudéng vin ban trong 6 (hién thi theo chiéu doc, hay chiéu ngang).

Pé dinh dang huéng lam nhu sau:

Buéce 1: Chon 6 can dinh dang hudng;

Buwdc 2: Nhay phai chudt 1én vung da chon, md muc chon, hdp thoai Text Direction Xuét
hién: Hay dung chudt nhan vao huéng mudn thiét 1ap & muc Orientation.

Buéc 3: Nhan OK d¢ hoan tat.

T nén, ké vién

Dé t6 mau nén hay ké vién cho mot ving cta bang, cach lam nhu sau:

Buwéc 1: Chon céac 6 (boi den) can t6 nén hay dit vién;

Bude 2: Nhan phai chudt 1én vung da chon, mé muc chon.

Hop thoai Border and Shading xuét hién:

Thé Border cho phép thiét lap cac dinh dang vé d-ong ké cua vung lya chon:



- Muc Style: chon kiéu duong dinh thiét lap;

- Muc Color: chon mau cho duong théng;

- Muc Width: chon d§ day, méng cho duong;

- Muc Setting: chon pham vi dudng can thiét lap. Ngoai ra, co thé chon pham vi cac
duong can thiét 1ap dinh dang & muc Preview;

- Muc Apply to: dé chon pham vi cac 6 thiét 14p cho phu hop: Table — s& thiét 1ap dinh
dang nay cho toan bo bang; Cell- chi thiét 1ap cho cac 6 da chon;

- Nhan Ok dé két thuc cong viéc.

Thé Shading cho phép thiét 14p cac dinh dang vé t6 nén bang:

- Muc Fill: chon chon mau can to. D c6 sdn mot hop voi rat nhiéu mau. Nhan nat More
Colors dé tu chon cho minh nhitng mau khac:

- Muc Apply to: dé chon pham vi cac 6 can t6 mau nén: Table — to toan bd bang; Cell- chi
td cho cac 6 da chon;

- Nhin Ok dé két thuc cong viéc.

Bai tap thwe hanh

BAI 4. BAO MAT VA IN AN
Muc tiéu:
— Chon lva ché do6 va hiéu chinh truéc khi in én;

— Thuc hién duoc cac thao tac tron van ban

4.1 Biao mat

Viéc bao vé dir li€u trén Word dugc phan thanh cac muc d6. Muc dd cao nhét 14 bao vé
khi mé tép tai licu, va mic do thur hai la bao vé su thay dbi dir liéu trén tép tai ligu. St
dung mirc do nao la do ban quyét dinh, tuy thudc vao muc dich.

Nguyén tic bao vé cho mdi mirc 1a: gan mot mat khau (Password). Khi d6, chi khi nao
ngudi dung nhap dung mat khau da gan méi c6 thé lam duoc viéc ma da bao vé.

Bido vé khi mé tép tai liéu

Bude 1: Mo tai lidu cin bao vé trén word;

Budc 2: Mo muc chon: Tools | Options.., hop thoai Options xuat hién:

Trén thé Save, ban hay g6 vao mat khau bao vé tép khi m¢ & muc Password to Open:, g0
xong nhan OK. Hop thoai Confirm Password xuét hién, yéu cau ban nhép lai mat khéu
vua go:

Hay gd lai mat khau vira gb trude d6 vao muc Reenter password to open: G xong nhan
OK dé hoan tt.

Néu gb dung, hop thoai s& dong lai, viéc thiét 1ap mat khau khi mé vin ban da thanh cong.
Tiép theo ban phai nhap lai mat khau da gd trude do.

Sau khi di thiét 1ap mat khau bao vé tai liéu khi mé tép nay thanh cong, néu ngudi dung
mo tép tai liu nay ra dé 1am viéc, hop thoai sau day xuét hién yéu cau nhdp vao mat khau
bao vé. Nguoi dung phai nhap dung mat khiu ma ban di thiét 1ap 1én hop thoai ndy méi c6
thé mo duogc tép tai licu.



Bao vé khi sira ngi dung tai liéu

Bude 1: M6 tai liéu can bao vé trén word;

Budc 2: Mo hdp thoai Options;

Trén thé Save, hdy gd vao mat khau bao vé khi stra d6i ndi dung van ban & muc Password
to modify:, gd xong nhan OK. Hop thoai Confirm Password xuét hién, yéu cu nhap lai
mat khau vira gd. Hiy gd lai mat khau vira gd truéc do vao muc Reenter password to
modify: G6 xong nhdn OK dé hoan tat.

Néu gb dang, hop thoai s& dong lai, viéc thiét 1ap mat khau thanh cong. Sau khi da thiét 1ap
duoc mat khau, néu nguoi dung maé tép nay ra dé st dung, mot hop thoai yéu cu nhap mat
khau dé c6 thé stra duge ndi dung tai liéu

- Néu nhap mat khau ding, nguoi dung s& c6 quyén stra ndi dung tai liéu;

- Néu khong c6 mat khau, cling c6 thé nhan niit Read Only dé mo tép tai lidu nay dudi
dang chi doc- Read Only (dang nay thi khong stra va cat dugc ndi dung van ban). Cach bao
vé nay khong duogc hiéu qua 1dm khi ma cac k§ nang xir 1y dir liéu trén tai liéu hién nay la
rat don gian. Nén dung cach bdo v¢ khi mé tép dir li¢u thi hiéu qua s& cao hon.

4.2 In an
In an la cong doan rat quan trong va la khau cudi cung trong qui trinh soan thao tai liéu.
D¢ 1am to6t viéce in an cho tai liéu ciia minh, nén thuc hién theo qui trinh sau:

1. Binh dang trang in (Page Setup)

2. Soan thao tai li€u

3. Thiét 1ap tiéu dé dau, tiéu dé cubi trang, danh s trang (néu can)

4. Xem tai li€u trudce khi in (Print preview)

- Pinh dang trang in: day 1a budc phai lam dau tién khi soan thao mot tai liéu trén Word;
- Soan thao tai liéu: bao gdm tit ca cac k¥ ning dd dugc tim hiéu

- Thiét 1ap tiéu dé dau, tiéu dé cubi trang;

- Print Preview- 1a khau rat quan trong. Cho phép xem ndi dung céc trang in trude khi in;

- Thuc hién in tai li€u ra giéy.

Page Setup

Tinh nang nay giup thiét 1ap cu tric trang in, kho gidy in.

M& muc chon File | Page Setup.. dé kich hoat. Hop thoai Page Setup xuét hién:

In tai liéu

- Thé Paper Size: cho phép ban lya chon khé gidy in:



- Muc Paper size: dé chon khd giéy in. Bao gém céc khd: Letter, A0, A1, A2, A3, A4, AS5.
tuy thudc vao tung loai may in. Binh thuong, van ban dugc soan thao trén khd A4,
- Ngoai ra, c6 thé thiét 1ap chiéu rong (muc Width), chiéu cao (muc Height) cho kho gidy;
- Muc Orientation: dé chon chiéu in trén kho gidy. Néu 1a Portrait — in theo chiéu doc;
Lanscape — in theo chiéu ngang kho gidy;

- Muc Apply to: dé chi dinh pham vi cdc trang in duoc ap dung thiét 1ap nay. Néu 1a
Whole Document - 4p dung cho toan bo tai liéu; This point forward - ap dung bit dau tir
trang dang chon tro vé cudi tai liéu;

- Muc Preview — cho phép ban nhin thdy ciu triic trang in d3 thiét 1ap; - Nhan nit Default.
néu ban mudn ap dung thiét 1ap nay 1a ngdm dinh cho cic tép tai liéu sau ciia Word;

- Nhin OK dé ddng y va dong hop thoai lai.

Thé Margin: cho phép thiét lap 18 trang in:

- Muc Top: dé thiét 1ap chiéu cao cia 1& trén cla trang in;

- Muc Bottom: dé thiét 1ap chiéu cao cua 1& duéi cua trang in;

- Muc Left: dé thiét 1ap chiéu rong cua 1& bén trai ctia trang in;

- Muc Right: dé thiét 1ap chiéu rong ciia 1& bén phai ciia trang in;

- Muc Gutter: dé thiét 1ap bé rong phan gay tai liéu;

- Muc Header — thiét 14p chiéu cao ctia phan tiéu dé dau trang (Header);

- Muc Footer — thiét 1ap chiéu cao ctia phan tiéu dé cudi trang (Footer);

- Muc Apply to: dé chi dinh pham vi cac trang in d-gc 4p dung thiét lap nay. Néu la
Whole Document - 4p dung cho toan bo tai liéu; This point forward - ap dung bat dau tir
trang dang dat diém tro trd vé cudi tai liu;

- Muc Preview cho phép ban nhin thiy ciu tric trang in da thiét lap;

- Nhin nat Default. — néu ban mudn ap dung thiét 1ap nay 1a ngdm dinh cho cac tép tai liéu
sau cua Word;

- Nhan OK dé dong y va déng hop thoai lai.

Tiéu dé trang

Céch xay dung tiéu dé dau va tidu dé cudi:

M6 muyc chon View | Header and Footer, con tr 1ap tirc chuyén ngay vao phan tiéu dé
dau (Header):

Thanh cong cu Header and Footer ciing xuat hién:

Soan thao tiéu dé bang cach g truc tiép vin ban, roi dinh dang chung, ciing c6 thé chén
cac hinh anh, d6 hoa, bang biéu,... 1én tiéu dé nhu 1a chén 1én tai liéu.

Ngoai ra, co thé chén thém cac thong tin khac nira tir thanh cong cu Header and
Footer

Chén sb trang ty dong

Ngoai viéc chén sb trang tuy dong boi tinh ning Header and Footer, co thé chén
sb trang tw dong 1én tiéu dé trang bang cach:

M¢& muc chon: Insert Page numbers... Hop thoai Page numbers xuat hién:

- Myc Position — chon vi tri s& chén sb trang: Bottom of page chén vao tiéu dé cudi; hodc
Top of page chén vao tiéu dé dau trang;



- Muyc Aligment — dong hang cho sé trang: Right- bén phai trang; Left — bén trai trang
hoac Center- & gitra trang;

- Néu chon muc s& thuc hién danh s trang dau tién, trai lai trang dau tién s& khong duoc
danh sd, chi danh s6 tir trang thu 2 tré di;

- Muc Preview- dé xem két qua thiét 1ap trén trang tai li¢u;

- Nhin OK dé hoan tt cong viéc.

Xem tai liéu trudce khi in

Xem trude khi in (hay con goi Print preview) 1a viéc rat quan trong, dic biét d6i véi nhirng
ngudi moi hoc word, chua co nhiéu cac kj ning vé in 4n. Qua man hinh Print
Preview, c6 thé quan sat trudc duoc cdu tric trang in cling nhu noi dung chi tiét trén
trang in. Qua do s& c6 nhimng diéu chinh hop 1y, kip thoi dbi véi tai liéu cua minh dé khi
in ra s& thu duoc két qua cao nhu ¥ mudn.

Pé bat man hinh Print preview, ban c6 thé 1am theo mot trong hai cach:

Cach 1: Mé muc chon File | Print Preview

Cich 2: Nhan nat Print preview trén thanh cong cu Standard.

Man hinh Preview cung thanh cong cu Print preview xuét hién:

Man hinh Preview 1a noi hién thi ciu trtc, cling nhu ndi dung cac trang tai liéu trude khi
n;

Thanh coéng cu Print Preview cung cdp cic nit chirc ning dé lam viéc trén man hinh
Preview

In van ban

Sau khi dé ché ban xong tai liéu, da kiém tra lai cac 15i ché ban. Bude nay ban s€ thuc hién
in 4n tai liéu ra may in.

C6 nhiéu cach cho ban chon lya ra 1énh in 4n:

Cach 1: M6 muc chon File | Print.

Cich 2: Nhan t6 hop phim Ctrl + P

Hop thoai Print xuét hién:

- Hop Printer cho phép chon mdy in can in (trong truong hop mdy tinh ¢é ndi téi nhidu
may in). Nt Properties cho phép thiét 1ap cac thudc tinh cho may in néu can;

- Hop Page range- cho phép thiét 1ap pham vi cac trang in:

- Chon All — in toan bg céc trang trén t&p tai ligu;

- Current page — chi in trang tai liéu dang chon;

- Pages — chi ra cac trang can in. Qui tic chon ra cic trang can in nhu sau:

<tir trang>-<dén trang>

Vi du:

Chi in trang s6 5: 5

In tir trang 2 dén trang 10: 2-10

In tir trang 2 dén trang 10; tir trang 12 d&én 15: 2-10, 12-15

- Hop Copies — chi ra s ban in, ngam dinh 1 1. Néu in nhiéu hon 1 ban, hiy gd s6 ban in
vao day;



- Hop Page per sheet d¢ chi ra s trang tai liéu s& dugc in ra mot trang gidy. Ngam dinh 13
1, tuy nhién c6 thé thiét 1ap nhiéu hon s trang in trén mot trang gidy, khi d6 c& s& rat bé;

- Cubi cung nhan nat OK dé thyc hién viéc in an.

4.3 Tron van ban

Mot tinh nang rit manh cla phﬁn mém soan thao vian ban Microsoft Word 1a tron tai
lidu (Mail Merge). Diéu nay da gitp ich cho cac nhan vién vin phong rat nhiéu trong
viéc in cac danh sach cia minh ra cac phiéu nho.

Chung ta hdy tim hiéu tinh huéng sau:

Lan 1a Bi thu chi doan 16p Q9A1, c6 dang phai soan thao cac gidy moi dé giri t6i cac
ban sinh vién tham dy budi lién hoan vin nghé do Chi doan td chirc. Danh sach khach
moi da duoc liét ké trén mot bang Word (hodc trén Excel) nhu sau:

TT Ho tén Lép

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

Tinh ning Mail Merge clia Word sé& giup Lan don gian va rat nhanh chéng tao ra dugc
cac gidy moi ghi day du thong tin can thiét.

Budc 1. Chuan bj dit liéu
Phai chic chin ban di tao dugce danh sach khach moi nhu sau:

TT Ho tén Lép

1 Nguyén Vin Anh Q9A2
2 Thach Hai Van Q9A2
3 Bui Thi Ninh Q9A3
4 Lé Quang Tam Q9A3
5 Nguyén Thi Ha Q9A4

Bang nay co6 thé dugc soan trén Word, trén Excel hodc mot bang trén Access, Foxpro.
Budc 2: Soan thao mot miu gidy moi

Kich hoat tinh nang Mail Merge

Kich hoat tinh nang tron tai li€éu cua Word bﬁng cach mo muc chon Tools | Mail Merge.
Hop thoai Mail Merge Helper xuat hién:

O muc bidm chudt nit Creat va chon muc Mailing Label, hop thoai sau day xuét hién:
Hay chon Active Window dé tiép tuc:

O muc, nhan chuot nat Get Data va chon muc Open Data Source.., hop thoai Open Data
Source xuét hién, ban hay chon tép chira danh sach khac moi da tao roi nhéin Open.



Sau khi mé dugc t€p chira danh sach khach moi, co thé nhin Close dé dong hop thoai
Mail Merge Helper va sir dung thanh céng cu Mail merger dé chén cac trudng tin can
thiét 1én tai lidu:

Néu khong théy thanh cong cu Mail Merge xuét hién trén man hinh, c6 thé hién thi nd
bang cach chon thuc don View | Toolbars | Mail Merge.

Chén cac truong tin 1én Mail Merge

Dé chén mot treong tin 1én gidy moi, lam nhu sau:

Bude 1: Dat diém tré vao vi tri can chén thong tin trén tai li¢u: dat 1€n phén dinh chén
tén (néu mudn chén truong Ho tén) hodc dit diém tré 1én muc 16p (néu mudn chén truong
Lop); , ‘

Buwdc 2: Trén thanh cong cu Mail merge nhan nut Insert Merge Field, roi chon trudng tin
can chén lén tai lidu.

Sau khi chén dy du cc trudng tin vao nhimng vi tri hop 1y cua ching trén tai liéu, ban c6
thé chuyén sang budc tiép theo dé tién hanh tron ra cac Gidy moi.

Thuc hién

Nhan nat trén thanh céng cu Mail merge, hop thoai tuy chon tron thu Merge xuét hién:
C6 thé thiét 1ap thong sb cho hop thoai nay nhu sau:

- Muc Merge to: cho biét nhitng gidy moi duoc tao ra s& dit & dau:

New document- & mdt t€p word méi; hodc Printer — sé dugc in ngay ra may in;

- Muc Records to be merged: cho biét pham vi cac ban ghi s€ dugc tron ra: Alls€ thuc
hién tron tit ca cac ban ghi hoic From: — hiy chi ra tron tir ban ghi nao dén To: ban ghi
nao?

- Cubi cung nhan nut Merge dé thuc hién tron ra cac Gidy moi nhu da thiét 1ap.

Bai tap thuwe hanh 1
Bai tap thuc hanh 2
Bai tap thwe hanh 3



BAI 5. TONG QUAN VE EXCEL

Khéi dong MS-Excel
= Cach 1: Nhip chudt vao niit Start > Programs = Microsoft Excel
= Cich 2: Nhip dup chudt vao biéu twong Microsoft Excel c6 trén man hinh
Desktop
Gi6i thiéu bang tinh cua Excel
+ SO bang tinh — workbook (*.xls)
» Trang bang tinh — sheet (sheetl, sheet2, ...)
« Caccot—A,B,C,...Z, AA,AB ...IV
+ Cachang-1,2,3,...1048576
Cac 6 — Al, Bl,... XFD1048576

Cira sO bang tinh

Thanh tiéu dé

Thanh thuc don I¢nh
Thanh cong cu

Thanh cong thirc
Puong vién ngang, doc
Thanh truot

Thanh trang thai
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4 » [ HySheetl ¢ sheetz f sheets / * 141
Thanh trang thidi — Ready [T "MWl [

Tao bang tinh méi theo mau mic dinh
= Cach 1: Nhip chudt vao biéu twgng [New] trén thanh cong cu
= Cach 2: Nhan t6 hgp phim Ctrl + N
» (Cach 3: Vao menu File/New.../Blank Workbook
M& mot tép di ghi trén 6 dia (Open)
= C1: Kich chuét vao biéu twong [Open] trén Toolbar
= (2: An t6 hop phim Ctrl+O
19



» (C3: Vao menu File/Open...

Open @
[E2 2 x5 Files Tl @- 1@ X i B~ Tods-
;—@-Dang_ky_mua_sach.xls

= Danh_Muc_Sach.x
My Recent B oS 1op a1 s
Documents @DS lop Az.xls
B o5 1op a3.x1s

1
= ]
Q

W o=

5

F— |
= |EH D5l _ka9TH =15
Deskbop E@Du_tru_mua_sach.xls
B ryFriends. xls
iy EIEJTinh cach,xls
My Documenks
My Compukter
ol File name: e = =
u} Open
My Mebwork _ | J
Places Files of kype: |.0.II Microsoft Office Excel Files (*.*; *.xls; *,xlk; *.htmg 4w Cancel

Ghi tép vao 6 dia (Save)
C1: Kich chudt vao biéu tuong Save trén Toolbar.
C2: An t6 hop phim Ctrl+S.
C3: Vao menu File/Save.
v’ Néu tép da dwoc ghi truée tiv trude thi lan ghi tép hién tai sé ghi lai sw thay doi ké
tir lan ghi trede (c6 cam gide la Excel khong thiee hién viéc gi).

v’ Néu tép chira dwoc ghi lan ndo sé xudt hién hop thoai Save As, chon noi ghi tép
trong khung Save in, g6 tén tép can ghi vao khung File name, dn mit Save.
v" Ghi Ivu bang tinh dudi mot tén khac
v Nhiap chudt vao thuc don 1én File = Save as
v" Chon thu muyc chira tép tin trong hop Save in
v" Nhép tén méi vao hop File name
v' Nhan nut Save dé ghi
v Ghi bang tinh dé c6 thé dua 1én trang web
v" Nhip chudt vao thuc don 1én File > Save as
v" Trong hdp Save in chon thu muc chira tép
v" Nhap tén cho tén tép tin mau vao hop File name
v' Trong hdp Save as type chon WebPage (*.htm:* html)
v/ Nhin nut Save dé ghi
v DPong bang tinh
v" Nhip chudt vao thuc don 1énh File > Close
v DPong chuong trinh MS-Excel
v' Cl: An t6 hop phim Alt+F4
v/ C2: Kich chudt vao nat Close & goc trén cung bén phai cira s6 1am viéc cia
v C3: Vao menu File/Exit
v' M& mot bang tinh
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v' Nhip chudt vao thuc don 1énh File & Open hodc nhip chudt vao biéu tugng
Open
v Di chuyén dén tép tin mudn mo
v/ Nhip dap chudt vao tén tép tin ¢ mo
v’ C6 thé thao tac dé tim tép trong cic thu muc khac twong tu nhu trong
Windows
v' Chon va mé nhiéu tép tin k& nhau
v Nhép chudt vao thyc don 1énh File = Open hoac nhép chudt vao biéu tugng
Open
v/ Chon tép tin dau tién trong danh sach, giit phim Shift va nhip chudt vao tén
tép tin cudi cung
v/ Nhan nat Open
v' Chon va mé nhiéu tép tin khong k& nhau
v' Nhip chudt vao thuc don 1énh File & Open hodc nhip chudt vao biéu tugng
Open
v Chon tép tin dau tién, giit phim Ctrl va nhap chudt vao tén cac tép tin khac
v/ Nhén nit Open
Thém tinh niang Sparkline
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o i !. g ~ | B sSparklimne Color ~ ti‘*’i = LN
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]
High Point -
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Standand Colioa
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Excel luon c6 dit liéu do thi va biéu dd rat phong phu dé mé ta dit liéu va xu hudng. Véi
Excel 2010, Microsoft dd bo sung thém mét tinh ning méi - Sparklines. Tinh ning nay cho
phép ngudi ding dit mot do thi ¢& nho (mini) hay mot dong nhan dinh khuynh huéng
trong mot 6 (cell). Sparklines 13 cach nhanh nhit va don gian nhat d& thém thanh phan do
thi hién thi vao mét cell.
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Sparkline 13 cach hitu ichi dé thém mét yéu té truc quan nhanh va gon.

Tinh nang Slicers

Slicers 1a mot trong nhiing tinh nang trong Excel 2010 c6 thé gifip ban giai thich dir liéu
cia ban d& dang hon. Mot cach nhanh chéng, ban cé cdi nhin truc quan thong qua sb
luong 16n dir lidu.

Roww Labels =% Surm of Sales Armount

Arts B Photographny S, 711

Gramnd Total S1a, FI1

Store e e e

Baellewvue = Arts & Photograp
Issaguah Children's Books
Eweraitt Computers S vt
Seattie = Histormy
Raedrmaormad My stery & Thrille
Edmonds rom Fiction
Tacorma Romance

Vi dy, ban c6 thé sir dung Slicers dé loc thong qua cac dir liéu cua ban va cé thé nhanh
chong tim thiy nhitng thong tin c6 lién quan.
Khi dit liéu trong bang tru xoay (Pivot Table) thay dbi, Slicer s& tw dong duoc cap nhat.

Pinh dang dir liéu c6 diéu ki¢n

Chtrc ning conditional format méi bao gdm nhiéu kiéu dinh dang va icons va kha ning to
sang chi nhitng muc dugc chi dinh nhu gié tri 16n nhat, nho nhét .. véi chi 1 bAm chuot.
Néu c6 mot bang véi nhidu s6 lidu khac nhau, théng thuong dé danh gia dir liéu, ching ta
thuong dung cac ham rit trich va loc dir liéu. Tuy nhién, véi chiic nang nay, khong can
dung ham, cang khong can lay dir lidu ra khoi bang ma van c6 thé danh gia chinh xac dir
liéu qua cach 1am noi bat cac 6 theo mot diéu kién dinh sin.

Thuc hién nhu sau: quét chon mot cot hodc dong dir liéu can danh gia, sau d6 bim nut
Conditional Formatting, mdt menu hién ra vdi cac tuy chon:

Kiéu danh gia sang loc:

Kiéu danh gia nay s& sang loc dit liéu ngay tai trong bang chir khong phai trich riéng ra
ngoai nhu cac phién ban Excel trudc ddy. Chuong trinh thyc hién —sang loc tai chd bang
cach lam ndi bat 1én nhimg 6 ding voi diéu kién hodc quy luat quy dinh. Sau day 1a hai
nhom quy luat chinh:

Highlight Cells Rules: lam ndi bat cac 6 theo mot trong cac dicu kién: Greater Than...
(16n hon), Less Than... (nh6 hon), Equal To (bang) mot gia tri so sanh nao d6, Between
(gitta 2 gid tri), Text that Contains (6 chit co chira chudi ky tu quy dinh), 4 Date Occurring
(theo quang thoit gian), Duplicate Values (6 dit li¢u trung nhau).
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Khi chon xong mot diéu kién 1am noi bat, s& xut hién mot hop thoai yéu cau nhdp gia tri
can so sanh va mau to ndi bat cho 6 phu hop vé6i diéu kién so sanh d6. Xong, bAm OK dé
chuong trinh thuc thi trong bang tinh.

- Top/Bottom Rules: quy luat nay gom céc diéu kién: Top 10 Items (danh ddu 10 6 co
gi4 tri 10n nhat), Top 10% (danh ddu 10% sb 6 co gia tri 16n nhat), twong tu v6i Bottom
10 Items va Bottom 10%, Above Average (6 c6 gia tri 16n hon gia tri trung binh cla
cot/hang), Below Average (6 c¢6 giad tri nhd hon gia tri trung binh cua cot/hang). Khi
chon danh gia theo dir 1iéu hang Top hoac Bottom, mot hop thoai yéu cu nhap s6 6
can 1am ndi, chiang han nhu Top 10 hay 20, Top 10% hay 20%..., sau d6 bim OK dé
hoan tat.

Kiéu danh gia hién thi mirc do:

- Data Bars: bam chon kiéu d4nh gia nay, chon mot mau ung y trong menu hién ra. Khi
d6, trong ving dir liéu s& xuét hién cot mau danh gida mac do dir liéu gitp dé dang so
sanh cling nhu nhan ra sy tdng giam cua sb lidu nhap vao. Cot mau cang dai thi sb lieu
cang co gia tri cao, nguoc lai la nhirng 6 gia tri thép.

- Color Scales: kiéu danh gia nay s& t6 mau cho cac 6 dit liéu theo 3 mau khac nhau,
mg véi mdi mau 1a mic do thép, trung binh va mirc d6 cao. Khi chon nhém Color
Scales, chon mot nhom mau trong menu hién ra va s& thiy chuong trinh 4p dung 1én
ving chon, ciing c6 thé tao quy luat mau bang cach chon Color Scales > More Rules.

- Icon Sets: bAm chon Icon Sets, chon mdt nhom biéu twong mong mubn, chuong trinh
s€ tu dong dat cac biéu tuong trude 6 dir liu.

- Vi du dau biéu thi sb liéu & mirc dd cao nhat, diu biéu thi sb liéu & mirc trung binh, va
déu biéu thi sb liéu thdp duéi ca mic trung binh, ddng bao dong. Mbi biéu tuong tng
vo1 mot mirc do, chuong trinh sé ty dong tinh toan gia tri trung binh cda toan cot hodc
dong dang so sanh va tién hanh dat biéu tugng thich hop vao ting 6 theo gia tri phan
tram ma 6 do6 dat dugc so vo1 mirc d§ chung cua ca cot hoac dong.

Ngoai nhirng kiéu dinh dang c6 diéu kién trén, cé thé tao riéng nhiing quy luat danh gia

khac bang cach bim nit Conditional Formatting > New Rule, tuy nhién viéc nay rat mat

thoi gian. Tot nhat nén sir dung nhing quy luat c6 san ma Excel di cung cép rat day du.

Khi khong vira y véi cac dinh dang da chon, dé xoa ching ma khong mat dir liéu, bAm

Conditional Formatting > Clear Rules, chon mot trong cac kiéu x6a nhu Clear Rules

from: Selected Cells (chi x6a trong cot chon), Entire Sheet (x6a trong ca trang tinh ), This

Table (chi x06a trong bang dang xu 1y).

C6 thé n6i nhom cong cu dinh dang nay cua Excel 2010 rat thil vi, n6 cho phép chiing ta

tao ra nhitng bang tinh dugc trinh bay rat khoa hoc va bat mit. Dic biét nhét 1a tinh tu

dong cao, giao di¢n bang tinh dep va kha nang danh gia, sang loc dir li¢u chuin xéc va doc
da0. Chac chin khi str dung chirc ning nay, s& thay himg thi hon rat nhidu khi xtr ly dir
liéu va tinh toan trong Excel.

PivotTables va PivotCharts

Gidng nhu PivotTables, PivotCharts ciing duoc thuc hién mot cach dé dang trong giao

dién méi nay. Tét ca nhitng cai thién madi vé viéc loc duge cung cép cho PivotCharts. Khi



tao mot PivotChart, cac cong cu PivotChart dac biét va cac menu ndi dung dugc cung cép
dé phan tich dir liéu trong biéu do, c6 thé thay doi layout, style va dinh dang cua biéu dd
hodc cac thanh phﬁn khac ctia n6 theo cung mdt cach cé thé thuc hién cho cac biéu d6
thong thuong. Trong Office Excel 2010, viéc dinh dang biéu d6 4p dung duoc duy tri khi
thay d6i sang PivotChart, diéu nay 13 mot bd sung nang cap dé theo cach ma no da lam
viéc trong cac phién ban Excel trudc day.

Dan dac biét (Paste Special)

Trong qua trinh sao chép doi khi chung ta cin dan ndi dung da sao chép hay cit tir bo

nhé vao véi mot sd chon loc nao do, khi do thay vi dung 1énh Paste ban hdy s dung

Paste Special... Sau khi chon ving, ra 1énh Copy, dén dich can sao chép dén va bam

phai chudt, chon 1&€nh Paste Special.... hop thoai Paste Special c6 mot s6 lya chon nhu

bang sau:

Paste Special

__.Cq._ll' 3 oall using Source kb
¢ Eormulas 0 Al except border:s
0 walues 2 Calumm widehs

O Formaks ¢ Formulas and nure
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0 eadd 0 Drivide

< Subkrack

Dat tén vung

Viéc dit tén ving co loi rat 16n trong qua trinh thao tac va xir 1y tinh toan nhu: ving dugc
gan tén sé& gitp goi nhé va dé hiéu cong dung cua nd hon 1a cac dja chi don thuan, dat tén
gitip viéc tham chiéu tinh toan it sai s6t hon va di chuyén hay chon cac ving da dugc dit
tén rat nhanh chong tir Name box (hoic ding Go fo — F5)... Tén dai t6i da 255 ky tu
khéng chira khodng tring va ddu chdm, tén phai bdt ddu la ky tiw khong duoc bat dau 1a
sb, tén khong dugc dat giéng cac dia chi tham chiéu. D& dat tén trude tién ta chon vung
can dat tén chon nhém Formulas >> Defined Names >> Define Name, hop thoai New
Name hién ra. O day, nhap tén vung vao hop Name chon Scope, nhap chu thich néu can,
xong thi bam OK. Ngoai ra, con co thé dat tén truc tiép tir hop Name box hoac dat tén cho
vung chon tit Formulas >> Defined Names >> Create from Selection hoic dung menu 161
tat.

Mrame:

Scope: | wwarkboolk e |

Carmmenk:

RefFerrs kot | —L L it m bt m e
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Mudn mé hop thoai quan 1y cac tén da dit ban vao nhom Formulas >> Defined Names
>> Name Manager. Tt hop thoai ban co thé dat tén méi, hiéu chinh thong tin cho cac tén
hién hodc x6a tén cta cac ving khong dung dén, ...

Thém cha thich cho 6

Thém chu thich vao cac 6 giup cho viéc hiéu chinh va hiéu thong tin ma 6 dang chira duoc
rd rang hon. Dé thém chu thich va 6, chon é >> chon nhom Review >> Comments >> New
Comment va hiy nhap chi thich vao. Ngoai ra c6 thé bdm phdi chuét 1én 6 can chu thich
va chon Insert Comment.

Dé doc chi thich chi can di chuyén chudt 1én 6 co6 chu thich hodc vao Review >>
Comments >> Next hay Previous.

Dé 4n/ hién cha thich vao Review >> Comments >> Show All Comments (an/ hién tit ca)
hodc Show/ Hide Comment (an/ hién chu thich 6 dang chon).

Hiéu chinh chd thich vao chon 6 can hiéu chinh chu thich >> Review >> Comments >>
Edit Comment. Ngoai ra dé nhanh ban c6 thé bAm phai chuét va chon Edit Comment tu
menu 161 tit.

Xoa chu thich vao chon 6 can xda chd thich >> Review >> Comments >> Delete. Hoic
bam phai chuot va chon Delete Comment.

No6i (Merge) va tach cac & (Split)

Néi nhiéu 6 thanh mét 6

Khi nbi nhiéu 6 thanh mét 6, néu tit ca cac 6 déu c6 dir lidu thi ban can chuyén hét dit licu
1én 6 & gbc trén cung bén trai cia nhom 6 cAn merge vi chi c¢6 dit liéu cia 6 nay dUgc gii
lai, dir liéu cua cac 6 khac s€ bi x6a.

B1. Chon céc 6 can ndi lai.

B2. Chon Home >> Alignment >> chon Merge & Center. Dé cin chinh dit liéu trong 6
dung cac nut can chinh trong nhom Alignment.

—
=¥ meneral

== BS £ ~ % 9 -

Fad Merge & Center

Luwu s6 1am viéc

Mot diéu can luu ¥ khi 1am viée trén may tinh 13 cac ban phai nhé thuc hién 1énh luu lai
cong viéc dd thuc hién thuong xuyén. Viéc ra 1énh luu trir khong ton nhiéu thoi gian
nhung néu may bi hong hay mat dién dot ngdt co thé mat tong ca gid lam viée cia ban.
Nham an toan cho dit liéu, ban nén bat tinh nang Auto Recover, Excel sé tu dong thuc
hién 1énh Iuu theo thoi gian qui dinh (mic dinh 1a 10 phit luu mot 1an). Bé sir dung tinh



ning Auto Recover ban chon nut Office >> Excel Options >> Save, sau d6 danh diu chon
>> vao Save

S

- | minutes.

AutoRecover information every b
Mot s6 cach luu sb 1am viéc:

1. Chon nut Office >Save

2. Bam chudt 1én nat & trén thanh 1énh truy cap nhanh (Quick Access Tollbar).

3. Dung t6 hop phim <Ctrl+S> hoic <Shift+FI12>.

Néu tép di duoc luu trude d6 rdi thi Excel s& luu tiép cac phan cdp nhat, con néu 1a tép
duoc ra Iénh luu lan dau thi hop thoai Save As hién ra. Trong hop thoai Save As, ban hay
chon noi luu trir t€p (tai Look In) va dat tén cho tep tai hop File name, chon kiéu tép tai
Save as type va sau d6 bam nut Save dé luu trir.

Sawve in: | r_'. My Documenks — |

== [ Downloads
__J My Data Sources
Py OFfice Live (=B ey Pusic
LTS =} ry Pictures
=, LMy Received Files
= I3y Scans
My Recent P r1y wideos
Ciocumenkts | — = .
I My Wirkual Machines
a— I3 Snaglt Catalog
E ICtesk
[E0 My Sharing Folders
@t_e_s_t_._xl_sx

Dé bao mat tép, chung ta co thé gan mat ma bao v¢, khi do can phai biét mat m3 méi duoc
phép mo tép.

B1. Bim nat Office >> Save As, hop thoai Save As hién ra.

B2. Bim nit Tools >> chon General Options..., hop thoai General Options hién ra

B3. Nhap mat ma mé va hiéu chinh s6lam viéc (hai mat ma nay nén khac nhau dé tang bao
mat). Sau d6 bam nat OK

B4. X4c nhan lai mat ma mé s6 lam viéc. Sau d6 bam niit OK

B5. X4c nhén lai mat m3 hiéu chinh sd 1am viéc. Sau d6 bam nit OK

B6. Bim nit Save dé hoan tat.

General Options @ Confirm Password

[] Always create backup Reenter password to proceed.
File sharing ‘ seseel
Password to open: \ ssssse

Caution: If you lose or forget the
recovered. It is advisable to keep ¢
their corresponding workbook and
place, {(Remember that passwords

Password to modify: ‘ T

[] read-only recommended




Dung mat ma bao v¢ s6 lam viéc

Céc tuy chon trong hop General Options: Always create backup (tao ban sao c6 dudi *.xlk
trudc khi gan mat ma), Password to Open (mat ma dé mo sb lam viéc), Password to
modify (mat ma dé cap nhat ndi dung s6 1am viéc ), Read-only recommended (mo dudi
dang chi doc).

BAI 6. HAM TRONG EXCEL

* Tao cong thuc sb hoc co ban
»  Go diu “=" trude cong thuc, vi du: =E1+F1
= Nhén Enter dé két thac
= No6i dung cong thirc duge hién thi trén thanh Formula bar
= S dung cip ddu “()” dé thay doi d6 wu tién ciia cac phép toan trong cong

thirc
«  Céc phép toan trong cong thirc s6 hoc
= (Cong: +
= Tru: -
* Nhan: *
* Chia:/
= Mu: "

* Cac phép toan so sanh
* Lén hon: >
* Nho hon: <
= Lon hon hodc bang: >=
= Nho hon hoic bang: <=
= Khac (khong bang): <>
«  Miurc do vu tién cia cac phép toan gidng nhu thir tr da hoc trude day
«  Nhan biét va stra 16i
= #### khong da do rong ciia 6 dé hién thi,
= #VALUE!: di liéu khong dung theo yéu cau cua cong thirc
= #DIV/0!: chia cho gia tri 0
= #NAME?: khong xac dinh duoc ky tu trong cong thirc
= #N/A: khong c6 dit liéu dé tinh toan
= #NUM!: dir liéu khong dung kiéu sb
= Sira lgi cho phit hop véi yéu cau
= <Tén ham>(dbi sé 1, dbi s6 2...., dbi sé n)
= D6isdcothéla
» Gia tri kiéu sd, chudi, ...
» Dia chi 6 hodc vung 6
» Mot ham khac
* Nhap ham



= Cach 1: gb truc tiép vao 6 theo dang
“=<Tén hdm>(d5i s6 1, doi sé 2,..., doi sé n)”
= Céach2:
> Chuyén con tro 6 vé 6 muén nhap cong thirc
» Trén thanh thuc don chon Insert 2 Function
» Chon loai ham trong muc Function Category
» Chon ham trong muc Function name
> Nhan nit OK
> Nhap cac d6i sb can thiét
> Nhin nit OK dé hoan tat
* (Céac ham tinh todn nhanh
= Chon ving mudn xem két qua tinh toan nhanh
= Xem két qua hién thi trén thanh trang thai
= Thay d6i lai ham tinh toan nhanh:
» Kich phai chudt vao chit NUM trén thanh trang thai
» Chon mot ham khac trong danh sach XuAt hién
= ROUND
= Cu phap: ROUND(dbi s6 1, dbi sb 2)
> Pbi s6 1: s6 mudn 1am tron
> Dbi 86 2: s6 thap phan mudn lam tron
»  Lam tron dén mot sb thap phan nhét dinh
* Vidu: ROUND(2.578,2)=2.58
= MAX
= Cuphap: MAX(dbi s 1, dbis 2....)
= Tra lai s6 16n nhit trong danh sach
* Vidu: MAX(6,7,2,9,13)=13

=  Cu phap: MIN(ddi s6 1, ddi s6 2,...)
= Tra lai s6 nho nhét trong danh sach
*  Vidu: MIN(6,7,2,9,13)=2
= AVERAGE
= Cuphap: AVERAGE(d6i sb 1, dbis6 2,...)
= Tra lai gia tri trung binh cong cta cac sd trong danh sach
* Vidu: AVERAGE(6,7,2,9,13)=7.4
= COUNTA
=  Cuphap: COUNTA(d6i sb 1, d6isb 2,...)
=  DPém nhiing 6 chira dit lidu trong ving
* Vidu: COUNTA(6,7,”N11”,2,9,13,”Nam”)=7
= SUM
= Cu phap: SUM(d6i sb 1, d6isb 2,...)
= Tra lai tong céc gia tri s6 trong danh sach



= IF

Vi du: SUM(6,7,2,9,13)=37

COUNT

C1 phap: COUNT(d6i s6 1, d6i s6 2,...)
DPém nhitng 6 chua dir liéu s6
Vi du: COUNT(6,7,”Nit”,2,9,13,”Nam™)=>5

Ci phap: IF(diéu kién, gia tri 1, gia tri 2)
Biéu thuc diéu kién ding tra lai gia tri 1 néu, nguoc lai tra lai gia tri 2
Vi du: 6 A1=Nam khi do

IF(A1="Nam”,”Trai”,”Gai”’)=Trai
= (6 thé str dung cac ham IF 16ng nhau

VLOOKUP

= Cu phap: VLOOKUP(gia tri tim kiém, ving bang ddi chiéu, cot tra lai két

qua, sap x€p vung doi chiéu)

= Tra lai két qua trén cung hang véi gia tri tim kiém trong ving bang tham

chiéu tai cot tra lai két qua

= Chii y:

> Vung bang dbi chiéu dé & dia chi tuyét dbi
> Cot tra lai két qua phai nho hon tong s cot trong ving bang tham

chiéu
* VLOOKUP

» Chuy:

> Sép xép ving dbi chiéu chi nhan gia tri logic 0 hodc 1, néu bé qua thi nhan gia
tri 1

> Néu dé gia tri 0: tham chiéu chinh xac va ving bang tham chiéu khong can sip
xép

> Néu dé gia tri 1: tham chiéu twong ddi va ving bang tham chiéu phai dugc sip

xép theo thur ty ting dan cta cot tham chiéu (cot trai ngoai cung ciia ving bang

tham chiéu)
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= SUMIF
= Cu phap: SUMIF(vung u6c luong, diéu kién, ving tinh toan) :Tinh tong theo
diéu kién
= Vidu: Gia sir mién B2:B5 chua cac g/t tién nhap 4 mat hang twong tmg 100,
200, 300, 400. Mién C2:C5 chira tién 14i twong Gmg 7, 14, 21, 28 thi ham
SUMIF(B2:B5,“>160”,C2:C5) cho két qua bing 63 (=14+21+28)
= COUNTIF
= Cu phap: COUNTIF(ving uéc luong, didu kién)
= Pém theo diéu kién

= HAM NGAY THANG VA THOI GIAN
> Mot s6 luu y khi sir dung ngay thang va thoi gian trong Excel:
> Excel ho trg tinh toan ngdy thang cho Windows va Macintosh. Windows dung
hé ngay bat dau tir 1900. Macitosh dung hé ngay bat dau tir 1904. Tai liéu nay
duoc dién giai theo hé ngay 1900 danh cho Windows.

Hé théng ngay gio Excel phu thudc vao thiét lap trong Regional Options cua
Control Panel. Mic dinh 13 hé thong cia My "Thang/Ngay/Nam" (M/d/yyyy). Cé thé sira
lai thanh hé thdng ngdy ciia VN "Ngay/Thang/Nam" (dd/MM/yyyy).
=NOW() Cho hién ngay gio ciia hé thong
=TODAY/() Cho ngay cta hé thong
=DAY(D) Cho gia tri ngay ctia D (Tra vé tht ty cia ngdy trong thang tir mét gia tri kiéu
ngay thang)
=MONTH(D) Cho gia tri thang ctia D
=YEAR(D) Cho gia tri nam ctia D
=DAYS360(BTNT1, BTNT2) Tinh s ngay giita 2 moc ngiy thang dya trén co s mot
nam co 360 ngay.
=EDATE Tra vé mdc thoi gian xay ra true hodc sau mdc chi dinh
=EOMONTH Tra vé ngay cudi cung cua thing xay ra trudc hodc sau mdc chi
dinh Ham HOUR() Cho biét s6 chi gio trong mot gia tri thoi gian Cu phap: =
HOUR (serial number)
serial number: Biéu thirc thoi gian hodc 1a mot con s6 chi gia tri thoi gian
Vi du: HOUR(0.5) = 12 (gio)

Ham MINUTE() Cho biét sb chi phut trong mot gia tri thoi gian Ca phap: = MINUTE
(serial number)
serial number: Biéu thirc thoi gian hodc 12 mot con sb chi gia tri thoi gian
Vi du: Bay gio 1a 10:20 PM, MINUTE(NOW()) = 20 (phut)
=MONTH Tra vé s6 thang ctia mot gia tri kiéu ngay thang.
=NETWORKDAYS Tra vé s6 ngay lam viéc trong mdc thoi gian dua ra sau khi trir di
ngay nghi va ngay 1¢.
=NOW Tra vé ngay gio hién tai trong hé thong.
= Ham SECOND() Cho biét s6 chi gidy trong mot gia trj thoi gian



Cu phap: = SECOND(serial number)
serial number: Biéu thirc thoi gian hodc 12 mot con sb chi gia tri thoi gian
Vi du: SECOND("2:45:30 PM") = 30 (giay)
=  Ham TIME() Tra vé mot gia trj thoi gian nao d6
Cu phép: = TIME(hour, minute, second)
hour: S6 chi gi0, 1a mét con sb tir 0 dén 23. Néu 16n hon 23, Excel s& tu trir di mot bdi sd
cua 24.
minute: S6 chi phut, 1a mot con s6 tir 0 dén 59. Néu 16n hon 59, Excel sé tinh lai va tang
sb gio 1én twong tmg.
second: Sé chi giay, la mot con sb tir 0 dén 59. Néu 16n hon 59, Excel s& tinh lai va tang sb
phut, sb gid 1én twong tng.
TIME(14, 45, 30) = 2:45:30 PM
TIME(14, 65, 30) = 3:05:30 PM
TIME(2S, 85, 75) = 2:26:15 AM
* Ciing nhu DATE(), ham TIME() rat hitu dung khi hour, minute, second 1a nhiing cong
thirc ma khong phai 1a mot con sb, né s& giup chung ta tinh toan chinh xac hon
* Ham TIMEVALUE()
Chuyén d6i mot chudi van ban c6 dang thoi gian thanh mot gia tri thoi gian dé c6 thé tinh
toan duoc
Cu phép: = TIMEVALUE(time text)
time_text: Chudi van ban can chuyén doi
TIMEVALUE("26:15") = 0.09375 (= 2:15:00 AM)
=WEEKDAY Tré vé s6 thtr tu ciia ngdy trong tuan tir gia tri ngay thang.
=WEEKNUM Tra vé s6 thi tu clia tudn trong nam tir gia tri ngdy thang.
=WORKDAY Tra vé ngay lam viéc xay ra trudc hodc sau mdc thoi gian dua ra.

Excel c6 mot ham dé tinh ty 1¢ cia mot khoang thoi gian trong mdt nam, va cho phép tinh
theo nhiéu kiéu (nim 365 ngay, hay nam 360 ngay, tinh theo kiéu My hay theo kiéu chau
Au..)):

= Ham YEARFRAC() (Dich tir chir Year: nam, va Frac = Fraction: ty 1¢)
Cu phép: = YEARFRAC(start_date, end date [, basis])
start_date, end_date: Ngay thang dai dién cho ngay bit dau va ngay két thuc cua khoang
thoi gian can tinh toan. Nén nhdp bang ham DATE(), hoic dung mot két qua tra vé cua
mot cong thirc khac, vi co thé s& xay ra 15i néu ban nhép truc tiép ngay thang dudi dang
text.
basis: Mot con sb, quy dinh kiéu tinh:
* 0 : (hodc khong nhap) Tinh toan theo kiéu Bic My, mot nim c6 360 ngdy chia cho 12
thang, mot thang c6 30 ngay.
* 1 : Tinh toan theo s6 ngay thuc té ctia nim va sé ngay thyc té cla ting thang



*2 : Tinh toan theo mot nam c6 360 ngay, nhUng sd ngay 1a sé ngay thyc té ciia timg

thang
* 3 : Tinh toan theo mot nam c6 365 ngay, va sd ngay 1a sb ngay thuc té ciia ting thang
* 4 : Tinh toan theo kiéu Chau Au,mdi thang c6 30 ngay (néu start_date hodc end_date ma
roi vao ngay 31 cua mot thang thi chiing s& dUgc ddi thanh ngay 30 cua thang d6)
Vi du: Tinh ty 1€ gitra ngay 15/3/2010 va ngay 30/7/2010 so véi 1 nam:
YEARFRAC("15/3/2010", "30/7/2010") = 37%
Tinh s ngay chénh 1éch theo kiéu mot ndm c6 360 ngay
Hién nay, van con mot s6 hé thong ké toan dung kiéu tinh thoi gian 13 mot thang coi nhu
c6 30 ngay va mdt nam coi nhu c6 360 ngay!
Gip trudong hop ndy, viée tinh toan thoi gian s& khong don gian, vi thuc té thi sb ngay
trong mdi thang dau ¢ giéng nhau.
C6 18 vi nghi dén chuyén d6, nén Excel c6 mot ham danh riéng cho cic hé thdng ké toan
dua trén co s& mot nam c6 360 ngay, do 1a ham DAY S360.

» Ham DAYS360()

Cu phép: = DAYS360(start_date, end date [, method])
start_date, end date: Ngay thang dai dién cho ngdy bit ddu va ngay két thic cia khoang
thoi gian can tinh toan. Nén nhap bang ham DATE(), hoic dung mot két qua tra vé cua
mdt cong thirc khéac, vi ¢ thé s& xay ra 16i néu ban nhap truc tiép ngay thang dudi dang
text.
method: Mot gi tri logic (TRUE, FALSE) dé chi cach tinh toan, theo kiéu chau Au hay
theo kiéu My.
* FALSE: (hodc khong nhap) Tinh toan theo kiéu My: Néu start date 1a ngay 31 cua
thang, thi n6 duoc doi thanh ngay 30 cua thang d6. Néu end date 1a ngay 31 cia thang va
start_date nho hon 30, thi end date dUgc ddi thanh ngay 1 cta thang ké tiép.
* TRUE: Tinh toan theo kiéu chau Au: Hé start date hoidc end date ma roi vao ngay 31
ctia mot thang thi chung s& duoc ddi thanh ngay 30 cua thang do.
Vi du: So sanh sd ngay chénh léch giita 01/01/2008 va 31/5/2008 theo kiéu mot nim c6
360 ngay va theo kiéu thuong (dung ham DATEDIF)
DAYS360("01/01/2008", "31/5/2008") = 150
DAYS360("01/01/2008", "31/5/2008", TRUE) = 149
DATEDIF("01/01/2008", "31/5/2008", "d") = 151

Tinh s6 ngay lam viéc gitta hai khoang thoi gian

Binh thuong, néu ldy ngay thang trir ngay thang, két qua s& bao gém ludn nhirng ngay 18,
ngay nghi, v.v... Con néu tinh s6 ngay lam viéc trong mot khoang thoi gian, thi phai trir
bét di nhitng ngay khong lam viéc.

Trong Excel c6 mot ham chuyén dé tinh toan nhitng ngdy lam viéc giita hai khoang thoi
gian ma khong bao gdm cac ngay thir Bay, Chu Nhat va nhiing ngay nghi khac duogc chi
dinh:



* Ham NETWORKDAYS() ham nay chi thich hop v&i nhitng co quan lam viée 5
ngay mot tuan.

Cu phap: = NETWORKDAY S(start_date, end_date [, holidays])
start_date, end date: Ngay thang dai dién cho ngay bat dau va ngay két thuc cong viéc.
Nén nhip bing ham DATE(), hoic dung mot két qua tra vé& ciia mot cong thire khac, vi co
thé s& xay ra 16i néu nhap truc tiép ngay thang dudi dang text.
holidays: Danh sach nhitng ngay nghi ngoai nhitng ngay thr Bady va Chu Nhat. Danh sach
nay c6 thé 1a mot ving da dugc dit tén. Néu nhap truc tiép thi phai bo trong cip diu moc
{}- ,
Vi du: Cong thirc tinh s6 ngay lam viéc gifra ngay 1/12/2010 va ngay 10/1/2011, trong do
c6 nghi ngay Noel (25/12) va ngay Tét Tay (1/1):
= NETWORKDAYS("01/12/2010", "10/01/2011", {"12/25/2007", "1/1/2011"})

= HAM TIM KIEM VA THAM CHIEU
Bao g@)m cac ham tim kiém va tham chiéu rat hitu ich khi ban lam viéc voi CSDL 16n
trong EXCEL nhU ké toan, tinh luong, thué...
=ADDRESS(row num, column num [, abs num] [, al] [, sheet_text]) Dung dé tao dia chi
dang chudi ky tu, theo chi s6 dong va chi sé cot dugc cung cap.
row_num: SO thr ty dong cua dia chi
column num: S6 thir tu ot cua dia chi
abs_num: Kiéu dia chi (tuyét d6i hay twong ddi) - mic dinh 1a tuyét dbi
al: Dang dia chi (=TRUE: dang A1l; =FALSE: dang R1C1) - mdc dinh 1a TRUE
sheet text: Tén cua sheet chira dia chi - mac dinh 1a khong co
=AREAS(reference) Tra vé s6 viung tham chiéu trong mot tham chiéu. Mdi ving tham
chiéu co thé 1a mot 6 roi rac hodc 1a mot diy 6 lién tuc trong bang tinh.
reference: La mot hodc nhiéu vung tham chiéu ma ban can dém. Néu mudn dUa nhiéu
ving roi rac nhau vao cong thire thi ban phan cach chiing bang dau phay, néu khong ngin
bang dau phay, Excel s& khong dém (xem vi du 3 duéi day)
=CHOOSE Tra vé gia tri trong mang gia tri tai vi tri dugc chi dinh.
=COLUMN(reference) Tra vé sb thir tw cot cia 6 dau tién & goc trén bén trai cia ving
tham chiéu.
reference: La 6 hoic mot ving nhiéu 6. Néu reference bo trong thi COLUMNY() tra vé sb
thir tu cOt ciia 6 chira cong thirc.
=COLUMNS(array) Tra vé sd cot cta ving tham chiéu.
array: La 6 hodc mot ving nhiéu 6, mang tham chiéu
=HYPERLINK(link location, friendly name) Tao mdt siéu lién két, mot lién két d& mo
mot tai ligu...
link location: Puong din dén tai liéu can md, nhip & dang chudi ky tu. Link location c6
thé chi dén mot 6 dic biét, tén cua mot diy 6 trong mot trang bang tinh hodc mot bang
tinh, hodc chi dén mot danh déu (bookmark) trong Microsoft Excel. Link location ciing ¢



thé chi dén mot tép luu trén b cing, hodc mot duong dan truy xuét ndi bod trén mot may
chii hodc mot duodng dan tai nguyén URL trén mang intranet, internet.

- Link_location c6 thé 1a mot chudi ky tu dat trong dau nhay kép, hodc mot 6 nao dé chira
duong dan duéi dang chudi ky tu.

- Néu link location lién két dén mét tai nguyén khong ton tai, s& xuat hién 15i khi ban bdm
vao 6 chira ham HYPERLINK() nay.

firendly name: La ndi dung hién thi trong 6 chira ham HYPERLINK(), c6 thé 1a mot sb,
hodc chudi ky tu. Noi dung nay sé& hién thi bing mau xanh va c6 gach chin, néu khong co
firendly name thi chinh link location s& hién thi.

- Firendly name c6 thé 1a mot gia tri, mot chudi ky tu, mot tén mang, hoac mot 6 lién két
dén mot gia tri hodc mot chudi vin ban.

-Néu firendly name lién két dén mot gia tri bi 131, thi chinh tén cai 16i d6 s& duoc hién thi
dé thay thé cho ndi dung can.

=HYPERLINK("http://example.microsoft.com/report/bu dget report.xls", "Click for
report")

s& hién thi: Click for report, va khi ban bdm vao 6 nay, Excel s& md bang tinh budget
report.xls cua trang web http://example.microsoft.com/report
=HYPERLINK("F:\GPE\book2.x1s",F10)

s& hién thi noi dung cua 6 F10 va khi ban bam vao 6 nay, Excel s€ m¢ bang tinh book?2.xls
& thu muc GPE cta 6 F

=HYPERLINK("F:\GPE\book2.x1s",F10)

s& hién thi noi dung cua 6 F10 va khi ban bam vao 6 nay, Excel s€ mé bang tinh book?2.xls
& thU muc GPE cta 6 F

=MATCH Tra vé vi tri ctia mot gid tri trong bang dir liéu

=INDEX Tra vé mot gia tri trong bang dir liéu tUong Ung véi chi muc cia

n6. Tim kiém trong nhiéu cot

Dai khi, cac dir 1iéu dung dé tim kiém khong nam & mot cOt ma trong nhiéu cOt.

Vi du, c6 mot danh sach di duoc tach san ho va tén riéng ra hai cot.

Nguoi ta yéu cu dua vao ho va tén dé xac dinh chirc vu.

Chung ta co thé dung mot cot phu dé ndi ho va tén lai r6i tim theo cot phu... dung ham
INDEX() va MATCHY() v6i cong thitc mang.

Ham MATCH() c6 mdt ci phap it ngudi biét dén, d6 1a: =MATCH(valuel & value2,
arrayl & array2, atch_type) valuel & value2 1a céc dit liéu dé tim (vi du ho va tén); arrayl
& array? 1a cac cot (hodc hang) chira cac dit liéu dung dé tim kiém do.

cu phap dung INDEX() ghép v6i MATCH() trong cong thirc mang:

{=INDEX(reference, MATCH(valuel & value2, arrayl & array2, match_type))}
=INDIRECT (ref text[, al])

ref text 1a tham chiéu t&i mot 6 (c6 thé 1a dang A1 hodc dang R1C1), 1a tén dinh nghia cua
mot tham chiéu, hodc 1a mot tham chiéu dang chuodi.

-Néu ref text khong hop 1¢, INDIRECT)() sé& bao 16i #REF!



-Néu ref text chira tham chiéu dén mot bang tinh khac thi bang tinh ndy phai dang mo,
néu khong, INDIRECT)() ciing béo 16i #REF!
al 1a gia tri logic xac dinh dang tham chiéu bén trong ref text.
al = TRUE (hoac 1a 1, hodc khong nhap) la kiéu tham chiéu A1l
al = FALSE (hoic 1a 2) 1a kiéu tham chiéu R1C1
Tra vé gia tri cua mot tham chiéu tir chudi ky tw. Tham chiéu dU'gc tra vé ngay tirc thoi dé
hién thi ndi dung cua chang. Ciing ¢ thé ding ham INDIRECT khi muén thay ddi tham
chiéu t6i mot 6 bén trong mot cong thirc ma khong can thay déi cong thie do.
* Ham GETPIVOTDATA()

Tra vé dit liéu dugc luu giir trong bao cdo PivotTable. C6 thé dung GETPIVOTDATA()
dé 14y dir liéu tong két tir mot bao cao PivotTable, véi didu kién 1a phai thiy dwoc dit liéu
tong két tir trong bao céo do.
Dé nhanh chong nhap cong thirx GETPIVOTDATA(), ban c6 thé gd ddu = vao 6 mudn
nhan dir liéu téng két, roi bAm vao 6 chira sd liéu téng két cua bao céo PivotTable.
Cu phép: = GETPIVOTDATA(data_field, pivot table, fieldl, iteml, field2, item2,...)
data_field : Tén truong chira dir lidu tong két ctia bao cdo PivotTable. Tén nay phai dugc
dit trong mot cip ddu nhay kép.
pivot data: Tham chiéu dén mot 6, diy 6, hodc tén diy 6 bén trong mdt bao céo
PivotTable.
Thong tin ndy dugc dung dé xac dinh bao cdo PivotTable nao chira dit liéu tra vé.
fieldl, item1, field2, item2.... : C6 thé co6 tir 1 dén 126 (v6i Excel 2003 trd vé trude thi con
s6 nay chi 1 14) cap tén truong va item mo ta dir liéu mudn tra vé. Nhitng cip nay co thé
thudc bat ctr loai ndo. Néu tén truong va item khong 13 ngay thang hodc sb liéu, can phai
dit chung trong cip ddu nhay kép. Déi véi loai bao cdo OLAP PivotTable, items c6 thé
bao gdm day du dudng dan 13n tén cua item. MOt cip truong va item ciia OLAP
PivotTable ¢ thé nhu sau:
"[Product]","[Product].[All Products].[Foods].[Baked Goods]"
Luu ¥: * Cac trudong hay item tinh toan va cac phép tinh ty tao ¢ thé dugc dit trong phép
tinh GETPIVOTDATA.
* Néu pivot_table 1a mot ddy c6 chira nhiéu hon 1 bao cdo PivotTable, dir lidu tra vé s& 1a
tr bdo c4do duogc tao ra sau cung.
* Néu dbi sd trudng va cac ddi sb cua item mo ta chi mdi mét o, gia tri cua 6 d6 sé duogc
tra v& ma khong can biét gia tri d6 1a chudi, 1a sb, 1a 131, hay 1a mot thir gi do...
* Néu item chira ngay thang, gia tri phai duoc biéu dién dudi dang mot chudi s6 hodc dugc
thiét 14p bang cach dung ham DATE() dé gia tri d6 s& khong bién ddi khi bang tinh dugc
mo ¢ mot may khac, co6 hé théng dinh dang ngay thang khac vdi noi tao ra né. Vi du, mot
item tham chiéu ti ngay 5 thang 3 ndm 1999 c6 thé duoc nhap 1a 36224 hay DATE(1999,
3,5).
Thoti gian c6 thé duoc nhdp nhu mot gié tri thap phan hoac bé“tng cach dung ham TIME().
* Néu pivot_table khéng phai 1a mot ddy co chira béo cdo PivotTable,

GETPIVOTDATA() sé tra vé 16i #REF!



* Néu

cac doi sO micu td mot truong khong thé thay dugc, hoac néu ching gdbm mot

truong
Léi Gidi thich
#DIV/0! Trong cong thirc c6 chira phép chia cho 0 (zero) hodc chia 6 rong

#NAME? Do danh sai tén ham hay tham chiéu hodc danh thiéu diu nhay

#N/A Cong thirc tham chiéu dén 6 ma co dung ham NA dé kiém tra su tOn tai cia
dir liéu hodc ham khong c6 két qua

#NULL! Ham st dung dit liéu giao nhau cua 2 ving ma 2 ving ndy khong c6 phan
chung nén phan giao rdng
Van dé dbi véi gia tri, vi du nhU ding nhdm s6 am trong khi dung phai 1a

#NUM! s6 duong

#REF! Tham chiéu bi 18i, thuong 14 do 6 tham chiéu trong ham bi x6a

#VALUE! | Céng thuc tinh toan c6 chira kiéu dir liéu khong dung.

BAI 7. PO THI VA IN AN

Chon ving dit liéu mudén vé biéu d6 (ca tiéu dé)
Trén thanh thuyc don chon Insert 2 Chart
Xuét hién hop thoai Chart Wizard
» Chon mot kiéu biéu d6 cu thé, nhin Next, nhan Next
Nhép tiéu dé trong hop Chart title
Nhan Next
Chon noi dit biéu do
= Nhan Finish
Thém tiéu dé, chu thich, y nghia cac cot
= Nhip chon d6 thi
* Trén thanh thuc don chon Chart = Chart Option
= Chon thé Tittle
»  Thuc hién chinh stra
» Nhén OK dé hoan tat
Hién thi cac duong ké 6
= Nhip chuét vao do thi
* Trén thanh thuc don chon Chart = Chart Option
=  Chon thé Gridlines
» Chon-hién thj hodc bé chon- khong hién thj céac duong ké 6 tuong ung
» Nhén OK dé hoan tit
Hién thi dit liéu kém db thi
= Nhip chudt vao do thi
* Trén thanh thuc don chon Chart = Chart Option




= Chon thé Data Table
= Chon — hién thi, bo chon — khong hién thi vao 6 Show data table
= Nhin OK d¢ hoan tat
= Thay do6i dang biéu d6
» Chon biéu dd, thanh cong cu Chart xuét hién
= Nhén vao hinh tam giac trong nat Chart type = chon dang biéu dé mudn ap
dung
= (o din va x6a biéu d6
= Co din kich thuéc biéu do
«  Chon biéu d6
Xuét hién cac chim vuong tai cac canh
«  Giira va kéo chudt dé thay doi kich thuédc
= Xba bicu do
«  Nhén chon biéu d6 mudn xo6a
« Nhin phim Delete trén ban phim hodc trén thanh thuc don chon Edit
- Clear 2> All
= Di chuyén, sao chép biéu dd
= Thao tac copy va sao chép dugc thuc hién nhu sao chép va di chuyén cac ddi
tuong khac
IN AN
« Thay dbi 1& cta trang in
* Trén thanh thuc don chon File > Page Setup
» Chon thé Margin - dua vao cac gia tri (thong thuong don vi do 1a inches)
cho
Top: 1& trén
Bottom: 1& duéi
Left: 18 trai
Right: 1& phai
Header: khoang cach cho ving dau trang

YV VYV VYV

Footer: khodng cach cho vung chan trang

\

« Thay dil

o>

cua trang in
Center on page: dé cin chinh dit liéu va giita 2 chiéu cua trang in
Horizontally: theo chiéu ngang trang in
Vertically: theo chiéu doc trang in
Nhén nit Print dé in ngay
Nhan nut Print Preview dé xem trudc
Nhan nat Options dé thiét dat may in
Nhan nat OK dé hoan tat viéc thiét dat trang in
« Thay ddi trang in

* Trén thanh thuc don chon File > Page Setup

= Chon thé Page > thiét 1ap cac thong sb

YVVVVVYVYY



= Orientation: dé thay d6i huéng trang in
> Portrait: in theo chiéu dai trang gidy
> Landscape: in theo chiéu ngang cua trang gidy
= Scalling: thay ddi ti 1&, kich thudc ndi dung trang in
» Adjust to: phong to thu nho theo ti 1€ %
= Paper size: chon khd gidy nhu A3, A4...
= Print Quality: chit luong in
» First Page number: sb trang déu tién, mic dinh 1a 1
= Nhén OK dé hoan tit

BAI 8. TONG QUAN VE POWERPOINT
PowerPoint:
- 1a chuong trinh dung dé tao cac trang danh cho bai giang st dung may chiéu.
- Cung cap cac chirc ning dé thiét ké, trinh dién.
- Chén duge cac hinh anh, hoat hinh, video va 4m thanh dé tao hiéu g sinh dong, dé
hiéu.
Khéi dong PowerPoint:
Nhén vao Start/ All Programs/ Microsoft Office/ Microsoft Office PowerPoint .
Nhép chudt trai hai 1an & mot tép co dudi .ppt.
Slide: 1a mét trang ciia mét tép Power Point.
- Bat bo gd tiéng Viét dé viét chir 1én slide.
- Cac bo gd tiéng Viét c6 thé 1a Unikey hodc Vietkey.
Nhén vao Start/ All Programs/ Microsoft Office/ Microsoft Office PowerPoint.
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Khi mudn tao thém mot slide méi, c6 hai cach:
+ Nhép vao Insert, chon New Slide.
+ Nhin t6 hop phim Ctrl+M (6 trén ban phim).
Xba mot slide:
+ Nhép chudt vio slide nho & goc trai, nhan Del.
+ Kich chudt phai vao slide nho & goc trai, chon Delete Slide.
- Khi luu mét t€p PowerPoint, c6 céc cach sau:
+ Nhan phim F2.
38



+ Nhép vao File, chon Save hoac Save As.

+ Nhén vao nut Save

BAI 9. HIEU UNG VA TRINH DIEN

Dé trinh chiéu toan bd céc slide, nhan phim F5.

Pé trinh chiéu bat dau tir slide hién tai, ta nhin t6 hop phim Shift+F>5.
Sao chép tép anh co6 san & may vao slide.

Tién hanh chinh stra kich thudc cac anh cho phu hop.

Nhap chudt phai vao anh trong céc tép phai.

Sao chép vao slide va tién hanh chinh sira kich thuéc.

Hién timg dong mot dé nguoi xem dé theo doi.

Sau khi nhap xong ndi dung cho slide:

+B1: Nhap vao Slide Show, chon Custom Animation.

+B2: Nhip chudt vao dong dau tién trong slide, sau d6 nhan vao nut Add Effect.
+B3: Chon Entrance va lya chon hi¢u rng mong muén.
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BAI 10. UNG DUNG TIN HQC VAN PHONG VAO THUC TE

PHAN SOAN THAO VAN BAN — MICROSOTF WORD

Bai thwe hanh 1. Nhap noi dung vin ban va trinh bay theo mau

Il fme i

uan dau ngay sau

ky nghi  Tét,
Trudng Phd thong Dan toc
ban trd Tiéu hoc Nam
Manh phan coéng can b,
gido vién di dén cac ban dé
van dong hoc sinh ra 16p
sau Tét.
Cac ban, nhom dan cu xa,
nha trudong phan cong cac
thdy; cac c¢b giao dugc uu
tién di cac ban, nhom dan
cu gan hon.
Chia sé vd&i VietNamNet,
thdy Pham Qudc Bao, cho
hay thong thuong thi viéc
van dong hoc sinh trd lai
16p s€ do gido vién phu
trach nhung vo6i nhiing
diém kho, diém nong ma
nguoi dan thuong cé tam ly

cho con nghi, di hoc mudn

| , |

thi thi thoang thiy ciing

tham gia cung anh chi em.

Nhom cia thiy Bao gom
thiy va 2 thiy gido nira di
dén ban Nam Nan - day Ia
nhém dan cu xa nhat, cao
nhit va ciing khé khin

nhit.

“Quang duong hon 30km
toan dbc, nho hep va rat
nguy hiém. Giai doan nay
troi ning rao nén di lai con
thuan loi, chtr néu troi mua
thi chi con cach dé xe lai
doc dudng va di bo leo gan
chuc km dé t6i noi. Di
duong nay, tay lai ma
khong vimng thi rat dé nga,
nhit 13 khi xudng cac con

doc”.

Thanh Hung (Trich bai Vietnam net

22/02/2022 05:50 GMT+7)
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Céc thay gido cho hay, xuat
phat ¢ trung tdm xa ¢ do
cao 580m (so v&di muyc
nude bién), nhung 1én trén
nhém dan cu nay, chd dinh
déc c6 dd cao dat téi
1.280m.

Vugt cung duong kho
khan, gip ghénh nén moi
ngudi cling khad mét.
Nhung, theo thay Bao, tat
ca nhiing mét moéi do nhu
bi x6a sach hét khi két qua
cia budi van dong kha
thanh cong vai 98% hoc
sinh da quay tr¢ lai truong.
“Chi con mot sb it hoc sinh
bi ém hodc nha co viée
riéng chua thé dén truong
con lai da ra truong on dinh

viéc hoc”, thay Bao noi.



Bai thwe hanh 2. Nhap ndi dung vin ban va trinh bay theo mau

? Ve yd
Ccong Ty Thuong Mai Téng Hop XYZ BANG BAO GIA
10 T6 Hién thanh Q10 TP.HCM (Ap dung tir ngdy .....dén ngay .....)
--00000-- e Kol

Cong ty chiing tbi xin bdo gia cho cic quy khach hang mot so trang thiét bi nhw sau:

STT TEN HANG DVT DON GIA(USD)
1 Xe Honda Dream Chiéc 1235.68
2 T lanh Sanyo Cai 120.3
3 Tivi 14“ Sony Cai 250.36
4 Piu Karaoke Cii 15.915

©© V@i sé lwgng tir 5 sén phdm tré 1én, céng ty ching téi sé giam gid dén 2% ©©

Lich lam viéc trong tuan

07-09¢
09-11g
Nghi
11-13¢ z
E,
13-15g
15-17g
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DANH SACH SINH VIEN PU'QC KHEN THUONG

Dat loai Mirc khen thuéng

ST'F Ho va tén Pon vi Xuat = Béing g

sic 3 khen g
1 CNTT v v 300.000

Lé Nam .............. Giang

2 Hoang Phuong ...Thao CNTT v v 300.000
3 Nguyen ............... Nam DTVT v v 200.000
4 Nguyén Thi ........ Ny bTVT v 200.000
5 Nguyen ............... Tuan QTKD v 200.000

Bai thuce hanh 3. Nhap ndi dung vin ban va trinh bay theo mau
GIAC QUAN

di chung ta ai cling c6 nam giac quan: thinh gidc, thi giac, xuc giac va vi giac.

Nhung it nguoi dé y dén hai gidc quan rt quan trong khac, ma hinh nhu khoa

hoc van chua chip nhén ching, d6 13 cam giac va su trai nghiém. Nhitng gi
xung quanh ta déu dugc nhan biét thong qua hai gidc quan chinh d6 1a thinh giac va
thi giac, va do ciing chinh 13 hai kénh chinh ma mét thuong hiéu duoc dua dén
khach hang muc tiéu (thong qua bao bi, quang cao, dugc nghe nhic dén ...). Tuy
nhién chi voi hai yéu t6 do thi khong thé lam nén mot thuong hiéu thanh cong. Neu
céc nha tiép thi chi gidi han su sang tao ctia minh dé tac dong 1én hai giac quan ay
thi viéc xay dung thuong hiéu méi chi dua trén sy nhan biét chir chua thé dua nd
vao tam thirc ciia ngudi tiéu dung.
(Ngudn: Suu tim qua Internet)

Bai thure hanh 4. Nhap noi dung viin ban va trinh bay theo mau
GO NHANH VOI 10 NGON TAY

Tao hoa di ban ting cho chiing ta 10 ngon tay, trai 5, phai 5 rat hai hoa va cac
nha san xut may tinh da ¢ ging thiét ké ban phim sao cho phu hop nhat dé moi
nguoi déu gd duoc hét cac ngodn tay ciia minh. Ching ta khong nén lang phi sy “co
ging” cta tao hoa va nhimg nguoi thiét ké may tinh. Hay gd may tinh v&i 10 ngon
tay cua ban!!!!

Sau 1a nhirng 161 khuyén va cach thuc hién:

Noi 1am viéc phai gon gang va sach s&, cit nhitng thir khong can thiét

Giit tai liéu can nhap & tu thé thang dung

Lung tira vao ghé va giit tu thé thang, tranh cac bénh vé cot sdng

bat toan by ban chan tiép xuc vo1 mat san nha

Hai khuyu tay thu vao sat than nguoi. Hai canh tay song song voi ban phim.

(0 O O B B
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] Cb tay giit thap, vira du dé khong cham vao ban phim
] Trung tdm co thé doi dién véi phim chir . Pau ngay thang, mat nhin vao tai
liu, thinh thodng nhin vao ban phim va man hinh

DANH MUC BAI HAT

Gap Nhau Trén Pinh
Trudong Son

Hoang Ha 4 | Em Van Doi Anh V& | Hoang Hiép

2 | Nguoi Chién STAy | HoangVan | 5 | Chiéc Khin Tay Xuéan Hong

3 | DuKich Séng Thao | P Nhuan 6 | Chiéc Vong Cau Hon | Tran Tién

Bai thwe hanh 5. Tao ndi dung van ban nhu sau

VI SAO CHUNG TA VIET?
07:51 04/07/2022 Tac gié: Tran Thi Nhu Quynh

“Vi sao ching ta viét?” that su |1a mét van dé vira mang tinh cd nhan, song ciling
hét strc phé quat. Bdi moi ngwdi ching ta, dén véi con chit bang nhitng con dudng
khac nhau. Con dwong dy, théi thic ta viét va gdp phan tao nén diu an, hay chinh
la “ti€ng ndi rieng” ma moi ngudi cam but, van luén huwdng tdi. Tuy nhién, con
ngudi séng gitta ki€p vo thuwdng, lai that khé thoat nhirng tinh cdm, cdm xuc gan
vdi that tinh, luc duc. Cho nén, “Vi sao ching ta viét?” tré thanh ciu hdi chung, dé
moi ngudi viét, cd thé bay td quan diém ca nhan. Va téi, mot ngudi viét tré, cling
mudn chia sé géc nhin ca nhan, rang “Vi sao ching ta viét?”, “Chuing ta viét dé lam
gi?” va “Chung ta viét dé duoc gi?”

Chd tich H6 Chi Minh tirng néi, “viét va néi phai cé muc dich”; vi thé, can xac dinh
“viét cho ai”, sau d6 md&i dén “viét dé lam gi.” B&i vay, c6 thé ndi, cau héi “Vi sao
ching ta viét?” cé mdi quan hé gan bé véi cau hoi rang: “Ching ta viét cho ai?”

i ludn nght, trong bat c& hoan canh nao, ching ta viét trudc hét 1a dé cho

chinh ban than ching ta, cho “cdi t6i” cila moi ngudi cam but, cho thi xuc

cam tua nhu ban nang trao Ién trong long khi dirng trwdc mot sy vat, sy
viéc, hién tuwong, con nguoi... goi chira nhiéu khia canh théi thic ngudi ta tim toi,
cam nhan, thau hiéu va thé hién ching qua th nghé thuat ngdn tr d3 dwoc got
gilia trén lang kinh nguoi viét.
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6 ¢o thé 13 cai dep, goi ngudi ta niém say mé, thang thét va mudn dung

cau chit, thay cho dwdng nét, mau sac ma khac hoa Ién hinh anh. Ma cai

dep, thi ton tai muén hinh van trang trong doi séng. Tl vé dep dung di
nhu mot tia nang ban mai dong trén giot swong budi sém, nu cwdi em 14p 16 dwdi
chiéu hoang hon dd bong; dén nét dep trang 1&, hung vi cia nhitng ki quan thién
nhién hay céac tao tdc thé hién vé dep lao dong, tri tué, khéi 6c vi dai cda nhan
loai...

it cho ban than, viét vi “cdi t6i”, ngd rang ich ky day nhung day lai 1a diéu

ma ca trong vo thirc 1an khi y thirc, ngudi viét van hwdng vé. Vi rang, vay

ma&i chirng td, ho la chinh minh, toan ven, khdng phai ban sao cta bat ct ai.
MOi ngudi viét, cé thé gdp nhau & tinh cam chung khi cung hudng téi mot van dé;
song nhan thirc, cd tinh ma tao nén cac cich thé hién khac biét. “Cai tdi” la nguyén
nhan théi thic ngudi ta viét va “cai t6i” lai 1a diém két, ma ngudi dung chir muén
khang dinh.

an, tirc 13 doi. Ngudi viét cé thé “cdi t6i” manh liét dén dau hay tudng

tuong téi mot thé gidi song song, hv do thé nao; nhuwng téi tn cung cling

khong thé thoat dugc cdi gbc cla van chuwong & su sdng. Vi thé, ngudi ta
dau thé m3i viét cho ban than ma ty thda man vé chinh minh? Viét cho cudc doi,
Vi€t vi ngudi khdc, viét dé sé chia; cling 1a cach dé “cai téi” tim thay chd ding giira
cudc doi.

huwng ndi di cling phai néi lai, khéng phai ai khi cdm bat 1én, cling cé thai

dd, nhan thirc dung dan, vi cdm xdc trong sang, chan that. Vi céi t6i kiéu

ngao, ti tién, ngudi ta cé thé viét dé dinh huwdng du luan, chi trich, ha bé,
han hoc, bdi nho, kich ddng han thu 1an nhau nham théa man long vu loi, ich ky. Ai
cling cd thé viét, nhung viét sao dé ban than khéng phai hdi han trong tuong lai,
thi that khong dé dang. Ma cé 18, chi cd m& long, hoc hdi, Idng nghe nhiéu hon
nira, méi thye sy khién cau tir dworc viét [én, dung vdi gid tri dwoc xuat phat tir cai
tdm mot con nguoi viét hoa.

i ban than va cudc doi, ma chidng ta dat ngoi but Ién trang gidy, viét lén

nhitng con chit cho chinh ching ta, cho sy déng cam, sé chia gitta nhitng

tdm hon dong diéu. Viét, nhw mot cach thé hién quan diém, gidi tda cdm
xuc, cling 1a cach thirc, dé ta khang dinh ban than.
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hung con chit vo tinh song tinh cam ca nhan lai luén hitu y ma vé hinh

trung, nhirng gi ching ta viét ra c6 thé gay thuong tén cho nhitng ngudi
xung quanh. Cho nén, cé trach nhiém véi nhirng gi ta viét, chinh |a so tdm

cla ngudi cdm but trén ching dudng, viét vi ban than va viét vi cudc doi.

Ngudn Van nghé sé 27/2022

PHAN LAM VIEC VOI BANG TiNH - MICROSOTF EXCEL

Bai luyén tap 6. Nhap va dinh dang dit li¢u nhu bang tinh sau:

BANG LUONG Théng:
PHU
S . | cauc |WUONG | \Gay | cap TAM | CON
T HO TEN | “yy | C€AN | conG | cnve | PYONG | g | Lal
T BAN
VU
1 |TranThi |Yén [NV 1000 24
2 | Nguyén | Thanh | BV 1000 30
3 | Poan An TP 3000 25
4 |Lé Thanh | GD 5000 28
5 | Hb Kim | PGP 4000 26
6 | Trén Thé | TP 2000 29
Nguyén

7 | Van Son | KT 1000 30
8 | Lé Nam | TP 3000 30
9 | H6 Tin Tai NV 1000 26

TONG CONG:

TRUNG BINH:

CAO NHAT:

THAP NHAT:

Yéu c?lu’ tinh toan:
1. Phu cap chirc vu dugc tinh dua vao chire vu: (St dung ham IF)
+ GDb: 500.
+ PGD: 400
+ TP: 300
+ KT: 250
+ Céc truong hop khac: 100.
2. Tam ting duoc tinh nhu sau:

- Néu (Phu cip chirc vu + Luong)*2/3 < 25000 thi Tam Gmg = (Phu cap chirc vu +

Luong)*2/3. Nguoc lai: Tam tng = 25000

(Lam tron dén hang ngan, str dung ham ROUND)
3. Con lai = Phuy cép chitc vu + Luong - Tam tng.
4. Thang: Dung ham 13y ra thang hién hanh
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Bai luyén tap 7. Nhap va dinh dang dit li€éu nhu bang tinh sau:

BANG KE HANG NHAP KHO
« < Tién .
hz/[: Tén hang lufr(:l Pon gia chiét ng:h
g ng khiu
MLOI | Méy lanh SANYO 12| 4.000.000
MLO02 | May lanh HITACHI 4| 2.500.000
May lanh
MLO03 | NATIONAL 5| 3.000.000
MGO1 | May giat HITACHI 8| 1.500.000
May giat
MGO02 | NATIONAL 9| 5.000.000
TVO1 | Tivi LG 1| 4.500.000
TV02 | Tivi SONY 8| 5.550.000
TLO1 | Tu lanh HITACHI 12|  6.000.000
TONG CONG:

Yéu céu tinh todn:

2) Pinh dang cot Pon gia co ddu phan cach hang ngan va don vi 1a VND.
3) Tinh Tién chiét khéu nhu sau: Tién chiét khiu = Don gia * SO lugng * Phan trdm chiét
khau.

Véi: phan trim chiét khau 13 5% néu s6 luong > 10,

phan trim chiét khiu 1a 2% néu 8 <= s6 lugng <= 10,

phan trim chiét khiu 14 1% néu 5 <= s6 luong <8,

phan trim chiét khau 1a 0 néu s6 luong < 5.

4) Thanh tién = Pon gia * Sb lwong - Tién chiét khau.

5) Tinh téng cong cho cac cot Tién chiét khau va Thanh tién.

6) Sap xép bang theo thtr ty giam dan cua cot Thanh tién. (Vao Data/Sort)

Bai luyén tap 7. Nhap va dinh dang dit li€éu nhu bang tinh sau:

PON GIA
HD Pia ciing 49 50 HD
FD Pia mém 2,5 3 FD
MS Mouse 3 3,5 MS
SD SD Ram 13 15 SD
DD DD Ram 27 30 DD
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BAO CAO BAN HANG

MA MAT PON SO CHI;g{IEN THANH TONG
MH HANG GIA LUONG o TIEN CONG

HDI1 60

FDI1 70

MS1 30

SD1 120

DD 100

HD2 50

MS2 65

DD2 20

* 2 ky tu ddu cia MA MH cho biét Mat hang, ky tu cudi cia MA MH cho biét don gia.

Yéu cau tinh toan:

1) MAT HANG: Cin ctt vio MA MH, tra cttu & bang PON GIA.
2) PON GIA: Cin ctt vio MA MH, tra ciru & bang PON GIA.

3) PHI CHUYEN CHO:

= 1% * DON GIA dbi v6i mit hang loai 1 va 5% * DON GIA ddi voi mat hang loai 2.

4) THANH TIEN = SO LUQNG * (PON GIA + PHi CHUYEN CHO).

5) TONG CONG = THANH TIEN - TIEN GIAM biét ring néu THANH TIEN >=1000
s& giam 1%*THANH TIEN va dinh dang v&i khong so 1€.

6) Théng ké sb luong hang d3 ban nhu BANG THONG KE trén.

Bai luyén tap 8. Nhap va dinh dang dit li€éu nhu bang tinh sau:

BANG KE HANG NHAP KHO

Ngay: 11

S . - CuUoC
U e M | anviy | cone
1 | Video 100 4.000.000 400.000.000 | 20.000.000 150.000 420.150.000
2 | Ghé 50 150.000 7.500.000 375.000 75.000 7.950.000
3 | Giudng 58 1.200.000 69.600.000 | 3.480.000 87.000 73.167.000
4| Tu 79 850.000 67.150.000 | 3.357.500 118.500 70.626.000
5 | Ném 92 200.000 18.400.000 920.000 138.000 19.458.000
6 | Tivi 220 2.500.000 550.000.000 | 27.500.000 330.000 577.830.000
7 | Ban 199 600.000 119.400.000 | 5.970.000 298.500 125.668.500

TONG CONG: | 1.232.050.000 | 61.602.500 | 1.197.000 | 1.294.849.500
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Yéu ciu tinh todn:

2) Pénh s6 tht ty cho cot STT (st dung mdc dién).

3) Pinh dang cot don gia c6 ddu phan cach hang ngan.

4) Tri gia = Sb lugng * Pon gia.

5) Thué = Trj gia * 5%.

6) Cudc chuyén chd = S6 luong * 1500.

7) Cong = Tri gia + Thué + Cudc chuyén chd.

8) Hay tinh téng cong cac cot TRI GIA, THUE, CUOC CHUYEN CHO va CONG.
9) Ngay: Dung ham lay ra ngay, thang, ndm hién tai.

Bai luyén tap 9. Nhap va dinh dang dir li¢u nhu bang tinh sau:

Thang:
HOQ . TEN SO LUONG | TAM - THUC
STT | pen | MANV | pon VI SP ung | THUE LANH

BANG PON GIA BANG HE SO
SX | QL 2 3] 4

1) Chén vao giira ¢t SO LUONG SP va c6t TAM UNG céc cot: LUONG SP, BHXH, HE SO,
THU NHAP

2) Lap cong thirc tinh lvong san pham:

LUONG SP = SO LUGQNG SP * BPON GIA

3) Bao hiém xa hoi (BHXH) duoc quy dinh bang 5% luong san phim

4) Pién dit liéu vao cot HE SO dua vao cap bac (1a ky tu cudi cia MA NV) va BANG HE SO.
5) THU NHAP: Néu thudc b phan quan Iy (QL) thi THU NHAP = LUONG SP * HE SO,
nguogc lai: THU NHAP chinh 1a LUONG SP.

6) TAM UNG: Céng nhan c6 cap béc tir 5 trd 1én s& duoc tam Gmg bang 1/3 ciia muc

THU NHAP, nguoc lai TAM UNG la 1/5 miic THU NHAP.

7) THUE: chi 4p dung cho nhirng nguoi c6 mirc thu nhap tir 11.000 trd 1én va duoc tinh

bang 10% cua so6 tién vugt trén 11.000.

8) THUC LANH = THU NHAP - (BHXH + TAM UNG).

9) Rut trich ra nhitng cong nhan vién c6 murc thu nhap >= 50.000

10) Thang: Dung ham liy ra Thang va Nam hién tai.
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