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TUYEN BO BAN QUYEN
Tai liéu nay thudc loai sach gido trinh nén cac ngudn théng tin cd thé duge phép
ding nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khao.
Moi muc dich khac mang tinh 1éch lac hoac st dung véi muc dich kinh doanh

thiéu lanh manh s& bi nghiém cam.



LOI GIOI THIEU

Tin hoc van phong hién nay 1a mot trong cong cu rat can thiét trong céng viée vin
ban hang ngdy. Dic biét ddi voi sinh vién chuyén nganh Cong nghé thong tin, thi viéc
am hiéu tin van phong 1a mot diéu kién quan trong. Chinh vi 1y do d¢6, mén hoc Tin vin
phong di dugc dwa vao giang day truc tiép cho sinh vién cua truong. Muyc dich cia mén
hoc nay 1a trang bi cho sinh vién nhitng kién thirc co ban nhat vé ky ning soan thao,
trinh bay vin ban, 1ap bang tinh va trinh dién dién ti trén may tinh.

Trén co s& cac kién thuc tiép thu duoc sinh vién c6 thé tu trinh bay cac bai bao
céo thuc tap tét nghiép ... trén moi trudng Microsoft Office. Tai liéu nay duoc soan
theo dé cuong chi tiét mon Tin hoc vin phong ctia bd mén Co ban — Tin hoc thudc khoa
Khoa hoc co ban. Muyc tiéu 1a nham gitp hoc sinh, sinh vién chuyén nganh c6 mot tai
licu c6 dong dung 1am tai liéu hoc tap, dong thoi ciing gitip sinh vién tiép can voi cong
nghé mai, phién ban mai cua Microsoft Office. Vi vay trong tai li€u nay, chiing t6i sur
dung phién ban Office 2016 1a bd tng dung vin phong méi véi nhiéu cai tién manh mé
vé ca tinh ning 14n giao dién dap tng day du nhu cau cua nguoi dung, hoat dong twong
thich trén nhiéu nén tang, ké ca nén tang Windows 10 méi nhat, bao gom céc tng dung
Word 2016, Excel 2016, PowerPoint 2016, dap ung nhu cau ciia nguoi dung trong viéc
xt 1y vin ban, bang tinh, bai thuyét trinh va email cting nhiéu chtrc ning khac.

Tai liéu hoc tap duoc bién soan theo dung chuong trinh dao tao va cac quy dinh vé
cach trinh bay cua Nha truong. Noi dung cua tai liéu hoc tap bao gdm cac chuong,
trong mdi chuong bao gom cac phan noi dung chu yéu nhu sau:

- Muc ti€u cua chuong.
- Noi dung bai giang 1y thuyét.
- Bai tap van dung.

Nham tao diéu kién cho ngudi hoc c6 mot b tai liéu tham khao mang tinh tong
hop, théng nhat va mang tinh thyc tién sau hon. Nhém ngudi day ching t6i dé xuat va
bién soan Gido trinhTin hoc vin phong danh riéng cho nguoi hoc trinh d6 Trung cap.

Noi dung ciia gido trinh bao gdém cac chuong sau:

Chwong 1: Soan thao van ban



Chuong 2: Bang tinh dién ti

Chuwong 3: Trinh chiéu dién tir véi Microsoft Powerpoint

Trong qua trinh bién soan, chung t6i da tham khao va trich dan tir nhiéu tai liéu
duoc liét ké tai muc Danh muc tai liéu tham khao. Chung t6i chan thanh cam on cac tac
gia cua cac tai liéu ma chiung t6i da tham khao.

Bén canh d6, gi4o trinh ciing khong thé tranh khoi nhiing sai s6t nhat dinh. Nhém
tac gia rat mong nhan duoc nhitng y kién dong gop, phan hdi tir quy dong nghiép, cac
ban nguoi hoc va ban doc.

Tran trong cam on./.

Thanh phé Thdi Nguyén, ngay 20 thang 08 nam 2022
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GIAO TRiINH MON HQC

1. Tén mon hoc: TIN HOC VAN PHONG

2. Ma moén hoc: MHO7

3. Vi tri, tinh chit, y nghia va vai trd ciia mén hoc:

3.1. Vi tri:Gido trinh danh cho ngudi hoc trinh do Trung cép tai truong Cao dang
Thuong mai va Du lich.

3.2. Tinh chét: Gido trinh cung cap kién thirc, k§ ning va ning luc ty chu va trach
nhiém cho nguoi hoc lién quan dén hoat dong trong linh vuc Tin hoc van phong, gom
c6: Soan thao van ban, ban tinh dién t& va Trinh chiéudién t&r voi Microsoft
Powerpoint. Qua d6, nguoi hoc dang hoc tap tai truong sé: (1) co6 bo gido trinh phu hop
Vv6i chuong trinh dao tao cua truong; (2) dé& dang tiép thu ciing nhu van dung cac kién
thire va ky ning dugc hoc vao méi truong hoc tap va thyuc té thudc linh vuc van ph.

3.3. Y nghia va vai tré ciia mén hoc:Mon hoc "Tin hoc van phong" c6 ¥ nghia quan
trong trong doi song bang cach cai thién hiéu suat cong viéc, tao co hoi nghé nghiép, va
cai thién giao tiép. N6 ciing hd tro nghién ctiru va hoc tap, quan 1y thong tin c4 nhan va
chuyén mén, va cung c4p k¥ ning quan trong cho cudc séng hang ngay. Bong thoi, né
khuyén khich hoc tap sudt doi va thich nghi véi sy thay doi lién quan dén cong nghé va
phan mém vin phong.

4. Muc tiéu ciia mon hoc:

4.1.  VéKkién thic:

Al. Hiéu biét vé cong cu vin phong

A2. Hiéu vé cic tinh ning co ban:

A4. Str dung email va lich cong viéc

Ab5. Quan 1y tai liéu va dir liéu

A6. Hiéu biét vé quy trinh 1am viéc vin phong

4.2Vé K§ ning:

B1. Ky ning sir dung phan mém vin phong

B2. K¥ nang soan thao va bién tap van ban

B3. K¥ nang lam viéc vai bang tinh



B4. Ky ning tao bai thuyét trinh

B5. Ky nang str dung email va quan ly tai liéu
B6. Ky ndng quan ly rui ro va bao mat
4.3V niing luc tw chi va trach nhiém:
C1. Nang luc quan ly thoi gian

C2. Trach nhiém véi cong viéc

C3. Nang luc hoc tap va lam viéc doc lap
C4. Nang luc quan 1y thong tin

C5. Tu chu trong viéc giai quyét van dé
5. N¢i dung ctia moén hoc

5.1. Chwong trinh khung

Thoi gian hoc tap (gio)
) sé Trong do
II:/I/[aH Tén mon hoc tin Tong , Thl.rcAhanh/ Thi/
chi |s Ly | thuctap/ Kiém
thuyét | bai tap/
Y A tra
thao luan

I Cac mon hoc chung 12 255 |94 148 13
MHO1 | Chinh tri 2 30 15 13 2
MHO02 | Phap luat 1 15 9 5 1
MHO03 | Gido dyc thé chit 1 30 |4 24 2
MHO04 | Gido duc qudc phong va an ninh | 2 45 21 21 3
MHO5 | Tin hoc 2 45 15 29 1
MHO06 | Ngoai ngir 4 90 30 56 4
1 Cac mon hoc chuyén mon 64 1560 | 504 1013 43
1.1 Mbon hoc co so 16 240 224 - 13
MHO7 | Tin hoc van phong 2 30 12 17 1
MHO8 | Bang tinh Excel 2 30 12 17 1
MHO09 | CAu trac may tinh 2 30 28 - 2
MH10 | Mang may tinh 2 30 15 14 1
MH11 | Lap trinh co ban 2 30 28 - 2
MH12 | Ciu trac dir liéu va giai thuat 2 30 28 - 2
MH13 | Co s¢ dit liéu 2 30 28 - 2
MH14 | Lap rap va bao tri may tinh 2 30 28 - 2
1.2 Mon hoc chuyén mon 46 1290 | 313 948 28




MH15 | Ngoai ngit ch.nganh CNTT 4 60 57 - 3
MH16 | Hé diéu hanh Windows Server 2 30 28 - 2
MH17 | Quan tri CSDL v6i Access 1 3 45 43 - 2
MH18 | Quan tri CSDL v61 SQL Server 3 45 27 17 1
MH19 | Lap trinh Windows 1 (VB.NET) |3 45 43 - 2
MH20 | Thiét ké va quan tri website 3 45 43 - 2
MH21 | D6 hoa tng dung 2 30 28 - 2
MH22 | An toan va bao mat thong tin 2 30 28 - 2
MH23 | TH x4y dung phian mém quanly |4 120 | - 114 6
MH24 | TH thiét ké va quan tri website 4 120 |- 114 6
MH25 | Thuc tap t6t nghiép 16 720 | - 720
11.3 Mon hoc tw chon(chon 1 trong 2) | 2 30 28 - 2
MH26 Ky nang giao ti€p, phuc vu khach 2 30 28 i 9
hang
MH27 |Lap trinh mang 2 30 28 - 2
Tong cong 76 1815 | 598 1161 56
5.2. Chwong trinh chi tiét mén hoc
] Theot gian (gio)
So -~ 2
T Tén chwong, muc Tong Ly Thuc Kieém
s6 | thuyét hanh tra

1 Chuong 1: Soan thao van ban 6 2 4

2 Chuong 2: Bang tinh dién ta 14 6 8

; Chwong 3: Trinh chiéu dién ta véi| 10 4 5 1

Microsoft Powerpoint
Cong 30 12 17 1

6. Piéu kién thuc hién mén hoc:

6.1. Phong hoc Ly thuyét/Thue hanh: Pap ting phong hoc chuan

6.2. Trang thiét bi day hec: Projetor, may vi tinh, bang, phan

6.3. Hoc liéu, dung cu, mé hinh,phwong ti€n: Giao trinh, m6 hinh hoc tap,...

6.4. Cac diéu Kién khac:Nguoi hoc tim hiéu thyc té vé cong tac xay dung phuong an

khac phuc va phong ngira rui ro tai doanh nghiép.

7. Noi dung vaphwong phap danh gia:
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7.1. Noi dung:

- Kién thuc: Danh gia tat ca ndi dung da néu trong muc tiéu kién thirc

- K¥ ning: Panh gia tat ca noi dung da néu trong muc tiéu k¥ ning.

- Nang luc tu chi va trach nhiém: Trong qua trinh hoc tap, ngudi hoc can:

+ Nghién ciru bai trude khi dén 16p.

+ Chuan bi day du tai lidu hoc tap.

+ Tham gia day du thoi luong mén hoc.

+ Nghiém tuc trong qué trinh hoc tap.
7.2. Phuwong phap:

Nguoi hoc duge danh gia tich 1y mon hoc nhu sau:
7.2.1. Cach danh gia

Viéc danh gia két qua hoc tap cta ngudi hoc dugc thuc hién theo quy dinh tai
Thong tu 04/2022/TT-BLDTBXH ngay 30/3/2022 cua B Lao dong — Thuong binh va

X4 hoi; Quy ché To chuc dao tao trinh do trung cap, trinh d6 cao dang theo phuong

thic tich luy mo-dun, tin chi cia Nha truong ban hanh kém theo Quyét dinh sb
246/QD-CPTMDL ngay 01/6/2022 cia Hiéu trudong Trudng cao dang Thuong mai va

Du lich va huéng dan cy thé theo tirng mén hoc/mé-dun trong chuong trinh dao tao

Piém danh gia

Trong sé

+ Piém kiém tra thuong xuyén (Hé s6 1) 40%
+ Piém kiém tra dinh ky (Hé sb 2)
+ Diém thi két thiic mon hoc 60%

7.2.2. Phuong phap danh gia

Phuwong phap Phwong phap Hinh thirc Thoi diém
danh gia td chirc Kkiém tra Kkiém tra
Thudng xuyén Viét/ Tu luan/ Sau 20 gio.
Thuyét trinh Tric nghiém
Dinh ky Thuc hanh Thuc hanh Sau 28 gio
Két thuc mon Thuc hanh Thuc hanh Sau 30 gid
hoc
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7.2.3. Céch tinh diém

- Biém danh gia thanh phan va diém thi két thiic mon hoc dwgc cham theo thang
diém 10 (tir 0 dén 10), 1am tron dén mot chix s6 thap phan.

- Biém mon hoc 1a tong diém cua tat ca diém danh gia thanh phan cua mon hoc
nhan véi trong sé twong tmg. Diém mén hoc theo thang diém 10 lam tron dén mot chir
s6 thap phan, sau d6 duoc quy doi sang diém chir va diém sb theo thang diém 4 theo
quy dinh cia Bé Lao dong Thuong binh va Xa hdi vé dao tao theo tin chi.

8. Hwéng dan thuc hién mén hoc

8.1. Pham vi, ddi twong ap dung:Ddi tugngTrung cip Cong nghé thong tin (UDPM)
8.2. Phwong phap giang day, hoc tap mon hoc

8.2.1. Pdi véi ngudi day

* Ly thuyét: Ap dung phuong phap day hoc tich cuc bao gom: thuyét trinh ngan, néu
van dé, huéng dan doc tai liéu, bai tap tinh hudng, cau hoi thao luan....

* Bai tdp: Phan chia nhom nho thuc hién bai tap theo noi dung dé ra.

* Thao luan: Phan chia nhém nho thao luan theo noi dung dé ra.

* Hwéong dan tw hoc theo nhom: Nhom trudng phan cong cac thanh vién trong nhém
tim hiéu, nghién ctru theo yéu cau ndi dung trong bai hoc, ca nhom thao luan, trinh bay
noi dung, ghi chép va viét bao cao nhom.

8.2.2. Poi véi ngudi hoc: Nguoi hoc phai thyc hién cac nhiém vy nhu sau:

- Nghién cru k¥ bai hoc tai nha trude khi dén 16p. Cac tai liéu tham khao s& duoc cung
c4p nguon trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham du t6i thiéu 80% cac budi giang Iy thuyét. Néu nguoi hoc ving >20% sb tiét 1y
thuyét phai hoc lai mén hoc méi dugc tham duy ki thi 1an sau.

- Tham du du cac bai kiém tra thuong xuyén, dinh ky.

- Tham du thi két thuc mon hoc.

- Chu ddng t6 chuc thue hién gio tu hoc.

9. Tai liéu tham khao:

[1]. Bai giang Tin hoc vin phong, Bo mon CNTT, Trudng Cao dang Thuong mai — Du lich
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[2]. Bui Thé Tam, Bui Thi Nhung, Gido trinh tin hoc co s&, Nha xuét ban Giao thong
van tai, 2006.

[3]. Bui Thé Tam, Tin hoc dai cuong, NXB khoa hoc va ky thuat, 2005.

[4]. Nguyén Thanh Hai, Gido trinh tin hoc vin phong, Nha xuit ban Vin hoa thong
tin, 2003.

[5].Phan Thi Ha, Gi4o trinh tin hoc dai cwong, Khoa CNTT, PH Can Tho.
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CHUONG 1. SOAN THAO VAN BAN

< GIOI THIEU CHUONG 1

Chuong 1: "Soan thao vin ban" 1a phan mé dau quan trong trong khoa hoc "Tin

hoc van phong." Trong chuong nay, ching ta s€ kham pha cach st dung cac cong

cu va phan mém vin phong dé tao, chinh sira, va dinh dang vin ban mot cach hiéu

qua. Chuong nay cung cap Kién thirc va k¥ ning co ban dé nam viing nghé thuat

soan thao van ban

R/
0’0

MUC TIEU CHUONG 1

Sau khi hoc xong chwong nay, nguoi hoc co kha nang:

>

>

Vé kién thirc:

Hiéu biét vé céng cu soan thdo vin ban

Hiéu vé dinh dang van ban

Kién thizc vé chén hinh dnh va bang biéu

St dung tinh néng kiém tra chinh ta va ngir phdp
Vé ky ning:

Phat trién Ky ndng sir dung phan mém sogn thdo vin banPhdn tich dwoc nhiing

tdc ddng cua rii ro dén céng tdc qudn tri trong té chuc.

>

Ky nang lam viéc véi hinh anh va bang biéu

Ky nang soan thao va bién tap van ban

\Vé ning luc tw chii va trach nhigm:

Ndng luC Vé Quan 1y thoi gian, trach nhiém Véi cong viéc

Nang luc hoc tdp va lam viéc doc lap

T chui trong viée gidi quyét vén dé

PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 1

DPoi Véi ngueoi day: sir dung phwong phdp giang giang day tich cuc (dién gidng,
van dap, day hoc theo van d‘é); yéu cau nguol hoc thuc hién cau hoi thao lugn
va bai tgp chuwong 1 (ca nhan hoac nhom).

Poi Véi ngueoi hoc: chi déng doc trude gido trinh (chwong 1) tredc budi hoc;
hoan thanh day di cau héi thao lugn va bai tdp tinh huéng chwong 1 theo cd
nhdn hodc nhom va nop lai cho nguoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN CHUONG 1
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v

v

Phong hoc chuyén mén hoa/nha xwong: Phong hoc thuc hanh

Trang thiét bj mdy méc: May chiéu, may tinh va cac thiét bi day hoc khac

Hoc liéu, dung cu, nguyén vt ligu: Chuong trinh mon hoc, gido trinh, tai liéu
tham khao, gido an, phim anh, va céc tai li¢u lién quan.

Cic diéu Kién khdc:Khong co

KIEM TRA VA PANH GIA CHUONG 1

Noi dung:

Kién thirc: Kiém tra va danh gid tat cd néi dung da néu trong muc tiéu kién
thuic

Ky nang: Bdnh gid tat ca néi dung dd néu trong muc tiéu ki ndang.

Nang luc tw chu va trach nhiém: Trong qua trinh hoc tdp, nguoi hoc can:

+ Nghién ciru bai trude khi dén 16p

+ Chudn bj day du tai liéu hoc tap.

+ Tham gia ddy du thoi lwong mén hoc.

+ Nghiém tuc trong qud trinh hoc tap.

Phwong phap:

Diém kiém tra thwong xuyén: 1 diém Kiém tra (hinh thirc: héi miéng)

Kiém tra dinh Ky Iy thuyét: khong c6

% NOI DUNG CHUONG 1

1.1 Tongquanvé MSWord
1.1.1 GiaodiénMSWord2016

man

Lan dau tién mé Word, ctra s6 Start Screen s€ xuat hién va hién thi trén
hinh.Tai day nguoi dung s€ c6 thé tao mdt van ban médi, chon mot

template va truy cdp cac tailiéu mai chinh sira gan nhat. Tr man hinh Start

Screen, diéu huéng va chon BlankdocumentdétruycapgiaodiénWord.

New

Hinhl.1. ManhinhkhéidongMicrosoftWord2016
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Document] - Waord = - | o

Insert De<ign Layout References Mailings Review View < Tell me.. Olenna M... }?F Share

el
Editing

alln Calibri (Body) -
B I U -~ abe X. X°
B - - A - Aa-

Clipboard = Font

Mo Spacing Heading 1

Styles

Thanhtiéudsé

3 Thanhcbéngcu

Thanhthuwéce

Thanhtrangthai

4 »
Page 170f 1 Owords [ ER B - ] + 9%

Hinh1.2.Manhinhcira sdlamviéccuaMS Word2016

Gidéng nhu cac phién ban khac, Word 2016 tiép tuc st dung cac tinh ning
nhuRibbon va Quick Access Toolbar - noi ngudi dung s€ tim thiy cac 1énh dé thuc hién
cacnhiémvy,thaotdcdongiantrénWord.
1.1.2 TabstrénthanhRibbon

Céc phién ban Word tir 2007 dén nay st dung hé thong Ribbon theo tab (thé
1énh)chitkhongconstrdungmenutruyénthongnhutrudenira.Ribbonlacongeuchtratoanbondi
dung diéu khién cia chuong trinh, bao gém cac Tab (hay con goi 1a cac thé) va
caccommands (cac 1énh) thuc thi, didu khién. Ngudi dung c6 thé tim thdy cac tab nay &
ganphiatréncira sdgiaodiénWord.

Document1 - Waord

Insert = Layout References Mailings Review View

= Calibri (Body) o LM IR =RE =R A R ==
D B I U ~abex, x* A ===|"=. AaBbCcDc  AaBbCcDe
Pafte 8| R, A -~ Aa- __.-g.l q TMormal | Mo Spacing
Clipboard = Font T Styles

Hinh1.3.Cacthétrénthanhcongcu
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1.1.3 ChircnangciacacTabs

Y

File:Chtracacmuclamviécvoitépnhumd d(’)ngtép,inén,. .
Home:Chﬁ:acéccGngcuvédinh dang,...
Insert:Chl'racécmucvéchénk}'ltu’,tranhénh,béng,k}'/tu’décbiét, s
Design:Chtracac mucvéthiétké,dinhdang mauvanban
PageLayout:Chtracac mucvédzfltlé,kichthuc'wctrangvénbén,détvitriénh,. ..
References: Chiracac mucdatchuthich, kiéu cach,dinh dang mucluc,...
Mailings: Chiracaccongeuvédinhdangkiéuphongbithu,tronthu, ...
Review:Chiracaclénhvékiéutra ngonngit,ghichd,. ..

View:Chtracac lénhvéhiénthima‘mhinh,thanhthu’dc,ngétcfrasé, e

YV VYV YV VYV YVYYVY

Tuongimgmditablaichiranhidugroup(nhém)liénquandéncaclénh.Choviduy,group
Font trén tab Home chura cic 1€nh chinh sua dinh dang van ban cho tai li€u van
bancuanguoidung.

Document] - Word

Insert Design Layout References Mailings Review View

o Calibri (Body) MR EERE R T
M T — == === AaBbCcDc  AaBbCcDc
F‘avste | a- . A-Aa- A A .Q _ al | q TMormal | Mo Spacing
Clipboard s Font [P Paragraph Pl Styles

Hinh1.4. ChircnangcuacacTabs
Ngodi ra mot sd group khac c¢6 thém biéu tugng miii tén nhé ¢ goc dudi clng
bénphai, khingudidungclickvaobiéutuongmiiténdéséhiénthithémnhiéutiychonkhacnhau(h
aygoidolaHOpthoaicuanhdémlénh)

Document] - Waord

Insert Design Layout References Mailings Review View
G Calibri (Body) |11 e| ==ty | EE 32
K B I U-wx x fo B===1=- AaBbCcDc AaBbCcDe
F'avste v Q.. A-ha- K N Q . all o TMormal | Mo Spacing
Clipboard ra Font Ta Paragraph T Styles

L 1---|---§-"""1"'I%ont([trlﬂ]]

Customize your text using advanced
font and character options to give it
the exact lock you want.

You can add a variety of styles and
= | colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.
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1.1.4 HiénvaanthanhRibbon

Néu cam thay thanh Ribbon chiém dung khong gian man hinh qua nhiéu,
ngudidingcothéthaoticvaibudedéanthanhRibbondi.Délamdugedidunay,clickvaobiéutuwon
gmiitén
RibbonDisplayOptionsogoctréncungbénphaithanhRibbon,saud6chonmdttiuychonmotatir
menudropdown:

------ Auto-hide Ribbon
* Hide the Ribbon. Click at the top

A3BbCC of the application to show it.
Ma SFIECiI F Show Tabs
Show Ribbon tabs only. Click a
Styles tab to show the commands.
5 — | Show Tabs and Commands

—— | Show Ribbon tabs and
commands all the time,

Hinh1.5.Céchan vahiénthanhRibbon

- Auto-hide Ribbon: Ty dong hién thi tai liéu ctia nguoi dung & ché do
toan
manhinhvainthanhRibbonhoantoan.DéhiénthiRibbon,clickvaolénhExpandRibb
ondgoctréncungmanhinh.

- ShowTabs:Tuychonnaydéantatcacaclénhtronggroupkhinguoidingkhd
ngstr dung dén, nhung céc tab thi van hién thi. Bé hién thi Ribbon, rat don gian
chi can clickvaomottab.

- Show Tabs and Commands: Tty chon nay dé t6i da hoa Ribbon. Tét
ca cac tabva lénh van sé dugc nhin thay. Tuy nhién theo mic dinh tily chon nay
s& bi an trong landautiénngudidingmoWord.

(1 StdungtinhnangTellme

Document] - Ward Ea| —

¥ add page numbers Olenna Mason
= 8]« abl [¥] AddPage Numbers [:‘} ¥ [B TopofPage (SRS
_______ [l Add aBlank Page [E] Bottom of Page » lce
< ~ 2= T h D Insert Table of Figures EI Page Margins [
ra [ AddaHeader * | [#] Current Position (3|
' 3 ' Bl Insert Index F@ Format Page Mumbers...
9 Get Help on "add page numb... E;{ Removwe Page Mumbers
E Smart Lockup on "add page ...

Hinhl1.6. Cachsudungtinhnang Tell me

18



Néu dang gip kho khin trong viéc tim kiém cac 1énh mudn st dung, tinh ning
Tellmecéthégitpnguodidunglamdiéunay. Tinhningnayhoatdongtuongtynhuthanhtimkiém
(Search bar) thong thuong: Nhip tiy chon mudn tim kiém, va trén man hinh s& hiénthi
danh sach cac tuy chon. Nguodi dung c6 thé sit dung 1énh tryc tiép tir menu ma
khongcantimtrénthanhRibbon.

1.1.5 QuickAccessToolbar(thanh truycap nhanh)

Nim ngay trén thanh Ribbon, Quick Access Toolbar ciing cho phép ngudi dung
truycapcaclénhphdbiénmakhongcanphaichontab. Theomacdinh, QuickAccessToolbarhién
thi cac lénh nhu Save, Undo va Redo, nhung nguoi dung c6 thé thém cac 1énh
khacvaonéumudn.

Thémlénh vaoQuickAccessToolbar

DPéthémlénhvaoQuickAccessToolbar, ngudidungthuchiéntheocacbudedudi

day: ) .
1. ClickvaobiéutuongmiiiténdangthanamgocbénphaiQuick AccessToolbar.

Past z
ale ¢ B I U -3k x, X

-

Clipboard = Faont

2. Chonlénh mudnthémvaomenu.

H ©- -

File Home Customize Quick Access Toolbar ENCes

F- Mew L,

D Calibn (Boc C~:
Open

Paste - =

. « B I U « Save L=
Clipboard & Email

L Quick Print 1

- Print Preview and Print
: Spelling & Grammar
« Undo
+ Redo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
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3. Valénh sédugcthémvaoQuickAccessToolbar.

D Calibri (Body) =11 = A

Paste o B I U ~ak X, X°

-

Clipboard Font
1.1.6 Thanhtrangthai—Statusbar

Pay 1a thanh cong cu ndm phia dudi cia man hinh soan thao, chira cac thong sd
déngudi dung theo ddi duoc cac thong tin co ban cia van ban dang soan thao, nhu: sb
tranghién tai, tong so trang dang co trong vin ban, tong sb tir da soan thao. Ngoai ra goc
bénphaictiathanhtrang thaiconchophépnguoidingchon chédd xemvinban

Bam chudt phai vao thanh trang thai, nguoi dung cé thé tuy chinh thém céc
tinhnanghodcthdngsdmudnhiénthilénday

ul

Paraaraoh

ul

1 .| Customize Status Bar

Formatted Page Mumber 5

Section 1

~ Page Mumber Page 5 of 259

. . Vertical Page Position Tom
Page5of 259 42255words  English (United States) Line Numper
Column 2

+ Word Count 42255 words

~ Spelling and Grammar Check

+~ Language English (United States)
~  Signatures Off
Information Management Policy Off
= Permissions Off
- + 100%
E Iﬁ I Fi:] Track Changes Off
Caps Lock Off
Overtype Insert

Selection Mode

Macro Recording Mot Recording
+ Upload Status
~ Document Updates Available Mo
~  View Shortcuts
~ Zoom Slider

~ Zoom 1003

Hinhl1.7. Cacthanhtrangthditrong Word
1.1.7 Khungtacvu
Pay 1a chirc ning gitp nguoi dung di chuyén quanh vin ban cta minh mot
cachnhanh chong, tim kiém nhanh mat tir, cum tir trong van ban hodc chinh stra cac thong
sbcliacac d6itu’ongdu’qcchénvéotrongvénbén
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1.1.8 NavigationPane.

DbémoNavigationPane kichvaonit Findtrongnhom
EditingcuatabHome,hodcnhanphimtatCtrl+F khungnays&xuathiénphiabéntraiciamanhin
hsoanthao:

PINH DANG TRANG VAN BAN VA THAO TAC TRON THU - Word

References Mailings Review View

w Roma 3 - H -3 T = V=3
L B 7 U - e x, x| 4 = 1= - Chuwo 1.1. As 111 A:

Parts: o |- S B A R e el L sy e NOcapl_c.. TOcap2l1 1 Ocap3_i... —| (DS

Clipboard = Font = Paragraph = Stytes = -~
- 2 =

Navigation =3¢
9 paies o= Giang vién: Vit Thu Uyén Khoa CNTTX

Heading Pages Results

Use the box for text or the magnifying MICROSOFT WORD
glass for everything else.

Bwdce 1: Mo tap tin thumoi.docx, vao tab Mailings/ Start 7

Letters
E INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS
—
=3 Las ~

Page 12 of 25 3262 words  Englizh (United States) G (=) S - " + 1009

Hinh1.8.NavigationPane
Theomaicdinh,bangdiéukhiénNavigationsédugcmoradphanbéntraiciiactrasoWord.
C63muc déluachon:
» Headings |3 cac gia tri tim kiém dwogc phan theo muc, viéc phan theo muc nay
phaiduwocthiétlaptlr trudc.

L

Navigation S

o

Search document P~ Z

Headings Pages Results .

4 CHUONG 1: MICROSOFT WORD Z
4 1.1Téng quan v& MS Word

15

1.1.1 Giao dién MS Word 2016
1.1.2 Tabs trén thanh Ribbon b
I 1.1.3 Chifc néng cla cac Tabs

I 1.1.4 Quick Access Toolbar (th... N
1.1.5 Thanh trang théi - Status... R

1.1.6 Khung tac vu T

1.1.7 Phim it (Keytips) .

4 1,2 Cic thao tac soan thao co ban Z
1.2.1 Khéi déng MS Word g

1.2.2 Thoat khai MS Word '

I* 1.2.3 Thao tac vdi File van ban B
1.2.4 Lura chon vén ban 7

1.2.5 Sao chép/di chuyén khéi... d

1.2.6 Phang to - thu nha tran... :.

4 1.3Dinh dang vén ban -
1.3.1 Binh dang ky tu bing nh... -

1.3.2 Binh dang Paragraph Z

1.3.3 Tao khung va nén “.L‘

- Pagestimkiémtheotimgtrangnéudolavinbandai,conhiéutrang
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Navigation

Search document

Headings Results

Pages

- Resultsduarakétquactuaquatrinhtimkiémmottirthoicmotcumtirmaodotrongvanban.
Trong hop nhdp liéu Search Document trén cung, nhap vao cum tir nguoi
dungmudntim. K étquaséhiénthitrdong(néukhongngudidingnhanEnterhoicbiéutuongchié
ckinh lap bénphaicua hopsearch).
t hinh thumbnail nhé hién thi cho nhitng doan vin ban xung quanh mdi tir/cumtir
duoc nhap vao. Pé nhay t6i doan vin ban nay, chi can kich vao thumbnail thich hgp.Cac
tir/cum tir dugc tim thdy s& c6 mau dam ndi bat gitip nguoi ding dé dang xac dinhchung.

Q SEI

Insert Design Layout References Thu Uyen Vu

N A LT i, [EE AP Find ~
+l13 - | Y B e S e =5= A
D - Times New Ro ~ |13 A A Aa @ = = S == | B Chwor 1.1. As 111 A: — AaBbC T
Paste o |B I U-atex, | A-P-A-===B11z- |-~ T0caplc.. T0cap2 !l TOcapdl.. T0apS- 3| N cupecte
5 3
Clipboard = Font 5} Paragraph 5} Styles 5} Editing ~ F
. . |\:|vlv’_i‘v2v|r3r|‘4v|r5r|r6~(~7‘x‘5-|-9‘1‘ID-l-11-|-12-|-U-l-14-|-15-|v16v|vg-|-18-|
Navigation M
4 fraitieu x 1.1.3. Tao nén cho trang tai liéu
Y — Sau khi soan thao xong tai lidu, ban in ra, hay géi 1én Web, dé tai liéu dep mat hon,
Headings  Pages  Results hay ban muén tén minh hién thi trén timg trang tai liéu, Word s& hd tro ban trong viée nay

Khi viét mot tai liéu, khdng chi dé xem
va luu trir, ma c6 nhitng van ban ban
can phéi in ra dé bdo

Thiét Iap chi dé cho trang tai liéu

theme c6 anh hudng t6i phong cach
ctia todn b6 tai liéu. Mét theme thuc
chét 13 tap hop cta rét

rét nhi€u cac phong céch (style) trong
mét tai liéu gdbm c& chir, mau chir,
phéng chif, d& muc, cac

©25¢ 1 +24+ 1 230 1 0220 4 0210 1 v200 1 219 4 180 ) 017 1 116 T

Color: Bigu chinh mau cho céc tiéu d&,

Page 50f25 2 of 3262 words

English (United States)

v61 nhitng Background da dang, phong phi.

— Dé tao nén cho tai liéu ciia minh, ban vao Tab Design - group Page Background

DESIGN |PAGEL REFERE MAILIN REVIEW VIEW DEVELO FoxitP OFFICE copcon ~
. L A | S# Paragraph Spacing ~ B ,:)\ LY
=34 L= [@] erfects - ;

Colors Fonts — Watermark Page Page
-« @setasDefout Color - Borders

Document Formatting Page Background

BB B - 1 +  100%

22




Chiiy:Chicandichuyénchotrochudttéi moithumbnailngudiding
sénhinthdyvitrisbtrangctiadoanvinbando,dongthoinéukichchudtvaothumbnailngudidings
eduogcnhaytoitrangtrong ung.

Navigation Pane khong chi tim kiém chit ma c6 rat nhiéu chtc ning, tinh
trongNavigationPanenguoidungcéthétimthaynéunhdnvaophanmiiitréntrongNavigationPa
ne,taidaychungtaséco cac tinhnang sau:

- Options: Noi cho phép tuy chinh e .
timkiémNavigation Pane. Navigation wx [y 8 e

- AdvancedFind: Tailiew B - L1
Chéd@timkiémnéngcao. S thic::... a

- Replace: ChédothaythétitronWord.  Hesdings  Pages  Resuits  © Ad@ncedfind

ab. Replace..

- Go To: Ché d0 nhay budc trong

Lij=]

Khi vigt mét tai ligu, khdng chi d€ xe 3 GoTo..
wa luu trir, ma cé nhiing vin ban ban -
cin phii in ra d€ bao Find:

A A A L A . - Graphics
chuyéndénmdtvitrinhatdinhtrongvanb o e S T E.; Tg: ic
Tables

vanban, cho phép nguoi dung di

(TER

an.
5 3 : = 3 Equations
s A A 3 s A 5 theme cé anh huong tdi phong cach T Eq
- Graphic: Cheé d0 tim ki€m anh 5 icanbs i liew Mot theme thee ag' Footnotes/Endnotes

trongNavigationPane. ehetia 13p hop el it [ Comments ,
- Tables: Ché do tim kiém trong
tables,apdungbangbiéu.
- Equations: Chédo timkiémtheocongthtic.
- Footnotes/Endnotesaz: ChédotimkiémtheochuthichsancétrongNavigationPane.
- Comments: Timkiémcacchuthich,nhan xéttrong Word.

(1 FormatOption
Pé mo khung Format Option, ngudi dung bdm chudt phai vao bat ky doi
tugngnaotrongvianbanvachonmucOption. .., khungnayséxuathiéndphiabénphaiciamanhinh

thdo:
i lad o . store w L asgpa—s
2 X Cut
H - O T DINHDANG TRANG VAN BAN VA TH| s
Insert  Design  layout  References  Mailj Format Q Tell me. ThuUyenVu £ Share
o X o 3 P Find ~
, 36 N PR - | & Y
Og TimesNewRo - (13 ~| A" A" Aa D hwo 1.1. As 111 A -
Pate o B I U-acx, X A-W-A- aplc.. TOcap2 !l WOcap3l.. |v| | N g,
Clipboard Font Paral - Styles % Editing ~
c B Change Picture.
[ 2NN MR WSRO RN KW R RN AN KRR XS 1 15 .
< W 1.1.0. 140 Hen cuo trang v ueu Format Picture VX
: Sau khi soan thao xong , ban in ra, hay g&i 1én W thon, | O O 1B [
mubn tén minh hién thi trén timg trang tai liéu, Word s& 23y vé
E @ u b Shadow
b Background da dang, phong phu.
? gr ang, phong pl b Reflection
- b Glow
i I Soft Edges
3 b 3-D Format
o b 3-D Rotation
o b Artistic Effects
& Gidng vién: Vii Thu Uyén — Khoa CNTT
Page50f25 3261words  English (United States) B B - 1 + 100%

Hinh1.9.Cach mokhungFormatOption
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1.1.9 Phimtat(Keytips)

Trong qua trinh 1am viéc trén may tinh, dé day nhanh céc thao tac, nhat 1a céac
thaotacsoanthaovanban, thiviécsirdungcactohopphimtitségiupichratnhiéuchonguoiding. M
SWordcungcipchongudidungratnhiducacphimtittrongsoanthdovanban.

Tuy nhién trong cac phién ban Office hién nay, ngoai cac to hop phim tit quen
thudengudi dung phai nhé dé sir dung. Thi bay gid, ¢ thé st dung cac td hop phim tit
trongWordnoiriéngvatrongcacimngdungOfficendichungbangcachbAmphimALT-
>TrénRibbonlﬁcnéyséxuéthiéncécchﬁ’ céidaidiénchoceicphimtétduqchiénlén

TLHocTap_TinVP (Excel) 2019 - 2

Insert Design Lavout References Mailings Review Q@ Tell mew
] G 5 M R
- Cut . i - Py — —
[ ga e TimesNewRo - |13 - A" A Aa- 4% = -i=-%- &3 2 T | Aipbcel A
Copy -
Paste o 2 - ay e === v b ] ié
- % Format Painter B I U-~-aex x [A-3%F-A ==== = Sy - G Bang bigu M
Clipboard [P Font P Paragraph P
L o 2o 01 a 1 lvl 2130 4o 5o B Fog B 0 8

Hinh1.10. BimphimAltdémd phimtt
Cachsirdunghéthdngphimtitnaydongianlabdmvaochircaidaidiéncholtabnaodomud
nding,cacldpphimtitsétiéptucdugchiénra. Diéunaygiupchonguoidingthuantiéntrongquatri
nhthaotacvakhongphaighinhdnhiéu
Vidu:Mudnmétablnsertdésirdungcaclénhchénbang(Table)trongdothinguoidingthy
¢ hiéncacthaotacnhu sau:BamphimAlt ->N-> T

Design Layout References Mailings Review

QT hat you want to do Thu Uyen Vu
v = M AS m H

: Q () E
B Cover Page~ D ol ol P/ (=] SmartArt ol store W E‘j &5 Hyperlink * [T Header ~ [EMQuick Parts ~ [ £ Signature Line ~ quation ~
[]ka Page S f‘!" |Ehart . : ﬁgh |Dokmark [Eooter' ﬂ/urdArt' Emate&Time Mymbol'
Table = Pictures Online Shapes & My Add-ins ~ Wikipedia Online Comment Text

'u,i;ageBreak & piﬁes 2 a&creenshot' E'ﬁross»referen(e [¥] Page Number ~ Bﬁ. A Drop Cap ~ %}h}ed v
e M B WAL § .. @ 8 @ W WL

L ERNEE EUEE T R SR RARE PRI PR SRS SURE XN NS SRR RIS RS RIS - IS c DS OIS IR 120, 5 o o

Symbols

Trong cdc phan tiép theo, tdai liéu ndy sé giGi thidu cdc t6 hop phim tdt twong
ungvoicdclénh,cdcthaotacthwongxuyéndwocsidungtrongquatrinhsoanthao,dinhdangvanb
antrén MSWord.

1.2 Cacthaotacsoanthiaocoban
1.2.1 KhéidongMSWord

Cach1:NhaydupchudtvaobiéutrongMi [l e RRElele e L et ey

crosoft Wordtréncira soDesktop difelue S

Cach 2: Kich chu0t vao nuat Start
chonAllProgramschonMicrosoftOfficechonMi

.

W
i
crosoft Word2016. 3

Word 2016

Luu y: Néu chwa c¢é chwong trinh ta
cothésirdungphwongphdpcaiddithodcnéuda

céchwongtrinhmdchwacébiéutwongtasirdungphwong phdptao biéutwong
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1.2.1 KétthicMSWord
Ch(_)nmenuFilech()nmucEXit(hoaftcnhéntéthAlt+F4)H0écbémvéonﬁtClosec"r gbc
trén bén phdi man hinh MS Word, sau d6 chon luu (hoac khong luu) cong viéc
virathuchiénvathoatkhéictrasélamviécciaMicrosoftWord.

3]

Thu Uyen Vu 2_ Bl Close

A Find -
bCc AaBbCcl AaBb( AaBbCcl CHUC 11 Aal 111 Ac | g o
v waC
dich | T MNormal Tiéudé  TMoSpac.. Headingl Heading2 Heading3 |+ [E Select
Styles ] Editing -~

I TS 1 AT R i S I = S N S IR -3 B SN e AT B

Hinh1.11.KétthicWordbangnutClose

1.2.2 Taovanbinmdi

Cach1:Lvachon menuFilechonNewsaudénhanchudtvaoBlankdocument

Document] - Waord

New

Search for online templates 0

Suggested searches:  Business Cards Flyers Letters Education Resumes and Cover Letters  Holiday

1 Blank docurnent
Account Blank document

Options

We don’t have any featured templates right now.

You can use the search box to find a specific template.

Hinh1.12.Taovan banmai
Cach2:NhantdhopphimCtrl+N.
Cich 3: Mudn tao mot tai liéu méi tr mau ¢6 sdn: Lua chon menu Eilechon Newsau do6
nhan chudt vao mot tai liéu mau nao d6 sin c6 khi cai dat MS Word & mucSample
Templates. Néu khong co thi ngudi dung c6 thé tim kiém mau online taithanhtim

kiémtrénmanhinh
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Document - Word

New

€} Home | Business yel

Name

Street Address
Cily, ST2P Code
Name

Street Address
Cily. ST2P Code

Name
Stroot Addross
ity $12P Code

Account

Options

Hexagon labels (30 per...

Small business email m...

Qe

Home business startup... Small business startup c...

Phone script small busi...

Small business client int...

2

H Category
" Business
Presentations
Letters
Business Cards
Technology
Labels
Business Plans
Brochures
Forms.
Newsletters
Planners and Trackers
Themes
Lists
Budgets
Sales
Avery
Charts
Analysis

Financial Management

g

X

Thu Uyen Vu

>

Hinh1.13. Timkiémvanbanmau online

Sauddchonmétmauvinbancantao.NhinnutCreatedétaomdttailiumditirmaudichon

Restaurant..
Provided by: Microsoft Corporation

Hinh1.14. Lvachonvanban maucdsan

1.2.3 Luwuvan ban

Khi thuc hién luu trir vdn ban ta nhan vao menu Filechon Save(hoic bam to
hopphimCtrl+S)hoicSaveAs(hoicbamphimF 12),hodcChonbiéutugngSavetrénthanhQuic
kAccessToolbar.

H ©- 0O
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V§iWord2016comdtsddinhdangcobantrongphanSaveastypenhusau:

Save as type: | Word Document (*.docx) o
i Word Document (*.docx)
S Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dot)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)
de Folders PDF (*.pdf)
KPS Decument (Fxps)
Single File Web Page (*.mht*.mhtrml]
Web Page (*.htm;*.html]
Web Page, Filtered (*.htrn;* html]
Rich Text Format (*.rtf)
Plain Text (")
Word XML Document (*.xml)
Word 2003 XML Document (*.xml)
Strict Open XML Docurnent (".docx)
OpenDocument Text (*.odt)

Hinh1.15. CacmaudinhdangFilekhiluu
* doc: DinhdangcliciaOfficettr97-2003.
* . docx:Pinhdangm¢iOftice2007,2010,2013va2016.
* pdf:DBinhdangsangdangFilePDF.
* xps:DinhdangchidoctrénWindows.
* dot:TaoramauTemplatetheo Officetir97-2003.
* dotx: TaoramauTemplatetheo Office2007,2010, 2013va2016.

* . dotm:Tao ra mauTemplatechophépsitdungMacro.

» ThaotacluuFilechuacoténvaoddia:

Save As

(Ex, OneDrive - Personal
=

Hinh1.16.Manhinhlénhluufile
» HopthoailuuFilehiénra
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<
1] Save As &J
@U" <« Local Disk (C:) » Program Files » v I 5 I [ Search Program Files 0 ‘
Organize v New folder =y @
5 2
b=/ Pictures = Name Date modified Type 2
B Videos : i (=]
. Bkav Corporation 11/21/201512:19 ...  File fol
BkavHome 1/8/20 M File fol
+& Homegroup 2 =
Canon 1/4/2016 7:48 PM File fol
= Common Files 12 47PM  Filefol
M Computer
B z DVD Maker 12 512:29.. Filefol
= Local Disk (C:) ‘ 3 Y S
Data (D) E Foxit Software 1/14/2010 230 PM  Filefol
ata (D:
- Google 1/8/2016 10:01 AM File fol
- Phanmem (E:) e e
HTML Help Workshop 12/6/20158:46 PM  Filefol
€l Network | S i | ’
File name: Docl.docx 2
Save as type: | Word Document (*.docx) vJ
Authors: Admin Tags: Add atag
[F] Save Thumbnail
4 Hide Folders Tools ~ [ Save ] [ Cancel
|

Hinh1.17.HopthoailuuFilevanbanmai
- Bude1:Cirasdbéntrai:lwvachonodiahodcthumucchiraFile méi canluu.
- Budc2:Cirasochinh:nhaydip vaothumucchtraFilecanluu.
- Bu6c3:Gd ténFile vanbancanluutronghdpFileName.
- Buéc4:Nhannit Save.
> Thaotacghi Filecomatkhau:
- Muycdich:Chingudidinggddungmat khauméi moduocFile.
- Thaotac:

+Budcl:Kichchudt vao menuFilechonSaveAs...(hodcnhan F12),

+Budc2:KichchuotvaonutTools
chonGeneralOptionsgémétkhéuvéomucPasswordtoOpen:Gémat

khaunhanOK,méynhaclailanniravanhanOK.
General Options B | )

File encryption options for this document

Password to gpeni ||

File sharing options for this document
Password to modify:

[] Read-only recommended

Protect Document. ..

Macro security
Adjust the security level for opening files that might
contain macro viruses and specify the names of =

trusted macro developers.

Hinh1.18 .H(f)pthoaitaométkhéukhi moFilevanban
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Luweuy: Sauthaotic dokhiméFiledéuphaigomdtkhau.
- Thaotacboméatkhau:

+Budcl:Kichchudt vaomenuFilechonSaveAs...(F12)

+Buéc2: ChonntatToolschonGeneral Options,x6améatkhau.
+Budc3:KichchuotchonOK

» Thaotacluuthémndi dungFiledacotén:

Luachon menuFilechonSave(hodcnhantdhopphimCtrl+ S)
1.2.4 Mévanbandaco

Kichchudt vaomenuFilechon QOpen(hodcnhin t6 hop phimCtrl+O) chon vi triluutrit tap
tincAnma.

Chon nhing tép tin

Open | ghn ahét duoc mb

Chon nhing tép tin
@ Recent ——— — dvoc lvutrén SkyDrive
== OneDrive - Personal L
= . Chon nhimg tap tin

- duoc hru trén dia cong

(L1 Thispc

+ Add a Place :7 =

Chon not fru khac

Hinh1.19. Manhinh méFiledaco

HoactaimanhinhnaybamvaonutBrowseséxuathi¢nhdpthoai méi

i) Open e T O A T [=5c=)
( )v v l |, « Local Disk (C:) » Program Files » v | +s l ] Search Program Files pel |
Organize v New folder 4= » [j;l @
& Downloads 4 Name & Date modified Type 2
=] Recent Places : - 2 ’
|, Bkav Corporation 11/21/201512:19 ... Filefol _
S |\ BkavHome 1/8/20169:22 AM  Filefol|
4 Libraries J
= Canon 1/4/2016 7:48 PM File fol—
|5| Documents . :
' R 1 Common Files 12/6/20158:47 PM  Filefol
d’ Music )
y .. DVD Maker 12/30/201512:29 ...  Filefol
[&=| Pictures 2 N
X E .. Foxit Software 1/14/2010 230 PM  File fol
B videos £ ) X
I, Google 1/8/2016 10:01 AM File fol Il
HTML Help Workshop 12/6/20158:46 PM  Filefol
+& Homegroup B0
|, Internet Download Manager 12/26/20151:16 PM  File fol
. Internet Explorer 2/30/20151:03 PM  File fol
1 Computer 5 3 -
B = 1. Microsoft ASP.NET 12/28/2015 3:37 PM  File fol
= Local Disk (C:) . = = 3
I/ Microsoft Games 7/14/2009 2:50 PM Filefol =
ca Data (D) Ul ‘-7— = 5| .
File name: v [AII Word Documents (*.docx ™.« v] I
Tools ~ [ Open |v] [ Cancel ]

Hinh1.20. Hopthoai moFilevanbanluutrongmay
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+Budcl:Chonddia hodcFolderchiaténFilecin m&
+Buéc2: Xuat hiéndanhsachFile, kich chudt chon tén File. ChonnitOpendeé
moFile.
Chiiy: TrongWordchophépménhanhcacFilemimabangcachkichchudtvaomenuFil
echonRecentvachonténFilecanmo.

- CungluccothémadugenhiéuFile,dodédéchuyéntédicacFiledangdugematala
biéutwongFiletrénthanhStart vachonténFilecanchuyéntdi.

- DitliugiitacacFile cothésaochépvéinhau.

1.2.5 Hiénthivinban

Trong Word, ngudi dung c6 thé hién thi mot tai liéu trong mot loat cac cach
hiénthjkhécnhau,méidangphﬁho‘pvc'wim@tmucdichcuthé.CéccéchhiénthibaogémPrintLayou
t view (mac dinh), toan man hinh — Reading, Giao dién web — Web Layout,
dangnhinOutline,vaDuy thao-Draft.

Péchuyén dobigittacaccachhiénthi:

- VaoTabView->groupsViews->chondangmudnhién thitailiéu:

File Home Insert Design Layout References Mailings Review View Q@ Tell me what you want to do...
= . —K o S . "
| .] D Ll [=] outline  [V! Ruler Q L_? [E] one Page LE D [17 View Side by Side EE rj
= ] Draft Gridlines H gg Multiple Pages ) Synchronous Scrolling .
Read ' Print Web = Zoom 100% ! New Arrange Split ; : Switch Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window  All Resel Window Fosition | Windows ~ -

Views Show Zoom Window Macros

Hinh1.21.Menu View
- HoécbénphéitrénthanhStatusToolbar9chondanghiénthi:
Hién thy dang
soan thao

Hién thi dang
Web

Hién thi dang
doc ta1 héu

HiénthithudctrongWord
Déhiénthi/anthanhthudengangvathudedoctrongetrasdsoanthéo,ngudidingchonTab
View = groupShow —>checkRuler:
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File Home Insert Design Layout f

N [=] Outline  [+] Ruler
I:] |:| lj‘@ [=] Draft

Gridlines
Read = Prnt Web

Mode Layout Layout Mavigation Pane
Wiews Show
e i i Lo e o e e -
1 : , ,
. Thurde ngang
Lréi. .
.+ Thude doc

Tachtrangtailiéudé sosanh
Khi nguoi dung soan thao mdt van ban kha dai, hang tram trang, va cd nhiing
phannguoi ding muén so sanh véi nhau nhung lai ndm trén nhitng vi tri xa nhau. Vi du
nhunguoi dung muén so sanh md dau va két luan ctia mot bai tiéu luan dé co thé viét tot
hon.Split WindowtrongWordségiupnguoiding giaiquyét.
TabView—>groupWindow-> Split

'r\:' Tell me what you want to do...

e |_—|'EI E (19 View Side by Side

Pages i Synchronous Scrolling
Mew Arrange Split
dth Window  All Reset Window Position
Window
st 3 A 50 gkt Window

See two sections of your document
at the sarme time.

Thiz makes it easier to look at one
section while editing ancther,

Détrolai manhinhnhubandau-> TabView->group Window->RemoveSplit
Hiénthidongthdinhiéuctrasd
C6 nhiéu lic ban 1am viéc trén nhiéu tip tin tai liéu khac nhau, that 1a bat tién
khiphaim&timgtaptin, Wordchophépbanhiénthictunglictrén
manhinhnhiéuctrasdlamviéc,haymadongthdimottaptintrénhaiciraso.
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IR e o aniodo.

D’j : === 1 View Side by Side EE
- — [ Synchronous Scrolling .
Mew Arrange Split Switch
Window  All 3 Reset Window Position  wWindows -

Window
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NewWindow:Mdthém | cirasdméichtratailiéuhiéntai
ArrangeAll:Sapxéptatcacaccirasd Wordtrénciingmdtman hinh
ViewSidebySide:Choncﬁ’aséhiénthidéng thoi
Phongto/thunho vanban
Khi m¢ hay lam viéc voi ctra s6 Word, ngudi dung ¢ thé phéng to — thu nhod
trangWorddédélamviéchon.
Cach1:ChonTabView—>groupZoom->Zoom:

References Mailings Review

@ Tell me wha vant to do.
Q [E) [E] One Page 1 E . [ View Side by Side
a0} Sy

EE Multiple Pages Synchronous Scrolling
Zoom 100% Mew  Arrange  Split
1B Page Width Window  All Reset Window Position | y
Zoom Zoom ? >
&7
OO RO (IR S TR S
e Zoom to
) 2009 () Page width
O 100% O Text width
OIS% O Whaole page
Percent: | 100% &
Preview
AaBbCeDdEeXx Yy
Zz
AaBbCeDdEeXxXYy
Zz
::L\ A D AT T AW s

Hinh 1.22. Thao tac phong to — thu nho van

banCéch2:SudungcongcutrénthanhStatusBar

1.2.6 Thudctinhctiavianbin

Cackhainiémcoban
> Kitw(character):Ladonvicosdctuavanban kitudugcnhaptructiéptirbanphimvalénh
Insert/ Symbol.
Tir(word):nhiéukitu(kitutring khongphailatir)liénnhauconghia.
> Cau(sentence): Cautaphopcactirkétthiicbangdaungitcau(.2:!;).
Poanvinban(paragraph):Nhiéucaucéliénquanvdinhauhoanchinhvéngiinghia. Tro

Y

A\

ng vanbandoanduockétthiic bangphimEnter.
> Trang(page):Vungvianbanduogcthiétlapkhogiay,lé,vién, ...
Phéandoan(section): Lataphopcacdoanco cungdinh dang.

v
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» Dong(line):Tapcackitutréncungmdtduongcosd(baseline)tirbéntraisangbénphai
manhinh soanthao.
> Xuobngdong: Ty dongvabangtay(Shift+Enter).

4

Luuy:

- KhigdvanbankhongdungphimEnterdéxuéngdong. PhimEnterchidungdékétthiic
modtdoanvanbanhoanchinh.

- Giita cac tir chi dung mot ddu khoang trang (phim spacebar) dé phan céch.
Khongstrdungdiukhoangtrangdaudongchoviéecan chinhlé.

- Cécdiungitcaunhucham(.),phay(,),haicham(:),chdmphay(;),chamthan(!),hoi
chdm (?) phai duoc gd sat vao tir dung trudc nd, tiép theo 1a mot dau
khoangtringnéusau dévancon ndidung.

- Céc dau md ngodc va mé nhay déu phai dugc hiéu 1a ky ty dau tir, do d6 ky tu
tiéptheo phai viét sat vao bén trai cia cac ddu ndy. Tuong tu, cac dau dong
ngodc vadéng nhay phai hiéu 12 ky tu cudi tir va duoc viét sat vao bén phai cua
ky tu cubiciingctiatirbéntrai.

- Goxongtoanbovanbanmdithuchiénhi¢uchinhvadinhdangvanban.
Diémchén(insertionpoint—controvanban)ladudngthangdtngnhipnhaytrongman

hinh 1am viéc cia Word. N6 hién thi vi tri nguoi dung c6 thé nhap vin ban trén
trangtailiéu.Nguoidungcothésirdungdiémchéntheonhiducachkhacnhau. Néukhimomatt
ai liéu tréng, diém chén s& xuat hién & goc trén cung bén trai cta trang. Néu mudn
nguoidingcd thénhapvanbantir vitrinay.

File Home Insert Dresign Layout References Mailings|
== P = . = . i
D Calibri (Body) -~ |24 - A A Aa - A i 8= u= .
= == =
Paste ~ B I U - abe X, X° my - a3k A - Sy - | A |
Clipboard m= Font ] Paragraph

Hinh1.23. Manhinhvitribitdau soanthdovanban
1.2.7 Luwachon khéivinban
Trude khi dinh dang hodc di chuyén vin ban, nguoi dung sé phai lwa chon vin
bando. Bé 1am dugc diéu nay, ngudi ding ¢ thé str dung 1 trong 2 thao tac véi chudt
hodcbanphim.
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Thaotacvoichudt

Nguoidungclickvakéochudtdéndoanvanbanmudnchon,sauddthachudtra.
DPoanvanbanduoc chonsédugcboiden.

B H.0Bignature Wash
Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

Métsothaotdckhdc:
- NhéychuéttréBlénliéntiéptai1Vitri,khidécédoanvénbéndﬁduqcluachon

- Dichuyénchudtralétraictiavanban,kichchudttraivaodongvanbancanlyachon.Hodacn
haychuottrai2lanliéntiépdelua choncddoanvanbando.

- Chonnhi¢udoanvanban,dichuyénchudtralétraiciadoanvanban,nhanchudttraigitr
vakéorécacdoancanlua chon.

Thaotac véibanphim
Nhénvégiﬁ’phimShift,saudéchondﬁngcécphimmﬁi ténluachon.
-LuachontatcaFiletrongvanban:nhan tohopphimCtrl+A

KhiluachonvénbénhoeichinhénhtrongWord,m(}tthanhToolbarchfracécphimtétlénhs
&xuathién.NéuthanhToolbarkhéngxuathién, thirdichudtqua mucdachon.

Calibri (Body) ~ {14 ~| A" a7 & A
B I U3~ A -:= iz~ St;;es

B H:OFignature Wash

Cars 520 - SUVs 525 and up

Hand wash and dry vehicle, including tires, rims, wheel wells, and door jambs.
Interior vacuum, dust, and deodorize, plus windows inside & out.

1.2.8 Saochép/dichuyénkhdivinban
Déthuchiénthaotécsaochép/ dichuyénkhéivénbénngu’oidﬁngc?mthuchiénviécchonkh
divanban détrude.Saudothuchién mottrongcacthaotaclénhsau:

ChonlénhCopy(désaochép)hoatlénhCut(dédichuyén)tirbiéutuongtrénTabHome>  group
Clipboard

(= = e =

File Home Insert Dresign Layout References
C -1 . -

0 6 Cut Calibri (Body) ~ |14 ~-| A" A | Aa -
Past E= =opy) k;
aste - = A - 2k
- ¥ Formal Painter B I U sbe X, X R

Clipboard = Font

Hinh1.24.LyachonlénhCopy/Cut
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Bamchudtphai(RightClick)tréndoanvinbandichondésaochép/dichuyén—>

Copy/Cut

it nht phai hoc cach dé

Song & doi chang ai c6 thé hoan thién p=2 whwn
5 3 A A 3 kXJ CUE

song lam sao cho ven toan. Céach xw su
~ 2 2 £ .- A = E Copy

s& anh huéng dén con cai, dén cude fongl— I

&

r Paste Options:

o

Sao chép vin ban : B

Trudce hét vide toi mudn noi dén d6 lathi A Font..

Toi chua doc hét mot quyén nhung so's0 55 Paragraph...

cdp dén van dé 1am sao dé giau, cac cach I Define

chac chin rang mong s& hoc dwoc cdi gl Synonyms y
E}“— Tranglate
€Q Search with Bing

Tat nhién, lam gidu gi chang mo udc, ai ¢ 8, Hyperink..

sang na‘}o do, duoc song trong mot biétth -

Comment
s i} AL A a 1.1. 2 1 L

o dong tién cia cdc ban

—l Di chuyén van bin

-ay sach day lam giau.
1au va chung quy la dé
213u, va cac ban doc nd

trén mot con xe siéu
chan dai vay quanh?
b £ i

LA g .

Hoic sit dung to hop phim tit Ctrl + C (Copy)/ Ctrl + X

(Cut)Chonvitricandandoanvinban - chonPaste:

Chondanttr IénhPastetrénTabHome—>groupClipboard
B'flmchu(f)tphéitrénvfmgmuéndéndoanvénbén9chQnPaste

Paste Options:

D"

Paragraph...

Define

B« >

Synonyms

P

Translate

1
-

Search with Bing

ﬁx

HoicsirdungtohopphimtatCtrl+V(Paste)
1.3 Dinhdangvianbin

Pinh dang vin ban nham muc dich dé thu hat sy cha y ciia ngudi doc vao 1
phancu thé nao d6 cia tai liéu va nhdn manh cac thong tin quan trong trong dé. Trong
Word,ngudi dung cé nhiéu lya chon dé chinh sira van ban, bao gém font chit va mau sic
fontchit. Ngoai ra, ngudi dung ciing ¢ thé diéu chinh cin 1& van ban dé hién thi thay doi

theoy muontrén tailiéu.
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1.3.1 Pinhdangkytw bingnhémlénhFont

Luach(_)nvﬁnbénmécéndinhdangvécécthaotécdinhdangc’rmucnz‘lysélémviéctrén
théHome ->groupFont

Horne Insert Design Layout References Maili

alle = - -— 11— 1i—
D db Calibri (Body) ~|14 ~-|A A Aa- f = -:i=~ o=~
E]
Paftev B I U-aex, ¥ A-F-A- ====
Clipboard ra Font P Paraq

Hinh1.25. Manhinhthé Home
binh dang Font cht mdc dinh trong Word khi mé& mot trang soan thao mai 1a
FontCalibri,nhungngudidungciingcothéthayddibatetr khinaotheoyminh.
Dé thay ddi dinh dang font mic dinh 2 ngudi ding mo mot trang Word tréng
—>chon Font va mét s6 dinh dang ngudi ding can - Tab Home > Group Font > Mé&
ctrasdFont ™ (Hodc bamtéhopphimCtrl+D)

Font Advanced

Chon Style

—— Chon kich cd
Chon Font mac dinh
Font: Fofit style: Size: !
i M R R | 1
||'|mes ew oman\ egular El |
hylfaen \ ~ E] A

Italic 9

Bold 10
Bold Italic 11
limes Mew Roman 12 hd

Font color: Underline style:

| automatic [ ieens

Chi tai lieu
Effects =

Underline color:

| hién tai
[] strikethrough ant to set the default font to Times Mew Roman, 13 pt for:
[] Double strikethrough (®) This*document only?
D Superscript D All documgnts based on the Normal.dotm template?
[] subscript ”\ G | 1 |
: QK Cancel
tat ca tai liéu
Chon dinh dang ‘
This is a T“yﬁicimh vill be used on both printer and screen,
S
I|| Set As Default I | Text Effects... | | oK | | Cancel |

Hinh1.26. HopthoaiFont
- DéthaydéiFontchfr 9Chonkhéivénbéncéndjnhdang
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Pi khip thé gian khéng ai tot bang me
Ganh nang cudc doi khong ai khé bang cha
Nwéc bién déng khéng dong day tinh me
May troi long 16ng khong phi kin céng cha
Tan tao sém hém me nuoi ta khon 16m
Mang ca tim than gay cha che ché cho con
Ai con me xin dirng 1am me khéc B I U¥-A-:
Pirng dé bubn trén mat me nghe khéng?

Sau khi chon khéi vin ban can dinh
dang -> thanh céng cu mini xuit hién

Cambrnia (Heac ~ |13~

A' ¥ A"'
&

> i= ~ Styles

>,

HoacdinhdangtrénnhomcongcuFontcuaTabHome:

TimesNewRo ~|13 ~| A A Aa~- &
B I U ~abex, x* [B-3%-A-

Font s

Tirmes Mew Ro|~

binhdangFont:Click
Chonkichthudcchﬁ::lw‘—"%chonkichcé“[heodanhséchcésﬁn,hoéctunhép.
Tangkichthuge: A
Giamkichthuge: A

ChangeCase: Aa~ - chuyéndditirchithoa—> chirthudng,nguoclai, . ..

- chonFontmudndinhdang.

Viet hoa dau cau.

. Sentence casd.
chir thweom
g\..[n: WErcase Hl:-a IN HOA
QF'F'EI::CAS/C

Viét Hoa Dau Tie—__Capitalize Each Word
tOGGLE cASh——g AU U vIET tHUONG
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Chirindam: B U -asex, ¥ A-%-
> chonkhéivéinban—> (Ctrl+B)/clickbiéutuong
Chirinnghiéng: I - chonkhdivianban-> (Ctrl+1)/
clickbiéutuong !

~ 7 u
Chirgachdudi: i
—>chonkhoivanban—> (Ctrl+U)/clickbiéutugng

G hoittaty’ abe Maone
. . Maore Underlines...
isbtrén: X Underline Col
Chisotrén: 9&X2+bX:C Z» Underline Color 3

Chisédudi: *: >H20

A - A-B=== 1= | D~
Hiéutrngfont: ;
A A A A
b
A A A A F
L Qutline »
A Shadov »
/A Reflection »
A Glo v
123 Number Styles 4
ﬁ Ligatures 4 A
X - B Automatic
Tonénfont: S | o

Theme Colors

No Color
Standard Colors
[ J | EEEEN
vy More Colors...
[ Gradient 3
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Luuy:Mausictrongmenudrop-downs&bigigihan.Chon

MoreColor naim duéi menu dé truy cip hopthoai :dd
Colors. Chon mdt mau ma nguoi dung muon, sau d6 | we-
clickchonOK.
o Xoa dinhdang =
- Xoadinhdang: >
Xobadinhdang
Ngoai ra, ngudi dung c6 thé thay d6i khoang e =

cachgiita céc tir, vi tri tir trong hang, ... md cira s6 font >
chonTabAdvance

Fopt | Advanced Tang giam ti I i

|
Character Spacing J Tén,g glafn kI}OGIIg
scale:  |100% 7 cach céc ky tw
Spaang: | Normal v - D |
Position: | Normet— | v By <
[T xerning for loms} 3+ Points and above |
Thay d6i 1é trén dwdi cia hang
OpenType Features
Ligatures: None

Number spacing: Default

Numberforms:  Default

<|l<|l<]l<

Stylistic sets: Default
[[] Use Contextual Alternates

Preview

Times New Roman

[

This is a TrueType font. This font will be used on both printer and screen,

Set As Default Text Effects... oK Cancel

Hinh1.27. HopthoaiFontAdvance
1.3.2 DinhdangParagraph
Dinhdangparagraphschophépngudi  dungthayddicachnhintréntoanbotailiéu.Nguoi
ding c6 thé truy cip vao cac cong cu cia dinh dang Paragraphs bang céach
chonTabHome,chonnhémParagraph.

Insert Design Layout References Mailings Review View Y Telln

a8
h
Paste
- ~ Format Painter
Clipboard = Font = Paragraph
Hinh1.28.Nhémlénh Paragraph
Canh létrongParagraph:Canhléchophépngudidungthiétlapcachvan

bénxuéthién.Béthaydéilétathl_rchiénnhusau:
- Chondoan vanban, roi nhépvéo tab Home,r6i chon nutthich hop choviée
canhlétrénnhomParagraph= = =
- AlignLeft(Ctrl+L):vanbandugccanhlésangmépbéntrai.
~  Center(Ctrl+E): Vanbanduoccangiitacaclé.
- AlignRight(Ctrl+R): Vanbandugccanhlésangmépbénphai.
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—  Justify(Ctrl+]):Vinbandugcdandéucahaibéntraivaphai.

Thut 1& doan: Thut 1& doan cho phép nguoi dung xac dinh van ban trong mot

doancanhlékhacnhau. C(')méts6tﬁychonch0viécthutlé:

UL Paragraph
Firet T e
T4 T B e & L T 1 F 1§ i -

Canh 18 trong Paragraph: Canh 18 cho phép
Lo banthiét lap cach van ban xuat hién. Dé thay doi

12 ta thuc hién nhu sau;
Chon doan van ban, 161 nhép vao tab
Home, 161 chon nit thich hop cho vidc

Right

canh

- FirstLine:Di€ukhiénduongbiénbéntraichodongdautiéncuadoan.
- Hanging:Diéukhiénduongbiéntréntraivéitatcacacdongtrongmotdoanngoaitrirdong

dautién.

- Left:Piéukhiénduongbiénbéntraivéimoidongtrongmdtdoan.
- Right:Piéukhiéndudngbiénbénphaivéimoidongtrongmotdoan.

Tao khoang cach gifta cdc dong: Trong vdn ban, k¥ thudt dan trang giap trinh

bayvin ban rd rang va dep mat. Néu nhu trudc ddy nguoi ding thudng tao khoang cach
bangphim Enter dé xubng dong thi gio day nguoi dung s& st dung cac coéng cu cb sin

trongchuong trinhsoanthioMSWorddélamviécnay.

— Chon cic dong can dinh dang khoang cach cho chung. Chon chirc ning Line

andParagraphSpacing

<

Tao khe
wvan bar
phim Ei
trinh so
Chon c: =
Chon cl =

== 2 T | cHUO ¢

T Chuong

Line Spacing Options...
Remove Space Before Paragraph

Remove Space After Paragraph

- ThaydéicacthongsdtrongphanSpacingdétaokhoangcachgittacacdong. Cothém

6hopthoaiParagraphdéchinhcacthongsétrongdinh dang doan
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Paragraph 7 >

Indents and 3pacing  Line and Page Breaks

General
Alignment: w -
Dutline level: |Body Text v Collapsed by default
Indentation
Left: Dem 5 Special: By
Right: Dem First line ~ | 1,27 cmbs
DMirror indents
Spacing
Before: 3pt = Line spacing: At
After: 3 pt = At least ~| |18pt B

|:| Don't add space between paragraphs of the same style

Preview

Sigiple Texl Somple Teul Sumple Teu Smple Teu Smple Teul Smple Ted Smple Te

Sumple Texn Samnple Texn Saple Texn Sonpie Texn Smple Texn Sople Tean Saple Texr Sagle Tear

Semphe Tl Sample Teol Simple Tean Saple Teo Samphc Tedn Sagplhe Tear

Tabs... Set As Default Cancel

Hinh1.29. HopthoaiParagraph
1.3.3 Taokhungvanén
Nguoi dung c6 thé thém dudng vién, tao khung va nén cho cac doan vin ban
vatoan trang. Dé tao mot dudng vién bao quanh mét doan hodc cac doan, ta thuc hién
nhusau:
Lyachonvingvanbannoinguoi dingmubncoduongviénhayhiguimgtobong.

Nhépm’ltBorderstrénnhémParagraph,chQnBorderandShading.HoécméhépthoaiBorderand
Shadingdéchinh
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‘ TChuong  TNarr

Bottom Border

Inside Borders

Inzide Haorizantal Border

Top Border

Setting: Style: cho khung B

— IE‘ A Click on diagram below or Left Border

——§ None use buttons to apply borders )

——— S (| [P E—— Right Border

g — Mo Border
= All Borders
Outside Borders

Inzide Vertical Border

-
H
I I
B
-k
<

Apply to:
Chon dang 3 ; IP‘"’Q“P“ Diagonal Down Border
g D6 rong dudng vién
khung e ions... i | .
| opt Diagonal Up Border
oK | [ Cancel I 2= Horizontal Line
ﬁ‘ Draw Table

B View Gridlines
[ Berders and Shading...

Hinh1.30. HopthoaiBorderandShadingtao dudongvién

| Borders I Page Border E I
Fill | Preview
[ [~]] Chon mau t&
Patterns
styler [ crear v -
Color: Automatic W |
Chon Style ~
Chon d6i teong ap dung
Apply to:
Paragraph E|
ok | cancet |

Hinh1.31 .Hc}pthoaiBordersandShadingtaoméunén

1.3.4 DinhkhoangcachTabStop
PéditdiémdingTabchomdtvinban,ngudidungcdthédatTabtructiéptrénTabSelector,
hodcmécirasd Tabdéthiétké.

Déttructiéptrénthuéc
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g
D
Paste
< ¥ Format Painter
Clipboard M~
|
* CacloaiTab:
Lefttab -
>Pitvitribitdauctadoantextmatirddséchaysangphaikhinguoidiungnhapliéu.
Righttab a

> Naméngudidungphaicudidoantext. Khinguoidingnhapliéu,doantextsédichu
yénsangtraikétirvitridattab.
Centertab' = >Datvitrichinhgiitadoantext. Doantextsénam
gitravitridattabkhinguoidungnhapliéu.
Decimaltab =

- Khidittabnay,nhitngdduchAmphancachphanthapphansénamtrénctingmotvitr
i.
Bartab !
- Loaitabnaykhongdinhvitrichotext. Nos&chénmotthanhthangdimgtéivitridattab.

Diém dimg Tab
.....:...,...3..,...3.......1...,..5...,..-..
Co cau giai thuong
Thé loai Giai Thwing
PéditTab->chonTab tuTabSelector>L-

Clicktrénthanhthudcengangtaivitrimubndattab.

- DPiatmottabbatkytrénthudengang—> doubleclicktrénbiéutwongtabdo:

ll.g.

Double click

> DitquactrasdTab
PémocirasothiétlapTab,tachon: TabHome > groupParagraph-> Paragraphsetting
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Preview

Bon o3 G ba 500000

I
1l
il
.
11
4
4
4

Paragraph

Tabs... | ‘ Setmgefaurt| ‘ oK | | Cancel

~CirasothiétlapTab:

Tab stop position: Default tab stops:
- o5 4 1
0.5"
- . A Tab stops tg be cleared:
3.5 diem - .
6" N{t;luiattab Bit khoang cach
8 mic dinh khi nhén
phim tab
Alignment
(W) Left () Center () Right
Dgecimal Dﬂar
Leader
@1Nnne
Thiét 18p
tinh

Sau khi d3 thiét lap tat ca cac thudc tinh cho cac Tab, dé thuc hién Tab cho mdi
vitri,nguoidingchicannhanphimTabtrénbanphim.
1.3.5 Pinhsécdtchovinbin
C6 nhitng vin ban sau khi soan thao mudn chia ra 1am nhiéu cot nhu cac bai

bao,tapchi-
thidangcotconduocsirdungratthuongxuyén. Déthuchiénthaotacnay, ngudidungthuc

hiéntheocacthaotacsau:

- Boéidendoanvanban mudndinh dang.
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e 109 ) 100y 110y 1200 +130 1 141 ¢ 150 ) 16 ¢ AUREROSIEEISRIRGED

Tran Bach Dang nam 938 1a mét tran danh gitta quin dan Viét Nam - thoi d6 goi 1a Tinh
Hai quédn va chua ¢ quéc hiéu chinh thirc - do Ngb Quyén lanh dao véi quan Nam Han
trén song Bach Dang Két qua, quin din Viét Nam gianh thing loi. Py 1a mot trin
danh quan trong trong lich st Viét Nam. N6 d4nh dau cho viéc chdm dirt hon 1000
nam Bic thube cia Viét Nam. Tran Bach Bﬁng nam 938 c6 y nghia quan trong 61 v6i
Viét Nam vi n6 da giip chim dit 1000 nam Bdc thudc trong lich st Viét Nam, mo ra
mét thoi ki doc 1ap tu chi cho Viét Nam. Chién thang Bach Dang c6 thé coi 14 trdn chung
két toan thang ctia dan toc Viét.

ChonthéLayout,click Columnsvamot danhsachs€hiénra.
Chonsdcotmanguoiding mudntao.

Home Insert References Review

Design

Layout Mailings

@ Fﬂl‘ lE % = Breaks ~ Indent Spacing [ |Z Align
: Ny E 5 i[JLine Numbers~  3=Left 0cm 2 1= Before: 0pt : K U [‘ Srouf
Margins Orientation Size Columns e S — | Position Wrap  Bring Send  Selection
v v ¥ v bc Hyphenation~  =€Right (0 cm . |+=After  8pt » Text - Forward = Backward Pane
Page S 17 Paragraph -} Arrange
e One -|-1-|-£‘|-l-r-Z-\-3‘1-4‘1-5‘|-6-\-7-\-B‘\-9‘4-m‘:-11-\-12-\-13-\-14»4-1541-16-)_‘\'17
Two
Left 3 = ST ol AT . e
Tran Bach Dang nam 938 la mot trin danh gitra quan dan Viét Nam - thoi d6 goi 1a Tinh
Right Hai quén va chua ¢6 quéc hiéu chinh thire - do Ngb Quyén lanh dao v6i quin Nam Han
trén song Bach Dang. Két qua, quin din Viét Nam gianh thang loi. Py li mét trin

CB 1S 4132 g1 s

danh quan trong trong lich s Viét Nam. N6 danh ddu cho viéc chdm dit hon 1000
ndm Bic thube cia Viét Nam. Trén Bach Dang nam 938 c6 ¥ nghia quan trong déi véi
Viét Nam vi n6é da giip cham diét 1000 nam Bdc thudc trong lich sir Viét Nam, mé ra
mbt thoi ky doc lap tu chi cho Viét Nam. Chién thang Bach Dang c6 thé coi 14 tran chung
két toan thang cia dan toe Viét.

= More Columns...

Hinh1.32. Chiacdtdoanvanban

Vianbansé dugcdinhdangdudidangcot.

Tran Bach Ding nam 938 la mét tran
dénh gifta quin din Viét Nam - thi d6
goi la Tinh Hai quin va chua co qudc
hiéu chinh thic - do Ngb Quyén lanh dao
véi quan Nam Han trén séng Bach Dang.
Két qua, quin dan Viét Nam gianh thang
loi. Pay la mét trdn danh quan trong
trong lich st Viét Nam. N6 danh déu cho

DPémacirasdColumn—> MoreColumns:

viée chim dét hon 1000 nam Béc thude
clia Viét Nam. Tran Bach Dang nam 938
¢6 ¥ nghia quan trong déi véi Viét Nam
vi né da gitip chim d@t 1000 nam Bdc
thugc trong lich st Viét Nam, m¢ ra mét
thoi ky doc ldp tw chu cho Viét Nam.
Chién thang Bach Dang c6 thé coi 1a trin
chung két toan thang cuia d4n téc Viét.
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Columns ? X

Presets

One Two Three Left Right
Number of columns: (2 -3 [] Line between
Width and spacing Preview
Col # Width: Spacing:

4

[x] [ ] o5

2

< 3

]

Equal column width

4
45

4
4)

Apply to: | This section v Start new column

Hinh1.33. HopthoaiColumn

- Presets:chonm(f)ttrongcécmﬁuc()sﬁnhoacnhépsécC)tvéoéNumberofcolumns.
- Linebetween:Ké/Khongkéduongphancachgitracaccot.

- Widthandspacing:Ddrongcuacotvakhoangcachgitracaccat.

- Applyto:Phamvichiacdt.

Luu ¥:Khi chia cot nguoi dung thuong mic cac 16i nhu chia hai cot dir liéu
namtron modt cot,khongkhong chiaqua cot thir hai... Cacldi nay xdy ra ¢ khiu quét
chondit lidu (thuong lakhéng ngit doan).Dé chiacdt ludn thanhcong ngudi ding nén
bétnﬁtShow/HidedékhiquétchondfrliéukhGngquétphéidéuEntercuéicimg

Xobacot
s Fle  Home Insert  Design [EVORSN Refe

Dé’ bo dinh dang cOt vwra tao, dat trd S— st ”

chudttaibatkivitrinao trong bang, sau @ DD I3 5=

. . . . £ Line Numbers =
Margins Orientation Size Calumns 1

dochonColumnstréntablLayoutvachonOne. . - . . bf Hyphenation- =

Page 5 I
One
L TR
Two
- Three
Left
. Right

== More Columns...
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1.3.6 Panhsétwdong
BulletsandNumbering

Trongtrinhbéyvénbén,cémétdoantéiliéuliétkédangdanhséch,dété\iliéuduchinhda}ng
motcachnhanhchongvadepmit,chungtasésirdungcongeudinhdangBulletandNumbering.

Chondoan tailiéu cﬁndinhdang.

Numbering
= | = SR |
== = v R
Bullets Multilevel ListI

CécdangBullets (kytu):

1= a— T
iz io. E=a= 8

2L 7 | AaBbCel AaBbCel AaBbCc AaBb Assbced
No Spac... Heading1 Heading2 Heading3

a~- M

‘- A~ Recently Used Bullets

aif| — <+ ° 0:0 Styles
< Y S R R B R, |
Bullet Library '
1IN CUOQC SONG
None | | __ 'Y O [ ] +
Quan tr bén minh, ma la nhimg gi ban da dong
gl ||| > [v
Quan u Document Bullets ma la nhﬁng gi ban di cho di.
Quan tt v c6 droc trong doi, ma 1a ¥ nghia that
swrenar ~ O . ° -
Quanti > |l 4|l == ma la nhimg gi ban da truyén lai cho
nguol k
Quant 4 | _ || — || + | = o | hlatinh cich — 1a nhimg gi ban cu xir
v6i mo; o oz
- + s
Chon dang

Bullets khac

Hinh1.34.DinhdangBullets1.3.6.2CacdangNumbering(sd):
PIEU KY DIEU TU CACH NHIN CcUOQC SONG

» Quan trong khong phai 1a nhitng thir ban mang theo bén minh_  ma 1a nhitng gi ban
da dong gop.

» Quan trong khong phai 1a nhitng thir ban nhan dwoc ma 1a nhitng gi ban da cho di.

» Quan trong khong phai 1a nhitng thanh cong ban di c6 dwoc trong doi, ma 1a ¥ nghia
that sw cua ching.

> Quan trong khéng phai 13 nhitng thir ban hoc dwoc, ma 14 nhitng gi ban di truyén
lai cho ngwro1 khac.

» Quan trong khong con 1a nang lwec cia ban, ma chinh 1a tinh cach — 1a nhirng gi ban
cu Xtr V&1 moi1 ngird1 xung quanh.
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segmetic. = 2 9 AaBbCel |

= = Recently Used Number Formats

1
il2

rong |
- Numbering Library .
" : o a) Quan trong khong chi la nhimg ky (rc, ma phai 1a ky e vé nhimg nguor da yéu
None 2 (2) thlrong ban
rong| . @ ! ;
e b) Quan trong dau chi 1a ban sé duoc moi nguol nhé den trong bao lau, ma la ho nhé
i 1 1 gi vé ban.
12 2 2)
el 3 3 ¢) Quan trong khong phai 1 ban quen biét that nhiéu ngwon, ma 1a bao nhiéu nguwdi sé
Thél | = = dau x6t khi mat ban trong doi]
Don (| 8 b)
I C c)
Pon«
Pon¢ ? .
b L
c i Chon dang

Numberning khac

Define New Number Format |

Hinh1.35.DinhdangNumbering
Dangphancap-MultilevelList
C6 nhitng doan tai liéu c6 nhiéu phan cép, nguodi dung khong can phai chon
tungdang Numbering va Bullets, Word 2016 s€ giap nguoi dung dinh dang nhanh chong
chican mdtlanchotatcacaccap.

I) BO DINH DANG (style)
1) Khdi niém:
Style 1a mét tip hop céc dinh dang ¢6 san trong Word hoac do nguoi ding tao ra va
duoc gan cho mét tén riéng. Style c6 thé chita céc dinh dang ky tir, doan van ban,
diém dimg Tab, ___

2) Thao tdc trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mot Style md1
II) TAP TIN MAU (TEMPLATE)
1) Khdi niém
Template 12 mot dang tip tin vin ban dic biét (c6 phan mé rong .dot) chira cac dinh
dang tao san va mét sd ndi dung nao dé.

2) Tao tdp tin mau méi
a) Chon lénh File/ New, hop thoai New s& xuat hién.
b) Trong muc Create New, Click chon Template. Nhap nd1 dung va dinh dang.
¢) Chon lénh File/ Save dé lwu lai véi phén mé rong mac nhién 1a dot.

Hinh 1.36. Mau dinh dang tai liéu theo phan
cépChQndoantéiliéumuéndinhdang.

Vao TabHome—>groupParagraph—-> Multilevel List->DefineNewMultilevelL.ist
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Chonecipde R——
dinh dang | Define new Multilevel list

» IS

\ Click level to modify:
1 D-

1

wo’qmwbiw

Chon Style cho — Chinh font cho

Number forma

1) BODINH DANG (style)

11) Kb niém:

IID)  Style 1 mét tip hop céc dinh dang c6 sin trong Word hodc do ngwdi diing tao ra v dwoc
gén cho mdt tén riéng. Style 6 thé chira céc dinh dang ki t, doan vén ban, diém dimg Tab,

IV)  Thao tic trén Style

V) Hép thoa: Style (Format/ Style)

VI)  Tao mbt Style mén

VII) TAP TIN MAU (TEMPLATE)

Enter format timg cdp Stylé VIID) Khii niém
) Font.. IX)  Template 14 mdt dang tip tin van ban déc biét (c6 phin md réng dot) chira cac dioh dang
130 s&n va mot 50 ndi dung nao d5.
Number style for Incluge level numbe, X) T30 t§p tin mn méi
b6 3 ¥ XI) Chon lénh File/ New, hop thoai New s& xuat hién.
Position XII)  Trong myc Create New, Click chon Template. Nhp ndi dung v dinh dang.
Msaber abcoment (o S Ao st [oe z XI1I) Chon 1énh File/ Save dé lvu lai véi phan mo rong mic nhién 1a dot.
Text indent at: 0.75" 3| Sgtfor All Levels..,
Chon OK hoan .
More : % 4 oK Cancel |
thanh ~— |

Hinh1.37.DinhdangMultilevelList

Sau khi Click OK d€ hoan thanh thi doan van ban s€ chay Cap dau tién, dé cho
caccap con lai theo y minh, nguoi dung chi can chon cac doi tuong cung cap —> nhan
phimTabtrénban phim.DéluiramgtTabthingudidung studungtohgpphimShift+Tab.

I) BO PINH DANG (style)
1) Khii ni¢m: )
Style la mot tap hop cac dinh dang co6 san trong Word hoac do ngudi dung tao ra va dwoc

gan cho mot tén riéng. Style c6 thé chira cac dinh dang ky tw, doan vin ban, diém dimg
Tab, ...

2) Thao tac trén Style
a) Hop thoai Style (Format/ Style)
b) Tao mét Style méi
II) TAP TIN MAU (TEMPLATE)
1) Khii niém )
Template 1a mot dang tap tin vdn ban dac biét (c6 phan mé rong .dot) chira cac
dinh dang tao sin va mét s6 noi dung nio do.

2) Tao tip tin miu méi
a) Chon 1énh File/ New, hdp thoai New sé& xuat hién.
b) Trong muc Create New, Click chon Template. Nhip ndi dung va dinh dang.
¢) Chon lénh File/ Save @& luu lai v6i phdn mé rong mic nhién 1a dot. |

1.3.7 Taochircailondiudong
Déylédangtrinhbélyvénbénévjtridﬁum@tdoan,k}'ltudﬁutiéncfladoanvénbénsécékichth
wéc lénvacodocaobangnhiéudongvanban.

_D autién,boidenchiicaidaudong,vaomenulnsertchoncongcuD ] Quick Parts [ Signature
ropCapchonkiéuchircailéndaudongcanstr g A Wordart- [ Date & Tir
Box~ Drop Cap~ [ Ohject ~
dung.
= - R I A A MNene
HoacchonDropCapOptiondéluachoncacthongso B

khac.Taiday,canchuycacthongsdsau: A= Diopped

- Linestodrop:Chonsddongs€hiénthichiicailéndaudong. A= | _

n margin

~ Distancefromtext:Khoangcachgiirachircailondaudongva

A
doanvanban.

Drop Cap Options...
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Drop Cap ? x

Paosition
MNone Dropped In margin

Options

Font:
Times Mew Roman ~
Lines to drop: 2 =

4k

Distance from text: |0 cm

Hinh1.38. HopthoaiDropCapOptions
-Thaotacbochithoa:
+Budcl:Kichchudt chonkyty can bo

+Budc2:Kichchudt chonDropCapchonNone.

1.4 Dinhdangtrangin
Khi viét mét tai liéu, khong chi dé xem va luu trir, ma c6 nhitng van ban ching
tacan phai in ra dé bao cdo, hay dé luu trit lai. Thi chic niang Layout trong Word 2016
ségiupnguoidungthychiénvi¢cnay:

File Home  Inset  Design References  Mailings  Review  View  © Tell mewhat youw

Voo = Breaks - Indent Spacing Ll [¢ Align-
0 & D T

S . PlineNumbers=  *=left 0em - I: Before: | 3pt . - ] N Group
Margins Orientation  Size  Columns . = —| Position Wrap Bring  Send  Selection
= = . + bt Hyphenation=  =£Right 0cm . 4= After |3pt . T Favem - Bdvsm  [me Rotate
Page Setup fa Paragraph P Arrange

1.4.1 Thiétldpcautrictrang
Ditlétrangin:

Lélakhoangcachgittavanbanvamépgidy. Theomicdinh,khdgidycuavinbanmdi duge
cai dit ché d6 Normal - khoang céch la mot inch gilta van ban voi tung
canhgiay.NguoidungciingcothéthaydoikichcdlétrongWord

VaoTabLayout - groupPageSetup—>Margins

o1



[‘-U [_} ™ [E=] 'FBreaks:
= e = = DLineNu
Margins |Orientation Size Columns =
- . - - b¢ Hypher Margins  Paper | Layout
7 Last Custom Setting ol Margins
Tep 11 Bottom: 1° . = = =
Left: 1 Right: 1 Top: L ¥ Bottom 3 y
= = Lett: 1 54 Right 1 <
= Normal Gutter: 0 5~ Gutterposition: | Left vl
Top: 1 Bottom: 1 -
.;‘, Left 1 Right: 1" Orientation
1 = o
. = Narrow
Top: 0.5 Bottom:0.5
Left 05 Right: 0.5 oo ortralt  Landscape
— | Chonciacleda Pages
R— Moderate d A 11\ 13 Multiple pages: Normal v
N Tom 1 Bottom: 1" oC thlet ap san
J || Left 075 Right 0.7
— 13
Preview
a
i \:ﬁdt . ———
Top: 1 Bottom: 1 =
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= T thiét lap cho Appiyte: | Whole document v
Custom Margins. B
| > trang cua ban :
b Set As Default | oK Cancel

Hinh1.39. Ditléchotrangvinban
Co4thongsblécuavianban:Létrén(Top),Lédudi(Bottom),Létrai(Left),Léphai(Right)
Chonhudngchotrang:
- ChontabLayout.
- KichlénhOrientationtrongnhomPageSetup.

File Home Insert Design Layout References Mailings Review  View Desig
@ P" [E ¥— Breaks ~ Indent Spacing
5 ) D : {(Line Numbers~ 3= Left 0" % 1= Before: 0pt &
Margins Orientation Size Columns < T g -
% & h = = bc Hyphenation~ =€ Right 0" - 4= After |0Opt ,
Page Setup P Paragraph [

Hinh1.40. Chonhudéngchotrang in

~  Menuthaxudngxuathién,chon Portrait(trangdoc)hoicLandscape(trangngang)dé
thaydoidinhhudngtrang.

File Home Insert Design Layout References Mailings Review  View Desig
@ P@ IE %= Breaks ~ Indent Spacing
- . D ; f(Line Numbers~ 3= Left: 0" % 1= Before: Opt &
Margins Orientation Size Columns T g 5 &
- > - v bc Hyphenation~ =€ Right: 0" - |+= After |0 pt 1

o ) up M= Paragraph 7
L R % hportrart L T S N (R N SRR SRR S S BRI SR I
Landscape

- Pinhhudngtrangcuatai liéultic naydaduocthayddi
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Chonkichcdgidyin:

Mic dinh khé gidy cia vin ban moi 13 8,5 inch x 11 inch. Tuy thudc vao tai
liéu,nguoidungceothétudiéuchinhkhogiay.Diéuquantrongcanchuylachungtanénkiémtrakhd
gidyphuihgpvoi mayintrudckhixacdinhkhogidymacdinh.

Cératnhiéukhdgidyduge thiétlapsintrongWorddélyachon.

- ChontablLayout,saudokichlénhSize.

File Home Insert Design Layout References Mailings Review View
@ Fﬂ“‘ IE % 4= Breaks v Indent Spacing
) D ; ¢[ILine Numbers~ 3= Left 0" 2 1= Before: Opt z
Margins Orientation = Size  Columns i g -
v v - % »  bc Hyphenation~  =¢Right: 0" . 4= After  0pt I
Page Setup [ Paragraph [

Hinh1.41. Chonkichcdgidyin
- Menuthéxuénghiénthi,khégiéyhiéntaiséduchénhdéu.Bﬁygic‘r,luachonkhégiéycé
sanphu hopvoitai liuciangudidung.

File Home Insert Design Layout References Mailings Review  View

Fﬁw B W= Breaks * Indent Spacing
0 3 i

S : [ Line Numbers~ 3= Left: 0" 2 7= Before: Opt 2
Margins Orientation = Size  Columns s i s =
v v v »  bc Hyphenation~  =¢Right 0" . ¢= After  Opt I
[ Letter Paragraph "
L g 85" x 11" S SR R S R

[ Legal

85" x 14" h

[ Executive
7.25"x 10.5"

[ i . EASE JOIN US FOR GROVE PUBLICATIONS’
8.27"x11.69

- Khbgidycuatai lisudadugcthaydoi.
Tuychinhkhogiay WordchophépnguoidungdiéuchinhkhogidytronghopPage
Setup.
- TurtabLayout, kichSize.Chon More PaperSizestirmenu thaxudng.
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i

Margins Orientation = Size.

- ClrasdPageSetupxuéthién.

- Thayddi giatriWidth(chiéurdng)vaHeigth(chiducao),saud6anOK .,
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Double Japan Postcard Rotated |~
More Paper Sizes... I}
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Margins  Paper Layout
Paper size:

| Custom size

? X

| Width: |5

Height: |7

F;aper source
First page:

Default tray (Automatical
Automatically Select
Printer auto select
|Manual Feed Tray

Tray 1

Tray 2

Tray 3

Tray 4

Other pages:

Select Default tray (Automatically Select]

Automatically Select
Printer auto select
Manual Feed Tray

Preview

Apply to: | Whole document

Set As Default

&

Print Options... T

|

Cancel

Ngoaira,nguoidingcothémoPageSetuptrongLayoutbangcachnhapchudtvaomiiitén

nhéphiadudicuaPageSetup.
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File Home Insert Design Layout References Mailings Review  View Design

@ @ [E ==| ‘M Breaks- Indent Spacing

: : : 5 i[Line Numbers~  3=Left 0" % IZ Before: 0 pt
Margins Orientation Size Columns . W =
v v - - bc Hyphenation~ = =% Right 0" 7

4rjd)

*Z After Opt
Page Setup Paragraph T
Page Setup

[ESEEEEEENEL  Don't see what you're looking for?

Check out the full set of page
e formatting options.

Nguoidungcothésirdungtinhningtiénich SetasDefault ciaWorddéluutatcacac thay

ddi dinh dang ngudi dung d3 tao va ty dong ap dung ching véi ca tai liéu méikhac
1.4.1 Pattitudédiutrang vacuditrang

Tiéudétranglaphanhiénthiolétrén,conchantranglaphanhiénthidlédudicnavanban.
Haivi trinaythudngchira cacthong tinnhusdtrang,ngaythang,téntac gidhaychu thich
(Footnote), gitip cung cap thoéng tin chi tiét hon vé& vin ban. Noi dung hién thi
gtiéudétrangvachantrangséxuathiénomoitrangctiavinban.

Cachtaotiéudétranghoicchantrang

Trongvidududiday,chungtaséthémténtacgiatréndaumditrangvanbantrongtidudétran

> Clickdﬁpchu(}tvéolé trénhoacdudi cuavanban.

giaotrinh [Compatibility Mode] - Word - 8 x

ThuUyenVu £ Share
AP Find ~

35 Replace

AaBbCc 4daBoCe 4aBbCei AQAR 4aBbcer aambcel Bang 1. . AaBbCe
1 1.1 11 AD1 A03 A4 BO1 BAI =]

[3 Select~

Styles | Editing ~
o P 1 s 2 . 4 s 3 . 4 A S 4+ 6 4+ 7 . 4+ 8 . 4+ 9 . 4 s 10 . 4+ 11 e 4 12 . 4 - 13 0 0+ 14 . 1 - 15 1+ AU e

: Thoat khéi: Chon menu File chon muc Exit (hoac nhan t6 hop Alt + F4) sau do
] chon lvu(hoac khéng luu) cong viéc vira thuc hién va thoat khoi cira s6 lam viéc
ctia Microsoft Word.

2. Thao tac co ban File van ban:

2.1. Thao tdc tao maoi File van bdn:

- Thao tac: w8

Hinh1.42. Pattiéudéchodautrangvachantrang
> Tiéu d& hodc chan trang s& mé ra, théDesigns® xuit hién & bén phai
thanhRibbonvatrochudtxuathiénbéntrong tiudéhodcchantrang.
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H ©- S giaotrinh [Compatibility Mode] - Word

File Home  Inset  Design  Layout  References  Mailings  Review Q Tell me what you want to d
> » I—LI r El [5i¢ Previous Different First Page tHeaderfromTop:  09cm  © a
E O = E |eO |les ) = =
o Sy S 5 Next Different Odd & Even Pages "'t Footer from Bottom: 09cm
Header Footer Page  Date & Document Quick Pictures Online  Goto Goto ) Close Header
- ~  Number~ Time Infor Parts~ Pictures | Header Footer +.. Linkto Previous 1| Show Document Text [3] Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close
L \r1v|4§-.‘x».-z».-a‘\‘4‘\»5‘\»s-.‘7-413.4‘9»v-m»v.u»v.xz‘\»13‘\»14.\‘15_,\“3

chon Iuu(hoac khong luu) cong viéc vira thuc hién va thoat khai cira s6 lam viéc
ctiia Microsoft Word.

> Gothongtincanthémvaotiéudéhodcchantrang. Trongvidududiday,tasdgdténtac giava

ngaythang.

s -

giaotrinh [Compatibility Mode] - Word

Home Insert Design Layout References Mailings Review View Q Tell me what you want to do
. . r! zax m [E14 Previous Different First Page _.*HeaderfromTop:  09cm * B
# O [=h O e . = :
> = 2 Sy Next Different Odd & Even Pages + Footer from Bottom: 0.9 cm =
Footer  Page Date & Document Quick Pictures Online Goto Goto Close Header

Link to Previou: V| Show Document Text Insert Alignment Tab and Footer

v~ Number~ Time Info~  Parts~ Pictures Header Footer
ider & Footer Insert Navigation Options Position Close
DO . 1 . 1 o 2 . 3 .y 4 1 5 4« & .+ 1+ 7 .+ 4,0 8 « 1 9 4+ 10 . 1 1. | 12 4 3. 1 .14 1 15,4 1 )

B

Vi Thu Uyén — Vi My Hanh
06/08/2019

rhan hrifhasas FhAna e cAna xrids xnva thave hidn xra thaat FhAT cmi%a oA 1am xridn

> Saukhigdxong,chonCloseHeaderand FooterhoicnhanphimEsctrénbanphim.

Header & Footer Too (&3] = O >
Q Tell me what you want to do... Javier Flores g_ Share
| Different First Page .+ Header from Top: 0.5" £
Different Odd & Even Pages T '+ Footer from Bottom: 0.5" <
o S Close Weader
! Show Document Text Insert Alignment Tab and Footer
Options Position Close ~
» Tiéudéhoacchantrang séxuathiéntréntrang vanban.
Clipboard " Font " Paragraph o Styles
L T T T L e L e
y Vi Thu Uyén — Vi My Hanh

06/08/2019

: Thoat khéi: Chon menu File chon muc Exit (hoic nhén t& hop Alt + F4) sau do
- chon lru(hodc khong luu) cdng viéc vira thuc hién va thoat khéi cira s6 lam viéc
ctia Microsoft Word

A Mhan 4£a mai ke T4 coXe L.

Cachchéntiéudéhodcchan trangcdsan
Word2016séhitunhiéutiéudétrangvachantrangcoésanmangudidingcothédungdévanb
antrongdepmaithon.Dugiday, taséthémtiéudétrangcosinvaovinban,
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ChonthélnsertvaclickHeader(hoacFooter).Trongvidunay,taséclick Header.

File Home Design Layout References Mailings Review

B CoverPage~ v 9 3] D) Dsmartan o B 2 - = || Header
- 2 | e leg & e Wi Lg% L) [i= b
L] Blank Page Tobt pf" = O : sh 1 Chart Wikiped o I“-’ ks | ¢ [ Footer ~
able ictures Online IPes X e v WYIKN 1 nline omment
= Page Break v Pictures ~ @+ Screenshot g Gichi Video N 3 Page Number »
Pages Tables IHustrations Add.ns Media Comments Header & Footer

- Trongdanhsachhién ra,chonti€éu détrang mangudidungmuondung.

T =0 o]

Retrospect
[DOOUMENT TITEL (AR
Semaphore
JAsbor meac]
DOCTAENT T
' Sideline
I
| [Pocement ttlc]
Slice 1
Pages |
@ More Headers from Office.com >
[ Edit Header
[_;3( Remove Header
1k v.‘;

Hinh1.43. Chon tidudécosanchodautrangvachantrang
- Tiéu dé trang hodc chan trang s€ hi¢n ra sau do. Nhiéu lua chon co ca cac
truonggd van ban goi 1a Content Control. Nhiing trudng nay rat hiru ich dé thém thong
tin nhutiéudévanban,téntacgia,ngaythang,sdtrang.
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1-1-|-§-\.1..‘z..43‘.-4‘.»5..‘s».-7‘.»s..‘9-.-m‘.-n<.‘u-x-u».-14-\.15-\-Ov|-w-|-u-|-n

x

[Dacssdion } 04t khéi: C hon menu File chon muc Exit (hodc nhan t6 hop Alt + F4) sau do

chon luu(hodc khong luu) cong viéc vira thuc hién va thoat khoi ctra s6 lam viéc
(‘IHQ “/I‘lr\r{\qnﬁ \X/ﬁl’f‘l

- Pé chinh stra ndi dung trong Content Control, ngudi dung chi can click vao dé

vadiénthongtin.

L

IS
@
~
o
©
5
o
%

L 15 1 A

|'l-|:gry»n-.‘z-.

Eritie |
Gigo trinh tin hoc vén ph()ng|;

chon lvu(hodc khong luu) cong viéc vira thuc hién va thoat khoi cira s6 lam viéc
cua Microsoft Word.

- Khihoanthanh,clickCloseHeaderand FooterhodcnhdnphimEsc.

&= = O X
Q Tell me what you want to do... Javier Flores p+ Share
__| Different First Page .+ Header from Top: 0.5" 2
|| Different Odd & Even Pages "+ Footer from Bottom: 0.5" :
= : Close ¥eader
/| Show Document Text Insert Alignment Tab and Eooter
Options Position Close ~

NéumudnxéaContentControl,clickchudtphaivaichonRemoveContentControl

trongdanhsachhiénra saudo.

PILULL W v [LLETEEY IuvIguLIUT

|-1.|~§'l.1-|-2-|-3-|-4-l'5"'6"'7"'8'
Arial (Body) ~|10 ~| A" A" Ag
-~

B I _L_Ia.r"A'E v%EvStyles

Title |
Gigo trinh tin hoclv&n nhanal

&D Paste Options:

[Resaer sedion =y 0t khéi: (D chon muc E

o Remove Content Control = S
chon lvuthoac, ... ng viec vua t
cuia Microsofi=s esragreph..

Smart Lookup
2. ThaO tac C Synonyms 4 bﬁll:

E‘g Translate

2.1. Thao tdc & = n bdn:

Thao tac:

58



Céchchinhsira tiéudétrang vachan trang
Sau khi da dong tiéu dé trang hodc chén trang, ngudi ding s& vin nhin thiy
nhungchiingdabikhoéa.Chicanclickdapchudtvaodo,chungsdduocmdravachophépngudidin
g chinh stra. Thé Design xuét hién trén thanh Ribbon mang téi nhiéu lya chon chinhsira.
An tiéu d@ hodc chin trang ciia trang du tién: D6i v6i mot sd van ban, co
théngudi dung khong mubn dé tiéu dé va chan trang ¢ ngay trang ddu tién, vi du nhu khi
mudndanh sb tht tu tir trang tht 2 hodc mudn ding nd 1am trang bia. Pé an tiéu dé hoic
chantrangdtrangdau,hiyclickchonhdpDifferent FirstPage.

ers_Practice - Word Header & Footer Tools
Mailings Review View
D 14 Previous [V Different First Page
[Eip Next I’\\SDifferent Odd & Even Pages
Goto _ ‘
Header Footer #.: Link to Previous V| Show Document Text
Navigation Options

X6a tiéu dé hodc chin trang: Khi mudn x6a moi thong tin chira trong tiéu dé
trang,click Header va chon Remove Header trong danh sach hién ra. Lam tuwong ty vdi chan
trangbangcachchonFooter.

File Home Insert Design Layout References
> 3 zpoa) S [E] Quick Parts ~
ED =l o
25 : r\;} Pictures
Header Footer Page Date & Document ) .

v +  Numberr Time Info~ [.@ Online Pictures
Built-in |~
Blank

[Yypo bore]

Blank (Three Columns)

[Type bore| [Typo hewe] [Type dero]

Austin

Banded

POCUMENT TITLE]

@ More Headers from Office.com » [
[M Edit Header 1
['}"( Remove Header %
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, bé thi‘ét laf}p moi trang mot tiéu dé& (gia sir viée fz:k indent spacing
thiétlap & phan dau trang). Pau tién, dat tré chudt & mat
trang,tiép d6 chon tab Layout, Click chon Breaks, chon
Next Page(nhurhinhbén).Khidéméheader bang cach nhay
dupchudt vao dau trang ngudi ding sé thy c6 2 Sections

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

-

=P L

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

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

xuathién nhu hinh dudi. O day, van banda chia thanh 2
phﬁnrlél’lgblét. Section Breaks

Next Page

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

-

[ R TN

Tiép theo, Pbat tré chudt & phén Header-
Section2,Click bod chon Link to Previous dé bo thiét 1ap lién
két déntrangtrudc.

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

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Footer -Section 1-

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

(14 Previous
Eip Mext

. L . #_: Link to Previous

Pén day, ngudi diung c6 thé gd van ban cho ting Header voi mdi Section mot
tiéudé khac nhau. Ngoai mot sd thong tin co ban ma ngudi ding muén trinh bay trong
tiéu déhodc chan trang, thi trén thé Design cua thanh cong cu Header and Footer, ngudi
ding c6thé thém thong tin ngay thang, thoi gian, hinh anh... vao tiéu dé hodc chan trang
cua vanban.

1.4.2 Taochuthichécuditranghoic cudivinbin

Dattrochudttai vitri canghichuthich. AB I3 Insert Endnate
VaomenuReferences- et AB, Next Footnate -
>tronggroupFootnoteschonlnsertFootnote,tiépdogdthongti  Footnote
nvéchuthich. Footnotes )

Vidy. Trongvanban: Tai liéu thao khaol

Noidungchiithichdcuditrang:

1 Tai liéu hoc tép Tin vin phéng — Office 2016

1.4.3 Panhsdtrang
Mot van ban cd thé co rat nhibu trang, viéc danh sb trang s& giup nguoi doc
thuantién trong qua trinh theo déi tai liéu. Word 2016 c6 thé ty dong danh so trang bang
lvachonPageNumber.Tuyyéu
cauctaviéctrinhbayvanbanmasdtrangcothédéaphandau(Header)hoic  phanchan(Footer)

cuamdttrang vanban.
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File Home Insert Design

gkl B ;['7[

Header Footer  Page Date & Document Qu
¥ *  Numberr Time Infovr Par
Header&F [® Top of Page P €
- [&) Bottom of Page b
[#] Page Margins v
[#] Current Position >

E'@ Format Page Numbers...
= B’( Remove Page Numbers

Hinh1.44. Panhsbtrangchovianban
1.4.4 Chédoxemtruéecachbdtritrangin
Mot van ban trudc khi thuc hién thao tac in ra ngoai may in, nguoi dung nén
xemlai trudc mot 1an cac dinh dang, cac céch trinh bay, b tri nodi dung va bd cuc vin ban
dapht hop hay chua. Ta goi day 1a thao tac Print Preview. Trong Word 2016, ché do
nayduogctich hopeungvédictra sdctialénhPrint

Chontab File.Backstageviews&xuathién.

v

Insert Design Layout References
4t Cut : a v Ba
D : Century Gothirv{12 ~| A A Aa~ /¢
3 Copy
Paste ' Ui X. X2 A~ a3y, ~
- ~ Format Painter B L e x A -
Clipboard 1 Font [

Kich Print. Tinh ning Print s& dugc hién thi. Hodc c6 thé chi truy cip Print
bangcachantohopphimCtrl+P.

Noéidungvanbancan xem

CHUONG 1: MICROSOFT WORD

Mastick:

Printer
HP LaserJet Professional \PHOZ_

B o

Printer Properties

Settings
=n  Print All Pages
The whole thing

Pages: e
111 Gae it 05 Wert 016

= " Print One Sided
Only print on one side of th

Collated

= Hinh145 ManhinhciialénhPrint L
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TatcandidungeuavanbanhiénthitrongkhungbénphaiciamanhinhPrintchinhlad nhitng
gi ma nguoi ding s& in ra ngodi mdy in. Vi vdy nén quan sat trudc dé phat
hiénnhitngldi,saisottrongquatrinhsoanthaotrudekhi vin banduogcin ragiay.

145 Invanban

Mottrongnhirgedngviécthudngxuyénnhatmacacnhanviénvanphongstirdungeéd 18 1a
in 4n. In 1a chic ning khong thé thiéu trong cic chuong trinh soan thio vin ban.
CacphiénbanWordctuaMicrosoftdéutichhoptinhnangnaythénénngudidingcothéin antai
liéu, hdso, gidy to truc tiépma khongphai strdung thém bat ciphdnmém
naokhac. TrénmanhinhPrintdugcmddtrén,ngudidungséthuchiéncacthaotactrongviéclntai
liéu

Trong Print,chon Printer(mayin)mong muén.
Print

Print

Printer

o LexmarkMX310dn <
= Ready

Fax

Ready

Lexmark MX310dn
Ready k
Microsoft Print to PDF
Ready

Microsoft XPS Document Writer

Ready

@ 0@ @

)
\

Officejet 7110 series @ GCF-Server

%

Ready

Print to PDF {Mac Desktop)

Reacly

W

Send To OneNote 16
Ready

@

Send To OneNote 2013
Ready

%

Add Printer...

Print to File

v uy waop

Hinh1.46.Lyachonmayin

Nhépsoluongbansaomudnin.

Print

Printer

Lexmark MX310dn
QQ Ready

v

Printer Properties
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TuychinhSettingsnéucan.

Print
Ié-‘;-‘-! Copies: |1 %

Print

Printer

Lexmark M3 10dn
-
Q% Ready

Printer Properties

Settings
T\. Print All Pages s
| The whole thing L}
paqéx:
[C=] Pnnt One Sided
" r Cnly pant on one side of th...
[j[j Collated cl
123 123 123
B . "
1 Portrait Orientation v
T Letter
\ v
: 85" x 11"
-%-—~J Normal Margins
3 Left: 1* Right 1°
=l
| J 1 Page Per Sheet v

Page Setup
SaukhithiétlapxongannutPrint.

Print

4

Copies: |1
-

=
Print I}

Printer

2
=~ Lexmark MX310dn -
QQ Ready

Printer Properties

Doi lic ngudi dung co thé khong can thiét in toan bo tai liéu, thi trong trudong
hopnaythiétlapindudngnhuphuhopvéinhucaucuangudiding. Chodungudidingmudbninmot
sdtrangdonléhodcmothangloattrang, Wordchophépnguoidingxacdinhchinhxacnhigtrang
nao ngudidungmudn.
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Nguoidungsécanchiatirngmucbangdiuphay(vidul,3,5-7,hoic10-
14)déinnhiingtrangdonhoacloattrang.
-VaophanPrint.
TrongtruongPages,nhipsdtrang mudnin.
Settings

rf:;'*_;“l Custom Print 2

L= Type specific pages, section...

Pages: | 1,3-3|

KichPrint.

Print

R

=
Print [}

Nhuvay,cactrangvanbanséduocinragidytheodinhdangmanguoidungdasoanthao.
1.5 Léapbéngbiéu
Cacbangcothédugcestirdungdétochucbatetiloaindidungnao,chodulavianbanhayditliéu
sd.Banggiuptailiéucta nguoidung trongdénhinvacétochichon
1.5.1 Taom{tbangméi

Muontaomotbangmaoitrongvanban,ngudidungdatcontrochudtvaovitrimuonchénban

Diéuhué‘ngtditablnsert,saudc’),nhépchonTable.Clickchonnﬁttamgiécnh()phiadu’éri,éd
éycémétséluachon:

— Nhangiitrchudtkéodéchonsddongvasdcdtctiabang

~ InsertTable...:Clickchon,mdtbangthoaihiénrachonguodidingxacdinhsddong,sdcot
cuabangsétaora.

- DrawTable:Congcuveébang.

—  QuickTable:Clickndidungnaysécomotsdmaubangbiéudaduocdinhdangsin. Clicke
honnéumauphuhopvéiyéu cau.

- ConvertTexttoTable:Khichondoanvanban,Clickmucnay,doanvanbansédugcdua
vaobang.
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Design Layout References Mailings Review View

2B 2 g D F (o] (8] & Dt [EHE-D-

7 3 % 5 D Footer ~ v Fp',
Pages | Table Pictures Online Shapes Add-  Online Links Comment Text S|
Y, - Pictures ~ @+ insv  Video ¢ [2) Page Number~ gy~ B
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N ore Schedule -2 =/ . ®
] LA - p e [y
o 0000000000 R
; BN Insert Table...
? [* Draw Table
: EE] Excel Spreadsheet

2
i

Quick Tables ’

I |

Hinh1.47. Taobang

TrélaigiaodiénWord,dénhdpvanban,haydatdiémchénvaobatcirdnao,sauddbatdaunh
apvanban.

Weekly Chore Schedule B . 7/ o
June 24 — June 28 3 /; ﬁ = "7

[k

Monday Tuesday Wed|

Pédichuyéngiiracacod,ngudidingcothésirdungphimTabhodccacmiiiténtrénbanphim.
1.5.2 Cacthaotacsiradditrongbang

Ngaysaukhitaobangbiéu,motcong
cudinhdangTableToolséxuéthiénvc')iZTabléDesignVéLayout:

' Header Row [+ First Column

- Y pt
_| Shading  Border rders Border

Bo
M Styles+ EPE” Color~ = Painter
Table Style Options Table Styles Borders Il

Total Row LastColumn | meEEA === == ===

' Banded Rows Banded Columns

Hinh1.48. Tab DesigncuiaTableTooltrong MS Word2016

&? E D/‘ -!_\‘ E)-_‘Q m m (-::] E:) % % éUHeith: %b.ﬂcm BF Distribute Rows ggg AE.:; @ él [T} Repeat Header Rows

‘ ‘ i - : ! ; % Convert to Text
Select View Properties Draw Fraser Delete Insert Insert Insert Inset Merge Split Split — Autofit =y 286m

ol g Tet  Cel  Sot
o .| Distribute Columns
v | Grdines Table + Above Below Left Right Cels Cels Table el EEEy

rection Margins fY Formula

Table Draw Rows & Columns [F1 Merge Cell Size [F1 Alignment Data

Hinh1.49.Tab LayoutctiaTableTooltrongMSWord2016
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Otrongnodidungnay, TabDesignsédinhdangvéduongvién,domau,...cho  bangbiéu.
Tab LayOut s& dinh dang vé ndi dung trong bang biéu ciing nhu viéc thém, xoa,
stracacdong,cotcua bang,trono(MergeCells),chiad(SplitCells). ..
Chondéitu’qng muéndinhdang:
Chono:Clickchudtvao dcanchon

i

Choncdt:Clickchudtléncdtcanchon

+ i
N

Chonhang:Clickchuétlénhangddauhangcanchon.

Ex

@
Choncabang:Clickchudtléngdctréncuabang

Thaotacthém,xdahangvacdt
Clickchudtvaotrongbang,chontab Layout-> groupRows &Column:
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ke R Chén dong bén trén
0a cac doi tuon 28 . -
iy . Chen dong bén dudi o e o e
trong bang f‘ /.Chen cot bén trai
x| B B

: ]
t Liﬁ'/ 2
l ,&_,I 3

Delete Insert Insert Insert Insert Chén dong bén phai
Xoa 6‘<\R v Above Below Left Right
X6 GO \E> Delete Cells... H r
6a co o ) e —
% Delete Columns
X6a dong 2% Delete Rows
X6a bang———— % Delete Table

+InsertAbove: Thémmdthangd phiatrénhangchircontro.
+InsertBelow: Thémmdthangd phiadudihangchucontro.
+InsertLeft: Thémcotbéntrai cotchircon tro.
+Insert Right:Thémcotbénphaicotchircontrd.
Cacthaotacxoabang, ha‘mg,c@t:ch(_)nbéng,héng,cétcﬁnxéa.
+Delete Cells: X06ao.
+DeleteColumns: Xoacot.
+DeleteRows: Xo6ahang.
+DeleteTable: X6abang.
Tronhoactachcac 6
Choncacd cantron,chonTabLayout-> GroupMergecocacchlreningsau:

| | [ ] . -
B B /= = @] Height: 051 em 2
Merge Split  Split AutoFit +._1__|+ Width: -
Cells  Cells Table ~
hMerge Cell Size

+MergeCell: Troncacd dangchon thanhmotd duynht.
+SplitCells: Tachthanhnhiéud.
+SplitTable: Tach thanhhaibangkhacnhau.
Canhléchoditliéutrongd
Choncécd cancanhlé ditliéu, TabLayout->groupAlignment:

st A= |
—_—
Text Cell
Direction Margins
. Alignment

+Text Direction: Thaydéihuéngcuadit lidutrong 6.
+CellMargins: Thiétlapkhoangcachgitraditliéu valéo.
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Tao kiéubang
Kiéubangchophépnguoidungthayddigiaodiéncuabangduoctaobaogdmmotsdthiétké
nhumausic,duongviénvaphdngchit.

- Nhépvaovitribatkitrongbang,saudonhapchontabDesigntrénthanhribbon.
- TimnhomTableStyles,saudonhapchonmiiiténchixudngMoredéxemdanhsachkiéu

bangdaydu.

File Home Insert Design Layout References Mailings Review View
V! Header Row V! First Column 1o 1o o s o 1 [ e e B e s s ‘r}’) —_—

Total Row Last Column : E E E E E E E E E E .| — Yapt v =

ZiISISiSiZ) 222212 [ Shading | Border ' — Borders Bo
| Banded Rows Banded Columns . Styles ~ s P€n Color ~ *  Pai
Table Style Options Table Styles Borders

L """‘E:"""‘-’"""2"""‘3"."More ' -

Quickly change the visual style of
your table

Each style uses a unique
combination of borders and

shading to change the appearance
: Weekly Chore Schedule @ cf yourtable. Hover over astylein ‘7
7 July 1—-July5 &8

the gallery to preview it in your

document.
[+
| Monday Tuesday Wednesday | Thursday Friday
Homework X X School holiday
2 Feed fish X X X
; Dishes X X X
Recycling X X

- Nhipchon kiéubang ma ngudiding mudn.
- Vidu,kiéubéngduqcchonséxuéthiénnhu hinhdudiday.

Weekly Ch?re Schedule W
July 1=July5 €5 =
Monday Tuesday Wednesday Thursday Friday
| Homework B3 X School holiday
| Feed fish B X X
| Dishes B3 X X
X X

Chinhsﬁ:acéctﬁychonkiéubéng
Khidachonxongkiéubang,ngudidingcéthébathoictatcactiiychonkhacnhaudéthaydd
igiaodiéncuand.Co6tuychon:HeaderRow, TotalRow,BandedRows,FirstColumn,LastColu
mn,andBandedColumns.

- Nhapvaovitribat kitrongbang,saudodiéuhudngtditabDesign.
- TimmucTableStyleOptions,saudéchonhoicbochoncacongudidingmudn.
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Review View

File Home Insert Design Layout References Mailings

| Header Row || First Column

F Em < ) [
[ | Total Row [] Last Column b il § il i = Vapt e

S o Sl E: e | BRI Shading = Border —. Borders Bo
e v Styles ~ LZ Pen Color~ +  Pai

Table Styles Borders
40 0 B 85 B By e B

| Banded Rows %Banded Columns
Table Style Options
L ST Banded Columns B .

Display banded columns, in which
even columns are formatted
differently from odd columns,

won

ne>€na>

This banding can make tables easier

. 1 to read. s v
- % - S

W

> Kétquasaukhichinhsira.

Weekly Chore Schedule R
July1-July 5 €5 5 -

Monday Tuesday Wednesday Thursday Friday

| Homework  [B3 X School holiday

X

X X
| Dishes B X X
Recycling X X

Thémcacduongviénvio bang
- Choncacdmangudi dingmudnapdungeung motkiéuduongvién.
- StirdungcaclénhtrongtabDesigndéchonLineStyle, LineWeightvaPenColor.
- Nhapvaomiiiténthaxudngtrong muc Borders.

- Chonkiéuduongviéntrong menuthaxuong

Inset Design Layout References Mailings Review View § Q Te Julia Fillory 2 Share
First Column - /‘f} ) v { 4
P s NZ 1 Pl
Last Column g vns - - 1%pt — -
o _| Shading  Border order
Banded Columns | - > Styles » L# pen Color » ainter
Options Table Styles Borders | Bottom Border
[RCNCECE  BRECE SUMCRO 5F  SCRVESONS SN RO S CRCEUE SRR Y, SR .. Tog Border
[ Left Border
| Right Border
No Border
Hl AN Borders
ekly Chore Schedule @2 4 =/l . :
- y / &2 38 ] Outside Borders h
c e - E
—July 5 @ 4 Inside Borders
= Inside Horizontal Border

L T Inside Vertical Border

School holiday

2= Horigontal Line

[# Draw Table

il View Gridlines

[ Borders and Shading...

Kétquasaukhithémvién.

69



Weekly Chore Schedule

July 1—July5 #=&

Tuesda Wednesda Thursda Frida
X School holiday

X X

X X

X

1.5.3 Siapxépditliéutrongbang

Pé thyuc hién thao tac sip xép dir liéu trong bang. Nguoi dung boi den bang dir
liducansapxép. TrénthanhLayoutciia TableToolsvaogroup Data->Sort

BTN Q Tell me what you want to do ThuUyenVu £, Share
=3
=
~ ) ) ) . ) . ) ‘ #[|Height: 085cm - | B Distribute Rows BEE A3 @ él [ Repeat Header Rows
Tén Piém Toan | Piém Ly Piém Hoa | Trung binh e i BEEE - o 5% Convert to Text
it CyWidth: 275cm Distribute Columns £
. s ; . & H I ) Dinection Mrgins [ i Formla
Cell Size el Alignment Data ~

Nggc 6 6 3 sv-»7‘|‘lw49-\-10-1!»»-12-\-:3-!514-.-15-.-1&;.-17- Sort

Arrange the current selection in
Anh 8 7 9 alphabetical or numerical order.

This is especially useful if you're
Thanh N 5 N trying to organize data in a table.

@ Tell me more

Hinh1.50. Sapxépditliéutrongbang

HopthoaiSortxuathi¢n,nguoidungluachoncaccdtdirliéukhdadélamdieukiénsapxep.

Sort » v
Sort by
e ¥ | Type: |Text « | (@ Ascending
Using: | Paragraphs - () Descending
Then by
& Diém Toan w | Type: |Mumber ~| ® Ascending
Using: |Paragraphs - () Descending
Then by
Diém Ly w | Typg | Mumber 21 @ Ascending
Using: | Paragraphs - () Descending
My list has
Header row Mo header row

Options... Cancel I

Hinh1.51. HopthoaiSort

» Kétquasaukhilyachoncacdiéu ki€nsapxepdtrén:
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Tén Piém Toin | Piém Ly | Diém Héa | Trung binh
Anh 8 7 9
Hoa 5 6
Ngoc 3] 6 &
Thanh 4 5 4
1.6 Chénhinhanhvacongthirctoanhoc
1.6.1 Cheéncackituwdac biét
- Mucdichchencackytukhdngceotrénbanphimnhu: o,3,A,@... T Equation -
- Thaotac:Kichchudtvaomenulnsert,choncongcuSymbolmanhinhx g!.symbOI ’
uéthiéntachonk}?tu canchén: T -
- Mudn chén cac ky tu k}%f)ng cO trong muc 11_1:%1 chon ta chon :r :j : i .
MoreSymPols... man hint{ xuat hién bang chl’rffl nhic¢u }(}'I tu, nguoi o ® m i .
dung c6thé st dung mot s6 font chir dac biét dé tim kiém cac ky tw  _ More Sumbol.

nhu:Wingdings,Symbol, Webdings. ..

Sau khi chon duoc ky tu cin chén trong bang, ngudi dung bdm vao nat Insert
hoéckichchuétZlﬁn,k}?tu’séduqc chén vao trong van ban.

Symbol ? >
Symbols special Characters
Faont: ' Wingdings ~
B <ided 20 & | & o | === afd s
T BIEE|E Z | & B = E @ =
dlolel=l=d|p % OO e 2 R >
6| =T T F| x| Gl 3|8 V(IS M.
Recently used symbals:
Blols] |wo|o|=|v|3 Vo€ £|¥|Oo®

Unicode name:
Wingdings: 32

AutoCorrect... Shortcut Key... Shortcut key:

Character code: |32

from: | Symbal (decimal] |~

Insert

Cancel

Hinh1.52. HopthoaiSymbol

1.6.2 Soanthdocong thirctoanhoc

Thaotac:Kichchudétvaomenulnse rtch(_)ncf)ngcuEguati0nme‘lnhinhxuéthién,ngudidﬁng

chonki€ucongthtrctoanhoc canchen:
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ﬂ [E] Quick Parts~ [# Signature Line ~  J[ Equation -
~| Built-In

g
o Area of Circle

A=mr?

Binomial Theorem

x+a)" = Z (:)x“a"'“

Expansion of a Sum

nx nln— 1)x?
A+ =14+ ——

2!

Fourier Series
(=]
niwx . Nmx

fx)=ay+ Z (an cos—— + b, sin —)

L L

n=1

@ More Equations from Office.com 3

TC  Insert New Equation
& InkEquation

Hinh1.53. Chencongthtrctoanhoc
Ngoaira,nguoidingcéthétusoanthaiomdtcongthirctily ybangeachchonvao
muc
JU  Insert New Equation
Typeequationhere.
Congthircdugcsoanthaotrongkhunggidihanciaequation valwachoncacmau
trinhbaytrénthanhcongcuEquationTools

File Home  Insert  Design  Layout  References  Mailings  Review  View Design Q Tell mew vant to do ThuUyenVu 8]
T A &o= QHEEENENEEEEEEEEER § e £ § O = g i A [

Operator~ - v 2 Log~
Symbols Structures

Equation ; 1nr Nt =||lv||C ‘ i, \l D; D‘" ulln||lol|% o ||°F Il cllallv]la a : Fraction Script Radical Integral Large Bracket Function Accent Limit and Operator Matrix
7 quation = —= - - - - - -
i

Tools

Hinh1.54. Thanhcongcusoanthdocongthirctoanhoc
1.6.3 AutoShape
KhilamviéctrongWord,nguoidungcothéchénnhiéuhinhdangnhucacmiiitén,chi
thich, hinh vudéng, hinh sao, ...Viéc thém hinh dang (shapes) vao trong Word
gitipnguoidingsécoduocnhimgtailiéudepmatvathavihon.
Détvitricontréchuétmuénchén,chontablnsert,saudénhépchonmucShape.
Menuchitiétchfranhiéuhinhdangséxuéthién.

~ Nhépchon hinhdang mangudidingmudn.
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Insert Design Layout References Mailings
B3 Cover Page~ % @
=l e

[ Blank Page

Table Plcturfs Online Shapts SmartArt Chart Screenshot 3w
'— Page Break Y
—1Fag - Pictures

Pages Tables | Recently Used Shapes _
L S E N NOOOA L L U8
SR A YauR
Lines
SNNSNTLLTLNG G
o Rectangles
I N A B O
Basic Shapes
EOANIAOOQOOO®
®@GoIOr ¢y o B8a
O0@A~AH0OKXS C3N
: (30 )¢}
- Block Arrows
D RQUTPDHPR IS
v gunadD RN
PR

Hinh1.55. MenuluachonShape

- Nhapvake0h1nhdangva0v1tr1 mongmuondethemhmhdang vaotailiéu.

Nguoi ding ciing c¢6 thé thém vin ban vao hinh dang. Khi vin ban xuit hién
trongtailiéu,nguodidingcothégdchir,saudostirdungcactiychondinhdangtrongtabHomedétha
ydbiphongchir, kichthudevamauciavianban.

Thaydbithir tuciacachinhdang

Néu mot hinh dang chén 1én mot hinh khac, ngudi dung cé thé thay dbi thir tw
déhinhdangminhmudnxuathiénphiatrude.

Nhap chudt phai vao hinh nguoi diing muén di chuyén. Trong vi du ndy, ching ta s& dé hinh trdi tim xuét
hién phia sau ribbon, do d6, nhép chuét phai vao hinh tri tim.
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Trongtrinhdonhiénra,nhipchonBringtoFronthodcSendtoBack Nhipvaotiychonthirtymon
gmudn.OdaychungtaséchonSendtoBack. Thutwctiacachinhdangdathaydoinhumongmudn.

oz

Style  Fill  Outline

By Copy

ity Paste Options:
Ca

Add Text

£ Edit Points

T Wrap Tet

Set as Default Shape
I More Layout Options...
& Format Shape...

Thaydoéikich thudchinh dang
Chonhinhdangngudidingmudnthaydbikiched.Cacdiémtuychinhkichthudesé
xuathiéndcacgdcvacacmitcuahinhdangdo.
Nhapvaokéocacdiémtuychinhtrénhinhdangdénkhidatdugckichthudemongmudn.
Péxoayhinhdang, nhipvaokéobiéutwongxoaytrontrén hinhdang.
Chiy:Nhitngdiémmauvangtrénhinhdangchophépngudidingthayddivitricuacac

népgap.Chinhstrahinhdang
: T
Wordchophépnguoidungchin

h stra cac hinh dang theo nhiucach
khac nhau. Ngudi diung c6 théthay
dd6i hinh dang nay thanhmothinh
dang khac, dinh dang kiéu dangva
mau sic cua hinh dang ciing
nhuthémcachi¢utingkhacnhau.
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Thaydobikiéudangcuahinhdang
Chonhinhmangudi dingmuén thaydoi.
TréntabFormat,nhdpchon militénthaxubngMoretrongnhomShapeStyles.

Layout References Mailings Review View Format ¢ Tell me what you want to ¢
R »| 22 ShapeFill - B L\, Text Fill -
Abc m - EShape Outline - A A [A) - ﬂTﬂrt Outline -
) ) L& Shape Effects - T [ Text Effects -
Shape Styles T WordArt Styles T

Trong menuthaxudng,chonstylehinhdangma ngudiding mudnsirdung.

Theme Styles 4]

Abc Abc

Other Theme Fills

Thayddimaunénciahinhdang
Chonhinhmanguoiding mudnthaydoi(dday, chiingta séchonhinhtraitim).
Trong tab Format, nhap chon mili tén tha xudng trong muc Shape Fill. Chon mauma ngudi
dung mudn sir dung. D& xem nhiéu mau hon, nhap chon More FillColors.
Layout  References  Mailings  Review  View Format

P + 3 ShapeFill -
Abc m ™ || Theme Colors

H EEEEN T}

Shape Styles WordArt
1 1 [ I LI
1T
Standard Colors
Hn EEEEN
Mo Fill
## MoreFill Colors...
Picture...
D Gradient 3
Texture 3
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Néu ngudi ding muén st dung kiéu d6 mau khac, hdy chon Gradient hoic
Texturetlr trinh don tha xudng. Nguoi dung ciing ¢6 thé chon No Fill dé 1am cho hinh
dang trongsudt.

Thaydodioutline(mauvién)ctahinh dang

Chon hinh mudn thay d6i (hinh ribbon). Trén tab Format, nhidp chon mii
ténhudngxudngShapeOutline.

Chon mau ma nguoi ding mudn sir dung. Néu ngudi ding mudn 1am dudng viénhinhdang
trong sudtthi nhapchonNoOutline.

Layout References Mailings Review = Farmat E
P »| £2 ShapeFill -
Abc | Abc | Abc - Eshapeoutline' A A
) ) 7! Theme Colors
Shape Styles H EN o) | WordArt
L - S I CE |
T
Standard Colors
[ § | EEEEN

Mo Outline

Vlore Outline Colors...

Bén canh do6, trong menu tha xudng, nguoi dung co thé thay doi do day
(Weight)ctuadudngviénnira.

Thémhiéu tmgchohinhdang
Chonhinhmuénthaydéi.Saudo,trongtabFormat,nhdpchonmiiiténthaxudngtrong muc Shape
Effects. Trong menu hién ra, nhap chon vao kiéu hiéu tng mangudidingmudnthém.
Thaymdthinh dangkhac
Chonhinhmangudidingmudnthayddi. Tab Formatséxuéthién.
Trong tab Format, nhip chon lénh Edit Shape. Trong menu xuat hién, nhap
chudtvaoChangeShapevachonhinh dangmudnthaythé.

set  Design  layout  References  Mailings  Review  View Format ‘
. Edit Shape ~ = | 22 ShapeFill +
‘r, Change Shape »  Rectangles A A

1<, EditPoints L J
i Basic Shapes Wor

KR

Block Arrows

Equation Shapes

Flowchart
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1.6.4 Textbox
Text Boxlacacochophépnguoidung
nhapditliéuvaovacothédugedatbatcirdautrongtailicu.
Thuchién: Dittrochudttaivitricinchén,chonTablnsert—>GroupText-> Text
Box.

NguoidungcéthéchonTextBoxmaumaWord2016cungciphaytuthiétkéText
BoxriéngchominhbingcachchonDrawTextBox

[E Quick Parts - [# Signature Line - -

T «] WordArt ~
ext
Bax - A Drop Cap ~ DObjECt =
Built-in -
smmee e o
k
Simple Text Box Austin Quote Austin Sidebar
| g
Banded CQuote Banded Sidebar Facet Quote -
@ More Text Boxes from Office.com »
Draw Text Box
E Save Selection to Text Box Gallery

Hinh1.56. ChenText Box
Diéu chinh va dwa Text vao v6i thanh cong cu Format ciia Text Box. Cac thao
tacdinh dang vin ban trong Text Box giéng nhu céc thao tac dinh dang vin ban d trinh
baydphantrén.

File Home  Inset  Design  Layout  References  Mailings  Review  View Format Q Tell me what you want to do. Thu UyenVu
B\ N\ OO O] | = Edit Shape - - £ Shape Fill » A - ||f Text Direction ~ E] [Ey aBring Forward ~ [ Align - thasem -

A - o > 1= - e b
ALLD S S - ElDawTetBox || | Abc | | Abc ‘ abe | [-| [Z Shape Outline A A -| & ~ | F&]Align Text - = = i send Backward -
%2 N\ Yk = = Position Wrap 4 Shoon -

@ '\ W |T L Shape Effects - A ~ | @ Create Link - Text~ Cili Selection Pane ARotate~ €% b

Insert Shapes Shape Styles ] WordArt Styles & Text Arrange Size &

1.6.5 Cheéntép anhvaovanbiandangsoan
Thém hinh anh vao 1a cach trinh bay gitp tai li€u ctia ngudi dung thu hat hon,
dédang 1am ndi bat nhitng thong tin quan trong va thém nhan manh cho doan van ban
hiéntai
- Datcontrochudttaivi tringuc‘yidﬁngmuénhinhénhxuéthién
- ChonlnserttréntabRibbonvachonPictures
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File Home Insert Design Layout References

5 . "\
B Cover Page D | 5 SmartArt @
D Blank Page =52 1l Chart
Table Plctures Online Shapes

: &. Screenshot - &9
< % Pictures ~

= Page Break

Pages Tables lllustrations
L From File

Insert pictures from your computer
or from other computers that
you're connected to.

9 Tell me more

Hinh1.57. Chénhinhanh

- Duyétdénvitriﬁleénhmuénchén,chonénhve‘lclicklnsert

@ Insert Picture X
4 &= » This PC » Pictures » v © | Search Pictures R
Organize ~ New folder = - 1 @
[ Documents &
= Pictures -
Academic Paper Adobe Camera Images iPhoto Logos
Created example Roll Library.pho
tolibrary
Logos
Source
ﬁ 3 e Chove i
@ Microsoft Word Saved bbg image Logo PoolParty
Pictures
@ OneDrive
@ This PC
¥ Nohwnrk s
File name: |Logo > ‘ All Pictures ¥
Tools ~ Insert |V Cancel

Sau cheén mdt hinh anh vao Word, nguoi dung s€ nhan thay rang rat kho dé co
thédi chuyén n6 dén ding vi tri minh muon, hodc muon chinh kich thudc, mau sac cua
anh.Dbicu nay deéu c6 thé thuc hién trén thanh cong cu Picture Tools khi ngudi dung chon

vaohinhanhmuonchinhsira.

Fle ~ Home Inset Design  Llayout  References  Mailings  Review Vi Q Tellr antto do Thu Uyen Vu
= P ! @ | = B %Binafoward ¢ & Aian il N
&i Corrections~ <] Compress Pictures =l o W ol o Picture Border ﬂ Bring For |2 Align # EH 19m -
& Color~ ']Change Picture ad o ad ad ad od + G Picture Effects = Send Backward Grouf
Remove - — Position Wrap Crop = 085em *
Background . Aistc Effects ~ 1] Reset Picture ~ ﬂ Picture Layout » v Tetr DL Selection Pane A Rotate i b hd
Adjust Picture Styles 1 Arrange Size F1

GroupAdjust:Piéuchinhddsangtdi,mau, thayddihinhanh
RemoveBackgroud:xéanhiingvingnguoidiungkhongcantrénhinhanh
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Corrections:Chinhdgsangtbichohinhanh.
Color:Chinh maucho hinhanhdé phithgpvéinéntrangtailiéu.

1 Compress Pictures e e, T Crange Pictuse | | ol =I al o

7 A YA A A

Y

Wy

A
At LWLt BT e

g | Recolor B L
- 4;2 ﬁ ”/j ".-q “;a
~2d 7 % -4 - A Bl -
‘% > B B |~ -7
@ More Varations '

Bt
2 E‘ Set Transperent Color

Cy Picture Corrections Opbions. &y Picture Color Options...

z-.;ﬁ;i’;

N
‘D
-y

ArtisticEffect:M(f)ts6hiéu1’mgnghéthuﬁtéhinhénhs6ngd6ngvédephorn
Sackground | DARBUCEREERE] % - | syiere v | o0 | o 2

d ";ﬁ ,‘i . ,“q szel = 5.—,.‘

w

O / Artistic Effects Optlons

i to stay I 50 Iets
T T if’ g
mnkc yousac

CompressPicture:Duahinhanhtrovékichthudcbandau.
ChangePicture: Ddihinh anhkhac.
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ResetPicture:bohéttatcanhirnghiéutngvirathiétlapaduwahinhanhtrovédangban daukhichén.
PictureStyle:diéuchinhvataohiéutmgchohinhanh.

Dwing vién khung dnh

E Picttire Border =
wid Picture Effects -
- EL:, Picturg Layout -

k]
ki
k]

M)
L)
1}

@

-~
Picture Stylerﬂié:“ iing cho C]Illj-" hinh inhr'
hinh dnh qua dang SmartArt

Chon khung hinh

Dinhdangkhungvadudngviénchohinhanh:déhinhanhtaodiémnhanhon,ngudiding
cothéduaanhvaokhung hinh.
PictureEffect:ngudidingcothétaohiéutmgchohinhanhvginhinghiéutngdepmat:  dobong,3-
D,phanchiéuguong,...

L Picture Border =

|
—— e g . 1=
| | .4] R TS R E Q@ PicureBfects= | 3 Picture Effects - Oncj
51, Picture Layout = o 5

 San il e | g Preset 4

- o
— ” o — H o 1 r——
— ; - = f; song  d¢  véu ) .l Shadow »
== ol =S o Reflection »
vel Perzpective

Glow »

Bevel »

ot
=
=
- SoftEdges
e 3-D Rotation »

Picture Layout: Ngoai ra ngudi ding con c6 thé chuyén hinh anh vao cac lwgc ddSmartArt.

AEPRtmateRs] | T Tone Gt SelectionPane A e -
- “— [ e NN |
st an 4:1 ; 4 dld oy ol
i = - ] r_-;l ﬁ' -
gy ¢ r = = -
: o E B ' [Text
- o e e Dine UlIIh\' \unp&w‘: ways
D AT o o sy happy 1s o et go
o p i ?T'_}“ =] [ ) e - o ;‘ﬁl‘l)u' mml'\ thit »
A I | nake you sul.
&0 D ! . 4 %
« @ 0BG
& St b EE '{ ‘
B B =< ]’E* Qoo w = .
FE— s "] DLl EEE

Arrange: Di chuyénvasapxéphinhanh.

[ == .1Bring Forward - |: Align -
— 0O Send Backward - E‘!Grnup

Position Wrap _ .
*  Text~ Ol Selection Pane A Rotate ~

Arrange
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Wrap Text:choncachditanhvacothédichuyénhinhanhdénvitringudidungmongmudn.
InLinewithText:Hinhvachircungndmtrénmothang.

Square:Chitbaoquanhhinhtheohinhvuéng. Ei= ﬁz:jg:;a;dd B jpjg;’d“’d i
Tight: Chir bao quanh hinh [E25% Tet: Gt selectionpane (Mo ce i pane
theoduongviéncuahinh. et il = InLinewith Tex
Through: Chit bao quanh xuyénsudthinh. - i ; -
TopandBottom:Chﬁcanhtheolétrénvélédudicﬁahin With Text Wrapping = Th

h. = = = ||
BehindText:Hinhndmduégichirtaohinhnén. % i
InFrontof Text: Hinhndmtrénbématchit. - - - &1 Sre—
EditWrap Points: Thiétlapgisi hanchitdélénhinh. v Move with Text
MoreLayoutOptions: MomanhinhLayout. SSES . &
Cacchucnangkhac: El More Layout Options.. e —"

Position: Thiétlapvitrictadditwongtréntrang.

Rotate: Thiétlapgoc xoaychocacddituong.

Align:Canhléchoddituonghaicacdditrongvédinhau.

Group(Ungroup):Gopnhém(bogdpnhém) chocacddituong.

BringForward: Thiétlapvitrinamtrénhaynamduéigittacacdditwong.

SendBackward: Thiétlapdbituongnamdudidditrongkhac.

SelectionPane:Hiénthicacdditrongdangdanhsachgiupdédangchonlyavathyucthicac

hiéuchinhtrén déituong.

Lwuy:Canhléchocacdditugngvdinhauhaygdpnhomehithychiéndugckhitachon

nhidu ddi tugng cung liic bang cach dé va gitr phim Shift két hop Click chudt
choncacdbituong.

GroupSize:

Chophépthiétlapchiéuronghaychiéucaoctuadbituwong.

I

CFDI‘J E 5.21" -

Size

il

Luuy:MoérongSize, WrapText,Positionctingchocacchtrcnangtuongtunhu
trén.

- Chucnangcatxénhinhanh:
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S

— N -
Cff‘P oy |5.21 :
H Crop i

[& Cropte Shape »
Aspect Ratic ¢

ad Fill

Jul Fit
+Crop:Catbonhirgphankhongcanthiétcuahinhanh.
+CroptoShape:CittheohinhduocgoiytirAutoShape.
+AspectRatio:Cattheotylé.
+Fill:Catbonhitngvingkhéngduocchon.
+Fit:Catbonhitngvingdugcchon.

1.6.6 Taochirnghéthuat

Congcutaochirnghéthuattrongvanban, Word Artdugcextulynhumdgthinhanhchénvao
van ban. ChonTablnsert-> Group Text ->WordArt.
[El Quick Parts~ [# SignatureLine = T[T Equation -

4 WordArt~ 3 Date & Time Q) Symbol -

FAAAA A
A A A A
A A A A/

Hinh 1.58. Chén chit nghé
thuatChonkiéuWordArtvanhapnoidung

Yountextthere

Chiiy:Chonfontthich hgpdéhiénthiduocTiéngViét.
Hiéuchinh WordArt

Chondbitugng->TabFormattrénthanh céngcuDrawingTools

»| L3 ShapeFill - B A

Abc Abc Abc - E Shape Outline - A A L A ﬂ v
) * | C¥ Shape Effects ~ Ml A
Shape Styles Fa Waordart Styles Ta
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GroupShapeStyles:ChondditrongWordArtthychiénmorongShapeStyles,chonhiéutmgtiong

ung.
irAbcr‘ ‘Abc‘ Abc | | Abc |;>’ irAbcr‘
08000
EOOCOO0
> |;J |m| ‘Abci Abc .;J
ﬂ - - W -
Iﬁ
8880 O
Other Theme Fills
Cécchucnangkhéc:

+ShapeFill: TaomaunénchoWordArt.

+ShapeOutline: TaomauviénchoWordArt.

+ShapeEffects: TaohiéutmgchoWord Artnhulabong, phanchiéu,3D. ..
GroupWordArtStyle:

4

A A &

Wordart Styles

4] | 4

==

il

+TextFill & :MaunénchWordArt.
{Text Outline &~ ‘MauduongviénchitWordArt.
+Text Effect " :HiéutngchitWordArt.
+More 7 :Médrong WordArtStyles.
Hi¢utngchoWordArt:
Ngoaicachiéutrmgnhubong,phanchiéu,3D...nguodidingcothéthayddihinhdangciaW
ordArtbangchirc nang Transform.

. cde, otder vt
/A\ 3-D Rotation » g * ,,, el T
(i o ” 5 \a P ‘o

cge” ‘0{'!\\' % n ot

du. Transform *» | Warp

abcde abcde abcde Abcde
abcde abcde ~;.‘;\ ﬁ'lf.;
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1.7 Céaccongcuphutrg
1.7.1 Timkiémvathay thé
Trong khi soan thdo mdt doan van, van ban cé nhiing tr hay cum tir ma ban

mudntim kiém hay thay thé no bé‘mg mot tr, cum tir khéc. Rat don gian véi vai thao tac, ban
chonTabHome—>groupEditing

Tim kiém
Thay thé #% Find —— _
a0_Replace  Chon d61 tirong
L\g Select =——
Editing

Timkiém
Détimkiémmottirhaycumtir,banchonTabHome > groupEditing=>Find

>  gdtirhaycumtirbanmudntimvaodSearchdocument(FindwhattrongAdvanceFind)—
Hoic gb tohopphimtatCtrl+F

_Navigation o
y chi X -
16 results = | B

HEADINGS PAGES RESULTS

#% Find ~ Nai n3o c6 § chi, noi d6 6 con dudng. |
#% Find
M Advanced Find. “NGI NAO €O ¥ CHI, NOI 6 €O CON
- ) DUONG" - Cuén séch danh thirc téi, va
<2 GoTo.. ¢6 thé ca ban nita...

) —| ik Find ~ " Fing Replace | GoTo

ik Find Findwhat: |y chil E
# Advanced Finds=—

=2 GoTo..

Mare > = Reading Highlight = Find In = M Cancel

Hinh1.59. HopthoaiFindandReplace
Thaythé:
Tuong ty nhu tim kiém, ban muén thay thé mot tur hay cum tur trong doan van
ban,ban bdi den tir/ cum tir = chon Replace trong group Editing cia Tab Home — Hoac
g0 tohgpphimtatCtrl+H
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Nhip tir cén thay thé

Find Replace | GoTo
Find what: ychi ¥
Options: Search Down
Replace with: | quyét tém| Nhﬁp e muén thay thé W
Maore > =

Cancel

_|_Eeplace ” F{eplaceﬁlll | Find Mext |
\

| Thay thé timg tir mét

—

Thay thé tit ca
1.7.2 Caiditcacchéddotwddong-AutoCorrect
MbikhistrdungWord,banthuonglolingminhgdsaihodcviétsaingirphap(néuding
tiéng anh hodc cac ngdn ngit khac), tuy nhién, dimg lo gi ca boi Word cung cip motsd

tinh nang kiém tra - bao gdm cong cu kiém tra ngit phap va chinh ta - gitup ban tao taili¢u
motcachchuyénnghiépvakhongphamldi.

Trongtab Review, nhapchonSpelling& Grammar.
H, 90

File

v

Home

Insert Design Layout
ABC

v B o5 O & RF

Spelling & Thesaurus Word

References

5

Mailings

Smart  Translate Language New  Delete Previous MNext Show
Grammar Count Lookup >, * Comment Comments
Proofing Insights Language Comments

Hinh1.60.Céacché dd AutoCorrect

Bang Spelling and Grammar s& xuét hién ¢ phia bén phai. D6i v6i mdi 18i trong
téiliéu,Wordséduaraméthoécnhiéugqi}’/.Bancéthéchonmc}ttrongcécg()’i}'lhoécnhépChanged
éstra 1.

[

Restrict
Editing
Protect

Block
Authors

Spelling e e
Resoucres

Ignore lgnore All Add |

Resources

Resource's

Resources’

Change Change All
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Words&dichuyénquatimgldichodénkhibanxemlaititca.Saukhildicudictungdugcxem,
mothdpthoaiséxuathiénxacnhanrangviéckiémtrachinhtavangitphapdahoantat.NhapchonO
K.

Nhung chtrc ning ndy chi phu hop véi cac van ban tiéng Anh, con véi tiéng
Viéthiéntaichuadugcupdate.

)

i\:<-"'n'A--l»--|'-42"-1-'»3---1--'4--'lA--S---|'--6'A-.§[

Hay luén mim cwéi véi cudc song

Crong cudc sdng d6i khi ban gap nhitng khé khin. nhitng dan d6 suy nghi khong

va cudc sdng sau nay cua ban. DOi khi chiing ta can nhitng 1&i khuyén hivu ich. nhitng

Vi vay khi ta soan thao tai liéu thi nhitng dudng kiém tra 18i lai gay phién toai,
nénthudngchingtamudnbonodi.Déloaibonhimgchirenangkiémtraldindy,banvaoTabFile>
Option—>Proofing>When correctingspellingand grammarin Word
>bochon cacchtreningkiémtraldi.

Inspect Document
Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues
N Manage Document
fecou O\[ Check in, check out, and recover unsaved changes.
) Manage _j There are no unsaved changes.

Options k Document ~

M@thépthoaiséhiénra.éphiabéntréihépthoai,nhépch(_)nProoﬁng.Taidéycc')mcf)t vai
tiy chon. Vi du: Néu ban khong mudn Word danh dau cac 18i chinh ta, 16i ngitphap hoic
cac tu thuong xuyén bi nhdm lan mot cach tu dong, ban chi can bo tich
nhimgtiychonminhmuén.

Word Options ? X

& N
eneral

N AutoCorrect Options...

Display
’ Proofing !

Save

Custom Dictionaries.

des:  Traditional and new spellings v

odes:  Tuteo verb forms only v

When correcting spefling and grammar in Word

e: | Grammar| v Seftings..

Recheck Document

oK Cancel
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1.7.3 PinhdangnhanhbingStyle

Trong qua trinh soan thio vdn ban, c6 nhitng ndi dung c6 dinh dang gidng
nhau,néudinhdanglénluqtchotfmgn(f)idungriéngsémétnhiéuth(‘)'igianvékhéngnhétquén.Métt
rongnhitngcachdongian déthyc hién didunayladungStyle.

Style 1a mdt tap hop cac dinh dang dugc tao trudc va cd mdt tén. Style rat can
thiétkhisoanthéogiéo trinhhodctai liduconhiéu muc, nhiéu loaivan bankhacnhau.

Style c6 thé 4p dung cho cho doan vian (Paragraph), cho ky tu (Character) hoic
cahai (Linked). Word c6 san cac Style mdc dinh, nguoi dung cé thé dinh nghia thém
Style.CacStyleduoc chiratrongtrongGroupStyles trénthanhRibbon cuatabHome.
1.7.3.1 ChoncacStylecésan

Boi den doan vin ban mudn gan Style, trong nhém 1énh Styles cua tab Home
nhanchonkiéuStylemongmudn:

AaBbCcl

7 Nosmal

AaBbCcl | AaBbC

ubtle Em... Emphasis

L AaBbCcl AaBbCcl Editing

Clipboard w Font 5 Paragraph i AaBbCcl AaBbCc
Strong Quote SubtleRef... IntenseR.. BookTitle |ListParsg

P Vi1 P13 Ay 8 61 Tt ptenseE

3 Chire nang tron thu 1a gi? Vat

phong ta thuomg phai thiét ké cac bidumé - W :
va phai in 4n hoac giri email cho rat nhiéu khich hang, cac mau nay da phan la giéng nhau
toan bd vé hinh thirc trinh bay ciing nhu n6i dung, chi khéc nhau chit it vé thong tin khich
hang. Danh sdch khdch hang thi cong ty (ta) da ¢6 sin va duoc thu thip tir 1du. Cdu héi dat ra
B 14 ¢6 cdch ndo chi cdn thiét ké mét 1in biéu mu va c6 thé duoc nhin ban ra rit nhidu cdc biéu

miu khéc trong img véi thong tin cua khich hing mét céch chinh xdc va nhanh gon hay

khéng? D6 1a nhiém vu cia chire nang trén thu. Cu thé ta s& tim hiéu cdc chire ning duéi didy:
Thiét ldp chitc nang trén thie

Thuc hién chirc néng tron thu
4 Tao mét thw trén sir dung tir danh sich ngoai
4 Tao nhin va bao thr

Hinh1.61. ChonStylecoésanciia MicrosoftWord

TaomaiStyle

Al I 2
= 2L 1 | nasbceoc| Assbeene AaBbC( AsBbCel AQB assocer assbccor acsbeeor
= = v. R T Normal | 7 No Spac 1 Heading?2 Title Subtitle  Subtle Em. Emphasis |+
Paragraph e Styles 1
Create New Style from Formatting. AN <yl vx
NG Properties Clear All
Name: Stylet
Style type: Paragraph v Default Paragraph Font @
- No'§
Style based on:  Normal v S Y
= Heading 1 I3
Style for following paragraph: = T Style1 v Heading 2 1
Formatting Title L]
n CalibriBody) |v| 11 vl B T U Automatic v Subtitle €@
161 ——— Subtie Emphasis a
= = = m = = = m E E Emphasis a
wurg Intense Emphasis a
ics Strong a
Cheh duy nht budc ngudi khic lhm biltcir vige i1 kil cho ho thich Bm Siku 86 Quote n
Intense Quote oL
Subtle Reference a
Intense Reference a
Book Title a
—Exliowe Peent Ballagins Dt Exlbre Besch Fallgu s Brovenh Fallgare Pramsct List Paragraph T
Do not check speliing or grammar
Right: 1.25", Style: Show in the Styles gallery Show Preaew
Based on: Normal Disable Linked Styles
[V Add to the Styles gallery || Automatically update P e Ik Optior
(@) Only in this document () New documents based on this template
Format » oK Cancel <
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Hinh1.62. TaomotStyleméi
NguoidingchonmdrdngStyletrongnhomStyles(sd1).ClickbiéutwongNewStyle(s62)

- Name:NhapténStylemdi(vidutrénladntu_style).

- Styletype:ChonloaiStyle(paragraph,character,linked).

- Stylebasedon:ChonStylelamcosdchoStyledangtao,Styledangtaosébaogdmea
cdinhdangcua Style nén.

- Styleforfollowingparagraph:ChonStylechodoankétiép.

- Formatting:Choncéc dinhdangchoStyle.

- ClicknutFormatchophépmérongcacdinhdangnhu:Font,Paragraph, Tabs,Bord
er,Language,Frame,Numbering,ShortcutKey, TextEffects.

- BamOKdétaoStylemdi,saukhibAmOKthistyledntu_stylesédugcduavaoQuic
kStyle Gallery

GanStyle
Chonkhdivanban candinh dang, saudo chon Style dataod
trén(dntu_style),licnaykhoivanbansécodinhdanggiongnhu dugcthiétlaptrong
dntu_style:

AaBbCcl| AaBbCcl AaBbCcl AaBbC AaBbce AAD aasbec. A

T dntu_style | T Mormal T Mo Spaci.. Headingl  Heading 2 Title Subtitle = gthflmgf
yles *

Styles

Hinh1.63.GéanStylechokhdivanban
ChinhstraStyle

Pé hiéu chinh Style, ta bdm chudt phai vao Style/chon Modify (s& xuat hién
manhinhchitiétdéthaydbidinhdanggiongnhuémuctaomdiStyle,taidaytadoicacthongsdtheo
nhucaucuthé):

AaBbCcl | AaBbCcl AaBbCcl AaBbC: AaB

T dntu_style T Normal T Mo Spaci.. Headingl Head
Update dntu_style to Match Selection

%4 Modify... i

Select All: [No Data)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh1.64.ChinhstraStyle

» Tuongtutacdcacchircndngdtrongmanhinh1.64:
- Rename...:PoéiténStyle
- RemovefromQuickStyle Gallery...:X6a Stylekhoidanhmuc
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- Add Gallery to Quick Access Toolbar: Pua Style nay vao thanh Quick
AccessToolbar
1.7.4 Taonhanhmét viinbantheomiu
Khi ngudi dung mudn viét mot van ban theo quy dinh chuin nao dé nhu: viét
dontimviéc,haynhitngbiéumau: Danhthiép,thungo,...Khongphaiaiclingcokinhnghiémtrong
viécviétdontimviéchaylamcacbiéumau.ChinhvilydoddWorddalamsénchochung  ta  céc
biéu mAu, cac quy chuin chung nhit cho mot nghanh nghé nhat dinh. Changhan nhu mau
don tim viéc, néu Ung vién nao trinh bay chuyén nghiép va co dau tu thi
dolalgithécuatmgvién.Saudayla motsdkién thircliénquantdiviécthiétlapbiéu mau.
Templateléméttéptinmﬁu,chophéptaom@ttéptinm(')'ivc'rimﬁudéduqctaosﬁn.Téptinmﬁ
ucéthébaogomtiéudé,logo,nhitngdinhdangkhac. Taptinmaucophandudila.dotx.
Trong Wordcosancac taptinTemplate,taco thésirdungbangcach:
Chon File>New—>Sample Templates xudt hién ctra sé6 Template, chia cac
mauTemplate,Chonmdt mauphuhopvéindidungeiia téiliéusaudéchontiép:
- DocumentchonCreatedéstirdung Template.
- TemplatechonCreatedésiraTemplatetirTemplatecsan.

New

Take a
tour ERNEEE
Title Title
lllllll KIIFICATE OF ANNIVERSARY »
AWARD :
-
@ @ ‘_ AWARD
2 o—W

Hinh1.65. Manhinhlya chonTemplate
Pétaokiéumiu mai:
Nguoidungthiétkémotmaudéstirdunglammauchonhiingtailiéusau->vaotab
File/Save As/chonnoiluu
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(v]] Save As x|
i Save AS 4 [& » Libraries » Documents » v o Search Documents p
- Organize v New folder =~ @
o 6 cop con’s SkyDrive [Q A Name - Date modified Type A
4 Libraries
Rece| Custom Office Templates 9 File fol
< Documents % i 2 S o
==k x typer- 25/11/2013 10:03 File fol v
El;l Computer o Music e o
File name: | Doc9.docx v
u%s Add a Place Save as type: uﬁnm Document ("docy) | v

Word Document (*.doc)
Word Macro-Enabled Document K.docm)

ord 97-2003 Documen
Word Template (*.dot)
Word M

ord ~Enabled Template (.d
Word 97-2003 Template (*.dot)

“ HideFglders |PDF (*.pdf)

XPS Document (*xps)

o gle File Web Page (*.mht;".mhtmi)
Web Page (* htm;* html)

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (")

Optio Word XML Document (*xmi)

Biowss Word 2003 XML Document (*xmi)
Strict Open XML Document (*.docx)
o Tet (% ndf)

Hinh1.66. Hopthoaitaotemplate m&i
- TronghgpthoaiSaveAs—> Saveastype—>chonWord Template (*.dotx).
- Tudongduongdanluutritcac Templateséduoctrodén,nhungbanciingcothéluutainoi
banmuén.
- Vakhibanmudnsirdungchicanvao—> TabFile>New-> Personal > chonTemplatebanc
an.

Vidutacan taotemplatechodanhthiépdugiday:

COMPANY NAME

Address

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

Your Name Here

Job Title

Gia st ta luu mAu trén véi tén “Tao_Template_moi.dotx”, nhu vdy mdi lan
taomdt tai liéu ma ta chon méu 1a “Tao_Template_moi.dotx” thi ta s& c6 tai liéu gidng
nhumautrén.

Xemhinh xuathiéntén maumdi saukhi daluutemplatetrén(hinh1-43)
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New

Search for online templates yol

Sugg®sled searches: Letters Resume Fax Labels Cards (Calendar Blank

FEATURED PERSONAL

Tao_Template_moi

Account

Options Doc2 Doc9 GiaoTrinh Tao_Template_moi -

Hinh1.67. MauTemplatemdiviratao
Taikiéu maucosan ctiaMicrosoft:

Microsoftcungcapratnhiéumauchongudisirdung:Mautochtresukién, thungo,danh
thiép, don tim viéc ... (yéu cau phai két néi internet). Trén thanh tim kiém & manhinh lya
chon Template, ngudi dung chon vao tén cidc nhém mau va chon mot mau
phuhopvéindidungcansoanthao.

New
i [ F

+ Category

Hinh1.68. Chon mauTemplesancéd
1.8 Cacchircnangnangcao
1.8.1 Tronvanban
DaylamotchircningtrongWordhdtrongudidungphaithudngxuyénthiétkécacbiéu
mau (thu moi, thu ngd, phiéu thong bio, quang cdo...) va phai in 4n hodc giri emailcho
rat nhiéu khach hang, cdc mau nay da phan 1a gidng nhau toan bo vé hinh thic trinhbay
cling nhu noi dung, chi khac nhau chat it vé théng tin khach hang. Danh sich
khéchhe‘mgdﬁcésﬁnvéduqcthuthéptl‘rléu.Dod('), chicanthiétké motlanbiéumauvacothé
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dugenhanbanrartnhiducacbiéumaukhactuongimgvsithdngtinctiakhachhangmaotcachchinh

xac va nhanh gon.

Thiétlapchircningtronvianban
Détiénhanhlamchirenangtronthitaphaicod:Biéumauvadanhsach(dungdédothong  tin

vao biéu mau khi tron). Nhu vay ta thiét ké biéu mau trudc dé dap Gmg nhu causir dung

sau d6 dung chirc ning trén vin ban dé nhan ban cac biéu mau nay ra theo dungvéi sb

lwong va thong tin trong danh sach. Do d6, ngudi dung can phai co c6 2 tap tin doclap.

> VidutacanlammotmAaudingkymuatipchinhusau(luuvéitétnmiu_PK.docx):

lr‘ r‘\\; i , 2 a1 1] "‘a
| 7 '\ A T TAAN Y74 PDTIVD JaY | { \DV
k('}'\‘[\J L] )i[\ [OAN VA TRUYEN dU HU 1A

X157 Tran Quéc Thio, Q.3 hoac 75 Lé Thi Héng Gam, Q.8
& Tel: 84 83 8214160 — Fax: 84 83 8214161

Phiéu d4t mua Tap Chi PCWORLD

Ho va tén hoic co quan:

Dia chi nhan tap chi:
f Pién thoai:
LN Giti thuomg G bio dam
\ Q( Can3m 80.000 96.000
S / Nianim  37.000 45.000
Mot qui 22.000 25.000

> Danhsachkhachhang(cothéluutrongword,excel...hodcnhapvaotrongquatrinhtronthur

):

Ténkhachhang Piachi Sédién thoai
NguyénThaoAnh | LinhNam—HoangMai-HaNoi 01628534953
ViiXuanBac HoangVanThu-HoangMai —HaNo6i 01693213433
TaVinChién MinhKhai— HaiBaTrung— HaNoi 01677328388
LéManhCuong bucGiang-LongBién— HaNGi 0969333955
NguyénDuyDat KhamThién — Déngba— HANGi 01649906966

Thuchiénchircnangtronthu

Céc budc cy thé dé thyc hién chic ning tron vian ban (danh sich nhdp trong
quatrinhtronvanban).Vidusu dungﬁlebéntrénm?lu_})K.docx:
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Share

View
U & cut 4 B x _ME ’ﬁ‘j New item ~ M @ open~ [ selectal
Wl Copy path 1 ] Easy access ~ /} Edit Select none
¢ Paste Move Copy Delete Rename New Properties ]
'l:] Paste shortcut to~ to~ - folder - &) History 57 Invert selection
Clipboard Organize New Open Select
> ThisPC » Local Disk (C:) > Bai_giang » Mail_merge
Name Date modified Type Size
ss
> @ méu_DK 8/9/201910:28 AM  Microsoft Word D... 254 KB
Is + mau_PK - Word
ts * IR insert | Design | Layout | References | Mailings | Review | View | Design  Layout @ Tellme.. ThuUyen.. ) Share
| = Times NewRoman ~ +|11 ~| i= - i=-%-. &3= e
B Ci
| Bl U -mux | BB = 1= AaBbCcDc| AaBbCcDc AaBbC( =
i A aa- | x| sl o TNormal | TNoSpac.. Heading1 |- Editing
mén hoc Clipboard & Font ] Paragraph 1 Styles [F} ~
WHT L |-z-|-1-xi»|-1..»2-1-3».-4-1-5-%&-‘-7-wa-w-s-|~1o»|-11<.-12-‘-33-1-14-|-1s-y@uxm-m-u-
: NGTY pix ruveN SO LIEU VX
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File Home Insert References
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Design Layout Mailings

Envelopes Labels = Start Mail =~ Select Edit Highlight Address Greetin
Merge - |[Recipients =| Recipient List | Merge Fields Block  Line
Create E Type a Mew List... Write &
= ] Usean Existing List... NN
: 23 Choose frem Outlook Contacts...
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- Manhinh nhapdanhsachxuathiénsaukhita chonTypeNewList...:
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Type recipient information in the table. To add more entries, click Mew Entry.
Title v| First Name - | Last Name - | Compary Name + | Address Line 1 v|
i
< >
| NewEnty | | Find... |
| Delete Entry | | Customize Columns... | | OK | | Cancel |a

TavaoCustomizeColumns.. .Déhiéuchinhcétthéngtin(thém,s&a,xc’)accf)t)chotheodﬁ
ngvoimucdichstr dung:

- NatAdd...:Déthémmotcotmoi. cEie
- NutDelete:béxodacdtdangchon. First flame

Company Mame

- NutRename...:Déchinhstracotdangchon. Address Line 1
: * ress Line 2

- NutMoveUp:bédichuyénthttyctiacotdange || [sate

ZIP Code

& a & Country or Regi
hon 1én béntrén. County or Region
4 . A g R , ” A Wark Phone
- NutMoveDown:Dédichuyénthirtyctuacotda E-mail Address e
ngchonxuongbén dudi. Move Down

Vidyu: Tamudnthémmotcdtmaiténla Cancel
“Tén Khach Hang”: Bim chudt vao nit “Add...”/ cua
sOAdd Field hién thi 1én nhu bén canh, ta nhap thong tin || Wpeaname for your field
e A, P R . A Tén khach hang|
roinhan nat OK dé thém cdt mdi. Tugng ty nhu vay ta
dungcacthao tacDeletedéxodacaccotkhongceanthiét.

Field Mames

Tén khach hang Add...
Bia chi

54 dién thoai

Delete

Rename...

Move Down

| Cancel

- Hiéuchinhdu3cotnhutrénrdinhin nitOKdétrdvémanhinh

94



MNew Address List ? x

Type recipient information in the table. To add mare entries, click Mew Entry.
Tén khach hang -« | Bia chi w | 56 dién thoai -

L Nguyén Thao Anh  Linh Nam - Hoang Mai - Ha Nai 01628534953
|| Vi Xuan Béc Hoang Van Thy - Heang Mai - .. 01693213433
- Ta Van Chién Minh Khai - Hai Ba Trung - Ha .. 01677328383
|| L& Manh Cugng Biic Giang - Long Bién - Ha MNai 09693339535
|2 01649906966

Hew Entry Find...

Delete Entry Customize Columns... OK Cancel

Nhapthongtinkhachangtheonhucausir dung.

- New
Entry:Thémdongméidénhapdirliéu(tacothénhanphim Tabodongcudicungdétudongt
aothém dongmai).

- DeleteEntry:X6adongdirli¢udangchon.

- BamnutOKdéluudanhsach(nénluuctungchdvditaptinthumoi.docxdédéquanly):

TaptindugcluunaysécddinhdanglaMicrosoftAccess,taxemmanhinhchupnoiluutr
&t danhsach(dudi.mdb):

v = | Mail_merge
Home Share View
i ‘ D o Cut EE x -I Lr"‘_‘ New item ~ ﬂ |#| Open ~ 'ﬂ Select all
= w. Copy path § | Easy access v : Edit Select none
Quick Copy Paste _ Move Copy Delete Rename New Properties 1
[ﬂ Paste shortcut to~ tov - folder - &) History =5 Invert selection
Clipboard Organize New Open Select

« =5 v A > ThisPC » Local Disk (C:) > Bai_giang > Mail_merge

A

Name Date modified Type Size
# Quick access

15| danhsach 7/31/2018 4:32 PI Microsoft Word D...
[ Desktop = i

| | danhsach.mdb MDB File
¥ Downloads @5 m3u_pK Microsoft Word D...

=l Naruments

> Bu6c 2: Hiéu chinh danh sach (néu c6), bdm chon Edit Recipient List dé
hiéuchinh. Tai diy mudn boé dong dir lidu nao thi ta bo Tick khoi dong do, chirc
nangnayitdugcsirdungvimicnhiéndanhsachnhapvaochinhlamongmudénnhanbanbiéu
mauctangudistrdung.

> Budc 3: Chén dit liéu vao biéu mau, mudn chén dit liéu vao vi tri nao thi di
chuyéncon tro vin ban vao vi tri d6 trude, roi vao Insert Merge Field / chon dung
tén cothiénthi:
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mdu_DK - Word Table Tools

Mailings View [T

M4

2 BB .. |
== : »
> 7 = EE Match Fields U) Find Recipient 355,
ighlight Address Greeting Insert Merge Preview Finish &
rgeFields Block  Line Field ~ Update Labels | Reguits (& Check for Errors Merge -
Write & Ir Tén_khach_hang Preview Results Finish
l-lvl-vrllv-lwr Dia_chi P70 81 090 100y 1y 21200 1300 1400 <150 168
I
[
B S6_dién_thoai
rmeu dat mua Tap Chi PCWORLD
Ho va tén hoac co quan: «Tén_khdch hangy» ...
Dia chi nhén tap chi: «P1a_chi»
Dién thoai: «S6_dién_thoai»
Gut thuong Gu1 bao dam
Canam 80.000 96.000
Nira nam 37.000 45.000
Mét quy 22.000 25.000

> Budcd:Xemtrudekét qua,chon PreviewResults:

Layout

[3 Rules~ M4

& Match Fields

B B

jht Address Greeting Insert Merge

[73 Find Recipient

X

Finish &

elds Block Line Field ~ Update Labels | |Raciite [ Check for Errors Merge ~

Write & Insert Fields Preview Results Finish
'<|-1r|-2r»-3r4-4‘|v5‘!§6r>-7~4 View Merged Data 1400 o150 168
3

Dién thoai: 01628534953

Plug info from your recipient list
Phiéu datmy nte the merge fields to see how the
' finished document will look.

Ho va tén hoac co quan: Nguyén Thao Anh
Dia chi nhan tap chi: Linh Nam — Hoang Mai — Ha Né1

Gu thuong
Cianam 80.000
Nura nam 37.000
Mst quy 22.000

Gut bao dam
96.000
45.000
25.000

]

Dédichuyénqualaigiitacacnhanbanctabiéumau,tabamvaocacbiéutugngkébénnitPr

eView 4 4 1

» Budéc 5 Két thuc
qué trinh tron thu, trong tab Mailings ta
chonnutFinish &Merge:

» M Results:

- EditIndividualDocuments...:Xuitcacnhanba
nbiéumauvaomottaptin(mdidongditliéusé tao
1én mét biéu mau nam & 1 trang riéngbiét, tic
lanéutacos dong dir liéu thi s& tuddng tao ra
5  biéu nam & 5
khacnhau),ténmacdinhlalettersl.

- All:Trontoanbd danhsach.

- Current record: Tron dong dir liéu
hiéntaidangxem (6budc)).

- From...To:TrondanhsachturvitriXtdivi tri
Y (vi du From: 2, To: 4 thi
danhsachtirdongthtr 2t¢idongthr4).
BiamOKdéxemkétqua:

mau trang

tron
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=] o Letters - Word

File Home  Insert  Design  Layout  References  Mailings  Review [N @ Tell me what you want to do

=] D 7| Eloutiine 7] Ruler Q F:, [E] One Page = E D [ View Side by Side EE =
S [ praft Gridlines —E1 QO Muftiple Pages | L nehranc ) e
Read Print Web Zoom 100% New Arrange Split Switch | Macros
Mode Layout Layout Navigation Pane ‘B Page Width Window Al et Window Posit Windows~
Views Show Zoom Window Macros
03 2 E 2 4 6 8 10 1 14 150

20 2 0 18 16 14 B

Page10f5 388words English (United States) ] B -—1

Hinh1.69. Kétqué saukhithuchiéntronthu

Tanénluulaikétquactungchdvdidanhsachvabiéumau(vidu:

| Iﬁl = | Mail_merge

Home Share View
B X =f
B L « =

w.| Copy path

Pin to Quick Copy Paste Maove Copy Delete Rename M
access [7] Paste shortcut tor  tow - ol
Clipboard Organize

« =3« 4 » ThisPC » Local Disk (C:) » Bai_giang » Mail_merge
MName
7 Quick access
% danhsach

B Desitop | | danhsach.mdb
‘- Downloads k& qua_trén
|| Documents % miuPK

| Pictures

* ketquatronthu.docx

Vay cudi cing ta c6 tong cong 1a 3 tap tin nhu hinh trén, tir ddy ta c6 thé in 4n,
guiemailtrongtaptinketquatronthu.docx.

PrintDocuments...:Dungdéininkétquatronthuragidytructiéptrongquatrinhtronthu

- All:Intoanbddanhsachtronthu. - - T
- Current record: In dong dit lidu hign | Merge to Printer L2
taidangxem(dbudces). Print records
- From ... To : In danh sach tron tr vi tri o Al
Xtéi vi tri Y (vi du From: 2, To: 4 thi ‘;'cu"gnt il
() Erom: To:

trondanhsachtirdongthi2tgidongthia4).
- Send E-Mail Messages.... Gui thong | ok || cancel |
tintronthuquaemail(tatnhiénphaisiralai -

danhsachlabosungthémcotemail chirenangnaytaitsirdung, vitathudngtach
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ra tap tin dé in 4n hodc gui email trén website bang tap tin két qua, hodc do may
tadangstr dungchuacauhinhMailServerdégir).
Taomgtthu tronstrdungtirdanhsachngoai
Vﬁns&dungcécfilevidunhuphz‘inbéntrén,tuynhién("rdéysétaoram@tﬁlechﬁ’adﬁ liéu
can tron vao maiu dang ky, file do6 duogc dit tén la danhsach.docx (nguoi dung
cothétaorafiledanhsachnaytréncacingdungExcelhodcAccess)

» Budcl:VaoMailings/ StartMail Merge/chon Letters

B G

Start Mail ~ Select
Merge = Recipients ~

D Letters
£ E-mail Messages

» Buoc2:VaoMailings/SelectRecipients/chonUseExistingList. ..

[ a2

L
Select
Recipients =

B2 Type a Mew List...
[C] Use an Existing List...
g
B3] Choose from Cutlook Contacts...

- TrongmanhinhSelectDataSource: Tatimt&idungtaptindanhsach.docxréibamOpen.

(] Select Data Source X

v 0| | searchMail_merge

i Local Disk (C)

ST
New Source.

Tools Cancel

> Bué6c3:Chénditliéuvaobiéumiu, tuongtunhudilamophantrude,tadichuyéneon  tro
vin ban vao noi can chén rdi vao Insert Merge Field/ chon dung cot
thongtincanchén.

> Cacbudcconlaitrongquatrinhtronvinbangidngnhuditrinhbaydphantrén.

Taonhanvabao thu

» Chucnangtronbaothur:

Chitic ning niy ciing dwa vao danh sach c6 sin cta phan trudec di minh hoa,
cacbudclamnhu sau:

98



- Buwdcl:Motaptinméi/vaotab Mailings/StartMailMerge/chonEnvelops...

[ G

Start Mail

Select

=7

Edit

Merge = Recipients = Recipient List

2] Letters

= E-mail Messages

E] Envelopes...

-

Ctrasochonbaothuséxuathiénnhubéndudi:

- Preview:Xemtrudcdinhdangbaothukhiduocin

ra.

- EnvelopeSize:Luachonkichthudccuabaothur.
- DeliveryAddres:Hi¢uchinhfontchirintréndiac

hinguodinhan.

- ReturnAddress:Hiéuchinhfontchirintréndiach

inguoiguri.
BamOkdélwuhiéuchinh.

Hinh1.70Ctrasdchonbithu

E

Higt

Merge

Envelope Options

}| Printing Options

Envelope size:
Size 10

[41/8x91/2in)
Delivery address

Font... From left:
From top:
Return address

Font... From left:
From top:

Preview

Auto
Auto

Auto
Auto

I

Ak

- Bwéc2:Chondanhsachdétronbaothu(danhsachkhachhangtamudngtithutdi),ovidu
trudetaluutrong taptin(danhsach.docx):

VaotabMailings/chonSelectRecipients/chonUseExistingList. . .rditrotdidtngtapti

nmataluutritdanhsachmudngirithu t6i.

- Bwéc3:Hiéuchinhdanhsach(néucénhucau),chonnutEditRecipientList.
- Bwécd:Cheénditliéuvaobaothu. Budenaygiéngnhuphantronthuddhudngdan,odaytath

1etkévachendir li¢usao chophuhop,vi du:

CONG TY PIEN TOAN VA TRUYEN SO LIEU VDC
57 Tran Quéc Thio, Q.3 hodc 75 L& Thi Hong Gam, Q8

«Tén_khach_hang»

«Dia_chi»
«S6_dién_thoai»

- Buéc 5:Xemtrudckétqua(bdmchonPreviewResultsnhudahuéngdan ¢ phantrude).
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Buéc6:Kétthucquatrinhtronbaothu(bAmchonFinish
&Mergenhudahudngdandphantrude).

NG TY BIEN TOAN VA TREVEN 38 LITT VD2 ‘COSC T BIEN TOAN VATRLYEN SO LIETYDE

CONG T BIEN TOAN VA TREVEN SO LIFT Ve CONG TY BN TOAN VATRIVEN SO LIEUVEC

CENCTY BIEN TOAN VA TREVEN SO LIET VDS

ted States

Hinh1.71.Kétqua saukhitronbaothu
» Chucnangtronnhan:
Tuongtutaclingcocacbudcdudiday:
Budcl: TrongtabMailingsvaoStartMailMerge/chonLabels. ..

+PrinterInformation:Luachonloaikh | tabelOptions 12 s
. - . \ ~ A 7 Printer information
ayin,mdcdinhlaDefaulttray(dinhiénndéphuthu S
ocvaomaytinh tadangsidung).

@) Page printers Tray: Manual Feed |z|

Label information

+ Label information: Lua chon | L soe E

nhacung cap gidy, ¢ day ta s€ chon loai va | e noieom

, . - . o . Product number: Label information
kichcd giay phu hop voi nhdn ma ta s€ in | poess -1 Tr A/ @bss
Height: 17
(nénchonA-ONE). Ao 279 wét: 23
) A-ONE 23314 Page size: 8.27" x 11.69"
. A-ONE 28843 &
+Productnumber:GoiychonA-
SN
ONE28787dungcholoai3Onhan,tiyvao L

nhucaumatachoncacproductnumberkhacnhau.DéxemchitiétchotingloaitabamvaonutDetai
Is
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Ad size / 30 labels A-ONE 28787 information [ 2 [l

Preview

Side margins
Top margin | 4 r—HonzontaI p|tch-'|

T ‘ ‘ MNumber down
Vertical pitm ’I>Widﬁn Heifh R {; \
f 1

Mumber across—————

Label name: A-OME 28787
Top margin: 0.85" s Label height: 1" =
Side margin: 0.75" - Label width: 2.1" z
Vertical pitch: 1" z Mumber across: 3 2
Horizontal pitch: 2.25" = Number down: 10 =
Page size: A4 (21 % 29.7 cm) Izl
| page width: 8.27 : Page Height: 11.69 :
[ OK l | Cancel |

Hinh1.72.Thong tinchitiétchotimgloaiversion
- Bwéc2:Chondanhsachdétron(nhu hudngdandcacphantrén).
- Bwéc3:Hiéuchinhdanhsach(néucénhucau),chonnutEditRecipientList.
- Buwdce4:Chendirli€uvaovanban.
- Bwéc5:Xemtrudckét qua(nhuhudngdand cacphantrén).
- Bwéc6:Kétthucquatrinh tron(nhu hudngdindcacphantrén).
1.8.2 Taomucluctudong

Muc luc 1a danh sach cac chi muc c6 trong van ban, giip cho viéc tra ctu tai
liéutrd nén dé dang, nhanh chong hon. Trong Word cho phép ngudi dung tién hanh tao
mucluc mét cach ty dong tu dong (bang chi muc tu dong). Tao tu dong tirc 1a Word s¢€ tu
quéttatcacacchimuccotrongvanbanvaduaradanhsachchimucnaymangudidungkhongcansoa
nthaobangtay. Ngoairakhitaomucluctudongthicacchimucsédugccapnhatnéu nhu cé nhiing
thay d6i t ngudi ding vé nodi dung chi muyc, sé trang ma chi muc
d()xuéthiénchib5ngm©tthaotéobémchuét.

Vi tri cia muc luc thuong nam & dau hodc cudi vin ban, tuy nhu cAu cula
ngu(‘ridﬁngméxécdinhvitri,déngth(‘)rimuclucsénémtrénméttrangméi,riéngbiét.Nhuvaysau
khi dat dang vi tri con trdo van ban can chén Muc luc, nguoi dung vao tab
References/chonTableofContens/chonCustomTableofContents..(xemhinh).

Tuynhién,trudckhithychiénthaotaicchénmuclucnay,ngudidungphaiapdungdinh
dang chén Style vao cac chi muc cua vin ban (trong muc 1.7.3), c6 thé sir dung cacStyle
san c¢6 ctia Word hodic tao ra cac Style méi cua riéng minh. Vi vy, ngudi ding
cénnémrécéchtaoStyle,dacépdécéthétaomuclucmétcéchnhanhchéngvétdédénghon.
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Insert Design References

B Add Text - AB* [ Insert Endnote @,

[! Update Table AE] Next Footnote -
Table of Insert Insert
Contents = Footnote H show Notes Citation =
Built-In iic

Automatic Table 1

Contents
Heading 1 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents M
Heading 1 1
Heading 2 1
Heading 3 1

Manual Table

Table of Contents
Type chapier title (level 1.
Type ch title (level 2).
Type chapter title (level 3).
Type chapter title (level 1),
Tvne chanter title Aevel 21

N

[@ More Tables of Contents from Office.com »
[Z] Custom Table of Contents...
|3< Bemove Table of Contents

fa s

Hinh1.73.Taobangchimuc

Table of Figures = Table of Authorities

Print Preview Web Preview
Heading 1. 1|~ | [Headmngl 2
Heading 2o 3 Heading 2
.5 Heading 3
v v
Show page numbers Use hyperlinks instead of page numbers

Right align page numbers

Tab leader: | ....... |z|

General
Formats: From template u
Show Jevels: |3 B

Bamchon OptionsdéhiénthibangTableofContentsOptionsnhubéndudi:

.. I L

Table of Contents Options ? *

Build table of contents from:
[ styles
Available styles: TOC level:
Footnote Text l:l
Header l:l
Heading 1
¥  Heading 2
Heading 3
Heading 4

[] outline levels
[] Table entry fields

[oc ]|
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TaimucTOClevel,néungu(‘yidﬁngs&dungStyelmécdinhcﬁaWordthidﬁcc')thﬁftu uu
tién xuat hién cia cic chi muc ndy (dwoc danh bang s thu tu 1,2,3,...), day goi
1émtrcphﬁncépcﬁamucluc,ngu:(‘)’idﬁngmuénduabaonhiéusélusqngchimuclénmuclucthi nhap
$6 luong thu tu tuong ung. Thong thuong thi mdét muc luc dugc dua vao 3
cap.NéunguoidungsirdungcacStyletutaothixdatoanbonhinggiatricosdnciacacstylesdi, sau
d6 nhip theo dung thttr tr tr sé 1 cho t6i s6 3 vao stylecuacapl,
stylecuacap?,stylecuacap3,tiéptucbamcacnatOKdétao bangchimuc,xemkétqua:

A Microsoft word o 2

I.  Bang, chia c6t va trinh bay trang CalbriE~ 11 - A" A" IE EF 2

1. Cach tao bang......cccvvmeersnneenans B s/[H|EYW - A [ESSES— 2

2. U IR E DA e S S e S S AN M IS U Ao s anasasacasasaeasasneesnseensnsnesen 2

3. ThiEt K& DANG...ucevesressnresnsnsens 4 2

IL Style 2

1. K QI rrmrmseroromomomommemmsess K PasteOptions: e — 2

2. Cacthao tactrén style............. s Ty 2

3. Tao bang Muc lUC.....ccovurvinenane ) Update Field B A e a A oe et e aioaaaaneaataetass 2

111 Template Edit Field... 2

1 L ] e Toogie Flald Codes

2. Tao tap tin MAU MGi....cererruene i bont s 2

B. Microsoft excel..........ccoiiiiiiiiinn. sl ool 0090909090900 2
= 1= Bullets ’

L Mot sé ham trong excel ... =l 2
i= Numbering »

p & Cacham thong dung.......cceuunees A styles . [ e e e e e e e 2

-~ AR N LT LulE ~

Hinh1.74. Kétqua tao mucluctydong
Nhuvéytaduqckétquélé:Béngmuclucséduqctudéngtaoravénémé’trangsé I, con phﬁn

ndi dung (bang da cip) nim & trang s6 2. Tur day ta co thé nhap dir liéu chophan noi
dung. Phan muc luc s& dugc cip nhdp bang thao tac: Bim chudt phai vao vi
tribatkytrongmuc luc/chonUpdateField(hinh1.74):
- Update page numbers only: Cap rUpdate Table of Contents =

nhatsotrangchobangmucluc(khlnhapdu’ Word is updating the table of contents. Select one of

liéu cho phan ndi dung thi sd trang || e foloning sptiens: .
@) iUpdate page numbers only:

" Update entire table

séting 1én, ta dung chuc ning nay dé

déngbésétrangchomucluc). [
- Update entire table: Cap nhat tiéu
déchomuclyc(thudngthichinéncap

oK ]’ Cancel ]

nhatkhichuanhapnoidung,vibangdécuongchitiétphaidugcchdpnhanladingdintrude
khidugcenhépdir liéu).

< TOM TAT CHUONG 1

Trong chuong nay, mot s6 noi dung chinh dugc gisi thiéu:

-GiaodiénMSWord2016
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- ThanhRibbonva QuickAccessToolbar(thanhtruycapnhanh)
- Cacthaotaccanbantrongsoanthaovianban
- Cachdinhdangvanban,dinhdangtranginin
- Cachchénhinhanh, bangbiéuvaovanban
- M(f),tséChlzrcnéngnﬁngcaotrqngMSWprd nhu,:tr(f)nthu,taomucluctud(}ng
% CAC BAI TAP HE THONG KIEN THUC
BaitapWord1
Soanthédovanban:StrdungFontchiTimesNewRoman,cdchit13pt,cindéulé2bén,gidn
dong chodoanvinvahiéutmgTextEffectsdétrinhbaynhu maiusau

Co tinh yéu nao hon tinh yéu cua Cha va Me

Khi dén mua bao hiéu , con lai ngo ngan béi hoi nghi vé me. “Mig” 1a tiéng
goi ma tir khi 4u tho con bap be, va theo ca cudce doi con, con vin goi nhung chang may ai
hiéu dwoc ¥ nghia thiéng liéng, chiéu sau va bén bo cua tiéng goi d6. Phai chang trong trai
tim ctia mai chiing ta, me gan giii va quen thudc.... va me chinh 12 d6i mat sang, 1a bo vai, 1a
giong ndi 4m 4p, 1 com an, 40 mic, me ciing 1a qué hwong, 1 bén b chd doi con vé sau moi
kho khin, vap ngi hay 1a khi con thanh dat, vinh danh. .

Suét cd cudc doi, tdm thén gdy ciia me chi biét séng, hy sinh cho hanh phiic ciia con,
vi con ma me chiu bao vét va gian nan va cay ddng nghiét ngd. Trong gibng t6 me bdo boc
doi con, me la anh sdng soi duomg, me v6 hinh trong méi budc chdn con, @é con khéng bi
lac giita dém dai tam t6i. Nhiéu lic con nhur roi xudng hé sGu tuyét vong trudc nhitng cam
béy nghiét ngd ciia cudc doi. Me lubn la ngudi cé mdt bén con ddt diu, an 1, déng vién, chdp
cho con dbi cdnh cia niém tin va hy vong dé con cé nghi luc vieon lén déi mdt va tranh déu

cho s séng vinh hang.

BaitapWord2

DfmgchfrcnéngBulletsandNumbering,BorderandShadingdédinhdangdoanvénbénsa
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~y ém t'r het minh de sau a‘l nhin lai, ta 6ng i 6'
i ca chung ta déu chua blet vé né.
~ % Trong mét con ngudi ludn cd nhirng mat déi lap: ta 1am nhiéu thi thanh thién 1dm, -
i ma ciing lam nhiéu thi khing khiép va ghé tém lam. Song t6t cho minh ciing 12 mét
% cach dé gitip d& cho x4 hoi.
4 Khi thwong yéu ngudi khic, ban sé trao thém sitc manh cho ho. C6 nhiing vét thirong
. trong qua klnr duoc lanh lai nho vao tinh thuong cua moi nguron. A
3 i- C6 nhitng sw im ling rat dang so vi doi khi, im lang 1a sw gian dit tinh vi nhit. Su
¢ gin dit dan dén cing thang 1am ting nguy co mac bénh cao huyét ap, tim mach.
% So hii 1a dau hiéu cla viée chua du kién thire dé hiéu rd ban chat cia van dé. Kinh
~ nghiém song c6 duge tir nhitng 1an doi phé véi hoan canh. Béi thé, hay lan xa that

P - b
% nhiéu. roi kmh hié 3
2 1éu, roi t nghiém. %
25 A S, S S, ), S o ] 2 ot o ' A S 2 ot o ] S ! S, 2 2 s, A S N S A i~ v
B A e A A A A A A AT A A A At S S B b bt B st St S S S S St S R b St St St St St S e bt bttt St S S S S B b St St St St Bt S et et ettt S S B B B b et St St St B
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CHUONG 2. BANG TINH PIEN TU EXCEL

< GIOI THIEU CHUONG 2
Excel 1a mot phan mém 1ap bang tinh nam trong bo Office cua hing Microsoft. Chuong nay
gidi thiéu vé Mircosoft Excel 2016
< MUC TIEU CHUONG 2
Sau khi hoc xong chwong nay, nguoi hoc co kha nang:
> Vé kién thirc:
- Hiéu biét vé Excel
- Tao va quan ly bang tinh
- Su dung ham tinh todan co ban
- Tqo biéu do
- Phan tich dir liéu co ban
> Vé Ky nang:
- Phat trién Ky nang sir dung Excel
- Ky nang tao va quan ly bang tinh
- Ky nang sir dung ham tinh toan co ban
- Ky nang tao biéu do
- Ky nang phdn tich dir liéu co ban
> Vé ndng luc tw chii va trach nhigm:
- Y thike dwoc tam quan trong va y nghia thuc tién cia nhdn dang rii ro.

- Y thite dwoc tam quan trong va ¥ nghia thuc tien cia cdc phirong phdp nhdn dang

- Tudn thu noi quy, quy dinh noi lam viéc.

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 2

- Doi Vi nguwoi day: sir dung phirong phdp giang giang day tich cuc (dién gidang,
van dap, day hoc theo van d‘é); yéu cau nguol hoc thuc hién cau hoi thao lugn va bai
tap chuwong 2 (cda nhan hodac nhom).

- Poi Véi nguwoi hoc: chi déng doc triede gido trinh (chwong 2) trwdc budi hoc;
hoan thanh day di cdu héi thdao ludn va bai tdp tinh huong chwong 2 theo cd nhdn hodc
nhom va nop lai cho nguoi day dung thoi gian quy dinh.

< PIEU KIEN THUC HIEN BAI GIANG CHUONG 2
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DPoi Vi nguoi day: sir dung phirong phdp giang giang day tich cuc (dién gidng, vén dép, day he
theo vén dé); yéu cau nguoi hoc thyc hién cdu héi thao ludn va bai tdp chwong 1 (cd nhdn ho
nhom).
Poi Véi nguoi hoc: chii dong doc trude gido trinh (chwong 1) trwdc budi hoc; hoan thanh
day dii cau hoi thao ludn va bai tdp tinh huong chwong 1 theo cd nhédn hodc nhém va nép lai
cho nguoi day ding thoi gian quy dinh.
< PIEU KIEN THUC HIEN CHUONG 2
- Phong hoc chuyén mon hoa/nha xwong: Khong
- Trang thiét bj mdy méc: May chiéu va cac thiét bi day hoc khac
- Hoc li¢u, dung cu, nguyén vat ligu. Chuong trinh moén hoc, gido trinh, tai liéu tham
khao, giao an, phim anh, va cac tai li¢u lién quan.
- Cdc diéu Kign khdc: Khong c6
< KIEM TRA VA PANH GIA CHUONG 2
- Noi dung:
v’ Kién thirc: Kiém tra va danh gid tat ca ngi dung da néu trong muc tiéu kién thic
v' Ky nang: Bdnh gid tat ca néi dung di néu trong muc tiéu ki ndang.
v Nang luc ti chui va trach nhiém: Trong qud trinh hoc tdp, nguoi hoc can:
+ Nghién ciru bai trude khi dén 16p
+ Chudn bj day di tai liéu hoc tap.
+ Tham gia ddy di thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoCc tap.
- Phwong phap:
v’ Diém Kiém tra thwong xuyén: 1 diém kiém tra (hinh thirc: hoéi miéng/ thuyét trinh)
v’ Kiém tra dinh Ky Iy thuyét: khéng cé
< NOI DUNG CHUONG 2
2.1 Tongquangiaodién Excel2016
2.1.1 KhéidongvathoatkhéiExcel

bélamviécvGiExcel201 6,Vécobéncécthaotéclémviécvdiﬁleexcelkhétuongdéng vol
cac ung dung khac trong bo Office cua Microsoft (Xem thém Chuong I - Cachkhoi dong
va thodt khéi Microsoft Word). Ngudi dung c6 thé kich hoat chuong trinhMicrosoft Excel
2016 thong qua biéu tuong
chuongtrinh. LuachonméttemplatedaduocdinhdangsanhoicchonBlank
workbookdéméramotgiaodién méichuadinhdang.
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Pé thoat khoi méi truong lam viéc cta Excel, Chon Ribbon File = Close,
hoicchonbiéutugngddngetra s60goctrénbénphaimanhinhgiaodién Excel.

Excel / Sign in to get the most out of Office
Learn more
Recent 2
Yesterday
A [] c
DS hoc ]
Desktop 2
Older 4
5
I DS CBCT TN-CD-2012 (1) 6
D:»TL 7
Blank workbook Billing Statement Blood Pressure Tracker

= 0 <
: Loan Amortization Sched

Personal Monthly Bu(

oo
et
e
Expense Report Loan Amortization Personal Monthly Budget

@@ Open Other Workbooks

Hinh2.1.ManhinhkhoiddngExcel

2.1.2. Man hinh Excel 2016

Ribbon menu: Ribbon 14 mot thay doi 16n trong céc phién ban tir Excel 2003
dénnay.Ribbonchirattcacaclénhliénquandén

quan ly wva .lam viéc Vf)',l b,angv t%nh ______ Auto-hide Ribbon
(Spreadsheets).Ribbon dugc thiét ké dé giup A Hide the Ribbon. Click at the top
ngudi ding nhanhchéng tim kiém cac 1énh can dé -4 of the application to show it

thuc hién motnhiém vu nao d6. Céc 1énh duoc to JF ’E Show Tabs

, , , . n . L. Show Ribbon tabs only. Click a
chirc theo cacnhom logic, dugc tap hop lai dugi - © tab to show the commands.
cac Tab. MoiTab lién quan dén mot loai hoat = Show Tabs and Commands
dong, chang hannhu dinh dang hoac hién thi mot =——| Show Ribbon tabs and
tran Dé commands all the time.
g R 5 T U]

giémsu’lénx@n,m{)tséTabchiduqchiénthikhicﬁn. '
Vidu:tabPicture Toolchidugchiénthikhihinh
anh dugc chon. Ngoai ra c6 thé c6 thé tuy chinh ché do hién thi cua Ribbon, cac 1énh

= Autosum - QY p

""" 1 B E B 3

- Fill~

Paste B U S M-A- = 7 Merge & Center & - 9% » | %9 $9 Conditional Formatas Cell  Insert Delete Format = Sort & Find &
- t Painte - : Formatting = Table~ Styles~ - - - Clear Filter = Select =

Clipboara 5 Font 5 Allgnment n T stytes cells e -
o8 - £ v

AN 8 | ¢ |B | e ™F | & [ w |t | 3 | k [ v | M | N [ o | e | @ [ r | s | T | uf
1
2 O chita cong thicc
5 Biachi & Ribbon henu
4
s Cpt fcolumn)
G tate[[) /Con 1o
: —1
[
o | | T=aang row) 2
10
11
12
13
14 Thanh eugn man hinh  ——————""_|
15
16
17
18
19 Beng tinh (sheet)
20 /’ Thanh rrang thai
21 e (status)
22 /
23 pd

shetl | @




vacacTab.

Tab Home: 1a tab dugc nguoi dung st dung nhiéu nhéat. Tab bao gdm céc 1énh
dictrung vé dinh dang 6 (cell) va dinh dang ki tu (text), vi du nhu thay d6i phong chir
chodoan vin ban, ...Tab Home ciing bao gdm nhitng dinh dang bang tinh co ban, nhu:

wraptext, mergingcell,vastylecell.

Data i Q Tell me what you want to do Signin £ Share

o ~—, [==] (==} =1} =
% Cut Calibri -n <A QA - SwWepTet General 5 ] .4 2= Bx [l > AutoSum AY p
e 2 =] ool P s ol | it e Forat | Sort & Find &
aste X B F U~|f&~|&A~ &=3= Merge & Center = $ - % » %8 £ Conditional Formatas Cel nsert Delete Formaf o in,
- ¥ Format Painter - g > Formatting~ Tablew Stylesw - - - &Clear~ Filter - Select =
Clipboard & Font o Alignment o Number i Styles Cells Editing ~

Tab Insert: Cung cap kha da dang cic muc ma ngudi dung co thé chén vao
trongmétworkbook,nhu’:pictures,c1ipart,headerandfooter,décbiétléthaotécchéncécbiéudév
aotrongbangtinh...

B - 8 X

Bookl - Excel

Pagelayout  Formulas  Data  Review Q Tell me what you want to do Signin £ Share

: : . -1 5 e — AN ~ | 7T Equation ~
Store = i [4\ﬁ M ' . = ==3) . ﬁ
. B @ ] I 9 O T | "‘ﬁﬂl @ 4 Y ) =l - Q symbol
ESATABIE Recommended Table Plcmrac Online 8 My Add-ins - [f§ Recommended . . PivotChat 3D  Line Column Win/ = Slicer Timeline Hyperink Text Header
PivotTables Pictures &+~ Chars B~ k- k- Map~ Loss Box & Footer
Tables Tllustrations Add-ins Charts = Tours Sparklines Filters Links Text Symbols ~

Tab Page Layout: Tab bao gdom céac 1énh ding dé can chinh trang nhu: chinh
1é(margin),hudngin(orientation), ...

Bookl - Excel

Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do.

ﬂ nCoIors' @ @ [E [‘%’ ’% @ @ gwi«.ﬁh: Automatfc' Gridli.nes Headfngs ‘J I:] E[\’ “;—"

-Fontsv 5 _ g g 5 X 5 HHelght: Automatic | |V View V| View : 3 S 7
Themes Margins Orientation Size  Print Breaks Background Print pow == . . Bring Send  Selection Align Group Rotate
(@ effects - - v ~  Areav ~ Titles Ul Scale: 100% - Print Print ' Forward ~ Backward~  Pane it
Themes Page Setup ] Scale to Fit ] Sheet Options ] Arrange

Tab Formulas: Tab c6 cac 1énh st dung khi tao Cong thirc. Tab nay chira mot
thuviénhamléncothéhdtrokhitaobatkycongthirc hoichamnaotrongbangtinh.

=] ¥ Bookl - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want t

> AutoSum ~ Logical ~ |E Lookup & Reference ~ =), & Define Name ~ EZD Trace Precedents @ﬂ Show Formulas

' - o |
Recently Used = | Text~ |E] Math & Trig ~ fi Use in Formula % Trace Dependents Y4 Error Checking ~
Insert Name Watch  Calculation =
Function |E Financial ~ |8 Date & Time - [& More Functions - Manager {5 Create from Selection ¥ Remove Arrows ~ (%) Evaluate Formula Window  Options
Function Library Defined Names Formula Auditing Calculation

Tab Data: Tab cho phép nguoi dung chinh sta moét luwong 16n dir liéu trong
bangtinh,bangcachsapxép,locdit liéu,clingnhunhémvaphantichditliéu.

Hinh 2.2 Giao dién cira sé6 Microsoft Excel 2016

Bookl - Excel
File Home Insert Page Layout Formulas Review me what you want to do...
B F [ Show Queries F=H Connections a| Y Clea [" E a o @ 58 Group ~
= FE From Table & Erw es £ 1Al Reapply .E BB =5 9 2E Ungroup ~
Get External  New Refresh — Z| Sort  Filter ) Textto _, & What-If Forecast
Data~  Query~ L®RecentSources  py~ [ Edit Links W Advanced | cotumns =~ B Analysis + Sheet | B2 Subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Outline [

Tab Review: Tab cho phép ngudi dung sira chinh ta, ngit phap ciing nhu thiét
lapcac ché do bao mat. Pong thoi cung cap kha ning ghi chu (note) lai cac dic trung va
theoddinhiingthaydditrongbangtinhcia ngudiding.
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Bookl - Excel

File Home Insert Page Layout Formulas Data View Q Tell me what you want to do..

/'3 E:j ;D D L'"/j Show/Hide Commen [j—\ ’iﬂ D & Protect and Share Workbook
ax = == =

i 5 Show All Comments
5 LA show Ink

EZ Allow Users to Edit Ranges
Spelling Thesaurus Smart  Translate New Protect Protect Share

Lookup Comment Sheet Workbook Workbook | Track Changes -
Proofing Insights = Language Comments Changes

Tab View: Cho phép nguoi dung thay d6i ché do xem ctra s6 lam viée, nhu:

freezinghoacsplittingpanes,viewinggridlinesvahidecells.

H 9 y Bookl - Excel
File Home Insert Page Layout Formulas Data Review ell me what you want to do..
= N = = B [ split View Side by Side [
uler v/| Formula Bar q [‘:) D P
L1 B B0 2 & R B = SR O = ==
Normal Page Break Page Custom [ Gridlines [v| Headings Zoom 100% Zoom to New Arrange Freeze ) Switch Macros
Preview Layout Views Selection Window All  Panes~ ' Windows ~ '
Workbook Views Show Zoom Window Macros

2.1.3 Thaotacvéibangtinh

CAutriicciia motWorkbook
Workbook
Mot tap tin ctia Excel 2016 duoc goi 1a mot Workbook va c6 phan dinh dang
filemacdinhla.xIsx.Mot
Workbookdugcxemnhumottailidugdmnhiéutranggoilasheet, motworkbookcotdida2 55sheet

Worksheet
Mdisheetlamotbang tinhgdmcachangvacot.
Héng:duchénhséthﬁtutl‘rl 2,3, ...
Cot:dugcdanhsétirA,B,C,...
O: Lagiaoctiacot vahang,dirliéudugc chiratrongeacd, gittacacocd ludiphancach.
Mbidcomdtdiachidugexacdinh béngténcﬁacOtvéséthﬁtuhe‘lng

<Téncot><Chisd hang>

Controd:1amdtkhungnétdoi,06chtracontréodugcgoiladhiénhanh.
Vung:gdmnhi€uoliéntiépnhau,moivungcémotdiachiduocgoiladiachivung.

Dia chi vung dugc xdc dinh bdi dia chi cua 6gac
A B C

Pia chi viing A1:B3

trén bén trai va 6 géc dudi bén phai. Gitradiachic
26lad4uhai chim(:)
» Vidu:Diachivang A1:B3

Gridline:Trong bang tinh cd cac ludi

PRV SR

(Gridline)dungdéphancachgiitacacd,cacoludinaysékhongxuathiénkhiinin. Mudnbat/tatGr
idline, chonlénhView—>(GroupShow) - Gridlines.
Cécthaotac trénWorkSheet
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- ChonSheet lamviéc:Clickvaotén Sheet.

- Doi

tén  Sheet:  Double Click ngay tén - fnsert..
Sheetcandbitén,saudonhapténmdicandoi.Hodc,chon . f:;ie
Sheet can d6i tén DRight Click > Qo.v,e or Copy..
chonRename—>DitlaiténchoSheetmoi. & View Code
- ChénthémSheet:ChonlénhInsert>WorkSheet. Hoac, B protect sheet..
chon biéu twong dau cong(+)déthém Sheetmdi. I"’f” coler '
- X6aSheet:ChonSheetcanxda,Right Click e
9 Delete Select All Sheets
| Sheet: @

2.2 Xtulydirliéutrong bangtinh

2.2.1 Ciac kiéu dir lituKiéuditliéusd
Khi nhap vao sb bao gdm 0, ..., 9; +, -, *, /, (, ),E, %, $, ngdy va gio, thi sb

theodtingquyudctrong moi truongWindowssémdcdinhdwoccianléphditrongé.

Pé dit quy dinh vé cach nhap va hién thi s6 trong Windows (Hinh 2.2): chon
1énhStart = Control Panel - Region and Language ->Format - Additional Settings
—->Number.

Kiéudirliéudangsd(Number)

Decimalsymbol:Quyudcdau phancachphanthapphan.
No.ofdigitsafter decimal:Séchit séthapphan.
Digitsgroupingsymbol:Dauphancachhangnghin.
Digitsgrouping: S6s6 hangtronggroup.
Negativenumber format:Dinh dangséém
Listseparator: Quyudcdauphan cach nghin.

“# Customize Form

Mumbers |Currer|cy I Time I Date |

Example

Positive: 123,456,789.00 MNegative: -123,456,789.00

Decimal symbol: l

MNo. of digits after decimal: [2

Digit grouping symbol:

Digit grouping: [123,456,789

Megative sign symbaol: -

Megative number format: [—1.1

Display leading zeros: [0.?

List separator:

Measurement syster: [U.S.

Standard digits: [0123456789

Use native digits: [Never

Click Reset to restore the system default settings for
numbers, currency, time, and date.

[ OK ] [ Cancel

Hinh2.3. ThiétlapcachnhapvahiénthisbtrongWindows
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Dirliéutién té(Currency)

Excel cho phép ngudi dung dinh dang cach hién thi cac loai tién té khac nhau.
DauchamphéancachgittacacphantheoquydinhcuahéthdngnhukiéuNumber. Kiéuditliéutiénté
dangsédugc tudongcanphai.

Dirliéudangngay (Date)

Excel sé& hiéu dit liéu kiéu Date khi ta nhdp vao dung theo quy dinh cua
Windows,ditli¢us€canphaitrongd.Ngugc lai,Excelséhiéulakiéuchudi.

Dé kiém tra va thay doi quy dinh khi nhip dit liéu kiéu Date cho Windown:
chonStart - Control Panel - Regional and Language—> Format - Additional Settings
->Date.

Dirliéudanggio(Time)
ExcelséhiéudirliéukiéuTimekhitanhapdingtheoquydinhciaWindows,
macdinhlagid:phat: gidy(hh:mm:ssAM/PM).D1r li¢us€canhphaitrongd
Ditliéukiéuchudi(Text)
Ditliéu chudi baogémk}'/ tuchirvasd.Khi nhap thimécdinhdu’(yccénthéngtréitrongé.
Congthure (Formula)
Congthucbatdauboidaubang(=),giatrihiénthitrongdlakétquactacongthirc,cothéla
m(f)ttrjsé,m(}tngéythéng, motgid, motchudihaymot thongbaoldi.
2.2.2 Cactoantir trongExcel
CongthuctrongExcellasukéthop giltacactoantirvatodnhang
- Cactoantunhu:+,-,* /, & N> < >=,<==<> ...
- Céctoénhangnhu:héng,hém,diachié, diachivung,...
2.2.3 Dinhdangdirli¢u
Dinhdangdﬁ’liéusé.

> Chonvungditliéucandinhdang
» ChonHome—>(GroupCells)—>Format-> FormatCells,chonthé Number
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- "

Format Cells g B.a « w8 n— M

Number ‘ Alignment ] Font | Border | Fill Protection

Category:

General + | Ssample

100

Currency '

Accannting Decimal places: |2 ::-1

Date i : ==

Time [T] use 1000 Separator ()

Percentage

Fraction Negative numbers:

Scientific -1234.10 -~

Text y 1234.10

Special (1234.10)

Custom (1234.10)

Number is used for general display of numbers. Currency and Accounting offer specialized formatting for
monetary value.

l oK ] [ Cancel J
Hinh2.4.HopthoaiFormatCells

Dt liéu sb6 khi nhdp vao mdt 6 trén bang tinh phu thudc vao 2 thanh phﬁn:
Loai(Category) va ma dinh dang (Format code). Mot s6 c6 thé hién thi theo nhiéu
loai nhuNumber,Date,Percentage, .. .mdi loaicod nhiéucéchch()nmﬁdinhdang

Chonloai théhién trongkhungCategory
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LOAI  CONGDUNG

General binh dang s6 mic dinh, canh phai,
gittnguyéndinhdang bandaunhukhinhapvao

Number Dinhdang s6vai
dauchidmdongcothéhdtrobangcacdauphay,soc
hit séthapphantiyy.

Currency  Pinhdang donvitiénté

Accounting Dinh dang tién té duoc thiét ké dé canh
caccdttheodiu thépphﬁncﬁagiétrjtiénté.

Date binhdangngaythdngnodichung.
Ngaythangduogchiénthitheo mot sdkiéutiéu
chuan

Time Dinhdang giochung,giodugchién

thitheomotsoki€utiéuchuan

Percentage Mot cach dinh dang ma céc gia tri trong céac

dduoc chon, nhan véi 100 va két qua hién
thivéibiutwong%

Praction Pinhdang dudidang phansd

Scientific Dinhdang
sékhoahoc,sﬁ'dungs6mﬁchocécsécéqua’1nhi
&uchit sb.

Text Dinhdang sénhuvanban

Special CacdangdacbiétZip Code,PhoneNumber

Custom Danh sach cac dang tiéu chuin hoic céc

dangtuychon

Bang2-1 Cac mauthé hiénditliéu

NgoairacéthédinhdangnhanhcachhiénthisdbangcachdungedngeutrénthanhFormatting.

$-% > | B S

Currency -

Percent ™ l
Comma

Hinh2.5.DinhdanghiénthisdbingcongcuFormatting
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» Increase

ViDU
15.75
15234

3.123456
(1,234.57)

$12.3451234VN
b

$75.50
$5.50

05/09/2019
Sep-12-19

2:30PM
15:09:30

100%
59.9%

1/3

1.25E+3
2.3E-2

123
9810-12345-35-56
15/09/2019

» Decrease Decimal



- Currency:Dinhdangkiéutiénté
- PercentStyle: Pinhdangkiéuphantram(%)
- CommaStyle:Pinhdangcodéu(,) phancach
- DecreaseDecimal:Giambét motsosler phan thapphan
Dinhdangdonvitiénté
Dé kiém tra, thay doi dinh dang cach hién thi tién té trong méi truong
Windows,ChonStart-> ControlPanel-> RegionalandLanguage-> AdditionalSettings—> Curr
ency.
- Currencysymbol: Nhapdangkyhiéutiénté
- Positivecurrencyformat:ChQnVitridétkyhiéutiénté.
2.2.4 Thaotacvéikhdi
» batténcho vung

Déthuéntiénchoviécthaotéctréndﬁliéu,tacéthédétténchom@tvﬁngdﬁ:liéudu:(jcchonnh
U sau:

- Chonvungditliducandattén.

- NhapténvungdirliéuvaovingNamebox. NhanEnter.

Khim(f)tvfmgdfrliéudu’chéttén,ngu’éidfmgc(')thésfxdungténvfmgd&liéuthaychodia
chivungdir licu.

vung_test -

A B A B C
1 1 1 1
2 2 3 2 2 3
3 3
4 |Téng 10 4 |T5ng |=5UM{'-.run_g,_testj‘
- C

> Saochépditliéutironaysangdkhacvadiénditliéu(SirdungchireningCopyvaPaste)
- Chonvungditliéungudncansaochép
- ChonHome~=> (GroupClipboard)> CopyhodcanCtrl+C
- Dichuyéncontroddénddautiéncuavingdich
- ChonHome > (GroupClipboard) = Paste hozcnhanCtrl+C
> Tudongdién dirliéu(AutoFill)

- St dung tinh ning AutoFill: Khi Drag . : ’ : ?
taiFillhandlexuéngphiadugihodcsangphai. 2 = L :
e o N 3 3 Tinh nang AutoFill
AutoFills€taoradaycéacgiatritingdan duya 4 4 [ S S—
X oA 4m 5 R
theo mau trong day 6 da dugcchon 6 T
8 G
9 Fill Eormatting Only

Fill Withgut Formatting

e
- o

) Flash Fill
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- St dung tinh nang Fill tr Ribbon: Ngoai
tinhndng AutoFill, con c6 thé st dung 1énh Fill

trGroup Editing dé thuc hién nhiing sao chép

dongian.

+ Dit con tro tai 6 mudn sao chép va Drag

dénnhirngdmudndiéngiatri

» Chon Home -> (Group Editing) - Fill, sau do
chonlénhDown,Right,Up,Leftthichhqpvé’ihu’é’ngmuén

saocheép

«| M

B

1*4
e

- StrdungchticnangCopyvaPasteSpecial

Chtric ning Paste Special gip ngudi diung co thé sao

chépmotthanhphannaodocia dir lidu.

+Chonditliéu cansao chép

+ChonHome - (GroupClipboard)—> Copy

+Chonvi tricansaochépdén

+ChontabHome—> (GroupClipboard)—> Paste>

| ¥ [l

Em nang Fill

Caca Do Clada n

o0
D ‘?{J Calibri
By -

Pasti =
ase\. BIQ

Paste Ft

C= e ﬂ d_h‘

O LA %% I

ol il il

e les

Paste Values

= B[

123 123 123

Other Paste Options
il

.lfldldl
% s L2 1S

Paste Special...

PasteSpecial
+XuathiénhopthoaiPasteSpecial. Chondangsaochépp
huhop
Paste Special l 8 &I
Paste
All using Source theme
() Formulas (@FY except borders
Values Column widths
Formats Formulas and number formats
Comments Values and number formats
(T validation All merging conditional formats
Operation
@) None Multiply
() add () Divide
() Subtract
D Skip blanks D Transposg
o] [
S—HinhZ2-6-HopthoatPasteSpectat

- Formulas:Chisaochépcongthurc
- Values:Chisaochépdinhdang

- Comments:Chisaochépchuthich

- Validation: Saochépkiémtratinh hopl¢ dirliéu
- AllexceptBorders: Saochéptatcangoaitrirdudngvién



- Colummwidths: Saochép dorongcot

- Formulasandnumberformats:Saochépcongthireva dinhdangditliéusd

- Valuesandnumberformats:Saochépgiétrjvédinhdangd&liéusé
- Operation:Add,Subtract,Multiply, Divide.Saochépdongthoi

thychiénphéptoancong,trir,nhan,chia.
245 Thaotactrénhangvacgt,o

» Thémhang

- Choncachang matai ddémudnchénthémhangméivoa
- VaoHome—>(Group Cells)->InsertSheetRowshoac R-Click,chonlInsert.

» Thémcot

- Choncéccot mataiddo muonchénthémcotmadivao

- VaoHome—>(GroupCells)>InsertSheetColumnshodcR Click,chonlnsert

» Thémomoéi

- Choncéacohodcdwacontrodénomataidémudnchén céc()tréng Vao.
- Chon Home - (Group Cells) = Insert Cells hoac R _Click, chon

Insert.Xuéthiénh(f)pthoaisau:

- Shiftcellsright:Ditliéutrong6hiéntaibidaysan
g phai

- Shiftcellsdown:Dﬁliéutrongéhiéntaibidéyxu
dngdudi.

- Entirerow: Chéncadong mai

- Entirecolumn:Chéncacotmai

» Xbahang,cot,0
- X()ahe‘mg/c{)t:Choncéchéng/cétcénxéa.

Insert

omh)

P

Insert

@

Shift cells right
Shift cells down
Entire row

Entire column

ok ||

Cancel

ChonHome-> GroupCells—> Delete> DeleteRowsDeleteSheetColumnshoacR ¢

lick chonDelete.

- X6ab:Choncacdcanxoa.ChonHome-> GroupCells=> Delete> DeleteRowshoicR

_click chonDelete.
> Thayd6idd rongcuacotva chiéu cao ciahang

Cothéthaydoidorongcuacothodcchiéucaocuahangbangcachduachudtdénbiéngitra

téncot/hangsaudédragchudtdéthaydoikichthude.
- Home—>(GroupCells)>Format

- ChonRowHeightdéthaydoichiéucaoctiahang(hoicchonColumnWidthdéthaydoi

dorongcuacot)

- ChonAutoFitRowHeightAutoFitColumWidthdétudongdiéuchinhkichthudevira

voidir liéu.
> Canhléditliéu trong 6

ChonHome—> (Group Cells) - Format->FormatCells—> Aligment
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Format Cells @'é]
Number || Alignment || fFont | Border Fill Protection |
Text alignment Orientation
Horizontal:
General | E' Ind
0 T
[ €| Tet—
ttom EI X
t
distrib!
Text control
[T] wrap text 0 Deg
Shrink to fit
r Merge cells
Right-to-left
Text direction:
Context E
OK I [ G |

Hinh2.7.HopthoaiFormatCell/ Alignment
TextAlignment: Canh léchodit liéutrongd.

- Horizontal: Canhlétheochiéungang(Left/Right/Center/Justified/CenterAcrossSel
ection/Distributed/ Fill
- Vertical: Canh 18 theo chiéu démg (Top/ Center/ Bottom/ Justify/
Distributed)Orientation: Chon hudng cho dir liéu (Nhap s6 do goc quay trong 6
Degrees) TextControl:Diéuchinhdir liéu
- Wraptext:Ditliéutudongxudngdongkhigipléphaicia 6.
- Shrinktofit:Ditli€utuddngthunhokichthudcchoviravid
- Mergecells:Kéthopcacothanhl 6.
» Dinhdang kytutrongd
- ChonHome->CroupCells=>Format->FormatCell>Font:Chonkiéudinhdang.(H
oécbémchu@tphéivéo()dﬁ:liéucéndinhdangchonlénhFormatCells)
» Kékhungcho bangtinh

- ChonHome->Group Cells=>Format->Format Cells=> Border.
Format Cells M

‘ Number | Alignment | Font | Border ‘ Fill | Protection |

ts
None Outline Inside
r

del

Line Presel
¥

Bo

Text

Text

The selected border style can be applied by dicking the presets, preview diagram or the buttons above.

]

Hinh2.8 HopthoaiFormat Cell/ Border
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Presets:Chonkiéududngkékhung.
- None:Bokékhung
- Inside:Kécacduongtrong
- Outside:Kéduongviénxung quanh
Border: Cho phép chon duong ké truc quan theo yéu
cau.Line:Chonkiéuvamaududngkékhung
- Style:Chonkiéucuadudngké
- Color:Maucuaduong ké
» Tonénchobangtinh
ChonHome—> (GroupCells)->Format—> FormatCells > Fill

- PatternColor:Chon maunén
- PatternStyle:Choncacmaunén

Co6thétdnhanhbangcachClicknitFill ColordGroupFont

Lu’uz':Céthéméh(f)pthoaiFormatCellsbéngcéchchonvfmgdﬁ:liéu,R_clickchQnFormat
CellstrongShortcutmenu.

2.3 Métsohamthongdungtrong Excel
2.3.1 Quyticsirdungham
Cuphapchung:

=TENHAM ([Danhsdchcdcdéi sé])

PasbcachamciaExceldéucodbisd,nhungeiingeonhiighamkhongcoddisd.Néu ham
c6 nhidu d6i sd thi gitta cac ddi sd phai dwogc phan cach nhau bing ky hiéu
phancach.CackyhiéuphancachduocquydinhtrongControlPanel. TrongExcelmacdinhkyhiéu
phéancachladauphay(,).

2.3.2 Cachnhjpham

Néu cong thirc bat dau 12 mot ham thi phai ¢6 du bang (=), hodc dau @, hodc
daucong (+) ¢ phia trude. Néu ham 1a d6i s6 cua mot ham khac thi khéng can nhép cac
dautrén.Co2cachnhapham

> Cachl:Nhaptructiéptirbanphim

- Da_“ltcontr(’)chuéttaiémuénnhaphém

- Nhapdiubing(=)hodcddu@hoicdiucong(+)

- Nhaptén hamcungcacdbisd theodtingcuphap

- NhanEnterdékétthuc.

» Cach2:Thong quahdpthoailnsertFunction

- Da_“ltcontr(’)chuéttaiémuénnhaphém

- ChonribbonFormulas,chonlnsertFunction fx hoacShift+F3

- ChonGrouphamtrongdanhsachFunctioncategory.
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- Chonhﬁmcﬁnsﬁ’dungtrong mucSelect afunction

- ClickOKdéchonham

- Tuy theo ham duoc chon. Excel s& mé hop thoai ké tiép cho phép nhap céc
dbisd (nhap hodc quét chon). Tién hanh nhap cac ddi s6. Vi du danh sach céac
dbisbcannhapcualF.

Insert Function M

Search for a function:

Type a brief description of what you want to do and then click Go| Go

Or select a category: | Most Recently Used E|

Select a function:

HYPERLINK
COUNT
MAX

SIN

SUM(numberl, number2,...)
Adds all the numbers in a range of cells.

Help on this function QK ] [ Cancel

Hinh2.9H§pthoailnsertFunction

Function Arguments @ Py
IF
Logical test =
Value_if_true =
Value_if false =
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
Logical_test is any value or expression that can be evaluated to TRUE or FALSE.
Formula result =
Help on this function [ OK I [ Cancel

Hinh2.10HOpthoaiFunctionArguments

2.3.3 Cacloaidiachivacicthongbaoldithwonggip
Diachitwongdoi

La dia chi tuy dong cdp nhat theo su thay ddi cua dia chi 6 nguén khi thuc hién
thaotacCopycongthirc débaotoan mdiquan hétwongddigitracacotrongedngthrrc.

Quyuoc:Piachitrongdoicuadecddang

<Téncdt><Chiséhang>
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Vz’du.'Djachi6C3duc_rctud@ngcélpnhélttheodjachicﬁaénguén C2.

A B C A B C
1 S8lwgng Dongida  Thanh tign 1 |S8lwgng Dongia Thanh tién
2 | 10| 100|=A2*82] | 2 10 100 1000
3 5 150 750 3 | 5| 150|=A3*B3 |
4 20 80 1600 4 20 80 1600
5 L5 15 200 3000 5 15 200 3000

Diachituyétdoi

Ladia chikhongty dongthayddi theodia chictia 6ngudnkhicopycongthic.

Ouywée:Piachituyét ddicuadcodang

$<Téncot>$<Chi s6hang>

Vidu-DiachioC1khongbithayddikhicopycong thirc

A B C

| A B C
1 Tyga | 25000] 1 Tygia | 25000]
2 uUsD VND 2 UsD VND |
3| 100 [=A3*scsi 3| 100 2500000
4 50 1250000 4 50 [=pa*scsi]
5, 30 750000
- ) 30 750000
Diachi  tuyét - Diachi tuvét déi
Lz . iachi tuyét doi
Diachihonhop doi ' ¥

Madiachimanochithaydoimdttronghaithanhphan(hanghoiccdt)khicopycongthire.
Quyuéc:Diachihdnhopcodang

Gitrcddinhcotkhicopycongthire Giir cédinhhangkhicopycongthirc

$<Téncdt><Chis6hang> <Téncdt>S$<Chisdhang>

Vidu:KhicopycongthtrctirdD3sangdF 3thicotBvankhongthayddi(docotBdaduoc
cddinhboidautrongddi $.

A B C D E F A B C () E F

1 Bonwvil Bon wvi 2 1 BPonwvil Bonwvi2
M3t [Don| S8 Thanh s& [Thanh M3t [Pon| S8 |[Thanh| s& Thanh

2 |hang| gia |luvgong tign lwvong| tign 2 |hang| gia |lvgng| tign [lvong tign

2 |a 100 s5|=c3*sB3 15| 1500 3 |a 100 5| soo 15|=E3*5B3

4 |B 120 10 1200 5 600 4 |B 120 10| 1200 E 600

5 [c 150 15 2250 10| 1500 5 ¢ 150 15| 2250 10 1500

Cachchuyéndbigiira cacdiachi
SfrdungphimchfrcnéngF4déthuchiénchuyén déinhanhgiﬁ:acécloaidiachi

F4 F4 F4 F4

Al —— BAS1 ———* A%1 ——* SAl —————— Al
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CicthéongbdolbithwonggdptrongExcel

KhikhéngtinhdugccongthircthiExcels&thongbaoldi. Loiduwockyhiéubstdaub
angdau#.Motsothongbaoldithudonggip:

Thong bao — -
ag. Nguyen nhan
loi
H#DIV/0! Trong cong thirc cé phép tinh chia cho 0.
ENJA Céng thire tham chiéu dén 6 ¢6 gid o khong
e TFs . = - - - - L L A
tim thay hoéc nhap ham thiéu dai so.
#NAME? Trong cong thire ¢d tén ham hodc tén 6 sai.
IR . —
ANULL Xay ra khi xac dinh giao gitta 2 vung

nhung viing giao nhau la rong.

#NUM! Dit liéu s0 bi sai.

Xay ra khi trong cong thire ¢6 tham chién
den mét dia chi khong hop 1é.

Trong cong thire ¢é cac toan hang va
toan tir sai kiéu.

#REF!

#VALUE!

Bang2-2Cacldithudnggiptrong Excel
2.3.4 Nhémhamxilyngay thang

CUPHAP CONGDUNG
TODAY () Tra vé ngay hién hanh cua hé
thdngVidu:=TODAY()
NOW() Tra vé ngay va gio hién hanh cua hé
thongVidu:=NOW()
DAY (date) Travégiatringaytrongthangcuabiéuthirengaydate Vidu:
=DAY(D1)
D

1 15-Sep-20

2 | 15.|

-

MONTH(date) Tra vé gia tri thang cua biéu thic ngay
dateVidu:=MONTH(D1)-> 9

YEAR(date) Tra vé gia tri nam cua biéu thirc ngay
dateVidu:=YEAR(D1) =2020

WEEKDAY (date) Travésbthtr ty ngaytrongtudnciabiéuthtic date
Giatritravélal(Sunday),2(Monday),...,7(Starurday) Vidu
:=WEEKDAY(D1)-> 1

DATE(year,month,day) Travégiatridang Datetheoquydinhciiahéthdng
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CUPHAP

CONGDUNG

Vidu:=DATE(2020,09,15)~>15/09/2020

TIME(hour, minute,second)

TravégiatridangTime
Vidu:=TIME(8,25,28) -8:25:28AM

Bang2-3Cachamngayvagio

2.3.5 Nhomhamxulykytw

CUPHAP

CONGDUNG

LEFT (text,num_chars)

Travénum_charskytubéntraichudi text.
Vidu:=LEFT(“PAIHQCKINHTEKYTHUATCONG
NGHIEP”,7)> “DAIHQC”

RIGHT (text,num_chars)

Travénum_charskytubénphaichuditext.
Vidu:=RIGHT(“PAIHOCKINHTEKYTHUATCON
GNGHIEP”, 11)> “CONGNGHIEP”

MID(text,start_num,num_chars

)

Travéchudikytircododainum_charsbatdautirvitristart
numcuachudi text.
Vidu:=MID(“DAIHQCKINHTEKYTHUATCONG
NGHIEP”,9,7)> “KINHTE”

UPPER(text)

Chuyénchuditext thanhchitinhoa

Vi du: = UPPER(“Pai Hoc Kinh Té Ky Thuat
CongNghiép”) > PAI HOC KINH TE KY THUAT
CONGNGHIEP

LOWER(text)

Chuyénchuditextthanhchitthuong
Vidu:=LOWER("DaiHQcKinhTé’KyThuétC6ngNghié
p”)=>daihockinhtékythuatcong nghiép

PROPER(text)

Doicackytudauctiamditirtrongchuditextthanhchitinho
a,conlaidéu lachix thuong.
Vidu:PROPER(“DAIHOCKINHTEKYTHUAT
CONGNGHIEP”)->PaiHocKinhTéK§ThuatCongNg
hiép.

TRIM(text)

Citbocackytutréng voichtrongchudi text

Vi du: = TRIM(“Pai Hoc Kinh Té Ky Thuit
CongNghiép”) > “Pai Hoc Kinh Té Ky Thuat
CongNghi¢p”

LEN(text)

777777
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CUPHAP

CONGDUNG

Vidu:=LEN(“PaiHocKinhTéK§ThuatCongNghiép”)
>35

Bang2-4 Cachamxulychudi

2.3.6 Nhémhamthongké

CUPHAP

CONGDUNG

MIN(numberl,number2,...)

Travégiatrinhonhatcuacacgiatrisotrongdanhsachtham
50.

Vidu:=MIN(1,2,3,5)> 1

MAX(numberl,number2,...)

Traveégiatrinholdnnhatcuacacgiatrisétrongdanhsachth
amso.

Vidui=MAX(1,2,3,5)> 5

AVERAGE(numberl,number2,
)

Travégiatritrungbinhcuacacgiatrisdtrongdanhsachtha
msO.

Vidu:=AVERAGE(1,2,3,5)>2.75

RANK(number,ref,[order])

Travéthirthangctianumbertrongref,vdiorderlacachxéph
ang.
NéuorderZOhoaicduo’cb6quathirefduqchiéulélcéthﬁtug
iamdan

Néuorder<>0thirefduochiéulacothirtytingdan

COUNT(valuel,value2,...)

Pém sb cac gia tri s6 trong danh sach tham
s6Vidu:=COUNT(2,“hai”,4,-6)>3

Pém sb cac 6 khong rong trong danh sach tham
s0Vidu:=COUNTA(A1:A5) > 4
A B C

COUNTBLANK(range)

1 10 A
COUNTA(Valuel,Value2,. . ) 2 12:00 AM 1 10 N

3 02/10/90 2 12:00 AM

4 3 02/10/90

5 |text 1 4

6 |=-::DUNTA(A1:A5} 5 text

7 | [ COUNTA(valuel, [value2], .) 6 4

@ 7

Pémsbecac

orongtrongvungrangeVidu:=COUN
TBLANK(B1:B5)
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CUPHAP CONGDUNG

A B

A

1, 10 1 10
2 | 12:00AM 2 | 12:00 AM
3 | 02/10/90 3 02/10/90
4 4

5 ftext | 5 |text

6 [-counTaLAnK(A1:A5) 6 ]
7 COUNTBLANK(range) 7

Dbémcacothoamandidukiéncriteriatrongvingrange
Range:laving madiéukiénséduoc sosanh
Criteria:lachudimotadiéukién. Vidu:“107,>15”,<20

2

Vidu:=COUNTIF(A2:A6,"Tao")

A B C

1 Mt hang |S8 lvong(kg)

2 |Tao 10

3 |Lé 30

COUNTIF (range, criteria) g ?;O 23

&6 [Nho 7

7

8 [=couNTIF(A2:46,"T40")

9 COUNT]F{r;nge. criteria)
A B

1 |MéEt hang |S8 lwrong(kg)

2 |Tao 10

3 |Lé 30

4 0 5

5 |Tao 20

6 |Nho 7

7

3 2

Al

Bang2-5Cachamthéngkédon gian
2.3.7 Nhomhamlogic

CUPHAP CONGDUNG

AND(logicall,logical2,...) TravégiatriTRUEnéutatcacacdiéukiéndéulaTRUE
Vidu:=AND(3>2,5<8,9=9) > TRUE
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CUPHAP CONGDUNG

OR(logicall,logical2,...) TravégiatriF ALSEnéutatcacacdiéukiéndéulaFALSE
Vidu:

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

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

NOT (logical) Layphudinhcuagiatrilogical Vid
u:=NOT(2>3)>TRUE

IF (logical_test,

i - Travégiatrivalue if truenéudiéukiénlogical testlATR
value_if true,value_if false) iy -

UE,nguoclaisétravégiatrivalue if false

Vidu:=IF(A1>=5,“D3”,“Truot”)

Béang2-6CachamLogic
2.3.8 Nhémhamxirlythamchiéu
» HamVLOOKUP:Hamthamchiéu theocot
Cuphap:

VLOOKUP(lookup_value,Table_array,col_index_num,range_lookup)

Trongdo:
Lookup value: Gia tri tra
cuu.Table array: Viung tham

chiéu.Col_index num:Sécotmudnhiénth

1.

[Range lookup]:0 timchinhxac,] timtwongddi
Chircning:

Timgiatrilookup_valuetrongcdttrainhatbangtable arraytheochuandotimrange look

up,travévitritwongimgtrongedtthircol_index num(néutimthiy)

- Range_lookup=1: Tim tuong ddi. Danh sich cac gia tri do tim cua
bangTable_arrayphaisapxéptheothitutingdan. Néutimkhongthaysétravégiatrild
nnhatnhung nhohonlookup value.

- Range_lookup=0: Tim chinh x&c. Danh siach cac gia tri do tim cua
bangTable_arraykhongcansipxép thirty. Néutim khongthaysétraveldi#N/A.

Vidu:Hiénthitiénphaithanhtoanctakhachhangcéma héadonDHO003.
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A B C D

11 [IM&PH |[Ténkhach |Ngaymua |Tdngtign
12 |DHO1 An 2/4/2019 600
13 |DHO2 Binh 4/4/2019 700
14 DHO3 Ha 1/5/2019 550
15 DHO4 Nam 7/5/2019 300
16 | DHO5 Lan 10/6/2019 450

17
18 |Céngthirc =VLOOKUP(A14,A12:D16,4, TRUE)
19 |Két qua 550

» HamHLOOKUP: Hamthamchiéutheohang
Cuaphap

HLOOKUP(Lookup_value,Table array,row_index_num,range_lookup)

Trongdo:
Lookup_value: Gia tri tra
cuu.Table array: Viung tham

chiéu.row index num:S6hangmudnhién
thi.
[Range lookup]:0 timchinhxac,] timtwongddi
Chircnang
Ynghiactiacacddi sdctiahamHlookuptuongtunhu hamVlookup.
Timgiatrilookup valuetrongdongtréncungctuiabangtable array
theochuandotimrange lookup,travégiatritwongimgtrongdongthirow index num(néutimt
hay).

Vidu:Piénténhangtheomihang.

F G H I ] K L
11 |M3 hang Té&n hang
12 [HDl |=HLDbKUP{FlE,SGS17:5J518,2,TRUE]
13 HO2 L| HLOOKUP(lookup_value, table array, row_index_num, [range_lookup])
14 |HO3 Xoai
15 |HD4 MNa
16
17 |Ma3 hang |HO1 HO2 HO3 HO4
18 |Tén hang|Tao L& Xoai Na

» HamMATCH
Cuaphap
MATCH(lookup_value,lookup_array,match_type)
Trongdo:
Lookup value: Gia tri tra
ctru.Lookup_array: Vungthamchiéu.

Match_type:0_timchinhxéc,1 timtuongddi
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Chircnang

Hamtravévitricaalookup valuetrongmanglookup_arraytheocachtimmatch_type

- Match_type=1:Timtwongdbi,danhsachcacgiatridotimctiabangTable array phai
sip xép theo thir ty ting dan. Néu tim khéng thiy s& tra vé vitrictagia
trilonnhatnhungnhohon lookup_value.

- Match_type=0:Timchinhxac,danhsachcacgiatridotimcuabangTable arraykhon
gcansapxéptht ty. Néutimkhong thaysétraveldi#N/A

- Match_type = -1: Tim twong d6i, danh sach phai sip xép cac gia tri do tim
ciiabang Table array theo thir tu giam dan. Néu tim khong thiy s& tra vé vi tri
ctiagiatrinhénhatnhunglénhonlookup value.

L M N Q

11 M&t hang |56 lvgng

12 |Téo 25

13 |Lé 38

14 |Xoai 40

15 |Na 41

16

17 |Coéng thirc 1 = Match (39, M12:M15, 1)
18 |Két qua 2

19 |Céng thirc 2 = Match (41, M12:M15, 0)
22 |Két qua 4

23 |Cong thirc 3 = Match (40, M12:M15, -1)
24 Kétqua | #N/A

25
Vidu:
HamINDEX
Cuphap
INDEX(Array, Row_num,Column_num)
Chircnang

Travégiatritrong 06 hangthirrow num,cdt thircolumn_numtrong mangarray.

P Q R S
11 Ngay 1 Ngay 2
12 |T4o i
13 |Lé Xoai
14
15 |Céng thirc 1 =Index(P12:Q13,2,2)
16 K&t qua Xoai
17 |Cong thire 2 =Index(P12:Q13,2,1)
18 K&t qua Lé
19
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2.3.9 Cachamtoanhoc

CUPHAP CONGDUNG
ABS(number) Tra vé gia tri tuyét dbi ciia mot sb
thucVidu:=ABS(12-20) -8
INT(number) TraveésdnguyénlénnhatkhéngvuotquanumberVidy:
=INT(5.6) =25
=INT(-5.6)>-6
MOD(number,divisor) Tra vé sb du cua phép chia nguyén number
chodivisor(trongdénumbervadivisorlacacsonguyé
n).
Vidu:=MOD(5,3) =2
ODD(number) Lamtronléntdi

motsdnguyénlégannhatVidy:=ODD(3.6)>
5
=0DD(-2.2) >-3

)

PRODUCT(numberl,number2,...

Tinh tich cua céac gid tri trong danh sadch tham
s6Vidu:=PRODUCT(2,-6,3,4) > -144

ROUND (number,num_digits)

Lamtronsénumbervoidochinhxacdénnum_digitsch

{rsdthapphan(véiquyudcOlalamtrontdihangdonvi, 1

laldymotchirsdthapphan,

-11alamtrontdi hangchuc, ...)

Vidu:=ROUND(5.13687,2) -5.14
=ROUND(145.13687)->100

RAND() Tao ra mot s6 ngiu nhién trong khoang 0 va
1Vidu:=RAND()-> Séngiunhién

SQRT(number) Tinh cin bac hai cua sé duong
numberVidu:=SQRT(36)>6

POWER(number,power) Tra vé iy thira power cua sb

number.Vidu:= POWER(2,3)=8

SUM(numberl,number2,...)

Tinh tong cia cic gia tri trong danh sach tham
s6.Vidu:=SUM(2,-6,8,4) > 8
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SUMIF (range,
criteria,[sum_range

1)

CONGDUNG

Sum_range:vungdugctinhtong.Cacotrongvingnay
séduoctinhténgnéucacotrongingtrong
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CUPHAP CONGDUNG
Tinhténgcécéthéamﬁndiéukién. Vﬁngrangethéamﬁndiéukién.Néukhéngcésum_ran
Range:vungmadiéukiéns&dugcso gethi vungrangesédugctinh
sanh Vidul:=SUMIF(C2:C6,“>=15",E2:E6)
Criteria:chudimétadiéukién. Vid Cc | D E F

« v < v < v SO Bon
uw 107,*>157,4<207,... 1 lwong |gia T8ng tign
\ ria A, 1 A| 2 10| 100 1000

Sum_ranger:vungdiliucantinhtd| 3 5l 200 3000

ng. 4 30| 150 4500
5 25| 50 1250
6 12| 110 1320
7
8 | [=sumiF(c2:ce,">=15", |
9 E2:E6)
10 SUMIF(range, criteria, [sum_range])
11

C D E
¥e Baon

1 lwgng |gia |Tdngtign
2 10| 100 1000
3 15| 200 3000
4 30| 150 4500
5 25| 50 1250
6 12| 110 1320
7
8 8750
9

. Béng2-7Cachamtoan hoc
* Cachamkiémtra

Céc ham kiém tra dung dé kiém tra xem kiéu ciia mot gia tri hay cua mét 6 cod
thoamanmotdiéukiénnaodokhong.

Cac ham kiém tra ludn trd vé mot trong hai gia tri TRUE hoic FALSE. Nhu
vay,cachamnaycothédadpingdugctrongcactruonghgpmacoémotsdditli¢ungoailétrongmotba
ngdir liucantinhtoén.

» HamISERROR
) Cuphap ISERROR(value)
Ynghia

TrévégiétriTRUEnéuvaluelém@tlaibétky,nguqclaitrévégiétriFALSE

» HamISNA
) Cuphap ISNA(value)
Ynghia
TrévégiétriTRUE néuvaluelélai#N/A,nguqc laitra VégiétriFALSE
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» HamISNUMBER

Caphap ISNUMBER(value)
Ynghia
TrévégiétriTRUE néuvaluelégié‘[risé,ngu’oclaitré VégiétriFALSE
» HamISTEXT
) Cuphap ISTEXT(value)
Ynghia
TrévégiétriTRUE néuvaluelémétchuéi,ngu(jclaitrévégiétriFALSE
* Congthircmang

H6 tro théng ké, tinh toan dua trén nhiéu diéu kién khach nhau va duogc thuc
hiéntrénmangdir li¢u.

Khi thuyc hién tinh toan bang cong thirc mang thi cong thirc duoc bao boc bai
haidau{} .Haiddungodcnaynguoidungkhonggdmadugctyphatsinhkhingudidungthuchién
tinh toan bang cach nhan t6 hop phim Ctrl+Shift+Enter. Néu khi thyc hién tinh toanhodc
stra chita cong thirc ma quén nhin t6 hop phim trén thi coéng thic s& tra vé gia
trikhongdtinghaythongbaoldi#VALUE!Error.

Vidu:Tinhtong sélugngdiénthoaido Minh ban

L M N O 2 Q
26 STT Tén san phdm |Ngwoi ban |56 lwgng
27 1|Bién thoai Hung 2
28 2|May lanh Minh 4
29 3|Quat may Hung 7
30 4| Dién thoai Minh 8
31 5|May lanh Hung 5
32 6|Dién thoai Minh 9
33
34 |Cong thirc {=SUM{(M27:M32="Dién thogi")*(N27:N32="Minh")*(027-032))}
35 |Két qua 17
2A
Thuchién
Nhapcongthirc:

=SUM((M27:M32="biénthoai")*(N27:N32="Minh")*(027:032)

Antohop phimCtrl+Shift+Enterdéthychién tinhtodn bangedngthircmang.

- Néuphént&M ila“Piénthoai”tirclal (True)dugctrévé,nguqclaitrévéo(False)
- NéuphantiNila“Diénthoai’tirclal (True)duoctrave,nguoclaitraveO(False)
- Cuoicung,phantirOidugctrave.

Bagiétrinéydugcnhénlaivc’yinhau.Saud('),ha‘lmSumfmgoéicﬁngsétinhténgchotétcécéc
dong
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2.4 Cosodirliéu
2.4.1 Khainiém

Khiquanlythongtinvémotdbituong, taphaiquanlycacthudctinhliénquandéndd
i twuong d6. Vi dy, quan 1y nhan vién thi cin quan 1y tong tin ciia nhan vién nhur:
ho
tén,m?mhénvién,phéi,némsinh,noisinh,diachi,mﬁngach,bac,hésé,luong,phucép,chﬁ’
cvu, ... Do 1a cac thudce tinh phan anh ndi dung ciia mot ddi twong quan 1y. Céc
thudc tinhdothuong dugcebiéu didndudi dang cackiéuditliéu khacnhau(lachudi, sd,
ngaythang,
...) va duoc hop nhat thanh mot don vi thong tin duy nhét goi 1a ban ghi (record).
Céc banghihgpthanhm{tcosé dir li¢u.
TrongExcel,cosoditli¢ucodangnhumdtdanhsach. Vidu:danhsdchnhanvién,da
nhsachhanghoa,.. .MSidanhséchcéthégémcémc}thaynhiéucét,méicétduchoilé
mottruwong(field)ciacosd ditli¢u. Téncuacotsédugcegoilaténtrudong.
Hangdautiéntrongdanhsach(cosaditliéu)chiracacténtruongdugcgoilahangti
éu dé (Header row), cac hang tiép theo mdi hang 1a mot ban ghi (record) cho biét
thongtinvédbituongmataquanly.
2.4.2 Sapxépdiiliéu
Lénh Data = Sort dung dé sap xép cac hang hoic cac cot trong ving dugc
chontheothirtytiychontuongimgkhoasapxépduocchidinh, vingsapxépphaichontdtc
dcaco co lienhévoinhau.
Thuchién
- Chonvungditliducansipxép
- VaoData->(GroupSort &Filter)=>Sort, xuathiénhopthoai.

7

Sort =<
+§-l Add Level H X Delete Level H ELE] Copy Level ] ’ Options... V| My data has headers
Column Sort On Order

Sort by E Values E AtoZ E]

oK |[ Cancel l

Hinh2.11.HopthoaiSort
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SortOn:Giétrisépxép(giétri, méunén,méuchfr,biéutuqng).

Order: Thirtytingdan hoicgiamdan.

AddLevel: Thémkhoasipxép,néuditliéutrongcotkhoaphiatrénbitring.
CopyLevel: Copydiéukién.

DeleteLevel:X6adiéukién
Néumuénsépxéptheoha‘mgthichonnﬁtlénhOptionscﬁah@pthoaiSort,saud(')ch(_)nmu
cSortleft toright.

O O 0O O O ©

o Sortby:Chonkhoéasapxép
Mudnsipxépnhanhtheocdtnaodéthiditcontrovaodbatkyciacotdo,Clickchon

n(tSortA>Z 2 hogcSortZ>A Al trénthanhcongcuchuan.
2.4.3 LocditlieuTudong— Nangcao
Loc dirliéutudong(AutoFilter)
Chirc niing: Lénh Data - (Group Sort & Filter) = Filter dung dé loc cac ban
ghithoa man nhiing tiéu chuin nao do tir co s dir lidu ban dau. Két qua chi hién
thi nhitngbanghithéamandiéukién.Nhimgbanghiconlaistamthodibiandi.

Thuchién

- ChonvingCSDLvéitiéudé

- Chon Tab Data - (Group Sort & Filter) = Filter. Excel sé tu dong
xuat hiéncac nat tha canh tén field cho phép chon diéu kién loc twong
ung voi cac fielddo.

- Chondiéukiénloctronghdpliétkécuatimgfieldtwonging.

- ChonTextFillter/NumberFillterdéthychiénchirenanglocnangcaotheo
yéucaucta ngudiding.

Loc ditli¢unangcao(AdvancedFilter)
Chircnang
Lénh Data = (Group Sort & Filter) > Advanced dung dé trich ra cac miu
tin theocécdiéukiénchidinhtrongvﬁngdiéukiéndu’(_yctaotru(yc.
Thuchién
> Taovungdiéukién loc.Strdung mdttrong haicachsau.

Cdchl:Sirdungténtruongdétaovingdiéukién.

Vungdiéukiéns&coitnhathaihang hangdauchiracacténtruong(field)diéukién,

cachangkhacdungdémétadiéukién.

- Choncacotrongtrongbangtinhdélamvingdiéukién

- Saochépténfield didukiénlamtiéu déctuavingdiéu kién.

- Nhaptructiépcacdidukiénvaodduditéntrudngtuonging. Cacdidukiénghitr
én ciing mot hang 14 cac diéu kién thoa nim dong thoi (AND). Cac diéu
kiénghitréncacdongkhacnhaulanhimgdiéukiénthéamankhongdongthdi(
OR)
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Vidu:

A B C D i
5 Ving diéu kién OR Viing diéy kién AND
b Gigitinh |Tudi Giditinh (Tudi
I Nam Nam  [»60
g >60

2}

Cdch2:Sirdungcéngthivcdétaovimgdiéukién.
Vungdiéukiénséc626.0trénchiratiudéhodcbotrongnhungphaikhacvéiténtru
ong,6dudilacongthiremotadiéukién.
- Chon26trongtrongbangtinh délamving tiéuchuan.
- Nhaptiéudésdtrénctuaving tiuchuan
- Nhapcongthircvaodbéndudimétadiéukién. Duingbanghidautiéutrongcosd
dir liéu dé dat didu kién so sanh. Ham AND dung dé lap cac diéu kién
thoamandongthoi, hamORdungdélapcacdiéu
kiénthéamankhoéngdongthoi.
> VaoData—>(GroupSort&Filter)=> Advancel, xuathiénhdpthoaicocactiychons
au
- Action:
o Filterthelist,in-place:kétquahiénthitructiéptrénvingCSDL
o Copytoanotherlocation:kétquadugcdittaimotvitrikhac
- Listrange:Chon diachivungCSDL
- Criteria range: Chon dia chi

vung tiéuchuan Advanced Filter -
- Copy to: Chon dia chi cua 6 Action
dau Q@ Filter the list, in-place

tiéntrongvungkétqua(phaichon Copy to another location

1]
1

mucCopyto another location). List range: | F&
- Uniquerecordsonly:Néucénhié Criteria range: =

ubanghigiongnhauthichilayduy Copy to: EF

nhatmotbanghidaidién. Nguocla Unique records only

tlayhétcacmau tin thdéa man ] ‘

0K Cancel

diéu kién cua

vingtiéuchuan(dugiéngnhau).
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2.4.3 CachamCosédirliéu

Cac ham co s& dir liéu mang tinh chit théng ké nhitng ban ghi trong CSDL ¢6
trudngthdéamandiéukiéncuavingtiéuchuandiduoc thiétlaptrude.

=Ténham(database,field,criteria)

Caphapchung
- Database:DjachivingCSDL(Chondiachituyétddidésaochép).
- Field:Cétcantinhtoan, fieldcothélaténtruong,diachictiadténtruong(field)
hodc sb thir tu cta truong do (cot tha nhét cta vung CSDL da chon tinh
1a 1 vatangdansang trai).

L W N0 PR S Ty WX

37 Hotén DdituonaMon hoc (Diém (ng thir=DAVERAGE(SLS3 SS 55144

38 An 1{Todn 1 Ketqus 8 (Tung binh iém hJ thi man todn)

39 Binh |l 0 Congthit=DMANSLS37-50543,037 MAS:MAg)

4 Diing 1 da O Kétqus 9 {Diém coonhit mnly

i Ha JHoa s (ng thi=DVIN/SLS3750943,037 MAS:Mdg|

) Kién 1 Haa B Ketqus 9 (Diém thipnfdt mnl)

8 Manh 1{Todn 1 Cong thit=DCOUNTISLS37-50943,037 Ns:ndg)

U Ketqus 2 (50 SV nhdp diém dting quy cdch mn Hoa - domg 6]
45 Man hooMan hoc [Man hot Ctingthi -DCOUNTAISLS37:50543 037 VA5

Toin |y |Hoa Ketqus 350 SV nhdp diém mn o

I Ctngthi=DSUMSLS37:S0543 037 Mg

i Ketqus 17 (Tong diém cdo o snh vién thi mdn i)

n

Hinh2.12 CachamvéCosdditliéu
- Criteria:Diachivingdiéukién

Vidu:Ta c6 mdtcoso dirli¢unhusau.

> Motséham thongdungvéCSDL
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Cuphap Congdung

DAVERAGE (database, Tinhtrungbinhcdngcacgiatritrongcdtfieldciacacb

field,criteria) anghithoamancriteria

DMAX (database field,criteria) A B C D
1 Hotén |P&itwong|Mén hoc |Diém
2 |An 1|Toan 7
3 |Binh 1|Ly 8
4 |Ding 2|Hoa 9
5 Ha 3|Hoa 7
6 Kién 2Ly 8
7 'Manh 1|[Toan 9
8
9 |M&n hoc |Toan Ly Hoa
10

Timgiatrilonnhattrongcotfieldciiacacbanghithoa
mancriteria

DMIN(database,field, criteria)

Timgiatrinhonhattrongedtfieldciiacacbanghithoa
mancriteria

DCOUNT (database,field,criteria)

bémcacdkiéusotrongeot
fieldcuacacbanghithodmancriteria

Cuphap

Congdung

DCOUNTA
field,criteria)

(database,

DPémcacokhacrongtrongedtfieldctiacacbanghithoa
mancriteria

DSUM(database,field,criteria)

Tinhténgcacsotrongfieldciiacacbanghithodamancri
teria

Bang2-8Céachamveécosdditliu

2.4.4 Subtotals

» Chucnang

Théngkeédir liéutheotirmgnhémtrongCSDL.

» Thuchién

XétcosoditlieuBANGLUONGdudiday. Vandédatralacantinhtongtiénluongt

heotirngnhombPonvi.
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B C D E F G H I

1 BANG LUO'NG THANG 8

HO VA TEN ponvi | 5 liwonees | VA | tHudnG |pHUcAp| TONG
5 ' " |LUOoNG cONG i LUONG
3 | Nguyén Van An TS SX 1.68| 2,503,200/ 27| 1,501,920 500000| 4,505,120
4 |TranThanh Binh  |PhongKH| 2.67| 3,978300 21 0| 800000| 4,778,300
5 | Nguy&n Manh Diing | T8 SX 1.68| 2,503,200 28| 1,752,240 500000| 4,755,440
6 L& ThiHa Phé GD 5.31| 7,911,900| 22| 791,190| 1000000| 9,703,090
7 NguyénThiHué  |PhongKH| 2.67| 3,978,300| 22| 397,830/ 800000| 5,176,130
8  Nguy&n Manh Hing | T8 SX 1.68| 2,503,200/ 22| 250,320| 500000| 3,253,520
9 DingMinhNga  |T8SX 1.68| 2,503,200/ 23| 500,640 500000| 3,503,840
10 |Tran Dirc Thdng  |Phong KH 3| 4,470,000 21 0| 800000| 5,270,000
11 |Lé Hién Vinh Phé GD 5.64| 8,403,600/ 25| 3,361,440| 1000000| 12,765,040
12 |Tran Thi Yén T8 SX 1.68| 2,503,200, 20 0| 500000| 3,003,200

- DunglénhData-> (GroupSort&Filter)> SortdésapxépditliéutheoPonvi.
Muc dich décacbanghico cingdonvinamliénkénhau.

- Chonbang CSDL cantonghopvéitiéu déla mothang
- VaoData=>(GroupOutline)-> Subtotals,xuathiénhdpthoaiSubtotalvdicac

tuychonsau:

o Ateachchangein:Chonténtruonge

O

antonghop
Use function: Chon
sirdungtinhtodnhaythongké

ham

Add subtotal to: Chon
téntruc‘mgchﬁ:adfrliéucﬁnthu’chién

tinhtoanhaythdngkeé

4

Subtotal

=<0

DON VI

sum

At each change in:

Use function:

Add subtotal to:

=]
=]

[ | Hs LuonG
[ LuanG cB
[ NGAY cONG
[ THUGNG

[ pHU cip

Pl TONG LUONG

Replace current subtotals
] Page break between groups
Summary below data

_.r

[ Rermoaove All Il QK

| [ o
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o Replacecurrentsubtotals: Thaythé
cacdongtonghopciidéghidongton
ghopmoi.

o Page break between
groups: Taongattranggitracacnhom

o Summarybelowdata:Thémdongténghgpsaumdinhom.

ilz]3 A B C D E F G H I
1 BANG LUO'NG THANG 8
_ HS NGAY . _ TONG
STT HO VA TEN PONVI LUONGCB| . | THUONG | PHU CAP
5 LUONG cONG LUONG
3| 4[L& ThiHa Phé GD 1.35| 2,011,500 22| 201,150| 1000000 3,212,650
4 | 9|L& Hién Vinh Phé GD 3.99| 5,945,100 25| 2,378,040| 1000000 9,323,140
E 5 Phé GD Total 12,535,790
6 | 2|TrinThanh Binh  |Phong KH| 2.67| 3,978,300 21 0| 800000 4,778,300
7| 5|NguyénThiHué |Phong KH| 2.67| 3,978,300 22| 397,830 800000| 5,176,130
8 | 8|TrinDiérc Thing  |Phong KH 3| 4,470,000 21 0| 800000 5,270,000
E 9 Phong KH Total 15,224,430
10| 1|NguyénVinAn  |T6SX 1.68| 2,503,200 27| 1,501,920| 500000 4,505,120
11| 3|Nguyén Manh Diing T4 SX 1.68| 2,503,200 28| 1,752,240 500000 4,755,440
12| 6|Nguyén Manh Hing T4 SX 1.68] 2,503,200 22| 250,320{ 500000 3,253,520
13| 7|D&ng Minh Nga  [T& SX 1.68| 2,503,200 23| 500,640| 500000 3,503,840
14| 10|Tran Thi Yén T8 SX 1.68| 2,503,200 20 0| 500000/ 3,003,200
E 15 T8 SX Total 19,021,120
E 16 Grand Total 46,781,340
17
Keétqua Subtotal
Hinh2.13. Kétqua Subtotal-Ché dohiénthi AllRecrord
> Lamviécvdimanhinh kétquasaukhitonghop
Clickvéonflt déchon cacmucditliéubanmudnxem
- Chihiénthitongchinh (GrandTotalOnly)
1]2]= A B C D E - G H I
1 BANG LUONG THANG 8
STT HO VA TEN DON VI HS 1 vone e | NSMY | THuone PHU CAP TONG
5 LUONG cONG LUONG
16 Grand Total 46,781,340
17
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- Hiénthiténgchinhva tongphy(GrandTotal AndSubtotal)

1]z|a A B C D E F G H I
1 BANG LUO'NG THANG 8
. . HS NGAY . ” TONG
STT HO VA TEN DON VI LUONGCB | . THUONG |PHU CAP
: * |LUONG cONG : LUONG

5 Phé GD Total 12,535,790
g Phéng KH Total 15,224,430
15 T3 SX Total 19,021,120

16 Grand Total 46,781,340

- Hiénthichitiéttitcacacban ghicungcactonghop(AllRecord)

2.5 Pinhdangvainin bangtinh
2.5.1 Pitlétrangin

Lélakhoangtronggiirandidungvacanhciatranggidyin. Doikhi,canphaidiéuchi
nhlédédit lieuhiénthidédochon.
- Chuyénvanbansangtrangthaiin an.ChonFile>Print

Tropgt‘rinhdonthéxuéng,ch(_)nSettings9chonPageMargins%ChQ
nkiéuléphuhop

Open

Save

Save As

Print

ELET

Export

Publish

Close

Account

Options

Print

Settings

Y
t©

Print One Sided

Collated

Letter
8.5" x 11"

No Scaling

s SR R

Copies: |1 -

Print Active Sheets
Only print the active sheets

Y

Only print on one side of th...

123 123 123

Portrait Orientation

Normal Margins
Left: 0.7" Right 0.7

Print sheets at their actual si...

Page Setup h

Open

Save

Save As

Print

Share

Export

Publish

- Close

Account

- Options

Pr

Top: 075"
E Left: L
Header: 0.3"

Top: 0.75"
D Left: 0.25"
Header: 0.2"

iNt

=

Last Custom Setting

Top: 0.5"
Header: 0.3

Normal

Wide

Custom Margins...

Bottom:0.5"
Right 0.25"
Footer: 0.3"

Bottom:0.75"
Right: 0.7"
Footer: 0.3"

Bottom: 1"
Right: 1"
Footer: 0.57

Bottom:0.75"
Right: 0.25"
Footer: 0.3"

(il

Normal Margins

Left: 0.7" Right: 0.7"

i )
[M200

Hinh2.14.CachdatlétrangintrongExcel

2.5.2 Taoti¢udédautrangvacuditrang

No Scaling

Print sheets at their actual si...

DédjnhdangHeader&F0oterchotrangin,tathuchiénnhusau:
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- ChonRibbonFile>Print->chonPageSetup,xuathiénhdpthoaiPageSetup

Page Setup @éj
| Page Margins ----- H eader}Footer Sheet
Header:
(none) EI
Custom Header... ] [ Custom Footer...
Footer:
(none) EI
|:| Different odd and even pages
|:| Different first page
Scale with document
Align with page margins
[ OK l ’ Cancel l

Hinh2.15.HopthoaiPageSetup

Chon tab Header/Footer & Nhap ndi dung can hién thi twong Gmg vao

mucHeadervaFooter > AnOK

2.5.3 Liplaitiéudé bangtinhkhisangtrang

Détiéudéciiabangtinhc
osadir liéu duoc lap lai o tat
cd trang tin(trong truong hop
dir li¢u bang tinhqua dai hon
bé
thuantiénchonguoidoctheodd

mot trang in).
indidungin an, Excel cung
tinh

laplaitiudébangtinh.

cap nang

Insert Page Layout Formulas

Data

Review

0 ™ O

Margins Orientation Size

Area -
Page Setup

ChonPagelLayout 9ch(_)nPrintTitles,xu?ithiénh(f)pthoai.

-

Print Breaks Background Print

View

ky ||

= =
N

C

Titles

I

Chonhanghoiccotlaplaitrénmditrang,nhipvaonutCollapseDialog > HopthoaiPa

geSetupsébithugonlai,controsétrdthanhmiiiténlyachonnhd(miiitén mau den) >

Chon hang hodc cot can lip lai bang cach boi den ving dir liGucanlip

hodcnhapdiachivungdir liéucénléplaivéohépdiachi.

141



Page Setup

| Page | Margins | Header/Footer Sheet

Print area:

NutCollapseDialog, chon donglap lai
Print titles

Ros to repeat at top: \%;

Columns to repeat at left:

Print
|:| Gridlines
|:| Black and white
"] Draft quality
|:| Row and column headings

Cell errars as:

Choncétlaplai

Page order
(@ Down, then over | =l ===
o Z=QE E 88
() Ower, then down  |E=fs ===
ZEME| [SEE
| Print... | | Print Preview | | Options...

[ QK l | Cancel
Hinh2.16.HopthoaiPageSetup/Sheet

A | B C D | E F G H I J

1| o _ BANG LUONG THANG 8 I |
S HS NGAY " = TONG

STT O VA TEN DON VI LUONG CB| . THUONG |PHU

5 HOVAL SN l}UdNG e cONG an JEAP! oG
1118 ThiHa Phé GA 1 :zl;‘ 20115001 20 2212 650

Page Setup - Rows to repeat at top: ) | - - - . M
[$2:$2|

Hinh2.17. Chonhang cénlapdﬁ:liéu

A | (& D E F G H I
1 |CHPCVU [HSLUONG |[LUONGCB |NGAY CONG THUONG PHU CAP [TONG LUONG
2 1.35 2,011,500 22 201,150| 1000000 3,212,650
3 i 3.99 5,945,100 25 2,378,040| 1000000 9,323,140
4 1Pho GD i 5.34 7,956,600 47 2,579,190| 2000000 12,535,790
5_ Page Setup - Columns to repeat at left: - ‘ ‘ -. b m
6 — i — e - . e L —
2| 524
8
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Hinh2.18.Choncdtcanlapditliéu
2.5.4 Thuchiéninin

Luutr bangtinh
Luwutrir voidinhdangexcel

StrdungtohopphimCtrl+ShodcvaoFile> Save/SaveAs(Luuvditénfilekhac),x
uathiénmanhinhluwutrit> Chonvitriluu.

Save As

(s OneDrive - Personal

ElI;I This PC
+ Add a Place
Browse

Hinh2.19. Manhinhluutrirditliéu
- OneDrive: Luutritbangtinhqua dichvu di¢ntodndammay
- Computer: Luutritbangtinhtrong maytinh
- Add a Place: Chon mdt dich vu luu trir dir

14 r
‘A J N N A A “ A
lidu khadcManhinhxuathiéntiéptheosau
KhichBiitiof luutrit: i
@Ov\- Desktop » v| 4 H Search Desktop P
Organize v New folder gz 2]
o -~ -~
Microsoft Excel ‘] Libraries i
‘:i » System Folder
. Favorites i L
M Desktop Q Homegroup
|3 Downloads System Folder
<» Recent Places i)
User
) & System Folder
. Libraries
‘. Documents -~ Computer
/| My Documents . | System Folder L
File name: [K=RER] v
Save as type: [Excel Workbook v
Authors: User Tags: Add a tag
[] Save Thumbnail
~ Hide Folders Tools ~ Save ] [ Cancel ]
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Hinh2.20.Chon vitrilvutrirditliéu

Luutrir véidinhdangtuyy

Cacdangcothéluutrir:

- .XIsm:dinhdangexcelcdchira macro

- Xls:dinhdangexcel 97-2000

- .mhtm, mhtml:dinhdangweb.

- xltx:dinhdangtemplatedungchoviéctaobangdinhdangmau

- .Ixt,.csv:dinhdangtext

- .pdf:dinhdangpdf

- .Xps:dinhdangXPS

Khiluuworkbookvéi
mc}ttrongcécdinhdangna‘lytac(')théluachoncéctﬁychonnéidungmuénthémvéotrongw
orkbooktrongmucOptions.
Luwuworkbooktrén OneDrive

Pé st dung OneDrive, ngudi diung phai c¢6 hodc ding ky (mdi) mot tai
khoan miénphictiaMicrosofttainhttps://onedrive.live.com.
Thuchiénluwutrittrén OneDrive

- DangnhapvaotaikhoanMicrosofttrongctrasoMicr

H — & X

osoftExcel.ChiiyvaogocphiatrénbénphaicirasoEx

cel,nhépchu@tvaoSign in Signin S Share
- Nhap tai khoan Microsoft (email) va mat khau dé dang nhap. Khi ding

nhapthanhcong, tén taikhoanséxuathiéndgoctrénbén phaimanhinh.
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https://onedrive.live.com/

SIgn In

Type the email address or phone number of the account
you would like to use with Excel.

khoacntt@uneti edu.vn

Next

Privacy statement

- Chontéptincanluutrit>vaoFile> ChonSave/Saveas—>ChonOneDrive.

@ ChonOneDrive J

Save As

New

ﬁ OneDrive - Personal

_.anh@gmail.com

Open

Save

e A F;I This PC
Print + Add a Place
Share

Browse

Export
Publish

Close

Account

Options

Hinh2.21. ManhinhlvuworkbooktrénOneDrive
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ChonvitriuploadtrénOneDrive> ChonSavedéuploadtaptinlénOneDrive.

Save As M
@Cvl ||« | https;//d.docs.livenet » 7bf82a35d24bldef » v| 44 |[ Search 76f82a35d2461.. P |
Organize » New folder B o
i 4. Music -
=, Pictures l :Ic')n:::h
B videos )
Tép dinh kém trong email
& Homegroup Folders
|
& Computer c l Tai lieu
& Windows7 (C) o Folders
& Data (D) |
[ R X
File name: VD_Céc ham Excel -
Save as type: [Excel Workbook X
Authors: User Tags: Add a tag
Browser View Options... [C] Save Thumbnail
“ Hide Folders Tools v [ Save J l Cancel ’

Saukhiluutrit, fileditliucothéduoctruycapvachinhsiradbatkydaubangcachding
nhéptaikhoanMicrosoftquadiachihttps://onedrive.live.com.

Inan

>

Chonméthoécnhiéubéngtinh(sheet)muénin.Muénchonnhiéubéngtinh,nhépchQn

sheetdautién, giit phimCtrl +choncécsheet conlai.

Jata? | Subtotal PivotTable | Consolidate | Sheet

ChonFile > Print,méractrasdInan
ChonPrintActiveSheets(Cactrangtinhhi¢nhanh)—=> Chonvungin(PrintRange)
PrintActiveSheets:Incactrangtinh(sheet)hi€énhanh

PrintEntire Workbook:Intoanbd bangtinh
PrintSelection:Chiinvungdugcluachon

Save As

Print

Share

Export

Publish

Close

Account

Options

Printer

HP LaserJet P2035
= -@ Offline: 1 document waiting

-
Printer Properties

Settings

D Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets

Print Entire Workbook
Print the entire workbook

== Print Selection
Only print the current selection
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https://onedrive.live.com/

» XemtrudcendidungintrongetrasoPreview

BANG LUFONG THANG 2

ST |egva | oOWw oS Lt |Luied O 3"; Tenrtind | reny e | Thend Lt
Afls Trike [Pmo &5 1,332,011, 300) 3| H01,130| 1000000 2,212,530
BT 2.55)3.543,200) 23] 2272.040| 2000000 2232140

Pl &8 Totsl 17333 750

Z| e Tremn | Precng, EH 2.57|3.975. 200 2] Q] 200000| 4775200
3| W TH Phone KH 2572578, 200 22| ET.E30| 200000| 3.176,130|
=[T=n Sl {Frone ke 2|2 470,000 21 Q| 200000 3270000
Pied i BOH Tt 13284430

1| Mmurpen W To 2 1558|2303, 200 ZT| A301.520| 200000 4,308,120
3| Mgorpen WY To S 1535|2202 200) 3| LTI 240|  200000) 4,788,440
5| Mgurpen WY To S 1552202200 ZE| TI0ZZO| 200000 ra kil
7 |Eramy AR To 5 15282202 200 23| 00,540| 200000 2302 240
10 7emn T vl T = 1528|2202 200 20 Q] 200000 0012, 200
Ta 5K Totsl 125,021,130

Grand Totsl 45721340

> AnPrint
Tuychinhndidungtrudckhiinan
Do6i  khi,phaithychiénnhiing diéuchinhnhokhi indn déndéi dung nam
gontrongmottrangin.
> Hiénthitrangintrong ctrasdPreview.File>
Print.Néunoidungbangtinhbicitthanh nhiéu trang, ngudi ding mudbn noi
dung nam gon trong mot trang in, chuyénBudc2.
> Trong muc Settings = chon trinh don tha xudng Scaling = chon Fit All

ColumnsonOnePage. = Bangtinhsédugcthugonviradutrongmottrangin.

Luwu y: NOi dung bang tinh s€ tré nén kho doc hon vi ching dugc thu nho
lai.
Vivay,cothéchungtasékhongmudbnsirdungtiychonnaykhiinmotbangtinhnhiéuthong
tin.Chédomicdinhdéinanvoéikichthudethuc 1aNo Scaling.

2.6 Trinhdiéndiiliéu
2.6.1 ThaotacvéichirecnangPivotTables
> Ynghia

Théng ké dit liéu theo nhiéu cip d6 khac nhau v6i nhiéu hinh thic da dang
tor motbangdir li¢uchinh.

» Cachthuchién
- Datcontrd trongbang ditli¢u
- Chon Tab Insert = (Group Tables) - Pivot Table - PivotTable,
Xudt hi¢nhdp thoai yéu cau chon vung dit liu lam théng ké va noi
xuat hién bangthéngke.
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Create PivotTable M

Choose the data that you want to analyze

6' Select a table or range
Table/Range: Csdl!$A$2:$I$12| E

I Use an external data source

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed
Il (@ New Worksheet
I © Existing Worksheet

1]
il

i Location:

| Choose whether you want to analyze multiple tables

D Add this data to the Data Model

o ) [ o]

Hinh2.22.HopthoaiCreatePivotTable
- Selectatableorrange:Chophépchonvungditli¢ulaSheethiénhanh
- Useanexternaldatasource:Chophépchonvungdit liduttrfileExcel cosan
- NewWorksheet:Phatsinhbangthongké trén sheet mai
- Existing Worksheet:Phatsinhbangthdngkétirdiachidugenhapvao.
ClickOk,xuathiénhdpthoaichophépkéothacacfieldladiéukiénkiénthongké.

rY

PivotTable Fields ™ *

Choose fields to add to

4 i - report:
PivotTablel
5 Search 0
6  Tobuilda report, choose fields
7 | from the PivotTable Field List STT o -
2 HO VA TEN
9 BON VI
10 HS LUGNG -
11 | ——— ;
12 E E E E Drag fields between areas below:
13 ==== [
14 FILTERS COLUMNS
15 L]
16
17 ROWS 2 VALUES
18
19
20 Defer Layout Update

Hinh2.23.HopthoaiPivotTableFieldList
- VingROWSva COLUMNSsé&chirafieldlamdiéukiénthong ké.
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- VingVALUES chtranhingfields6liéu mudnthdngkeé

Dragchudtkéofieldvaoviungtuongung, kétquasdtudongcapnhattaothanhbangt

héngke.

Vidu:Két quathdngkétheonhomdonvi

A B (&
3 |Row Labels

4 | =PhéGD 7956600 2579190
5 Lé Hién Vinh 5945100 2378040
6 Lé Thi Ha 2011500 201150
7 | =Phéng KH 12426600 397830
8 Nguy@n Thi Hué 3978300 397830
9 Tran Brc Thing 4470000 0
10 Tran Thanh Binh 3978300 o
11 | =T8SX 12516000 4005120
12 P3ng Minh Nga 2503200 500640
13 Nguy&n Manh Diing 2503200 1752240
14 Nguy&n Manh Hiing 2503200 250320
15 Nguy&n Vin An 2503200 1501920
16 Tran Thi Yén 2503200 o
17 |Grand Total 32899200 6982140
18

19
20
21

Sheetl Sheet3 Csdl (;/:‘

D

2000000
1000000
1000000
2400000
800000
800000
800000
2500000
500000
500000
500000
500000
500000
6900000

E
~1/Sum of LUONG CB Sum of THUONG Sum of PHU CAP [Sum of TGNG LUONG |

12535790
9323140
3212650

15224430
5176130
5270000
4778300

19021120
3503840
4755440
3253520
4505120
3003200

46781340

Hinh2.24. Kétqua théngkéPivotTable
2.6.2 ThaotacvéichircnangConsolidate

> Ynghia

B . .
PivotTable Fields
Choose fields to add to
report:

Search
NGAY CONG
v| THUGNG
| PHU CAP
v| TONG LUONG
Drag fields between areas below:
FILTERS COLUMNS
> Values
ROWS > VALUES
poNvI v [=

Defer Layout Update

Consolidatechophéphopnhattimhiéuvingdirliéuliéungudn(Sources)vahiént
hikétquatrongvungdir liudich(Destination).

» Thuchién

Gia str cong ty ABC c6
3 ctra hang, mdi cira hang co
mot bang bao céodoanh
thunam 2019. Cong ty c¢6 nhu
cau tong hop cac bao cio cua
3 cua hang thanh mdt bao
cdodoanhthunam2019ctia cong

ty.

W~ Wu b wN R

A

B

CONG TY ABC

- Chonvungdirlidudichbangcachtrochudtvaomotobatkyd vingdo.
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CUA HANG 5O 1
DOANH THU NAM 2019
Prorr vi Triéu d&mg
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Ti wi 250 460 280 500
T lanh 90 120 200 180
May giat 50 30 45 60
A B C [ E
1 |[CONG TY ABC
2 |cUA HANG SO 2
3 DOANH THU NAM 2019
4 BoFr Vi Trigu do;ng
5 |Mat hang Quy 1 Quy 2 Quy 3 Quy 4
6 Tiwvi 130 250 320 420
7 |Ti lanh 50 20 150 200
8 May giat 35 25 60 75
2,
A B = D E
1 |[CONG TY ABC
2 |cUrA HANG SO 3
3 DOANH THU NAM 2019
4 Brorr vi Triéu do;ng
5 |Mat hang Quy 1 Quy 2 Quy 3 Quy 4
6 |Tivwvi 200 350 230 400
7 |Ta lanh 50 100 180 150
8 |May giat 30 25 30 55
2,

ChonTabData=>(GroupDataTools)=>Consolidate,xuathiénhdpthoaiConsolidate

sumofL.. v |-=

- %



All reference: Chira tit ca cac vung dir liéu ngudn can thiét cho viéc hop
nhat.Dé thém dir liéu ngudn, ta chon Add. Dé x6a mot ving dir liéu trong hop
Allreferences, tachonviing d6,roinhdpnutDelete.

7

Consolidate

Function:

Sum E

Reference:
Consolidate_data3!$A$5:5E$8 £R: Browse...

All references:

Consolidate_Datal!$A$5:5E$8 -
Consolidate_data2!$SA$5:$E$8

Consolidate_data3!$A$5:$E58

ok

— Delete
Use labels in
@ Top row
@ Left column @ECreate links to source data§

Close

Lo« |

Hinh2.25. HopthoaiConsolidate

Uselabesin:
o Toprow:néumudnstrdunglaiténcotctiavingngudn,
o Leftcolumn:néumudnsirdunglaicicgiatriciacotdautiénctiavingngu
on.(Odaylagia tri cliacotMdthang).
- Createlinkstosourcedata:Néumudnditliéuhopnhatduoccapnhatmdikhicot
haydbioving dir lidungudn.
- Kétquathuduoc:

1|2 A C D E F

1 CONG TY ABC
2
3 DOANH THU NAM 2019
4 Do vi: Triéu dﬂng
5 |[Mat hang Quy 1 Quy 2 Quy 3 Quy 4
[ 6 250 460 280 500
7 130 250 320 420
-8 200 350 230 400
-] 9 Tivi 580 1060 830 1320
[ - 10 90 120 200 180
11 50 90 150 200
-12 50 100 180 150
-] 13 Talanh 190 310 530 530
C 14 50 30 a5 60
15 35 25 60 75
- 16 30 25 30 55
=] 17 Mmaéygiat 115 80 135 190
18
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Sirdungnit d8 thayddichédohiénthi kétqua
A C D E F

1 CONG TY ABC

2

3 DOANH THU NAM 2019

4 Domn vi: Triéu dﬁng

5 |Mat hang Quy 1 Quy 2 Quy 3 Quy 4
9 Tivi 580 1060 830 1320
13 |Tdlanh 190 310 530 530
17 |May giat 115 80 135 190

2.6.3 Taoddthitrén ditliéuctiabangtinh

Do thi 1a mot dang bicu dién dir lidu tryc quan, sinh dong gitp ngudi quan ly
dﬁliéu,ngu’(‘rixemdédéngnémbétcécséliéutheocéctiéuchibiéudiéndﬁliéuduchétratruc’wcdé.

Dothigiuptrinhbayditliuctuabangtinhbangcachhiénthicacsu
kiénvaconsddudidanghinh anhtryc quan ratcoéynghia.

Db thi cho phép biéu dién su twong quan cua dir liéu trong bang tinh trén
phuongdiéndbhoa,gitp biénddicachang,cotthong tinthanhnhitnghinhanhcéynghia.

Do thi gitp chung ta so sanh sb liéu trong bang tinh mot cach truc quan, tranh
Viécphéid(_)ccécs6liéuchichittrénbéngtinh.

Dothigitiptiéndoandugcsuphattriénciaditliéumotatrongbang, liamchobangtronénsin
hdongvathuyétphuchon.

> V&dothi
- Chonvungditliéucanbiéudiéndothi.
L \ . . = - ka1 [
- Chon kiéu do thi tor Ribbon - Insert I'I:? - - i - l

>nhémCharts. Mdinhémdothiséconhiéuki —Recommended P n- - P
Charts i <

éukhac nhau. —_— -
- Hoantatlayoutchodd thi.Layoutcta do
thilécéchbétricécthémhphﬁntrongdéthisaochod@pmét,déxem. i - IET A=
Thuchiénbangcachchonddthi> RibbonDesign Add Chart Quick
>Chart Layouts >Quick Layout = Chon cich bd tri Element~ Layout~
, Chart Layouts
thichhop.

- Diéu chinh chudi hién thi dit liéu tir dong sang cdt va nguoc lai trong
r tru(‘)'ngho’pé'Bué’c?Bchu’ahiénthidangnhumongmuén.Thuc
_ i hién:chonddthi-> RibbonDesign-> Data=> SwitchRow/Co 11
Switch Row/ Select

Column Data lumn. Change
Data - Chart Type
Chondangdbthikhicdéphihgphonvaidilicubiéud
i&n.Chonddthi> RibbonDesigh> Type—>

ChangeChartType
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o O O O

o O O O

Change Chart T

I e
| |Recommended charts | All Charts |

& Recent
Templates
Column
Line

Pie

Bar

Area

EEMEE E

XY (Scatter)

Stock

E

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker

Waterfall

EERFOEX®

Combo

Hinh2.26. HopthoaiChangeChart Type
Column: biéu ddcot.Motbiéu docot thudngbiéu thicac  théloai  doc
theotrucngang(théloai)vacacgiatridoctheotrucdoc(giatri).
Line:biéuddduong. Thuongdungdébiéudiéncackhuynhhudngditliéutaicackhoangth
digian bangnhaunhuthang, quyhoic nam taichinh.
Pie:biéuddhinhtronvavanhkhuyénbicat. Nénsirdungkhi:
Chicé motchudiditliéu.
Khongcogiatrinaotrongdirliéulagiatriam.
Khéngcogiatrinaotrongditliéulabangkhong.
Khong c6 qua 7 thé loai va tat ca cac thé loai nay déu biéu thi mot phan
giatricuatoanbohinhtron
Bar:biéudothanh. Strdungkhi:
Cécnhantrucquadai.
Cécgiatriduocbiéuthilacicquingthoi gian
Area:biéudoving. Pugcdungkhimudnbiéudiénsythaydditheothdigianvahudngsuch
Gydéntonggiatritheomodtkhuynhhudngnaodo.
XY (Scatter):Biéu dophantan.Sirdungkhi
Mubnthayddithangtylécta trucngang.
Mudndittrucdétheotylélo-ga-rit.
Cacgiatricuatrycngangduoc cachquangkhong déu.

Conhicudiémdirliutréntrucngang.
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o Muén diéu chinh thang do truc doc 1ap cua biéu d6 tan xa dé cung cip
thémthongtinvécacdit liéucochira caphodcnhomgiatri.

o Mubn biéu thi diém giéng nhau giita cac tap hop dit liéu 16n thay vi sy
khacbiétgiita cac diémdit li¢u.

o Muén so sanh nhiéu diém dir lieu ma khong lién quan dén thoi gian,
cangnhiéudit liudugcduavao thicangdua ranhitngsosanhtdthon.
Stock:biéuddchimgkhoan. Thudngdungtrongviéeminhhoanhitngdaoddnglénxudn
geuagiacophiéuhayluongmua hangngay,nhiétdohangnim.
Surface:Biéudébémét.S&dungdébiéudiénméiquanhégiﬁ’acéclu’o‘ngdﬁ:liéulé‘n
(truonghopdangbiéuddkhac khé xem)

Radar:So sanhcacgiatritonghgpctiamot vaichudiditliéu

Combo  :Biéuddnaykéthop2haynhiéudangbiéu . -

; 1k o : ) ®e® - 4 A
do khac nhau dé biéu dién cho ngudn ditli¢uda Change . TES
dang. Colors ~
> Diéu chinh mau sic cho db thi. Chon do thi Colorful At

>Ribbon Design> Change Colors - Bang | ]

ma‘luxuéthiénvéchc_)nméutﬁythich. . . . . .
Vi du: Thong ké hoc lyc cta sinh vién qua ]
tirngcaphocthéngquabangtinhdit liéu. = . . ===

DAIHOC |CAO DPANG [TRUNG CAP -
GIOI 30% 35% 20% Monochromatic
KHA 35% 45% 20% ....
TRUNG BiNH 25% 15% 50%
YEU 10% 5% 10%

THONG KE HOC LU'C THEO CAP HOC
60%

50% 45%

40% = .

30%

20%

50%

10% H -

0%

| | TRUNGBINH | E
PAIHOC | % [ 25% \

§ CAO DANG | I ' ‘

m TRUNG CAP |

- | RTADNDANG s TRUING CEP
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e Cic thao tac trén do thi
Dichuyéndothi

Chonddthi> ChonRibbonDesign—> ChonbiéutugngMoveChart,xuathiénhd -

hoaiMoveChart Move
Chart

- Newsheet: Datchuotoworkbookmai Location
- Objectin: Datdothitaimdtsheet thudc workbookhiéntai.

Move Chart @) S%
Choose where you want the chart to be placed:
‘J ﬂ (") New sheet: | Chartl
|M' @) Object in: Biu dd E]
OK I ‘ Cancel ’

L
T ~—

Thaydoikichthudcedothi

Duachu(f)tvéloduémgbaocﬁadéthi,ké0chuc}tdichuyéndénkichthuc’wcmong
mudn. Saochépdothi

Chondothi->nhanCtrl-C,dichuyéndén noi dat->nhén Ctrl-V
Xo6adothi

Chondéthié‘nhénDelete.

Hi¢uchinhdothi

Chondéthi9R_C1icktrénd6thi%chonFormatChartArea%chgnthénhphﬁn
muénhiéuchinh.

> PanhgiaditliéubangSparklines

Sparklines cach nhanh va don gian nhit dé thém thanh phan dd thi ¢& nho
(mini)trong mot 6 (cell). Sparklines tap trung vao cac gia tri toi da va téi thiéu bang
cac mau sackhac nhau dé phan tich xu hudng dit liéu nhu: tiéu dung, doanh thu...Vi
duy, ta c6 bang ditli¢u sau, dung Sparklines dé xem ti 18 lao dong theo mdi ndm cua
tung nhém tudi. Tuythudcvao

durliéumataséchondangSparklineslaColumn/Line/WinLoss.
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So'b6 2020 Column Line Win/Loss

15-19 2.2 1.3 1.6 1.9 i _.m  —|mmEm=
20-24 16.7 14.8 16.9 19.6 - mBi -, — |-
25-29 23.3 23.8 25.2 27 - mB| _— |mmm-
30-34 18 20 21 22.6 _mmuill|, — mE=m
35-39 13.3 13.9 15.2 17.3 —mB| — |mm=m-
40-44 12.2 12 13 13.9 ——mill] . — |WmE=m
45-49 14.2 13.1 13.7 13.6 I o — ==
50+ 11.6 11.6 12.2 12.4 __—_mB|. -~ |mE=m

Hinh2.28.PhantichditliéubangSparklines
Cachthuec hién
Chondongdirliéumudnthéngké. VaoINSERT - Sparklines=>chondanghiénthi(Column,
LinehoécWin/Loss),xuéthiénme‘lnhinhCreateSparklines.
A B C D E F

[0}
T

15-19 22 | 13 | 16 | 19 | I
16 7 1 10 .6
20-24

- A9 “
Create Sparklines. ‘m @g

Choose the data that you want

35-39
40-44 Data Range: |B3:E3

R - T RN SR N
5]
&
5]
o

| Choose where you want the sparklines to be placed

Location Range: $F$3|

=
=]
(%))
=}
b

[y
=

=
M

=
(%]

=
s

- DataRange:Chonvingditlieumudnthdngké

- LocationRange: Chonvitridat Sparklines

- AnOKdéhoantat.
Hi¢uchinhSparklines

Chondchirasparklinescanhiéuchinh,R_Click > SparklinesTools=>chonnhémcanhié
uchinh:

i Z T} High Point First Point - ZSparkline Color~ 3 i Group
9/; 11 1] . . i
= Low Point Last Point - E Marker Color ~ A;_"‘ r['] Ungroup
= is

Edit Line Column Win/ . )
Dot~ Loss Negative Points Markers . & Clear ~

Sparkline Type Show Style Group

- Sparkline:hiéuchinh vungd@rliéuhayvitridatsparklines
- Type:diéuchinhdangsparklines
- Show:choncachhiénthidiémtrongsparklines.
- Style:chonkiéuhiénthicholoaisparklinesvé mauséc
- Group: nhomsparklines haygd bocac sparklines.
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% TOM TAT CHUONG 2

Chuongnaytaptrungmdtsdndidungchinhsau:
- Téngquan végiao diénExcel
- Xulydirlieutrongbangtinh
- Mbotsdbhamthéngdungtrongbangtinh
- Xulycoso diliéu
- binhdang vainan bangtinh
% Cacbaitaphéthongkieénthirc
BaitapExcell

Nhéapvatrinhbaybangtinhnhusau:

e NqA\’ }L& SO LL_‘()’NG DON THANH | THANH
BAN HANG (Tan) GIA | TIEN | TIEN VND
1 29/01/2010] X001 10 $200
2 16/06/2010| T003 20 $100
3 16/06/2010( €002 15 $300
4 18/06/2010| G001 8 $400
5 11/07/2010( NO003 9 $300
6 11/07/2010|  S001 25 $300
Yéuciu:

Caul . TinhTHANHTIEN=DONGIA* SOLUONG(dinhdangdonvitiéntéla}
USD) Cau2:TinhTHANHTIENVND=THANHTIEN*20500(Dinhdangdonvitién

telaVND, codduphan cachhangnghin).

Ciu3:Sapxépbangtinhtréntheomahangtingdan.

BaitapExcel2
Nhéapvatrinhbaybangtinhnhusau:
BAN CHI TIET BAN HANG THANG 11/2010
S \IA NGAY TEN si.c | PON THANH | THUE | TONG
C.TU |[NHAP HANG GIA | TIEN | VAT | CONG
1 |MSO01| 19/11/2010|Mouse 0| &
2 | MBO1| 25/11/2010|Mainboard | 10 | 45
3 | sCo1| 21/11/2010{Soundcard | 20 | 20
4 |RAO1 | 04/11/2010|RAM 30 | 15
5 | KB01| 24/11/2010[Keyboard | 25 | 15
6 |RAO1| 02/11/2010[RAM 40 | 15
7 | cDo1| 20/11/2010/Pia CD 20 [ 30
8 | FDO1 | 28/11/2010|Pia mém 30 | 12
9 [HDO1| 22/11/2010|Pia citng 60 | 50
10 | HDO1| 04/11/2010|Diacieng | 100 | 50
T(:mg cong
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Yéucau:

Ciul:Tinhcot THANHTIEN=SLF*PONGIA(dinhdangdonvitiéntéla

Ciu2:TinhTHUEVAT=10%*THANHTIEN
Ciu3:TinhTONGTIEN=THANHTIEN+THUEVAT
Ciud:SipxépbangtinhtheoMAC.TU (machtmgtir)tingdan,néutring mathi

sapxéptheongaynhap giamdan.

BaitapExcel3: Nhapvatrinhbaybangtinhnhusau:

BIEN BAN THONG KE
QUY 01- 2010
A e -l e
LOAI D TRI PHI TRI pHf PHA
SELY mli ci:ljzi~I SLC| G1A |cceus |SC| ciA | ccHS I;SN
PIEN TU ©) © @D ®)
1 | Ta lanh 120 12 (1) [ 15 3) @) a7
2 | Piu Video 140 10 24
3 | Ampli 70 25 12
4 | Cassette 50 15 10
5 | Radio 30 20 24
6 | Photocopy 140 10 15
VI TINH ) 10) (1) a2
7 Mainboard 350 10 10
8 | Diacing 220 25 30
o Dia Maxcell 60 100 150
10 | Ram 120 20 15
11 | Keyboard 15 50 50
12 | Mouse 5 100 50 (18)
TONG CONG (13) (14) Q15) (16
Yéucau

Caul:Trigiétaivitri (1)va(3)=DONGIA*SOLUONG
Cau2:PHIC.CHO(phichuyénché)taivitri(2)va(4)=TRIGIA*TYLECUGC

CHUENCHO(theotirngthang). Tinhvalamtrondénhangdonvi.Nénlapcongthtrccho 1t
hang,conthangkiathisaochépsang,dungdiachituyétddiva hon hop.

Ciu 3: Cong cho timg nhom 16 hang theo cach cong TRI GIA, PHI
C.CHO. CongTRI GIA va PHI C.CHO cho cic nhom hang DIEN TU tai cac vi tri

(5), (6), (7), (8); chonhémVITINHtai cacvitri(9),(10),(11),(12).

Ciu4:TinhTONGCONGcho2nhémtheoTRIGIAvaPHIC.CHOtai(13),(15),(

16).Tai(13)=(5)+(9)

Cdu 5: PHI PHAN BO tai (17) cho cac mat hang = 50 000 (I téng phi
phan bd),chi cho TONG TRI GIAva PHi C.CHO trong 2 thang cua tat ca cac mat
hang DIEN TUva VI TINH va nhan cho TONG GIA TRI va PHI PHAN BO trong

2 thang cua tirng mathang.
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CHUONG 3.TRINH CHIEU PIEN TU VOl MICROSOFT POWERPOINT
% GIOI THIEU CHUONG 3

PowerPoint 1 mét cong cu trinh chiéu d6 hoa truc quan cho phép ngudi dung tao

ra cac bai trinh dién theo nhiéu cach khac nhau. PowerPoint giup ngudi st dung

dinh hudng noi dung trinh bay cho cic budi bao cdo, hoi hop, cac dién gia dién
thuyét theo chu dé
< MUC TIEU CHUONG 3

>

Sau khi hoc xong chwong nay, nguoi hoc coé kha nang:

Vé kién thirc:

Hiéu vé giao dién PowerPoint

Ndm Vitng cdch tao va quan 1y trang trinh chiéu
Hiéu biét vé cdc phwong tién da dang

Ndm vitng cdch tao hiéu g va chuyén dong
Hiéu vé thiét ké trinh chiéu

Vé ky ning:

Phat trién Ky ndang sir dung PowerPoint

Ky néng tao va quan Iy trang trinh chiéu

Ky nang su dung cdc phuong tién da dang

Ky néng tao hiéu itng va chuyén déng

Ky nang thiét ké trinh chiéu

\Vé ning luc tw chii va trach nhi¢m:

Ndng luC Vé Quan 1y thoi gian, trach nhiém Véi cong Viéc
Nang luc hoc tdp va lam viéc doc lap

Tu chu trong viéc gidi quyét van dé

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 3

Poi V6i nguoi day: sir dung phwong phdp giang giang day tich cuc

(dién gidng, vdn ddp, day hoc theo van dé); yéu cau nguoi hoc thuc hién cdu

hoi thado ludn va bai tap chuwong 3 (ca nhan hodc nhom).

Poi Véi ngueoi hoc: chi déng doc triede gido trinh (chwong 3) truedc

buéi hoc; hoan thanh dday di cdu héi thao ludn va bai tdp tinh hudng

chuwong 3 theo cd nhan hodc nhom va nop lai cho nguoi day dung thoi gian

quy dinh.
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< PIEU KIEN THUC HIEN CHUONG 3

- Phong hoc chuyén mén héa/nha xwong:Phong thuc hanh

- Trang thiét bj mdy méc: May chiéu, may tinh va cac thiét bi day hoc khac

- Hoc ligu, dung cu, nguyén vt ligu: Chuong trinh moén hoc, giao trinh, tai li¢u
tham khao, gido an, phim anh, va céc tai li¢u lién quan.

- Cdc diéu Kign khdc: Khong c6

< PHUONG PHAP KIEM TRA VA PANH GIA CHUONG 3

- Ni dung:

v’ Kién thirc: Kiém tra va danh gid tat ca néi dung da néu trong muc tiéu kién
thuc

v' Ky nang: Bdnh gid tat ca néi dung di néu trong muc tiéu ki ndang.

v Ndang luc ty chii va trdch nhiém: Trong qud trinh hoC tdp, nguoi hoc can:
+ Nghién ciru bai truéc khi dén 16p
+ Chudn bj day di tai liéu hoc tap.
+ Tham gia ddy d thoi leong mén hoc.
+ Nghiém tuc trong qud trinh hoc tap.

-  Phwong phap:

v’ Diém Kiém tra thwong xuyén: 1 diém Kiém tra (hinh thirc: hoi miéng/ thuyét
trinh)

v’ Kiém tra dinh kp Iy thuyét: khéng cé

< NOQI DUNG CHUONG 3

159



3.1 Téng quan giao dién PowerPoint 2016

3.1.1 Khéi dong va thoat khéi PowerPoint

? - F X
" nanh@gmail.com
PowerPoint gt
Recent ) -

Today AA F
o Phan 3 - Mo hinh khai n...
e e O

Older Blank Presentation Badge Banded Basis
S 2 SD Phanra CN + SD L...
D: » TL Hanh » TL Co quan »... : . ) § 7 . )
- T
S e R |
PR 1-Khai niém & Khdo sat Aa ‘V‘\ ‘ A.A.
D:» TL Hanh » TL Co quan »...
- - - .. ! = =
Berlin Circuit Ccrop ~  Damask
A A | ‘
A ’ a -
s o me -
Droplet Facet Feathered
@@ Open Other Presentations

Hinh 3.1. Man hinh kl-lf)‘i dong PowerPoint

Tai day, chung ta c6 thé chon lya cach thic dé bat dau voi mot bai trinh chiéu:
- Chon Blank Presentation dé tao trinh chiéu méi
- Chon cac template (mau) theo chu dé.
- Muc Recent: mé bai trinh chiéu sir dung gan day

- Open Other Presentation: mé mot bai chiéu khac.

3.1.2 Man hinh PowerPoint 2016
Mac dinh, man hinh chinh khi chon Blank Presentation gém cac phén:

Hinh 3.2. Man hinh chinh ctua PowerPoint\
Tab File: cho phép thuc hién cac thao tac trong viéc quan ly dir liu va tap tin nhu: tao

méi (New) , luu (Save/Save As), in an(Print) va diéu chinh céc tiiy chon (Options).
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- Slide tab: cho phép xem cac slide dugc tao ¢ dang thu nho, thi tu cac slide nay
cling chinh 13 thtr tu hién thi.

- Status bar: chtra cac tiiy chon cho phép xem slide ¢ cac ché d6 khac nhau nhur:
normal, slide sorter, reading view, slide show va cac ché d6 phong to thu nho
slide.

- Notes pane: cho phép ngudi trinh chiéu thém cac chu thich cho slide.

- Slide pane: ddy la ving chinh dé nhap noi dung hién thi dé trinh chiéu.

- Menu bar, Ribbon: méi tab trong menu bar cho phép mé ra nhém cac cong viéc

Presentationl - PowerPoint g 2

hanh@gmail.com

@ Recent Today
L5 Phan 3 - Mo hinh khai niem 8/8/2019 1:16 PM
= . l‘ D:» TL Hanh ’
éip OneDrive - Personal
\\"E nh@gmail.com Older
I LL 2_SD Phan ra CN + SD Ludng du liéu :
Elgl This PC n ‘ D: » TL Hanh U220
+ Add a Place
Browse
Account
Options
CIIUN LV QuUuU SUVLILIT
—— Slide
Slide
Statusbar
Slide 1 of 1 English (United States) \ 2 Notes Wcomments B 5 B § -—)— + 59% FH

con twong tng ¢ ting Ribbon

Hinh 3.3. Thanh Ribbon cua PowerPont

Presentationl - PowerPoint B - 2 X

Insert Design Transitions Animations Slide Show Review View Q Tell me what you want to do. Sign in ,q_ Share
= | [ELayout - | =3= = \\Ooool-| O L Find
5 tD n 9 Reset : AL LG . R 3 Replace ~
aste ew i abe AV - A A -~ £ _|Arrange Qu
- ¥ gjide- [Section~ B I US szl =~ |2} Ks T i [ Select -
Clipboard = Slides Font Paragraph Drawing Editing ~
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> Y nghia ctia cac Ribbon

Cac Ribbon Chirc nang
FILE Thuc hién cac chitrc ning nhu md, luu va in 4n tai liéu
HOME Thay d6i Font, Paragraph, Heading styles va céc tity chon

Chén sé trang(pages number), bang(table), cac minh hoa, lién
INSERT két (link), header & footer, text va symbols

Thay dbi page layout, chon slide themes, colors, fonts va

DESIGN effects, cling nhu background styles va graphics

TRANSITIONS [Thiét Iap hiéu tng di chuyén giita cac slide

ANIMATIONS  [Thiét lap cac hiéu ang cho ting ddi tuong trén cac slide

Xem trudc cac ché do view, ghi nhan thoi gian trinh chiéu

SLIDE SHOW ((rehearse timing), thay doi thiét 1ap hién thi man hinh

Cho phép thuc hién cac 1énh lién quan dén bao mat va so sanh

REVIEW tai lidu, thay doi cac track

Thay d6i man hinh hién thi, 4n va hién cac thumbnails, xem
VIEW va luu cac macro
ADD-INS Diéu chinh thanh cong cu
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Vé6i PowerPoint 2016, ngudi dung d& dang diéu chinh cac tab trén Ribbon dé

hién thi cac 1énh thudng dung.

| PowerPoint Opti
General

Elé-ﬂg Customize the Ribbon.

Choose commands from:‘

Proofing

Save
\Popular Commands

Language 1

Advanced h, Action Settings
: % Add Animation
ibbon |

‘ Customize Ri Add Table

Animation Pane
Animation Styles
Bring Forward
Bring to Front
Bullets

Copy

Cut

Decrease Font Size
Draw Table
Duplicate Slide
Email

Eyedropper

Font

Font Color

Font Size

Format Background...
Format Object...
Format Painter
From Beginning
From Current Slide
Group

Ll aelinle

“4"'1

A

2,
Quick Access Toolbar ©

Add-Ins

> <A1 o

Trust Center

PEDESl « & > NEFm

il

Te

T

>

111

3

/ Customize the Ribbon:'V

2

Main Tabs B

Main Tabs
= |v|Home

Clipboard
Slides
4 Font
Paragraph
Drawing
Editing
Mlinsert
i Design
| [V Transitions
[¥] Animations by
V]slide Show
Review
View
[F]Developer 5

M Add-Ins
MIMerae X
\ New Tab New Group Rename...
Customizations: Reset v |4
Import/Export v |V

OK ’ Cancel 7

>

1

[

- Click trén tab File [click Options(] trong hop thoai Option [ chon Customize
Ribbon (1) [ chon New tab (2) [J chon Iénh tir danh sach Choose command

from (Popular Commands) (3)

- Vé6i mdi command duoc chon, click Add (4) dé thém command vao tab mi.

- Click Rename (5) dé ddi tén tab theo ¥ mudn.

- Click OK dé tit ca céc hiéu chinh & trén c6 hiéu luc.
Hinh 3.4. Man hinh hién thj tab méi & Ribbon:

> Cac ché do hién thi (View)

Chon tir Status bar ¢ goc phai dudi cua cira s6 PowerPoint hoic chon cac biéu tuong
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New Tab Home Insert

=l 4 EE

Copy Cut Slide WordArt Slide
Master - Sorter

MNew Group




= s
ENEENEENIEINEE
Mormal Outline Slide MNotes Reading Slide Handout Motes
View Sorter Page View  Master Master Master

Presentation Views Master Views

tuong tng tr menu View.

B = B T -—17Jp + s59%

- Normal View va Outline View: 1a ché d6 mic dinh khi khoi dong PowerPoint.

- Slide show: trinh chiéu slide toan man hinh, ché d6 nay dung dé trinh chiéu khi

thuyét trinh.

- Notes page: xem noi dung slide va chu thich cua slide.

- Reading view: xem noi dung slide, khong hién thi toan man hinh

- Slide Master: vé ché do thiét ké slide master

- Handout Master: xem trudc cau tric cua slide master.

- Notes Master: xem chu thich master

» Hiéu chinh khung nhin PowerPoint

O ché& d6 Normal view hay Slide Sorter view,
chungtacéthéthayddikichthuwdcmanhinhhiénthindidu
ngclaslidebangcach:

- T& goéc phai duwdi cia thanh Status bar
trong clras6 PowerPoint, chon Zoom level,
man hinh
sauxuathién,chontilé%hodcnhapvaoconsém
ongmudnd&Percent.

- Hoac chon tlir View tab = Zoom group 2>
chonZoombutton.

- Hbac kéo biéu trong Zoom & gdc phai dudi

cluathanhStatus bar nhuwhinh duéi

3.1.3 Tao file trinh dién méi
» Trinh tu thuc hién:

-

Zoom

= 3

Pl X

Zoom to

Fit

() a00%
© 200%
) 100%
) g6
©) 50%
) 33%

-

Percent: 59%

-

|

oK

[ |

- Trén tab File [J chon New, ctra s6 New Presentation xuat hién vai tiiy chon

Blank Presentation dugc t6 sang

- Click Create dé tao méi slide

Néu mubdn ap dung cac Themes ctia PowerPoint, click menu Design dé hién thi Ribbon

cac Themes. Design Themes 1a cac miu slide c¢6 dinh dang sin véi font chit, mau sac,

hi¢u ung, ...
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Home Insert Transitions Animations Slide Show

‘ T I IR TN
SRR A
| N ld »
Aa Aa ’Aa I e Q’i’fz’c‘i -
1 1 | | -em - - - L1 [ ] -

- Chon Theme tuy thich dé ap dung cho slide.

3.1.4 Thay déi Slide Layout
Slide layout ding dé thiét 1ap cau trac hién thi ndi dung cho mdi slide. Trinh ty thyc

hién:
- Click chon slide muén thay doi cau trac
- Chon Home trén thanh thuyc don
- O muc Slides, chon Layout

- Tur danh sach x6 xubng, chon cau trac slide mong mudn

Insert Design Transitions Animations Slide Show

[ -|Layout ~ s | i—
Office Theme

MNew
Slide ~

Title Slide Title and Content Section Header

Two Content Title Only

Blank Content with Picture with
Caption Caption
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Hinh 3.5. Lya chon céu tric slide

3.1.5 Thao tac vai slide
* Thém mai va g& bo slide

Menu Home D(Gl’oup SlldeS) O Chon NeW Sllde, GO Insert  Design  Transitions  Animations  §|

| _‘ [FELayout -
— Reset
o F5Rese

file trinh dién. Néu chung ta mudn chon ciu trac ' sige =Seion”
| Office Theme

mot slide véi cau tric mic dinh s& dugc thém vao

slide khac, chon tir drop down list cia New Silde

nhu’ hinh du'él ................ -
Title Slide Title and Content ~ Section Header |
Hinh 3.6. Thém méi slide e s
» Cac tuy chon khac khi thém mdi slide o : —
wo Content Comparison Title Only
- Duplicate Selected Slides: thém slide co6noi ~ ————
dung, cdu trac va dinh dang giéng slide dang = |
Blank Content with Picture with
Ch(_)n. Caption Caption

- Slides from OutLine: thém slide c6 ndi 0 Duslcate Selected Sices
e . , % Slides from Qutline...
dung dugc lay tu cac file dang word (.doc,

2 Reuse Slides..
.docx) hoic text (.rtf). Tiéu dé cua slide 1a nhitng noi
dung van ban dugc dinh dang véi Heading 1, cac ndi dung thudc Heading 2 s€
tré thanh cac ndi dung chinh cua slide.
- Reuse Slide: thém slide tir cac slide ¢ nhiing file khac.
* Xoa Slide
> Cho phép x0a slide khoi bai trinh chiéu.
Chon mat slide (hoac nhiéu slide) can xéa [ Right Click [ Delete Slide (hozc
chon Group Clipboard (] tab Home [J chon biéu twong Cut)
> An Slide: Cho phép an slide trong bai trinh chiéu nhung khong xo6a di.
Chon slide can che giau [J Right Click [J Chon Hide slide
3.1.5.2 binh dang slide
3.1.6 Chon va thay d6i Themes
Chon menu Design [J (Group Themes) [ chon Themes tuy y.
Nguoi dung duge phép thay doi mau nén, font chir cho Themes bang cach chon

tur dropdown list.
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3.1.7 Pinh dang nén
PowerPoint cho phép thay d6i nén (background) cua slide theo cac tuy chon

khac nhau. Nén cua slide c6 thé 13 mot mau chon tir bang mau, hoic mot nén
duoc phdi nhidu mau tir bang mau, hoic nén 13 mot hinh anh chon tir 6 dia. ..
Trinh tu thuc hién:

Chon Slide [ Right Click [J chon Format Background, xuét hién khung dinh
dang Format Background.

Solid fill: day 1a tuy chon khong cé anh huong nhiéu dén nén cua slide, tap
trung vao diéu chinh do trong sudt cua hinh anh(Transparency).

Gradient fill: thay d6i mau sac hinh nén tir sang sang tdi va nguoc lai.

Picture or texture fill: thay d6i nén slide 13 mot hinh anh.

Pattern fill: chon miu mau san c6. Hide backround graphic: an hinh nén

3.1.8 Thém ndi dung Footer
Noi dung Footer 13 ndi dung s& xuat hién & cudi mdi slide, thuong cé noi dung

gidng nhau cho tat ca slide. Nhitng noi dung thudng chén vao ¢ Footer gom:
Ngay thang nam (date and time); S6 thi tu slide (Slide number); Noi dung tiry
chon (Custom text)

» Trinh tu thuc hién:
- Chon Ribbon Insert [J(Group Text) [ Header & Footer, xuat hién hop thoai
Header & Footer
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Header and Footer M

Slide {@ Handouts |

Include on slide Preview
O Date and time

Update automatically

8/9/2019 v

Language: Calendar type:
i English (United States) v Gregorian v
| Fixed

8/9/2019

[ slide number

] Footer

[ Don't show on title slide

Apply ] lApplyto AII} l Cancel

Hinh 3.7. Hop thoai Header&Footer

Include on slide: chon tiiy chon mong muén va hiéu chinh néu can thiét.
Nut Apply: thém Footer cho slide hi¢n hanh.

Nuit Apply to all: thém Footer cho tat ca slide.

3.1.9 PDinh dang bing Slide Master 7
Viéc dinh dang cho tung slide ¢6 thé lam mat nhi¢u thoi gian dé soan mdt bai
trinh chiéu. Slide Master cho phép thuc hién cac cong viée dinh dang trén toan
bo slide, trén cac ciu trac cia slide va sir dung cho tat ca cac slide con cta bai
trinh chiéu. Do d6, chi can thay d6i mot dinh dang cua slide master, dinh dang
cta céc slide con s& thay doi theo. Slide master khong chira noi dung, chi chta
cac ddi tugng dé dinh dang. Cong viéc dinh dang trén slide master thuc hién
tuong tu nhu dinh dang tirng slide don.
Trinh tu thuc hién:

- Chon Ribbon View[] (Group Master View) [1 chon Slide

Master, xuat hi¢n giao dién dinh dang Slide Master [J thuc e

Master View

hién dinh dang cho Slide Master nhu slide don.

Close

- Sau khi dinh dang xong, chon ché d¢ hién thi Normal hozc chon
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(Group Close) (1 chon Close Master View, giao dién s€ tro lai trang thai

soan thao noi dung cho tirng slide don.

Presentation] - PowerPoint B - 8 X

Home Insert Transitions Animations Review View Q Tell me what you want to do.. Sign in ,O_,, Share

—_ mir B Colors - &3] Background Styles - [* B

E}, Rename Fonts ~ Hide Background Graphics
Insert Slide Insert faste Insert V| Footers = Themes @l Slide Close
Master Layout i ayout Placeholder ~ X o Size~  Master View
Edit Master Master Layout Edit Theme Background 5 Size Close

Click to edit Master title style

* Edit Master text styles
* Second level
* Third level
« Fourth level
* Fifth level

»

Slide Master [[%  English (United States) B =5 ®#@ 7 - 1 + 60% [

Hinh 3.8. Binh dang Slide Master

3.1.10 Chén va dinh dang cac ddi twong trong Slide
» Soan thao noi dung cho Slide

Trong PowerPoint, van ban dugc dat trong cac Place holder hodc céac textbox.
Luu y: cac thao tac dinh dang van ban (font chit, in dam, nghiéng, gach dudi,
Bullets and Numerbing, ...) va chén cac dbi tuong (table, biéu dd, wordart,
hinh anh, header, footer,
...) dugc thuc hién nhu khi st dung Microsoft Word (Xem thém néi dung
Churong 1)

> Thém vao dbi tuong d6 hoa

Chon Ribbon Insert [1 (Group Illustrations) I Chon céc tuy chon tuong ) shapes -
5 SmartArt
1 I Chart

ung.

Shapes: cac hinh v€ co ban

Hlustrations

SmartArt: biéu d6 cau trac tiy chinh
» Thém tranh vao slide
Chon Ribbon Insert (] Group Images, xuat hién hop tuy chon. F [ 2 Online Pictures
1

- Pictures: Chen hinh anh dugc luu trit trong may tinh bictues ©* Screenshot ~
ICtures

=] Photo Album ~

Images
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- Online Pictures: Chen hinh tir mang Internet
- ScreenShots: Chén hinh duoc chup truc tiép tir man hinh
- Photo Album: Chén anh vao album

» Chén van ban

Chon Ribbon Insert [ (Group Text), xuat hién hop tiy chon

=
=0 42

Text Header WordArt

Ao dAi A nhan vin ha Box & Foot -3
Textbox: chén doi tugng dé nhap van ban ox & rooter
Text
WordArt: chén chit nghé thuat ( Setas Default Shape
> Pinh dang cac d6i twong do hoa 8§l size and Position..
Ay 2 s A X . Oy,
Tat ca cac d6i tugng d6 hoa nhu textbox, picture, Py WHIUEERIETOE
wordart, shape, clipart... déu c6 chung mot cua so6 - &- 7-
Format d¢ tuy chinh cac dinh dang. B&é m¢ ctra so6 Stle  Fil  Outiine
nay, thuc hién Right Click trén d6i tuong va chon
Format Shape.
- Nhém Fill&Line: dinh dang mau nén va duong ké
- Nhom Effects: dinh dang cac hiéu tmg d6 bong, 3D....
Format Shape S Format Shape v X Format Shape izt
Shape Options Text Options Shape Options Text Options Shape Options Text Options
> U I D O & 2 Y I
4 Fill Shadow Size
No fill Reflection Position
e Solid fill Glow Text Box
Gradient fill Soft Edges Alt Text
Picture or texture fill 3-D Format
Pattern fill 3-D Rotation

Stide background fill

Color g
Transparency I 0%

Line

Hinh 3.9. Dinh dang cac d6i twong db hoa trong PowerPoint
- Nhom Size & Properties: dinh dang kich thudc, vi tri chir va cac thudc
tinh khac trong textbox.

» Tao mot album hinh anh
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Dé tao mot trinh chiéu véi noi dung mdi slide 13 mot hinh anh c6 san.
- Chon Ribbon Insert [ Photo Album [ New Photo Album, xuét hién
hop thoai Photo Album.

Album Content
Insert picture from: ires in album: Preview:

| seik. | I L sehfeh |

Insert text: Ml 2 Koaa

" { New Text Box ]

u
Picture Options: \\f

Captions below ALL pictures \L Thém vao CéC text Slide

i ALL pictures black and white

P 4
Album Layout
icture ut: Fit to shide
Sidinbhe s : 3.Tao Photo Album
Frame shape: |Rectangle
Theme:

Hinh 3.10. Hop thoai Photo Album
» Thém doan phim (video)/am thanh (audio) vao slide

*Thém videe @ T

. o ) B,
Chon Insert[1Video, chon mot trong cac kiéu video ‘) e+
Video Audio Screen

- Video on My Computer: sir dung cac file video c6 = - Recording
£& Online Video...

| £ Video on My PC..

san dé thém vao slide.
- Online Video: thém vao lién két dén cac video trén
website.
» Chen file video trén may tinh
Insert tab  [J

(Group Media) [ [eo s e Ve »
Chon Video on My Organize ~ New folder - 0O e
i Downloads Videos libra . .
PC D hép thoai <» Recent Places Includes: 2 Iocatio?s/ hngely ok
Insert  Videol] | “ oo- o
, > & Music
chon video muon | -« eewes |
. | > 8 videos A sampleVideos Wildiife
chen [ Insert.
> & Homegroup

4 A& Computer
> & Windows7 (C)
> < Data (D) &

File name: h¢ IVideo Files VJ

Tools ¥ I Insert IV]l Cancel I




Hinh 3.11. Hop thoai chén video trén may tinh ca nhan
* Chen video tir trang website

Insert tab [ (Group Media) [J Online Video [ hop thoai Insert Videol] chon
video mudn chén [ Insert.

4BACKTO SITES

YouTube
° 15 search results for https://youtu.be/a8vNiINQRVA
https://youtu.be/a8vNiNQRVA

6 HOURS of Study Music Piano | Relaxing Mu...
Classica -

Select an item. Cancel

Hinh 3.12. Hop thoai chén video online

3.1.11 Lién két va nhiing dir liéu
> Tao lién két dir liu
Chung ta c6 thé st dung cac ddi twong dd hoa hay vin ban dé tao mot lién két

dén: cac tap tin c6 san/ cac dia chi website/dia chi e-mail/cac slide trén cung 1

bai trinh chiéu. = [r9 _le_:J
b (] ]
* Tao lién ket dén slide trong cung mgt bai trinh chieu. Hyp:‘l"i'nk T P —

- Chon van ban hodc hinh anh can tao lién két .
Links Comments

- Chon Ribbon Insert[J(Group Links) [0 click Hyperlink, xuat hién
man hinh Edit Hyperlink.
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 Edit Hyperlink ' h ===

Link to: Text to display: t3p muc ph 2. Chon slide i_ ScreenTip-. |
B lién két
Select a place in this docun ew:
Exsting File or I*‘SI‘& “T'f'**
Web page | : ide Titles
1. Slide 1 1.2. Phan tich thyc trang (t)
o]
Place in This
Do 4. 2. Noi dung chinh i
) 5, Téng quan vé khai pha di liéL
Create New 6. Slide 6
Document 'p muc phd blén (3)
2 ;ﬂ ~ - | [ m————————
Emailaddd 1, Chon document hién tai ST PR | Bemove Link |

F‘ 3.ClickOK1 _ [EOK | o)

Hinh 3.13. Hop thoai Edit Hyperlink
- Chon Place in This Document [J Chon slide lién két [] An OK.

* Tao lién két dén cac tap tin c6 sin hay trang web.

- Chon van ban hoic hinh anh can tao lién két

Edit Hyperlink —

~ " e <
Link to: Text to display: Hyperling Z-Nhap d}a chi email
: can lién két
‘!)F' E-madl address:
Ssting Fie or mailtokhoacntt@unetiedu.vn

Web Page
Subject: ~ ~ S
1 ¢ g 3.Nhap tiéu dé ]
Place in This tai héu hoc tap e p

Document Regently used e-mad addresses:

g

Create New

Document 1.Chon Email
o Address

E-mail Address

=1} Remove Link J

-

_ cancer |

- Chon Ribbon Insert](Group LirIs) [ click Hyperlink, xuit hién man

hinh Edit Hyperlink.

- chon Existing File or Web Page ] Chon file lién két [ An OK.

4 Tao lién két dén dia chi email:

- Chon van ban hoac hinh anh can tao lién két

- Chon Ribbon Insert[J(Group Links) [ click Hyperlink, xuat hién man
hinh Edit Hyperlink.

- Chon E-mail Address [ Nhap dia chi email can lién két tai E-mail
address [J Nhap tiéu d¢é tai Subject (] An OK.
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3.2 Thiét lap hiéu ng cho trang trinh chiéu (Presentation)

Hiéu tmg va hoat canh trén slide 14 cac tinh ning nham nhan manh cac thong
tin cung c4p trén slide va diéu khién dong théng tin can chuyén tai cho ngudi
nghe. Muc dich 1a giup cho bai trinh dién s6i dong, 161 cudn ngudi nghe. Viéc
ap dung hiéu tmg va hoat canh nay c6 thé trén ting slide riéng 1¢ hoic trén
slide master. Thuc hién ap dung hiéu ungtrén slide master s& gitip ban tiét kiém
thoi gian hon. PowerPoint cung cap nhiéu hiéu tmg va c6 4 dang chinh:

LIS ~oevons IS

Entrance -

Shape wWhee Randorm Bar Grow & Turn

Emphasis

Hinh 3.14. Thiét 1ap hiéu tmg cho bai trinh chiéu
- Entrance: cac ddi twong ap dung hiéu ung s& hién trén slide hoic di
chuyén tir ngoai vao slide.
- EXxit: cac ddi teong ap dung hiéu ang sé bién mat khoi slide hozc di chuyén
ra khoi slide.
- Emphasis: cac dbi tuong ap dung hiéu ung s& dugc t6 dam/doi mau
chir/thay d6i kich thudc chir. ...
- Motion Paths: cac ddi tuong ap dung hiéu tng s& di chuyén theo mot
duong di duoc dinh san.
Céac d6i tugng tham gia ap dung hiéu Gng c6 thé 1a: text, hinh anh, shape,
chart, smart art, slide...
Trinh tu thiét 1ap hiéu tng cho mot déi tuong:
- Chon dbi twong can tao hiéu tng
- Chon kiéu hiéu ung (thudc mot trong bon dang & trén)
- Thiét Iap muc d6 ap dung hiéu ang.

- Thiét lap thoi diém, téc do va sd lan lap caa hiéu Gng.
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- Piéu chinh trinh tu hién thi cta cac ddi twong theo dong chay noi
dung.
321 Thiét 1ap cac higu @ng cho Slide
* Thiét 1ap hiéu trng chuyeén slide
Pay 1a mot thiét 1ap trén toan bo cac slide dé tao hiéu ang chuyén tiép tir slide
nay dén slide khac. Trinh ty thyuc hién:

Chon Ribbon Transitions I chon dang chuyén tiép (hiéu ung) [ chon Effect

Option [J Chon tuy chon phu hop.

H S0 E@ b Presentationl - PowerPoint Drawing Tools | - & X
File Home Insert Design Transitions Animations Slide Show Review View Format Q Tell me what you want to do... Sign in ,O+ Share
‘F@ — &) — J— 4}, Sound: [No Sound]  ~| Advance Slide
L == € €5 | =]
P ‘f‘ ‘—‘ @ @ [Q ‘—l ‘—‘ @ x Effect @ Duration: 01.00 - | [v] On Mouse Click
review Z
None Cut Fade Push Wipe Split Reveal = Or E}Apply To All After: [00:00.00 *
Preview Transition to This Slide =] Timing ~
ﬁ} From Bottom 7

Animatinn Dana ¥ X

Hinh 3.15. Thiét lap hiéu ang chuyén slide
* Thiét Iap Timing cho slide

Chon Ribbon Transitions [ (Group = sound: [NoSound] - Advance Slide
Timing) (O Duration:  |02.00 2 || On Mouse Click

-

. . . E‘)ApplyTo All After; 00:00.00 _
- Sound: kém am thanh khi thuc

Timing
hién hiéu tng
- Duration: thoi gian thuc thi hiéu tng chuyén tir slide nay sang slide
khac
- On Mouse Click: chuyén sang slide khac khi nhap chuot
- After: nhap khoang thoi gian tu dong chuyén tiép slide.
3.2.2 Thiét 1ap cac hi¢u ung cho c§’1c ddi twong trén Slide
Cac budc thiet Iap hiéu tng cho mét doi tuong:
- Chon d6i twong can tao hiéu tng
- Chon kiéu hiéu ung (thudc maot trong bon dang & trén)
- Thiét lap mirc d6 ap dung hiéu tng: ap dung cho ting ddi twong
riéng 1¢ hay cho ca nhom
- Thiét lap thoi diém, téc do va sd lan lap caa hiéu Gng.
- Diéu chinh trinh tu hién thi cta cac ddi twong theo dong chay noi

dung.
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* Chon kiéu hiéu ung
Chon tab Animations [ nhém Animations [J chon hiéu thg mong muédn

Hoac, chon Add Animation tir nhom Advanced Animationl[] chon hiéu ung

r
A
muon
* 3-1 Animation Pane Reorder Animat
Add
Animation ~
Entrance -
e b1 > bl ‘
Appear Fade Fly In Float In Split
- ¢ > = o g i
Wipe Shape Whee Random Bars Grow & Turn
L =
k3 Sic ¥,
Zoom Swive Bounce

Emphasis

Pulse Color Pulse Teeter Spin Grow/Shrink

Desaturate Darken Lighten Transparency ©Object Color
o " o & ~lv

% More Entrance Effects...
More Emphasis Effects...

W More Exit Effects...

A,
[

More Motion Paths...

Hinh 3.16. Chon kiéu hiéu tng cho ddi twong

Khi chon mot dang hiéu tmg trén Ribbon s& xuat hién Effects

Option tuong (rng vai hiéu tng da chon. Tai day, chiang ta chon cac

tiy chinh phu hop cho hiéu tmg. Tuy thudc vao loai hiéu tng duoc thiét 1ap ma
cac tuy chon trong Effects Option s€ khac nhau.

* Céc tuy chon nang cao cho hi¢u trng

Dé thiét 1ap thoi gian, toc do va s lan Iap hiéu tng cua mot doi tuong, thuc
hién nhu sau:

Chon Ribbon Format [J1(Group Animations) (] Chon biéu

trong mili tén & goc dudi bén phai cua Group Animations, xuat hién hop thoai
Effect Option.

Color Pulse Teeter Spin Grow/Shrink Desaturate | =

Animation @
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Tuy thudc vao loai hi¢u rng, ma cac tuy chon trong hop thoai Effect Option sé€
khac
nhau.

3.2.3 Diéu chinh trinh tw xuét hién cac hiéu ting
- Chon tab Animations [1 nhom Advanced Animation [] chon Animation Pane.
Hop thoai xuat hién tat ca cac hiéu tmg da duoc thiét 1ap trong Slide.
- Chon hiéu g can thay dbi trinh tir xuat hién.

- Thay ddi trat tu xuat hién cua hiéu @ng bang cac tuy chon Move Earlier va

Move Later tai muc Reorder Animation

Drawing Tools - 5 X
Format & Tell me what you want to do... Sign in F_),_ Share
| ~W Animation Pane P Start: | On Click - | Reorder Animation
Trigger ~ @ Duration: 01.00 : “ Move Ezml\ 3
on -~ = Animation Painter @ Delay: 00.00 : Move Later
Advanced Animation Timing -~

Animation Pane T~ %

P Play From -
1] oval3 ]
27 5-PointStar4 || -

Hinh 3.17. Diéu chinh trinh tu

sitions Animations Slide Show Review View Format

Xuat hién hiéu ung

EF’;F i | (\ Vi v| Play Narrations
- : (L (@)

3 2 -~ ~ v| Use Timings
324 Trinh dién Set Up Hide Rehearse Record Slide J

Slide Show Slide Timings  Show- ¥ Show Media Controls
Set Up

Presentation
* Trinh chiéu

Sau khi soan thao Slide, buéc cubi cung 1a thyc hién trinh chiéu trudc ngudi

xem.

> Thiét lap trudc khi trinh chiéu

- Chon thé Slide Show [ Group Set Up [ Chon Set Up Slide Show.[] xuat
hién hop thoai Set Up Show.

- Show type: Cach thuc hién hién trinh dién
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o Presented by a speaker (full screen): Cho phép thuc hién trinh dién & ché do
toan man hinh

o Browsed by an individual (window): Cho phép trinh dién véi thanh cuon khi
slide thiét ké & d6 phan giai cao khién viéc hién thi khéng day du trang.

o Browsed at a kiosk (full screen): Cho phép thuc hién trinh dién & ché do

toan man hinh, dién ra mot cach ty dong va duoc lap di 1ap lai.

7

Set Up Show m
Show type Show slides
@ Presented by a speaker (full screen) @ Al
‘ | Browsed by an individual (window) { | From: |1 —| To: |2
(") Browsed at a kiosk (full screen) Custom show:
Show options i

\j Loop continuously until ‘Esc’

D Show without narration

Advance slides

= { ' Manually
LJ Show without animation

= Q@ Using timings, if present
|| Disable hardware graphics acceleration

Rentesier 2 = Multiple monitors
I' Slide show monitor:
Laser pointer color: _\2 v R p et E
Resolution:
Use Current Resolution v

'Sﬂ Use Presenter View

oor] [oconce

Hinh 3.18. Cai dat ché do trinh chidu

- Show options:

o Loop conticuously until ‘Esc’: Cho phép trinh dién lap di lip lai lién tuc
dén khi nhan phim ESC. Tuy chon nay 1a mic dinh khi sir dung ché do
Browsed at a kiosk.

o Show without animation: Tt cac hiéu ung

- Show Slides: Chon cac Slide can trinh chiéu.

o All: Trinh dién tat ca cac Slide

o From ... To ...: Trinh dién mot nhom Slide
lién tuc.
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- Advanced Slides: Cac tuy chon nang cao.
o Manually: Ché do chuyén trang thu cong (nhan phim hoc click chuot)
o Using timings, if present: Ché do chuyén trang tu dong (sau méot khoang
thoi gian duoc thiét lap trudce).
» Thuc hién trinh chiéu
- Chon Ribbon Slide Show [] (Group Start Slide Show)
o From Beginning: Trinh chiéu tir slide dau tién.
o From Current Slide: Trinh chiéu tir slide hién tai.
o Present Online: Trinh chiéu truc tuyén trén Internet (tinh ning mai cua
Power Point 2016)Custom Slide Show: Tao trinh chiéu tir viéc chon lya
mot 50 slide nao d6 thay vi chiéu tuan [URN ISR Review  View O Tell me wha
toan bo slide. .:fTL:;. :T_\ v| Play I\-Iar-rations =M
Ngoai ra, Power Point 2016 cho phép chup hearse Record Slide Use Timings
) ) .z imings | Show= .l Show Media Controls
thanh phim (hodc tao fie pdf) khi trinh chiéu N _ o
s2 Start Recording from Beginning...

Slide sur dung menu Record Slide Show. D Start Recording from Current Slide...

V| Us

PowerPooint 2016 tao file wmv chta toan by

qua trinh chiéu ty dong dé ngudi dung co thé ghi thanh dia phim.

* Mot s6 luu  khi thiét ké va trinh chiéu PowerPoint

Pé viéc trinh chiéu thanh cong, ngoai viéc chuan bi k§ ludng vé noi dung

thuyét trinh, can luu y mot sé diém sau khi thiét ké va trinh chiéu slide:

- Khéng nén doc slide, vi nguoi nghe co thé tu doc liy. Nguoi nghe quan
tam va thich thi véi su hiéu biét ciia nguoi dién thuyét vé cha dé hién tai.

- Khong “tron” sau cac slide, ma nén nhin thang vao ngudi nghe. Nguoi
nghe mudn nhin thdy ngudi dién thuyét nhu hai ngudi dang noéi chuyén Véi
nhau.

- Céc video minh hoa 1a cic “slide” song dong va 16i cudn nhat.

- Str dung mot hozc hai font chit cho bai trinh chiéu, khong dung qua nhiéu
font. Str dyng font chit r6 rang va dé doc (Font Arial, Roman, Gothic 1a
nhitng font phé bién dugc dé nghi)

- Font size khong nén nho hon 22pt. Cac tidu dé c6 font c& 28pt trg 1én.

- Khong nén nhdp qua nhiéu text cho mot slide.
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Str dung chit hoa cho cac keyword mudn nhan manh

Chu ¥ mau nén cua file trinh dién. Trén may tinh, mau nén téi sim véi font
chir sang thuong khé dep, tuy nhién khi trinh chiéu trong méi trudng sang
va khoang cach xa thi rat kho nhin r6.

Khéng nén qua lam dung hiéu @ng (amination), chi st dung hiéu tmg du dé
thé hién y d6 bao cdo, ddng thai nhan manh noi dung trinh chiéu véi nguoi
xem. Khi st dung qua nhiéu hiéu tmg trong bai trinh chiéu, d6i khi c6 thé
tao phan tng nguoc, 1am ngudi xem kho tap trung vao vain dé dang dién
thuyét.

TOM TAT CHUONG 3

Trong chuong nay, mot s6 ndi dung chinh duoc gisi thiéu:

- Khéi dong va thoat khoi PowerPoint

- Man hinh Power Point 2016

- Thao tac v6i cac trang trinh chiéu

- Thao tac véi Slide

- Cheén va dinh dang cac d6i tuong trong Slide.
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< CAU HOI VA TINH HUONG THAO LUAN CHUONG 3

Bai tap PP 1

Tao bai trinh chiéu co ban dat tén 1a Bail.pptx. Bai trinh chiéu gom 7 slide

dugce danh sb trang va chon tén tic gia 1a noi dung cua tiéu dé dudi cua cac

slide.

Slide

Noi dung

Slide 1:

gom tiéu dé: “Gidi thiéu vé ban than” viét bang chit nghé thuat, phial

dudi co deé tén tac gid. Vi du nhu sau

GIOI THIEU VE BAN THAN

Tac gia: Nguyén Van A
Bia chi: Lép DPH CNTT 12A1
Email: nguyenvana@gmail.com

Slide 2:

khai quat vé ndi dung s& duoc trinh bay trong bai trinh chiéu; gom
thong tin ca nhan, s& thich, thanh tich hoc tap/cong viéc, qué quan

TRUONG DAI HOC KINH Ti

Gii thiéu vé ban than

» Théng tin ca nhan
» S& thich

» Thanh tich hoc tap
» Tai nang dac biét

» Qué quan

Slide 3:

c6 ndi dung ghi trong hai cot: mot cot chén mot birc anh cua ban
than, mot cot ghi cac thong tin: Ho va tén, ngay thang ndm sinh, qué
quan, khoa, 16p, truong dang hoc.

Slide 4:

c6 nodi dung gigi thiéu vé so thich bang vin ban va c6 chén hinh anh
hoac bai hat minh hoa cho s thich
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Slide 5:

c6 nodi dung giGi thiéu vé két qua hoc tap 1a mot bang diém hoc tap
gom nim cot Vi tieu dé cot 1a: STT, Tén mon hoc, Diém diéu kién,
Diém cudi ky, Diém trung binh mén. Cac tiéu dé nay duoc cin giira
trong cot tuong tmg. Céc dir liéu trong cac cot STT, Diém diéu kién,
Piém cudi ky, Diém trung binh mén duge can 1& giira, con cac du
liéu trong c6t Tén mon hoc dugc can 1é déu hai bén. Va mot s6 thong
tin thanh tich khac néu co.

Slide Noi dung

Slide 6: c6 nodi dung gidi thidu vé& qué quan co hinh anh hoic video ngan
minh hoa

Slide 7: Két thuc bai gisi thiéu hién thi mot 161 chao véi noi dung “Rét vui

dugc 1am quen vai tit ca cac ban” viét bang chir nghé thuat va chén

mot biéu tugng vui nao do.

Bai tap PP 2

Thiét 1ap hiéu tmg cho cac ddi tuong, tao lién két cho cac slide cua bai trinh

chiéu Mo tép “Bail.pptx” da thiét ké trong bai tap trén.

Tao hiéu &ng xuat hién cho cac dbi tuong trén tung slide (hiéu Gmg tuy
chon).
O slide 2, mdi ndi dung duoc lién két dén céc slide twong (ng.
O slide 3, tén qué quan dugc lién két t6i slide 6, phan tén truong duoc
lién két toi website cua truong (www.uneti.edu.vn).

Bai tap PP 3
Mo Ms PowerPoint, tao méi mot Presentation tréng, luu tén
BAITAP.pptx

Vao View[IMaster Views[1Slide Master. Thuc hién viéc diéu chinh

trén slide master nhu sau:

Chén tén cia truong “TRUONG PAI HOC KINH TE - KY THUAT
CONG NGHIEP”¢ goc trai trén cua slide. C6 thé chén thém logo cua
truong

Phian Footer trai nhdp thong tin: University of Economics —

Technology for Industries. (Xem mau dudi)
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TRUONG DAI HOC KINH Ti

UNET . . .
Click to edit Master title style
o PN
» Edit Master text styles
» Second level
» Third level
» Fourth level
» Fifth level | ‘| )
lach e (2
(?UnivelsilyofEconomics~TechnnlogylorIndustries s |

Thuc hién viéc tao cac hiéu ung (Animations) tiy ¥ cho cac ddi tuong bén
trong cua ting cau trac slide. Vi du hiéu tng cho layout trén. Thuc hién twong
tu cho cac cau

truc slide con lai. Co thé chon mau chir, font chir, bullet & numbering cho cac 6
gitt chd néu mudn.

L 6 ' OOy | ' 3 ' 2 | 1 ' 0 ] ) ' 2 ' 3 [ | ' 5 T g ' |«] : ‘
Animation Pane ~ %

) Play Selected E -

TRUONG DAl HOC KINH T

I ) |
\\% |'// P : ” D 1% Title 1: Clickt... []
Click to edit Master title style 2k Mol -
- Secondlevel []
J Third level
+ Fourth level
2 » Edit Master text styles g* Eifthlevel
. » Second level
2 » Third level
a » Fourth level
2
» Fifth level [—
EEEN 1 |
]
O e e
University of lics — for m:zmé -
S 2

Ap dung dinh nghia Slide master bén trén dé tao mot bai trinh chiéu cho riéng

minh.
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