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1. MICROSOFT WORD (NC)
1.1. Chia Sé Va Bio Quan Dir Liéu
Chuong nay gitip nguoi hoc nang cao ky ning chia sé va bao quan dir liéu, biét cach

tuy chinh Ribbon va Quick Access Tool Bar, tao kiéu mau cho tai liéu. Cudi chuong gido
trinh s& cung cAp mot s6 cach lam danh thiép, miu don xin viéc trong ngan hang... Cy thé
ngudi hoe s& duoc tim hiéu ky vé cac noi dung:
e Céu hinh tuy chon trong Word
e Thiét 1ap ché d bao vé tai liéu
e Thiét 1ap kiéu miu cho tai liéu
1.1.1. Céau Hinh Tuy Chon Trong Word
e General
Pé dinh dang dir li¢u mdt cach nhanh chong: Thay ddi font chit, c¢& chit, mau chi...
khi chiing ta b6i den mgt doan van ban nao do, word cung cép mot cong cu thu nhd dé hd tro
chung ta 1am diéu nay (hinh 1.0):

Times Ne < (18 = A” o7 if EF
B UBEW-A- Y

Truomg Pai Hoc Cong Nghé Pdng Nai

Hinh 1.0
Mic dinh khi cai dit Microsoft Office cong cu thu nho nay d duoc hd trg, nhung
trong mot s6 trudng hop néu nhu cong cu thu nhoé nay khong hién thi thi ta s& md man hinh
Word Option 1én dé thiét 1ap, & ddy gido trinh huéng dan 2 cach:
- Cach 1: Vao Tab File / chon muc Options
- Ciach 2: Nhan t6 hop phim Alt+F+T

Man hinh Word Options s& hién thi ra nhu bén duéi (hinh 1.1):
Word Options ?

Gy |
e o® General options for working with Word
-’

Display
Proofing User Interface options

Save Show Mini Toolbar on selection &
Language Enable Live Preview

£l o
Advanced Update document content while dragging
ScreenTip style: |Show feature descriptions in ScreenTips v
Customize Ribbon

ik Access Toolbar Personalize your copy of Microsoft Office
Add-Ins User name: copcon

Trust Center Initials: c

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

Office Theme: Light Gray| v

Start up options

Choose the extensions you want Word to open by default: | Defautt Programs..
Tell me if Microsoft Word isn't the default program for viewing and editing documents.
Open e-mail attachments and other uneditable files in reading view

Show the Start screen when this application starts

Cancel

Hinh 1.1

Ta tick vao chon lya “Show Mini Toolbar on selection” trong tab General roi nhan nat OK.
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e Display
Trong qué trinh soan thao vin ban khong tranh khoi nhiing sai sot vé ki thuat, Word
cung cap cho chiing ta cach nhin tong thé vé k¥ thuét soan thao dé ching ta co thé sira chita
nhitng 156i k¥ thuat nay mot cach chinh x4c:

Word Qptions ?

] I . .
Sner IE)\ Change how document content is displayed on the screen and when printed.
Display
Proofing Page display options
Save Show white space between pages in Print Layout view
Language Show highlighter marks
Advanced Show document tocltips on hover
Customize Ribbon Always show these formatting marks on the screen
Quick Access Toolbar [] Tab characters -
Add-Ins [ spaces
[[] Paragraph marks T
Trust Center 9rap
[[] Hidden text abe
[] Optional hyphens -
Object anghors §r

[ Show all formatting marks
Printing options

Print drawings created in Word ©
[] Print background calars and images
[] Print document properties

[] Print hidden text

[ Update fields before printing

[ Update linked data before printing

Cancel

Hinh 1.2

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

biéu tuong ! tryc tiép trong man hinh soan thao:

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEY
— & - e o — i — — A
[ Calibri (Body) ~ |11 ~ A A Aa- A =iz v = EEE 'z'l q
Paste u - R oAb T ER=sE=s= s M- .
. ~ Format Painter SR by b ~ A : + -
Clipboard fu Font fa Paragraph F

Hinh 1.3
Hinh 1.4 1a vi du cho chung ta biét cac ky thudt dugc st dung trong qua trinh soan thao:
L] RN CRRNRRRY SREN Y IERNERNE RRNERRE IENRXRS TRENRERY TRRP XEY,

....... Biétnhidukhongbangbiét dicuq

......Mbtho cai 1y khong bang mot ticai tinhy
-+ Noidai«~

-+ Noi-dai«~

-+ Nobi-dai+
'"'""'""Rll’(_ﬂlﬂhi_itiléﬂg'lﬁﬂlfﬁﬂgﬂﬂ}ff

Ngudikhon noilimdiuhay cling nham<

Hinh 1.4
e Proofing
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Mot trong nhing tinh niang tuyét voi ciia bo Office d6 1a chic ning kiém tra chinh

ta va ngit phap, nd gitp ting tdc do soan thao cuia ngudi st dung rat nhiéu. Trong ban Office

2013 chung ta co thé  tai cong cu kiém soat 16i Tiéng Viét tai dia chi:

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

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

correcting spelling and grammar in Word”. Muc nay cho phép chon kiéu kiém soat 13i:

chinh ta, ngit phap. Mudn chon kiém tra chinh ta thi ta tick vao cac muc c6 chir “spelling”,

mudn kiém tra ngit phép ta tick vao cac muc cé chit “gammar” , sau khi chon lya xong thi
nhan nut OK dé luu thiét 1ap (hinh 1.5)

» I

Word Options
General ~
Enere 'i;BCJ Change how Word corrects and formats your text.
Display
Proofing AutoCorrect options
save Change how Word corrects and formats text as you type: | AutoCorrect Options...
Language
When correcting spelling in Microsoft Office programs
Advanced
Ignore words in UPPERCASE
Customize Ribbon g -
Ignere words that contain numpers
Quick Access Toolbar Ignore Internet and file addresses
Add-Ins Flag repeated words
Trust Center [] Enforce accented uppercase in French
[] suggest from main dictionary onky
Custom Dictionaries...
French modes: | Traditional and new spellings| v
Spanish modes: | Tuteo verb forms only W
When correcting spelling and grammar in Word
[] Check spelling as you type
[] Mark grammar errors as you type
O Frequently confused words
[] Check grarmmar with spelling
Show readability statistics
Writing Style: | Grammar 8 Style| Settings...
Check Document
Furentinne fare B Document] Y] =7

Hinh 1.5

Nhiing tir sai chinh ta s€ dugc gach chan mau do, sai nglr phap s€ gach chan mau xanh.

Dé chinh sira nhitng tir bi sai nay, ta bam chudt phai vao nhitng tir d6 Word s¢€ dua ra
nhitng d& nghi dé thay ddi cho phu hop (hinh 1.6):
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Bl
[
EN

NN SR MR M,

For mani people todey, a career for life is no longer an option. Most people expect to
hold jobs with a variety of employers and move across diffe1 TmesNe~ 13 - A" 47 EE IS
through their working life. We all need to flexible inour |B 7 U =¥ - A - &

prepared to change job and/or sectors if we believes theka are better opportunities

elsewhera  In order to be flexibles we need a set of transfera there are
not specific to one particular career path but are generic across three 1s.
theta
threat
thread
lgnare
lgnaore All

Add to Dictionary

AutoCarrect b
Language ]
'? Spelling...
Look Up »
db | Cut
53 | Co
({8, Paste Options:
Z &

Additional Actions #

Hinh 1.6
Nhu ta thiy, tir “thera” & trén bi sai chinh ta, word goi ¥ mot s6 tir méi thay thé cho
tur sai nay. Trong truong hop nay ta s€ chon “there”.

D¢ c6 thém nhiéu sy lya chon, ta c6 thé chon muc “Spelling...” ¢ cira s6 trén:

Mot in Dictionary:

We all need to flexible in our working Al | Ignoreonce |
patterns and hg prep arev'::l to change job Ignore Al

and/or sectors if we believes theralare

better opportunities elsewhera. v | ey
Suggestions:

ltrere .| Change
three

theta Change All
threat

thread AutoCorrect
theca
Dictionary language: |English (U.5.) W

Options... LUindo Cancel

Hinh 1.7
O man hinh 1.7, néu nhu mudn tir chdi su thay d6i ta chon Ignore Once (tir chdi thay
ddi tir dang xem xét) hodc Ignore All (tir chdi thay d6i moi tir trong tai liéu), dé chdp nhan su

thay d6i ta chon Change (thay doi tir dang xem xét) hodc Change All (thay d6i moi ti).
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e Save

Mot trong nhiing chitc nang cuc ky quan trong va hitu dung d6 1a chirc nang ty dong
luu trir tai liéu cia Word. Nguoi st dung rat it khi luu tai liéu trong qua trinh soan thao, diéu
nay rat nguy hiém vi cé thé may tinh bi tat bat ngd (hu may, cip dién...) n6 s& 1am mat hét
dir liéu.

Pé Word tu dong luu tai liéu dang soan thao: Ta tick vao muc “Save AutoRecover
Information every”, myc ndy cho phép ta an dinh sé pht tu dong luu, ¢ day 1a 10 phut.
Néu ban mubn tu dong luu sau 1 phut thi ban nhap s6 1 vao (hinh 1.8):

Word Options ?

General .

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

Customize Ribbon AutoRecover file location: ChUsers\copcon'AppDatatRoamingiMicrosoft\Word\ Browse...

Quick Access Toolbar [] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required,
Add-Ins [] saveto Computer by default

Trust Center Default local file location: ChlUsers\copeon\Documentsh, Browse...

Default personal templates location:

Offline editing options for document management server files

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

(®) The Office Document Cache

Server drafts location: |Ch\Users\copcon\Decuments\SharePoint Drafts', Browse...

Preserve fidelity when sharing this document:  |Wf Document] v
[ Embed fonts in the file G
Embed only the characters used in the decument (best for reducing file size)

¥ Do not embed common system fonts

Cancel

Hinh 1.8

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

Mot sb truong hop tai liéu phai st dung nhitng Font chit dic biét ma cac may tinh
khac khong c6, néu ta chép tai liéu ndy qua may tinh khac thi chic chin Font chir s& bi mat
va ¢6 thé khong doc dugc dir lig¢u. Do dé dé cac may tinh khac cé thé doc duoc thi ta tick

vao muc “Embed fonts in the file”, chirc nang nay s€ nhung Font chit ta dang sir dung vao
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tai liéu nén khi chép qua may khac thi tai liéu mic nhién van doc duoc, tat nhién 1a dung
luong cua tai liéu sé ting 1én dang ké va thao tac luu ciing cham di.
e Customize Ribbon

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

E:l H - O 0O = Documentl - Word
FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

L 1---|‘--g-‘-|---1---|---2--‘|---3‘--|-‘-4--- G B B e T

MAt hét cac 1énh rdi

Hinh 1.9
Ta khéng nén lo ling cho rang ban Office Word bj hu, trudng hop nay 1a do Ribbon bi
thay d6i cau hinh.
Ta mé lai man hinh Word Options/ chon Customize Ribbon nhu huéng dan ¢ phan
trude, hodc bam chudt phai vao tab File/ chon Customize the Ribbon...:

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

Custornize the Ribbon...

« Collapse the Ribben

Hinh 1.10
Ta quan sat cic tab bén phai man hinh Word Options da bé hét tick, ta mudn hién thi
Tab nao 1én thi tick vao Tab d6 roi nhan nit OK.

Word Options B
G | "
enere Eﬁﬂ Customize the Ribbon and keyboard shortcuts,
Display
i Choose commands from: & Customize the Ribbon:
Proofing Popular Commands v Main Tabs v
Save
Language Accept and Move to Next A Main Tabs
= Align Left # [#]Home
Advanced "% Ereaks 4 Insert
1= Bullets > e
Customize Ribbon = Center A Design
— [#] Page Layout
o ¥ Change List Level L4
Quick Access Toolbar By Copy References
Add-Ins 6 Cut Mailings
Define New Mumber Format... Review
Trust Center ’,j,j Delete View
™ Draw Table Developer
Draw Vertical Text Box
[LUJ_TI Email Add-Ins
#h Find Faxit PDF
Font Ihs Bleg Post
A Font.. Insert (Blog Post)
A Font Color i Outlining
ont Size =
% Format Painter Background Remaoval
A Grow Font
% Hyperlink...
ag' Insert Footnote
I§ Line and Paragraph Spacing 3
Macros
CE Multiple Pages New Tab
D Mew W
Customizations: Reset ~
Keyboard shortcuts: | Customize... Import/Export = |G
< >

Hinh 1.11
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Ta can biét thém thong tin: 1 Ribbon sé& co nhiéu Tab, 1 Tab s& c6 nhiéu nhém 1énh, 1
nhém 1énh s& c¢6 nhiéu 1énh riéng 1é. Trong mot sb trudng hop ta can gom tat ca cac 1énh
thuong xuyén st dung vao chung 1 Tab dé cho viéc thao tac dinh dang dit li¢u dugc nhanh

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

FILE HOME | Binh dang
| FLE |
ARCIE: B G

Font Find Macros | Breaks Page
v Setup
Mham 1 Mham 2 Mham 3
Hinh 1.12

Nhu hinh 1.12, ta thdy c6 tab méi tén 1a “Pinh dang”, tab nay c6 3 nhém “Nhom 17,
“Nhom 2” va “Nhom 3”, méi nhom ndy c6 mot sb 1énh nao do.

Cac budc dé tao mot tab méi nhu tab “Pinh dang” ¢ trén nhu sau:

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

— Buwéc 2: Chon Tab méi tao “New Tab” roi bam nuat “New Group”, & man hinh

dudi ta tao 1 New Tab va 3 New Group (hinh 1.13).

Word Options ?
G | ) :
Ener E-E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: G Customize the Ribbomn: i
Proofing Popular Commands v Main Tabs v
Save
Language Accept and Move to Next ~ Main Tabs A
= Align Left [¥[Home
Advanced zﬁ Breaks 4 =l [#] New Tab (Custom)
= Bullets '
. . — MNew Group (Custom)
Cust Ribb =
HEtomiEe mbhen = Center ] N MNew Group (Custom)
o
Quick Access Toolbar E_ Change List Level New Group (Custom)
E Copy Mew Tab (Custom) o
Add-Ins db Cut ] Insert
Define Mew Number Format... << Remove nse. -
Trust Center 77 Delete & [#] Design
™ Draw Table Page Layout
Draw Vertical Text Box 551 [l Befarancar h
U7 Email Mew Tab Rename...
#% Find -
= Customizations: Reset = i
Keyboard shortcuts: | Customize... Import/Export * |G
OK Cancel

Hinh 1.13
- Buwée 3: Doi tén Tab va tén Group theo muc dich st dung, chon cac muc can doi

tén roi bam nit “Rename...”, man hinh doi tén hién thi 1én ta nhap tén mai roi
nhan nat OK dé doi (xem hinh 1.14):

Trang 11



Gido trinh Office 2013 ndng cao

Tuong ty nhu vay do61 véi doi tén Group, chon tirng Group roi bam “Rename” dé doi:

Dit tén va chon biéu tuong cho Nhom r0i bAm OK, cir 1ap cho hét cac nhom khac

Main Tabs ~
[l [«] Home

Clipboard

Font

Paragraph

Styles

Editing

Display name: |£:Iir1h Dang | |

| Ok | | Cancel |
sl I!‘ RETCTCITLES
Mailings S
| Mew Tab | | Mew Group Q Rename...)
Hinh 1.14

Main Tabs

Home

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

Symbal:
HOO0A ! PP HHRD ~
NEHAESEN A @R«
averOPFaT28Q7T
YVRAIEDL2NAL80HID
@EvEoFesiiIOM
O0O000O0OO0O0 e k.

SDLHELMEZLEBGE ¥
AAXVEODHT &ad =
PL@ESOINRsdVas v
Display name: | Nhém 1

o< || cance

Mew Tab HNew Group Q Rename.)

Hinh 1.15

cudi cung ta dugc nhu hinh bén dudi:

Main Tabs
[+/| Home

=
Mhom 1 [Custom)
Mhom 2 [Custom)
Mhom 3 [Custom)

Hinh 1.16

Buwée 4: Thém cac 1énh vao cho cac Nhém & bude 3
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Trong phan Choose commands (bén trai man hinh) ta chon bat ky 1énh nao d6 roi bdm

nat “Add>>”, hodc dung chudt kéo tha truc tiép commands vao nhom I¢nh ma ta muon.

bé g0 bd 1énh ra khoéi nhom, ta chon 1€nh trong nhém roi bAm “<<Remove”. Quan
sat hinh 1.17 ta s& thdy danh sach cac 1énh duoc dua vao ting nhom:

G | . .
Enere E-E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: i) Customize the Ribbon: (&
Procfing Popular Commands W Main Tabs
Save
Language Accept and Move to Next ~ Main Tabs
= Align Left & [¥] Home
Advanced '% Breaks =8 Binh dang (Custem)
.= Bullets 3 "
Customize Ribbon = Center = NhoAm 1FE}Cnlftom)
CQuick Access Toolbar E’_ Change List Level ' Font Size I~
8 Copy Ey Copy
Add-Ins & Cut E Nhém 2 (Custom)
Define Mew Mumber Format... Add = = Align Left -
Trust Center 7 Delete ‘= Bullets 4
m, Draw Table << Remove ~ Farmat Painter v
Draw Vertical Text Box Bl Nhém 3 (Custom)
(07 Ernail "= Breaks »
i#h Find [i& Page Setup
Font I- Insert
A Font.. | [l . S
A Font Color 4
Font Size T~ y Mew Tab Mew Group Rename...
AL CormnzbNzimto: Customizations: Reset «
Keyboard shortcuts: | Customize.. Import/Export ¥ | @
Hinh 1.17

Sau khi kéo tha cadc command xong, ta bam “OK” s€ dugc két qua nhu mong muon.

Ta ciing c6 thé quay trd lai cdu hinh ban dau bang cach chon “Reset all customizations”:

Mew Tab Mew Group Eename...

Customizations: Reset *

Reset all customizations

OK

Cancel

Hinh 1.18
® Quick Access Toolbar

Tuong tu nhu Ribbon, Word cung cAp chuc nang Quick Access ToolBar (QAT) dé hd

trg nguoi soan thdo dinh dang van ban mot cach nhanh chéng.
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Quick Access Toolbar

|

)

I|

)
I — £ m

- HOME MSERT DESIGM
Quick Access Toolbar

|
B[E 5 O s & ¥
HOME INSERT DESIGM I o
Calibri (Body) ~ |11 lt” o
ibri - aste | =
¥ . ¥ Fofmat Painter U o ecs
Clipbohre 5 |

o
abe . g
|

B I U - abe x.
|E - G B A-

]

Paste
. ® Farmat Painter
FooTo

P

Clipboard
Hinh 1.19
Nhu hinh 1.19 ta thay rang thanh QAT c6 thé nam & bén trén thanh Ribbon hoic &

bén dudi thanh Ribbon tuy vao s¢ thich cia nguoi soan thao.
— Pé di chuyén thanh QAT xudng duwdi thanh Ribbon: Ta bAm chudt phai vao

abr . &

-

Ribbon/ chon Show Quick Access Toolbar Below the Ribbon (hinh 1.20):

1oy

B H - 6 B A
HOME Customize Quick Access Toolbar...
o Show Quick Access Toolbar Below the Ribbon
D Customize the Ribbon...
Paste & Format Paind Collapse the Ribbon i

Hinh 1.20
— Pé di chuyén thanh QAT Ién trén thanh Ribbon: Ta bim chudt phai vao

R _-'El"- - al; - 'ﬁ.‘ =
Remove from Quick Access Toolbar

Ribbon/ chon Show Quick Access Toolbar Above the Ribbon (hinh 1.21):

H ©- 0

L
Customize Quick Access Toolbar...

Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon...

Collapse the Ribbon

Hinh 1.21

Ta c6 thé thém hodc x6a cac 1énh khoi thanh QAT.
— Thém Iénh vao QAT: Bim chudt phai vao 1énh bat ky trong thanh Ribbon/ chon

“Add to Quick Access Toolbar”
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B H oS- B A- W- & =
FILE HOME INSERT DESIGM PAGE LAYOUT RE

==, [ cut] = -

D EE Cop Add to Quick Access Toolbar

Paste ) o ]
. % Forrr Customize Quick Access Toolbar... i
Clipboare Show Quick Access Toolbar Below the Ribbon
L Customize the Ribbon...

Collapse the Ribbon

Hinh 1.22
— Xoa lénh khoéi QAT: Bam chudt vao 1énh bat ky trong QAT/ chon “Remove from

Quick Access Toolbar”
E]E(—_)v B & . abr. & _
Remove from CQuick Access Toolbar
FILE HOME I

Customize Cuick Access Toolbar...

sl 3{, Cut
D B Show Cuick Access Toolbar Below the Ribbon
X2 Copy
Paste Customize the Ribbon...

ETer i Collapse the Ribbon

Hinh 1.23
1.1.2. Thiét Lap Ché D Bao V¢ Tai Liéu , ,

D061 v6i nhiing tai liéu mang tinh nhay cam thi viéc thiét lap cheé do bao vé dix
liéu 1a v6 cung quan trong. Co nhiéu cép dd bao vé tai liéu, ¢ day gido trinh s€ hudng dan
mot s6 cach bao vé tai liéu cua ngudi sir dung:

e Thiét 1ap thudc tinh chi doc cho tai liéu:

Tai sao ta phai thiét 1ap thudc tinh chi doc cho tai liéu? thuong thi khi tai li€u 1a
phién ban cudi cung rdi (tirc 1 da hoan chinh) thi chu so hiru tai liéu s& danh dau cho nguoi
doc biét bang cach thiét 1ap Mark as Final.

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

nfo

Protect Document

ﬁ’ Control what types of changes p
Protect

Document -

D Mark as Final
E Let readers know the document is
final and make it read-only

Encrypt with Password '
Password-protect this document
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Hinh 1.24
Sau khi chon Mark as Final, s& c6 2 man hinh xuét hién nhu bén dudi. Chon OK dé thiét

1ap, chon Cancel dé huy thiét 1ap:

Microsoft Word

! L This document will be marked as final and then saved.

Cancel Help

Hinh 1.25
Sau khi chon OK sé& ¢6 thém mot man hinh tiép theo, & man hinh nay ta tiép tuc chon
OK.
Dudi day 1a man hinh cua tai liéu duoc thiét 1ap 1a chi doc, ché db nay nguoi st dung sé
khong thé chinh stra, thém méi hay 1a dinh dang tai liéu duoc (hinh 1.26):
3

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

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

—

PAGE1OF1 21 WORDS g

Hinh 1.26
Bim “Edit Anyway” & phia bén trén tai liéu dé thoat khoi ché d6 chi doc (xem hinh
trén).
e Thiét 1ap mat khéu cho tai liéu:
Day 1a kiéu bao mat tai liéu ma t6i 99.9% nguoi sir dung chon lya dé thiét 1ap cho
nhitng tai li€u co6 dit liéu nhay cam, doc gia cling nén chon kiéu bao mat nay.
Céch thiét 1ap: Vao tab File/ chon Info/ chon Protect Document / chon Encrypt with
Password (hinh 1.27):
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Info

GiaaTrinh

My Documents

Protect Document

d’ Control what types of changes p¢
Protect

Document =

[B, Mark as Final
2 Let readers know the document is

final and make it read-only

Encrypt with Password e
Password-protect this document D

D Restrict Editing
Control the types of changes others

Hinh 1.27
Sau khi chon “Encrypt with Password”, Word s€ yéu cau ta nhap 2 lan mat khau, tai
2 lan nhép mat khau nay ta phai nhap gidng nhau. Theo kinh nghiém thi ban nén nhap mat
khau c6 chtra dong thoi: Chir, sd, ky hiéu; tranh 1ay mat khau 1a tén hay ngay thang nim sinh
hay s6 dién thoai vi nhu vay rat dé bj 10:

— Man hinh nhap mat khau lan thir 1:

Encrypt Document P

Encrypt the contents of this file

Password:

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

Cance

Hinh 1.28

— Nhap mat khau rdi bAm OK s& xuat hién man hinh nhap mat khau lan 2:

Trang 17



Gido trinh Office 2013 nang cao

Confirm Password ?
Encrypt the contents of this file

Reenter password:

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

Hinh 1.29

— Sau khi nhap 2 ldn mat khau thanh cong, dé kiém tra lai ta dong tai liéu hién tai
sau d6 mo lai tai liéu nay, Word s€ yéu ciu ta nhap mat khéau dé xem:

Password ? [

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

Ok Cancel

Hinh 1.30

Ban cht y phai nhé mat khéu da nhap, néu nhu ban quén thi khong thé m¢o dugce tai
liéu vi Word ¢6 co ché bao mat tai liéu rat cao.

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

e Ngan chan chinh sira va dinh dang dir li€u:

Cap do bao mat nay cao hon “Thiét 1ap thudc tinh chi doc cho tai liéu”, truong hop
nay nguoi sir dung mudn thay d6i hay dinh dang lai dir liéu thi bat bugc phai nhap mat khau.
Tinh ning nay rat quan trong né giup bao quan dugc thong tin cudi cing cia tac gia, tranh
duoc nhitng diéu dang tiéc khi c6 ai d6 ¢ tinh pha dit lidu.

Cac budce lam nhu sau:

— Buwéce 1: Vao tab File/ chon Info/ chon Protect Document/ chon Restrict Editing

(xem hinh 1.31):
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Info

GiaoTrinh

My Documents

Protect Document

4’ Control what types of changes ¢
Protect
Document -

D Mark as Final
2 Let readers know the document is

final and make it read-only

Encrypt with Password
Password-protect this document

Restrict Editing
Control the types of changes others
can make

Hinh 1.31

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

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

Budée 2: Trudong hop s dung nhiéu nhat van 1a khong cho phép nguoi doc chinh

sta dir liéu, trong hinh 1.32 ta tick vao “Allow only this type of editing in the
document:” va muc danh sach x6 xudng ta chon No changes (Read only).

Restrict Editing ™ ?

1. Formatting restrictions

+'| Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

+| Allow only this type of editing
in the document:

|Nc| changes [Read only] |v|

Tracked changes
Comments

Filling in forms
Mo changes (Read only] W%

choose usgrg = m== =timnmtde
freely edit th Mo changes (Read or

Groups:
[]|Everyone |

&% More users..,

3. Start enforcement

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

Yes, 5tart Enforcing Protection

Hinh 1.32
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- Buéc 3: BAm chon nut 1énh “Yes, Start Enforcing Protection”, Word s€ yéu cau

ta nhap mat khau bao vé tai liéu: (hinh 1.33)
Start Enforcing Protection  ?

Protection method
(@) Password
(The document is not encrypted. Malicous users can edit the
file and remove the password.)

Enter new password (optional): sessssss
Reenter password to confirm: sesessess

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

Hinh 1.33

Sau khi bam chon OK, tai liéu da duogc bao v€ nguoi sir dung muon chinh stra tai li¢u

nay thi phai nhap mat khau.
Dé c¢6 thé chinh sta duge ndi dung tai liéu thi nguoi s dung bét budc phai chon nut

“Stop Protection” (hinh 1.34):

E: H = = GuoaTrnnkdoos - Word T B = B 4
“ HICME MSERT DESIGH PAGE LAYOUT REFEREMCES RAILINGS REWIEW VIEW Feami POF cop Con T
" - !
Fagl E clikars
aite . ) = € - ]
Ihpbomd & Fant Pazagraph Syl -

L (O 4 o e
w X

Restrict Editing

Dirng chét dudi trong bién thong tin  veremss

ma van khat tri thie dé thanh dat

.=

PAGE 1OF 1 21 WORDS

Hinh 1.34
Néu khong thdy man hinh Stop Protection nhu trén thi ta vao nguogc lai budc mé chirc

nang Restrict Editing.
Khi chon “Stop Protection”, Word s€ yéu clu ta nhap mat khau nhu hinh duéi:

Unprotect Docum... ?

Password:

Trang 20



Gido trinh Office 2013 nang cao

Hinh 1.35
Sau khi nhap mat khéau va bAm OK thi ta c6 thé chinh stra tai liéu binh thuong, nhu
vy ngudi st dung chi c¢6 thé chinh sira dugce tai liéu khi c6 mat khau cung cép tir tac gia tai
liéu. Chirc ning nay rat hay, doc gia nén sir dung.

Bang so sanh 3 cAp d§ bao mét ¢ trén:

Kiéu bdo mat Cap dé bao mat Tom lwoc
Mark as final Thép nhét Panh déu 1a tai liéu hoan chinh,
nhung c6 thé chinh stra dé dang.
Restrict Editing Binh thuong Panh dau chi doc, mudn chinh
stra phai nhap mat khau.
Encrypt with Password Cao nhat Bao mait ngay tir ddu, mudn mo
tai liéu phai nhap mat khau.

1.1.3. Thiét Lap Kiéu Miu Cho Tai Li¢u ‘
Khi méi ra truong cac sinh vién phai viét don tim viéc, hay khi vao lam viéc ro1

cong ty giao cho 1am nhiing biéu mau: Danh thiép, thu ngo, ... Khong phai ai cling c6 kinh
nghiém trong viéc viét don tim viéc hay lam cac biéu mau, néu lam khong dung cach déi khi
con lanh hau qua nghiém trong. Chinh vi Iy do d6 Word di lam sin cho chiing ta cac biéu
mau, cic quy chuan chung nhat cho mot nghanh nghé nhat dinh. Chang han nhu mau don
tim viéc, néu tmg vién ndo trinh bay chuyén nghiép va c6 dau tu thi d6 1a loi thé cua tmg
vién. Sau day 1a mot s6 kién thirc lién quan téi viéc thiét 1ap biéu mau.

o Khai niém:

Template 1a mot tap tin mau, cho phép tao mot tap tin méi voi mau di duoc tao san.
Tap tin mau c¢6 thé bao gém tiéu dé, logo, nhiing dinh dang khac. Tép tin mau cb phén duoi
la .dotx.

Trong Word c¢6 san cac tap tin Template, ta co thé sir dung bang cach:
Chon FileONewSample Templates xuit hién cira s6 Template, chira cac mau Template,

Chon mot mau phu hop véi ndi dung cua tai lidu sau d6 chon tiép:
- Document chon Create dé sir dung Template.

- Template chon Create dé sira Template tir Template c6 sin.
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New

Search for online templates

Suggested searches:  Letters  Resume

Blank document
Account

Options

Title

Heading

Facet design {blank}

e Dé tao kiéu mau

Fax  Labels Cards Calendar Blank

O

Take a
tour

Welcome to Word

Title

1 HEADING

Report design (blank)

cop con -
0
Aa Title a Title
Heading
EENEEN
Single spaced (blank) Blog post lon design (blank)
CERTIFICATE OF ANNIVERSARY = -

CERTIFICATE

Or.,-jnm.,,,

Gift certificate

Anniversary gift certific... Gift certificate award

Hinh 1.36

moi:

Ban thiét ké mot mau dé su dung 1am mau cho nhiing tai liéu sau (] vao tab File/ Save As

/ chon noti luu
(©)
Save As

&@a cop con's SkyDrive

Eltl Computer

sl AddaPlace

Account

Options

] Save As
+ 3 ¢ Libraries » Documents » v & Search Documents y:l
_ Organize « Mew folder B v [7]
E‘g () Name Date modified Type *
= Libraries X N §
Recel = . Customn Office Templates 01312:19...  Filefol
j Documents §
X . Hyper-V 01310:03...  Filefol w
J? Music w7 5
File name: | Docf.docx v
Save as type: Word Document (*.docx) I Y]
Authod ‘Word Document (*.docx)
AU Word Macro-Enabled Document %.docm)
Word §7-2003 Documen
Word Template (*.dotx)
Word Macro-Enabled p *.d
‘Word 97-2003 Template (*.dot)
= Hide Fgiders PDF (*.pdf)
KPS Document (*xps)
i Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;*.html)
‘Web Page, Filtered (*.htrm;*.html)
Rich Text Format (*.rtf)
Plain Text (*.bd)
Word XML Document (*xml)
Browse ‘Word 2003 XML Document (*.xml)
Strict Open XML Document (".docx)
Ornenlorimen # Tevt ( ndb)

Hinh 1.37 — Hop thoai tao template moi

tai noi ban muon.

ban can.

Trong hop thoai Save As [ Save as type [ chon Word Template (*.dotx).

Tu dong duong dan luu trit cac Template s& duoc trd dén, nhung ban ciing c6 thé luu

Va khi ban mudn st dung chi can vao 1 Tab File [1 New [1Personal [ chon Template

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

Address

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

Your Name Here

Job Title

Hinh 1.38
Gia st ta luvu mau trén voi tén “Tao_Template_moi.dotx”, nhu vay mdi 1an tao mot
tai liéu ma ta chon mau 1a “Tao_Template moi.dotx” thi ta s& c6 tai liéu gidng nhu mau
trén.

Xem hinh xuét hién tén miu m&i sau khi da luu template trén (hinh 1.39)

(©
New

Search for online templates pel

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

FEATURED PERSONAL

Tao_Template_moi

Account

Doc2 Doc9 GiaoTrinh Tao_Template_moi

Options

Hinh 1.39 — Mau mdi ta vira tao
e Tii kiéu miu cé sin ciia Microsoft:
Microsoft cung cAp rat nhidu miu cho ngudi sir dung: Mau t6 chire sy kién, thu ngo,
danh thiép, don tim viéc ... (yéu cau phai két ndi internet).
Vi du tao mau So yéu 1y lich va don tim viéc & Cong ty:

Trong muc Suggested searches , ta tim t61 muc Resume:
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Save

Save As

Print

Share

Account

Options

New

Tao_Template_moi.dotx - Word T - ®
copcon *
% Home | Resume P
Category
= [rour
e —— ol Resume 20
= Business 36
= =2 Hiring ES
i = Human Resources 2
— o Industry 32
= = Personal 2
. = Basic 16
Resume + Basic resume (Timeless... Chronological resume .. Chranological 16
Design Sets 14
Individual 1
= Education 6
Professional 6
Small Business 5
= Employee 4
Functional 4
Ee— Blue 3
T Entry Level 3
Functional Resume Basic resume Resume for internal co... Functional resume (Min... :range j
it
[+ [+

Hinh 1.40 — chon Resume

Sau do tim td1 Job — specific resumes/ chon Banker resumes:

[YOUR NAME]

o]

[ r—— ]
P —
* Pl e b 143 e 115 el

+ gl ey 1o s o ke

B e L LT
[y - (]
e |

vt beva o e degeer]

[

Sales manager resume -
(elegant)

Provided by:  Microsoft Corporation

This resume termplate lists work experience Dl chm én sang

chronological order in an elegant format. | mau UEP theo
sample resurme to apply for a sales manager
position, or for any business job,

Download size: 32 KB

Rating: % (31 Votes)

]

Hinh 1.41 — chon Sales manager resume

Sau khi chon Sales manager resume va bam “Create”, ta s€ dugc mau CV tim vi¢c rat

chuyén nghiép.

Két qua sau khi tai mau CV:
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[YOUR NAME]

OEJECTIVE
[Cibjecte]
EXFERIENCE
[Year—Year] [Company MName] [Citr, 5'T]
Nationa! Sales Mangger
[ncreased salss fromm $30 maillicm to §100 millice.
Doubled sales per represmatative from 335 millics to $10 million.
Sugzested new products that ncreased eamings by 2334
[Year—Year] [Company MName] [Citr, 5'T]
Diserice Sales Mawagger
Increased n:gi.n:xr_ﬂ sales froon §25 milliow to §350 mmillion.
Dlamaped 250 sales representativas in 10 Westem states.
Implemnented traiming counrse for pew recraits — spesding profitabilicy.
[Year—Year] [Company MName] [Citr, 5'T]
Semior Saler Rearesentaiiee
".I.":l:il:bbd. division revermes for sach sales associate.
Expanded sales to includes mass market zocounts.
Expanded sales team from 50 to 100 representatives.
EDUCATION
[Year—Year] [College IMame] [Citr, 5'T]
[Crepree Obtained]
[Awmard, honor or minor degree]
INTERESTS
[[aterests]
(FAX] » [EMLAIL]
[STREET ADDRESS] - [CITY, 5T ZIF CODE] - [FHONE]

Hinh 1.42- Mau don tim viéc v6i vi tri Sales manager
1.2. Dinh Dang Dir Liéu
Chuong nay gitp sinh vién nang cao cac ky nang dinh dang van ban trong Word

2013, cu thé sinh vién s& duoc hoc cac k¥ nang sau:

e Thiét 1ap font chir va doan vin nang cao
e Chia ct cho doan vin
e (Cong thirc toan hoc
e Tao bang biéu va biéu do
e Cach xiy dung ndi dung tai sir dung trong tai liéu
e Sir dung hp vin ban lién két va chon lya

1.2.1. Thiét 1ap font chir va doan vian nang cao .

Phan nay s€ on tap lai mot s6 dinh dang co ban, dong tho1 hudng dan cac dinh dang

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

Nhu ta thuong thiy c6 3 chirc ning dinh dang ma trong qua trinh soan thao vin ban
chung ta st dung nhiéu nhat d6 13 in dam (Ctrl +B), in nghiéng (Ctrl+I) va gach chan
(Ctrl+U). Va hau hét cic dinh dang van ban thudng gip ciing da duoc liét ké trong nhoém

Iénh Font cua Tab Home:

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEV

ﬁ -
'«.'.|t . . - - —_ 1i— 1i— — —
D ] Calibri (Body) ~ |11 ~|A A Aa~- & — .. hoe EIE A«
T
Paste B I U-aex.x A-F.aA.l=Z==== 1=. &H.5.
! o ¥ Format Painter = : A L Sl — — — | i
Clipboard I Fant Ta Paragraph Ta

Hinh 1.44 — Cac dinh dang Font chit co ban
Ta chi can bdi den doan vin ban can dinh dang sau d6 chon céac 1€nh & trong nhom
Font nhu hinh 1.44.

Dé thiét 1ap cac kiéu Font chir dic biét, ta chon biéu tuong Text Effects (BT,

I= SR RS TMormal | TMo Spac.. Headingl Heading2 Ti

AAAA AsT

=
W
-
1|
I[1]
il
Il

A A A A / LOT DAY CUA KHONG TU

)
-\EF'LII' F) o = . 1 -~
= OQutline " 1. TAm con chua thién, phong thuy v ich.
& Shadow ]
A Reflection 4 ny m n -
1 3. Anh em khing hia, ban bé v fch
& Glow » ﬁﬁ,
s Number Styles , 4. Lam vige IIII @]]ulim]]u, dipe séich vb fch.
fi Ligatures v 13 I il o o, lrlrm;lm'u (L S

i, K |I'||ﬂ_1.lll_‘:!-: willly II]‘.HII":,."t—IIl j|_ﬂgleﬂ_1.1.!_‘: b v el

7. Thiri vin khéng thfmg, muru cdu vé ich.

Hinh 1.45 — Céc hiéu tng nang cao cho Font chir
e Siur dung Font Dialog
Pé dinh dang Font chit nang cao ta ciing c6 thé mé ctra s6 Font Dialog bang cach bAm
vao biéu twong mo rong trong nhom 1énh Font ctia Tab Home (hodc nhéan t6 hop phim
Ctrl+D hoac Ctrl+Shift+F):
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HOME IMNSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

(5

TimesNewRo -[14 ~| A" A" Aa- #o i=-i=-%- &3 4l T | poppcepe asBbcede AaBbC

? Format Painter I U-aex, ¥ A-F-A- =E=== [=- TMNormal = TNoSpac.. Heading®
aboard F} Faont E Paragraph F}
Font Advanced
]ﬂh I"ﬂllt: Font: Font style: Size: I
s = : , = Ly Times New Roman Regular 14
Dung dé dinh dang Font chtr, kicu itaen ~
- - - 1 - - - Symbaol Italic
chir, ¢& chir, mau chir, gach chin, chir Tahoma Bold
_ . . 3 Tempus 5ans ITC Bold Italic
hoa, chir thudomg, Superscript (X°), v
- Font colar: Underline style: Underline colar:
Subbcr]pl {HED] Automatic W (none) W Automatic
Tab Advanced: Effedts
. I . n . . - . |:| Strikethrough |:| Small caps !
Dung dé hiéu chinh co gian chir, ghép || [ooubie strikethrougn [ All caps
hi [] supersecript ["] Hidden |
... [ subscript r
Text Effects: Preview
Dung dé thiét lap hiéu irng nang cao. _ Times New Roman
Sct ;‘15 foﬂuu: This is a TrueType font, This font will be used on both printer and screen.
Dung dé thiét 1ap thong so mac dinh

Hinh 1.46 — Cira s6 Font Dialog
Thong thuong khi soan thdo van ban ta st dung mét kiéu dinh dang déng nhat dé

nang cao tinh chuyén nghiép, do d6 ta dinh dang hét cac thong so roi chon chirc ning “Set
As Default”. Vi dy: Ta thiét 1ap Font chir “Time news roman”, Font Style = “Regular”, Font

Size =13 roi nhan nat “Set As Default”, man hinh sau hién thi:
[ Microsoft Word B

Do you want to set the default font to (Default) Times Mew Roman, 13 pt for:
() This document only?
(@ iAll docurnents based on the Mormal dotm template?;

o [ o |

Hinh 1.47 — Thiét lap dinh dang mic dinh
Sau khi chon “All documents based on the Normal.dotm template” rdi bim OK,
Microsoft Word s& Iuu lai dinh dang nay, mdi lan mo mot tap tin méi 1én thi tip tin méi nay

cling c6 dinh dang gidng nhu ta da thiét 1ap.

Khi in an déi khi ta gip truong hop: C6 mot [ Font o
N\ \ . A , . N Z . . p 4
vai tor ro1 xudng trang méi lam xau trang in, hodc Aduance
Character Spacng
Seale: 100% E|
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ta mudn dong cudi cung chir dugc gidn ddy dong cho dep thi ta xir tri nhu thé nao? Khi gip
truong hop nay ta s& dung chirc ning co gidn chit & trong tab Advanced cua cira so6 Font
Dialog:

Normal : Chir dé binh thuong

Expanded : Gian chiv
Condensed : Co chir

Vi du: Néu ciing mot cum tir “Khong sg thiéu, chi so khong cong bang”, néu nhu ta thiét lap
3 kiéu khac nhau thi s& c6 3 két qua khac nhau:
Hinh 1.48 — Thiét l4p co gidn chit

Normal Khong so thiéu, chi sg khong cong bang
Expanded Khong so thiéu, chi so khong cong bang
Condensed Khong so thiéu, chi so khong cong bang

e Chén biéu twong va ky tw dic biét:

boi khi trong qué trinh soan thdo van ban, ta can chén mét sb biéu tuong hay ky tu
dic biét nao d6 nhung ta khong thé nhap vao tir ban phim duoc, Microsoft Word di cung cap
mot kho cac biéu tuong va ky tu dic biét rat phong pht, né du dap tng moi yéu cau cua
nguoi s dung.

Dé hién thi ctra s6 chén Biéu tuong va ky tu dac biét nay ta vao: Tab Insert/ chon
Symbol/ More Symbol (Atl+N+U+M):

IPS)‘mhmI @Iér
Trong tab Symbols co danh sach [ Symbos | Specel Characiers |
- a i oo X - -~ A
Font chir: Ung vo1 moi loai font chir Eont; | Wingdings []
. v e gk . A |3 | Sl L= = | s m el -
khiac nhau thi c6 biéu twong khac f%é_{—a jQ b | &) Q||
o _ CI B EE E| 2 &S wE =EH®
nhau, cac biéu tugng dugc su dung =i clsl=l= 4|7 nBlOBe 2T
nhiéu nhat la nam trong Font R[] o[ 2] e x| lo| 2|2V
“'r]l. ngdj [lgﬂ. Recently used symbols:
] . . . - . X + C ™ < | >+ | x|
Pé chen cac ky ty dic biét chiang han EL]¥O® Gl wjo|B
. - . . . Wingdings: 74 Character code: |74 from: | Symbol (decimal)
nhu (© , ® ™ & ), ta vao tab | ]
. AutoCorrect... | |Shorhcutﬁey... | Shortout key:
Special Characters. o ] [ ]

Hinh 1.49 — Chén biéu tugng va ky tu dic biét
e Thém Drop Cap vao tai li¢u:
Nhu ta d3 biét, Drop Cap 1a trong mot doan vin c6 1 ky hodc 1 mdt nhom cac ky tur &

dau doan vin “roi” xubng cac dong bén dudi (vao tab Insert/ chon Drop Cap):
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INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF
&4 Hyperlink L ; A ¥ Signature Line -
) &5 Hyperlin A ignature Line
= 2 = 3 = =0 = 4
L= \/ I I &+ o & ™ Bookmark - % Date & Time
able Plcture Online Shapes SmartArt Chart Screenshot | Appsfor | Online e Comment | Header Footer Page Text Quick WordArt Drop
Pictures - @ Office- | Video | oo Cross-reference 2 - Mumber- Box- Parts- - Cap~ Bl oject -
ibles INustrations Apps Media Links Comments Header & Footer
R B S S SR SN S SN SN BNCER SN SR SR SRR RN - SNSRI NSRRI SN BRI E- SR CoenBes oo e 0 F None
A Dropped

trong- nhitng- hanh- phuc 16m- . TS —
M Otﬂ-kﬁat cia-doingudilahd tro-va- A= Drop Cap Options..
in- thiy nhitng- nguoi-quanh- '
minh-hanh phiic-va-phat-trién-ban-thin-vi-nhu thé-

duong-nhién-minh-ciing-hanh-phuc-va-phat- trién |
ban than;-Cho khéng chi-dé nhan{(chodé nhin) ma-
1a-cho- thi- dong‘ tho1-ngay-tai-tho1- diém-d6-da-1a-
nhan-ro1,-dau-can-phai-do1-dé-nhan.-Cho-nghia-la-
hanh phuc.-Cho-lanhan! 4
Hinh 1.50 — Thém Drop Cap vao doan van
M&bi mét doan vin co thé thém 1 Drop Cap. Mac dinh ky tu dau tién cua doan van khi
thiét 14p Drop cap né s& duogc roi xudng, nhung néu ta bdi den mot tir dau thi né sé roi ca tir
dau tién d6 xudng (nhiéu ky ty nhu hinh trén). D6i khi doan vin lai khong cho phép ta thém
Drop Cap thi hiy kiém tra xem doan vin d6 c6 bi gd du khoang tring & ddu dong hay khong
hozc kiém tra xem con trd van ban c6 dang dtng trén dong ma khong co chir nao hay khong.
° Tao va chinh sira Style
Trong qua trinh soan thao van ban, c6 nhitng ndi dung c6 dinh dang giéng nhau, néu
dinh dang lan lugt cho tung ndi1 dung riéng s€ mat nhi€u thoi gian va khong nhat quan. Mt
trong nhimng cach don gian dé thyc hién diéu nay 1a dung Style.
Style 1a mdt tap hop céc dinh dang duogc tao trudc va c6 mot tén. Style rat can thiét
khi soan thao gi4o trinh hodc tai liéu c6 nhidu muc, nhiéu loai van ban khac nhau.

Style c6 thé ap dung cho cho doan vin (Paragraph), cho ky tu (Character) hoic ca hai
(Linked). Word ¢6 sén cac Style mic dinh, ngudi diung c6 thé dinh nghia thém Style. Cac
Style dugc chura trong trong Group Styles trén thanh Ribbon cua tab Home.

e Chon cac Style c6 san

Boi den doan vin ban mudén gan Style, trong nhom 1énh Styles cua tab Home nhan

chon kiéu Style mong muén:
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HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF
5 Cut o . - T

N Calibri (Bady) ' A A Aa- B i=-i=-%e &= 8l M| aaebeepe AsbCeDe AaBbCt
4 Copy

1 — == 1=
# Format Painter I U-acx.x* A-F-A- ==== |=- Q o - TMormal T Mo Spac.. Heading 1
oboard ) Font F) Paragraph & ApBbCcDe AaBbCeDo  AoBbCcDe
T - - 'E sl b2 s b e 3 Lt 4 ngenseE..  Strong Quote

74 Create a Style
A#  Clear Formatting
4, Apply Styles...

CACH-DUY-NHEAT-BUDC-NGUTN-KHAC-LAM-BAT-C - VIEC-Gi-L A-KHIEN-CHO-HO-THICHTANMFBIED-
069

Nghi-khéng-cii-vé-vin-dé-khing-maoig

=Thanh:-cong:lén-vdi-cdc-budc-nhé-hon:la-thanh-céngnho-
vOi-mot-budclong
Suy-cho-ciing, -cubc-ddila-mét-chudi-cde-thuyét-phue.-Vi-vay-thanh-céing-

trong-cudc-séng-phu-thudc-rat-nhigu-vio-cdch-ta-Gn-noi,-ting-xu, -cdch-ta-
hing-bién.q

AaBbCcl
Heading 2
AaBbCcDe

Intense Q...

AaB| aasbee

Hinh 1.51 — Chon Style c6 sin ciia Microsoft Word

e Tao mai Style

- Chon mé réng Style trong nhém Styles (s6 1)
- Click biéu twong New Style (sé 2)

raebcel A BI

Title

W | Aagbcene| aasbcene AaBbhCi

i TMormal | TNo Spac.. Heading1 Heading2

wl

Styles

‘N Properties

Mame: Stylel
style type: Paragraph v
Style based on: T Normal E
Style for followimg paragraph: T Stylel V]
Fommatting

NN [cobimodn  [v][11]v] B I U |[  avtomamc |v]

N = = =E E = = = 2 2 & =

ot

jceg

Chehduy nhiit budc ngudikhic lhm bl ol vic gi b khiin cho ho thich Bm giku 86

Do not chedk spelling or grammar
Right: 1.25°, Style: Show in the Styles gallery
Based on: Marmal

[] Add to the Styles gallery [_| Automatically update
(@) Only in this document () New documents based on this template

Lok |

Farmat = Cancel

Hinh 1.52 — Tao mot Style moi
- Name: Nhap tén Style moi (vi du trén 1a dntu_style).

AaBbCcC AaBbCcl:

Subtitle

AoBbCcDt  AaBbCcDe
Title Subtitle  Subtle Em.. Emphasis
AABBCCOL AABBCCOL AaBbCeDd AaBbCcDe
Subtle Ref... IntenseR.. BookTitle T lListPara..
2. Editing restrit
D Allow only t
in the docul
Mo changes (R
3. Start enforce
Are you ready t
settings? (You ¢
later)
AgBbCeht a
=i
Subtle Ern...  Emphasis |5 N

1

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

Styles T
Clear All

[ Horman 7]
Default Paragraph Font @
No Spacing T
Heading 1 Ia
Heading 2 Ta
Title Ta
Subtitle na
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Quote 1a
Imtense Quote na
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph T

Show Preview
Disable Linked Styles

3 Options...
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- Style based on: Chon Style 1am co sé cho Style dang tao, Style dang tao sé bao
gdm cac dinh dang cua Style nén.

- Style for following paragraph: Chon Style cho doan ké tiép.

- Formatting: Chon cac dinh dang cho Style.

- Click nit Format cho phép mo rong cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

- Bim OK dé tao Style méi, sau khi bam OK thi style dntu_style s& duoc dua
vao Quick Style Gallery (hinh 1.53)

e Gan Style

- Chon khdi van ban can dinh dang

- Chon Style di tao & trén (dntu_style), lac nay khdi vin ban s& ¢6 dinh dang gidng nhur
duoc thiét 1ap trong dntu_style:

AaBbCcl | AaBbCcl AaBbCcl AaBbCi AaBbce AAD 4asbee %

Tdntu_style | TMormal T Mo Spaci.. Headingl  Heading 2 Title Subtitle = Ethfl'”":"f
vles -

Styles

Hinh 1.53 — Gan Style cho khdi vin ban
e Chinh stra Style
Pé hiéu chinh Style, ta bAm chudt phai vao Style/chon Modify (s& xuat hién man
hinh chi tiét dé thay doi dinh dang giéng nhu & muc tao mai Style, tai day ta doi cac thong sb
theo nhu cau cu thé):

)
AaBbCcl  AaBbCcl AaBbCcl AaBbC: AaB

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

— % Modify.. !
Select All: (Mo Data)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 1.54 — Chinh stra Style
Tuong tu ta c6 cac chirc nang ¢ trong man hinh 1.54:
- Rename...: Ddi tén Style
-  Remove from Quick Style Gallery...: X06a Style khéi danh muc
- Add Gallery to Quick Access Toolbar: Pua Style nay vao thanh Quick Access
Toolbar
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1.2.2. Chia ¢t cho doan van ban

C6 nhitng van ban sau khi soan ban mudn chia ra lam nhiéu c¢gt nhu cac bai bao, MS

Word s€ giup ban hoan thanh.

bé chia doan van thanh nhiéu cot:

- Quét chon doan van mubn chia cdt ] PageLayout:

183 HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
W [ ’H Breaks = Indent Spacing 0 = Align =
o= D o

Margins Orientation Size |Columns

-

-

i0)Line Numbers= 3= Left: (0" 2 |1= Before: [0 pt

- . — . ~le= Selection
- o bt Hyphenation - =& Right: |0" L |#= After: |8 pt

Pane

Page 3§ % ] Paragraph ] Arrange
. One E 1 2 3 Fi 5 3 p

A4

Moi thit trong cude di déu co gid ciia n6. Droce cAi nay thi phai mat c4i kia, muén nhén

Three thi phéi cho, muén ¢ thanh cong va hanh phiic 1au bén thi phai tra gia bang nd lwc va cb
gang.

Left Néu 14 con chim, chiée 14
Thi con chim phai hét, chiée 14 phai xanh

Right L& nao vay ma khong co tra

Sbng 14 cho, d4u chi nhan riéng minh? - Té Hiru

== More Columns...

Mot trong nhimg hanh phiic 1én nhat cia déi ngwdi 13 hd tro va nhin thiy nhimg ngudi
quanh minh hanh phiic va phét trién ban thin vi nhw thé dvong nhién minh ciing hanh phic
va phit trién ban thén; Cho khéng chi ¢é nhin (cho dé nhdn) ma 1 cho thi déng theri ngay
tai thori diém d6 @4 13 nhan rdi, diu cin phai doi d& nhan. Cho nghia 13 hanh phiic. Cho 13
nhan! - Nguyén Khac Linh.

Hinh 1.55 — Chia c0t doan van ban

- Pé mo cra s6 Column [1 More Columns:

2
Columns E

Presets

One Two
Mumber of columns: |2 =
Width and spacing Preview
Col # Width: Spacing:
3 s los :
y _F :
Equal column width
Apply to: | Selected text W Start new column
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Hinh 1.56 — Cira s6 Column
- Presets: chon mot trong cac mau c6 san hodc nhap sb cot vao 6 Number of
columns.
- Line between: Ké/Khong ké duong phan cach gitra cac cot.
- Width and spacing: Pg rong ctia ¢t va khoang céach gitra cac cot.
- Apply to: Pham vi chia cot.

Luwu y: Khi chia cot ngudi dung thuong mic céc 16i nhu chia hai cot dit liéu nam
tron mot cot, khong khong chia qua cot thi hai... Cac 16i nay xay ra & khau quét chon dir
liéu (thuong 1a khong ngit doan). Pé chia cot ludén thanh céng nguoi dung nén bat nit
Show/Hide dé khi quét chon dit liéu khong quét phai dau Enter cudi cing

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

group Symbol [] Equation.

INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE cop con

j Ij‘g Q ,:g- = II ] .’ E.:.?,. B Hyperlink IJ D D D 4 [ Signature Line ~

aokmar = Date & Time Q) Symbal ~
* Bookmark 5% Date & Ti ) Symbal

able  Pictures Online Shapes SmartArt Chart Screenshot | Appsfor  Online & Comment | Header Footer Page Text Quick WordArt X
- Pictures - - Office~  Video | oo Cross-reference - v MNumber~ | Box~ Parts~  ~ [ Object -
ibles Ilustrations Apps Media Links Comments Header & Footer Text
BHS 6«0 - 0.Final_giao_trinh_A_TinHoc_PhanWindows_Excel_Powerpaint_final.dock - Word EQUATION TOOLS ?
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE DESIGN

ElvT 5 e L, 3 e G i A

= Fraction Script Radical Integral Large Bracket Function Accent Limit and Oper:

- Operator~ = 2 @ Log~ ©

T (][] == D ][]
Eauston  vormaires L] L2 ] VI [¥1[¥][V][][2][%][-]

Tools [F] Symbaols Structures

Hinh 4.5.22
Thanh cong cu dé soan thao xuit hién, va ban bat dau thiét ké cac cong thuc. Ta co
cac group:

e Tool: Chén va dinh dang cac mau cong thire co6 san.
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JC = 2=l = e L
1 o are | (AN 0]]

Built-In

Area of Circle

A=mr?

Binomial Theorem

(x+a) = Z() kg

Expansion of a Sum

nx nln—1)x?
(1+x}“=1+—+—

2!
Fourier Series
oo

nwx | MmX

flx)=ay+ Z (aﬂ cos——+ b, sin——
n=1
I@ More Equations from Office.com 3
Hinh 4.5.23

e Symbols: Chen cac ky tu dac biét.

Bazic Math =
Basic Math

I@EIIIEDE} (=
o] V[F][¥] v % : a HHI
IEIBIIIIHE
L s =] ]

.

EH

Hinh 4.5.24

e Structures: C4c cau tric cong thirc c6 san.
Dang cin

thire
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Dang cin

!
]

Cac toan
thuc i 16‘!_1
L

1
]
]

Dang

Gidgi han Dang ma
va bog trim:l
1 1

[
L]

1‘1. ]
*— i H ] ]

: -:"'i-. v A : r - L - e -
LI X R [F0% {0y Wee G s A [H

- A Ao ==
Fractin:nﬂr'n hScript Radical Irﬂegral Large B}‘!cke‘t Function A?‘cent Limit and Operator Matrix
@ | - = & = Operator=f -~ v L Log~ rall v
: s ;Structures :;‘ !/ |
Dang Dang tich Cicdiu Nhin diu i -;‘
mii phén ngodc am Toan ti
Hinh 4.5.25

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

1.2.4. Tao bang biéu va biéu do

e Bing biéu trong Microsoft Word

Bang (table) 1a kiéu trinh by van ban c6 ciu tric gdm cac cot (column) va cac dong
(row), giao gilrta cac dong va cac ¢t 1a cac 6 (cell).

Vay khi nao ta nén dung bang? Khi ta mudn t6 chirc dit liéu theo dong va cot, vi du:
Ta can tao mot bang diém chi tiét cho sinh vién, hay bang luong cho nhan vién, hay phai
dinh dang mot biéu mau phirc tap nao do.

Vi du bang biéu don gidan:
Ma Sinh Vién Tén Sinh Vién DPiém Trung Binh
1123594 Pham Thi Xuén Diéu 8
1123584 Nguyén Vin Hiung 9
1123574 Tran Duy Thanh 8
1123564 Nguyén Thi Cam Huong 9
Vi dy bang biéu phirc tap:
A r K [
~Thong bao tuyén sinh!] Truwo
0 ng
"1 Kinh gui: o
1 Vao luc: ngay dal

1 Pén phong:

Tai truong PTTH Nguyén DPinh Chiéu dé du thi ky thi tuyén sinh dai hoc nim
2014. Khi thi nhé mang theo: n
] Giéy bao thi

1 Gidy chirng minh nhan dan
[ Giéy bao tot nghiép PTTH
Ho tén thi sinh Gio thi

EEZ
O).o
= e

£
O>-
N [=)

Ngay thi Phong thi

Z
=
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| D3 Cong Thanh 7h15 02-01-2014

ITO1 | I

e Cich tao bang biéu

FILE HOME IMSERT DESIGN PAGEL
B Cover Page~ D 1)
oo lag (&

- Vao Tab Insert/ Table trong nhom Tables ,asfgn:;;ii ) | Pictures Online Shapes S

Pages x5 Table B

1 A A A A 5 r A = DDD I
Hinh 1.55 cho ta thay dang ré chudt dé tao 1 bang c6 7 cdt .. EEE
va 6 dong, cach nay kha nhanh tuy nhién né bi gidi han s6 EEE
cot va sd dong. Con co cac cach tao khac (Insert Table, - o
: I
Draw Table, Convert Text to Table, Excel Spreadsheet, - [ o [

Quick Tables) - E ;:'t:::

E[':] Excel Spreadsheet
B Quick Tables 3

Hinh 1.55 — Cach tao bang biéu

- Insert Table: Cho phép tao bang véi s6 dong va ¢t duge ngudi ding nhap vao, sau

d6 Click OK dé tao bang.

Number of columns: Nhap 5O cot

Number of rows: Nhép s6 dong

7

.
Insert Table L2 [l
Table size
Mumber of columns: 5 =
Mumber of rows: 2 =
AutoFit behavior

[T Remember dimensions for new tables

Ak

@) Fixed column width: | Auto
_ AutoFit to contents
~ AutoFit to window

[ OK ll Cancel J

Hinh 1.56 — Thém bang biéu
- Draw Table: Cho phép ké bang biéu theo y mudn tiy thich vé6i cay viét chi.

- Convert Text to Table: Cho phép chuyén doi dit liéu van ban thong thuong thanh

bang, thong thudng cac dir liéu vin ban ndy duoc ngin cach boi du tab, vi du néu nhu ta

nhap dit li¢u véi dang sau:
Mi-Sinh-Vién - Tén-Sinh-Vién
1123594  »  Pham-ThiXuinDiéu
1123584 -  Nguyén-Van-Hing
1123574 »  Tran-Duy-Thanh
1123564 -+  Nguyén-Thi-Cim-Huong

Piém-Trung Binhq|
-+ e
-+ o
- bl

-+ o
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Dé chuyén qua bang ta chi can boi den toan bo dit liéu ¢ trén roi vao Insert/Table/Convert

Text To Table...

Dé mic dinh nhu trén roi bam nat Ok
Chire ning nay rat tién lgi trong viée

thiét ké bang dir liéu don gian.

Hinh 1.57 — Chuyén dit liéu Text qua bang

-

Convert Text to Table

P |- |

Table size
Mumber of columns: 3 =
Murnber of rows: 5
AutoFit behavior
@ Fixed column width: | Auto =
_! AutoFit to contents
_) AutoFit to window
Separate text at
) Paragraphs () Commas
@ Tabs ) Qther:
[ 0K, ] I Cancel

I

- Excel Spreadsheet : Nhung bang tinh Excel vao Words.

Khi chon chirc ndng nay, bang tinh Excel s€¢ dugc nhing vao tai licu Word ma ta

dang thao tac. Khi ta double —click vao bang tinh thi cac thanh cong cu ctia Excel s& hién thi

ra nhu bén dudi, moi thao tic trong bang tinh excel nay tré 1én dé dang va quen thudc giéng

nhur ta thao tac bang Microsoft Excel. Khi khong mudn thao tic nita thi ta click chudt ra khoi

bang tinh.
c3 - Jx | Nt

e ——— — —_— : ' : 15|
: A B C D E ‘f'm 1
B 1 Thong ké quy tir thién khu pho 1

2 STT Ho Tén Gidi Tinh |Tién Gop =

3 1|Pham Thi Xuén Diéu  |Nw 5000000
. 4 2|Tran Duy Thanh Nam 7000000
B 5 3 [Nguyén Thi Cam Huong |Ni 6000000

6 4|Nguven Vin hing Nam 5000000
- 7 5|Do Cong Thanh Nam 95000000
1484 ¥ M| Sheetl %] 4] | b Elv
: Ta dung quén khong ké dit nao tuedng minh dc. va dc gip ac thwong khong thién ma ac
- thém. P6i véi ngudi hoc rong giau luong tri, ta cang chi trich thién ha, cang bi ho khinh
: ré, tai sao? Vi ho thay nhimmg dau 6c chi trich, 1a nhiing ddu 6c kém khén ngoan. Ping
T vay. trén d&i “nhin vé thip toan” khéng co gi tuyét déi dudi bong mit trdd, thi dimg

mong tim gip nhiimg ngudi hoan toan tai dic. hon nita, nhilng viée lam ta bit man,

. thwong xay ra do hoan canh

Hinh 1.58 — Chen bang tinh Excel vao Word

Quick Tables: D61 khi ta can tao nhanh mot sb bang theo mau c6 san thi s& dung

w o w 4

chtrc nang nay. Tuy nhién trong thuc té ta it str dung, vi tiry vao dic thu ciia mdi nghanh nghé

ma ta ¢6 cac mau biéu dé thiét ké khac nhau.
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e Hiéu chinh bang biéu
Click chuot 1én bang dé xuét hién Tab Table Tools chon Layout

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF DESIGN LAYQUT cop con -
¢ oy . - —
h E 7 =i € > % % 3 llHeight: [0.19" | B Distribute Rows BEE A= @ ‘%l
- N ¥ i BEEE 3% Convert to Text
Select  View Properties | Draw Eraser | Delete  Insert Insert Insert Insert Split  Split | AutoFit i\":\dth: 0.93" - ED\ztrihutE Columns SI=lE) ext Cell Sort f
Gridlines Table - Above Below Left Right Cells Table - Direction Margins x Formula

Table Draw Rows & Columns ] Merge Cell Size F] Alignment Data
Hinh 1.59 — Cong cu hi¢u chinh bang
- Chon cac thanh phan trong bang h

: s [
v/ Chon O: Click chudt Ién hang, chon Tab Layout [1Group Select View Properties

- Gridlines

Table [J Select chon Select Cell. B Select Cell
. PN n Select Column
v/ Chon cot: Click chuét 1€n c6t, chon Tab Layout[]Group T Select Row
TablelISelect chon Select Column. [ Select Table

v/ Chon hang: Click chudt 1én hang, chon Tab Layout[ |Group Tablel[Select chon Select
Row.
v/ Chon cé bang: Click chuét 1én bang, chon Tab LayoutlIGroup TablelSelect chon

Select Table.
- Thao tac trén hang va cot

Click chuét 1én bang, chon Layout [ Group Row & Column gdm céc chirc ning sau:

v/ Insert Above: Thém mot hang ¢ phia trén.
v/ Insert Below: Thém mdt hang ¢ phia dudi .
v/ Insert Left: Thém cot bén trai.

v/ Insert Right: Thém cdt bén phai.

- Delete: S‘i m L;, J :(_ _}:

v/ Delete Cells: X06a 0. Delete  Insert Insert Insert Insert
- Above Below Left Right

) A = L H Ta

v’ Delete Columns: Xoa cot. ey Delete Cells 1
L4 Voo

Delete Columns

Delete Rows

v/ Delete Rows: X6a hang.

DN

Delete Table
v/ Delete Table: X6a bang.

- Tron hoic tach cac 6

Chon cac 6 can tron, chon Tab Layoutl|Group Merge c6 cac chirc ndng sau:
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v Merge Cell: Tron cac 6 dang chon thanh mét 6 duy nhét.
¢ Split Cells: Tach thanh nhiéu 6.

v/ Split Table: Téach thanh hai bang khac nhau.

- Thay doi dd 16n caa cac 6

Click chudt 1én bang, Chon Tab Layout[]Group Cell Size gém céc
AutoFit:

v’ AutoFit Contents: Kich thudc bang j

AutoFit| —
++

co gian theo luong dir li¢u trong

-

=

B

bang. d  AutoFit Contents

.,.
kS

1 AutoFit Window

v/ AutoFit Window: Kich thudc bang

i A

Fixed Column Width

ma& rong bang chiéu rong vung soan thao.

v’ Fixed Column Width: C6 dinh chiéu rong cot.
¢ Height: Hiéu chinh chiéu cao cua hang.

v Width: Hiéu chinh chiéu rong cua cot.

1 ) .
a|| Height: 0.27

Width: 0.74°

[ | - ——- _:
Merge Split Split
Cells Cells Table

Merge

chtrc nang sau:

3 pistribute Rows

¥

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

¢ Distribute Columns: Hiéu chinh cho cac c¢ot c6 kich thuéc bang nhau.

- Canh I€ cho dit liéu trong 6

Chon cic 6 can canh 18 dit liéu, Tab Layout/Group Alignment ¢ cac chic nang sau:

v 9 kicu cén 1€ nhu hinh

v Text Direction: Thay d6i hudng cua dir liéu trong 6.

v Cell Margins: Thiét lap khoang cach giira dir liéu va 1& 6.
Vi du: Tron 6, d6i hudng chit, tao tab (trong bang phai nhan
ctrl+tab)

—
—
—_—

—_—

= 3 J

==
Text Cell

= = Direction Margins
Alignment

Dai
Hoc

THONG TIN NHAN SU

Z'j Distribute Columns
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Con |[STT Ho tén | Kh
g 1 Nguyén Van Hung | oa
Ngh - Co
8 2 b6 Cong Thanh ng
Don 3 Tran Duy Thanh Ng
g h¢
Nai 4 Pham Thi Xuan Di¢u| Th

ong

Tin

e Thao tac véi dir li¢u trong bang
Khi thao tac v6i bang biéu thi viéc sip xép dir liéu rat quan trong, né giup cho viéc
liét ké dix liéu dugc khoa hoc hon, trong bang biéu doi khi ta ciing c6 cac dong/cot phai tinh

toan, bang biéu trong Word ciing hd trg cac chirc ning nay.

Click chudt 1én bang, Tab LayoutdGroup Data gém cac chirc ning:

2l
Iy o
E= Convert to Text
Sort
fx Formula
Data

v Sort: Sip xép dir liéu trong bang.
v Repeat Header Rows: Hang dang dugc chon s€ dugc 1ap lai khi d0 16n cua bang vuot
qua mot trang.
v Convert to Text: Loai bé bang va chuyén dit lidu bén trong vé dang chudi.
v/ Formula: Thuc hién tinh toan voi céc truong dit li€u trong bang
Vidu 1: Can tinh téng tién cac linh kién duoc liét ké trong bang sau:
Thuc hién: Click chu6t 1én 6 can tinh toan chon Tab LayoutUGroup DatalJFormula

(biéu twong c6 hinh fx formula).
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-

Tén san pham | Thanh tién | | o™= L2 e
Iphone 5 500 Cormuula:
=SUM(ABOVE)
New IIJELd 400 " Mumber format:
SamSung SII 450 / -
SE.IIISU.ﬂg STII 470 Paste function: Paste bookmark:
Tong tién: G 820 ) MOD
— NOT
OR
\/PRODUCT
ROUMD
SIGN -
TRLUE i
Hinh 1.60 — Str dung thanh cong thure
Vi du 2: Hay sap xép bang tinh dudi day theo thanh tién ting dan
Mi SP Tén San Phim | S6 Lwong Pon Gia Thanh Tién
R1K Iphone 5 5 500 2500
T2K New Ipad 3 400 1200
G1P SamSung SII 7 450 3150
X2P SamSung SIII 5 500 2500
Ta sap x€p nhu sau:
v/ Chon toan bg bang dir li€u & trén
¢’ Click chon biéu tugng sort s& hién thi cira s6 nhu bén dudi:
[ sort PR
Sort by
Thanh Tign E| Type: | MNumber @ Ascending
Using: |Paragraphs E () Descending
Then by
E| Type: | Text a S
Using: |Paragraphs E &) Desconding
Then by
Type: |Text @ Ascending
Using: |Paragraphs Il
My list haz
@ Header row () Mo header row
o] (o

Hinh 1.61 — Sip xép thanh tién ting dan

¢ Muc Sort by: Click chon c6t thanh tién (vi dé bai yéu cau sap xép cot thanh tién)
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¢ Muc Type: Mic dinh 1a Number vi dit liéu & trong cot thanh tién 1a kiéu sd

¢’ Chon Ascending (sip ting dan), chon Descending (sdp giam dan)

¢ Bam chon OK dé tién hanh sap xép, két qua dugc nhu bén dudi:

M3 SP Tén San Phim | S6 Luong Pon Gia Thanh Tién
T2K New Ipad 3 400 1200
R1K Iphone 5 5 500 2500
X2P SamSung SIII |5 500 2500
G1P SamSung SII 7 450 3150

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

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

Ta tién hanh lam giéng nhu & vi du 2, nhung trong bang sap xép ta chon lya thém cot mi san

pham 1a cot sap xép thi 2.

-

Do |

@ Header row

Options,..

Mo header row

Sort
Sort by
Thanh Tign E| Type: | Number @ Ascending
Using: |Paragraphs E Descending
Then by
MasE E' Type: |Text Ascending
Using: |Paragraphs E @) Descending
Then by
E' Type: |Text @ Ascending
Using: |Paragraphs E Descending
My list has

| o

Hinh 1.62 — Sap xép thanh tién ting dan, mi sp giam dan

Muc Then by ¥ nghia 14 khi phan sort by tring nhau thi Word s& tién hanh sap xép theo muc

then by. Word cho phép sip xép lién tiép 3 cot.

Mi SP Tén San Pham | S6 Lwong Pon Gi Thanh Tién
T2K New Ipad 3 400 1200
X2P SamSung SIII 5 500 2500
R1K Iphone 5 5 500 2500
G1P SamSung SII 7 450 3150

e Thiét ké bang biéu

Thuc hién: Click chudt Ién bang chon Tab Design.
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I HOME  INSERT  DESIGN  PAGELAYOUT ~ REFERENCES — MAILINGS — REVIEW  VIEW  FoxtPDF  DESIGN | LAYOUT

/| Header Row  [+/| First Calumn e — i

Total Row Last Column

L4

Yopt
ZIZZT ZIZZZT Z| Shading | Border T Borders Border
o PenColor o paneer

T Styles mm

Table Style Options Table Styles Borders fa

+/| Banded Rows || Banded Columns

Hinh 1.63 — Cong cu thiét ké bang
— (Group) Table Styles

Cho phép tao ra cac bang dit liéu dep mét theo miu duoc tao san.

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

.| A

S EEEe |EEEEE | EEEEE ZEEEE EEEEE B )
Soos] S (|[EEEEE | SEEEE (S22 ID EEEEE (Sl (| Shading
Table Styles

¢ Shading: T6 mau nén.
v Borders: Tao dudng vién.
— (Group) Borders : —
¢/ Draw Table: tao bang tu do. = " . 954
v Pen Color: Chon méau cho duong vién. f:[:ei [Z Pen Color~ Borders g:;jtzrr
v’ Eraser: Xo0a cac duong trong bang. Borders r:
— (Group) Table Style Options
v Header Row: Nhan manh hang dau tién
(tiéu dé). Header Row First Column
v Total Row: Nhan manh hang cubi. ] Total Row [] Last Column

v Banded Rows: Tao su phan biét gitra Banded Rows [ Banded Columns

cac hang (t6 mau cach hang). Table Style Options

v First Column: Nhan manh cot dau.
¢ Last Column: Nhin manh cot cudi.
v Banded Column: Tao sy phan biét gitra cac c¢dt (t6 mau cach cdt).
e Biéu @6 trong Microsoft Word
Pay 1a chirc nang rat hitu ich ma Word cung cip cho ngudi st dung, ta thuong sir
dung n6 khi lam bao céo, vi du: B4do céo hoat dong kinh doanh, bao cdo ti 1€ phan bd dan cu,
bo cao ti 1& dau rdt tot nghiép. ..
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INSERT

DESIGN PAGE LAYOUT

1| lacd

i =

g

REF

e | Pictures Online Shapes SmartArt Chart 5

15

Pictures -

Mustrations

Hinh 1.64 — Chén bang biéu

bPé chén biéu do ta vao

, All Charts
tab Insert/chon Chart trong nhom
™ Recent
[Mlustrations nhu hinh 1.64. Trong Templates hﬂﬂl LHH M Jﬂfﬂﬁ] l@@ @@ ﬂ][ﬂ]
, I_[hJﬂ Column
man hinh Insert Chart cé rat || i o Clustered Column
Y .1l R A \ ® P . -
nhic¢u loai biéu do, tuy vao muc B Ear :
4 9 \ 4 . @ Area ,
dich st dung ma ta chon cac loai k2 xveamen | | III IIl Ill III
« R A \ . I_['[ﬁli Stock R — — — —
biéu d6 phu hop (Column, Line, B surbrce T
. + 9 5 % Radar
Pie, Bar, Area...). Gia st tachon | .
mot loai Column nao d6 roi bam
nut OK, ta dugc két qua nhu hinh
1 65 0K | | Cancel
A B | ¢ D =
: £ 1 Diudn  Btnget Mudl =)
i 5 2 HdéaDonl 4.3 24 2
] 3 HoaDen2 2.5 4.4 2
: 4 1 . 4 HéaDon 3 3.5 1.3 3
g . = Dau &n 5 HoaDond 4.5 2.8 5| o
. W 85t ngot H 4 b | Sheetl %3 NeC=_] v []
: 1  Mudi Reagy | 7 | |[GECD AN 100% (=) 0 T)
|
" 0+ T T ' .
] Héa Bon 1Hda Bon 2 Héa Bon 3 Héa Bon 4

i [ I |
Fage:iofl | Weords:0 | |@HE 3 E 100% (<) {}

Hinh 1.65 — hiéu chinh thong s cho biéu do
Word sé& cung cap thém cho chiing ta man hinh Excel dé thay d6i gia tri, mdi 1an d6i
gia tri trong Excel thi biéu dd trong Word s€ tu dong cap nhat. Ta cé thé thay ddi kiéu biéu

do6, hi€u chinh ti€u d¢€, hi¢u chinh ludi, dinh dang font chit cling nhu mau nén cho biéu do...

e Thiét ké biéu do
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Khi chon biéu d6, Word s& cung cap cong cu Chart Tools cho phép chung ta thiét ké,

dinh dang, cap nhap dir li€u lai cho biéu do:

N
B H S O 0O - DocumentT - Word CHART TOOLS
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGN FORMAT

e Af T = e=k=T S 05| il
Add cl:.a.—t Quick | Change Il |!L I! || || || ||_ {ITH R E [ ‘ f] H .I!- |!-__Ig-|!- II Illl I! @ ; Sel Edit Change
Element = Layout~ Colors~ Data Data~ Chart Type

Chart Layouts Chart Styles Data Type
Hinh 1.66 — Cong cu dinh dang, cap nhat dir liéu cho biéu do
e Thay doi loai biéu do
bé thay doi loai biéu do (vi du doi tur loai dang Column sang dang 1 I
. L2 2 . , N , N Change
Bar), ta click chon biéu d6 trudc va trong nhom Iénh Type cua thanh cong cu, ta ¢y 7.

chon Change Chart type. Word s& mé ra man hinh Insert Chart giéng nhu hinh Type

1.64, ta chon dang Bar roi nhdn OK s& ¢ két qua nhu bén dudi:

|
Héa Don 4
Héa Bon 3 o MU
M BOt ngot
Hda Bon 2 L
@ Dau an
Héa Bon 1
0 2 4 &

e Cip nhit dit liéu cho biéu do
Néu ta mudn thay d6i gia tri trong biéu d6, chon Edit

T 7

Data trén thanh cong cu (xem hinh), Word s& mé cira s6 giong

Select  Edit
nhu hinh 1.65 cho phép ta chinh stra dir liéu. Data Data
Data

e Dinh dang biéu do

Pé thay doi tiéu dé cho biéu dd, thay doi tiéu dé cho truc ngang, truc ding... ta vao

tab Layout cua cong cu Chart Tool:
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1L "
Add Chart Quick
Element = Layout -

i Axes

Idb  Axis Titles
b Chart Title
i Data Labels
Idh Data Table
it  Error Bars
i Gridlines
|:|]:| Legend
| Trendline

-
'-'.'l'
Change I I e . .-.
oo~ wort| @il | Cronge | Il b
Add Chart ' Quick | Change |- 1= 10 500
' Element = Layout = | Colors~
* Chart Lz
» RS i | A
* -
’ ' 5 | s
} : A FHE
[
9 | laan =
: dm® =
» - 8 |[dEe

Vi du: Po6i vi tri xuat hién Legend, hién thi Axis titles, thay d6i mau cac thong so:

EH S b -
FILE HOME INSERT DESIGN
[
|
1w s
Add Chart Quick | Change
Element = Layout - | Calors~
i Axes »
Idh  Ais Titles 3
i Chart Title 3
ili Data Labels 3
|db, Data Table 3
1y Error Bars 3
dH Gridlines 3
Legend 3 B
L |_[|]JI.L5< None
| Trendline » |.[|1[|1 Right
: Ay Left
|.[|].|]l Bottom

More Legend Options...

PAGE LAYOUT

Doc?.docx - Word CHART TOOLS
REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGN FORMAT
TaEEE T Switch Row
Column
Chart Styles
-I---g---I---1---I---Z---I---J---I---4---I---5---I---6---é-
Show Legend at Top

@D3uEn WBatngot EWMudi

Hoadon 3
Hoa don 1

0 1 2 3 4 5 13
Axis Title
Axis titles’ Primary horizontal
axis title/ title below Axis

Chart Title

z
g

Headon 3

Axis Title
I I
o o
1= 1]
o oo
3 3
- L]
[=]
w

n
m

ShowLegend atBottom——_ 0 - oo mvd

Hinh 1.67 — Vi du thay d6i dinh dang biéu do

1.2.5. Cach xay dung ndi dung tai sir dung trong tai liéu
Ta biét rang trong qua trinh soan thao van ban, c6 nhitng cum tir, nhitng dinh

dang ta thuong xuyén st dung di st dung lai. Néu nhu phai viét lip lai thi rat mat thoi gian
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vi vy Word cung cap cho ta chirc ning xay dung noi dung tai sir dung, chang han: Building
Block, Autotext, Header & Footer...

e Building Block

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

cac bang biéu, day 1a tinh ning manh m& cho phép tai sir dung ndi dung.

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

8 |l

Box -

Quick Wordart Drop
Parts ~ -

@'Signature Line -
F@; Date & Time

Cap - ] Object ~
AutoText k|
Document Property r
Field...

Building Blocks Organizer...

Save Selection to Quick Part Gallery...

Hinh 1.68 — Hién thi Building Blocks Organizer

Building blocks:

Name Gallery Category Template 2
c AutoText General Normal.dotm
copcon AutoText General Maormal.dotm
Bibliocgraphy Biblicgrap...  Built-In Built-In Buil...
References  Bibliegrap...  Built-In Built-In Buil...
Works Cited  Bibliegrap...  Built-In Built-In Buil...
Facet Cover Pages  Built-in Built-In Buil...
lon (Light) Cover Pages  Built-in Built-In Buil...
Meotion Cover Pages  Built-in Built-In Buil...
Semaphore  Cover Pages  Built-in Built-In Buil...
Slice (Light)  Cowver Pages  Built-in Built-In Buil...
Whisp Cover Pages  Built-in Built-In Buil...
Retrospect Cover Pages  Built-in Built-In Buil...

Cover Pages Built-In Buil...
ViewMaster  Cover Pages  Built-in Built-In Buil...
Filigree Cover Pages  Built-in Built-In Buil...
Integral Cover Pages  Built-in Built-In Buil...
Sideline Cover Pages  Built-in Built-In Buil...
Banded Cover Pages  Built-in Built-In Buil...
Slice (Dark) Cover Pages  Built-in Built-In Buil...
lon (Dark) Cover Pages  Built-in Built-In Buil...
Pythagorea... Equations Built-In Built-In Buil... v
(n.._J__L._.— [ N e Aot e -
Edit Properties... | | Delete | | Insert

Click a building block to see its preview
~
[DOCUMENT TITLE]
v
Grid
Title Block and Abstract in a large block accented by a
darker block with subtitle

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

chon Insert thi trang bia Grid nhu trén s€ dugc cheén truc tiép vao tai li¢u).

- Delete: Cho phép x6a Building Block dang chon.
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9 Are you sure you want to delete the selected building block?

Yes Mo

Chon Yes dé x6a, chon No dé huy thao tac x0a.
- Edit Properties: Cho phép hiéu chinh
Building Block dang chon.

- Name: Dat tén cho Building Block || Name: Grid

(tén tuy y mang tinh ggi nho) Gallery: Cover Pages
- Gallery: Chon cac by suu tdp duoc || Category:  Built-in

dinh nghia trong Microsoft Word Title Block and Abstract in a large block

i R Description: | accented by a darker block with subtitle

- Category: Chon cac danh muc thudc

Gallery, ta c6 thé tao tén mdi (bam vao | savein: Building Blocks.dotx

danh sach kéo Xuﬁng dudi cimg roi Dptions: Insert content in its own page

chon New Category) Cancel
- Description: Nhap mo ta cho Building

Block dé tro gitp cho qua trinh sir dung

- Save in: Noi luu trir Build Blocks, mac dinh 14 Building Blocks.dotx

- Sau khi nhap dﬁy du céc thong sé, bam Ok dé chép nhan su hiéu chinh.

-  Thém méi mot Building Block

- Viéc thém méi mot Build Block vao Quick Parts Gallery 1a rat don gian: Sau khi da
dinh dang theo y mudn, ta bdi den toan bd cac dinh dang do roi vao Quick
Parts/chon Save Selection to Quick Parts Gallery, vi du:

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Faoxit PDF

age~ D Ij‘ ) ’ B Hyperlink D D H |;| 4 A [ signature Line ~ E
age -] & "z‘> rl:l I I L | Bookmark lj i . F[‘gDate & Time Qs
Table | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online Comment | Header Footer Page Text Quick WordArt Drop
eak © Pictures  ~ Office Video Eeross—refereﬂce © = Number~ | Box~ Parts~ 9 Cap~ logject -
Tables Illustrations Apps Media Links Comments Header & Footer _—ﬁ AutoText r 5
1 . PR T S S S P S - PR PRI S
[=] Field...

=} Building Blocks Organizer...
_"===’==E Save Selection to Quick Part Gallery...

I

FO'NG DAl HOC CONG NGHE PONG NAI

KHOA CONG NGHE THONG TIN

BAN CHAP HANH CONG DOAN
Hinh 1.70 — Pua dinh dang vao Quick Part Gallery
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R o
Create New Building Block :
Mame: PauGiayhloi
Gallery: Quick Parts W
Categony: General L

Mau gidy mdi - Khoa Cong nghé Thang tin|

Description:
Save in: Building Blocks, dotx W
Dptions: Insert content only W

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

chén dugc dinh dang nay, bﬁng cach: Vao Tab Insert/ chon Quick Parts/ chon MauGiayMoi
nhu hinh dudi. Hoac ta chon Building Blocks Organizer (trong man hinh nay ta chon

MauGiayMoi roi nhan Insert).

|;| 4 E,"SignaturELinE - | T Equation ~

E.;'l.. Date & Time 0 Symbol -
Quick Wordart _ _
Parts = < _ DOI‘J_]EC‘I: -
General N
MauGiayMoi

TRAP(P 11 A0 008G MERTE TG ML
D o e it TG TR

TR CHLEE 1AM D ks

GIAY M1 "
1
i

=l AutoText b
=1 Document Property 3
(= perty

] Field...

=} Building Blocks Organizer...

e Churc nang Autotext
Trong qué trinh soan thdo van ban, c6 nhiing cum tur ta thuong viét lap lai rat quen

thudc, dé giam thiéu thoi gian gd lai, Word cung cip chirc ning Autotext dé cai thién toc do
soan thdo. Vi du ta thuong go cum tir “cdng hoa xa hoi chu nghia Viét Nam”, hay “Truong
dai hoc Cong Nghé Pong Nai”, hay “Cong ty trach nhiém hitu han”... 12 nhitng cym tir ma
ta lap lai nhiu lan, néu phai viét lai nhu vy thi rit mat thoi gian. D6 1a 1y do ta can biét
Autotext:

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

- Vao Insert/Quick Parts/ Autotext/ chon Save Selection to Autotext Gallery
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- Cuthé:
& Hyperlink DD ; Q A= [¥signatureLine - TT Equation ~
7| o Hyperlin A A& Signature Line /L Equation
D II e+ .’ m [* Bookmark \J - 4 F.;:l_.Date&Time €2 Symbol =
‘martArt Chart Screenshot | Appsfor | Online E Comment | Header Footer Page Text Quick WordArt Drop _
- Office~ | Video | o Cross-reference h *  Number~ | Box~ Paisw - Cap~ Clobject -
rations Apps Media Links Comments Header & Footer General
g---l-‘-1---|---2---|--‘3---|---4---|---§---|MauGiayMDi
P\mmﬂnnluxmmmml
N
GIAY M1 "‘
h da Xa Hoi Chu ia Vié -..._.x
Cong Hoa Xa Hoi Chu Nghia Viét Nam
. , . [l Save Selection to AutoText Gallery ] AutoText
Treong Dai Hoc Cong Nghé Pong Nai [ Document Property
[mm]  Field...
=l Building Blocks Organizer...
|__'E Save Selection to Quick Part Gallery...
Hinh 1.71 — Luu Autotext
S ?
Create New Building Block :
HName: dhdr||
Gallery: AutoText W
LCategony General W
Description:
Save in: Mormal. dotm W
Options: Insert content only W

Dit tén 1a dhdn rdi bAm Ok
— St dung Autotext da luu
Sau khi luu Autotext, mdi lan soan van ban ma co
. X . i R Trugng Pai Hoo Céng Mghé Béng ...

chua cum tir giong nhu ta dat trong muc name (vidu trén | o rirer o s ert)
dhdn) thi Word s& goi ¥ cho ta cum vin ban d6 bang cach dhdn
nhan phim Enter hodc gd phim F3, nhu vay s& tiét kiém duoc thoi gian.

— Xoa Autotext da luu

Tuong ty nhu Building Block da huéng dan & trén: Ta vao Building block Oganizer,

\

chon tén Autotext da dit roi nhin nit Delete.
e Chirc nang Header & Footer
Chirc ning nay vo cing quan trong va hitu ich ma Word da cung cap cho ngudi soan
thao vin ban. Trong tit ca cac van ban thi tiéu dé dau trang (Header) va tiéu dé cudi trang
(Footer) 13 phai c6. Vi du Pau mdi trang ta ghi “Gido Trinh Tin Hoc B — Khoa Cong Nghé
Thong Tin — DH Cong Nghé Pong Nai”, cubi mdi trang ta co ghi s trang.

Cach lam: C¢ rat nhiéu cach lam, c6 thé vao tab

Insert/ chon Header hodac Footer. Nhung cach don gian
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va nhanh nhat d6 1a bAm chuét phai vao dau trang roi chon Edit Header hodc bam chudt phai

vao cudi trang chon Edit Footer.

0. Final_GiaoTrinh_B_TinHoc_A Thanh.docx [Compatibility Mode] - Word HEADER & FOOTER TOOLS
ESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGM
r| [Z14 Previous | Different First Page i+ Header from Top: 0.5" s a
=D O s . = P
- = T S Mext Different Odd & Even Pages + Footer from Bottom: |0.33 -
cument Quick Pictures Online Go to Close Header
nfo~  Pars~ Pictures Footer /| Show Documnent Text [3] Insert Alignment Tab and Foater
Insert Mavigation Options Position Close
O NN BN SURCEE RN SRR SUNCHCN BUNCEEEE: SUNE SN SN SUNCEEEN BCNCSUNE SONDRCRN SRR - SUNCU BT £ S R
A
M Truémg Pai Hoe Cong Nghé Déng Nai Gido Trinh Tin Hoc B
[[Header | Trong man hinh Header cua tai liéu, ta dinh dang gidng nhw soan thao vin ban binh |

Vi du: Header cho tai liéu
Trong man hinh Header cua tai li€u, ta dinh dang giéng nhu soan thao van ban binh
thuong. Mic dinh Header co 3 tab can 18 (18 trai, 1& giita, 1& phai). Mubn thoat khoi ché do
nay ta bam vao nut Close Header and Footer ¢ goc phai man hinh trong céng cu Header &
Footer Tools.

m E - g D = 0. Final_GiaoTrinh_B_TinHoc_A Thanh.docx [Compatibility Mode] - Word
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER

D D F [‘ﬂ I;I IT‘D D |'_| (514 Previous /| Different First Page
B |=h - &

- ; : [Eip Next Different Odd & Even Page
Header Footer Page Date & Document Quick Pictures Online | Goto
- = Numberr  Time Infor Pars~ Pictures = Header | Show Document Text
Header & F B Top of Page poert Mavigation Options
I_' [) Bottom of Page P Simple Sy IR I
a ) Page Margins b | Plain Number 1 o .
c biét, ta phai
= [#] Current Position b . .
i nhau, viy ta pl
) m . . 1 |
- DE Eormat Page Numbers... i 13m 2 Heade
- B'.( Remove Page Mumbers
Plain Number 2 ) dong diu ticr
n Next Page
: 1
™

Plxin Nsrmhaar 2
Vi du: Footer cho tai liéu — chén sd trang

Khi ta dinh dang Header va Footer cho mot trang bat ky trong mdt tai li¢u nao do, thi
toan b cac trang khac s& c6 Header va Footer gidng nhu trang nay (théng thuong ta sir dung
tinh ndng nay cta Header va Footer).

Tuy nhién trong mot sd truong hop dic biét, ta phai phan ving tai liéu, tng véi mdi
ving khac nhau thi c6 Header va Footer khac nhau, vy ta phai lam nhu thé nao? Vi dy:
Luan van tot nghiép cia ta c6 3 phan, mdi phan phai lam 3 Header va 3 Footer khac nhau?
bé lam duoc yéu cau nay, ta thuc hi¢n cac budc sau:

Buéc 1: Di chuyén con trd van ban vao dong dau tién cua trang bat ky mudn bt dau
phan ving: Vao Page Layout / Breaks/ chon Next Page
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131 nay Y aep.aeck O Batininty IVISae)] - vwora

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF
’H Breaks - Indent Spacing E [z Align =
P. BEreak: = |0pt z Group
s =ge Breaks P — | Position Wrap  Bring Send  Selection .
Page 10 pt - Text - Forward - Baclkward Pane Rotate
4 Mark the point at which one page ends ] Arrange
and the next page begins. DD 3 A B B
Column

Section Breaks

3

=

Iz [ L

=]

Indicate that the text following the column lph‘ﬁn 2 : Thﬁy/ca

break will begin in the next column,

Text Wrapping
Separate text around ocbjects on web

pages, such as caption text from body text. héi manh sing nay

5c thiy bac tring
Next Page PR . =
Insert a section break and start the new 16 1a bui phan
section on the next page. xuyén mii khéng ngudi

Buéc 2: Viao Edit Header hoic Edit Footer tai phan viing méi nay

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF DESIGN
[b] |;| . r| 14 Previous Different First Page i+ Header from Top: 0.5" : a
EI] (| =] . — " -
= z [Eip Mext Different Odd & Even Pages + Footer from Bottom: |0.5 .
Jocument Quick Pictures Online Goto Goto . Close Header
Info~  Parts - Pictures | Header Footer 4. Linkto Previous | || Show Document Text [E] Insert Alignment Tab el Bl
Insert Mavigation Options Paosition Close
1. -|---E---|---1---|---2---|---3-J_-|---4---|---5---|---6---¢---?---

e ke Phin 2: Thiy /Clomefe: |

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

Ta lam tuwong ty cho cac phan ving khac, kho khan nhat 13 hiéu chinh s6 trang, néu

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

O DN R b E D g

Header Footer Page Date & Document CQuick Pictures Online

- - Mumber = | Time Infor  Parts~ Pictures |
Header & F B Icp of F'agE b oert

= [ Bottom of Page » 1...,...E

I+ Page Margins r ]

[¢] Current Position 3 |

Erg Eormat Page Mumbers...

E;L; Bemove Pag """
Format Page Number -

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

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

Page Number Format I. 2 &J

Mumber format: |1, 2, 3, ... E
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- Chuyén qua Start at 1 1 r6i bAm OK (mic dinh 12 Continue from previous section)
Nhu vay ta da biét cach str dung Header va Footer & trudng hop co ban va nang cao

(phan theo cac vung khac nhau).

1.2.6. Sir dung hdp vin ban lién két va chon lya
Word cung cap cho chung ta chirc nang Link TextBox, tirc 1a dir liéu dugc hién thi trong

1 TextBox nhung khi hét chd chtra n6 s& tir dong nhay qua Textbox con lai.

Vi du: Ta ¢6 2 TextBox ban dau véi dit liéu nhu sau:

Trueong Dai Hoe Cong Nghé Dong Nai —
Khoa Cong Nghe Thong Tin

Khi ta thay d6i kich thuéc & TextBox 1 (TextBox chua dit liéu), thi phan khong c¢6 chd

chtra s& tu dong chuyén qua TextBox bén canh:

Treong Pai Hoc Cong Nghé Dong Nai — Khoa Cong Nghé Thong Tin

Pé lam dugc nhu trén ta thuc hién theo cac buédc sau:
Bude 1: Chen cac TextBox vao tai liéu (vao Insert / Text Box/ chon Draw Text Box)
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A 4 A QSignatureLinE = | TT Equation -

— F.:'_L‘;.Date & Time €2 Symbol -

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

Built-in -
A o .
Simple Text Box Austin Cuote Austin Sidebar
|
-"
Banded Cuote Banded Sidebar Facet Quote -
@ More Text Boxes from Office.com ¥

Diraw Text Box

Hinh 1.72 — Chén TextBox vao tai liéu
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- ~ - — e —
licrosoft Word | rawing Tools |-
Review View Add-Ins Mitro Pro & Format
2 shape Fill = A Text Fill - |l{} Text Direction -
-~ [ Shape Outline ~ A A ' | &7 Text Outline = | [=] Align Text ~ PI—
o5
~ | ' Shape Effects = & Text Effects = == Create Link
les . WaordArt Styles . Text
oo oo 0 0 e e e F e e e 0 F e e o g e o B

=

Hacw bargrmgs

e st
=] I._-il7
Treong Dai Hoc Cong Nghé Dong Nai — ‘ /
' Khoa Cong Nghé Thong Tin l @%‘
l - £

1
1) A

Budc 2: Bam chon Textbox goc, sau d6é chon Create Link [ FORMAT

|| Text Direction -
[5] Align Text -
Bude 3: Bo link Textbox, bam chudt vao Textbox goc roi chon | €5 grcak Link

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

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

Break Link trong tab Format cua thanh cong cu Drawing Tools. Text
e Siur dung Bookmark va Hyperlink
Khi tai liéu chira rat nhidu trang ta nén sir dung Bookmark va Hyperlink dé giap
cho nguoi str dung di chuyén ti doan vin ban can thiét mot cach vo cing nhanh chong. Ta
can danh dau vi tri dé nguoi st dung di chuyén con tré van ban tdi vi tri mong mudn (vi tri
nay goi 1a Bookmark) va noi cho phép nguoi sit dung bam chudt vao dé di chuyén t6i
Bookmark da tao (noi nguoi st dung bam chudt vao goi 1a Hyperlink). Nhu vy ta phai tao
Bookmark truéc réi méi tao Hyperlink sau.

FILE HOME INSERT ~ DESIGN ~ PAGELAYOUT  REFERENCES  MAILINGS  REVIEW  VIEW  DEVELOPER  Foxit PDF  copcon ~

0 - < pa. s EE-Ee &= ™
N Cambria (Heac (20 - A" A7 Aa~ — _ AaBbCeDe AaBbcede AaBbC
Pafte v B I U-aex x A- q fNormal | TNoSpac.. Heading 1 Edifng
Clipboard Font P Styles P £
L 1"""'5"""'1'"""2"""'3"""'4"""'5""""5"'&"'?"'
Poan1
- Poan 2
N Poan 3

PAGE 1 OF 62 4833 WORDs 4

Gid sur ta co 1 tai liéu gom 62 trang, trang s6 mot chi chtra cac ti€u dé cua cac ndi dung,

vi du “Doan van 2” 1a ti€u d€ cia ndi dung nam ¢ trang so 36:
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FILE HOME | INSERT DESIGMN  PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF copcon =

== ¥, |Cambria (Headings) - |20 -~ #
DE@ B U =x x| 3 AaBbccDe| AzBbcede AaBbC [ 1
Paste & | A, aby A - Aa- AN TMormal | TMNoSpac.. Heading1 |+ Editing
Clipboard ra Fant T Paragraph T Styles P
L 1---|---9---|---10---|---2---|---3---|---4---|---5---|---E~---é---?---
Vu Lan

Vu lan v& con cai lén ngwc
Bong hdng vang bao hiéu me cha
Thang bay nura ngiu hay mrée mat nhat nhoa

Ciila nhitng dita con nhé& vé cha me

Mot nén hwong thom ndng nan ling 18
- Néi long con giri gdm nhivng niém thwong
Dt bao ndm di co hoa vé thwéng

Céng sinh dwéng vin 13 céng lén nhét

PAGE 36 OF 62 2 OF 4833 WORDS

Noi dung cta doan vin 2 (13 ndi dung cta tiéu dé “Doan viin 2” ¢ trang 1)

Muc tiéu chung ta can 1am 1a khi bAm chudt vao “Poan vin 2” ¢ trang 1 thi con tré vin
ban s& tu dong di chuyén t6i trang sd 36 (trang chtra ndi dung), giup ching ta tim ndi dung
trong tai liéu mot cach nhanh chong.

Cach lam:

Buwéc 1: Tién hanh tao Bookmark. Di chuyén con tré vin ban t6i trang sb 36 (noi chtra
ndi dung ta can tim). Tai day ta bAm chudt vao dong dau tién (hodc bat ky vi tri ndo trong ndi
dung). Sau d6 vao tab Insert/chon Bookmark:

IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVEI

B dEOD il o, @[3 |

‘able | Pictures Online Shapes SmartArt Chart Screenshot | Apps for Cor
M Pictures = v Office = El,_:l Cross-reference
ables Hlustrations Apps Media Links Can
| R I a T AU IR SRR SR
Vu Lan

Vu lan vé con cai lén nguc
Bong hong vang bao hiéu me cha
Thang bay mira ngiu hay nwréc mat nhat nhoa

Cua nhitng di*a con nhé vé cha me

Hinh 1.73 — Tao Bookmark
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Bookmark name:
Bookmark_Doan2

EBookmark_Doand

Delete

GoTo

Sortby: (8 Name
D Location

Dﬂidden bookmarks

Nhap tén Bookmark (viét lién, tiéng viét khong dau) roi nhan nat “Add”, mudn xéa
Bookmark nao thi chon Bookmark d6 roi nhan nat “Delete”.
Bude 2: Gan Hyperlink. Sau khi tao xong Bookmark ¢ budc s6 1, ta trd vé trang so 1.
Tai ddy ta boi den dong ghi “Poan vin 2” rdi vao tab Insert/chon Hyperlink:
INSERT | DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW D

I @ ™ all a | B |0 B8

ble | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online

- Pictures - - Office~ | Video El-_:l Cross-reference
ales Ilustrations Apps Media Links
1---.---5---.---1---.---1---.---3--
Poan 1
Poan 2
Poan 3

Hinh 1.74 — Gan Hyperlink

Link to: Text to display’.|£)oa_r12 | ScreenTip...

Select a place in this document:
Existing File - Top of the Document
or Web Page .
i-- Headings

5 Bookmark:
Q = goom > i Target Frame...
Place in This [ B ookmark_Doan?

Document

Create Mew
Document

E-mail
Address
ok || Ccance
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Ta vao Place in This Document/Trong nit Bookmarks chon bookmark doanvan2
da tao & budc 1 rdi bAm nut OK. Tuong ty nhu vy moi lan tao thém Bookmark méi thi no

s& duoc hién thi trong nay.

Budée 3: Két qua sé& cho ta thdy nhu hinh bén v ebd oot a2
duéi, dé di chuyén toi noi dung cua doan vin ta chi
can dé phim Ctrl va bam chuét vao “doan vin 2” Doan 1
(doan van c6 dinh dang lién két mau xanh). Chu y Ia Poan 2
ta nén s dung chic niang Bookmark — Hyperlink Poan 3

trong truong hop tai lidu cua ta chira rt nhiéu trang,

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

1.3. Theo Ddi Va Tham Khao Tai Li¢u 7
Phan nay ta s€ dé€ cap dén cac chic nang: Theo doi su thay doi chinh stra dir liu,

tron tai liéu, tao cac tai liéu tham khao chfmg han nhu cac thu muc, nguén trich dan va 1ap
chi muc. Cu thé ta s& xem xét 4 chirc ning dudi dy:

e Kiém tra, so sanh, va két hop tai liéu

e Tao mgt trang tai li€u tham khao

e Tao biang quy pham phap luit trong tai liéu

e Tao bang chi muc cho tai li¢u

1.3.1. Kiém tra, so sanh, va két hop tai liéu

Churc nang nay rat quan trong va hitu ich trong qué trinh soan thdo van ban, gitip
ta chia sé tai liéu, quan 1y nhiing thay doi, nhitng ghi chi, so sanh va két hop tai liéu. Word
cung cip 4 nhém 1énh chinh trong tab Review: Comments, Tracking, Changes, Compare.

ouT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE

lJ E E‘;‘ E@ Simple Markup - %F‘rminu:

B Show Markup ~ ] 2] Mext
Mew Show Track Accept Reject Compare

Comment Comments | Changes - RE‘-'iEWi”Q Pane ~ - - =

Comments Tracking I Changes Compare
Hinh 1.75 — Chtrc ndng Review trong Word
e Thém cac ghi chi vao tai li¢u
- Trong mot s truong hop de ghi chii cho S o1 pererences  maliNGs REVI;R;." | Vi
thay doi (lIy do cua sy thay doi) ta boi den e = = -
cum tr can ghi chu r6i bAm chon New lJ lJ I_Q I__PJ EI E—E

Mew Delete Previous Mext Show Tracl
Comment trong tab Review. SElaboEdl BN | Chanay
ETJ Delete

- bé x6a ghi cha, bam chudt vao ghi chu,
Ch(')n Delete tI’Ol’lg tab Review: Delete All Comments in Document

o Delete: Dé x6a ghi chii dang chon.

o Delete All Comments in Document: Xo6a toan b ghi chu.
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- Previous: Di chuyén t&i ghi chu trude do.
- Next: Di chuyén t6i ghi cha ké tiép.

Lanyuaye v

L - Y12

PR A S BN SRR BERCRTEE SERP SN B A

cdc ban s& anh hwong dén con cdi, dén cude song sau nay. H cop con
e Diau ding ghi nh

. ~ A 2
- Danh ngon vé cu xir I Fommattedt: Fant fot Ftalic, Font caor: Dark Red
: I copeon

Hiy luén dat minh vao vi tri nigwdi khad néu didu d6 1am ton throng ban +-| Formatted: Tab stops: 381 Lek

thi né cting 58 ton thirong ngwdi khae Mét 1di ndi vé ¥ 1a mbt xung dét hidm hoa, mét . 1 o tted: Font: Net Ttalc, Font color: Dark Red
" 161 né1 noéng gidn coé thé lam hong ca mét cude doi, mot 101 no1 dung lic co thé lam - «cop con
- ) i . ) .. | Formatted: Font clor: Dark Red
gidm céng thing, con 1&i nodi yéu thuong co the chira lanh vét thuong v mang dén su :
8 g = cop con
. N Formatted: Font color: Dark Red
binh yén.
-
Revisions

Tendn hit rifin t8i sonda wii dha A4 15 thi teedoo hic cid 34 eis aboh dox:

~ T REVISIONS

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

cop con Formatted 28/12/2013 12:56:00 AM
Font: Not Italic, Font color: Dark Red

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

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

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

Hinh 1.76 — Man hinh theo ddi sy thay d6i di liéu
Pé hiéu chinh theo ddi ta vao Review/ Tracking/ chon Change Tracking Options/
Advanced Options

REVIEW VIEW DEVELOPER Foxit PDF OFFICE REML

- rt@ All Markup - a Prex
=0, G : "
= vl X

B Show Markup ~ 2| Mex
P

Track Accept Reject
Changes = F*] Reviewing Pane ~ - -
Tracking Changes
! R S T Change Tracking Options |
- 2
Track Changes Options :
Show
Comments Highlight Updates
¥ ¢ t +| Highlight Updat
Ink v| Other Authors

Insertions and Deletions Pictures By Comments
Formatting

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

Reviewing Pane: Horizontal| w

I Advanced Options... I Change User Name...

Man hinh dinh dang hién thi thay ddi (Thém méi ndi dung, stra ddi noi dung, x6a ndi
dung, dinh dang ndi dung), img v6i mdi dinh dang s& c6 mau hién thi khac nhau dé ngudi sir
dung dé xu Iy:
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Insertions:

ETETT— | color

. By author

Deletions: |5trikethrcuugh

. By author

Changed lines: | Cutside border

Comments: . By authar

Track moves

Moved from:

| Double strikethrough Izl Colon

. Green

Moved to: |Dc|ul::lle underline

Izl Color: . Green

Inserted cells: |:| Light Blue

w | Merged cells: DLight?ellnw

I:' Pink

Deleted cells:

v | Split cells: D Light Orange

Track formatting

Formatting: |[r1cur1e]

. By author

Izl Color:

Preferred width: | 3.7°

Ii" Measure in: | Inches

|Right

Margirn:

Show lines connecting to text

Paper orientation in printing:

| Preserve

Hinh 1.77 — Man hinh hiéu chinh cach thuc hién thi ghi chu
Ta c6 thé quy dinh cach thtrc hién thi dé theo ddi su thay d6i ndi dung: Vi du dé hién

thi nhitng thay doi vé ghi chu ta tick vao “Comments”, dé hién thi dir liéu thay doi ta tick

vao “Insertions and Deletions”, dé hién thi nhitng dinh dang da thay doi ta tick vao

“Formatting” ... va cac dac tinh khac:

REVIEW VIEW DEVELOPER Fowit PDF
— @ BS Al Markup - |
- g B Show Markup ~
how Track _ Arornnt |
nments | Changes=| ¥ LComments
v Ink
Pt + |Insertions and Deletions
ng sau nay. « Formatting
@:. Balloons 3
A -
Ve Cur Xur Specific People k
vikhid néfudi& - 5

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

Word ciing cung cap hai man hinh hién thi lich sir ctia sy thay doi tai liéu.
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- Reviewing Pane/Reviewing Pane Vertical..: Hién thi bén trai tai liéu

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

INSERT DESIGN

HOME
v R E

PAGE LAYOUT

a’ﬁ‘;) ﬁ—?

REFERENCES MAILINGS REVIEW VIEW DEVELOPER

[5 | All Markup
7z

B show Markup ~

Foxit PDF OF

5652 TV X

Spelling & Define Thesaurus Word | Translate Language Mew  Delete Previous Mext Track o Accept Rejec
Grammar Count - - Comment - Changes - [5]Reviewing Pane - - M
Proofing Language Comments Reviewing Pane Vertical...
- v X 5 : 1 : . c : ) 3 . : Reviewing Pane Horizontal...
Revisions cac ban sé anh hwong dén con cai, dén cude song sau nay:
v T REVISIONS (= B
D h A~ A -
cop con Formatted - an ngon Ye € xw
Font: Not Italic, Font color:
Dark Red 14y luén dat minh vao vi frinlewoi khid néu diéu 46 lam ton thuc

cop con Formatted

Font color: Dark Red

cop con Formatted

Font color: Dark Red

cop con Formatted

— 1 A man e

thi no cfing s& ton thuong ngudi khac. Mot 161 no6i vé ¥ 1a mét xung dét hidm h
&1 nd1 nong gidn cod thé 1am héng cad mot cude don, mot 161 ndi ddng lGc co 1
giam cang thang, con 1&i néi yéu thuong c6 thé chita lanh vét thwong va mang

binh yén.

Hinh 1.79 — Hién thi lich str thay d6i bén trai man hinh

e Chirc ning két hop (tron) tai liéu

Ngoai ra Word con cung cap chtic nang tron tai li€u cuc ky hay, rat tién 1gi cho nguoi

st dung, d6 1a chirc ning cho phép nhiéu ngudi ciing soan thao trén mot tap tin va cung cap

chirc ning so sanh va két hop cac phién ban cua tai liéu nay thanh mot tap tin thong nhat.

Gia su ta c6 hai nguoi cung soan thdo mot ndi dung ¢ hai may tinh khac nhau. Hai

ngudi soan thao dugce ndi dung nhur sau (dé y o cé sira 16i chinh ta):

TapTinl.docx - Word

@HS- & ~0 - TEH -D X I@mHd® O~ 0 -
HOME INSERT DESIG PAGEL REFERE MAILIN |REVIE | VIEW DEVEL FoxitP OFFICE copcon ~ HOME | INSER DESIG PAGE REFER MAILI REVIE VIEW DEVEL FoxitP OFFIC copcon ~

ABC @] [g

B

ga'[‘%

Spg”\ng&Asc Language Comments Tracking Accept Compare Protect Linked
- - - 3 .

“Lam sao dé ¢6 thé tha thi va yéu thuong moi nguéi?”
Nhimg diéu niy dé hon ching ta twéng rt nhiéu.

WViée giit t61 161 cia ngudi khéc trong 1ong minh ciing ching khac gi mang ting d4
trén lung. Chung ta thudng ldm twéng ring khi minh tha thr cho ngwoi khéc 13 minh cé
1ong tét, minh lam on lam phéc cho ho, vi ho di 6 181 déi véi minh va minh tha thi ho.
Sur thit 13 khi minh tha thit cho ngwdi khéc, ¢6 thé ching an nhip gi dén ngudi minh tha
thir, vi thudng 1a ho dang & d4u d6 rit xa va ching biét 1a minh da tha tht ho. Nhung tha
thi cho ngiedi khéc thi minh & gitp chinh minh rét nhidu, vi minh 44 vat di ting d4 20kg
minh dang mang trén lung.

Ngay nay tit ca ching ta ddu biét 1a hon gidn thii ghét 1am hai dén sikc khoe tinh
thén va thé chat ciia minh. Hom gidn thi ghét nam trong long minh nhidu théng nhiéu nam,
tao stress thudmg truc, 24 tiéng mét ngay khong nghi, di minh ¢6 nhé dén chuyén hén gidn
thi1 ghét d6 hay khéng. Stress thuéng true d6 gop phan lam minh cang thing thuong truc,
lam yéu hé mién nhifm, tang khi nang bénh hoan vé tim, dudng tiéu hoa, 4ot quy va cdc
bénh hiém nghéo khdc. Vi lam con ngudi cla chinh minh tré thinh khé yéu hon vi nang
lye tiéu cure bao boc quanh minh.

M&i nguii chiing ta c6 mét “viing hio quang™ hay cén goi 13 “ving nang heong”
quanh ta, nhr 13 ede tranh anh npwé ta thudmg v& cde vi than thanh D6 didu ma cac nha
tudng s6 goi chung la “tedng”—tudng lam vua, tuéng sidu sang, twéng ménh phu phu

Grammar B2 - M MNotes
Fraofing Changes Compare OneNote
I.'e'“v--‘i‘--l“‘2--‘\---J"-|-“4---\‘--5“‘|--‘S‘--é

e TimesNewRoman - [13 - As| #

i B I U-aex X 4 & it
RS Y IR - TR R B el
Cliphoard Font ] Paragraph 5 Styles & ~
L“e--‘?---l“-l-“z--- P T S P R
i Néu ta dang mang mét ting da 20kg trén lung, ta s& khong hoi ta co nén vét t
. niy di khéng. Ta s& vit ting d4 46 ngay tic thi
- Vide gift toi 161 ciia ngudi khac trong 1ong minh ciing chéng khéce gi mang té

- trén lung. Ching ta thudmg 1dm tudng ring khi minh tha thé cho ngudi khdc 1a mi
- long tét, minh lam on lam phic cho ho, vi ho di ¢6 181 déi v&i minh va minh tha tt
- Sy that 1a khi minh tha thi cho nguéi khéc, ¢6 thé ching &n nhdp gi dén ngudi mi
o thit, vi theong 12 ho dang & ddu do rt xa va ching biét 1a minh d4 tha th ho. Nhwn
: thit cho ngwdi khac thi minh & gitp chinh minh rét nhiu, vi minh 44 vat di tang d4
. minh dang mang trén lung

MNedy nay tit ca chiing ta d3u biét 12 hém gidn thit phét 1im hai dén stee kho
thén va thé chét ctia minh. Hén gidn thi ghét nim trong 1ong minh nhidu théng nhidu
. tao stress thuémg truc, 24 tiéng mét ngay khong nghi, dit minh c6 nhé dén chuyén hin
- thi ghét d6 hay khéng. Stress thudng trye d6 gop phin lim minh cang thing thuong
: lam yéu hé mién nhiém, ting kha nang bénh hoan vé tim, duong tiéu hoa, dét quy
+  bénh hiém nghio khie. VA lim con ngudi cia chinh minh trd thinh khé yéu hon vi
lue tiéu cure bao boc quanh minh.

Mai ngudi chiing ta ¢6 mét “viing hao quang” hay con goi la “ving nang h
quanh ta, nhi 13 cédc tranh anh npwdi ta thdmg v& cde vi than thinh D6 didu ma cé
tudng s6 goi chung 13 “twdng™ —tuéng lam vua, twéng gidu sang, twéng ménh ph

Ta tién hanh két hop (tron) 2 tap tin nay nhu sau:
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- Buwdc 1: Tai mét tap tin Word bét ky, ta chon Compare... trong nhém Compare cua
tab Review:

L | U8

Compare Block Restrict | Linked
v Authors - Editing | MNotes

, E Compare...

Compare two versions of a
document (legal blackling).

—¢=| Combine...
—f=| Combine revisions from multiple

authors into a single document.

Original document Revised document

TapTint.doos T |

Label changes with | | Label changes with |cop con

—
-

More ==

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

Hoidc bam vao biéu tuong thu muc ké bén danh sach dé chon tap tin
- Original document: La tén tap tin chira dit liéu gdc
- Revised document: La tén tap tin chira ndi dung bi thay ddi

Dé md rong thiét lap cau hinh so sanh tép tin, ta bam vao nut “More’:

QOriginal document Revised document

TapTinl.doot El Ta TinZ. doox El

Label changes with | | Label changes with |c0p con

—
—

<< Less

Comparison settings
| Insertions and deletions Tables

Moves Headers and footers
Comments Footnotes and endnotes
Formatting Textboxes

Case changes Fields

White space

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

Pinh dang nhu trén rdi bam OK
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Revisions X

v 4 REVISIONS

cop con Deleted
“Lam sao d& cé thé
tha thitr va yéu
thwong mo1ngudi?”
Nhimg didu nay da
hon ching ta tuéng
rit nhidu.

cop con Inserted

Néu ta dang
mang mot ting da
20kg trén lung, ta s&
khéng hoi ta c6 nén
vit ting 44 nay di
khéng. Ta s& vit
tang d4 d6 ngay tic
thi

cop con Deleted
ngudr
cop con Inserted

noudi

Compared Document

c&-tha tha thirva viu thuono moi nopdio”

Nhi i iy 45 hen chi it nhidu.

Néu ta dang manp mét ting 44 20kp trén hmg, ta 38 khéng héi ta c6 nén vit ting
d4 nay di khong. Ta sé vét tang da d6 ngay tire thi

Viée giff 01 181 cla neudinguoi khic trong long minh ciing ching khic gi mang
tang d4 trén lung. Ching ta thuéng 1im twéng ring khi minh tha thit cho ngudvi khac 1a
minh ¢6 long tét, minh lam on lam phie cho ho, vi ho dd co 16i d6i véi minh va minh
tha thivho. Strtht 14 khi minh tha thir cho nguii khéc, c6 thé ching an nhip gi dén ngudi
minh tha thir, vi thuong 12 ho dang & ddu do rit xa va chang biét 1a minh d3 tha thir ho.
Nhumg tha thit cho nguivi khée thi minh ¢4 gitip chinh minh rat nhidu, vi minh da vat di
tang d¢4 20kg minh dang mang trén lung.

Ngay nay tit ca chiing ta déu biét 1a hon gifin thi ghét 1am hai ¢én stc khée tinh
thin va thé chit cia minh. Hon gidn thii ghét nim trong long minh nhidu thing nhiéu
nam, tao stress thistmg triee, 24 tidng mot ngay khéng nghi, dit minh eé nhé dén chuyén
him pidn thit ghét 46 hay khéng Stress thubmg trize ¢6 p6p phén lam minh céng thing
thwong true, 1am yéu hé midn nhidm, ting kha nang bénh hoan vé tim, dwong tiéu hoa,
d6t quy va cdc bénh hidm nghée khac Va 1am con ngudi ciia chinh minh tré thanh khé
yéu hon vi nang lge tidu cue bao boe quanh minh.

Mbi ngwiri chiing ta cé mét “viing hio quang™ hay con goi 1 “viing nang lrong™
quanh ta, nhw1a cdc tranh anh ngudi ta thuong vé cac vithin thanh. Do diduma cac nha

Original Document (TapTin1.docx - cop con)
“Lam sao d& c6 thé tha thir va yéu thuong moi ngudi?

Nhimg diéu nay dé hon ching ta téng rat nhidu.

Vide gitt téi 161 ctia ngudi khée trong long minh
ciing ching khic gi mang ting dd trén lung. Ching ta
thirémg 14m tuémg rang khi minh tha thit cho ngwdi khac
14 minh eé 1éng tdt, minh lam on lam phie cho ho, vi
ho d c6 11 d6i v6i minh va minh tha thir ho. Su that
1a khi minh tha th@ cho nguéi khic, cd thé chang an

Revised Document (TapTin2.decx - cop con)

Néu ta dang mang mét ting da 20kg trén lung, ta
58 khong hoi ta c6 nén vét ting 44 nay di khéng Ta s8
vét ting 44 d6 npay tic thi

Vide gitt téi 161 ciia ngudi khée trong long minh
ciing ching khic gi mang ting dd trén lung. Ching ta
thudmg 1im tuéng rang khi minh tha thit che ngudi khac
14 minh eé 1éng tdt, minh lam on lam phie cho ho, vi
ho d4 ¢6 151 ddi v6i minh va minh tha thir ho. Sy that
14 khi minh tha tht cho ngudi khic, cé thé chang an

L by CYRE TPY RURPY, ML E. IPY R 1o ten

A
3

A

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

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

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

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

Compared Docurment

- nange mot tang da 20ke trén luno. ta sé

iy Paste Options:

o 16ng. Ta sé vit tane d4 d6 neay tic thi

[

Accept Deletion

(o3

Eeject Deletion

[+ Track Changes
% Hyperlink...
[ Fd Mew Comment

1 cua sgeesngrol khae trong long mi
lung. Chiing ta thudng 14m tudng rang
c6 1ong tot, minh 1am on lam phic ch
h tha thir ho. Swthat 1a khi minh thath
| dén ngudi minh tha thi, vi thuong 14
ninh da tha thit ho. Nhung tha thi cho

Boi den dir liéu danh dau 12 bi x6a & man hinh giita: Bam chudt phai / chon Reject

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

“Lam sao dé cé thé tha thit va yéu thuong moi nguii?”
Nhiing diéu nay dé hon chiing ta tuéng rit nhiéu.

Néu ta dane mane mét tine da 20ke trén lune ta s& khéne héi ta co nén
vattan ¥, cut a s& vit tang d4 46 ngay tire thi
E® Copy

: aséinouol khac trong 1ong minh cling chang khac
giman O FesteOptions  hinota thuong 14m tuong rang khi minh tha thi cho

ngudi b 0l  tot, minh lam on 1am phtc cho ho, vi ho d4 cé 16

d6i voi [ Acceptlnsertion 0 ho. Swthat la khi minh tha thir cho nguoi khac, cffn

thé ch.: Res : nron minh tha thi, vi thwong 1a ho dang & dau do rat
Beject Insertion

Xavac F“~ Track Changes .tha thi¥ ho. Nhlmg tha thit cho ngwii khac thi minh

daginp ~ u, viminh d3 vat di tang d4 20kg minh dang mang

trén lu & Hyperlink...

3 Mew Comment
nnnnnnnnnnnnnnnnnnnnnn #n Al haAt 14 i cide they oA 130 o ARe caun

Tiép tuc boi den cac dong dit liu danh du 1a thém médi: Bam chudt phai / chon
Accept Insertion dé chdp nhan thém méi dit liéu. Ta c6 két qua nhu hinh duéi:
Viée giit toi 161 cla Bewdinowdi khéc tro
gtangda trénlung € ¥ cut

[

thac 1a minh c6 long fz copy

minh va minhtha tt = Paste Options:
ng in nhap gi dén n; o i
hang biét 13 minh d: O

) chinh minh rét nhi 7] Accept Change

—

12 Beject Change
. 5 \ i |__:." Track Changes
Neay nay tat ca chu . I
A x £ 5 Hyperlink...
nh than va thé chat = P ]

Mew Comment

hing nhiéu nam, tac L7 N

Boi den chit danh dau thay ddi (sai chinh ta): BAm chudt phai/ chon Accept Change dé
chap nhan su thay d6i. Vay ta da két hop xong cac phién ban, tién hanh luu tai liéu va két
thuc.

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

khao (Bibliography) ma Word cung cap sin. Cac chirc ning nay rat quan trong dic biét khi
lam bao céo, tiéu luan, ludn van; thuong cudi moi tai liéu ta phai 1am trich dan va tham khao,
ta thuong lam cau tha va khong dung chuan. Chirc ning nay s& gip ngudi soan thao lam
dung chuan va giam thiéu thoi gian.
e Cic chuin trich din va nguon tham khio

Ta can biét so qua mot sd chuan trich din va nguon tham khao, hién nay cé nhiéu

chuan khéac nhau dugc sir dung trén thé gidi tuy theo quy dinh cua mot tap thé, t6 churc nao
Trang 64




Gido trinh Office 2013 nang cao

d6. Vi du: APA (American Psychology Association), IEEE Citation Reference, MLA
(Modern Language Association)...
Gia sir viét theo chuan APA thi:

- Doi vai tai liéu trich dan: Sau mo6i doan trich dan 1a ho cua tac gid, nam xuat

ban cua tai liéu trich dan va trj vi trang (néu co). (Vi du Nguyén, 2013, Tr.13).

- Doi véi nguon tham khao: Tuy theo loai tai li€u s€ c6 cach viét khac nhau, cu

thé:

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

chi, vi tri trang.

- Tap chi khoa hoc chuyén nghanh: ho tén tic gia. (nim xuit ban). Tén bai

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

- Tai liéu sach: Ho tén tac gia, (ndm xuat ban). Tén sach. Noi xuét ban (thanh

phd): Nha xuat ban.

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

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

e Thém méi ngudn tham khao

Trude tién ta phai thém dugc tp ngudn tham khao

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

Insert Citation (trong nhém 1énh Citations & Bibliography)/

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

liéu ma cac thong

Edit Source

REFERENCES MAILINGS
@ ,":ﬂ,, Manage Sources

ER Style aPA -
Insert -~

Citation = &0 Bibliography ~
cE Add Mew Source...

[ Add New Placeholder...

' I

Type of Source v

Bibliography Fields for APA
Author |Tran, Duy Thanh; Pham, Thi ¥udn Digu
[] Corporate Author
Title | Gido trinh Tin hoc B
Year 2013
City |Bién Hoa
Publisher |Trugng dai hoc Cang nghé Bang Nai
D Show All Bibliography Fields

Tag name
Trd13

Language | Default v

Edit

Cancel

tin phai nhap c6 thé khac nhau.

- P6i v6i tén tac gia (Author) chiing ta nhap theo ct phap: ho, dém tén.

- Néu tai liéu 1a cua nhém tac gia ching ta danh dau chon vao muc: Corporate

Author.
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e Hi¢u chinh ngudn tham khao

bé thay doi thong tin ngudn tham khao da tao T | REFERENCES

Insert .~ "
Citation = £ Bibliography ~

Citations & Bibliography

MAILINGS

trudc do, ta chon Manage Sources ké bén Insert Citation dé md -
Lo Manage Sources

man hinh Source Manager. ERstyle: |APA -~

- Man hinh Source Manager
Man hinh nay cho phép ta tim kiém, sap xép theo thong tin mong mudn va thyc hién

mat so chirc nang liét ké bén dudi:

? [

Source Manager
Search: Sort by Author L
Sources available in:
Browse...
Master List = Current List
Nauyén. Van Hong: Cdu Tric dif liéu & gidi thuat (2013) Copy -» ¥ Nguyén, Van Hing; Cau Trdc dif liéu & giai thuat (2013)
Bo, Cang Thanh; Bao mat hé thdng thong tin. (2013) « B0, Cong Thanh; Bao mat hé thang thang tin. [2013)
Tran, Duy Thanh, Pham, Thi Xuan Diéu; Giao trinh Tin hoc B (2013} Delete + Tran, Duy Thanh, Pham, Thi Xudn Diéu; Giao trinh Tin hoc B (2013)
Edit...
Mew...
¥ cited source
? placeholder source
Preview [APA):
Citation: (Nguy&n, Van Hing, 2013) -
Bibliography Entry:
Mguyén, Van Hung. (2013). Cdu Tric dif liéu & giai thudt. TP. HCM: Trwging dai hoc Cong nghé Bong Nai.
v
Close

- Copy: Sao chép ngudn tham khao.
- Delete: X6a ngudn tham khao.
- Edit: Hiéu chinh ngudn tham khao.

- New: Thém ngudn tham khao méi.

e Sir dung ngudn tham khao va trich din
Sau khi di tao xong ngudn tham khao, ta tién hanh sir
dung ching. Trudc tién ta thiét 1ap kiéu dinh dang trong Style nhu
hinh bén (ty vao muc dich cta ngudi st dung), tng voi mdi kiéu
khac nhau thi cach thé hién trong tai liéu s& khac nhau.
Pé thém trich dan, ta vao Insert Citation/ chon danh sach

ma ta d3 tao lc trude dé thém trich dan.

@‘,,Manage Sources
ER style: | 15006807 ~
E Bibliot APA

Sinth Edition
Chicago
Sixteenth Edition
GB7714

@ D Insert Tab

[
ns & Biblii
yen, Vi

005
hién, 1a =
* | GOST - Name Sort

.....

.18 cube GOST - Title Sort

daY lam 2003
i | Harvard - Anglia
d& cip | 505
nlanédl e
2006
IS0 690 - First Element and Date
1987
dan hoe 150 690 - Numerical Reference
inh, khi 1987
- - MLA
% co cat Seventh Edition
€t Nam. ;5705
udng 13 2003

‘(‘Tﬂg dé Turabian
vitt i S e e v
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REFERENCES MAILINGS REVIEW

ot r_?",.l"-ﬂana e Sources Bzl
=1y = g

ER style: 150 690 - -
Insert Insert
Citation » =3 Bibliography ~ Caption [ ¢
MNguyén, Vin Hing |
C&u Trac dir ligu 8 gidi thudt, (2013)

Tran, Duy Thanh, Pham, Thi Xudn Digu
Gido trinh Tin hoc B, (2013)

D&, Cong Thanh t
Bao méat hé théng thang tin., (2013) i

LE Add New Source...

[ Add New Placeholder...

Vi du: “Pay 1a gido trinh tin hoc B” (Tran, va nhiing tac gia khac, 2013).
Dé thém tai liéu tham khao, ta bAm chon Bibliography/ chon Insert Bibliography:

@ E‘,,ManageSources @ DInsertTabIeofFigures D B

ER Style: 150 690 - -

Insert . Insert Mark
Citation - £ [ Bibliegraphy ~ Caption L1 Cross-reference Entry
Citati¢ Built-In
Bibliography
(Ngv
Bibliography

T‘r'it t Chen, Jacky. 2003. Citations and References. New York : Contoso Press, 2003,

Haas, Jonathan, 2005, Creating a Formal Publication. Boston ; Proseware, Ing.,

Sa.ng 2005,

Thure
sach
duoc

5 k_lé References
- Chen, Jacky. 203, Citations and References. New York : Coniloso Press, 2003,

Kramer, James David. 2006, Jow (o Write Bibliographies. Chicago : Adventure

References

Haas, Jonathan, 2005, Creating o Formal Publicotion. Boston ; Proseware, Ing,
2005,

C:ic 1 Kramer, James David. 2006, How to Write Bibliographies. Chicago © Adventure

ban 1 Works Cited |

chan Works Cited !
14 V1 Chen, Jacky. 2003, Citations and References. New York @ Contose Press, 2003, :

t:rai C Haas, Jonathan, 2005, Creating o Formal Publicoiion. Bosion ; Proseware, Ing,,
) 2005,

ra du
Kramer, James David. 2006, How to Write Bibliographies. Chicago © Adventure

clng € Insert Bibliograph
. nsert Bibliography
dict =

Két qua:
D6, Cong Thanh. 2013. Bdo mdt hé thong théng tin. TP. HCM : Trurong dai hoc
Cong nghé Dong Nai, 2013.
Nguyén, Van Hing. 2013. Cdu Triic dit liéu & gidi thudt. TP. HCM - Trudng dai hoce
Cong nghé Déng Nai, 2013.
Trin, Duy Thanh and Pham, Thi Xuan Diéu. 2013. Gido trinh Tin hoc B. Bién
Hoa - Truong dai hoc Coéng nghé Péng Nai, 2013.
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Chu ¥ 12 muc Current list trong man hinh Soure Manager s& hién thi day du & day

(cho du ta co6 st dung hay khong).
e Tao ghi chi — FootNote, EndNote

Ngoai ra Word con hd trg chitc ning FootNote (tao ghi chii & cudi trang), chirc ning

nay cling rat 1a hitu dung trong qua trinh lam bdo cao, ti€u luén, luan van.

Vi du: Nhin dinh dang trong tai li¢u dudi day:

S W R R

=t

Nude CHXHCN! Viét Nam
Coéng ty TNHH?

Treong BPHCNDN?

I Nede Cong Hoa X3 Héi ChiNghia Viét Nam

! Céng Ty TrachNhiém Hiu Han
% Dai Hoe Céng Nghé Dong Nai

Mau tao ghi cha FootNote (rt thudng xuyén duoc sir dung)

Dé 1am dugc nhu trén, ta tién hanh:
- Buwde 1: Di chuyén con tro van ban vao vi tri cum
tir bat ky can tao ghi chu.
-  Buwéc 2: Vao tab References / chon Insert Footnote
(dé hiéu chinh nang cao ta c6 thé bidm chudt vao hinh

miii té€n & goc phai dudi cung cua nhom 1€nh Footnotes).

Bl |_|T[_i'] Insert Endnote

AE, Next Footnote ~
Insert

Footnote

Footnotes a

- Bwéc 3: Word s& di chuyén con tré vin ban xudng cubi trang va cho phép ta nhap ghi

cha (xem hinh trén).

Chii y: Chtrc ning nay duogc sir dung rat nhiéu va rat thong dung trong qua trinh 1am

bao cdo, tiéu luan, luan vin t6t nghiép. Ta khong can thiét phai hiu chinh nang cao vi day la

chuan dugc st dung nhiéu nhét.
1.3.3. Tao bang tac gia trong tai li¢u
Phan nay s€ noi vé cach tao bang danh sach céc
tai liéu tham khao dua vao céc trich dan d3 noi & phén

trudc. Trudce tién ta chén danh sach tham khao vao tai li€u

Er '-_'EI' Insert Table of Authorities

Mark
Citation

Table of Authorities
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trudc, sau d6 bdi den tung dong tham khao, roéi tao “Mark Citation” (vao tab
References/chon Mark Citation trong nhom Table of Authorities nhu hinh trén)

e Man hinh Mark Citation
Tai man hinh niy ta bAm Mark d¢ thiét 1ap danh dau. Twong tu 1ap cho hét cac danh sach
tham khdo trong tai li¢u

Selected text:
Pa, Cong Thanh. 2013. Bdo mdt hé théng A | | Mext Citation
théng tin. TP. HCM : Tredmg daihoc
Céng nghé Déng Nai 2013. v
Category: | Cases b Mark Al
Short citation:
n Hoa : Trugng dai hoc Cang nghé Bang Mai, 2013, Category..
Tran, Duy Thanh and Pham, Thi Xudn Diéu. 2013,
Long citation:
Trin, Duy Thanh and Pham, Thi Xuin Diéu.
2013. Gidio trink Tin hoc B. Bién Haa : Trrémg st

Sau d6 bam “Insert Table of Authorities”

Index = Table of Contents = Table of Figures

Print Preview Category:

- All -

Cases

Statutes
. . Other Authoriti
Baldwin v. Alberti, o Autharites

Rules

58 Wn. 2d 243 (]96])5, 6 Treatises

Regulations
Constitutional Pravisions

0 Corn. v. Metro v |8 hd
Usegassim

Keep original formatting

Tab leader: | ... W

Formats: From template Ld

Mark Citation... Modify...

Bim OK dé chén bang danh sach tham khao:

Cases

D6, Cong Thanh. 2013. Bdo mdt hé théng théng tin. TP. HCM : Trudng dai hoc

Cong nghé Dong Nai, 2013, e 2
Nguyen, Van Hing. 2013. Cdu Tric dit liéu & gidi thudt. TP. HCM : Trirdng dai hoc

Cong nghé Pong Nai, 2013, e 2
Trin, Duy Thanh and Pham, Thi Xuan Diéu. 2013. Gido frinh Tin hoc B. Bién

Hoa : Treong dai hoc Cong nghé Pong Nai, 2013 ... 2
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1.3.4. Tao bang chi muc cho tai liéu

Chtrc ndng nay rat quan trong, dung dé tao muc luc cho bai bao cdo, tiéu ludn, luén van. Vi

du ta can tao bang chi muc cho dé cuong chi tiét dudi day:

A, MICROSOFT WORD e 4
[. Bang, chia cot va trinh bay tramg... .t ee e s sn e e e e 4

1. Cach tao bamg 4

2. Higu chinh Dang . ..o 5

3. TRIEE KE BRI oo 7

L o OSSR 10
O L 10

2 Cac thao taC Trem STVl e 10

3. Tao bang muc e 12

L )] PR REPRR 13
O L U 13

2. Tao tap tin TAT TUGT oo 14

B. MICROSOFT EXCEL .. e 19
L Mot 56 BAM ATONE EXCEL eneieeececeeeeeeeeeee s eeeeececseeseseseesssesssessssasassseseseesasasssssessasassssneseseasans 19

I Cacham thong dum g 19

2. Cde ham XU 1¥ CMOT oo 19

3. Cacham MEaw I .o 19

4. Cdc ham tm K TN oo 20

II. Thao tac trén CSDL ... s s s s s s s s ss s assssasssssnsssssnsssssnnns 22

1. Khai niém v& CSDL ...ttt 22

2 Cacham OO e 23

3. Cdclenh s 1y At B U, 23

C. SUDUNG INTERNET .o 32
[ Gt thigt IDERFMEt ... eeeess s es s ssrerss s sneess s smnsessssnssense s s eesesssnnsessnsnnsensesnnn 33
IL. M6t 56 KBAL BTN «.oeeeeecececeeeeececececsss e eess s s sssssssssss st ses s s sssasasssssssssessasas e sssasasassssassessasans 33
III. Cac dich vu thong dung trén Infernet ...t e ssss s nnns 34
IV. Dich v Office Onlme ... ciiiiiiirseescissiisrssssss s s ssssssssssssssssssesssnssssssssssssnssnsanssssssssens 40

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

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

tir trén xudng dudi) nhu sau:
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Microsoft word

Bang, chia cot va trinh bay trang
Cach tao bang

Hiéu chinh bang

Thiét ké bang

Style

Khai niém

Cac thao tac trén style
Tao bang muc luc
Template

Khai niém

Tao tap tin mau méi
Microsoftexcel

Mbt sd ham trong excel
Cac ham thong dung
Céc ham x 1§ chuoi
Cac ham ngay gio

Cac ham tim kiém
Thao tac trén csdl

Khai niém vé csdl

Cac ham csdl

Cac lénh x1r 1y dit liéu
Str dung internet

Gidi thiéu internet

Mbt s6 khainiém

Cac dich vu thong dung trén internet
Dich vu office online

(Khi ta 1am dé cuong chi tiét cho tiéu lun cling nhap twong tu nhu trén)
- Buwéc 2: Xac dinh xem dé cuong ¢ bao nhiéu cap (dua vao tab thut dau dong), trong
truong hop nay thi ta xac dinh duoc dé cuong trén c6 3 cip. Word cho chung ta 1am tdi da 1a
9 cip, nhung thuong thi khi 1am ludn vin, bao cdo...Ta nén lam tdi da 1a 4 cip dé tai liéu

khong bi rbi. Sat 18 gidy bén trai 1a cip 1, mdi 1an ting tab

sbceC  4aBbCci {a]m:|
A v A - A 2 1A A A 3 r s 1. M& cira s6 Style
1én 1 thi clp tang lén theo ti I¢ thudn (n cép thi co n-1 tab). P e T
A Styles v
Cap ]' Clear All
:
-+ Ca.p 2 Nzr;n:acmg T
I Heading 1 Ta
—+ —+ C_ap 3 Heading 2 13
. Title put:}
- =+ =+ (ap4 ot tngass 8
- Emphasi a
- -+ -+ - Ca_p 5 Ir:::n:::mphasls a
. Strong a
-+ + o+ =+ =+ (b e o
- Subtle Reference a
—+ —+ Cap 7 Intense Reference a
- Book Title a
—+ —+ —+ Cap E ’ 2_Tanméi5ty;:tpamgmph T
—+ —+ —+ —+ —+ —+ —+ —+ Ca“_p 9 Show Preview
| Disable Linked Styles

%) (% Options...
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Buéc 3: Dé cuong c6 bao nhiéu cdp thi tién hanh lam timg d6 Style, tirc 13 trong
truong hop ndy ta tao 3 style (cach tao Style dd dugc noi trong phan thiét 1ap Font chir va
doan van nang cao).

- Tao style cho cip 1 (chit hoa, in d4m)
- Tao style cho cép 2 (chit thuong, in ddm)
- Tao style cho cip 3 (chit thuong)
Tai liéu s& hudng dan tao style cho cép 1, cac cap khac 1ip lai trong tu. Ta vao phan mé

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

Create Mew Style from Formatting @Iﬂ—hj Name: Dﬁt tf‘:n II‘JE]rlg tiﬂh E':" nhﬁ*
Froperties .

ame: stylecuacapl] vi du: stylecuacapl

Style type: Faragraph IZ|

Style based on: T Normal IZ| .

Style for following paragraph: | T stylecuacapl El Furmattiﬂg: TléI‘I héllh dillh dallg

Formatting - r e - A B
cho diang vai véu cau (NGt Format
Times Mew Roman |Z| 13 |Z| A | Automatic IZ| I;l - (
_ o _ e o goc tral bén dudl man hinh cho
E==s|[F= =22 & = g

phép ching ta dinh dang chi tiét)

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

Tick vao Automateally Update dé
tai liéu ty dong cap nhét khi ¢ su

Font: {Default) Times Mew Roman, 13 pt, Bold, All caps, Style: Automatically update, Quick Style
Based on: Mormal

thay d6i dinh dang.

Add to Quick Style list Automatically update

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

o

] [ Cancel

- Buéc 4: Gan Style va cip. Vao tab View/chon Outline dé mo tai liéu o ché do

Outlining

FILE HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
| al |:| ] [=] Outline | [v] Ruler [E} [ One Page D’j E

] @ = Draft Gridlines E gg Multiple Pages - ]
Read = Print  Web o Zoom 100% ) Mew  Arrange Split
Mode Layout Layout Navigation Pane ‘B PageWidth | Window Al
Wiews Show Zoom
L 1---|---E---|---1---|---2---|---3-
Microsoft word

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

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

‘m OUTLINI | HOME INSERT DESIGN PAGELA REFEREM MAILING REVIEW VIEW DEVELOP Foxit P|

2- X .y - N
e & |Level2 = > » Show Level:

+| Show Text Formatting

a v Levell Show Close
Lewvel 2 Show First Line Only Document Outline View
Level 3 Cutline Tools [ -
@ ]leveld [ WORD Styles v
Level 3 “hia cét va trinh bay trang
Level & Céch tﬂ_.D bE.tlg Stylecuacap T
Level T Hiéu chinh bé.tlg | Stylecuacap2 1T|
Level & I'hiét ké ha_ng Stylecuacap3 T
Level & Mo Spacing T
Body Text Ehii niém Heading 1 a
= Céc thao tac trén Style Heading 2 14
= Tao bang muc luc Title E]
+ Template Subtitle 12
= Khai niém Subtle Emphasis a
© Tao tép tin miu méi Emphasis a
':'B' MICROSOFT EXCEL Intense Emphasis a
# Mot s6 ham trong Excel Strong a
= Céac ham thong dung Quote 18
= Céac ham xir 1y chuoi Intense Quate 12
I:?tl Cdc ham ngﬁ}r B_i':"' Subtle Reference a
— I:::I (__:é'c 1}‘51]1 tim kiém Intense Reference da
® T]"ff e t,l_-m? c Sdl_ . Book Title a
= Khai niém vé csdl List Paragraph .

= Céac ham csdl

'&t' Cac 1é1ﬂ1 X0 l}ﬂ dir liéll Show Preview
#® SU DUNG INTERNET Disable Linked Styles
= Gidi thiéu internet
— T 8 o o Aq 'ﬂﬁ 2, Cptions...
= Mot so khai niem = #

(= Mar dirh sn thinag Annee dvan indarnad

PAGE1OF1 440F108 WORDs 3 EEl £

Hinh 1.82 — Man hinh Outlining dé gan style va cap
Tai budc 4 nay ta lam dung theo trinh ty nhu dudi day:

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

- Sau d6 bam chon Style (theo diing tén dat mang tinh goi nhé trong man hinh Style, vi
du ta boi cp 2 thi chon stylecuacap?2)

- Tiép theo chon dung cap trong muc Outline Tools (xem danh sach x6 xudng), theo vi
du nay thi ta phai chon Level 2.

- Nhu véy ta ¢ 3 cdp thi phai lam 1an luot 3 1an nhu vay: Hét cap 1, cap 2 roi téi cap 3.
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- Sau khi gan xong thi nhd bim nut “Cloese Outline View”.
Buwéc 5: Thiét 14p da cép cho tai liéu. Vao muc Define New Multilevel List. .. trong nhom

1énh Paragraph ctia tab Home:

= vi=-8se &35 7 T || AsBbCcl AAB
All -

Current List

List Library

) 1.1.
{OSOFT Y  Mone “

chia cét v.

a0 bang , , _
Define Mew Multilevel List...
‘hinh bang Define New List Style...

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

5 = ]
Define new Multilevel list :
Click level to modify: Apply changes to:
12 A. Stylzcuscap! Current paragraph
EY L Stylecuscap? .
1. Stylecuacap? Link level to style:
5 Stylecuacap3 W
& {1
7 (a} Lewel to show in gallery:
g i) Level 1 W
1
a. ListMum field list name:
I
Mumber format
Enter foarmatting for number: Start at: |4 2
|]-- Font... [+] Restart list after:
MNumber style for this level: Include level number from: Level 2 "
1023 .. ¥ Y| [] Legal style numbering
Pasition
Mumber alignment: || a5 w | Aligned at: g5 2| Follow number with:
; 5 . e Tab character W
Text indent at: 0.75 2| | setfor Al Levels...
[ ] Add tab stop at:
0.75 =
<< Less Cancel

- Muc cap tir 1 t6i 9: Chon tuan ty timg cap dé dinh dang.
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- Muc danh sach Number style for this level: Chon dung kiéu dinh dang danh s6 muc
luc (vi du cép 1 thi chon A,B,C..; cép 2 thi chon LILIIL,...; cép 3 thi chon 1,2,3...).

- Muc Link level to style: Gan ding tén style cho dung cdp (vi du level 1 thi chon
stylecuacapl, level 2 thi chon stylecuacap?2...).

- Céc thong sd khac khong phai hiéu chinh, sau d6 bam nit OK dé tao da cip cho tai
liéu.

- Két qua sau khi tao da cap:

A. MICROSOFT “'ORD'
I. Bang, chia ct va trinh bay trang
1. Cach tao bang
2. Hiéu chinh bang
3. Thiétké bang
IL. Style
1. Khainiém
Cidc thao tac trén style
Tao bang muc lue
IIT. Template
1. Khainiém
2. Tao tdp tin mau méi
B. MICROSOFT EXCEL
I Mgt s6 ham trong excel
1. Cac ham thong dung
2. Cac ham xi 1§ chubdi
3. Cac ham ngay gie
4. Cdc ham tim kiém
I1. Thao téc trén csdl
1. Khainiém vé csdl
2. Cac ham csdl
3. Cac lénh xtr 1y dit liéu
C. SU DUNG INTERNET
I. Gidi thiéu internet
IL Mbt s6 khai niém
I11. Cic dich vu thong dung trén internet
IV.Dich vu office online

VSRS

Bude 6: Tién hanh tao muc luc ty dong (bang chi muc tr dong). O day ta can hiéu rd
1a trong mot tai liéu thi chi c6 mot bang muc luc ma thoi, bang nay c6 thé duoc dé & ddu mbi
tai liéu hodc dé ¢ cudi mdi tai lidu (ban co thé xem tham khao mot sb sach gido khoa, c6
cudn dé muc luc dﬁng trude cudn sach, ¢6 cudn dé muc luc dﬁng sau cubn sach). Ta biét rﬁng
khi tao muyc luc thi né phai nim riéng tai mot trang (khéng nam 1n vao phan noi dung):

- Tao muc lyc & ding trudce cudn sach: Di chuyén con tré vin ban vao dong dau tién
ctia bang da cap & trén, rdi gd t6 hop phim Ctrl + Enter, phan da cip (ndi dung) sé bi
day xubng trang sd 2, trang 1 ta dung 1am muc lyc (ta thiy tao muc luc nim & bén trén
chir Page Break).

- Tao muc lyc & ding sau cudn sach: Di chuyén con tré vin ban vao ky tu cudi cing
ctiia dong cudi trong bang da cip & trén, roi gb to hop phim Ctrl + Enter, phan da cip
(nd1 dung) s€ & bén trén, trang lam muyc luc s€ tao thém & dudi cung (ta tao muc luc
nam & bén dudi chir Page Break).

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

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES
i % 18 Add Text~ ABl I Insert Endnate B ) Manag

[l Update Table AB] Next Footnote ~ ER Style: |.
Table of Insert Insert = "
| Contents = Footnote Show Notes Citation = ¥ Bibliog
l Built-In ‘ions & Biblio
1
| Automatic Table 1 R
3. Ca
Contents
Heading 1. kel N
Heading 2 . SU D Sk
Heading 3 .. 1 . em 4
o 1. Gigit
Automatic Table 2 I1. Mot s
II1.
Table of Contents
Bleading b 1 .
Heading 2 . W.chh A
Heading 3 ..
@ More Tables of Contents from Office.com 3

Custom Table of Contents...
E;( Remove Table of Contents

Hinh 1.83 — Tao bang chi muc

Index Table of Figures = Table of Authorities
Print Preview Web Preview
Heading 1..ccccoeiivvvvnnnnnnn.. 1|~ | [Heading1 ~
Heading 2 .......coeeee.e. 3 Heading 2
Heading 3.....ccovvevnnn 5 Heading 3
W W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | .. W
General
Farmats: From template W
Show levels: 3 =
Optians... Modify...

Bam chon Options dé hién thi bang Table of Contents Options nhur bén dudi:
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Table of Contents Options li‘ﬂ_h]

Build table of contents from:
Styles
Available styles: TOC level:

Heading 9

List Paragraph

Mormal
¥ stylecuacapl 1
v stylecuacap2 2
¥ stylecuacap3 3

Cutline levels
[] Table entry fields

o) o ]

h

Tai muc TOC level, ta x6a toan bo nhiing gia tri ¢ san ctia cac styles di, sau d6 nhap
theo diing thtr ty tir s6 1 cho t6i s6 3 vao stylecuacapl, stylecuacap2, stylecuacap3, tiép tuc

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

T ey S Ay o 2

1. Bang, chia cit va trinh bay trang Calibri(E- 11 - A" A" IE EE 2

1. Cach ta0 bang....cccveeercreesiannne Bs/U=w-A- ¥ 2

2, Higu chinh bAng.....ccccveeerecnenrinsesssasrseesaens 2

3. THhIEt K& BANG.veereereereneanseans n 2

II. Style 2

1. G TR 1113 1 D (@, Paste Options: 2

2, Céc thao tac trén style......uneee = 2

3. Tao bang MUCIUC .coeernrensiannne ' Update Field 2

111 Termplate Edit Field... 2

1 Khéiniém Toggle Field Codes 2

2 Tao tap tin m3u MGi...cceeennees ‘5_‘ Eont... 2

B. Microsoft excel = Peragraph.. 2
= Bullets v

I Mét s ham trong excel......cooe.... | = Nomb 2
;: _UITI crlng L]
p - Cac ham thong dung....ccounenees A stes X

- PO B S Y T R ] -

Hinh 1.84 — Két qua tao muc luc tu dong
Nhu vay ta dugc két qua la: Bang muc luc sé duoc tu dong tao ra va nam & trang sb
1, con phan noi dung (bang da cip) ndm ¢ trang sd 2. Tir ddy ta ¢ thé nhép dit liéu cho phan
ndi dung. Phan muc luc s& duoc cap nhap bﬁng thao tac: BAm chu6t phai vao vi tri bat ky
trong muc luc/ chon Update Field (hinh 1.84):
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Update Table of Contents @Ié]

Word is updating the table of contents. Select one of
the following options:
@ iUpdate page numbers anly:

Update entire table

[ (0]4 ] | Cancel |

- Update page numbers only: Cap nhat s6 trang cho bang muc luc (khi nhép di
liéu cho phan ndi dung thi s trang s& ting 1én, ta dung chirc ning nay dé déng bo sb trang
cho muc luc).

- Update entire table: Cap nhat ti€u dé cho muc luc (thuong thi chi nén cap
nhat khi chua nhap ndi dung, vi bang dé cuong chi tiét phai duoc chap nhan 1a ding dan
trudc khi duge nhap di licu).

Nhu vy ta da di qua sau bude dé tao duge mot myc luc cho tai lidu, ta can nam rd cach

tao Style, da cap dé c6 thé tao muyc luc mot cach nhanh chong va dé dang hon.

1.4. Thuwe Hién Chirc Nang Tron Thu

Chtic nang tron thu 14 gi? Va tai sao ta nén biét chtrc nang nay? La nhéan vién vin
phong ta thudng phai thiét ké cac biéu mau (thu moi, thu ngd, phiéu thong bio, quang
c40...) va phai in 4n hodc giri email cho rat nhidu khach hang, cac mau nay da phan la giong
nhau toan b vé hinh thirc trinh bay ciing nhu ndi dung, chi khac nhau chit it vé thong tin
khach hang. Danh sach khach hang thi cong ty (ta) dd c6 san va duoc thu thap tir lau. Cau
hoi dat ra 1a co cach nao chi can thiét ké mot 1an biéu mau va co thé dugc nhan ban ra rat
nhiéu cac biéu mau khac twong ng v&i thong tin ciia khach hang mot cach chinh xac va
nhanh gon hay khong? D6 1a nhi€ém vu cta chirc nang tron thu. Cu thé ta s& tim hiéu cac
chtrc nang dudi day:

e Thiét 1ap chirc ning tron thw

e Thuc hién chirc nang tron thw

e Tao mot thu tron sir dung tir danh sach ngoai
e Tao nhan va bao thw

1.4.1. Thiét 1ap chirc ning tron thw
Dé tién hanh 1am chic ning tron thu thi ta phai c6: Biéu mau va danh sach

(ding dé d6 thong tin vao biéu mau khi tron thw). Nhu vay ta thiét ké biéu mau that dep dé
dap ung nhu ciu sir dung sau d6 dung chic ning trén thu d& nhan ban cac biéu mau nay ra
theo diing v&i s6 lugng va thong tin trong danh sach (vay ta co 2 tap tin doc 1ap).

Vi du ta can 1am thiép méi theo méu sau (Iuu v6i tén thumoi.docx):
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©

o)

Lé& Tri An Khach Hang VIP
Kinh Giri Anh/Chi:
Dia chi:
S di¢n thoai:
L& tri 4n lae 10h00 ngay 01-09-2013 tai khach san Sheraton Quan's’

o/

Danh sach khach hang dé nhan ban thiép moi (c6 thé luu trong word, excel, access. ..

hodc nhap vao trong qua trinh tron thu):

Tén khach hang Pia chi S6 dién thoai
Nguyén Vin Hung Phong phu — Binh Chanh 0981131140
Tran Duy Thanh Phuong 5- GO Vip 0977777888
Pham Thi Xuan Diéu Kha van can-Thu Puc 0981234567
D) Cong Thanh Phuong 1 — Quan Tan Binh | 0973224244
Nguyén Cam Huong Phuong 3 — GO Viap 0903335656

1.4.2. Thuc hién chirc nang tron thw

Phan nay gido trinh s& hudng dan sdu budc cu thé dé thuc hién chirc ning tron

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

tén bat ky (vi du thumoi.docx):

/(-) - 1 , # Dong Mai » GiacTrnhB ¢ MailMerge v O Search MailMerge »
‘¢ Favorites - Mame Date modified Type
B Desktop M= ThuMoi.docx 28/12/201312:29...  Microsof
E H -0 & [0 = Thuloi.docx - Word o ? EHE = B X b
HOM IMSE DESI PAGE REFE MAILI REVIE VIEW DEVE Foxit OFFI FORMAT copcon -
|.§---|---1---u---:a---|---3---.---4---.---5---.----s~---4~r

od L& Tri An Khich Hang VIP

Kinh Gl AN/ CHI: . eecesrerceremeesamssnsseses s s smannas
0 3 TE 1 11 o

: SO BN THORTT oo
1. L& tri 4n lic 10h00 ngay 01-09-2013 tai1 khach san Sheraton Quin 1

PAGE1OF1 27 WORDS [
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- Buwdc 1: M6 tap tin thumeoi.docx, vao tab Mailings/ Start Mail Merge / chon
Letters

E IMSERT DESIGNM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

E E.. Rules

. . L ) Match Fields
Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge = Recipients ~ Recipient List | Merge Fields Block  Line Field Update Labels
& Letters Write & Insert Fields
[ E-mail Messages 'E"""'1"""'2"""'3'

- Buwérc 2: Vao Select Recipients/ chon Type New List...

E INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

Eg !

Start Mail  Select Edit Highlight Address Greeting Insert Merg

Merge =~ Recipients = Recipient List | Merge Fields  Block Line Field
E Type a Mew List... Write & Insert Fields
] Use an Existing List... ' E et e 1

[25] Choose from Outlook Contacts...

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

Type recipient information in the table, To add more entries, click New Entry.
Title vI First Name vI Last Mame - I Company Name I Address Line 1 vI
i
< >
| New Entry | | Find... |
| Delete Entry | | Customize Columns... | | OK | | Cancel !a

Ta vao Customize Columns... Dé hi€u chinh ¢t thong tin (thém, stra, x6a cot) cho
theo diing vo1 muc dich st dung:

- Nl:lt Add...: Bé thém mét 06t mé'l Field Names
. Ao A Add...
- Nt Delete: Dé x6a cdt dang chon. First ame
N as ame Delete
- Nut Rename...: Dé chinh stra cot dang chon. oAy e [ peeee ]
- Nut Move Up: D¢ di chuyén thir tu cua cot [ S
A A A ZIP Code
dang chon Ién bén trén. Country or Region
N R Home Phaone
- Nut Move Down: Dé di chuyén thir tu ctia cOt || |fioni tamress s
dang chon xudéng bén dudi. " ove Dow |
OK | | Cancel |
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Vi du: Ta muén thém mot cot méi tén 1a “Tén Khach Hang”:

e TE e G Bam chudt vao nut “Add...”/ cua s6 Add Field hién thi 1én

Tén khach hang| |

nhu bén dudi, ta nhap thong tin réi nhan nut OK dé thém cot

| ok || cnel || méi Tuong ty nhu vy ta dung céac thao tic Delete dé xda cac
cot khong can thiét.

Field Names

Tén khach hang Add
Bia chi

54 dién thoai

Delete

Eename...

[

Move Up

Move Down

| Cancel

Hiéu chinh du 3 ¢dt nhu trén rdi nhan nit OK dé tré vé man hinh

Type recipient information in the table. To add mare entries, click New Entry.
Tén khdch hang v | Bia chi ~ | Bién thoai - |
MNguyén Van Hiing Phong Phi - Binh Chanh 0931131140

|| Trén Duy Thanh Phuang 5 - Ga Vap 0977777388

|| Pham Thi Xudn Diéu Kha Van Can 0931234567

= Bd Céng Thanh Phueng 1 - Quan Tan Binh 0973224244

= 0903335656

| NewEntry | | Find.. |

| Delete Entry | | Customize Columns... | oK | | Cancel |

=

Nhép thong tin khac hang theo nhu ciu sir dung.
- New Entry: Thém dong méi dé nhép dit liéu (ta c6 thé nhan phim Tab ¢ dong cubi
cung dé ty dong tao thém dong mai).
- Delete Entry: X6a dong dir li¢u dang chon.
- Bam ntt OK dé luu danh sach (nén luu cing chd voi tip tin thumoi.docx dé dé& quan
1y):
Tap tin dugc Iuu nay sé c6 dinh dang 1a Microsoft Access, ta xem man hinh chup
noi luu trir danh sach (duo6i .mdb):
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@ = T | « GiaoTrinhB » MailMerge v & Search MailMerge 0
. ~ N e
Y Favorites Mame Date modified Type
B Desktop ThuMei.docx 28M12/201312:29...  Micros:
4 Downloads &1 DanhSach.mdb 28/12/2013 422 PM  Micros:
"5l Recent places @Y DanhSach.lacedb 281272013 4:22 PM Micros:

- Bwéc 3: Hiéu chinh danh sach (néu c6), bam chon Edit Recipient List dé hiéu chinh:

sIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER Faxit PDF OFFICE REMOTE 24
v EE= RS L g g =
- s : 3% Match Fields | [JD Find Recipient -
Edit Highlight Address Greeting Insert Merge Preview Finish &
~|Recipient List | Merge Fields_Block __ Line Field - [Z Update Labels Results [ Check for Errors Merge ~

vierge

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

Data Source |7 Tén khach hang | Bia chi w |Diénthoai
DanhSach.mdb Nguyén Vin Hiing Phong Phi - Binh Chanh | 0981131140
DanhSach.mdb Trén Duy Thanh Phudng 5 - Go Vap 0977777888
DanhSach.mdb Pham Thi Xuan Diéu Kha Van Cén 0981234567
DanhSach.mdb D& Céng Thanh Phugng 1- Quan Tén .. 0973224244
DanhSach.mdb Mguyén Thi Cim Hueong  Phuéng 3 - Ga Vip 0903335656

Data Source Refine recipient list
Danhsach.mdb 4] sort...
'|:| Filter...

[ Find duplicates...

E) Find recipient...
[ validate addresses...

Refresh

Man hinh cho phép hiéu chinh danh sach
Tai man hinh nay, mudn bé dong dir liéu nao thi ta bo Tick khoi dong dé, chirc ning
nay it dugc sir dung vi mic nhién danh sach nhap vao chinh 1a mong mudn nhan ban biéu
mau clia ngudi sir dung.
- Buwdc 4: Chén dir lidu vao biéu mau, mudn chén dit liéu vao vi tri nao thi di chuyén
con trd van ban vao vi tri do trude, rdi vao Insert Merge Field / chon ding tén cot hién thi:

REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMC

B B (3 Rules - @ M« |»m ES

B Match Fields [0 Find Recipient

Address Greeting Insert Merge Preview Finish &
is Black Line Field = PUpcIatELahEI: Results QCheckforErrors Merge ~
Write & Ir Tén_khach_hang Preview Results Finish
|§| Elia_chf [ BRI SR BRI SR LR B
™ Pién_thoai
4 )
5 Lé Tri An Khach Hang VIP

Kinh Giri Anh/Chi: ............... «Tén_khich hang» ........................
Pia chi e @A RIS s
SO dién thoAi: ..o ADIED HOAD e
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- Bude 5: Xem trudc két qua, chon Preview Results:

REFERENCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE
D B (3 Rules~ <@> M 4| (2| ID_}
: S Match Fields _ —
Address Greeting Insert Merge Preview Finish &
I= Block  Line Field - Results [ Check for Errors Merge ~
Write & Insert Fields Preview Results Finish
View Merged Data L3 Ao

.E---E-......1.......3...

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

I | LE Tri An K finished decurment will look.
Kinh Gwi Anh/Chi: ................ Ngu}-'én Van Hung .........eeeennes
b Piachi:.............encceoeece......Phong Pha - Binh Chanh.................

S6 F18N thoaT: cemmeemeemeeeeeeeeeeeenesnss 0981131140 e

Lé tri 4n lac 10h00 ngay 01-09-2013 ta1 khach san Sheraton Qudn 1

Dé di chuyén qua lai giita cac nhan ban cta biéu mau, ta bam vao cac biéu tugng ké
bén nut PreView 4 4 » u Results:
- Buéc 6: Két thuc qua

trinh tron thu, trong tab Mailings ta chon nut Finish &

Merge:

- Edit Individual Documents...: Xuat cac
nhan ban biéu mau vao mdt tap tin (mdi dong dit licu
s& tao 1én mot biéu miu nam & 1 trang riéng biét, tic 1a
néu ta c6 5 dong dir li¢u thi s€ tu dong tao ra 5 biéu
mau nam & 5 trang khac nhau), tén mac dinh la
Letters1.

B

Finish &
Merge ~

ED Edit Individual Documents...
| E:g, Print Documents...

D Send Email Messages...
I

Merge to New Document

? BEM|

Merge records

() Current record

() Erom: To:

Cancel

- All: Tron toan bo danh sach.

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

- From ... To : Tron danh sach tu vi tri X t&1 vi tri Y (vi du From: 2, To: 4 thi

tron danh sach tir dong thur 2 t61 dong thir 4).

Bam OK dé xem két qua:
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G 4

FILE HOME [INSERT DESIGN PAGELA REFEREMN MAILING REVIEW |VIEW DEVELOP Foxit PDF OFFICER FORMAT copcon ~

15

¥ [ s

] [=] outline | [+ Ruler
S [ Draft Gridlines

Read = Print Web

Mode Layout Layout

L

T o6 105 104 03 1211

PAGE 3 OF 5

Zoom 100% Switch Macros
Mavigation Pane El Page Width Split Windows * -
Wiews Show Zoom Window Macros |~
i g 12030 4051 847 -

LT L Baen Hin gV

181 WORDS M

Letters1 - Word w 2B - O X

Q I:E) DOnePEge rElNEW\*.'indow [k EE D

m}' BE Multiple Pages EArrangaf:\II

LT a MukeaRing VTP

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

+ MailMerge v | Search Maill
Mame Dat
5 ThuMoi.docx a8
0= KetQuaTronThu.docx 28/
[#: Danh5ach.mdb 28/
B Lol PR Ny R TR 10 8

Vay cudi ciing ta c6 tong cong 12 3 tap tin nhu hinh trén, tir day ta c6 thé in n, gui

email trong tap tin ketquatronthu.docx.

- Print Documents...: Dung dé in 4n két qua tron thu ra gidy truc tiép trong qua trinh

tron thu

-

Merge to Printer

2. |- |

Print records

™) Current record

i) Erom:

- All: In toan bd danh sach tron thu.

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

- From ... To : In danh sach tron tir vi tri X t61 vi
tri Y (vi du From: 2, To: 4 thi trdn danh sach tir dong
thtr 2 t61 dong thr 4).

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

danh sach 14 b6 sung thém cot email, chirc ning niy ta it sir dung, vi ta thudng tach ra

tap tin dé in 4n hodc guri email trén website béng tap tin két qud, hoac do may ta dang

sir dung chua cdu hinh Mail Server dé gti).
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1.4.3. Tao mgt thw trdn sir dung tir danh sach ngoai
Phan nay s€ trinh bay chtrc nang tron thu sir dung danh sach ngoai (danh sach co

sin), danh sach nay c6 thé dugc luu trong 1 tip tin Word, Excel, Access ... Thudng thi khi ta
lam cho mot cong ty nao do (cong ty vira va nho), ta luu danh sach khach hang vao Excel
(hién nay Excel van 1a giai phap t6i uu cho cc cong ty vira va nho).

Tronthu_ngoai = B n

:(-:' - T | <« Giao.. » Tronthu_. v & Search Tronthu_ngoai P
F
¢ Favorites ~ MName Date modifi
B Desktop [ DanhSach.xlsx 28/12/2013
& Downloads MZ ThuMoi.docx 28712723
Zl Recent places

Nhép danh sach vao tap tin Excel nhu sau (dét tén danhsach.xlsx):

H ©- 0O @ = DanhSachxdsx - Excel ?7 B - O X
HOM INSER PAGE FORM DATA REVIE VIEW DEVEL Foxit OFFIC TEAM Macr copcon -

D6 v i ke v
A B C D -

1 Tén khach hang Pia chi So dién thoai | Khach hang VIP

> Nguyén Van Hing Phong phti — Binh Chanh 981131140|VIP

3 | Tran Duy Thanh Phudmg 5- Go Vép 977777888

4 |Pham Thi Xuin Diéu Kha van can-Tha Buc 981234567

5 D& Cong Thanh Phuong 1 —Quin TanBinh|  973224244(vIP

& |Nauyén Thi Cam Huong |Phudmg 3 — Go Vap 903335656 -
Sheetl ) P »

Tap tin thu moi ta sé bo sung hién thi néu cot “Khach hang VIP” dugc danh dau 1a
VIP thi trong biéu miu s& xuét hién dong chir “Moi khach hang t6i phong 017, con khong c6
thi ghi “Mo1 khéach hang to1 phong 03”.
9

( 3 2 . -

\ | : Lé Tri An Khach Hang VIP
Kinh Giti Anh/Chi:................. Pb Cong Thamh ...
Pia chir....eeeee Phuong 1 — Quin Tin Binh ...,
S0 Fifn thOAL: ceveeeeereerreerseerseeeereeene 073224244 co.ereeereerseeree

L& tri 4n lic 10h00 ngay 01-09-2013 tai khich san Sheraton Quan 1
Moi khdch hang toi phong 01

N/
- Buwdc 1: Vao Mailings/ Start Mail Merge/chon Letters
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=
[Ex 4
Start Mail  Select Edit Higl
Merge = Recipients = Recipient List | Merg

[ Letters
2 E-mail Messages

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

2 | B

Select Edit Highlight A
Recipients = Recipient List | Merge Fields |

E Type a New List...

Use an Existing List...
Choose from Qutlook Contacts...

Trong man hinh Select Data Source: Ta tim t&i diing tap tin danhsach.xlsx rdi bAm Open.

@ * 1 . « GiaoTri.. » Tronthu_ngoai v & Search Tronthu_ngoai 0
Organize = Mew folder =~ M @
o) Music ~  Name Date modified Type

Pictures
E Vid | DanhSach xlsx 28/12/2013 5:44 PM  Microso
ideos L. . ;
ThuMm.docx 28/12/2013 3:39 PM Microso

|| Homegroup
LN 4 >

| Mew Source...

File name: |DanhSach.xst v| |Ali Data Sources (*.odc:*.mdb:™ v|

Tools - | Open | | Cancel |

Mame Description  Modified Created Type
EE|sheet1 1200000 AWM 12:00:00 AM  TABLE

£

First row of data contains column headers

Chon Sheet1$ vi ta nhap dir liéu ¢ Sheetl, bam OK dé chon danh séch.
- Buwéc 3: Hiéu chinh danh sach, bam vao biéu tuong Edit Recipients:
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This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients from the merge., When your list is ready, click OK

Data Source

DanhSach.adsx

[w | Ténkhach hang

Mguyén Vin Hing

w | Dia chi w | Sd diénthoai  « | Khach hang

| Phong phi - Binh Ché... | 981131140

Danh5ach.xlsx [+ Trin Duy Thanh Phudng 5- Ga Vip 977777388
Danh5ach.dsx |7 Pham Thi Xudn Diégu Kha van can-Thi £iic 431234567
DanhSach.xlsx [+ B Cdng Thanh Phugng 1-Cuan Tan .. 973224244 YIP
Danh5ach.xlsx [¥  Mguyén Thi Cdm Huong Phuéng 3 - Ga Vip 903335656
< >
Data Source Refine recipient list
Danh5ach.dsx %l Sort...

[¥7 Find duplicates...

E} Find recipient...

D Validate addresses...

Edit... Refresh

A

Hiéu chinh nhiing gi can thiét roi bam nat OK.

- Buwéc 4: Chén dir liéu vao biéu miu, twong ty nhu d3 1am ¢ phan trudc, ta di chuyén

con tré van ban vao noi can chén roi vao Insert Merge Field/ chon dung cdt thong tin can

chén.

Ngoai ra dé

MAILINGS REVIEW v

]

[E Rules -

S Match Fiel

ting Insert Merge

1€
vALIE

Eield - Update Lak

Tén_khach_hang
Blia_chi
548_dién_thoai -

Khach_hang_VIP

cheén dir liéu theo ding diéu kién: Néu cot

“Khach hang VIP” duoc danh déu 1a VIP thi trong biéu mau s& xuat
hién dong chir “Mo1 khach hang téi phong 017, con khong c6 thi

ghi “Moi khach hang t6i phong 03”. Ta di chuyén con tré t6i noi

can hién thi, rdi vao Rules/ chon If ... Then...Else...

Man hinh Insert Word Field: IF xuét hién:
- Field name: Chon cdt muén so sanh (6 day la cot khach

hang VIP).

[5 Rules - cfaps
Ask...
Eill-in...
If...Then...Elze...
Merge Record #
Merge Seguence #

Mext Record
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- Comparison: Phép so sanh, tiy vao kiéu dit liéu trong Field name ma phép so sanh s&

khac nhau. Trong bai nay thi Insert Word Field: IF ?
ta chon Equal to (so sanh |[|r
N Field name: Comparison: Compare to:
bang). [CEEICETRT | |Equa to v| [vie
N , , , , , Insert this text:

Con c6 cac phép so sanh khac: | [eikhach hangtsiphongot -
Not equal to (so sanh khong bang), _ v
Less than (nho hon), Greater than || Mokbachhanetoiphong03 8
(16n hon), Less than or equal (nhé

. Cancel
hon hodc bang), Greater than or

equal (16n hon hoic bang),....
- Compare to: Gia tri so sanh, ta nhap vao tir VIP.
- Insert this Text: Gi4 tri xuat hién khi diéu kién ding.
- Otherwise insert this Text: Gia trj xuat hién khi diéu kién sai.
- Bam OK dé chén diéu kién va quan sat két qua.

- Buwéc 5: Xem trude két qua (nhu phan trude).

9

r = o

\ | ) Le Tri An Khach Hang VIP
Kinh Giri Anh/Chi:............ Pham Thi Xuin Diéu ................
Pia chiieeeeee Kha van cin-Tha Pic.....eeeeeee...
S0 FiéN thOAL overeereeererseereeersrenne 081234567 eurerererreerrenrereeeins

Lé tri 4n lic 10h00 ngay 01-09-2013 tai khach san Sheraton Quan 1
Mgai khdch hang téi phong 03

Nt
- Budrc 6: Két thiic qua trinh tron thu (d3 trinh bay & phan trudc).

1.4.4. Tao nhan va bao thw
e Chirc nang trgn bao thu:

Chirc ning nay ciing dua vao danh sach c6 san cua phan truée dd minh hoa, cac
budc lam nhu sau:

- Buéde 1: Mo tap tin méi/ vao tab Mailings/ Start Mail Merge / chon Envelops...

E f 'Tﬁ' [

Start Mail  Select Edit Higk
Merge = Recipients = Recipient List | Merge
Bl Letters

=1 E-mail Messages
=] Envelopes...

. ..
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Cira s6 chon bao thu s& xuét hién nhu bén Envelope Options ?

dudi:

Printing Options

Envelope size:

- Preview: Xem trudc dinh dang bao Size 10 (41/8x9 1/2 in) i

. . Delivery address
thu khi duoc in ra.

Font... From left: |Auta =
- Envelope Size: Lua chon kich Fromtop: |Auto R
thudc cua bao thu. Return address
- Delivery Addres: Hi¢u chinh font Font... From left: |Auto

L ILRIE N 3

~ . A . N .. N From top: |Auto
chir in trén dia chi nguoi nhan.

- Return Address: Hiéu chinh font
chir in trén dia chi nguo1 gui.
- Bém Ok & Iuu hi¢u chinh.
Hinh 1.85 — Ctra s6 chon bi thu

Preview

- Buéc 2: Chon danh sach dé tron bao thu (danh sach khach hang ta mudn giri thu t6i),

0 vi duy trude ta luu trong tap tin Excel(danhsach.xlsx):

A B C D
1 Tén khach hang Pia chi So dién thoai Khich hang VIP
2 Nguyén Vin Hing Phong phii — Binh Chénh 0981131140 VIP
3 Tran Duy Thanh Phudmg 5- Go Vap 0977777888
4 Pharn Thi Xuin Diéu Kha van can-Tha Duic 0981234567
5 D4 Coéng Thanh Phuémg 1 — Quan Tan Binh  [0973224244 VIP
6 Nguvén Cim Huong Phudmg 3 — Go Vip 0903335656

Vao tab Mailings/chon Select Recipients/chon Use Existing List. .. rdi tro toi dung

tap tin ma ta luu trir danh sach mudn giri thu t6i.

:{-:. - T )« @iao.. ¢ Tronthu_.. v & Search Tronthu_ngoai B
G Marme Date modifi
‘M Computer _
. L pl Disk (C:) £ DanhSach.xlsx 28/1272013
ocal Disk (C:
= = ThuMoi.docx 28/12/2013
ca cop (D¢)
ca con ()
o data (F)
) CD Drive (J:) v < >
2 items ==

Chon diang Sheet luu trit danh sach khach hang:
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Mame Description  Modified Created Type
2| Sheetls 12:00:00 AM 12:00:00 AM TABLE

£

First row of data contains column headers

Vi ¢ day ta luu ¢ Sheet 1 nén ta chon Sheet1$ rdi nhan nat Ok.
Bwéc 3: Hiéu chinh danh sach (néu c¢6 nhu ciu), chon nut Edit Recipient List.
Buwéc 4: Chén dir liéu vao bao thu. Budc nay giéng nhu phan tron thu da hudng dn,
& day ta thiét ké va chén dit liéu sao cho phu hop, vi du:

Truong Pai Hoc Cong Nghé Pong Nai

«Ten_khach_hang»
«DPia_chi»
«S6_dién_thoaiy|

- Buéc 5: Xem trude két qua (bdm chon Preview Results nhu di hudng dan & phan
trude).

- Buéc 6: Két thuc qua trinh tron bao thu (bdm chon Finish & Merge nhu di hudng
dan ¢ phan trudc).
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I XY e YO X Y e 2 DX e S G RS 2K
th ——

Trromg Dai Hoc Cong Nehé Ding Nai

Nguyén Vin Hang
Phong phi - Binh Chinh
0951131140

Trromg Dai Hoc Cong Nehé Ding Nai

Trén Duy Thanh
Phirdmg 5- Gb Vap
0977777888

Trromg Pai Hoc Cong Neghé Ding Nai

Pham Thi ¥uin Diéu

Trromg Pai Hoc Cong Neghé Ding Nai

[ 5 Cong Thanh
Kha van cdn-Thu Birc Phirémg 1 - Qudn Tédn Binh
0851234567 0573224244

Trromg Bai Hoc Cong Nehé Bong Nai

Nguyén Cim Hirong
Phuring 3 - Ga Vip
0903335656

Hinh 1.86 — Két qua sau khi tron bao thur
e Chirc ning tron nhan:
Tuong tu ta cling c6 cac budc dudi day:

- Buéec 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

° Printer Information: Lya chon loai khay in, mdc dinh 1a Default tray (di nhié

ndé phu thudéc vao may tinh ta ==

Label Options

Printer information

dang sur dung).
() Continuous-feed printers

e Label information: Lya chon Tray: |Manual Feed ]

nha cung cip gidy, ¢ déy ta s& chon
loai va kich c& gidy phu hop véi

nhan ma ta s€ in (nén chon A-ONE).

(@ Page printers
Label information

Label vendars:

A-ONE B

Find updates on Office.com

Product number: Label information
o Product number: Goi y chon |||aonE 2593 o Ty Adsize/30lbels
. ] | | gt T
A-ONE 28787 dung cho loai 30 || JEZE | width: 21"
- N N A N A-ONE 28314 Page size; 8,27 = 11.69"
nhan, tiy vao nhu cau ma ta chon || ion s -

cac product number khac nhau. Dé
xem chi tiét cho ting loai ta bAm *

vao nut Details

’ Details... ] lﬂewLabeI... ] ] l Cancel ]
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Ad size / 30 labels A-ONE 28787 information (B [ S

Preview

Side margins

Tap margin| 4+ p—Horizontal pitch—ll

T ‘ MNumber down
Vertical pitd'u — Width Heifht \
r 1

MNumber across——————*

Label name: A-ONE 28787
Top margin: 0.85" z Label height: 1" 2
Side margin: 0.75" z Label width: 217 2
Vertical pitch: 1" s Mumber across: 3 =
Horizontal pitch: 2.25" = Number down: 10 =
Page size: A4(21% 29.7am) |z|
| Page width: 8.27 : Page Height: 11.69 :
[ K ] | Cancel |

Hinh 1.87 — Thong tin chi tiét cho timg loai version
- Buére 2: Chon danh sach dé tron (nhu huéng dan & cac phan trén).
- Buére 3: Hiéu chinh danh sach (néu c6 nhu cau), chon niit Edit Recipient List.
- Buéc 4: Chén dir 1iéu vao van ban.
- Buée 5: Xem trude két qua (nhu huéng dan & cac phan trén).

- Buée 6: Két thuc qua trinh tron (nhu hudng dan ¢ cac phan trén).

1.5. Quan ly Macros va Forms

Chuong nay s€ tip trung trinh bay cach tao va thuc thi Macro, cach chay Macro tu
dong khi mé mot tai liéu va cach thiét ké biéu mau trong tai liéu, cu thé chuong trinh s& dé
cap toi bon muc k¥ ning dudi day:

e Thiét 1ap va thao tic véi macros

e Thiét 1ap va thao tac véi cac lwa chon trong macros
e Tao forms
°

Thao tac voi forms

1.5.1. Thiét 1ap va thao tic véi macros
Thuc chat macros cling turong tw nhu Autotext, khi c6 nhiing thao tac ta phai 1ap

di lap lai nhiéu lan, dé giam thiéu thoi gian ta co thé dung Autotext hodc macros. Pé tao
macros thi ta c6 thé ding cong cu Record Macro hodc tu viét mi 1énh trong VBA (viét
macros bang ngdn ngit Visual Basic). Trong khudn khd gido trinh B, ta chi quan tam téi
Record Macro. Chu ¥ rang Macro nam trong tab Developer, mic dinh tab nay khéng duoc
hién thi trong thanh Ribbon do d6 ta phai thiét 1ap cho tab Developer hién thi.

Vao Customize the Ribbon..., tick chon tab Developer:
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ThuMoi.docx - Word

General E-E Customize the Ribbon and keyboard shortcuts.
Display
) Choose commands from: () Customize the Ribbon:
Proofing |Popu|ar Commands |Main Tabs EI
Save
Language Accept and Move to Mext Main Tabs A
= Align Left [#Home
Advanced :H Breaks 4 Insert
:= Bullet 4 ;
Custormnize Ribbon = Cl;nte: Design
— . [V Page Layout
Quick Access Toolbar < Change List Level '
E@ Copy References
Add-Ins d6 Cut & [ Mailings
Define New Murnber Format... Create
Trust Center 7<) Delete Start Mail Merge
™ Draw Table Write & Insert Fields
Draw Vertical Text Box review Results
(07 Email Finish [+]
i Find Review
Font I [ View [=]
A Font.. eveloper
A Font Color |'
Font Size I- Code
~ Format Painter Add-Ins
A" Grow Font Controls
% Hyperlink... Mapping
;:B‘ Insert Footnote _Prrotetitt
= |: ; v emplates
,;_ Il;';r;ecraor;d Paragraph Spacing %] Add-Ins v
EE Muttiple Pages | New Tab | | New Group | | Rename... |
[ MNew .
Customizations: '-'i:'
Keyboard shortcuts: [imporport =0
< >
[ ok || cancel
Hinh 1.88 — Hién thi tab Developer
e Cach sir dung Macro Recorder
Vao tab Developer/ chon Record Macro trong nhém 1énh Code
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF
Egi 9 Record Macro ﬁ'? i__'o Aa fa (= BB g Design Mode E ‘. D @ I:g
) I1® Pause Recording . . =
Visual Macros ] Add-Ins  COM — XML Mapping Elock Restrict | Document Document
Basic ! Macro Security Add-Ins E&- Pane Authors -~ Editing = Template  Panel
Code Add-Ins Controls Mapping Protect Templates

Cura s6 Record Macro s€ xuat hién nhu dudi day:

bat tén cho Macro name (mang tinh goi nho)

Macro name:

‘Macrol

Assign macro to

L

Store macro in:

Button

Keyboard

|AII Documents (Mormal.dotm]

Description:

Dé thiét 1ap phim tit cho macro, tai man hinh nay ta chon Keyboard:
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- ?
Customize Keyboard :
Specify a command
Categories: Commands:
Macros Normal MewMacros.Macro2

Specify keyboard sequence
Current keys: Press new shortcut key:
Ctrl=/

Currently assigned to: [prefix key]

Save changes in: | Mormal.dotm | v

Description

- Press new shortcut key: Nhap phim tit cho macro nay.

- Assign: Bim vao day dé chap nhan phim

, 8| & =] AamEE K
tat, lac nay no sé dugc dua vao danh muc = E e = B B0 &F
” ” , Visual Macros Add-Ins  COM _
Current keys, d¢ dong ctra s6 nay thi nhan  easic ! Add-Ins | Ed i~
Code Add-Ins Controls
nut Close. R IR SR R S

<
=

=

- Man hinh luu Macro:

- Stop Recording: Ngung macro dang luu. .

- Pause Recording: Tam ngirng macro Trudmg Dai hoc Cong nghé Dong Naj
dang luu.

e Chay Macro:

Sau khi dd ngimg macro dang luu, dé |

Macros [ER)
chay Macro nay ta c6 thé gd phim tat nhu bén || uaconame:
R d~ h"( 1,\ h o b'( . b_; dncnDongnai Run
rén 1 m 1 i
trén ta da thiet lap hoac bam vao bieu tuong I
Macros trong nhém 1énh code cua tab || veoss -
g -
Developer. Moo
Chon tén Macro 161 nhan nit Run (Ta
co thé dung phim tat da gan & trén) dé chay
Macros in: | All active templates and documents |Z|
macro, nhitng thong tin dugc luu trudc do s€ || vesaipton:
tu dong xuat hi¢n trong tai li¢u (trong truong
hop nay 1a cum tor Truong Pai Hoc Cong

Nghé D@)ng Nai s€ duoc dua vao tai liéu.
e Thiét 1ap Macro Security
Ta phai cho phép Macro hoat dong bang cach bAm nut 1énh Macro Security rdi cau
hinh nhu bén dudi
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5

Trust Center l X
ActiveX Settings - LEODRETS -
Macro Settings Disable all macros without notification

m

" Disable all macros with notification
Protected View

= Disable all macros except digitally signed macros
Message Bar @ Enable all macros (not recommended; potentially
dangerous code can run)

File Block Settings  «

1.5.2. Thiét 1ap va thao tac véi cac lwa chon trong macros
Word cung cap mot s6 Macro ma ndi tai cua n6 tu lam cac cong viéc sau (khi

Record Macro ta dit tén trung vdi tén clia cac Macro ¢ san):
- AutoOpen: Ty dong thuc thi Macro khi mé tai liéu.
- AutoExec: Ty dong thuc thi Macro khi ta md chuong trinh word (trudc khi mé bat ky
mot tap tin word nao).
- AutoNew: Ty dong thuc thi Macro khi ta tao mé&i mdt tai liéu.
- AutoClose: Ty dong thuc thi Macro khi ta dong tai li¢u.
- AutoExit: Ty dong thuc thi Macro khi ta thoat Word.

- Vidu:
| Recerd Macro | ? &r
Macro name:
AutoOpen

Assign macro to

gi'\ Button @ Keyboard
oo

Store macro in:
All Documents (Mormal . dotm) E

Description:

h

Khi chon Record Macro, ta dat tén AutoOpen ¢ trong muc Macro name, lic nay

Macro s€ ty dong thuc thi khi ta mo tai li¢u word.

1.5.3. Tao forms
Trong mot sO truong hop ta can lam nhitng biéu mau dé nguoi st dung nhap

thong tin, chang han nhu biéu miu duéi day:
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THONG TIN CA NHAN
Ho tén: Click here to enter text.
Nam Sinh: 04/10/1980
Gidi Tinh: & Nam
= Nu
Tinh trang hon nhdn: |:|/Co Gia Pinh |
Email: Doc Thin | SRE
Bién thoai: Co Gia Pinh er text.
Ly Than m
S& thich Ly Hon I
1 | Pocsach

Word cho phép chung ta thiét ké cac control (Plain Text Control, Rich Text
Control, Button, Drop List, DateTime picker, RadioButton, Checkbox...), tiy vao muyc dich
sir dung ma ta co thé Iya con cac control phui hop. Ta nén dung bang dé dinh vi tri cho cac
control trén form.

Dé thiét ké dugc Form, ta vao tab Developer nhu dudi day (néu khong thay thi ta
vao Customize the Ribbon dé mé 1én):

LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER

Aa fa (= BB B Design Mode E D ﬂ
B B EF | . |
N AML Mapping Restrict | Docums
Ed &i- Pane Editing = Templa
Controls Mapping Protect Te

bé de dang hi€u cach str dung Form, ta lam mau sau:

THONG TIN CA NHAN
Ho tén:
Nim Sinh:
Gidi Tinh:
Tinh trang hon nhan:
Email:
Bién thoai:
Xem phim
S thich ba bong
Boc sich

Trudce tién ta can dinh hinh giao di¢n, dung bang dé dinh vi cho cac control. Dé bat
dau thiét ké thi ta phai chon niit Design Mode r6i chon cac control phit hop dua vao biéu

mau:
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D¢ dua 6 nhap ho tén, ta di chuyén con tré van ban vao dung vi tri roi bam vao

biéu tuong Aa nhu hinh dudi:

Aa Ay (= B2 B£ Design Mode @ [bﬁ mg

ET [] Properties
Eﬂ . g XML Mapping Elock Restrict | Documer
18] Group - Pane Authors - Editing | Templat

ntrols IMapping Protect Ten
¢ [ S I ST U T TR - SR SRR SRR
L ﬁg | s waaas ‘;ﬁ
2 S,
. THONG TIN CA NHAN
Ho tén- - #RClick here to enter text. |
Nam Sinh:

D061 véi Nam Sinh, ta cling di chuyén con tré van ban vao dung vi tri roi chon Date

Picker Control:

Aa fa = EE  B< Design Mode @ D m;
EH X =| Properties —
EE . i AML Mapping Elock Restrict | Docurmner

Group Pane Authars - Editing | Templat
IMapping Pratect Ten
L. -1---B%--z---.---a---u---ﬁ
‘-I*I H | |
THONG TIN CA NHAN
Ho tén- Click here to enter text.
Nam Sinh: lick here to enter a date.

Muc gi6i tinh: Tai mdt thoi diém chi cho phép chon mot lya chon (Nam hoac Nir),
ta dung OptionButton Control. Chu ¥ rang hai OptionButton phai ciing mot nhém.
Aa fa = BE B£ Design Mode @ T mE

EE B [3] Properties
Eﬂ . g AML Mapping Elock Restrict | Documer

Ed &~ Group Pane Authors - Editing | Template
Legacy Forms Mapping Protect Ten
B e o E s
ActiveX Controls — I
A @ [1[Z]__ THONG TIN CA NHAN
ElOEE AE N Click here to enter text.
Nam SD’A\ Click here to enter a
date.
Gi6i Tinh- Ny~ Nam
" Nu
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Ké dén 6 tinh trang hon nhén, & day ta c6 cac tinh trang : Doc than, c6 gia dinh, ly

than, ly hon. Vay ta st dung Drop list control:

Aa fa (= FE  B£ Design Mode @ D

EE B Properties . :
_ XML Mapping Restrict
ES - Pane Editing
Mapping Protect
1 T TN IR SR T TR |
" Nu

Tinh trang hén nhan- |
Email:

E Choose an item.

O email va dién thoai tuong tu nhu 6 nhép tén.
Cubi cung ta c6 6 s thich, ¢ ddy biéu miu dua ra cac s¢ thich: Xem phim, bong
da, doc sach. Nguoi st dung co quyén chon nhiéu lya chon, vay ta dung Checkbox.

Aa fa (= 5 £ Design Mode E |:E\
= \

Ell & 22| Properties
Ej . g XML Mapping Restrict | Do

I—_lﬂ Pane Editing | Te
Controls Mapping Protect
| C1oe . o AE . 2 8 3 g
LALLGE LIS LW CLILGL LEAL
Dién th-ﬁr\ Click here to enter text.
] | ¥em phim
] | Pabong
So thich:
0 Poc sach

Vay ta da thiét ké xong biéu miu, véi cac control phu hop véi muc dich st dung,

phan tiép theo s& trinh bay cac thao tac véi control trong biéu mau.

1.5.4. Thao tac voi forms
Ta s€ thong qua cach thao tdc v&i mdt s6 control thuong sir dung nhat trong

biéu mau, cu thé ta s& thao cac véi cac control da trinh bay & phan trén. Ta bam chudt vao
tirng Control roi chon Properties trong nhom 1énh Controls cua tab Developer:

Déi v6i PlainText, RichText:
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'0.- -d? 3_:{} Aa fa (= FE | B£ Design T«"Iode @ D

ding ERE [ e
? Add-Ins  COM E,_j . XML Mapping Block  Restrict | Document
ity ’—_lﬂ =i Pane Authors - Editing | Template
IMapping Protect Temp

%--2---.---3---.---4&

iHoTén| CA NHAN
Ho Tén[Click here to enter
text. Ho Tén

General

Title: |Ho Tén |

Tag: |Hg Tén |
Show a5

|:| Use a style to format text typed into the empty control
Style: |Defau|t Paragraph Font |

Nam Sinh( 04/10/1980 | N3m Sinh
 Nam
i Nu

A4
Choose an item.

|:| Bemove content control when contents are edited

ey Click here to enter text.
[] Content cantrol cannat be deleted Click here to enter text.
|:| Contents cannot be edited O Xem ph.i.m
Plain Text Properties
|:| Allow carriage returns (multiple paragraphs) 0O Pa béﬂg
| OK | | Cancel |

Ta nhap tiéu dé (title) cho control dé dé& thao tac trong qua trinh st dung.

Dbi voi Datetime Picker (6 nim sinh):

Nhap tiéu deé (title), hidu chinh Display the date like this (dd/MM/yyyy chinh 14 hién
thi Ngay/thang/nam, vi du 20/12/1983).

General
Title: [N&m Sinh |
Tag: |Na‘m sinh |

Show as: |Bounding Box| w |

|:| Use a style to format text typed into the empty control
Style: |Default Paragraph Font |

4
|:| Remove content control when contents are edited

Locking
|:| Content control cannot be deleted
|:| Contents cannot be edited

Date Picker Properties
Display the date like this:
| dd/MMyyyy

29/12/2013 ~
Sunday, December 29, 2013

December 29, 2013

29/12/13

2013-12-29

29-Dec-13

29,12.2013

Dec. 29, 13 hd

Locale:

|English (United States) [v]
Calendar type:

|Western -
Store XML contents in the following format when mapped:
|Date and Time [xsd:dateTime) -

<]

<]

| OK || Cancel |
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Dbi v6i Radio Button: Ta phai thiét 1ap nhoém cho cac control ndy, ¢ ddy ta co gidi

tinh Nam va N, thi 2 Button nay phai c6 cing mot nhom dé tai

mot thoi diém ta chi duge chon mét lua chon ma thoi.

Properties

=

Name: Dit tén cho control

Caption: Nhip dir liéu hién th

dé thiét lap gia tri mac dinh.

i

mot lua chon trong cung mot nhom.

Ta quan tim téi mot so thude tinh thudmg sir dung sau:

GroupName: Dat tén nhom, bat ky mét Radio nao ma co

cung tén nhom nay thi tai mét thoi diém né chi duge chon

Value: True dé checked, False dé bo checked, thuong ding

Alphabetic | Categorized ]

|OptionButtonZ OptionButton = |

True

21.75
False

(Mone)

Dbi voi Drop list tinh trang hon nhan:

-

Content Control Properties

? |-l |

General
Title:
Tag:
[] use a style to format contents
Style: |Default Paragraph Font
4 Mew Style
Locking

[7] content contral cannot be deleted
[7] contents cannot be edited

Drop-Down List Properties

Display Name Value

Ca Gia Binh Ca Gia Binh
Ly Than Ly Than

Ly HGn Ly Hdn

Modify...
Remgve

Move Up

]III Ip
o
-

Mowve Down

oK |

Cancel

(Mone)

(Mame) OptionButton2
Accelerator
Alignment 1 - fmAlignmentRigh’
AutoSize False
BackColor ] aHOOFFFFFF&
1 - fmBackStyleOpac
Mam

Times Mew Roman
B zHo0000000&

0 - fmMousePainterC

PicturePosition | 7 - fmPicturePosition
SpedalEffect |2 - fmButtonEffects,
TextAlign 1 - fmTextAlignLeft
TripleState False

Value False

Width 108

WordWrap True

Add: Dé nhip thém dong dir liéu cho Drop list

Modify: Dé chinh sira dong dang chon.

Remove: Xoa dong dang chon

Move up: Di chuyén dong dang chon lén trén

Move Down: Di chuyén dong dang chon

xuong dudi.

Pbi v6i Checkbox: Tai mot thdi diém co thé chon nhiéu lua chon, ta co thé thay

ddi cach hién thi ctia Checkbox:
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Content Control Properties |i|éj

Title: Nhap tiéu dé cho checkbox

General
Tille Checked symbol va Unchecked symbol: Ta co thé
Tan: doi biéu tugng bang cach bam vao nat Change:

Lse a style to format contents

Style: |Default Paragraph Font

Locking
Content control cannot be deleted
Contents cannot be edited

Chedk Box Properties

Checked symbual; E] Change...
Unchecked symbol: | O

| oK | | Cancel |

Con nhiéu control khac, cach cdu hinh ciing twong tu nhu cac control phd bién &
trén. Ngoai ra ta c6 thiét viét ma lénh bang VBA, trong khudn kho gido trinh chi dé cép t6i
thiét ké va cach thire str dung.

2. MICROSOFT EXCEL (NC)
Trong phan nay, chung ta s€ xay dung nhirng ky nang can thiét dé tao, chinh stra, dinh

dang bang tinh trong Microsoft Excel 2013. Chung ta s& tim hiéu sau thém vé cac k¥ ning dé

c6 thé duoc chimg nhan 12 mét “ chuyén gia Microsoft Excel 2013”.
0 Chia sé va bao quan tai licu
0 Ap dung cong thirc va ham
0 Trinh bay di li€u truc quan

0 Lam viéc vdi macro va cac hinh thire
2.1. Chia Sé Va Bao Quan Tai Liéu ‘

Chuing ta can thiét 1ap mét bang tinh dugc sir dung bdi nhi€u nguoi riéng € hay nhém
ngudi ding, bang cach tao ra mot bang tinh mau, hay chiing ta cdn bao vé cdu trac ciia mot
bang tinh, cAm sy ngin chin ctia nguoi ding chén hodc xba .

Dbi v6i mot s6 bai tip nhom thi chi ¢6 nhimng thanh vién trong nhém mdéi c6 thé truy
cap hay thiét 1ap riéng chi cho mét s6 ngudi ¢ thé truy cap va cip nhat con nhitng ngudi
khéc chi c6 thé doc.

e Thiét 1ap va lwa chon hiéu chinh dir liéu

e Thiét 1ap bao mat va chia sé tai li¢u
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e Bio quén tai li¢u dwge chia sé

2.1.1. Thiét 1ap va lya chon hiéu chinh dir liéu
Trong phan nay chung ta sé& thiét 1ap mot bang tinh nhu mot bang mau, thiét

1ap cac thudc tinh, va cach dé nhap va xuét dit liéu str dung XML va ban do XML.
% Luwu mt bang tinh miu

Mot bang tinh mau 1a mdt mau bang tinh méi trén mot tap tin v&i tap hop tiéu dé cac
cOt va hang , cac cong thirc, dinh dang va céc thanh phﬁn khac da duoc dat ra.

Budéc dau tién trong viéc thiét ké mot bang tinh mau 13 ta thiét 1ap mot bang tinh vai
nhitng cong thirc, dinh dang, va cac yéu to khac ma ta can.

bé ngan chan sy thay d6i mau bang tinh ma ta tao ra, ta co thé tao mat khau cho mau.
Ta cling c6 thé tao mat khau cho doc va truy cdp vao cac tap tin va mat khau dé nguoi dung
phai nhap vao dé co thé thay ddi mau.

Mic dinh khi luu cac bang tinh mau (template ) thi Excel luu trong thu muc: Users /
UserName / AppData / Roaming / Microsoft /Template. Khi ta luu mau & vi tri nay thi Excel
s& hién thi né trong cac mau hop thoai khi ngudi ding chon mau hoic ta ¢6 thé luu mau bang
tinh trén mang chia sé, noi ma nhom nguoi dung c¢6 quyén truy cap.

e Cac budc luu bang tinh mau
Buérc 1. Chon File [] Save As

Compute
& SoDive ] Computer
Current Folder
[ Computer ThuongmaiDT
— [ = Dong Nai = ThuengmaDT
sl Add a Place Recent Folders
ThuongmaiDT
Ix = Dong Mai = ThuongmesDT
12CTH
0= 12CT
Downloads
£ = Lites = eepean = Dewmlands

My Documents
Account
Desktop

Bacvarse |

Budc 2. Trong hdp thoai Save As, chon loai ( Save as type ) [1 Excel

Options

Template (*.x1tx). Néu tap tin ta dang luu nhu 14 mot mau bao g@)m cac Macro, ta cin
phai chon Excel Macro — Enable Template (*.xItm). Néu template ta can dé sir dung
v6i cac phién ban cua Excel thi chon: Excel 97-2003 Template (* .xIt).
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i Excel Workbook (*xlsx)
Save As
@ = Excel Macro-Enabled Workbook (*.xlsm)

7 Excel Binary Workbook (*.xlsb)
@O' I« Ro . el97-2003 Workbook (")

XML Data (*xml)

Organize ¥ MNe gingle File Web Page (*.mht:*.mhtml)
i Dan Ll N T Al
. ol Excel Temlate (*.xdbd)
4 Libraries ExcelWTacro-Enabled Template (*.xlitm)
3 Documents Excel 97-2003 Template (*.xdt)
= o Text (Tab delimited) (*.bd)
o Music Unicade Text (".ba)
=) Pictures XML Spreadsheet 2003 (*.xml)
. Microsoft Excel 5.0/95 Workbook (*xls)
B videos

CSV (Comma delimited) (*.csv)
Farmatted Test (Space delimited) (*.prn)
Text (Macintosh) (*.bd)
. Text (M5-DOS) (*tat)
& Local Disk (C:) CSv (Macintosh) (*.csv)
Ca cop (D:) CSV (MS-DOS) (".csv)
can () DIF {Data Interchange Format) (*.dif)

o ) SYLK (Symbalic Link) (*.slk)

File name: Excel Add-In (*xlam)

Excel 97-2003 Add-In (*.da)
X

PS Document (*.xps)
Authers: OpenDocument Spreadsheet (*.ods)

18 Computer

=~ Hide Folders

Tools - Save Cancel

| |

Hinh 2.1.1

Bwoc 3.

@&uﬁs

Chon Tools [0 General Options

=)

@OQ[ .. « Roaming » Microsoft » Templates »

- | +y | [ search Templates 2 |
—

—_

Organize » New folder = - ﬂ
o MName : Date modified Type
-4 Libraries
e || Document Themes 23/07/2013 230 PM  Fille folder
| & Documents . o R
J‘ Music . 1 LiveContent 23/07/2013 2:31 PM  File folder
) Iu j | SmartArt Graphics 03/10/2012 4:12 PM  File folder
=) Pictures =
H videos
1M Computer
£, Local Disk (C:)
ca cop (D)
== ran (F:) &l < | il ;
File name: Booklxltx -
Save as type: | Excel Template (*.xltx) 'l
Authors: CopCon Tags: Add atag
= Hide Folders save | | Cancel |

Map Network Drive...
W :
General Options...

Compress Pictures...

Hinh 2.1.2

Trang 103



Gido trinh Office 2013 nang cao

Buoéc 4. Trong hop thoai Options nhap mat khéu dé m& va mot mat

khau riéng dé kiém soat viéc sura doi.

General Options T | 22 Mt khiu dé mé ]
[ Always ceate badwup 1
File sharing

Password to open:
Password to modify:

w
[ Read-only recommended .\l Miit khau d2 chinh sita
[ oK ] [ Cancel ]

Hinh 2.1.3
Buée 5. Sau do chon Ok Chon Save As trong hdp thoai Save As.

< Thiét lap thudc tinh bang tinh
Khi ta tao ra, nhap liéu, va chinh stra bang tinh, Excel déu luu lai cac thudc
tinh d6: kich thudc tp tin, thoi gian ma bang tinh dugc tao ra va sira doi lan cudi cing,
cling nhu tén tac gia ciia bang tinh. Thudc tinh thong thuong 1a thudc tinh chi doc ( Read
Only). Céac thudc tinh khac, bao gém cac thudc tinh nang cao va cac tuy chon ma ta dinh
nghia, n6 c6 thé duoc thiét 14p va chinh stra boi nguoi ding.
Chung ta c6 thé lam quen v&i cac thudc tinh co ban ma Excel cung cap.
Vao tab File / Info:

/ Properties - \
Size 63.1KE
Title Add a title
Tags Add atag
Categories Add a category

Related Dates

™ Last Modified 13/11/2013 11:15 AM
Created 15/08/2013 10:13 PM
Last Printed

Related People
Author

CopCon
Add an author
Last Modified By
CopCon
Related Documents
Account
, Open File Location
oS l\ Show All Properties /

Hinh 2.1.4
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Dé thiét lap thudc tinh nang cao cho bang tinh ta chon Properties [ Advanced
Properties :

Properties -

D Show Document Panel
ﬂj Edit properties in the Document

Panel above the workbook,
= Advanced Properties
“—| See more document properties

Hinh 2.1.5
Sau d6 ta thiét 1ap cac thudc tinh trong hop thoai Advanced Properties:

GiaoTrinh.xlsx Properties ¥ = GiaoTrinh.xlsx Properties T | =
Eeneral Statistics | Contents | Custom General | Summary | Statistics l:onten
Title: Name: Date completed Add
Checked by A
Subject: Client
Date completed
Author: CopCon Department
Destination
Manager: Disposition W
Company: Type: Date w
Value: 01/12/2013 [ Link to content
Categary: Properties: | pame Value Type
Keywords:
Comments:
Hyperlink
base:
[] save Thumbnails for All Excel Documents
0K Cancel K Cancel
Hinh 2.1.6

Céc Tab General, Statistics, va Contents hién thi thong tin cua bang tinh, mot
s6 thong tin da hién thi trong Info. Tab Summary, ching ta c6 thé thiét 1ap Tiéu dé (Title)
va Mo6n hoc ( Subject ). Tab Custom hién thi danh sach céc thudc tinh nang cao : Check
By, Client, Project, va Typist. Ta co thé dé dang mac dinh hoac co thé tu thiét 1ap theo
danh sach co san. Sau khi di chon ta Click Add. Pé dbi tén, loai, hay gia tri ctia thudc tinh
Click chon Modify.
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2.1.2. Thié't, 13p bao mat va chia sé tai liéu ]

Trong mdt so truong hop ching ta c6 thé chia sé bang tinh va cho phép bat ky nguoi
st dung nao lam viéc voi no, chinh stra n6 theo y thich : thay ddi dinh dang, thém hoac xo6a
dir li€u, chén bang,... Nhung da $6 chung ta mudbn bao vé bang tinh ctia minh, nhét 1a céc
bang tinh c6 tinh chét quan trong. Vi vay dé bao vé bang tinh ta thuc hién:

- Cach 1: Tab File [ Info [J Protect Workbook

Info

GlaaTrinh

e = Desktop
2 Protect Workbook
Control what types of changes peap
Pratect
Workbook -

By Mark a5 Final
_E Let readirs know the woerkboak i final and
muake i read-onky
Encrypt with Pasossord
‘_* Fegqiare & pasiveded bo open (g workbook, L

Pretect Current Sheat

=S Lontrol what types of chenges pecple can
make fo the curent sheet.

Aocounk

- Protect Workbook Strusture

. Prevent unwented changes to the structure

Uptions of the workbook, such as adding sheets. 1

Y Restrict Acoess

& Grant people access while remoning thes

abakly [ gdil, Sogy, of paintk.

By Add a Digital Signature

B Ersure the integrity of the workbook by
pdcling an wnesbible degrlal fignabure. 4

Hinh 2.1.8

- Cach 2: Vao Tab Review [ group Changes

REVIEW VIEW Foxit PDF TEAM
show/Hide Comment L( | H:: | || I ‘g5 Protect and Share Workbook
show All Comments EF Allow Users to Edit Ranges
Protect Protect Share

show Ink Sheet Workbook Workbook [# Track Changes -
Changes

Hinh 2.1.9
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% Protecting Workbooks and Worksheets
Chung ta c6 thé thiét 1ap bao vé bang tinh va mot s Sheet quan trong bang

cach:
0 Bao vé€ cau tric bang tinh, bao gom cac worksheets, kich thudce, vi tri.

Khi mot cdu trac bang tinh dugc bao vé ( Protect Structure ) thi ngudi st dung khong thé
chén, x0a, hodc d6i tén, hodc hién thi cic worksheet d3 bi an. Khi mot ctra s6 bang tinh
duge bao vé ( Protect Windows ) thi ngudi str dung khong thé thay d6i kich thudc hodc vi

tri cua cua so.

n

Protect Structure and Windows | F || 22

Protect workbook for

tructure
[7] Yindows

Password (optional):

| ok || cancel

Hinh 2.1.10
0 Bao vé Worksheet : trong mot bang tinh c6 nhiéu worksheet, nhung ta

chi can bao mat mot vai sheet can thiét thi ta chon Protect Worksheet . Trong hop thoai
Protect Sheet nhap mat khau, va lya chon mot sd thudc tinh cho phép nguoi nguoi st dung

s

trong vung “ Allow all users of this worksheet to:’

Protect Sheet [ % ][ =]

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

ol| Select locked cells -

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows S

m

OOEEEEEEEE

[ oK ] [ Cancel

Hinh 2.1.11
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0 Ta ciling co thé thiét lap mdt khu vuc trong worksheet dugc bao vé cho

phép ngudi str dung c6 thé chinh sira bang chic ning “ Allow User to Edit Ranges” trong
Maintab Review [ group Changes

REVIEW VIEW Foxit PDF TEAM

Show/Hide Comment I:C | “:c | | I ‘&3 Protect and Share Workbook

show All Comments EZ Allow Users to Edit Ranges

B Protect Protect Share _
Show Ink Sheet Workbook Workbook [# Track Changes

Changes

Hinh 2.1.12

- Trong hop thoai Allow User to Edit Ranges chon New :

Allow Users to Edit Ranges

7 | ==
Ranges unlocked by a password when sheet is protected:

' ——
Title Refers to cells m )

Spedfy who may edit the range without a password:

[ Paste permissions information into & new workbook

| ProtectSheet... | | ok || cancel |

Thiét 1ip cdc muc trong hép thoai New Range -

r Chon vung cho phép

Mew Range thay déi
Title:

Dat tén vitng

Refers to cells:

=§E£31
Range password:

Pt mét khiu

o) (o]

Hinh 2.1.13

e Thiét 1ap mat khau cho tip tin
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Buére 1. Mo tap tin mudn tao mat khau [ Tab File OInfo O Protect
Workbook O Encrypt with Password

Protect Workbook
a’ Control what types of changes peop
Protect
Workbook ~

D Mark as Final
ﬁ Let readers know the workbook is final and
make it read-only.

Encrypt with Password

Require a password to open this workboolk. £

Protect Current Sheet

Control what types of changes people can i
make to the current sheet.

Hinh 2.1.14

Buéc 2. Nhép mat khau

[ ——
(: Encrypt Document ) L% |[=]

Encrypt the contents of this file

Password:

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

[ OK l [ Cancel

Hinh 2.1.15
Bwoéce 3. Nhép lai mat khau vira dit

Cu:ur@' Password :) | % |[ &

Encrypt the contents of this file

Reenter password:

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

[ 0K ][ Cancel ]

Hinh 2.1.16
Buwoc 4. Click Ok hoan thanh
2.1.3. Chia sé va Bao quan tai li¢u
® Chia sé tai li¢u

Budc 1. Chon Tab Review [0 Group Changes [1 Share Wokbook
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REVIEW VIEW Foxit PDF TEAM
row/Hide Comment I:C | “1 |
now All Comments

Protect Protect

now Ink Sheet Workboold Workbook
Changes

Hinh 2.1.17

‘53 Protect and Share Workbook
'—?‘Alluw Users to Edit Ranges
[ Track Changes =

Budc 2. Trong cira s6 Share Workbook [ITab Editing [ Allow

changes by more than one user at the same time. This also allows workbook merging

rSharEWDrkbnnk @
Editng | Advanced |

Allow changes by more than one user at the same time. This
also allows workbook merging.

Who has this workboak open now:

on (Exdusive) - 12/08/2013 12:41 PM

Hinh 2.1.25

Budrce 3. Tab Advanced cho phép ban thiét Iap mét s6 tinh nang cho

tap tin duoc chia sé.
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Share Workbook IERIE
Advanced Thiét lap heu trir lich s

Track changes /I thay doi ciia @p tin
@ Keep change history for: |30 = days

() Don't keep change history
IUpdate changes Thiét lap cdp nhét t@p tin

@ When file is saved
() Automatically every: | 15 || minutes

(@ Save my changes and see others' changes

Just see other users' changes
Thing bao Idi cd ngwei

Conflicting changes between users

@ Ask me which changes win rha‘}l do! ap un
() The changes being saved
Indude in personal view
Print settings
Filter settings
[ Ok ] [ Cancel ]
Hinh 2.1.18

Buéc4.  Click Ok dé hoan thanh.
e Theo ddi sy thay ddi ciia tap tin
Sau khi da chia sé tip tin cho ngudi khac hay nhém cung lam viéce, dé theo di
su thay ddi cua tap tin dé xem tap tin duogc chinh stra, thém hay thay ddi dir liéu nao , ta thiét
ké theo cac budc:
Budec 1. Chon Tab Review O group Changes U Track Changes [
Highlight Changes...

REVIEW VIEW Foxit PDF TEAM

lg . H Protect Shared Workbook

Share
show Ink Warkbook E}Track Changes =

show All Comments

Cha [ Highlight Changes...
?lﬁ Accept/Reject Changes

Hinh 2.1.19

Budc 2. Trong hop thoai Highlight Changes lya chon nhiing diéu kién
When , Who, Where thiét hop theo yéu cAu cta ban.
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Highlight Changes 7 |
rack changes while editing, This also shares your workboolk,

Nhimg thiét lap khi chon
Highlight Changes
—

Highlight which changes

When: |l |Z|
whao: Everyone |Z|
[] where: i

Highlight changes on screen
List changes on a new sheet

Hinh 2.1.20
Budére 3. Click Ok dé hoan thanh.

0 Vi thiét 1ap nay thi nhitng vi tri ma dit liéu thay d6i s& dugc lam dau voi

Highlight.
B c D E F I S N ERR G -
a i | SO ; vair | wi [ % | pow | mhivg | i
NGAY Ma bON THANH . : ) : = =
BAN wang [MUONG G | mEw v [ win || @i | néy | mEoe
(Tin) (Tn) ! (CopCon, 12/08]2013 1:24 PH:
29/01/1995| X001 10 £200 29/01/1995[ X001 [ 10 | $200 | 2000 | |changed cel F2 from <hlnk>' to
16/06/1995| To03 | 20 | 100 —p 16/06/1995[ 1003 | 20 | $100 [ 2000 | |*E0Z.
16/06/1995| co02 | 15 £300 16/06/1995| co0z2 | 15 | $300 [ 4500
18/06/1995| G001 8 £400 18/06/1995| G001 [ 20 | $400 ; 000
11/07/1995| N0O3 | 9 | $300 11/07/1995| Noo3 | 9 | s300 [ 2700
11,/07/1995| 5001 25 £300 11/07/1995| 5001 | 25 | s300 | 7500
Hinh 2.1.21

e Xem chi tiét nhirng thay déi cia tip tin
Budc 1. Trong Tab Review [0 group Changes O Track Changes O
Accept/Reject Changes
Budc 2. Trong hop thoai Select Changes to Accept or Reject ban sé&

lya chon xem chi ti€t thay doi cua dir li¢u khi nao , cua ai, hay vung nao,..

Select Changes to Accept or Reject E X
Which changes
When: Mot yet reviewed
Who: Everyone
[T wihere:

i (e

[ 0K, ] [ Cancel

Hinh 2.1.22
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Budc 3. Trong hop thoai Accept or Reject Changes s& hién thi chi tiét

cac dir liéu d3 bi thay d6i va ban c6 quyén chp nhap hoic khong sy thay doi do.

Al B C | D | E | F ey

1
o MA 50 e T[-Iai.NH_ Accept or Reject Changes I. ihJ
STT c M LIFONG . -

BAN HANG [Tén] GIA TIEN Change 1 of 7 made to this document:
1 [ 29/01/1995| x001 | 10 | s200 | 2000 || |Copcen: 12/08/2013 1:31PM: -
2 | 16/06/1995| T003 20 £100 2000 Changed cell F2 from '<blank=' to '=E2*D2.
3 | 16/06/1995| C002 15 $300 4500 3
4 | 18/06/1995| G001 20 5400 8000
5 | 11/07/1995| NOO3 9 $300 2700 %
6 | 11/07/1995] s001 | 25 | $300 | 7500 ) [[reret | [LAcmimt | [(Rercimr | [_oose

Hinh 2.1.23

2.2. Thao Tac V¢i Cong Thirc Va Ham
2.2.1. Kiém tra cong thirc
Churc nang Kiém tra cong thire (formula-auditing) cua Excel hoat dong bang

cach tao ra céc tracer — la nhitng cai miii tén hai dau chi ra cac 6 c6 lién quan trong mot
cong thirc.

=

j:ﬂ Trace Precedents ﬁ[ Show Formulas

E':f Trace Dependents {7} Error Checking -

.;f; Remove Arrows ~ (fs)

Formula Auditing

Hinh 2.2.1

Ban c6 thé sir dung cac tracer dé tim ra ba loai 6 nhu sau:

e Precedents: Pay 13 cac 6 duoc tham chiéu tryc tiép hodc gian tiép trong mot
cong thtrc. Vi dy, 6 B4 chtra cong thirc =B2; roi B2 sau d6 lai 1a mét precedent truc tiép
ciia B4. Bay gio gia sir rang 6 B2 chira cong thitc =A2/2; diéu nay lam cho A2 trd thanh
mot precedent truc tiép cuia B2 dong thoi cling 1a mot precedent gian tiép cua B4,

e Dependents: Day 1a cac 6 duoc tham chiéu truc tiép hodc gian tiép boi mot
cong thic dang nam trong mot 6 khac. Trong vi du trén ddy, 6 B2 1a mot dependent truc
tiép cia A2, va B4 1a mot dependent gian tiép ctia A2,

e Errors : Pay 13 nhitng 6 chira mot gia tri 161 va dang duoc tham chiéu truc tiép
hoic gian tiép trong mot cong thic (va do dé nd gy ra mot 16i twong ty trong cong

thirc nay).
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Dependent tracers

M- 4 + M| Sheetl ~Sheet2 - Sheet3

]

D

EDIWO!
DIV/O!

Error tracer

100

Precedent tracer

i
]

[

I [

Hinh 2.2.2: Minh hoa mot bang tinh voi ba vi du cua cac miii tén tracer

- O B4 chua cong thuc =B2, va B2 chita cong thic =A2/2. Nhiing cai miii tén (mau

xanh) chi ra cac precedent(truc tiép va gian tiép) ctia B4.
- O D4 chita cong thitc =D2, va D2 chira cong thire =D1/0, gay ra 16i #DIV/0!, do do,

161 nay cling xuat hi¢n & 6 D4. Miii tén (mau do) chi ra ngudn goc cua 10i.

- O G4 chira cong thirc =Sheet2!A 1. Excel hién thi mot mii tén dut khic v6i mot cai

biéu twong bang tinh ¢ dudi mili tén khi precedent hodc dependent nam trén mot trang
tinh (worksheet) khac.

e Truy tim cic Precedent ciia 6

Buwoec 1.
Budc 2.

Chon 6 chtra cong thirc ma ban muon truy tim precedent cua no.

Chon Tab Formulas [1Group Fomula Auditing [ Trace

Precedents. Excel s¢ thém mdt miii tén vao moi cai precedent truc tiép

FORMULAS DATA

B R o

Date & Lookup & Math &

Bwoec 3.

REVIEW

More
" - - = = e
Time~ Reference~ Trig~= Functions~ | Manager E5 Create from Selection

VIEW

Fosat PDF

TEAM

=] Define Mame =

?x'» Use in Formula ~

Mame

Defined Names

[ __i,}-' Trace Precedents ]-E[ Show Formulas

'-'QE Trace Dependents

LI o
1% Remove Arrows ~ () Evaluate Formula

= G H
THANH THANH T3 eis
TIEN TIEN VND yel
2000 40,000,000 20,000
2000 40,000,00
4500 90,008,000
*8660— 160,000,000 |
2700 54,000,000
7500 150,000,000
26,700 | 534,000,000

Hinh 2.2.3

Formula Auditing

oo
Watch
Window

Tiép tuc 1ap lai budc 2 dé thém cac cap precedent (néu cb).
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F & H F T H
THANH THANH L THANH THANH N
TIEN TIEN VND Ty gia TIEN TIEN VND yaa
2000 40,000,000 20,000 | *2666— H60,660—* 20,000
2000 410,000,000 *26006— 45,000,000~/

4500 90,000,000 ~4506— 940,000,090

8000 | 160,000,000 g060— 180,000,000

2700 54,000,000 *2760 s 000,000

7500 | 150,000,000 «7566——15{),000,000

26,700 | 534,000,000 | 26,700 | 534,000,000
Hinh 2.2.4

e Truy tim cic Dependent ciia 6

FORMULAS

E R

Date & Lookup 8 Math & = )
Time = Reference~ Trig= Functions~  Manager 5 Create from Selection

DATA

REVIEW

Maore

VIEW

Fowit PDF TEAM

=] Define Mame -

O
+.2 Trace Precedents

%fl Use in Farmula »

[ a’% Trace Dependents ]

Mame

Defined Names

L) )
1% Remove Arrows = () Evaluate Formula

Eﬂ Show Formulas

Buéc 1. Chon 6 chtra cong thirc ma ban mudn truy tim Dependent ctia no.

Budc 2. Chon Tab Formulas [1Group Fomula Auditing [J Trace Dependents

—

oo
Watch
I|."'|'Ii i Ij O

Formula Auditing

& H

THANH

TIEN VND Lideo

4

00—=* 20,00

0
a

46,000,000/

90,000,064
160,000,400

54 060,000
156,000,000
534,000,000

Hinh 2.2.5

e G b6 nhirng mili tén Tracer

Budée 3. Tiép tuc 1ap lai budc 2 dé thém cac cap Dependent (néu co).

1 Chon Tab Formulas [1Group Fomula Auditing [] Remove Arrows
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FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

E = C=lDefine Name ~ %o Trace Precedents (5 Show Forr
i o

{'f-'; Use in Formula - et Trace Dependents
Date & Lookup & Math &  More Mame —
Time~ Reference~ Trig~ Functions~  Manager [ Create from Selection B\ Remove Arrows ~ (&) Evaluate Fe
v Defined Names R Remuove Arrows
13*D2:D13} Z—:n Remove Precedent Arrows
E:E Remove Dependent Arrows
] E F G H | - - -
Hinh 2.2.6

0 Dé g& bo cic miii tén precedent mdi lan mét cip, chon Remove
Precedent Arrows.
0 Pé gd bd cac miii tén dependent mdi lan mot cép, va chon Remove
Dependent Arrows.
e Cic thong bo 16i thwong giip

Khi Excel khong tinh duoc mot cong thirc thi chwong trinh s& béo 15i sai, bat
dau bang dau #, dudi day 1a danh sach cac thong bao 156i thuong gip.

Thonxg. bao Nguyén nhan
10i
#DIV/0! Trong cong thire ¢ phép tinh chia cho 0.
Cong thitc tham chiéu dén 6 c6 gia tri
#N/A khong tim thay hodc nhap ham thiéu do6i
sO.
ENAME? Trpng cong thirc c6 tén ham hoac tén 6
sai.
ENULL Xay ra k‘hl xac dinh giao gitta 2 vung
nhung vung giao nhau la rong.
#NUM! Dit liéu s6 bi sai.
HREF Xay ra khi trong cong thirc co tham
' chiéu dén mot dia chi khong hop 1€.
#VALUE! Tr,ongqcon‘g ‘leluc c6 cac toan hang va
toan tu sai kiéu.

e Sira chira 16i cong thirc
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Néu ban thiéu mot dau ngodc don khi nhap mot cong thiure, hoac néu ban dit

mot dau ngoac don sai vi tri, Excel thuong hién thi mot hop thoai nhu minh hoa & hinh bén

duéi khi ban cb xac nhan cong thirc. Néu thiy cong thirc (do Excel goi y trong hop thoai) 1a

ding nhiing gi ban muodn, ban nhan Yes dé Excel tu dong stra lai cong thirc cho ban; con néu

thiy cong thirc d6 sai, ban nhan No va tu stra lai cong thirc.

! | | |

8 o1y | PONVI| SO XANG GASOIL DAU LUA

9 NHAN |LUONG|[ sic | 7T SLG | TT | SLG [ TT

10 | X001C |[Clya 100| =IF(LEF T(A10,1)="x",C10,0

11 GOO1K [Xn van tai 150 | I [ "
12 X002K |Ddixe b 200| | Microsoft Excel ot
13 LOO1C |Nha& may c 100

14 L002C XU"fYﬂQ y 50 Microsoft Excel found an error in the formula you entered. Do you want to accept the correction proposed below?
15 G002C [Clyz 120 [6] ~IF(LEFT(A10,1)="%",C10,0)

16 GOO3K | Xn co khi 80 '_' « To accept the correction, dick Yes.

17 c@ng + To dose this message and correct the formula yourself, didk No.

18 B.quan ngay e 1 [ |

19

Hinh 2.2.7

e Sir dung chirc ning kiém tra 15i cong thirc

Néu ban str dung Microsoft Word, c6 1& ban di quen voi nhimg dudng gon

song mau xanh xanh xuat hién & bén dudi cac tir hodc cum tir ma chuong trinh ki€m tra

vin pham (grammar checker) cho 1a khong ding. Grammar checker hoat dong bang

cach st dung mot bd quy tic dé kiém tra vin pham va cG phap. Khi ban nhdp vin

ban, grammar checker &m tham theo doi tung cau tung chit ciia ban, néu c6 thua gi do

ban nhip khong ding véi nhitng quy tic cua grammar checker, duong gon song s& xuat

hién dé bao cho ban biét 1a c6 van dé.

Excel ciing c6 tinh ning twong ty nhu viy: chirc ning kiém tra 156i cong thirc

(formula error checker). N6 twong ty nhu grammar checker, ding mot méot bo quy tic dé

kiém tra cac phép tinh va ciing hoat dong cach 4m tham khi giam sat nhitng coéng thirc

cua ban. Néu no phat hi¢n ra di€u gi d6 khong 6n, n6 s€ hién thi mgt dau hi¢u bao 161 —

mot cai tam giac mau xanh — & goc trai phia trén ctia 6 chtra cong thirc.

The formula or function used is dividing by zero or empty cells,

Hinh 2.2.8

& Cdach swa chira loi

Khi ban chon cai 6 c¢6 diu hiéu béo 13i, Excel hién thi mot smart tag ngay

canh do, va n€u ban dat con tro chudt 1€n trén cai bi€u tugng maoi xuat hién nay, mdt cau
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thong bao miéu ta 15i méc phai s& hién 1én, nhu minh hoa trong hinh trén. Bén goc phai
clia biéu tuong nay con cé mot nit nhan d& mé ra mot danh sach nhimg cach xu 1y 16i
cho ban chon:

- Help on This Error : Tim hiéu thong tin vé 15i qua hé thong Help cta
Excel.

- Show Calculation Steps: Chay chic ning Evaluate Formula (danh
gia cong thuc).

- Ignore Error : Bo qua, gitt nguyén cong thirc sai nhu vay.

- Edit in Formula : Hién thi cong thtrc trong ché do chinh stra (Edit)
trén thanh cong thirc (formula bar). Chang qua 13 dé cho ban tu sira lai
cong thirc.

- Error-Checking : Hién cac tuy chon cua chtrc ndng Error Checking tir

hop thoai Option dé ban chon.

1 - | #DIV/O! |

]
Divide by Zero Error
Help on this error

Show Calculation Steps...

Ignore Error

Edit in Eormula Bar

Error Checking Qptions...

Hinh 2.2.9

% Thiét Igp cdc tity chon cho viéc kiém tra 16
° Ciing giong nhu viéc kiém tra ngir phap trong Word, chirc ning
kiém tra 15i cong thirc (Formula Error Checker) ciing ¢c6 mot sd nhiing tiy chon dé
quy dinh cach né 1am viéc va sé& danh diu nhitng 18i ndo. Pé xem nhitng tiiy chon
nay, ban c6 hai cach:
- Chon Office, Excel Options dé hién thi hop thoai Excel Options,
va chon Formulas
- Chon Error-Checking Options trong danh sach x6 xubng cua cai
biéu twong bao 16i (nhur d4 noi trong bai trude).
° Ci hai cach déu md ra nhing tuy chon cho Error

Checking va Error Checking Rules nhu minh hoa:
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Excel Options
Genera B . . . .
i f[ Change options related to formula calculation, performance, and error handling.
Formulas
Proofing Calculation options
Workbook Calculation [ Enable jterative calculation
Language - Autematic Maximum lterations: | 100 o
Automatic except for data tables
Advanced - Maximum Change: | 0.001
() Manual
Custamize Ribbon ¥| Recalculate workbook before saving
CQiuick Access Toolbal
Working with formulas
Add-Ins .
LI B1CY reference style '
Trust Center [ Formula AutoComplete
[¥] Use table names in formulas
¥ Use GetPivotData functions for PrvotTable references
Error Checking
[+] Enable background error checking
= Reset Ignored Errors
Indicate grrors using this colon | 2 =
Error checking rules
[+ Cells containing formulas that result in an error [¥] Formulas which gmit cells in a region
[# Incongistent calculated column formula in tables [ Unlocked cells containing formulas
[ Cells containing years represented as 2 digits || Fermulas referring to empty cells
[+ Mumbers formatted as text or preceded by an apostrophe [ Data entered in a table is invalid
\ [+ Formulas ipconsistent with other formulas in the region
\
Hinh 2.2.10
Error Checking

Enable background error checking

Rezet Ignared Errors
Indicate grrors using this color: [ 4

Error checking rules

Cells containing formulas that result in an error
Incongistent calculated column formula in tables

Cells containing years represented as 2 digits

Mumbers formatted as text or preceded by an apostrophe i
Formulas inconsistent with other formulas in the region i

Hinh 2.2.11

e Enable Background Error Checking : Check box ndy bat va tit ché

do tu dong cua chirc nang Formula Error Checker. Néu ban tat ché do ndy, moi khi ban

Formulas which omit cells in a region G
Unlocked cells containing formulas i
|:| Formulas referring to empty cells
Data entered in a table is invalid

mudn kiém tra 15i cong thirc, ban chon Formulas, Error Checking.

e Indicate Errors Using This Color : Chon mau cho du chi bao 13i (cai

tam gidc nhé xiu & goc bén trai 6 c6 161).

e Reset Ignored Errors : Néu ban d3 bo qua mot hoac nhiéu 13i, ban co6

thé cho hién thi lai cac 15i d6 br:ing cach nhan nat nay.

e Cells Containing Formulas That Result in an Error : Khi tuy chon

nay dugc kich hoat, chirc ndng Formula Error Checker sé danh déu vao 6 cong thirc co
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két qua 1a cac gia tri 161 nhu #DIV/0!, #NAME?, hay bat ky gi tri 161 ndo d3 st dung
trugce do.

e Inconsistent Calculated Column Formula in Tables : (Tuy chon méi
¢ phién ban Excel 2007) Khi tuy chon nay duoc kich hoat, Excel kiém tra cac cong
thirc trong cot dung dé tinh toan ctia mot Table (mot dang bang dac biét cua Excel), va
danh diu vao nhiing 6 c6 cong thirc ma cdu tric cia cong thiic nay khong giong véi
nhitng cong thirc khac trong cot. Trong smart tag & 6 ¢6 161, co kém thém 1énh Restore
to Calculated Column Formula, cho phép ban cap nhat lai cong thirc dé n6 nhat quan
v6i nhitng cong thirc & phan con lai trong cot.

e Cells Containing Years Represented as 2 Digits : Khi tuy chon nay
dugc kich hoat, chirc niang Formula Error Checker s& danh ddu vao nhimng cong thirc
c6 bao gdm nhitng gid tri ngdy thang ma trong d6 con s chi nam chi ¢6 2 chir s6 (mot
tinh huéng mo ho, khong 1 rang, bai vi chudi d6 co thé tham chiéu dén mot ngay nao
& nhitng nim 1900 14n nhitng nim 2000). V6i truong hop nay, danh sach tuy chon
trong smart tag c6 chtra hai 1énh — Convert XX to 19XX va Convert XX to 20XX —
cho phép ban chuyén d6i con sb chi niam c6 2 chit s6 thanh con s6 c6 4 chit sb.

e Numbers Formatted as Text or Preceded by an Apostrophe : Khi
tuy chon nay duogc kich hoat, chic nang Formula Error Checker s€ déanh diu vao
nhitng 6 ¢6 chtra mot con s6 duogc dinh dang du¢i dang text hodc c6 mot diu nhdy don
() ¢ trudc. Voi truong hop nay, danh sich tuy chon trong smart tag co thém
1énh Convert to Number dé chuyén con sb d6 thanh mot con sd that su (dinh dang theo
kiéu s6).

e Formulas Inconsistent with Other Formulas in the Region : Khi tuy
chon nay duoc kich hoat, chic ndng Formula Error Checker s€ danh dau vao nhirng
cong thirc ¢6 cdu trac khac véi nhitng coéng thie tuwong ty & xung quanh nd. Voi
truong hop nay, danh sach tuy chon trong smart tag c6 thém mot Iénh dai loai
nhu Copy Formula from Left (copy cong thirc ¢ 6 bén trai sang day) dé lam cho cong
thirc nay nhat quan véi nhitng cong thirc xung quanh.

e Formulas Which Omit Cells in a Region : Khi tuy chon nay duoc
kich hoat, chirc ning Formula Error Checker s& danh ddu vao nhimg cong thirc (ma
nhimg cong thirc ndy) bo qua cic hang gan ké voi diy dugc tham chiéu trong cong
thtrc.

e Unlocked Cells Containing Formulas : Khi tuy chon nay dugc kich
hoat, chirc nang Formula Error Checker s& ddnh ddu vao nhitng cong thirc nim trong
cac 6 khong dugc khoa (unlocked). Pay khong phai 1a mot 16i ma 1a mot canh bao
rang nhimg nguodi khac cé thé sira dbi cong thirc, ngay ca sau khi ban di bao vé

(protect) bang tinh. V&1 truong hop nay, danh sach tuy chon trong smart tag c6 thém
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lénh Lock Cell ding dé khoa 6 lai va ngan khong cho ngudi dung khac thay doi cong
thirc sau khi ban da bao v¢ bang tinh.

e Formulas Referring to Empty Cells : Khi tuy chon nay dugc kich
hoat, chtic ning Formula Error Checker s& danh dau vao nhimng cong thirc tham chiéu
dén cac 6 rong. Véi truong hop ndy, danh sach tiy chon trong smart tag c6 thém
1énh Trace Empty Cell dé cho phép ban tim 6 rdng ma cong thirc nay dang tham chiéu
dén (va ban c6 thé nhap dit lidu vao 6 rong do, hoic diéu chinh cong thure sao cho nd
khong tham chiéu dén 6 nay nita).

e Data Entered in a Table Is Invalid : Khi tuy chon nay dugc kich hoat,
chtic ning Formula Error Checker s& danh d4u vao nhiing 6 vi pham cac quy tic hiéu
luc héa dir liéu (data-validation rules) cua mot Table. biéu nay co thé xay ra néu ban
thiét 1ap mot quy tac Data-validation véi chi mot kiéu Warning hozc Information,
ngudi dung van co6 thé chon nhap nhiing dit liéu khéng hop 1¢ trong truong hop nay,
va Formula Error Checker s& ddnh diu vao nhiing 6 chtra dir liéu khong hop 1¢. Danh
sach tiry chon trong smart tag c6 thém lénh Display Type Information, hién thi quy tac
Data-validation ma nhiing 6 d6 vi pham.

e Sur dung Watch Window

Tinh ning nay gitp ta theo ddi cac 6 trong qua trinh tinh toan. Ban mudén giam

sat 6 nao thi dua n6 vao danh sach gidm sat & cira s6 cua Watch Window. Goi ctra s6 Watch
Window

¥

- Chon Tab Formulas — group Formula Auditing — Watch Window

FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

E = [=]Define Name - #0 Trace Precedents (5 Show Formulas h
=

“:ETraceDependent: ¥1 Error Checking = o
Date & Lookup & Math &  More Marme . Watch
Time = Reference~ Trig= Functions =~ Manager E Create from Selection E Remove &rrows ~ (f) Evaluate Formula Window
Defined Mames Formula Auditing
Hinh 2.2.12

- Sau d6 chon 6 cin theo ddi va nhan vao nt Add Watch trén ctra s6 Watch

Window.
Watch Window v X
2, Add Watch... % Delete Watch
Book Sheet Mame Cel Value Formula
BAI TAP_0910.... EBET3 53 100000 =IF{AMD(D3="MAM" E3=24), 100000,0)
BAITAP_0910.... BT3 H: 0 =IF{OR(E3>25, AND{D3="N{I",E3=25)),300000,0)
Hinh 2.2.13
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s€ can

e Sir dung chirc ndng Data Validation trong quéan ly nhéap li¢u
Khi xay dung bt cur bang tinh nao d6 phuc vu céng viéc minh, chic chan ban

nhimg ving nhap dir liéu theo yéu cau nhit dinh nao d6. Dit liéu d6 c6 thé duoc gidi

han trong mot pham vi nao d6, c6 thé 1a s6 nguyén, sb thap phan, ngay, gio, trong danh sach

san cO

hodc chudi c6 do dai nhat dinh. Khi d6 chirc nang Data validation s& gitip chung ta

nhap li€éu mot cach chinh xéc theo yéu cau, han ché sai sot toi thiéu.

Vi du: Piém nhap vao phai >=0 va <=10:

2 HAI NAM 1087 S

KET QUA THI CUOI KHOA
DIEM
TOAN | VAN |NGOAINGIF

Dizm nhdp vio phdi: PTB |PIEM KQ

==f) and ==10

3 | HIEP | NAM | 1986

4 | THAO N{F 1988

Hinh 2.2.14

Dé thiét 1ap viéc nhap liéu theo diéu kién, ta thyuc hién:
Budc 1. Chon vung mudn thiét lap diéu kién .
Budc 2. Vao Tab Data || group Data Tools || Data Validation

DATA REVIEWY VIEW Foxit PDF TEAM

tiors | 5| [2TA) Y Bl =7 E"a E')D B

'_:l Sort Filter ) Textto Flash Remove Consolidate What-If
a Yo Advanced | Columns Fil Duplicated Validation -, Analysis ~
Sort & Filter Data Tools
Hinh 2.2.15

Budce 3. Trong hop thoai Data Validation nhu hinh bén dudi, c6 ba Tab Setings,
Input Message, Error Alert.
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L

D dation @ @
Settings | Input Message | Error .ﬁ.lert—|

(7 [=]

Validation criteria
Allow:
Whole number
Data:
between

Minirmurm:

Maxirmurn:

Izl Ignore blank

]

Apply these changes to all other cells with the same settings

Clear all

| ok || Cancel

Thé Settings

Hinh 2.2.16

Cira s6 Settings cho phép thiét lap cai dat vé diéu kién nhap liéu trong
Validation criteria. Tuy vao ddi twong kiém soat ma ta chon trong danh sach bén dudi Allow.
Mic dinh ban dau cho phép nhap bét ctr kiéu dit liéu nao trong 6 (Any value). Dé thay do6i
theo y mudn, dau tién ta chon ving dif liéu can thiét 1ap chirc ning Validation.

Trong danh siach tha Xuéng cua Validation criteria, c6 cac lua chon

Whole number, Decimal, List, Date, Time, Text lenght, Custom.

Data Validation

L2 [

Settings | Input Message I Error Alert |

Validation criteria
Allow:

Whole number

Whole number
Decimal

List

Date

Tirme

Text length
Custom

u Ignore blank

[

5.7

Apply these changes to all other cells with the same settings

! Clear all

| ok || cance

Hinh 2.2.17
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0 Whole number: Chic ning nay chi cho phép nhap liéu 1a sb

nguyén. Néu nhép s6 thap phan, chudi,... s& bi bao 16i. Chtrc nang nay hiru ich khi dir

liéu nhap Ia tudi, sb lugng mat hang, s6 san phém, diém thi,... Khi chon Whole

number, chirc nang Data xuat hién cho phép khdng ché pham vi gia tri nhap:

Data Validation |E||E|
Settings | Input Message | Error Alert |
Validation criteria
Allow:
Whaole number IEI Ignore blank
Data:
between |E|
Minimum: bebnesn u
between
Maximum: EEEF;E;"'E”
not equal to
k] bk S
———|greater than or equal to
less than or equal to — ] [ Cancel

Hinh 2.2.18

Cac toan tu:

Between: gia tri trong 6 nam trong doan tir a dén b (bao gdbm 2 can
trén va dudi a, b)

Not between: gia tri trong 6 khong nam trong doan [a, b]

Equal to: gia tri trong 6 bang (=) voi gia tri so sanh

Not equal to: gia tri trong 6 khong bang () gia tri so sanh

Greater than: gia tri trong 0 16n hon (>) gia tri so sanh

Less than: gia tri trong 6 nho hon (<) gia tri so sanh

Greater than or equal to: gia tri trong 6 16n hon hodc bang (>) gia
tri so sanh

Less than or equal to: gia tri trong 6 nho hon hodc bang (<) gia tri

so sanh

0 Decimal: Chirc ning nay chi cho phép nhap liéu 1a sé nguyén

hodc sb thap phan. Cach thuc hi¢n tuwong tu ddi v&i Whole number. Str dung kiéu gia

tri Decimal cho phép tranh dugc nhing sai sot do quy dinh vé s6 thap phan Quéc té

va Viét Nam (ddu chdm va phay).

Trang 124



Gido trinh Office 2013 nang cao

0 List: Chirc nang nay chi cho phép nhap liéu tir mot danh sach sian

c6. Danh sach nay c6 thé duoc nhap truc tiép, tir mot ving trong sheet, tir tén (Name)
ving san c6 hoic tir file khac. Nén sir dung chirc ning nay khi ban can nhap liéu dugc
lay tir mot co s dir liéu (CSDL) san c6 nam han ché sai sot, rit ngan thoi gian. Vi du
nhu nhdp danh sach mon hoc, ma mon hoc, 16p...... biéu nay cho phép han ché tdi da
do nhap liéu khong ding dan dén két qua tinh toén sai, dac biét 1a ddi tuong nhép la
chudi.

0 Date: Chirc ning nay chi cho phép nhép liéu 1a ngay. Viéc diéu
khién vé khoang ngiy nhap giéng nhu dbi voi Whole number. Diéu d6 c6 nghia 1a
chon ngay trong 1 khoang xac dinh, ngay bat dau, ngay két thic,...

0 Text length: Chirc ning nay chi cho phép nhap liéu 1a chudi co
d6 dai xac dinh (tinh bang sb ky tu, ké ca koang tring, diu....). Viéc diéu khién vé
chiéu dai chudi nhap giéng nhu déi véi Whole Number. Diéu d6 c6 nghia 1a c6 thé
kiém soat duoc chiéu dai chudi nhap giéi han trong 1 bang xac dinh, chiéu dai chudi
nhap nho nhét, chiéu dai chudi nhap 16n nhét,... Vi du nhu trong hinh 16, chi cho phép
nhap ma hang c6 chiéu dai 6 ky tu.

2. Input Message
Chtrc ning Input Message cho phép hién thi théng tin nhép liéu khi di

chuyén chuot vao 6 do, tur d6 dinh huéng cho cong viéc nhap li€u. Gom c6 cac thong so:

Vi du:

0  Show input message when cell is selected: Bat (tit) ché d6 hién
thi thong bao khi 6 dugc chon. Truong hop nay chon Bat.

0  Title: Noi dung tiéu dé hién thi, dung kiéu gd Unicode.

0 Input message: Noi dung thong bao, dung kiéu gd Unicode.
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Data Validation [ | 82|

Input Message | Error Alert

Show input message when cell is selected

Tiéu dé hién thi trong
viung dieu kien

When cell is selected, show this input message:
I'tlE: /
Chu !

Input message:

56 nhap phai 16n hon hodc bang 0 v& nhé han hodc bang 1011 -

T~

Nii dung thong bae |
ving diéu kién

[ oK ] [ Cancel

Hinh 2.2.19

0 Thi luc d6 trong vung ban chon diéu kién s& hién thi thong bao nhu sau:

A E C D E F G H |
KET QUA THI CUOI KHOA

) ) PIEM ~
STT| TENHS | PHAI NS - - — DPTB |PIEMKQ
TOAN | VAN |NGOAINGE

1 | LAM | NAM | 10988 | | |
2 HAI | NAM | 1987 Chi !
3 | HIEP | NAM | 1986 AL
- - hen hede bang 0
4 | THAO | NU 1988 vi nhé hon hoic
5 | MINH | NAM | 1988 | | — |
Hinh 2.2.20

3. Error Alert
Khi 6 d3 dugc dit ché do Data validation, néu nhap liéu khong ding quy
dinh s€ bi thong bao Ta c6 thé thay ddi noi dung thong bdo mac dinh dé theo cac hoan canh

khac nhau va hién thi ndi dung théng bao d6 bang tiéng Viét cho d& hiéu va stra d6i.
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Data Validation | 2 [t

| Settings | Input Message | Error Alert

Shaow error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:
Stop Canh béo!!!
Error message:
Warning —— .
Information Phai nhap 58 »=0va <=1011! L
P
| |
k- Y

&) (o

Hinh 2.2.21

O  Show error alert after invalid data is selected: Bat (tit) ché do
hién thi canh bao sau khi dir liéu dugc nhép vao 6. Truong hop nay chon Bit.
0  Style: Kiéu canh bao, gdm Stop (dimg lai), Warrning (canh bao),
Information (thong tin).
Tuy murc d§ canh bao ma c6 cach xir 1y phu hop.
- Stop: Thong bao 16i nhap liéu nghiém trong, Excel khong chap
nhan gi4 tri nhap lidu ndy va yéu cau phai nhap dung méi dugc chap nhan.
- Warning: Thong bao 16i nhap liéu mang tinh canh bao, tuy
truong hop co6 thé chap nhap hoic khong chap nhan gia tri nhap ligu.
- Information: Thong bao 16i nhap liéu mang tinh thong tin, ban

c6 thé bo qua trudng hop nhap lidu khong dung quy dinh.

0  Title: Noi dung tiéu dé thong béao, dung kiéu gd Unicode.

0  Input message: Noi dung thong bao (chil y ndi dung theo nhitng

hoan canh cu thé), dung kiéu gd Unicode.
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KET QUA THI CUOI KHOA
) ) PIEM ~
STT| TENHS PHAI NS - — — PTB (BIEMKQ
TOAN VAN |NGOAINGU

1 | LAM | NAM | 1988 8.0 7.0

2 HAI | NAM | 1987 9.0

3 | HIEP | NAM | 1986 3.0 75

4 Il canh bsow S

5

6 Ban phai nhap s& 16n han hodc bang 0 w& nhé hon hodc bang 1011

7 ! = Continue?

B { | Mo | | Cancel | | Help

9 Was this information helpful?
1N Ik

Hinh 2.2.22

2.2.2. Pinh dang cé diéu kién ( Conditionnal Formatting )
Str dung bang dir li¢u Excel, khi can tach loc cac dir li€u can thiét theo mot

quy tac cu thé, dai da sb nguoi dung déu thue hién chtrc nang loc (Filter) cua phén mém
Excel. Tuy nhién, néu mudn dit phan dir liéu d6 voi dinh dang ni bat riéng biét thi chuc
nang loc khong thé dap ung duoc. bé dat duoc diéu do, ban phai str dung chtrc ndng dinh
dang c6 diéu kién (Conditional Formatting) ctia phan mém Excel.

Chuc ning Conditional Formatting 1a k¥ thuat dinh dang, cho phép ban thiét
lap dinh dang riéng nhitng 6 dugc lya chon, khi dit li€u trong cac 6 d6 thoa man diéu kién
da dinh san.

Viéc dinh dang khac bi¢t cho cac 6 dir li€u thoa man diéu kién, giap nguoi
xem nhanh chéng nhan ra dugc cac thong tin di diéu kién, trong khi vin xem dugc tong
thé bao gdm céc dir liéu khac.

Vi du: Trong hinh duéi day, khong don gian dé nhan vién co thé nhan ra dau
1a don hang qua han nhung chua cung cap du sé luong, dau 13 don hang gan t&i han

nhung chua c6 du s6 lugng yéu cau.
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Theo doi don hang

Thang 08/2013 Ngiy hiéntai: | 15/08,/2013
Ténhang |Solwongcan| Theihan Pa xuat
Man hinh 100| 12/08/2013 0
Chudt 300| 30,/08/2013 0
Ban phim 240| 16,/08/2013 240
Mdy chiéu 5| 10/08/2013 0
Man chiéu 10| 15/09/2013 10
USB 8GB 260| 25/08/2013 0
Pia CD 1000| 28/08/2013 500
Dia DVD 2250| 24/08/2013 0

Hinh 2.2.23

Néu c6 st dung chirc ning dinh dang, ngudi st dung c6 thé nhanh chong
thiy duoc cac don hang qua han nhung chua du sb luong dugc danh diu mau do6 nhat ;

cac don hang sdp t6i han nhung chua dugc cung cip day du duoc danh ddu mau vang.

Theo doi don hang

Thang 08/2013 Ngiy hiéntai: | 15/08/2013
Ténhang |Solwongcin| Theihan Pa xuit
Man hinh 100( 12/08/2013 0
Chudt 300| 30/08/2013 0
Ban phim 240| 16/08/2013 240
M4y chiéu 5| 10/08/2013 0
Man chiéu 10| 15/09/2013 10
USB 8GB 260| 25/08/2013 0
bia CD 1000| 28/08,/2013 500
Bia DVD 2250| 24/08/2013 0

Hinh 2.2.24

Trong trudong hop st dung chirc nang Conditional Formatting, toan bd dir 1iéu
dap ung diéu kién sé duoc ty dong dinh dang riéng biét, gitip ngudi sir dung nhanh chéng

nhén ra nhiing van dé can xu ly.
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Ngoai ra, tur phién ban Office 2007, tinh ndng Conditional Formatting cua
phan mém Excel duoc ning cdp véi nhiéu muc didu kién, sir dung nhiéu cach thirc dinh
dang dep va an tuong nhu Data Bars, Color Scales, Icon Sets v...v...

e Cic dinh dang theo miu sin
Budée 1. Chon ving muén dinh dang.
Budrc 2. Vao Tab Home [] group Style (| Conditional Formatting
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  FodtPDF  TEAM

= A p

-
S

Cut . “ o -
. Carmbria =113 = A A e = = Wrap Test General
Copy

e F

- - ¢ - == B B - - Of % a0 Conditional [Format as  Cell
Format Painter L 4 = 1= | 1 Merge & Cente ¥~ % A 2 ’L-T.:ah --q:_i - Tr:[::r : ‘51;-':5 -
iboard 1 Fonk = Alignment M Humber ] Chyles
Hinh 2.2.25
Budrc 3. Chon dinh dang di€u kién muon thiét 1ap.

12 ERZ

Conditional Formatas Cell
Formatting= Table~ Styles-

Highlight Cells Rules *

RS Highlig

T Top/Bottom Rules »
0] ~

Fe=H

m-"| Data Bars 3
[ -1 |

[—

—| Color Scales k
- .

§ lcon Sets ¥
] Mew Rule.
2 Clear Rules k

[E] Manage Rules...

Hinh 2.2.26

Bang dudi day liét ké cac ddi tuwong cé trong hop thoai Conditional
Formatting Rules Manager.
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Conditional Formatting Rules Manager [ 7| = |
Show formatting rules for: | cyrrent Selection |E|
5y Mew Rule... | _j} Edit Rule... | | >( Delete Rule | B
Rule (applied in order shown)  Format Applies to Stop If True =
Formula: =AND(SC4>... AaBbCcYyZz =EAS4:£D611 & [l
Formula: =$C4<&F$2 AaBbCcYyZz =8A4:8D611 & [
’ 0K ] ’ Close A
Hinh 2.2.27
Poi twong Tac dung
bai tugng dugc st dung dé loc ra cac di€u kién dang dugc sir dung.
Show Thong thuong ban cd thé dé lya chon Current Selection dé xem dinh
formatting | dang c6 di€u kién cho vung/6 dugc chon, hodc thay doi sang muc This
rules for | Worksheet dé xem toan b0 cac dinh dang c6 diéu kién dang duogc s
dung trong tap tin bang tinh.
New Rule | Nut str dung dé tao mdt luat mai.
Edit Rule | Nut sir dung dé stra luat dang chon.
Delete Nut stir dung dé xo6a luat dang chon.
Rule
Move Hai ntt st dung dé€ thay doi trinh ty wu tién ctua luat dang dugc chon: 1én
Up/Move | trén ludt lién ké phia trén hoac xudng dudi luat lién ké phia duoi.
Down
Stop If Cot lya chon ngung thuc thi cac luat tiép theo, néu luat tuong irng muc
True chon da dung.
e Hop thoai New Formatting Rule

hop thoai New Formatting Rule. Hop thoai trong cac phién ban “doi sau” dugc chia

Trong cac phién ban Excel tir 2007, dé tao mot luat méi, ban s& phai st dung

thanh 2 phan chinh la: Select a Rule Tyle va Edit the Rule Description.
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Mew Formatting Rule

Select a Rule Type:

g =]

» Format all cells based on their values

» Format anly cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

¥ Use a formula to determine which cells to format

Edit the Rule Description:

Format Style:

Minirmurm
Type: |Lowest Value
Value:

Color:

Format all cells based on their values:
2-Color Scale |E|

(Lowest valug)

Maximum

|E| Highest Value |E|

[ ==

R (Highest value) R

E2 E2

Preview:

JI Cancel I

Format all cells based
on their values

Format only cells that
contain

Format only top or
bottom ranked values

Format only values
that are above or
below average
Format only unique or
duplicate values
Use a formula to
determine which cells
to format

Hinh 2.2.28

Dinh dang c6 diéu kién dua trén gia tri c6 trong 0.

Dinh dang c6 diéu kién duya trén viéc x4c dinh thanh phan
dir 11éu co6 chtra. Vi du: c6 chira chir officelab.vn, dir liéu
trong, dit liéu ngay hom qua v...v...

Pinh dang c6 diéu kién cho céc dit liéu cao nhét hodc thap
nhat. Céc tiiy chon trong phan nay cho phép dinh dang theo
) luong cu thé hodc phﬁn tram.

Pinh dang ¢ diéu kién cho cac dit liéu trén hoic dudi trung
binh theo nhiéu ti€u chi khac nhau.

Dinh dang c6 diéu kién dé nhan dién cac dit liéu duy nhat
hoac trung lap.

Dinh dang c6 diéu kién dua theo cong thure do nguoi st
dung xay dung.

e D¢ dinh dang véi Conditional Formatting
% Dé danh diu nhanh cdc é théa man cdc diéu ki¢n co ban

Buéc 1. Chon ving dit liéu ban can dinh dang.
Buwoc 2. Trén thanh Ribbon, chon thé Home.
Buéc 3. Trong nhom Styles, nhap chudt 1én nat Conditional Formatting.
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Buorc 4. Trong trinh don Conditional Formatting, chon Highlight Cells
Rules.

Buwée 5. Trong trinh don con Highlight Cells Rules, chon loai diéu kién
ban mudn st dung.

Buwdc 6. Nhap céac chi s6 can thiét va kiéu dinh dang trong hdp thoai diéu
kién, nhan Ok dé x4c nhan viéc dinh dang.

% Dé danh ddu nhanh cdc 6 theo ludt cao/thip
Buoc 1. Chon vung dir liéu ban can dinh dang.
Buwoc 2. Trén thanh Ribbon, chon thé Home.

Buée 3. Trong nhom Styles, nhap chudt 1én nut Conditional Formatting.

Buwoc 4. Trong trinh don Conditional Formatting, chon Top/Bottom
Rules.
Buwoc 5. Trong trinh don con Top/Bottom Rules, chon loai luat

cao/thap ban mudn sir dung.
Buwoc 6. Trong hdp thoat diéu kién, nhap céc chi s6 va kiéu dinh dang

ban muodn sir dung.

Buéc 7. Nhan Ok dé xac nhan diéu kién va thyc hién dinh dang.
% Pé dinh dang theo dé léch Data Bars
Buwoc 1. Chon vung dir li¢u ban can dinh dang.
Buoc 2. Trén thanh Ribbon, chon thé Home.
Buoce 3. Trong nhém Styles, nhap chudt 1én nut Conditional Formatting.
Buoc 4. Trong trinh don Conditional Formatting, chon Data Bars.
Buoc 5. Trong trinh don con Data Bars, chon loai mau ban mudn st
dung.
% Dé dinh dang theo dj bién thién Color Scales
Buoc 1. Chon vung dir 1iéu ban can dinh dang.
Buoc 2. Trén thanh Ribbon, chon thé Home.
Buoc 3. Trong nhém Styles, nhap chudt 1én nut Conditional Formatting.
Buoc 4. Trong trinh don Conditional Formatting, chon Color Scales.
Buoc 5. Trong trinh don con Color Scales, chon loai mau ban muén st
dung.
% Pé dinh dang theo biéu twong phin nhém Icon Sets
Budc 1. Chon vung dir liéu ban can dinh dang.
Buoc 2. Trén thanh Ribbon, chon thé Home.
Buoce 3. Trong nhoém Styles, nhap chudt 1én nut Conditional Formatting.
Buoc 4. Trong trinh don Conditional Formatting, chon Icon Sets.

Trang 133



Gido trinh Office 2013 nang cao

Buoc 5. Trong trinh don con Icon Sets, chon tip hop biéu tugng ban
mudn sir dung.

% Dé tao mot dinh dang tiry bién bing hép thoai New Formatting Rule

Buwoc 1. Chon vung dir liéu ban can dinh dang.

Buwoc 2. Trén thanh Ribbon, chon thé Home.

Buwoce 3. Trong nhém Styles, nhap chudt 1én nut Conditional Formatting.

Buoc 4. Trong trinh don Conditional Formatting, chon New Rule.

Buwoc 5. Trong hop thoai New Formatting Rule, dit cac diéu kién mong
mudn.

Buéc 6. Nhan Ok dé xac nhan diéu kién va thuc hién viéc dinh dang.

s Dé xem cdac dinh dang co diéu kién dang dwoc s dung

Buwoc 1. Trén thanh Ribbon, chon thé Home.

Buéc 2. Trong nhoém Styles, nhap chudt 1én nut Conditional Formatting.
Buoce 3. Trong trinh don Conditional Formatting, chon Manage Rules.
Buwoc 4. Trong muc Show formatting rules for, chon This Worksheet.

s Dé sira mot dinh dang co diéu kién

Buwoc 1. Chon vung dir li¢u ban can dinh dang.

Buwoc 2. Trén thanh Ribbon, chon thé Home.

Buoce 3. Trong nhém Styles, nhip chudt 1én nut Conditional Formatting.

Buoc 4. Trong trinh don Conditional Formatting, chon Manage Rules.

Buoc 5. Trong hQp thoai Conditional Formatting Rules Manager, chon
dinh dang ban muén sira.

Buoc 6. Nhan nuat Edit Rule ¢é mé hop thoai Edit Formatting Rule.

Buwoc 7. Piéu chinh céc tuy chon diéu kién, sau d6 nhin nut Ok dé xac

nhan thay doi va dong hop thoai Edit Formatting Rule.

Buworc 8. bat lai vung dugc ap dung dinh dang co diéu kién trong
cot Applies to (néu can).
Buoc 9. Nhin Ok dé xac nhan va thuc hién viéc dinh dang.
% Pé xé6a mot dinh dang cé diéu kién
Buoc 1. Chon vung dit liéu ban can dinh dang.
Buoc 2. Trén thanh Ribbon, chon thé Home.
Buoce 3. Trong nhom Styles, nhap chudt 1én nut Conditional Formatting.
Buoc 4. Trong trinh don Conditional Formatting, chon Manage Rules.
Buoc 5. Trong hop thoai Conditional Formatting Rules Manager, chon

dinh dang ban mudn xoa.
Buoc 6. Nhin nit Delete Rule dé x6a dinh dang.
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Buorc 7. Nhin Ok dé xac nhan viéc x6a dinh dang va dong hdp

thoai Conditional Formatting Rules Manager.

2.2.3. Thao tac lya chon cho cong thirc
Theo mac dinh, Excel s& tu dong tinh toan cac cong thirc trong bang tinh khi

ban mé bang tinh hoic thay d6i bat ky thanh phan nao phu thudc cong thirc. Néu bang tinh
ctia ban 16n, v6i nhiéu cong thirc 1ién quan voi nhau, viée tinh toan nay c6 thé 1am mét thoi
gian d6i khi 1én dén vai phut.

Trong khi cac cong thirc dang dugc tinh lai, con tré chudt s€ & ché d6 cho, ban
khong thé thyc hién bat ctr diéu gi 1am thay d6i bang tinh.

C6 thé ban mudn tam thoi tit viée tu dong tinh toan dé tiét kiém thoi gian cho
dén khi ban hoan thanh viéc nhap va thay ddi cac cong thirc trong bang tinh? Viéc nay rat dé
dang, va day la cach thyc hi¢n.

Trong cira sd Excel [ Tab File [ Options [ Formulas (| Calculation

Options
Excel Options ?
General = _ . . .
I_ﬁc Change options related to formula calculation, performance, and error handling.

Formulas ’
Proofing Calculation options
Save Workbook Calculation [T] Enable iterative calculation
Language ':?:I Automatic Magimum lterations: |100 -3

() Automatic except for data tables .
Advanced Maximum Change: | 0.001

() Manual
Customize Ribbon ¥ Recalculate workbook before saving

Hinh 2.2.29

Trong hop thoai di chuyén xudng tiiy chon tinh toan (Calculation Options),
chon Manual dé ngan chin viéc tu dong tinh cac cong thirc mdi khi ban thay doi gia tri cé
lién quan.

Sau day la danh sach xac dinh cac tity chon c6 san:

e Automatic: Tinh tit ca cac cong thurc phu thudc va cap nhat mo rong hoac
nhung vao biéu d6 mdi khi ban thay ddi mot gia tri, mot cong thirc hoac mot tén. Day la
thiét 1ap mic dinh cho méi bang tinh mai.

e Automatic Except for Data Tables: Tinh tit ca cac cong thirc phy thudc va
cap nhat mé rong hodc nhung vao biéu dd, ngoai trr vi¢c tinh todn céc bang dir li¢u. Khi
kich hoat tity chon ndy, cac bang dir liéu s& dugc tinh toan lai khi ban nhap vao nut 1énh

CalculateNow ¢ thanh cong thirc trén Ribbon, hodc nhan F9 trong bang tinh.
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e  Manual: Tinh cic bang tinh va cap nhat m¢ rong hodc nhing vao biéu do chi
khi nao ban nhéip vao nut 1énh Calculate Now ¢ thanh cong thuc trén Ribbon, hodc nhan
F9 hoic t6 hgp phim "Ctrl + =" trong bang tinh.

e Recalculate Workbook before Saving: Tinh bang tinh m¢ rong va cip nhat
bo sung hoac cac biéu dd duoc nhing vao trude khi ban luu ching. Néu khong mudn
cap nhat cac cong thirc va biéu d6 phu thudc mdi khi luu, ban tat tiy chon nay.

e Enable Iterative Calculation: Kich hoat tuy chon nay dé ban thiét 1ap hai tinh
nang sau:

- Ldp lai t6i da (Maximum Iterations): Thiét lap sb lan t6i da mot bang tinh
dugc tinh toan lai mdi khi ban thyc hién viéc tim kiém hodc giai quyét cac tai
liéu tham khao (mac dinh 1a 100).

- Thay déi téi da (Maximum Change): Thiét lap sb luong thay doi tbi da cac gia
tri trong mdi 1an 1ap (mac dinh 0,001).

2.2.4. Cong thirc thong ké
I.1.1.1. Ham SUMIF va SUMIFS

Ham SUMIF cho phép ban tinh téng theo mot diéu kién nao do trong mot
vung dir ligu.

Cu phap:

=SUMIF( vung chira di¢u kién, diéu kién, ving tinh tong)

Vi du: Tinh tong tién theo ting loai phong?

BAO CAO DOANH THU PHONG
LOAI GIA fl_'lt TIEN TONG DOANH THU THEO
PHONG PHONG HU PHONG LOAI PHONG
A 120,000 | 30,000 | 6468000 |L.PHONG A B &
B 60,000 | 20,000 | 2,106,000 | TONG TIEN ? 2 2
A 120,000 | 30,000 | 9,996,000
B 90,000 | 20,000 | 1,296,000
C 40,000 | 10,000 | 300,000
A 120,000 | 30,000 | 1,617,000
B 60,000 | 20,000 | 1,560,000
A 120,000 | 30,000 | 1,050,000
B 90,000 | 20,000 | 660,000
c 60,000 | 10,000 | 350,000
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Hinh 2.2.30

Dua theo diéu kién dé bai ta st dung cong thiec SUMIF dé tinh:

BAO CAO DOANH THU PHONG
LQEI G_iA F?I'I|t| TI_EN TONG DOANH THU THEO
PHONG PHONG THU PHONG LOAI F‘Hﬁ"ﬁ
A 120,000 30,000 | 6,468,000 |LPHONG
B 50,000 20,000 | 2,106,000 | TONG TIEN |-sumlﬂ5ﬂ.$4 !A$13 "A", 5H54 $HS13)
A 120,000 30,000 | 9,996,000
B 90,000 20,000 | 1,296,000
c 40,000 10,000 300,000
A 120,000 30,000 | 1,617,000
B 50,000 20,000 | 1,560,000
A 120,000 30,000 | 1,050,000
B 90,000 20,000 560,000
c 50,000 10,000 350,000
Hinh 2.2.31

@ Ving chira didu kién ( $A$4:$AS$13) : vi d& bai yéu cdu tinh tdng tién theo

phong [1Loai phong chinh 1a diéu kién [ Quét ving dit liéu cot Loai phong.

@ Piéu kién trong ving (1), ta dang tinh tong tién cta Loai phong 13 A nén

dicu kién 1a “A” . Trong doi soO thir hai nay, ban c6 thé sir dung nhiéu cach khac nhau.

- Ban c6 thé g0 lai di€u kién can va di€u kién dugc dat trong cap dau

nhay kép.

- Hoac ban co thé click tro chudt vao 6 dir li€u chira di€u kién va nho

c0 dinh 6 dir liéu do.

L.PHONG

[ A

| B C

TONG TIEN |=sumiﬂ$A$4:$A$13,$J$4,$H$4:$H$13]|

Hinh 2.2.32

V6i ham SUMIF ban c6 thé tinh tong theo diéu kién dé bai yéu cau, nhung

néu dé bai dit ra nhiéu diéu kién thi ham SUMIF chua thé giai quyét duoc. Vi vay Excel di
hd tro cho chiing ta mot ham SUMIFS.

|

Cu phap:

=SUMIFS(viing tinh tong, vimng diéu kién 1, diéu kién1, vang diéu kién 2, diéu kién2,...)
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Vi du: Tinh tong tién theo loai phong va ¢ sb ngudi 16n hon 2.

BAO CAO DOANH THU PHONG

LOAI s6 | TEN TONG DOANH THU THEO
PHONG |NGUOI| PHONG LOAI PHONG
A > | 6468000 [LPHONG | A | B C
B 1 | 2,106,000 | TONG TIEN |=SUMIFS($H$4:$H$13,$A$4:$AS13,"A" SES4:$SES13,">2")
A > | 9.996,000
B 3 | 196,000
c 1 300,000
A 4 | 1617,000
B 1 1560,000
A 3 | 1,050,000
B 2 660,000
C 4 350,000

Hinh 2.2.33

Tuong ty ham tinh téng theo diéu kién ta c6 cac ham thong ké theo dicu kién

Cu phap:

Pém theo diéu kién: Countif, Counifs

| =COUNTIF(Ving diéu kién, diéu kién)

| =COUNTIFS(Viing diéu kién 1, diéu kién 1, Ving diéu kién 2, diéu kién 2, ....) |

Tinh trung binh theo diéu kién: Averageif, Averageifs

Cu phap:

|f = AVERAGEIF (Ving diéu kién, diéu kién, viing cin tinh) |

= AVERAGEIFS( Viing ciin tinh,viing diéu kién 1, diéu kién 1,

viing diéu kién 2, diéu kién 2, ....) ‘

e Cic nhém ham thong ké

Cu phap

Y nghia

AVEDEV (numberl, number2, ...)

Tinh trung binh do 1éch tuyét doi cac diém dir liéu
theo trung binh ctua ching. Thuong dung lam
thude do vé sy bién d6i cua tap s6 liéu.

VD: AVEDEV(2,4,6) [1 1.333333

AVERAGE (numberl, number2, ...)

Tinh trung binh cong
VD: AVERAGE(2,4,6) [1 4
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Cu phap

Y nghia

AVERAGEA (numberl, number2,

)

Tinh trung binh cong cua cac gia tri, bao gém ca

nhiing gia tri logic.

VD: AVERAGEA(2,3,“true”,4) [12.5
AVERAGEA(2,3,“not true”,4) [12.25

AVERAGEIF (range, criterial)

Tinh trung binh cdng cua céc gid tri trong mot
mang theo mot diéu kién.
VD: Xem chi tiét & phia trén.

AVERAGEIFS (range, criterial,

criteria2, ...)

Tinh trung binh cdng cua céc gid tri trong mot
mang theo nhiéu diéu kién
VD: Xem chi tiét ¢ phia trén.

COUNT (valuel, value2, ...)

Pém 6 chira gia tri sb trong danh sach.
VD: COUNT(2,3,“true”,4) [13

COUNTA (valuel, value2, ...)

DPém s 6 c6 chua gia tri (khong rdng) trong danh
sach
VD: COUNTA(2,3,“true”,4) [ 4

COUNTBLANK (range)

Dém cac 6 rong trong mot ving.
VD: COUNTBLANK (A2:A20)

COUNTIF (range, criteria)

DPém s6 6 thoa mot diéu kién cho trudc bén trong
mot day
VD: Xem chi tiét & phia trén.

COUNTIFS (rangel, criterial,

range?2, criteria2, ...)

Pém so 6 thoa nhiéu diéu kién cho trudc.
VD: Xem chi tiét ¢ phia trén.

DEVSQ (numberl, number2, ...)

Tinh binh phuong d¢ léch cac diém dir liéu tir
trung binh mau cia chiing, rdi cong cac binh
phuong do lai.

VD: DEVSQ (2,3,4,5) 1 5

FREQUENCY (data_array,

bins_array)

Tinh xem c6 bao nhi€u gia tri thudng xuyén xuat
hién bén trong mgt day gia tri, roi trd vé mot
mang dung cac s6. Luon st dung ham nay ¢ dang

cong thirc mang.

GEOMEAN (numberl, number2,
)

Tra vé trung binh nhan cta mot diy cac s6 duong.
Thudng dung dé tinh murc ting truéng trung binh,
trong d6 13i kép c6 cac i bién doi dugc cho

truoec...

HARMEAN (numberl, number2,
)

Tra vé trung binh diéu hoa (nghich dao cua trung

binh cdng) cua cac so
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Cu phap

Y nghia

KURT (numberl, number2, ...)

Tinh d§ nhon cua tap so li€u, bi€u thi mirc nhon
hay muc phang tuong doi cua mot phan bo so véi
phan bo chuan

LARGE (array, k)

Tra vé gi tri 1on nhat tht k trong mot tap sb licu

MAX (numberl, number2, ...)

Tra vé gia tri 1on nhét ciia mot tap gia tri

MAXA (numberl, number2, ...)

Tra vé gia tri 16n nhat ciia mot tap gia tri, bao gom
ca cac gia tri logic va text

MEDIAN (numberl, number2, ...)

Tinh trung binh vi cta céac so.

MIN (numberl, number2, ...)

Tra veé gia tri nho nhat cua mot tap gia tri

MINA (numberl, number2, ...)

Tra vé gia tri nho nhat ciia mot tap gia tri, bao
gom ca cac gia tri logic va text

MODE (numberl, number2, ...)

Tra vé gia tri xuat hién nhi€u nhat trong mdt mang
gia tri

PERCENTILE (array, k)

Tim phan vi thir k cua cac gia tri trong mot mang
dir liéu

PERCENTRANK (array, x,

significance)

Tra vé thi hang (vi tri twong di) ctia mét tri trong
mot mang dir liéu, 13 sé phan trim cua mang di
lidu do

PERMUT (number,

number chosen)

Tra v€ hoan vi cua cac doi tugng

QUARTILE (array, quart)

Tinh diém t& phan vi cta tip dit liéu. Thuong
duoc dung trong khao sat dir liéu dé chia cac tap
hop thanh nhiéu nhom. ..

RANK (number, ref, order)

Tinh tht hang ctia mot sb trong danh sach cac s6

SKEW (numberl, number2, ...)

Tra vé d6 1éch ctia phan phdi, mé ta d6 khong dbi
xtng cta phan phdi quanh tri trung binh ciia nd

SMALL (array, k)

Tra vé gia tri nhé nhat thir k trong mot tap sd

STDEV (numberl, number2, ...)

U6c lugng do 1éch chuan trén co sé mau

STDEVA (valuel, value2, ...)

Ué6c luong do léch chuan trén co s mau, bao
gom ca nhing gia tri logic

STDEVP (numberl, number2, ...)

Tinh dd 1éch chuan theo toan thé tap hop

STDEVPA (valuel, value2, ...)

Tinh d6 1éch chuén theo toan thé tap hop, ké ca
chir va cac gia tri logic

VAR (numberl, number2, ...)

Tra vé phuong sai dya trén mau

VARA (valuel, value2, ...)

Tra vé phuong sai dua trén mau, bao gom ca cac
tr1 logic va text

VARP (numberl, number2, ...)

Tra vé phuong sai dya trén toan thé tap hop
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C1 phap Y nghia

Tra vé phuong sai dua trén toan thé tip hop, bao

VARPA (valuel, value2, ...) L e
gom ca cac tri logic va text.

Tinh trung binh phﬁn trong cuia mot tap dir liu,
TRIMMEAN (array, percent) bang cach loai ty 1¢ phan trim cua cac diém dir
lidu & dau va & cudi tap dir liéu.

2.2.5. Cong thirc mang
Mot trong nhiing tinh nidng doc déo va manh mé nhat cia Excel chinh Ia

kha nang tinh toan véi cac mang dir liéu trong cong thirc. Khi hiéu rd duoc khai niém nay
s€ giup chung ta tao ra dugc cac cong thuc thyc hién cac phép tinh kho mot cach ky diéu.
Bai viét nay s& gi6i thiéu cac khai niém vé cac mang s liéu ma bat ky ai néu mudn tro
thanh chuyén gia sir dung cong thirc trong Excel déu phai biét vé nd, ngoai ra trong bai
ciing trinh bay céac vi du vé cong thirc mang rat hiru ich.

Cong thirc mang khong can luu trit cac sb liéu trong qua trinh tinh toan trong
cac 6 (cell), ma Excel s& xtr Iy cic mang s6 liéu nay trong bo nhd may tinh. Sau d6 cac
cong thirc mang s& 1ay két qua tinh toan tra vé trén bang tinh. Mot cong thirc méang co thé
tra vé két qua 1a nhiéu 6 (range) hay chi mét 6.

Khi thuc hién tinh toan bang cong thirc mang thi céng thirc dugc bao boc boi
hai ddu ngodc {}. Hai ddu ngodc nay ngudi dung khong gb ma duoc tir phat sinh khi ngudi
dung thuc hién tinh toan b'fmg cich nhan to hop phim Ctrl+Shift+Enter. Néu ban thuc hién
tinh toan hodc stra chita ma quén nhan t6 hop phim trén thi céng thirc cua ban sé& tra vé gia
tri khong dting hay thong bao 16i #VALUE! Error.

e (Cong thirc mang tra két qua vé mét vang nhiéu 6

Vi du ta tinh c6t Thanh Tién, tai 6 F2 ta nhép vao cong thirc: =D2*E2 va sau

d6 chép xudng F3:F7.

A C D E F
MA S0 PON THANH
STT| HANG LUT'ENG GIA TIEN
(Tan)

X001 10 $200
TOO3 20 $100
C002 15 $300
G001 | 20 $400
N0OO3 9 $300
5001 25 $300

Hinh 2.2.34

~ | @ | e W M=
O[O W [ [ | =
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Dé tinh cho c6t Thanh Tién & day ching ta dung téi su cong thirc. Ngoai

cach nay ching ta co thé ding mot cong thirc mang dé tinh ra két qua cho ca cot Thanh

Tién va luu két qua tra vé tai F2:F7.

Dé tao mot cong thirc mang tinh toan cho truong hop nay hiy lam theo céac

0 Chon vung cac 0 sé luu két qua tra v€ cua cong thirc mang, trong vi du nay

0 Nhap vao cong thirc sau =D2:D7*E2:E7 (sau khi chon vung thi gd cong

0 Vi day 1a cong thitc mang ban hdy nhan t6 hop phim Ctrl+Shift+Enter

dé nhan két qua cong thirc tra vé. (Cong thic théng thudng thi chi can

budc sau:
chon vung F2:F7.
thirc nay vao)
Enter)
4 AT D E F
s0 :
DON THANH 1
STT| LIPONG ) "
1 | (Tin) | GIA TIEN Ti
21 10 | $200 |=D2:D7*E2:E7
3 2| 20 | $100
4 3 15 | $300
5 4| 20 | $400
6 5 9 $300
T 6 | 25 $300
Hinh 2.2.35

=] |Ch h | & W (R =

F2

I |{=D2:DT*EXET)

A D E F
- DON THANH
STT ng:;: GIA TIEN
1 10 $200 | $2,000
2 20 $100 | $2,000
3 15 $300 | $4,500
4 20 $400 | $8,000
5 9 $300 | $2,700
6 25 $300 | $7,500

% Str dung cong thirc méng thay cho cong thirc don cé mot sé wu diém nhu:

» La cach tinh toan dam bao su chinh xac vé két qua (tranh truong hop vo tinh sao

chép sai cong thirc do chay dia chi tham chiéu)

» Dung cong thirc mang tranh duogc viéc vo tinh xo4 hay lam thay ddi cong thirc

trong mot 60 nao d6 cuia vung cong thitc mang. Vi cong thuc mang khong cho

phép x04, stra chita mot 6 trong vung cong thirc mang.

* Dung cong thuc mang s€ giup tranh truong hop ngudi chua thanh thao Excel lam

x40 tron cac cong thirc cua ban.

e (Cong thirc ming tra két qua vé mot o
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Vi du 1: Ban can tinh tong s6 ky tu ciia mot ddy cac chudi Loai Hang, thong
thudng thi ban s& tinh sd ky tu ctia tmg chudi, rdi sau d6 s& dung Sum tinh tong do6.
Dé thay thé cho hai cong viéc trén ta s& ding coéng thirc mang dé tinh. Tai 6
can tinh ta nhap cong thirc:
=Sum(Len(B2:B1))
Va dé két thuc cong thirc mang ban nhén t6 hop phim Ctrl + Shift + Enter

LOAI

HANG
Tu lanh =SUM[LEN[B2:B13]}|
Pau Video
Ampli
Cassette
Radio
Photocopy
Mainboard
Pia clrng
Pia maxcell

STT

Tong sé ky tu:

D00 (=] O[O [ |||

[y
=

Ram
keyboard
_Mnuse

st
[y

[y
B2

Hinh 2.2.36

Vi du 1: Tinh tong cé diéu kién
Ban can tinh Téng Tién theo Loai Hang véi S6 Luong >=200. Ta tinh Tong

tién mat hang Tu Lanh theo diéu kién:

F.y B C i E F G A I J K
LOAI 50 BON THANH
L |  HANG LU'ONG | GIA TIEN LD
1 | Tii lanh 240 1205 [28.8005 |=SUM(IF((B2:B13="Ti |auh"]*[q2:c1:;}=209].E2:u13,0]]|
2 Radio 230 145 3,220 %
3 Ampli 126 1005 |12.600% J
% Cassette 290 505 12,500 % S "
5 Radio 300 145 42008 Dieu kien Diéu kién
6 Ampli 200 1005 | 20,000% ihir nhéis thir hai
7 Tii lanh 150 1205 |[18,000 %
a Cassette 220 50% 11,000 %
9 Ampli 180 1005 |18,000% — - - - .
10 Ampli 222 1005 |22,200% Dau ker 2 dieu Kign Vung tinh
11 Radio 310 145 4,340 5 ding thoi thng
12 Cassette L300 145 4,200 %
Hinh 2.2.37

Cong thic mang ¢ day dung ham IF dé kiém tra ting 6 mdt trong day. Sau d6
n6 tao ra mot mang mai gom cac gia tri thoa man di€u ki¢n, va mang mdi ndy duoc chuyén

sang ham SUM dé tinh tong can tim.
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- Trong cong thirc mang néu cd nhi€u diéu kién thi néu cac di€u kién
dong thoi ( todn tr AND ) thi ban dung dau “*” dé két cac di€u kién.
- Va néu cac diéu kién khong dong thoi ( hoac diéu kién nay, hodc diéu

kién khac ) thi ban dung dau “+” dé két cac diéu kién.

Vi du 2: Tim gid tri I6n nhét, nhé nhit
Ban can tim Thanh Tién nhé nhit cua Loai Hang 1a Ampli, thi ban c6 thé sir

dung cong thirc mang nhu sau:

Loal S0 | DON | THANH T
HANG LIFOYNG GIA TIEN
Tilanh  |240 1205 |28,8005 | Ampli |=MIN(IF($B$2:5B$13="Ampli",SE$2:5E$13,"™))|
Radio 230 14 % 3,220 % -
Ampli 126 1005 |12,600%
Cassette 250 50% 12,500 % V4
Radio 300 14 % 4,200 %
Ampli 200 1005 200008 | J= | {=MIN(IF($B$2:5B513="Ampli",SES2:SE513,""))}
Ti lanh 150 1205 |18,000% D E F | G
Cassette 220 50% 11,000 % A
Ampli 180 1005 |18,000S |. BG{I? T:%?QH Thanh tién nho nhat
Ampli 222 1005 22,2008
Radio 310 14 § 4,340 % 120% |28,800 % Ampli 12,600 $
Caszsette 300 14 % 42008 | ]
Hinh 2.2.38

Tim gia tri 16n nhét tuong tu, vi du ban can tim s6 luong 16n nhét cua Loai

Hang 1a Cassette :

={MAX(IF($B$2:$BS13="Cassette" ,$CS$2:5C513,"™))}

e Mot s6 khai niém thém vé Mang trong Excel

Néu ban di timg l4p trinh trén bt ky ngén ngit 1ap trinh nao thi chic ban ciing
dd nghe dén khai niém mang (array). Mot array don thudn chi 13 mot tip hop cac phan tir
c6 quan hé hay doc 1ap v6i nhau.Trong Excel, mot array c6 thé 1a array mot chiéu hodc
array hai chiéu. Chiéu cua array & ddy chinh 1a chi cac dong va cot trong array. Vi du nhu
array mot chiéu thi c6 thé hiéu d6 1a mot vang (range) s lidu trén bang tinh ma ving nay
s& c6 mot dong (khi array ndm ngang) hodic mot cot (array ndm doc). Mot array hai chiéu
c6 thé hiéu d6 1a mot vung sb liéu trén bang tinh (c6 dang hinh chir nhat) bao gdm nhiéu
dong va nhiéu cot. Excel khong hd tro array 3-chiéu (VBA thi hd tro).

% Mdng mét chiéu
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Ta c6 thé xem mang mot chiéu 14 mot hang ( mang ngang ) hay mot cot (
mang doc ). Céc phan tir trong mang mét chiéu ( mang ngang duoc cach nhau bang mot dau
phay, va trong mang doc duoc cach boi diu cham phay.

Vi du:

- Mang ngang: ={2,4,6,8,10}
- Mang doc: ={1;3;5;7;9}
- Mang chudi: ={"Mon";"Tue";"Wed";"Thu";"Fri";"Sat";"Sun"}
Dé nhap cac gia tri trong mang ta chon ving, va gd cong thirc mang, két thic

cong thirc phai nhan t6 hop phim Ctrl + Shift + Enter.

f__‘r {:{“MGH“;”TUE“;”WEd“;“ThulI;“FrilI;“Sat“;“sun“}}

C D E F G H
2 4 6 ‘ 8 ‘ 10 ‘
Mon 1
Tue 3
Wed 5
Thu 7
Fri 9
Sat
Sun
Hinh 2.2.39

Luu y: Néu cac phan tir trong mang 13 5 ma ta quét chon 7 6 dé nhap thi 6 thir
6 va thr 7 s& hién thi 15i #NA.

J= | {={2,4,6,8,10}}

D E F G H | J
2 4 6 8 10 #N/A | #N/A M
Hinh 2.2.40

DPé chuyén mang ngang thanh méang doc va nguoc lai ban st dung ham:
TRANSPOSE.
Vi du: Ban chuyén mang chudi doc phia trén thanh méang ngang:
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J | {=TRANSPOSE(C2:C8)}
C D E F & H J K

Mon Mon Tue Wed Thu Fri Sat Sun

Tue
Wed
Thu

Fri

Sat

Sun

Hinh 2.2.41

2.2.6. Sir dung cac ham xiy dung siin
Ham dung dé tinh toan va trd vé mdt gia tri, trong 6 chira ham s& trd vé mot gia

tri, mot chudi ky tu hodc mot thong béo 18i, ... Excel c6 mot tap hop cic ham rat phong pht
va dugc phan loai theo tirng Group phuc vu cho vi¢ce tinh toan trén nhiéu kiéu dit liéu va
nhiéu muc dich khac nhau.

FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW

o2 EERDER R

Insert  AutoSurn Recently Financial Logical Text Date & Lookup & Math&  More
Function v Used - v v *  Time~ Reference~ Trig~ Functions~

Function Library

Hinh 2.2.42
2.2.7. Céc ham vé chudi
Cu phap Y nghia
Chuyén d6i mot ma sé trong bd ma ANSI (c6 mién gia tri
CHAR (number) tur 1 - 255) sang ky tu tuong ung.
VD: Char(169) [1 ©
CLEAN (text) Loai bo tat ca nhitng ky tu khong in ra dugc trong chudi
Tra vé mi s cua ky tu dau tién chudi text
CODE (text )
(text) VD: CODE("A") [ 65
N6i nhiéu chudi thanh mét chudi.
CONCATENATE (textl, o )
fext2, ..) (tex VD: =CONCATENATE("Pai hoc Coéng nghé"," Pong
o Nai") [] Pai hoc Cong nghé Pong Nai
Chuyén d6i mét sb thanh dang tién té (dollar M), c6 kém
DOLLAR (number, theo dau phén cach hang ngan, va c6 thé lam tron theo ¥
decimals) mudn.

VD: =DOLLAR(20000,0) [] $20,000
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Cu phap

Y nghia

EXACT (textl, text2)

So sanh hai chudi. Néu giéng nhau thi tra vé TRUE, néu
khac nhau thi tra vé FALSE. C6 phan biét chit hoa va chir
thuong.

VD: =EXACT("Pdng Nai","DONG NAI") (] FALSE

FIND (find_text,
within_text, start num)

Tim vi tri bat dau ciia mot chudi con (find_text) trong mot
chudi (within_text), tinh theo ky tu dau tién.
VD: =FIND("n","DPai hoc Cong nghé Déng Nai",1) [ 11

FIXED (number,
decimals, no_commas)

Chuyén doi mét sb thanh dang van ban (text), c6 hoac
khong kém theo ddu phan cach hang ngan, va cé thé 1am
tron theo ¥ mudn.

VD: =FIXED(12345.78,1,0) (1 12,345.8

LEFT (text, num_chars)

Tra vé mot hay nhiéu ky ty dau tién bén trai ciia mot
chudi, theo sb lugng duoc chi dinh.
VD: =LEFT("Pai hoc Cong nghé Pong Nai",7)

"1 Pai hoc

Pém sb ky tu trong mot chudi.

LEN (text . 5 .
(text) VD: =LEN("bai hoc Cong nghé Bong Nai") [1 26
Poi tat ca cac ky tu trong mot chudi van ban thanh chir
thuong.
LOWER (text) Tong

VD: =LOWER("PAI HOC CONG NGHE PONG NAI")
[] dai hoc cong nghé dong nai

MID (text, start num,

Tra vé mot hodc nhiéu ky tu lién tiép bén trong mot chudi,
bat dau tai mot vi tri cho trude.

num_chars) VD: =MID("PAI HQC CONG NGHE DONG NAI",5,3)
1 HOC
Poi ky tu dau tién trong chudi thanh chit in hoa, va doi
cac ky tu con lai thanh chir in thuong.
PROPER (text) VD: = PROPER("PAI HOC CONG NGHE DPONG
NAI")

" Pai Hoc Cong Nghé Pong Nai

REPLACE (old_text,
start num, num_chars,
new_text)

Thay thé mot phan cta chudi bang mot chudi khéc, véi sd
lugng cac ky tu dugc chi dinh.

VD: =REPLACE("KHOA CONG NGHE THONG
TIN",6,9,"CN") [ KHOA CN THONG TIN

REPT (text, times)

Lap lai mot chudi véi s6 1an duge cho trude.
VD: =REPT("*CNTT*",3) [1 *CNTT**CNTT**CNTT*

RIGHT (text, num_chars)

Tra vé mot hay nhiéu ky tu tinh tir bén phai ctia mot
chudi, theo sd lwong duoc chi dinh.
VD: =RIGHT("KHOA CONG NGHE THONG TIN",9)

] THONG TIN
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Cu phap

Y nghia

SEARCH (find_text,
within_text, start num)

Tim vi tri bt dau ctia mot chudi con (find_text) trong mot
chudi(within_text), tinh theo ky tu dau tién.
VD: =SEARCH("ngh¢&","Cong ngh¢ thong tin",1) [1 6

TEXT (value,
format text)

Chuyén d6i mot s thanh dang vin ban (text) theo dinh
dang dugc chi dinh.
VD: =TEXT(37,"#0C") [1 370C (37 d6 C)

Xba tat ca nhitng khoang tring vo ich trong chudi vin
ban, chi chira lai nhitng khoang tring nao dung lam dau

TRIM (text) cach gifra hai chir.
VD: =TRIM("Khoa Coéng nghé Thong Tin")
1 Khoa Cong nghé Thong Tin
Doi tat ca cac ky tu trong chudi thanh chit in hoa.
UPPER (text) VD: =UPPER("Pai hoc Cong nghé Pdong Nai")
I DAI HOC CONG NGHE DONG NAI
VALUE (text) Chuyén mot chudi thanh mot sb.

VD: =VALUE(RIGHT("A3500",4)) [ 3,500

2.2.8. Cac ham ngay va gio (Date & Time)

Cu phap

Y nghia

DATE (year, month, day)

Tra vé cac s6 thé hién mot ngay cu thé nao d6. Néu dinh
dang cua 6 la General trudc khi ham dugc nhap vao, két
qué s& dugc thé hién & dang ngay thang nam.

VD: =DATE(2013,12,24) [1 24/12/2013

DATEVALUE (date_text)

Tra vé sb tudn tu cia ngay duoc thé hién boi date text
(chuyén d6i mot chudi van ban c6 dang ngay thang nim
thanh mot gia tri ngay thang nam co thé tinh toan dugc).
VD: =DATEVALUE("02/09/13") [1 41519

DAY (serial number)

Tra vé phan ngdy cta mdt gia tri ngdy thang, dugc dai
dién boi s6 tuan ty. Két qua tra vé 1a mot s6 nguyén tir 1
dén 31.

VD: =DAY("30/04/13") [1 30

DAYS360 (start_date,
end_date, method)

Tra vé so ngdy giita hai ngdy dya trén co s& mot nim c6
360 ngay (12 thang, mbi thang c6 30 ngay) dé dung cho
cac tinh toan tai chinh.

VD: =DAYS360("01/04/2013", "31/5/2013")[] 60

=DAYS360("01/04/2013", "31/5/2013",TRUE) [ 59

EDATE (start_date,

months)

Tra vé sO tuan tu thé hién mdt ngay nao do tinh tir moc
thoi gian cho trudc va cach moc thoi gian ndy mdt so
thang dugc chi dinh.
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Cu phap

Y nghia

VD: =EDATE("16/08/13",7) [ 1 16/03/2014

EOMONTH (start date,

months)

Tra vé s tuan tu thé hién ngay cudi cung cia mot thang
nao do tinh tir mdc thoi gian cho trude va cach mébc thoi
gian ndy mot sd thang duoc chi dinh.

VD: =EOMONTH("30/04/13",1) [ 31/05/2013

HOUR (serial number)

Tra vé phan gio ciia mot gia tri thoi gian. Két qua tra vé 1a
mot s6 nguyén tir 0 dén 23.
VD: =HOUR("3:30:20 PM") [1 15

MINUTE

(serial number)

Tra vé phan phut ctia mot gia tri thoi gian. Két qua tra vé
12 mot sb nguyén tir 0 dén 59.
VD: =MINUTE("1:30:20 PM") [1 30

MONTH (serial number)

Tra vé phan thang ciia mot gia tri ngay thang, dugc dai
dién boi s tuan ty. Két qua tra vé 1a mot sd nguyén tir 1
dén 12.

VD: =MONTH("30/04/13") [ 4

NETWORKDAYS
(start_date, end date,
holidays)

Tra vé tat ca sb ngdy lam viéc trong mot khoang thoi gian
giita start_date va end_date, khong ké cac ngay cudi tuan
va cac ngay nghi (holidays).

VD: = NETWORKDAYS("01/02/13", "15/05/13",
{"30/04/13","01/5/13"}) 1 72

Tra vé s tuan tu thé hién ngay gid hién tai. Néu dinh
dang cua 6 la General trudc khi ham dugc nhap vao, két

NOW () qué s& dugc thé hién & dang ngay thang nam va gio phit
gidy.
VD: NOW()

SECOND Tra vé phan gidy ciia mot gia tri thoi gian. Két qua tra vé

(serial number)

1a mot s6 nguyén tir 0 dén 59.
VD: =SECOND ("1:30:20 PM") [ 20

TIME (hour, minute,

second)

Tra vé phan thap phan ctia mot gia tri thoi gian (tir 0 dén
nho hon 1). Néu dinh dang cia 6 13 General trudc khi
ham dugc nhap vao, két qua s€ duoc thé hién & dang gio
phut giay.

VD: =TIME(16,35,40) [ 4:35:40 PM

TIMEVALUE (time_text)

Tra vé phan thap phan ctia mét gia tri thoi gian (tir 0 dén
nho hon 1) thé hién béi time_text(chuyén d6i mot chudi
van ban c6 dang thoi gian thanh mot gia tri thoi gian ¢c6
thé tinh toan duoc).

VD: =TIMEVALUE("25:45") [J 1:45:00 AM
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C1 phap Y nghia

Tra vé s6 tuan tu thé hién ngay thang hién tai. Néu dinh
dang cta 6 1a General trudc khi ham duoc nhédp vao, két

TODAY () o A A
qua s€ dugc thé hién & dang ngay thang nam.
VD: =TODAY ()
WEEKDAY Tra vé thir trong tuan twong (mg v4i ngdy dugc cung cap.
(serial_number, Két qua tra vé 1a mot sd nguyén tir 1 dén 7.
return_type) VD: =WEEKDAY("24/12/2013") [ 3
WEEKNUM

Tra vé mot s6 cho biét tuan thor may trong nam.

(serial number,
VD: =WEEKNUM("16/02/2013") [ 7

return_type)

Tra vé mot sd tuan ty thé hién sb ngay 1am viéc, co thé 1a
trudc hay sau ngay bat dau lam viéc va trir di nhitng ngay
WORKDAY (start_day, | cudi tudn va ngay nghi (néu co) trong khoang thoi gian
days, holidays) do.
VD: = WORKDAY("01/04/13",30,{"30/04/13","01/05/2013"})

1 15/05/2013
Tra vé phan nam cta mot gia tri ngdy thang, duoc dai
dién boi sd tuan tu. Két qua tra vé 1a mot s nguyén tir
1900 dén 9999.
VD: = YEAR ("30/04/13") [1 2013
YEARFRAC (start_date, | Tra vé ty 1é ctia mot khoang thoi gian trong mot nam.
end_date, basis) VD: =YEARFRAC("01/01/2013","30/06/2013") [1 50%

YEAR (serial number)

2.2.9. Cac ham tim kiém (Lookup & Reference)
1.1.1.2. Ham VLOOKUP

- Chitc niing : Tim gid tri lookup value trong cot tri nhat ctia bang
table_array theo chuan do tim range lookup, tra vé tri twong ung trong cot thir
col_index_num (néu tim thay).

Cu phap:

VLOOKUP(lookup_ value, Table_array, col_index_num,

- range_lookup = 1: Tim twong d6i, danh sach cac gia tri do tim cua bang

Table array phai sip xép theo tht tu ting dan. Néu tim khong thay s& tra vé gid tri 1on
nhat nhung nhé hon lookup value.
- range lookup = 0: Tim chinh xac, danh sach cac gia tri do tim cia bang
Table array khong can sap xép thr tir. Néu tim khong thay sé tra vé 151 #N/A.
Vi du:
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A B & D
1 STT MA ‘ TEN KHOA ‘
2| 1 |AICNTT ] =VLOOKUP(MID(B2,3,4),$B$12:$C$14,2,0)|
3. 2 |A2KT
4 3 |cipD
5 4 |AOCNTT
6§ 5 |coBD
7 6 |DIKT
8 7 |ciBD
9 8 |AICNTT
10 Bang tra
11 Ma Tén Khoa
12 CNTT Khoa Céng nghé Théng tin
13 BD Khoa Pigu Durémg
14 KT Khoa K& Toin
Hinh 2.2.43
1.1.1.3. Ham HLOOKUP

- Chirc nang : Tim gia tri lookup_value trong dong trén cung cua bang

table array theo chuan do tim range lookup, tra vé tri twong (mg trong dong tht

row_index num (néu tim thay).

Cu phap:

HLOOKUP(lookup_value, Table_array, row_index_num,

Vi du:

10

11
12

range fookaey

e Y nghia cua cic ddi s6 cuia ham Hlookup tuong ti nhu ham Vleokup

B C D E
k MA | TEN KHOA |
AICNTT | =HLOOKUP(MID(B2,3,4)5C$11:5E512,2,0)
AZKT
C1BD
AOCNTT
COBD
D1KT
C1BD
ALCNTT

CCI‘M-JU‘\U‘I-D-LJJNI—'-E)-"

Bang tra

]
Ma CNTT bD KT T
Tén Khoa|Khoa Cong nghé Thong tin |Khoa Piéu Dwéng |Khoa K& Toan J
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Hinh 2.2.44

1.1.1.4. Ham MATCH

- Chirc niing: Ham tra vé vi tri cua lookup_value trong mang lookup_array
theo cach tim match_type

- Cu phap:

MATCH(lookup_value, lookup_array,
—ITTEtTT_ Iy

match_type = 1: Tim twong di, danh sach cac gia tri do tim ctia
bang Table array phai sap xép theo thir tu ting dan. Néu tim khong thay s&
tra vé vi tri ctia gia tri 16n nhat nhung nho hon lookup value.

match_type = 0: Tim chinh x4c, danh sach céac gia tri do tim cua
bang Table array khong can sap xép thi tu. Néu tim khong thay sé tra vé 15i
#N/A.

match_type = -1: Tim twong dbi, danh sach phai sap xép cac gia tri
do tim cua bang Table_array theo thi ty giam dan. Néu tim khong thy sé tra
vé vi tri ctia gi4 tri nhé nhat nhung 16n hon lookup_value.

Vi du:

=MATCHAI A1AS D) —» 3

Hinh 2.2.45

1.1.1.5. Ham INDEX
Chikc niing: tra vé gi tri trong 6 & hang thir row_num, cot thir
column_num trong mang array.

Cu phap:

INDEX(array, row_num, column_num)

Vi du:
| | A ] B | C D E F
1 B KD ND |
FITE 20 100{=INDEX(B2 04,1 2) — 200
3 |KWV2 I 100) 150 85
4 1k3 | &) 100 7
Hinh 2.2.46
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2.2.10.Cac ham thong tin (ISfunction)
Céc ham thong tin dung dé ki€ém tra xem ki€u ctia mot gié tri hay ctia mét 6 co

thoa man mot diéu kién nao do khong. Chéng han: 6 dit li¢u c6 phai la gia tri s6 khong? Co
phai 1a chudi ky tu khong?...
Céc ham thong tin ludn tra vé mot trong hai gia tri TRUE hoic FALSE. Nhu

vy cac ham nay co thé dap tmg duoc trong cac trudng hop ma c6 mot sb dir liéu ngoai 16
trong mot bang dir liéu can tinh toan.

ISERROR(value): tra vé gia tri TRUE néu value 1a mot 15i bat ky, nguoc lai thi

tra vé gia trj FALSE.

ISNA(value): tra vé gia tri TRUE néu value 13 151 #N/A, nguoc lai thi tra vé gia

tri FALSE.

ISNUMBER(value): tra vé gia tri TRUE néu value 1a gia tri $0, nguoc lai thi tra

vé gia tri FALSE.

ISTEXT (value): tra vé gia tri TRUE néu value 12 mot chudi, nguoc lai thi tra vé

FALSE.

2.2.11.Cac ham Co s¢ dir liéu
Cac ham co s¢ dir liéu mang tinh chat thong ké nhitng mau tin trong CSDL

co truong thoa dicu kién cua vung ti€u chuan da duoc thiét lap truoec.

Cu phap chung:

=Tén ham(database, field, criteria)

database: dia chi ving CSDL (Chon dia chi tuyét ddi dé sao chép).

field: cot can tinh toan, field c6 thé 1a tén trudng, dia chi cta 6 tén field hodc s6
thir tw ctia truong do6 (cot thir nhat cia ving CSDL da chon tinh 1 1 va tang dan
sang trai).

criteria: dia chi vung di€u kién.

Tén ham Y nghia va vi du

Tinh trung binh cong céc gia tri trong cot
field cua cac mau tin thoa di€u kién
criteria.
=DAVERAGE($A$1:$D$8,D1,F1:F2)

DAVERAGE(daTabase, field, criteria)

Tim tri 16n nhé:[ trong cdt field cia cac
DMAX(daTabase, field, criteria) mau tin thoa di€u kién criteria.
=DMAX($A$1:$D$8,D1,F1:F2)

Tim tri nho nhét trong cdt field cua cac
DMIN(daTabase, field, criteria) mau tin thoa dicu kién criteria.
=DMIN($AS$1:$D$8,D1,F1:F2)
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D(:ém cac o kiéu‘ s6 trong cot field cua cac
DCOUNT(daTabase, field, criteria) mau tin thoa di€u kién criteria.
=DCOUNT($A$1:$D$8,D1,F1:F2)

bém cac 6 khac rong trong cot field cua
cac mau tin thoa diéu kién criteria.

DCOUNTA(daTabase, field, criteria)
=DCOUNTA($A$1:$D$8,D1,F1:F2)

2.2.12.Cac lénh xir ly dir li€u
1.1.1.6. Loc dir liéu tu dong (AutoFilter).

Chirc ning: Lénh Tab DatallGroup Sort & Filter | Filter dung dé loc cac
mAu tin thoéa man nhing tiéu chuan nao do tir co so dir liéu ban dau. Két qua chi hién
thi nhitng mau tin thoa diéu kién con nhitng mau tin khac s& tam thoi bi che.

Cach thuec hién

- Chon ving CSDL véi tiéu dé 1a mot hang.

- Chon Tab DatalJGroup Sort & Filter (Filter, Excel s€ tu dong Xuét
hién cac nut tha canh tén field cho phép chon diéu kién loc twong tng voi cac field
do.

- Chon diéu kién loc trong hop liét ké cua timg field twong tng.

- Chon Text Fillter dé thyc hién chirc ning loc nang cao theo yéu cau cta
nguoi dung:

[ Custom AutoFilter @ﬂ

Show rows where;

beqins with |E| |E|
@ And Or
-] [=]

Ise ? to represent any single character
IIse = to represent any series of characters

[ CK ] | Cancel |

Hinh 2.2.47

Show rows where: cho phép ngudi ding chon diéu kién va nhép gia tri so
sanh & combobox ké bén. Nguoi dung co thé két hop voi diéu kién “va”, “hoac” phia duoi.
1.1.1.7. Loc dir liéu nang cao (Advanced Filter)
Chire ning: Lénh Tab Datal] Group Sort & Filter | Advanced dung dé
trich ra cdc mau tin theo cac diéu kién chi dinh trong vung diéu kién duoc tao trude.
Cach thuc hién:
Buoc I: Tao vung diéu kién loc. St dung mot trong hai cach sau:
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Cach 1: Sit dung tén truong dé tao ving diéu kign: ving diéu kién s& c6 it
nhit hai hang, hang dau chira céc tén field diéu kién, cac hang khac dung dé mé ta diéu
kién.

- Chon cac 6 trong trong bang tinh dé 1am ving diéu kién.

- Sao chép tén field diéu kién lam tiéu dé cia ving diéu kién.

- Nhap truc tiép cac diéu kién vao 6 dudi tén truong twong tng. Cac diéu
kién ghi trén cing mot hang 1a cac diéu kién thoa man dong thoi (AND), nhitng diéu
kién ghi trén cac hang khac nhau 14 nhiing diéu kién thoa man khong dong thoi (OR).

Péi tuong | Piém

A >5

Vi du:

Cich 2: Si dung cong thirc dé tao ving diéu kién : ving diéu kién sé& co hai
6, 0 trén chura tiéu dé nhu: “diéu kién”, ...hodc bo trong nhung phai khac véi tén
truong, 6 dudi 1a cong thirc mé ta diéu kién.

- Chon hai 6 trong trong bang tinh dé 1am ving tiéu chuan.

- Nhép tiéu dé & 6 trén cua vung tiéu chudn.

- Nhép cong thirc vao 6 bén dudi mo ta diéu kién, dung miu tin dau tién
trong co s¢ dir liéu dé dat diéu kién so sanh, ham AND dung dé lap céc diéu kién thoa
mén dong thdi, ham OR dung dé 1ap cac didu kién théa man khong dong thoi.

Vi du:

Bidu kién
=AND(LEFTIAZ 17="h" 02>5)

Hinh 2.2.48

Buwéc 2: Vao Tab Datal Group Sort & Filter) Advanced, xuat hién hop
thoai gdm cac tly chon sau:
Action:
Filter the list, in-place: két qua hién thi truc tiép trén ving CSDL.

Copy to another location: két qua dugc dat tai mot vi tri khéc.
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Advanced Filter 7 >

Action
@) Filter the list, inplace
| Copy to another location

List range: §A52:51510 2.7
Criteria range: | SHS$13:5H%14 E
Copy to: §AS20:41620 2.5
[ Unigue records only

| OK | | Cancel

Hinh 2.2.49

- List range: chon dia chi ving CSDL.

- Criteria range: chon dia chi vung tiéu chuén.

- Copy to: chon dia chi ciia 6 dau tién trong ving két qua (phai chon muc
Copy to another location).

- Unique records only: néu c6 nhiéu mau tin gidng nhau thi chi 1y duy
nhat mot mau tin dai dién, nguoc lai thi léy hét cc mau tin thoa diéu kién cua
ving tiéu chuan (du gidng nhau).

1.1.1.8. Subtotals
Chire ning: Thong ké dit liéu theo tirng nhém trong co so dit liéu. Vi dy tinh
tong tién lwong theo timg nhom PON VI.
Cach thye hién: Xét CSDL BANG LUONG dudi day. Véan dé dat ra 1a can
tinh tong tién lwong theo timg nhom DON VI.
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B A B C D E F G

; STT| CHOPCVU | NAMSINH | LCB | NGAY | TUOI| LUONG
2| 1 BV 17/08/1969| 150000 24| 44| 3,600,000
3| 2 BV 05,/10/1960| 150000 17| 53| 2,550,000
4 3 BV 24,/08/1968| 130000 26| 45| 3,380,000
5 | 4 NV 22/09/1975| 160000 24| 38| 3,840,000
6 5 NV 15/02/1958| 130000 20| 55| 2,600,000
7| 6 NV 15/05/1954| 130000 23| 59| 2,990,000
8| 7 NV 19/09/1969| 150000 14| 44| 2,100,000
9 8 PP 14/05/1968| 150000 26| 45| 3,900,000
10 9 PP 15/08/1969| 140000 27| 44| 3,780,000
11 10 TP 21/12/1967| 120000 25| 46| 3,000,000
12| 11 TP 16,/09/1967| 180000 22| 46| 3,960,000
13| 12 TP 16,/09/1954| 160000 27| 59| 4,320,000

Hinh 2.2.50

Dung 1énh Tab DatalGroup Sort & FilterOSort dé sip xép dit liéu

theo PON VI, muc dich dé cac mau tin ¢ cung DON VI thi nam lién ké nhau.
Chon bang CSDL can tong hop véi tiéu dé 1a mot hang.
Vao Tab Datal0Group OutlinedSubtotals, xudt hién hop thoai Subtotal :

Subtotal

At each change in:
CHLUC yu

Lise function:

Sum

Add subtotal to:

7 =]

]
]

Replace current subtotals
["| Page break between groups
Summary below data

[ Remave All ] [ QK

] [ Cancel

Hinh 2.2.51

+ At each change in: chon tén truong can tong hop.

+ Use function: chon ham sir dung tinh toan hay thong ké.
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+ Add subtotal to: Chon tén truong chira dit li¢u can thuc hién tinh toan
hay thong ké.

+ Replace current subtotals: Thay thé cac dong téng hop cii dé ghi dong
tong hop méi.

+ Page break between groups: Tao ngit trang giita cic nhom.

+ Summary below data: Thém dong tong hop sau moi nhom.

Két qua:
1HE A B C D E F G
; STT| CHFC VU | NAMSINH | LCB | NGAY | TUOI LIFONG
[ [- 12 1 BV 17/08/1969| 150000 24 44| 3,600,000
3| 2 BV 05/10/1960| 150000 17 53| 2,550,000
4 3 BV 24/08/1968| 130000 26 45| 3,380,000
=] |5 BV Total 9,530,000
[ 6 | 4 NV 22/09/1975| 160000 24 38| 3,840,000
7 5 NV 15/02/1958| 130000 20 55| 2,600,000
8 6 NV 15/05/1954| 130000 23 59| 2,990,000
19 7 NV 19/09/1969| 150000 14 44| 2,100,000
=l |10 NV Total 11,530,000
[ - |11 8 PP 14/05/1968| 150000 26 45| 3,900,000
- 112 9 PP 15/08/1969| 140000 27 44| 3,780,000
=] |13 PP Total 7,680,000
[ - 14 10 TP 21/12/1967| 120000 25 46| 3,000,000
15| 11 TP 16/09/1967| 180000 22 46| 3,960,000
+ 116 12 TP 16/09/1954| 160000 27 59| 4,320,000
=] |17 TP Total 11,280,000
= 18 Grand Total 40,020,000
Hinh 2.2.52

Lam viéc véi man hinh két qua sau khi tong hop.
Click vao céc nat [TTZLE] ¢é chon cac mure dir liéu ban mudn xem.

+ Chi hién thi tong chinh (Grand Total Only).
+ Hién thi tong chinh va tong phu (Grand Total And Subtotal).

+ Hién thi chi tiét tat ca cic mAu tin ciing cac tong hop (All Record).
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(] (] [+] [+]

10
13
17
18

A B L O E F G

STT| CHOCVU | NAMSINH | LCB |NGAY | TUOI| LUONG
BV Total 9,530,000

NV Total 11,530,000

PP Total 7,680,000

TP Total 11,280,000
Grand Total 40,020,000

Hinh 2.2.53

2.3. Trinh dién dir liéu
2.3.1. Thao tac voi PivotTables

Chirc ning: Thong ké dit liéu theo nhiéu cdp do khic nhau v6i nhiéu hinh thirc

da dang tor mot bang dir li€u chinh.

Cach thuec hién:

bat con tro trong bang dir ligu.
Chon 1énh Tab Insert[ /Group Tables[/PivotTable[ | PivotTable Xuét

hién hop thoai yéu cau chon ving dit liéu lam théng ké va noi xuit bang thong ké.

Create PivotTable @
Choose the data that you want to analyze
@ Select a table or range
Table/Range: |Sheetl!$A$1:51514] Fhs

LIze an external data source

Connection name:
Choose where you want the PivotTable report to be placed
Mew Worksheet
@) Existing Worksheet
Location: | Sheetl!$AS20 5.7

[ oK ]| Cancel |

Hinh 2.3.1

Select a Table or range: Cho phép chon vung dit li¢u 1a Sheet hién hanh.
Use an external data source: Cho phép chon vung dir li¢u tur file Excel
c6 san.

New Worksheet: Phat sinh bang thong ké trén sheet méi.

Existing Worksheet: Phat sinh bang thong ké tir dia chi duoc nhap vao.
Click OK xuét hién hop thoai cho phép kéo tha cac field 1a diéu kién
thong ké.
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K L M -
PivotTable Fields B
Choose fields to add to report: -
MA HS -
HO VA
TEN
TENTRUGNG
. MONTHI
To build a report, choose fields from the e
PivotTable Field List L
XEPLOAI
XKEPHANG

e MORE TABLES... -

Drag fields between areas below:

FILTERS COLUMMNS
1
ROWS VALUES
. Defer Layout Update
Hinh 2.3.2

- Viing Row Labels va Column Labels: s& chua field 1am diéu kién thong
keé.

- Ving Values: chira nhiing field sé liéu mudn thong ké.

- Drag chudt kéo field vao viung tuong ung két qua s& ty dong cap nhat tao
thanh bang thdng ké.

2.3.2. Thong ké bang chirc ning Consolidate , ‘
- Chiwre niang: Consolidate cho phép hop nhat dir li€u tor nhiéu vung dir

liu ngudn (Sources) va hién thi két qua trong ving dit liéu dich (Destination).
- Gia str congty ABC c6 3 ctra hang, mdi cira hang c6 mot bang bao céo
doanh thu nam 2013. Cong ty c6 nhu ciu tong hop cic béo céo cua 3 cira hang thanh

mot bdo cdo doanh thu ndm 2013 cua cong ty.
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—

oo = &n |t = W (RS [== T = TS TP S L FE T %

o =] | M | (W (R | =

A B C D E
CONG TY ABC
CIFAHANGSO 1
DOANH THU NAM 2013
Don vi: | Triéu déng
Mit hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad 90 120 200 180
Ipod 50 30 45 60
A B C D E
CONG TY ABC
CPA HANG S0 2
DOANH THU NAM 2013
Pon vi: | Triéu déng
Mathang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 130 250 320 420
Ipad 50 90 150 200
Ipod 35 25 60 75
A B C D E
CONG TY ABC
CUAHANG S0 3
DOANH THU NAM 2013
Pon vi: | Triéu dong
Mathang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 200 350 230 400
Ipad 50 100 180 150
Ipod 30 25 30 55
Hinh 2.3.3

Thurc hién cac budc sau:

Buwoec 1.
do.
Buwoc 2.

Chon vung dit liéu dich bang cach trd chudt vao mét 6 bt ky & ving

Chon Tab Data O group Data Tools [0 Consolidate, Xuét hién hop

thoai Consolidate.
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Consolidate [® | 22|
Function:

Sum |E|
Reference:

Cuahang3!6AS5: ¢E43 i
All references:

Cuahang1!SA55:5E58 - Add
Cushang2! SAS5: SES3

se labels in

Top row

Left column [] Create links to source data

[ K ] [ Close

Hinh 2.3.4

- Hop Function: chon ham st dung (Sum, Min, Max, ...), thong thuong
khi tong hop dif liéu ban chon ham Sum d¢é tinh tong.

- Hop Reference: dé tham chiéu lan lugt cac ving dir liéu ngudn.

- Hop All references: chura tat ca cac ving dit liéu ngudn can thiét cho
viéc hop nhéat. Dé x6a mot vung dir li¢u trong hop All references, ban chon vung do,
roi nhap nit Delete.

- Top row: chon néu mudn ding tén cot cia ving ngudn,

- Left column: chon néu mudn ding cc gia tri cta cot dau tién cia ving
ngudn, & day 1a gia tri ctia cot Mat hang,

- Create links to source data: chon néu mudn dir liéu hop nhét duoc cap
nhat mdi khi c¢6 thay d6i & ving dit liéu ngudn.

| A B c B E

i1 CONG TY ABC

2

3 DOANH THU NAM 2013

4 Don vi: | Triéu dong

5 Quy 1 Quy 2 Qui3  Quy4

6 Iphone 580 1060 230 1320

T Ipad 190 310 530 530

8 Ipod 115 20 135 190
Hinh 2.3.5
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2.3.3. Thao tac voi PivgtCharts o
Mot PivotChart chang c6 gi khac hon 1a mot biéu d6 Excel, dugc tao ra tur dir

liéu cua mdt PivotTable. That ra thi cling c6 mdt vai tinh ndng ma ban khong tim théy o
nhitng biéu dd binh thuong. Tuy nhién, phan 16n thi mot PivotChart ciing giéng nhu bat ky
mét biéu d6 nao trong Excel, nhitng thao tac voi cac biéu dd, hodc viéc dinh dang cho no,
chéng co gi khac.
Néu ban biét chic réng ban s& can dén mot PivotChart, ban c6 thé tao ra
PivotTable va PivotChart ciing mét 1an. Thay vi nhan vao nut PivotTable trong nhom Insert
trén thanh Ribbon, ban hay nhin vao cai mii tén nho & dudi cai nut do, va chon 1énh
PivotChart. Rdi thi ban cling s¢ gap hop thoai tao mot PivotTable nhu ¢ nhiing bai trén,
nhung khi tao xong PivotTable, thi Excel cling sé tu dong tao luén mdt PivotChart di kém
theo.
Bay gio chung ta s€ hoc céach tao ra mgt PivotChart tir PivotTable ma ban da
thuc hanh & bai trude. Ban 1an luot theo cac bude sau:
Budc 1. Dé con tro tai 6 nao d6 trong bang thong ké bang PivotTable
Budc 2. Vao Tab Option ( PivotTable Tools ) O group Tools [0 PivotChart

PIVOTTABLE TOOLS
AMALYZE DESIGN

[# Clear~ |__‘f,_- Fields, lterns, & Sets -

[T} Select »

3 Move PivotTable

[

PivotChart |Recammended

ata

PivotTables
Actions Calculations Toals
Hinh 2.3.6
Buwoéc 3. Trong hop thoai Insert Chart, ban chon loai bi€u do thich hgp theo yéu cau.
Insert Chart ?
All Charts
™ Recent
we | L0 (AR (B8 Hi 80 03 91
[|]1[|l Colurnn
l5¢ Line Clustered Column
® Pie N
E Bar
E Area :‘.-_l..-..:l-“'
|_ A Y (Scatter) 1 i e
i Stock I I I
@ Surface — — -
)l\" Radar
iy Combo

Hinh 2.3.7
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Budérc 4. Nhin OK dé hoan thanh.

Count of MONTHI [MONTHI | ~ Count of MONTHI
TENTRUONG |~ |Ngoaingitr Todn Vin|| as
Binh Tién Hoang 1 1 4
Hoa Binh 4 35
Nguyeén Du 2 1 3 — =
Vo Trirdms Toin 2[ 1] as | HeNTEE
Van
2
15 B Toan
1 M Ngoai nglt
4] T T T
Pinh Tién Hoang Hoa Binh Nguyén Du Vé Trudng
Toan
TENTRUCNG +
Hinh 2.3.8

Khi ban nhin vao biéu dd, tirc 1a ban kich hoat PivotTable, Excel s& hién thi
hop thoai PivotChart Filter Pane nhu ban tha”iy & hinh trén. Ban c6 thé dung Axis
Fields va Legend Fields trong hop thoai nay dé loc cac dit liéu, diéu chinh PivotChart hién
thi hay khong hién thi biéu do ctia mot loai dir liéu nao d6. Bat ky viéc loc dit liéu ndo ban
thue hién trong hop thoai nay, ciing s& dugc ap dung trong PivotTable, va biéu d6 s& tu dong
v& lai theo nhitng thay di trong PivotTable.

Vi du, ban nhin vao Axis Fields, va chi chon hai Trudng: Hoa Binh, Nguyén Du. Biéu do s&

tu dong v€ lai nhu sau:

Count of MONTHI |MONTHI| = Count of MONTHT
TENTRUONG |-T|Ngoaingir Toin 45
Hba Binh 4 4 -
Nguyen Du 2 1 35 -
3 -
25 1 MOMTHI -
2 M Todn
15 A M Ngoai ngly
1 -
05 -
D -
Héa Binh Nguyén Du
TENTRUONG -
Hinh 2.3.9
2.3.4. Biéu do nang cao
1.1.1.9. Thém duong xu hudng vao do thi ( TrendLine )

Khi v& cac d thi voi dit liéu theo thoi gian chung ta thudng v& thém dudng xu
huéng dé biét dugc xu hudng trong twong lai cia tap dir liéu. Mot tap s lidu co thé c6 nhiéu

duong xu hudng tuy theo cach phan tich cua ching ta.
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Vi du : Ban c6 mot biéu d6, ban mudn vé& duong trendline cho dd thi, ban thuc
hién:

- Trén Chart Tools [| Tab Layout [ | group Analysis [ | Trendline.

CHART TOOLS

e n_.i e | ,
Quick | Change | L_II I i II |i ||

ayout~ | Colors -

DESIGN FORMAT

Idh  Axis Titles b £
dh  Chart Title b
B C D
i DataLabels L
Idt, Data Table s
i Error Bars k —
& ouine > ANHTHUNAM 2013
I:[|:| Legend k Donvi
ay 1 Quy 2 Quy 3
l:= Trendline b \
Mone
—X
& | Ipod Linear
9 r
-+ Exponential
10
1 o Linear Forecast
12 . Moving Average
13 \ More Trendline Opticnz.../l
Hinh 2.3.10

- Chon mdt trong sau kiéu dudng xu hudng/hdi quy: tuyén tinh (Linear),
loga (Logarithmic), da thic (Polynomial), luy thtwra (Power), mii (Exponential), va
binh quéin dich chuyén (Moving Average).

- Hodc ban c6 thé chon More Trendline Options dé thém cac tuy chon.
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| Format Trendline [F ]2
I Trendline Options
Line Color TrendRegression Type
Line Style ood 1 @ Exponential
Shadow : Chon dirong trendline
5 Linear
Ghow and Soft Edges —
o i
]l Palynorial Order: |2
24 Power Bt tén cho dirimg
Trendline
“od Moving Average )
Trendire Name
@ Automatic . (QUAY A)
Custom -
Chi dinh thoi gian fwong
Forecast lai hedc qua khir dir bdo
Forward: 0.0 i []
Backward: 0.0 o Hién thi phwong trinh cria
_ mit 5o Iogi trendline
| SetIntercept= |0.0
7] Display Equation on chart
| Display R-squared value on chart

[ oo |

Hinh 2.3.11

- Sau d6 nhan OK d¢ hoan thanh.
- Pé x6a cac Trendline , ban chon Chart Tools [ Tab Layout [| group
Analysis [| Trendline [] None.
1.1.1.10. Tao Template cho biéu d6

[aan
Chart Area }

120 ——,

100

80 -~

=GIA1

" GIA 2
EU T -4

+4 P.THU

-4

4_0 -

HgHgHIgHIg-IgHIg

-4
-4

20 A

L

Hinh 2.3.12
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Ban muon thiét ké mot mau bi€u do riéng theo y minh va dung mau do6 cho

nhirng bi€u do ti€ép sau. Vi du ban c6 mot mau bi€u do nhu hinh trén, ban mudn ap dung cho

nhirng bai tap sau, ban s¢ Iuu n6 nhu mét Template trong Excel. Ban lan luot thuc hién:

Buwoec 1.

Tab Design [ group Type [ Save As Template

Sau khi ban thiét ké mot mau theo y mudn, trong Chart Tools [

|:| Save Chart Template

« Roaming b Microscft » Templates » Charts H

Organize -

& Google Drive - Marme

& Downloads - Fy . . o
Durdng din mac dinh khi 16/08/2013 6:23 P

liru mot Template 16/08/2013 6:31 PN

7 Libraries

& Documents
@' Music

m

= Pictures
B videos

/M Computer
EL Local Disk (C2)
ca cop (D:)

Ll nm

File name: Chartl.crix

Mew folder = (71

Save as type: | Chart Template Files(*.crix)

Tools =~

« Hide Folders

Save | Cancel

Hinh 2.3.13

Buoéc 2. Chon Save dé luu lai mAu.

e Sir dung Templates: Dé sir dung mau biéu d6 da luu, ban thuc hién:

Buée 1. Chon biéu ¢6 mudn 1dy mau.
Budc 2. Vao Chart Tools O Tab Design O group Type 00 Change
Chart Type
CHART TOOILS
DESIGN = FORMAT
= g 1l
: I'_ : _I .I = | | Switch Row/ Select Change Mowe
Column Data Chart Type | Chart
Drata Type Location
Hinh 2.3.14
Budc 3. Trong hop thoai Change Chart Type chon thu muc Templates

0 khung My Templates chon mau ban di luu.

Trang 167




Gido trinh Office 2013 nang cao

Change Chart Type 7 || £2

Templates ] My Templates

Colurmn
Lire

Pie

Bar

Area

‘FMe Rk EW

¥ (Scatter)

EF

Stock
Surface
Doughnut
Bubble

Radar

[ Manage Templates... ] [ Set as Default Chart ] Ok,

Hinh 2.3.15
Buécd4.  Chon OK dé hoan thanh.
e Xoa Templates: bé x0a nhitng mau ma ban di tao va luu, ban thuc hién:
Budc 1. Vao Tab Insert U group Charts U Create Chart

B * @ &

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF TEAM

[ Shapes - - =- -
D lad % !

: _ SrnartArt ) ) hA Y\ h T
ided Table | Pictures Online Apps for | Recommended . PivotChart
Es Pictures @+ Screenshot~ o Charts L RS
IHlustrations Apps Charts
Hinh 2.3.16
Bude 2. Trong cira so Insert Chart O Manage Templates
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Insert Chart ®==)

Column -

e g, ) (8] i o) 98] 99
2 | |

LI

&

sz
=
=

| Jad] 44

XY (Scatter) &}

=
=
S

£

RrenEESMe RE|N
=
g

Surface Line
- EEEEEEE
Bubble | | | L |
Radar s
A e | ol AR | an] ol -
Manage Templates... || | SetasDefoultchart | | ok || cancel |
Hinh 2.3.17
Buérce 3. Trong cira s6 Templates/ Charts ban chon mau muén x6a, nhan
Delete.
r - - —-— o e—— | = (E ] |
C,m?{ ). % Microsoft » Templates » Charts - | g || Search Charts )‘JI
- T 2. e —
Organize = 7 Open with... Share with = Bum New folder = [ 8
L o5 o Mame . Date modified
- Emm“_ Ji] Chartl.ertx 16/08/2013 6:23 PM
& PowerFoint () enmudl cote 16/08/2013631PM_ |
Show how to open this file
() Scan maul.crbx
m Open with...
Share with L3
B Addtoarchive...
B Addto "maul.rar”
B Compress and email...
B Compress to "maul.rar” and email
Restore previous versions
n ] ¥
Send to L]
Fied: 16,/08/2013 6:31 PM
Cut mize: 1.3 KB
Copy |

Create shortcut F

Rename i | A | m‘ml {RI il | "‘.| h|
Properties 25 Defauit Chart E]
Hinh 2.3.18
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2.3.5. Tinh nang Sparkline

Excel 1uon c6 dir liéu d6 thi va biéu dd rat phong pht dé mé ta dir lidu va xu
huéng. Véi Excel 2010, Microsoft d3 bd sung thém mét tinh ning méi - Sparklines. Tinh
ning nay cho phép ngudi dung diat mot do thi ¢d nho (mini) hay mot dong nhan dinh khuynh
hudng trong mot 6 (cell). Sparklines 1 cach nhanh nhét va don gian nhat dé thém thanh phan

dd thi hién thi vao mét cell.

Gia sur ching ta c6 bang dir liéu nhu sau:

DOANH THU NAM 2013
Pon vi: | Triéu déng
Mat hang Quy 1 Quy 2 Quy 3 Quy 4

Iphone 250 460 280 500

Ipad 90 120 200 180

Ipod 50 30 45 60

Hinh 2.3.19
Buéc 1. Chon cac 6 ban muén hién thi Sparkline.

Budc 2. Vao Tab Insert O group Sparklines 0 chon loai Sparkline ban can.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Foxit PDF TEAM
== [ [ [ Shapes - = =R [amal — i ]
| O lad 25 S 1 =Ty B Tt
"' — = d] SmartArt . ol I ) . .
ided Table | Pictures Online Apps for | Recommended ] PrvotChart  Power Line Column Win/
es Pictures dis Screenshat - Office - Charts . A - View Lass
Mustrations Apps Charts fa Reports Sparklines
Hinh 2.3.20

( Vi du ¢ day, ta chon Column )

Ban s& nhan duogc bang tao Sparkline:
- Data Range: Vung dit liéu mudn hién thi Sparkline
- Location Range: Chon vung hién thi Sparkline.

Create Sparklines | % || 2|
Choose the data that you want
Data Range: E

Choose where you want the sparklines to be placed

i
1

#

Location Range:

I 0K, ]l Cancel I

Hinh 2.3.21
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DOANH THU NAM 2013
Pon vi: | Triéu déng
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460 280 500
Ipad a0 120 200 180
Ipod 50 30 45 60 _
[ Create Sparklines |i|£—hj
Choose the data that you want
Data Range: |BOIE3 E
Choose where you want the sparklines to be placed
Location Range: 5F56:5F58| E
[ Ok ] | Cancel |
Hinh 2.3.22
Buére 3. Chon OK hoan thanh.
DOANH THU NAM 2013
Pon vi: | Triéu déng
Mat hang Quy 1 Quy 2 Quy 3 Quy 4
Iphone 250 460| 280 so0_m_ N
Ipad 90 120| 200 180 . HHE
Ipod 50 30| 45 60m_mB
Hinh 2.3.23

Str dung dung Sparklines, viéc phan tich dir li¢u s€ nhanh hon va dinh hudng
hon va chic chin ban ciing s& c6 mot khung nhin don gian hon khi quan sat cac thong tin va

dua ra quyét dinh.

2.3.6. Phan tich d§ nhay ( What — If Analysis ) 7
Excel luon cé dir liu do thi va biéu do rat phong pht dé mé ta dir licu va xu

huéng. Vi What-If Analysis (phan tich diéu gi s& xay ra) 1a phuong phép co ban nhat dé
truy van dit liéu trong bang tinh. Gia su, ban thiét 1ap cong thirc tinh Loi nhuan = Doanh thu
— Chi phi. Ban tu hoi: Diéu gi s& xay voi két qua Loi nhuan néu Doanh thu thay doi hodc Chi
phi thay d6i hodc ca 2 cung thay d6i?
1.1.1.11.  Phan tich 1 chiéu
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Vi du: Mot nguoi kinh doanh may tinh, mua san phidm Laptop véi gia
15,000,000 dong va ban voi gia 17,000,000 dong.
Loi nhuan sé la: 17,000,000-15,000,000= 2,000,000
Léap bai toan:
4] A B | c |
. San pham Laptop

2 Giid mua 15,000,000
3 Giaban 17,000,000
4 Leginhudn 2,000,000

Loi nhuan = Gia ban - Gia mua

Hinh 2.3.24

Gia mua bién dong theo thoi gian nhu hinh:

[ 4] A B _ e _ D E _ F
; San phim Laptop
2 Gidmua 15,000,000 -
3 Gidban 17,000,000 Gid mua thay doi
4 Lginhuin 2,000,000
5 Lgi nhudn = Gia ban - Gia mua
6 |
7 14,500,000 15,300,000 17,100,000 14,000,000

Loi nhuin 2,000,000

O tham chiéu ké‘:rqu&
=hb8

Hinh 2.3.25

Ta xét do nhay cua lgi nhuan khi gid mua thay doi.
- Chon vung : B7:F8
- Vao Tab Data [ group Data Tools [l What — If Analysis [0 Data Table

Trang 172



Gido trinh Office 2013 nang cao

DATA REVIEW VIEW Fovat PDF TEAM

AR Y o e B R X Bl k:

:l Sort Filter Textto Flash FRemove Data Consolidatd  What-If Gro
' Yo Advanced  columns  Fil Duplicates Validation - Analysis =
Sort & Filter Data Tools Scenaric Manager...
Goal Seek...
Data Table...
E ] H 1 I L
Hinh 2.3.26

- Néu ban chay do nhay theo hang, nhu trong vi du nay thi ban chon Row input cell
va nhap vao dang chira gid tri thay ddi (& day ta dang xét gia mua thay d6i). Néu
ban thiét ké gi tri thay ddi theo Cot thi ban s& dua dia chi 6 c¢6 gia tri thay doi la:
Column input cell.

A | B | C [ D | E F
. San pham Laptop [ Data Table )
2 Gid mua E_:::l:ﬁ:é;];]:ép}:; Row input cell: 852 55
3 Giadban 17,000,000 Column input cell: P
4 Lginhujn 2,000,000 ok | [ cancel |
g Loi nhuin = Gia ban - Gid mua .
6 Doanh thu thay déi
7 14,500,000 15,300,000 17,100,000 14,000,000
3 Loi nhuin 2,000,000

Hinh 2.3.27

- Chon OK dé xem két qua.

A B C D E F
. San pham Laptop

2 Gid mua 15,000,000

3 Gid ban 17,000,000

4 Leginhuin 2,000,000

5 Loi nhuin = Gid ban - Giid mua

6 Doanh thu thay déi

7 14,500,000 15,300,000 17,100,000 14,000,000

5 Lori nhuin 2,000,000 | 2,500,000 1,700,000 (100,000) 3,000,000
=

Hinh 2.3.28
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"Véi mbi thay d6i cua gia mua s& lam cho loi nhuén thay doi, nhu ¢ vi du nay ta thy.

khi gia mua >= 15,000,000 thi loi nhuan <= 0. nguoi ban khong c6 1oi nhuan”

1.1.1.1. Phan tich 2 chiéu

Phan tich d nhay 2 chiéu xét téi su anh hudéng cua 2 bién x1 va x2 1én

bién y. y 13 bién phu thudc cua x1 va x2.

Quay lai v6i vi du trén. ta ldy trudng hop gia mua 1a x1: thay d6i va gia ban

san pham x2 thay doi.
A _ - _ C D E F
, San phim Laptop
2 Gid mua 15,000,000
3 Gidban 17,000,000 |
¢ Loinhudn | 2000000 |
5 Ll;f'l nhuén = Glé bén _ Glé mua Gid mua T]'I.ﬂ.:lu doi
A
6 | 1
7 =B4| 14,500,000 15,300,000 17,100,000 14,000,000
; [ 16,000,000
o | Giibin 17,200,000
thay dai
10 16,800,000
Hinh 2.3.29
- Chon vung B7:F10.
- Vao Tab Data O group Data Tools [l What — If Analysis [1 Data Table
— 4| A [ B I C [ D [ E [ F
. San pham Laptop /’E:T?h-\ L% ]
- %

2 Gid mua _15,ﬂ|1|],ﬂ'l]|] <T Row input cell; sBs2 E]

3 Gidbin | 17,000,000. Coemn input cel: | s8] =

4 Lginhuan 2,000,000 1\

5 Lei nhuin = Gid ban - Gid mua

E ]

7 2,000,000 | 14,500,000 15,300,000 17,100,000 14,000,000

8 16,000,000

9 17,200,000

10 16,800,000

Hinh 2.3.30
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- Sau d6 chon Row input cell va Column input cell theo bang ma ban thiét ké.

- Chon OK hoan thanh.

A B i D E F
, San pham Laptop
2 Gii mua 15,000,000
3 Gia ban 17,000,000
4 Leginhuin 2,000,000
. Loi nhudn = Gid ban - Gid mua
B
7 2,000,000 | 14,500,000 15,300,000 17,100,000 14,000,000
; 16,000,000 | 1,500,000 700,000 | (1,100,000)| 2,000,000
] 17,200,000 | 2,700,000 | 1,900,000 100,000 3,200,000
" 16,300,000 | 2,300,000 | 1,500,000 (300,000)| 2,800,000
Hinh 2.3.31

Ngoai ra ta con c6 Goal seek (Ham muc tiéu) thuong ap dung trong céc bai toan
nhu tinh doanh thu hoa von, thay ddi mot chi tiéu chi phi nao do dé c6 duge loi nhuan nhu
mong mudn, tinh tong chi phi cho téng chi phi rong phai tra... Va dang Phan tich tinh hudng
(Scenario) : La dang phan tich “what-if”, phan tich tinh hung thira nhin ring cac bién nhat
dinh c6 quan h¢ tuong hd véi nhau. Do vay, mot s6 it bién s6 c6 thé thay ddi theo mot kiéu
nhét dinh tai cung mat thoi diém. Tap hop cac hoan canh c6 kha nang két hop lai dé tao ra
“céc truong hop” hay “cac tinh hudng” khac nhau la:

a. Trudng hop xau nhat/ Trudng hop bi quan
b. Truong hop ky vong/ Truong hop ude tinh t6t nhat
¢. Trudng hop t6t nhat/ Truong hop lac quan
Ghi cha: Phan tich tinh hudng khéng tinh t&i xac suat cia cac truong hop xay ra

2.3.7. Sir dung dir liéu lién két ngoai
Doi khi dir li¢u ban mudn khong cé trong s6 1am viéc Excel — dir liéu d6 co6 the o

trong mot co so dir liéu, t¢p XML, trén web, trong tép van ban hodc & mot trong nhiéu vj tri
khac. That tuyét voi khi lam viéc véi dit liéu ngay trong so 1am viéc, nhung ban khong mudn
phai nhap di nhép lai dit liéu dé dam bao tinh hién thoi cta dit liéu. Viée tao két ndi c¢b dinh
tir s6 lam viée téi ngudn dit liéu d6 giup dé dang dam bao dir liéu ma ban 1am viéc ludn cap
nhat.
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Céac két ndi dén dit liéu bén ngoai co thé bi tit trén may tinh cua ban. Dé két ndi
v6i dir liéu khi mo s6 1am viée, ban phai bat két ndi dit lieu b::ing cach stir dung thanh Trust
Center hoac béng cach dat s6 1am viéc vao mot vi tri tin cay.

Trong group Get External Data trén tab Data, ban c6 thé tao két ndi dit liéu voi

cac nguon dir li¢u khac nhau.

B3 B

From From From From Other Existing
Access Web  Text  Sources~ Connections

zet External Data

Hinh 2.3.32
1.1.1.2. Str dung lién két tir Access
- Trén tab Data U group Get External Data [ From Access.
- Trong hop thoai Select Data Source, hiy duyét dén co so dit liéu Access.
- Trong hop thoai Select Table, hiy chon bang hodc truy vin ma ban mudn st dung va

bam OK.

Select Table [ % || 2|
Mame Description Modified Created it
i Copy Of Report_3 24/03/2011 12:45:26 PM  01/01/2011 5:04:30 AM | =
B kh 01/01/2011 5:28:29 AM  01/01/2011 4:45:258 AM
B g5 24/03/2011 2:45:40 PM  24/03/2011 1:56:02 PM
B g51 24/03/2011 4:27:52PM  24/03/2011 3:39:06 FM
B rp1 25/03/2011 7:36:30 PM  25/03/2011 7:33:21PM
B rp2 26/03/20116:21:44PM  25/03/2011 7:34: 18 PM
Skh 23/03/2011 3:11:08 PM 31/12/2010 9:42:10PM T
] T P

[ Ok ]I Cancel

Hinh 2.3.33

- Trong hop thoai Import Data, hdy chon noi dat dir 1i€u trong s6 1am viéc ctia ban va

chon xem dir li¢u dudi dang Table, PivotTable Report hay PivotChart.
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.Y B C D E F
4 [ L2 o

1
Th_-_-_-_-_-_-_-.’.] Im PDI"t Data

3 Select how you want to view this data in your workbook,
a ] © Table
5 iFl © PivotTable Report:
5 fiZ) () PivotChart and PivatTable Report
7 l:!i".l Only Create Connection
- Where do you want to put the data?

i@ Existing worksheet:
9 —
o =$A%1

(71 Mew worksheet
11
12 [ Properties... ] [ Ok ] [ Cancel ]
13 \,

Hinh 2.3.34

- BAm vao nut Properties dé dat cac thudc tinh nang cao cho két ndi d6 vi du nhu tuy

chon dé lam moi dir liéu da duoc két noi.

Connection Properties @

Connection name:  |hd3

Description:

sage Definition

Refresh contral
Last Refreshed:
Enable backaround refresh
[| pefresh every |60 —| minutes
[C] Refresh data when opening the file
Remove data from the external data range before saving the
workbook
OLAR Server Formatting
Retrieve the following formats from the server when using this connection:
Mumber Format Fill Color
Font Style Text Color

CLAP Drill Through

Maximum number of records to retrieve: =

Language

Retrieve data and errors in the Office display language when available

[ Ok, ] [ Cancel

Hinh 2.3.35
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- Ban c6 thé tuy y thém dit liéu vao M6 hinh Dir liéu dé c6 thé két hop dir liéu ctia minh
v6i cac bang hodc dit liéu khac tir cac ngudn khac, tao mbi quan hé giira cac bang va
ban c6 thé thuc hién duge nhiéu thao tac hon so véi bdo cdo PivotTable co ban.

- Bam OK dé két thuc.

A B C D E F G H 1 1 K L M N 0] P Q
Sum of Soluong leolumn Labels |~

1
2 Rowlabels |~ BANH KEM BANH Mi BO' BOTNGOT CAHOP CAFE DAU AN GAO GIAVI KEO nem NEP RUQU SUPA TAO Grand Total
3 |BSCO 20 22 22 64
4 CINOTEC 12 10 50 5 12 89
5 COMECO 55 7 40 2 104
6 FAHASA 20 51 15 15 20 110 231
7 FISC 20 20
2 HUNSAM 55 83 10 30 100 12 10 58 358
9 |LIXCO 22 23 30 20 4 99
10 |SAFICO 4 20 62 15 32 12 15 20 180
11 SJC 15 4 20 10 49
12 | TAFACD 25 25
13 THADACO 30 30
14  TRACODI 20 50 20 30
15 TRANACO 20 20
16 Grand Total 46 170 238 20 60 25 15 4 107 152 292 27 59 30 114 1359
Hinh 2.3.36
1.1.1.3. Str dung lién két tr Web

Hang ngay, ban déu phai vao Internet dé xem xét gia co phiéu ciia minh. Ban ¢
thé Copy va Paste mot cach thu cong bang gida CK nay vao bang tinh, hodc Website ¢ thé
cung cap chtc ning Download vé Excel trang bang gia d6. Pay 1a cach dé nhat dé dua
CSDL cua trang Web vao Excel.

Hay tao két ndi voi trang web dé sir dung dit liéu tir cac bang trong trang web
trong s6 lam viéc cta ban.

- Trén tab Data [] group Get External Data [| From Web.

- Trong hop Address (DPia chi), hady nhap dia chi web cuia trang c6 dir liu ban

muon két noi, va Click [ Go.

[ New Web Query Iilﬁ -

LVl ot - =HP s din208mnirld =44230026C7 IE] Go 2 8 M 3 E Fj Options...
Click [*] next to the tables you '.'ﬂto select, then dick Import.
eb |mages Videos }{;ws Blogs Dictionary % Top sites Design your page ﬁ babylon *

i

m

Nhép dia chi trang Web,

ban muén két noi /:'

Hinh 2.3.37
- Chi bao mui tén nhu nay co6 nghia la c¢6 dir li¢u bén canh ma ban co thé nhap.
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— L Check vio bdng Gon kis

Thay dd 50C Ang T

-

Dr mua Khdp kenh
Gt 3| KL3 |Gz KL2 Gia | KL

ACL == 0,0
AGD wm 0,0

Hinh 2.3.38

- Hay bam vao chi bdo mili tén, bAm nat Import [ chon vi tri dit dir liéu [ OK.

£ B C D E F

Impaort Data | ? i:hl

Where do you want to put the data? -
@ Existing worksheet: |

L

3 !
Mew worksheet |
| Properties... | [ Ok ] | Cancel | ]

W6~ b w e

Hinh 2.3.39

Home  Insert  Pagelayout  Formulas | Data | Review  View  Foxit Reader PDF

@) Connectic - > SrE @rE =
= [BJconnections 41 Iﬂ Z 4 — =R] = }E ) 4 0 ?J H
=2l &P properties I ¥ === -] = vy HE T T £d] 1
Refresh Z} sert | Fiter o Tetto  Remove ata  Consolidate Whatf | Group Ungreup Subtatal
Al 1 Advaneed | Columns Duplicates Validation = Analysis ™ - -
Get External Data Connections Sort & Fitter Data Tools Outiine
A321 - £ v

A [ D E F G H ! ] K[ L M N[O 3 Q R s| T ks
1 Gitr may chi:

2 [ [1.66 (0.33%) 5

3

4 Du mua

s s | ws | oaz |

6 186 186

7 384

8

9 ACL0O

10 4 , AGD 0,0

11

12 ; ; 2 15 AGM 0,0

13

14 ) s 3 ALP OO

15 2 69 ANV 0,0

16 ; 2 APC 0,0

17 L ; IAGF 0,0

18

19 5 ASP 0,0

20 , ATA0,0

2 g 1 AVF0,0

2

23 ; 2 : BCE0,0

24 3 BCI0,0

35 ; , 5768 .5 BGM 0,0

W > ¥| Sheetl Sheet2 ~Sheet3 / ©J 4 »
Ready | Recovered | | 1005 (= +

Hinh 2.3.40

- bé cap nhat dir liéu, ban vao Data [Igroups Connections [ Refresh All.
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1.1.1.4.

IMSERT

HUME
® (e [2 [$

Fram From From From Other

BAccess Web  Text  Sources -
Get External Data

PAGE LAYOUT

E

Existing

Connections

Hinh 2.3.41

Str dung lién két tir file Text

FORMULAS

2

Refresh
All -

Connections

DATA

[zl Connections

A
£

A

Ban c6 thé chon tab Data [ group Get External Data [ ] From Text tu,

tim dudong dan dén Text File.

jBook.txt—Notepad | =] ||E|| 23 |
File Edit Format WView Help
DANH MUC HANG HOA -
M3 hang T&n hang
LC1 "Tivi LCD Sony 32™"
Lc2 "Tivi LCD Sony 50™"
ML1 M3y lanh Sam sung
ML2 M3y lanh Panasonic
MG1 M3y gidt Sanyo 9 kg
BANG GIA HANG HOA
NGAY  LC1 (USD) LC2 (UsD) ML1 (USD) ML2 (USD) MG1 (USD)
01/10/2010 250 410 270 400 200
11/10/2010 145 405 275 405 210 1519.56
21/10/2010 247 400 272 410 215
2

NGAY  MA HANG TEN HANG PON GIA 53 LUONG THANH TIEN
01/10/2010 LC1 "Tivi LCD Sony 32" 250 188 250
02/10/2010 LCc2 "Tivi LCD Sony 50" 410 Q 410
27/10/2010 ML1 May lanh Sam sung 272 23 272
12/10/2010 ML2 May lanh Panasonic 405 15 405
05/10/2010 MG1 "Tivi LCD Sony 50" 200 13 200
16/10/2010 ML2 May lanh Panasonic 405 16 405
18/10/2010 LCc2 "Tivi LCD Sony 50" 405 25 405
08/10/2010 ML1 May lanh Sam sung 270 11 270
24/10/2010 ML2 May lanh Panasonic 410 19 410

Hinh 2.3.42

- Trén tab Data [ group Get External Data [| From Text.

FILE HOME

@ [s]le

From From | From
Access Web | Text

DATA

IMNSERT PAGE LAYQUT FORMULAS
D D ||j 2] Connections
4 2
=
Fram Other Existing Refresh
Sources  Connections All~
Connections

et External Data

Hinh 2.3.43

- Chon tap tin ban mudn Import, sau d6 chon Import

[l e
-

-

- Cira sb Text Import Wizard s& huéng din ban timg budc dé dua dir liéu Text vao

Excel.
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- Chon vi tri dit dit liéu va bAm OK

A B C D E F G
1 |DANH MUC HANG HOA
2 Mahang Tén hang
3 |LC1 Tivi LCD Sony 32"
4 |[LC2 Tivi LCD Sony 50"
5 ML1 May lanh Sam sung
B ML2 May lanh Panasonic
7 MG1 May gidt Sanyo 9 kg
8
9 BANG GIA HANG HOA
10 |NGAY LC1 (USD) LC2 (USD) ML1 (USD) ML2(USD) MG1(USD)
11 01/10/2010 250 410 270 400 200
12 11/10/2010 145 405 275 405 210
13 21/10/2010 247 400 272 410 215
14
15 [NGAY MA HANG TEN HANG DONGIA SO LLYONG THANH TIEN
16 01/10/2010 LC1 Tivi LCD Sony 32" 250 188 250
17 02/10/2010 LC2 Tivi LCD Sony 50" 410 9 410
18 27/10/2010 ML1 May lanh Sam sung 272 23 272
19 12/10/2010 ML2 May lanh Panasonic 405 15 405
20 05/10/2010 MG1 Tivi LCD Sony 50" 200 13 200
21 16/10/2010 ML2 May lanh Panasonic 405 16 405
22 18/10/2010 LC2 Tivi LCD Sony 50" 405 25 405
23 08/10/2010 ML1 M4y lanh Sam sung 270 11 270
24 24/10/2010 ML2 May lanh Panasonic 410 19 410
Hinh 2.3.44
1.1.1.5. St dung lién két tir cac ngudn khac

Ngoai lién két v6i cac dir liéu thong thuong, Excel 2010 con cé thé lién két
vo1 cac dir liéu tir cac co sé dir liéu : XML, SQL Sever,...

FILE HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW
[=] Connections | a H Y C
® & [ ERF 3

Fram From From [Fram Other Existing Refresh Fn?,|..-|t|.. l_'l Sort Filter
Access Web  Text | Sources+ | Connections | All - Edit Links "
Get Exl From SQL Server
D Create a connection to a SCL Server table. Import data into Excel as a
113 - H Table or PivotTable report.

From Analysis Services
= A T Create a connection to a SOL Server Analysis Services cube. Import data
1 [ CONGTY AB into Excel as a Table or PivotTable report.
2 CUFA HANG SO 3 I:l From Windows Azure Marketplace
\:’ Create a connection to a Microsoft Windows Azure DataMarket Feed,
3 DC *° Import data into Excel as a Table or PivotTable report.
P P
4 From OData Data Feed
T D Create a connection to an OData Data Feed. Import data into Excel as a
5 M_( Table or PivotTable report.
5 | Iphone From XML Data Import
7 Ipad [% Open or map a XML file into Excel,
8 Ipod From Data Connection Wizard
Import data for an unlisted format by using the Data Connection Wizard
9 and OLEDE.
From Microsoft Query
10 Import data for an unlisted format by using the Microsoft Query Wizard

and ODBC. Functionality is limited for compatibility in previous versions.
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2.4. Lam Viéc Vi Macros Va Forms
2.4.1. Tao va thuc hién macros
Macro 1a cong cu cho phép ghi lai cac thao tac (cac 1énh) cia nguoi st dung

Gido trinh Office 2013 nang cao

dudi dang mot danh sach cac Iénh. Khi ta goi té1 mdt macro (chay macro), n6 s€ thuc hi¢n

lai céac thao tac (cac 1énh) d6 mot cach tu dong.

dung macro ghi lai va khi can thuc hién qua trinh dd tu dong, ta cho chay macro.

Account

Options

Nhu vay muon ty dong hdéa mdt qua trinh, ta can thuc hién cac cong viéc do,

bé lam viéc véi1 Macro, ban can thuc hién mdt s6 tuy chon sau:

Excel Options

General
Formulas
Procfing
Save
Language

Advanced

Customize Ribbon

Quick Access Toolbar
Add-Ins

Trust Center

E'E Customize the Ribbon.

Choose commands from: (i

Popular Commands

All Chart Types...
Borders

Calculate Now
Center
Conditional Formatting
Connections
Copy

Custom Sort...
Cut

Decrease Font Size
Delete Cellz...
Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Filter

Font

Fent Color

Font Size

Format Cells...
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...

EH)

=Ewl > A SF N E = B[S (o]l | =D

Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

herne A Center

IH"”EU:EH

T~

I-

Customize the Ribbon: (i
Main Tabs

Main Tabs
Home

Insert

Page Layout

Formulas

[=] |v/| Data
Get External Data
Cennections
Sort & Filter
Data Tools
Outline

Review

[ View

Add-Ins

Foxit PDF

[+ TEAM

Background Removal

Hinh 2.4.1

MNew Tab MNew Group Rename...
Customizations: Reset = |
Import/Export ¥ |

- Thiét lap thong sd cho phép Macro hoat dong trong Excel 2010
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General

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Cuick Access Toolbar

Add-Ins

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy,
please see the privacy statements.

Show the Microsoft Excel privacy staterment

Office.com privacy statement

Custormer Experience Improvement Program

Microsoft Office Feedback "Send a Smile” Privacy Statement
Security & more

Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustwerthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your -
computer secure, We recommend that you do not change these settings. I Trust Center Settings... I

Hinh 2.4.2

Trust Center

Add-ins

Trusted Publishers
Trusted Locations
Trusted Documents

Trusted App Catalogs

Macro Settings

() Disable all macros without notification
() Disable all macros with notification

() Disable all macros except digitally signed macros

I@ Enable all macros (not recormmended; potentially dangerous code can run)

ActiveX Settings

Developer Macro Settings

Macro Settings

Trust access to the VBA project object model

Protected View
Message Bar
External Content
File Block Settings

Privacy Options

Hinh 2.4.3

Vi du: Ban can thiét ké mot giao dién tim kiém thong tin nhu sau. Khi nguoi ding

nhap vao mdt hodc nhiéu ti€u chi trén cac 6 tim kiém va nhan nat Tim kiém. K&t qua hién thi

& khung Két qua tim kiém phia dudi.
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H J K L
1 NHAN Sy
2 M3 sd Ho tén Ngay sinh Phong LCB
3 Al120001 |p6 Céng Thanh 16/07/1968|A 5,000,000
4 A120002 |Nguyén Vin Hiing 24/08/1976|B 4,500,000
5 A120003 |po Thi Kim Niét 01/04/1961|A 5,500,000
6 Al20004 |vg van Hai 15/02/1970|B 4,000,000
7 A120005 |Tir Thi Xuin Hién 01,/05/1964|C 5,000,000
g Al120006 |Nguyén Thi Cim Hwong 30/04/1978|B 4,000,000
g Al120007 |Tran Duy Thanh 20/12/1983|C 3,500,000
4o Tim kiém
191 Masd Ho tén Ngay sinh Phong LCB
12 Po*
15 Két qua tim ki€ém

Hinh 2.4.4

Dé thiét ké cong cu tim kiém, thuc chat 1a st dung chirc ning loc nang cao

Advanced fillter), tuy nhién ta khong loc tht cong ma 1am thao tac d6 1 lan, ghi lai bang

Macro va khi can tim kiém thi cho chay Macro (nhén nut Tim kiém) dé néd thuc hién lai thao

tac ma ta da ghi.

e Tao Macro

- Vao Developer O Code [ Record macro

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW
l j D ®7 Record Macro {:-}I} — . Properties
] Use Relative References -;T Q. View Code
Visual Macros Add-lns  COM Insert
! Basic L. Macro Security Add-Ins - Run Dialog
Code Add-Ins Controls
Hinh 2.4.5

- bit tén cho Macro, chon phim tat néu can, OK

DEVELOPER

2] Expansion P

Source

XML
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Record Macro IS

Macro name:

Tirmkiem

Shortcut key:
Ctrl+

Store macro in:
This Workbook |Z|

Description:

Hinh 2.4.6

- Thuc hién céc thao tic mudn ghi lai. Trong vi du nay ghi lai thao tac
loc bé“mg Advanced Fillter: loc bang dir 1i¢u géc vl vung diéu kién loc, két qua loc tham
chiéu dén vung két qua. (Xem lai phan trich loc ning cao)

- Bam nut Stop Recording dé két thuc

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
j D M Stop Recording {f [ — b/ Properties @ Map Propert
Use Relative References —_|‘u’|ew Code ;T,j Expansion Pz
Visual Macros Add-Ins  COM Insert Design Source
Basic ! Macro Security Add-Ins = Mode . Run Dialog Refresh Data
Code Add-Ins Controls XML

Hinh 2.4.7

e Thuwe Thi Macro
Pé thuc thi Macro, ta ¢ thé thuc hién mét trong ba cach:
1. Hop thoai Macro
- Chon Developer O Code 00 Macros. Xuét hién hop thoai Macro.

- Chon mdt Macro mudn thyc thi, nhdn Run

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

®-] Record Macro {:'?' i b/ Properties @ Map Propert

] 53] Use Relative References Q] View Code ) Expansion Pz
Wisual |Macros Add-Ins  COM Insert Design Source
Basic . Macro Security Add-lns - Mode . Run Dialeg Refresh Data
Code Add-Ins Controls XML
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Macro name:

TII'I'I[iEI'I“ 5.5

Iz
c
=

Create

Delete

Macros in: | All Open Workbooks

Description

Hinh 2.4.8

2. Gén phim tat
- Trén Tab Developer OMacro O Option
- Trong hdp thoai Macro Option nhap phim tit ban mudn sir dung.

Macro name:
TimKiem|
TimKiem

Macro name: Create

TimKiem
Delete

Shortout key:
Ctrl+ Dptions...

Description:

N
[ Nhép phim tat ]

Hinh 2.4.9

- Chon OK.
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- Vay dé str dung Macro ban chi can gd t6 hop phim tit viia gan 1a Macro
s€ duogc thuc thi.
3. Gan bang biéu tugng trén thanh Ribbon
- Trén Tab File O Options [0 Customize Ribbon (0Macro ( trong

Choose commands from )

G I i [
enera E-E Customize the Ribbaon.

Formulas
Choose commands from: '

Proofing v

Save

Language &a TimKiem

Advanced

Customize Ribbon
F]

f Cluick Access Toolbar

Add-Ins

Trust Center

Account

Options

Hinh 2.4.10

- Chon New Tab dé thém 1énh Macro vao mot Tab méi.
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Customize the Ribbon:(i

T T | - |

Main Tabs
Home o
[¥] Insert
Page Layout
Farmulas
Data
Review
[¥] view
=l [¥f] Developer
Code
Add-Ins
Contrals
XML
Modify
[¥] Add-Ins
‘maove [#] Foxit Reader PDF
Background Removal
SmartArt Tools
Design
Format
Chart Tools
Design
Layout
Format
Drawing Tools

*

m

Farmat -
Mew Tab Mew Group Rename...
Customizations: Reset = i
Import/Export * |0
Hinh 2.4.11

Gan cac Macro vao Tab vira tao.

| Foxit Reader PDF
—="ab (Custam)
Add New Tab w Graup [Custom)
E Add Mew Group round Removal
ols
Rename q
v ShowTab t
Bemove h
Move Up [
t
Move Down hls
|| Format
Picture Tools
=[] Format 3

[ Mew Tab ] ’ﬂewGroupl [ Rename... ]

Customizations: i
Import/Export > |

o [«

Hinh 2.4.12
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,533, TimKiem

FILE HOME

TimKiem

TrichLoc

INSERT

PAGE LAYOUT

FORMULAS

Hinh 2.4.13
Chon OK dé hoan thanh

DATA

Hinh 2.4.14

REVIEW

o e — S = —=g = ==

[¥] Formulas
[¥] Data
[7] Review
[J] view
=l [¥] Developer
Code
Add-Ins
Controls
XML
Maodify
[V] Add-Ins
Foxit Reader FDF
= [¥] Macro [Custom)
=0 Hew Group [Custom]
s%,  TimKiem
@ [FF Rarkarnnmd Dammseal

VIEW DEVELOPER Fouit PDF

4. Gan Macro trén thanh Quick Access Toolbar
Trén Tab File O Options [0 Quick Access Toolbar OMacro ( trong

Choose commands from )

TEAM

m

Macros

General

Formulas
Proofing

Save

Language
Advanced
Customize Ribbon
QuickAccssTonlbal/
Add-Ins

Trust Center

EEE Custamize the Quick Access Toolbar.

Choose commands from: (&)

|Macros

[v]

<Separator>
TimKiem

Customize Quick Access Toolbar ()

| Far all documents (default)

EH save

Undo
Redo
Open
Mew

o
P4
i
ﬁ, TimKiem

Hinh 2.4.15
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- Chon Macro ma ban mudn hién thi O Add

- Ban c6 thé thay doi biéu trong bang cach chon Modify O Chon biéu

tuong O OK.
<Separators [=] save
&5 TimKiem ¥)  Undo »
(¥ PRedo 3
1 Mew
& Quick Print
e Timb[iem

[ Modify Button L2 |

Symbal:

O00O0O0000 8 Mk N -
HEO IS[(1®mMH>ip &S
SDHeME S0 88 %%
AAX vEEORT @ F:=
pi@mSpinsdvas
A== BEe RIS
B@caEO2RHELK T2
BEZ L= B BEHAaT
Lo cotsbia fu A= N WiE QT REE T
HETe s e=D] -

Display name:  |Timkiem
[ Ok ] Cancel
i MUEE... |

Hinh 2.4.16

m

- Két qua biéu tuong Macro s€ duoc hién thi trén thanh Quick Access

Toolbar

41

B d [ e

Hinh 2.4.17

2.4.2. Thao tac véi form controls
Controls n61 chung la cac diéu khién giao dién nguoi dung trén Windows, ta

nhin théy no trén Form do6, nhu la: Label, Textbox, Button, Combo, Listbox, Treeview,

ListView,...
Néu cac controls dugc tao ra tir thu vién dll/ocx bén ngoai ung dung, goi la

ActiveX Controls, néu chiing c6 sin trong (mg dung thi chi néi 1a controls.

Trong Excel ¢6 2 nhém:
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- Forms: cac controls ndm trong nay c6 san trong Excel thi coi la

Controls.

- Userform: cac controls nam trong form nay (ching cé trong "Control

Toolbox") dugc coi 1a ActiveX Controls vi n6 1a trong thu vién ngoai FM20.DLL, va
cac thu vién khac *.OCX.

- Dé lam viéc voi Form Controls, ban can thuc hién mot s6 tiy chon sau:

General
Formulas
Proofing
Save
Language

Advanced

E-E Customize the Ribbon.

LChoose commands from:

Popular Commands

Customize the Ribbon:

All Chart Types...
Borders
Calculate Now

Customize Ribbon

Center
Conditional Formatting

Quick Access Toolbar
Add-Ins

Trust Center

Account

Options

Connections
Copy
Custom Sort...
Cut

v Main Tabs
~ Main Tabs
[#]Home

[¥]Insert

[+ Formulas
[E [ Data

Page Layout

Get External Data
Connections

[2]
Ea
|
% :
A Decrease Font Size & Sort & Filter
E" Delete Cells... Data Tools
% Delete Sheet Columns Qutline
5% Delete Sheet Rows [ [] Review -
07 Email [V View
) F?IIColor 4 + [\f] Developer T
Y?ﬁ ; @ 7] Add-Ins

on - )
A Font Color 4 i [V] Foxit PDF

Font Size - [V TEAM
Format Cells... [l [¥] Background Removal
¥ Format Painter
E' Freeze Panes 3
A" Increase Font Size

Insert Cells...
x  Insert Function... New Tab Mew Group Rename...
"1 Insert Sheet Columns
& Incert Sheet Rows Customizations: Reset =
P Macros :
=1 Merne R Center N Import/Export = |

)
Hinh 2.4.18

Trong thé Developer, ban chon nut Insert (khong phai thé Insert trong giao

dién), va lya chon cac doi twong dé chen vao. Céac doi tugng duogc chon 1a cac doi tugng nam

trong phan Form Controls. Mdi biéu twong twong tng véi viée chén mot dbi tugng véo trang

tinh.

ULAS

DATA

b/' Properties

REVIEW

VIEW

DEVELOPER

&,

Insert [Design
Maode

= Qd View Code

Form Controls
O MEEe

MY E -
[ Aa & o
— -

e Spin Button — diéu khién gia tri ciia 6 tinh

Map Propert
..'.j Expansion P:

Source
Run Dialog Refresh Data
XML
= C
Hinh 2.4.19
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Day 1a d6i twong twong ddi kha d& sir dung. Vi Spin Button, ngudi dung c6 thé
bam vao d6 dé thay doi gi trj ting hodc giam trong 6 tinh bang cach bam vao nat mii tén
tam giac 1én hodc xudng. Biéu tugng ctia Spin Botton hinh chit nhat c6 hai tam gidc huéng

phan day vé nhau trong phan Form Controls.

Form Controls
= BV|$E G
i,Ad : abl B l

Hinh 2.4.20

Vi du: Ban can tinh tién hang thang phai ndp ngan hang khi vay:

A B C |
’ Ngin hang ABC DPon vi: triéu dong
2 Cho vay 15
3 Lii suit hing nim 2.0%
4 SO thing 12
3 Thanh todn (2.54)
Hinh 2.4.21

Lai sut thi c6 thé thay d6i theo thoi gian, ban dung snip control dé ting giam 13i suét.

Vao Tab Developer O Insert [ =l Snip Button 0 V& biéu twong Snip

vao noi ban muon.

Buwoec 1.

Page Layout Formulas Review View Developer
i R P— 37 Properties  [I5]
sferences L'“‘T‘J'F . L‘.“'f‘:: ;},J View Code ;‘3 Exp
Add-Ins AES:;E & Run Dialog Source |
Form Contro Controls
Al =@ 1 G
™) A ¥ SRTTRE G C
|Spin Button (Form Control Lmls fm-hang ABC Pon vi: triéu dong
oL IFEEE o E) —
gle Aﬂ;;}js Cho vay o 15
= Liisudthangnim 1 -~ 1 2.0%
S6 thang 12
Thanh todn (2.54)
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Buwoec 2.

Thiét 1ap cac thudc tinh va dit liéu cho Snip Control, R_Click 1én biéu

tuong OFormat Control

Hinh 2.4.22

P e —_—
. a1 .
Cut _v_; 2.0%
23 Copy 12
[ Paste
(2.54)
Grouping k
Order k
Assign Macro...
%— Format Control...
Hinh 2.4.23
B C | Format Object ¥
an hang ABC Pon vi: triéu dong P~ [P
Cho vay _ 15 Current value: 2 Gid tri hién tai
= 17 1 __,.,H/’l’”a -
Liisudthangnam Y~  2.0%¢d " o '”e'_ = ]__
S6 thang 12 : ——Gidi han gid tri
Thanh todn (2.54)
7| 3D shading
{ Gid tri (ting/gidm)/1dn
oK || concel
Hinh 2.4.24
Bud 3. Click OK dé hoan thanh.

e Scroll Bar — di¢u khién gia tri ciia 6 tinh qua thanh truot

Tuong tu nhu Spin Button, d6i twong nay ciing gitp cho ban dién khién gia tri cia
6 tinh. Piéu khac biét giita Scroll Bar va Spin Button 1a Scroll Bar c¢6 thanh trugt chinh giita
hai miii tén tam giac, va ban c6 thé sir dung thay truoc nay dé kéo qua lai dé diéu chinh gia

trj thay vi chi c6 thé bdm vao nut mii tén nhu Spin Button. Ca hai dbi twong Spin Button va

Scroll Bar déu chi cho phép tuy chinh gia tri tir 0 dén 30000.
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Ta s& thiét ké Scroll Bar theo vi du trén:

, \ al ~1 s R . .
Budce 1. Vao Tab Developer O Insert 0 = Scroll Bar 00 V¢ bi¢u tugng vao noi
ban mudn.
Page Layout Formulas Data Review View Developer
-g) = ol 3 Properties E_-'
o =5 S
eferences ==agr | N G view Code n—- PE
Add-Ins COM Insert Source .
f Add-Ins v % Run Dialog i
| Form Controls Controls
B C
£ | 1= H Be i s
[:i Aa B: I:I"|Ig:1n hang ABC  Pon vi: triéu déng
ActiveX Controls 15
Scroll Bar (Form Contrel) § E8 [_.,‘_-.j : Lai sufit hang nim 4 b 1.0%
o 3] = 4
| S0 Al PN sgthang 12
Thanh tosn (1.87)
Hinh 2.4.25
Budr 2. Thiét 1ap thudc tinh va lién két dir liéu cho Scroll Bar.
Format Control [ % || 28 |
Sze | Protection | Properties | AltText | Control |
Current value: 1 Gia tri hién tai
Mlinimurn value: 0 = ]
Maximum value: 100 2
[noemental change: |4 x Gidi han gia tri
Page change: 0
Cell |_i|i’.: 5":53
[¥] 3D shading
f_) m:ht:_:' O gid tri lién két
gila tang W
Luong gia tri
thay doi khi click
vae hép cuén
[ ok || cancel
Hinh 2.4.26
Budée 3. Chon OK dé hoan thanh.

Cong tu Scroll Bar giéng nhu mot thanh cudn ciia mot cira sb. Ban dung Scroll

Bar dé€ chon mot con so tr mét day céc gia tri. Nhap chudt vao cac miii té€n (& hai dau) hoac
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ré hop cudn (cai nat hinh vuéng ¢ giita Scroll Bar) s& thay doi gia tri ciia n6. Gid tri nay 1a

két qua tra vé & 6 lién két. Ban co thé tao mot thanh cudn ngang hodac mot thanh cudn doc.

e Option Button

Option button (cac nut tiry chon) 13 nhitng cong cu diéu khién thuong xuat hién
vO1 mOt nhom gém hai hodc nhiéu lya chon, va nguoi st dung chi co thé kich hoat dugc mot
lya chon trong nhom d6 (nghia 1a chi dugc phép chon mot tuy chon trong nhiéu tuy chon), va
tuy chon nay s€ gan gid tri cho mot 6 nao d6. Cac Option Button phai dugc dua vao mot
vung xac dinh (chi cho phép chon mdt Option Button trong vung do).

Pé tao vung xac dinh chira cac Option Button, ban chon biéu tuong Group Box
(hinh vudng c6 chit “xyz” phia trén) trong ntt Insert.

Céc budc thiét ké Option Button:

Bude 1. Vao Tab Developer O Insert 0 LJ Option button O V& biéu
tuong vao noi ban muon.
Farmulas Data Rewitw
& =] ’ ) =
P —Fri e
;I [ "D'v'o ])\Jrl p
=LN% LU nse
Add-Ins v -

Form Controls Cantro

= fi= ﬂ _ | A B c D E F
™ 4= ®ab : _ . _
CaoT
A LTINS B 1'
=P EE 2 '
8o AR 2% {8 Option Button 2
N () Option Button 2
{O) Option Button 2
) Option Button 2
Hinh 2.4.27
Buoéc 2. Pé chinh stra lai chit tén cua lya chon, ban bAm chuot phai vao

Option Button twong tmg, chon Edit Text roi nhap vao. Dé tuy chinh chirc ning cua cac

Option Button, ban bAm chudt phai vao Option Button d6 va chon Format Control.
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Caul

Oo——0——0

Cemm e Button 2]
Cut )

& t
_;=_*‘ Egp} Button 2
A Paste
il Button 2
Edit Text
Button 2
Grouping -
Order k

Assign Macro...

&

Format Control...

Hinh 2.4.28

Buoéc 3. Trong thé Control cua hdp thoai hién ra, ban co thé chon tuy chon
Checked hoac Unchecked tuong tng vi viée Option Button d6 c6 duge chon lam méc
dinh sin hay khong, phan Cell link ban chon 6 lién két dén Option Button. Khi mot
Option Button trong vung xac dinh da duoc lya chon vi tri 6 lién két thi moi Option

Button khéc trong ving xac dinh d6 déu duoc an dinh voi cing mot 6 lién két Ay.

WF A B C O E F 5 H I J
i A
1 Xeép loai ciia ban: Format Olbject LT ]
- Ciul 1 [
2> Olink Colors andLines | Sie | Protection | Properties | ltText | Control
3 | ; Chon d@iém Trung binh | Vakue
,,,,,,, 1 & Uchecked
4 , . c Checked
[ O Tir 9.0 8&n 10.0] ol i
; ' | 11
6 e Crpr—Selakd sas) =5
7 ) Tir 7.088n <8.0 O |
3D shading
8
1|
Hinh 2.4.29

O lién két s& nhan gia tri trd vé 12 mét con sb, tuong g vai thir ty khi ban tao
ra tirng Option Button trong vung xac dinh. Vi dy, khi ngudi dung chon tuy chon dugc ban
tao ra dau tién, 6 lién két s& nhan gia tri 1, khi ngudi dung chon tuy chon thir hai, 6 lién két
s€ nhan gid tri la 2...

Véi cach hoat dong nay, ban co thé st dung ham IF trong Excel két hop véi
Option Button dé ap dung trong rat nhiéu viéc. Ban c6 thé dat diéu kién, néu 6 lién két nhan
giatri1a 1,2, 3... thi két qua s& dugc hién thi trong tng. Dudi day 1a mot vi du:
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Cl
A

- fkl =IF(A3=1,"Xudt sac", IF(A3=2,"GI0I", IF(A3=3,"Kha", IF{A3=4,"TB Kha", IF[A3=5,"Trung Binh",IF{A3=6,"YEu",""]1]}]) |
B L 5 = r 5 i) 1 ) i3

Xéploai ciaban:  [Trung Binh

O link

[= TH]

5| Chon diém Trung binh hoc tip cua ban?

) Tir 9.048n 10.0 ) Tir 6.588n <7.0
) Tir 8.0 880 <9.0 @ Tir 5.088n < 6.5
O Tir 7088 <B.0 Chowdi 5.0
Hinh 2.4.30
e Check Box

Cac Check Box (hop kiém) cho phép ban dua ra cac tiy chon ma ngudi dung cé

thé bat hodc tit (chon hay khéng chon). Gibng nhu ciac Option Button, Excel v& cac Check
Box vo6i trang thai mac dinh 1a khong dugc chon. Néu ban mubén mdt Check Box cu thé nao

d6 xudt hién véi trang thai ban dau 1a duoc chon, ban dung hop thoai Format Control dé kich

hoat tiy chon Checked nhu da noéi trong bai trude.

Buée 1. Vao Tab Developer O Insert [ [ Check Box O V& biéu

tuong vao noi ban muon.

Formulas Data Review View Developer
8 =] N 5 Properties E—J J
?—F :_c.':ai:h X"" /f J-’ | Ll
o QA View Code & |
d-Ins COM Insert |Design Source |
Add-Ins + | Mode | d Run Dialog

Form Control: H |
=

|:i Aa = ab E .

ActiveX Controls Gidi tinh cua ban
|

= B R 8 DChecchmlz

e Ad#%

LI:I Chedc Box 13L

Hinh 2.4.31

Buoéc 2. Sau khi tao Check Box, ban bAm chudt phai vao Check Box,
chon Format Control va chon thé Control. Cac tuy chon Checked, Unchecked va
Mixed tuong Uung voéi cac tuy chon mic dinh cua Check Box 1a dugc chon, khong

dugc chon hodc khong x4c dinh. O lién két duoc lya chon tai phén Cell link.
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Gidi tinh
P

Gidri tinh eta ban

% cut JC0wen ]
43 Copy 1w
P — - "
[T Paste Format Object - R
B Edit Text ! ColorsandLines | Sze | Protection | Propertes | altText | Contral
Grouping g value
Order ’ ° é eckes
Assign Macro... Miced
%, Format Control... Cellink: | 53 B
3D shading
Hinh 2.4.32
Qua tang
Gi&i tinh cla ban 0 link
|:| Mam FALSE 0
C mi FALSE
Qua ting =IF(AND(K3=TRUE,K4=FALSE),"Caravat" IF(AND(K4=TRUE,K3=FALSE),"Khan vuan",""]]|

Hinh 2.4.33
H | J ke
Qua tang
Gidi tinh cla ban 0 link
[v] Mam TRUE
mir FALSE
Qua ting |Caravat
Hinh 2.4.34

e List Box & Combo Box

Cong cu List Box tao ra mot danh sach ma tir d6 ngudi dung c6 thé chon ra mot
muc. Cac muc trong danh sidch nay dugc dinh nghia béi nhitng gia tri trong mot day 6 da
dugc xac dinh trong bang tinh, va gia tri tra vé tai 6 lién két 1a sd thir ty ctia muc duge chon
trong danh sach. Combo Box cling twong ty nhu List Box, cai khac 1a cong cu nay chi hién

ra moi lan mdt muc trong danh sach, mudn xem nhirng muc khéc thi ban phai nhan cho n6

mo ra.

List Box va Combo Box khac véi nhitng cong cu diéu khién khac, boi vi ban phai
xac dinh mot day chira cac muc xuét hién trong danh sach. Nhiing budc sau day huéng dan

ban cach lam diéu do:
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Budec 1. Chon Tab Developer O Insert O # Combo Box ( hoiac & List
Box ) O V& biéu tugng vao noi ban mudn.

I Home Insert Page Layout Formulas Data Review View Develog

2 Record Macro A B— [ o |= Properties E
T & 5 8823 ]

=22 {5 Use Relative References E=2 | e view Code

Magcras Add-Ins COM Insert |Design Source
£t Macro Security Add-Ins | Mode | ¥ Run Dialog
Code Form Control | Controls
ct [ Combo Box Jo—={" 8(F—>] ListBox
=] Clde 8 ablH B =
Ngan hang ABC Ponvi :‘TEQI;OEDI:—; -
A HoAERRE 12 Dit lizu
lién két
Lai sudt hing nim 2.0% 24
56 thang 36
Thanh toin 48
Viti tao fE——— 56
Hinh 2.4.35

Buérce 2. Sau khi tao Combo Box ( List Box ), ban bam chudt phai , chon
Format Control va chon thé Control. Thiét 1ap cac tuy chon:

B ¢ o o Format Object g
Ngin hing ABC  Don vj: trigéu déng 0 link 5 - '_
— . ]hmm[mpuhﬁ AltText | Contrel |
Cho vay 15 g ________ - 1= —_— [t range: 5588
Lii sudt hang nim _2,%] 24 Cellink: os2]
o 3é |t 16 [rop downlines: |5
thing {—i ) 7] 30 shading
Thanh toin ($0.92) 18 Viing dir liéu
56 lién ket
] 8o dong dir
liéu hién thi
[ ][ conce
Hinh 2.4.36

Buwéce 3. Chon OK hoan thanh.
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' B I C ' D | E l
Nginhang ABC  DPonvi: triéudong O link -
Cho vay 15 1 12
L3i sudt hang nim 2.0% 24
S thang e A 36
Thanh todn 24 48

36
g 56
Hinh 2.4.37
A B C D E
Ngin hang ABC Ponvi: triéudéng O link -
Cho vay 15 2 12
Lii suit hang nim 2 24
S8 thing 7 36
% -
Thanh toan ]-13 - 48
56
Hinh 2.4.38

Vi du : Sau khi da tao xong Combo Box cho cac loai ky han, ban thiét lap cong

thirc vao 6 SO thang va dira vao d6 tinh 6 Thanh toan tién hang thang phai tra.

| c4 - (¢ £ | =INDEX($E$2:5€56,02)
2] A |(Name Box] g [ C D E
,  NginhangABC Ponmvi:tri¢gudong O link | Khan |
2 |Chovay 15 1 12
3 |Lai suit hing nim 2.0% 24
4 |S8thing 12 |~ 36
5  |Thanh toin (52.54) 48
6 56
Hinh 2.4.39

Khi ban thay doi gia tri bang cach chon Combo Box thi cac gia tri lién quan s&
thay d6i theo.
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o~ Fe | =INDEX(SES2:3ES6,D2)
DA [fAT|Name Box gy g D
. NginhangABC Domvi:triéuddng O link
2 Cho vay 15 1 -
3 |Lai suit hang nim 2.0%
4| |S6 thang 12 [‘\
5 Thanh toan _£82.54)
6

A B C D
Ngéan hang ABC on vi: triéu dong O Jink

M vay \ 15 3

L3i suabhing nam \ 2.0%

S8 thang 86 \ v
Thanh ton b ($0.92)
Hinh 2.4.40
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3. SUDUNG INTERNET
3.1. Gi6i thi¢u Internet ‘ w ‘
Internet 1a hé thong thong tin toan cau co thé dugc truy nhap cong cong gdbm cac

mang may tinh duoc lién két véi nhau. Hé thong nay truyén thong tin theo kiéu chuyén mach
6i dir liéu (packet switching) dua trén bo giao thirc dd duoc chuan hoa (giao thic TCP/IP).
Hé théng niy bao gdm hang ngan mang may tinh ciia cac doanh nghiép, ciia cic vién nghién
clru va cac truong dai hoc, ctia nguoi dung ¢ nhan, va cc chinh pha trén toan cau.

Tién than ciia mang Internet ngay nay la mang ARPANET do bd qudc phong My
lién két véi mot sb truong DH cua My thuc hién.

Hién nay nhu ciu khai thac thong tin trén mang Internet ngay cang ting. Vi vdy
trong chwong nay s& giéi thiéu nhitng khai niém co ban vé Internet, cac dich vu trén Internet
va cach str dung trinh duyét Internet Explorer dé khai thac thong tin trén Internet.

Mang Internet c6 thé chi dung lai & day néu nhu khong c6 sy ra doi cua World Wide
Web, dugc phat minh béi Tim Berners-Lee trong thoi gian 1am viée tai CERN (T6 chuc
nghién ctru nguyén tir cia Chau Au dit tai Thuy Si). Ong Tim d3 tim ra cach thuc dé may
tinh & cac vi tri, dia diém khac nhau c6 thé hién thi nhirg vin ban c6 lién két dén cac tap tin
van ban khac. Két qua nghién ctu cta 6ng Tim dé 13 ngdn ngir danh diu siéu vin ban
HTML (Hyper Text Markup Language).

Dé hiéu nguyén 1y hoat dong cia Internet theo cach don gian nhit, ta c6 thé hinh
dung thong tin gdi va nhan tir cac may tinh gidng nhu viée goi thu qua hé thdng buu dién.
Khi mudn goi thu, ngudi ta thudng dén mot tram buu dién gan nhat dé bo thu vao thung. Tai
day thu cua chung ta va cta nhiéu ngudi khac nita s& duoc phan loai theo dia chi rdi tiép tuc
duoc goi 1én tuyén cao hon. Quy trinh ctr tiép tuc nhu thé cho dén khi thu cua chung ta toi
dugc dia chi cia nguoi nhan.

Tuong ty nhu vay, khi nhan va goi thong tin trén Internet, thong tin can phai dugc
xac dinh dia chi duy nhét. Dia chi Internet cta cac tu liéu duoc quan ly béng bd dinh vi tai
nguyén dong dang URL (Uniform Resource Locator). Mdi trang Web khi duoc dua 1én
Internet s& c6 it nhat mot dia chi URL tham chiéu dén no.

3.2. Mot s6 khai niém
e Dia chi IP (Internet Protocol Address)

Khi tham gia vao Interntet, moi may tinh goi 1 host, phai c6 mét dia chi IP dung
dé nhan dang. Pia chi IPv4 duoc chia 1am 4 sb thap phan c6 gia tri tir 0-255, phan cach nhau
bang ddu chdm (vi du nhu: 172.16.19.5 hoic 172.16.0.3). Dé truy xuit trang chu cta PH
Cong Nghé Dong Nai thi gd IP 1a 125.234.251.138 vao trinh duyét.

Cach danh IP gém 4 s thap phan nhu trinh bay & trén goi 1a IPv4. Hién nay do
tdc do phat trién qua nhanh cua Internet, IPv4 (c6 chiéu dai 32 bit) da can kiét. Internet dang
chuyén d6i dan sang IPv6 (128 bit).
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e H¢ thong tén mién DNS (Domain Name System)

Dbi v6i con ngudi, cach truy xuat mot website (nhu trang chu truong PH Nghé
DPong Nai néi trén) bang IP nhu trén 14 rat kho nhé. Do d6 hé thong tén mién DNS gitip 4nh
xa gitra tén va IP gitip dé dang sir dung hon. Vi duy, www.dntu.edu.vn dé nhé hon nhiéu so
v6i IP 14 125.234.251.138. Tén mién DNS do cac DNS server dam trach, do dé chiing ta phai
tra phi hang nim cho viéc dang ky tén mién.

Cac phﬁn com, edu hay vn trong dia chi tén mién & trén duogc goi la tén mién cép
1, chia lam 2 nhom chinh:

Domain mang tinh t6 chirc:

Domain T6 chirc

com (Commercial) Thuong mai

edu (Educational) Gido duc

gov (Governmental) Nha nude

int (International) Té chuc quoc té

mil (Military) Quan doi

net (Networking) Tai nguyén trén mang
org (Organizational) Céc t6 churc khac

Domain mang tinh dia 1y: Gom 2 ky ty tit dai dién cho timg qudc gia, nhu vn (Viét
Nam), au (Uc), in (An D9), ...

% IAP

IAP (Internet Access Provider) 13 nha cung cdp dich vu duong truyén dé két ndi

v6i Internet, quan 1y cong (gateway) ndi voi qudc té. Cac may tinh & cac qudc gia khac mudn
két ndi v6i nhau phai co co sé ha tang, do d6 phai nhd dén IAP. Tai Viét Nam, IAP 13 cong
ty dich vu truyén sé liéu VDC thudc tong cong ty buu chinh vién thong, co quan thuc hién
tryc tiép 14 VNN.

< ISP

ISP (Internet Service Provider) 1a nha cung cap dich vu Internet cho céc to chirc
va c4 nhan. ISP phai thué duong truyén va céng ctia mot IAP. Viét Nam c6 nhiéu ISP thuong
mai: Cong ty dich vu truyén s6 liéu VDC, Cong ty FPT, ...

Khi dang ky v6i mot ISP, nguoi ding duoc cung cap mot tai khoan dé quan 1y
truy cap va tinh phi. Mdi tai khoan bao gdm tén (User name) va mat khau ding nhdp
(Password). Tai khoan nay thudng dugc luu sin trong cac thiét bi (nhu cic modem) duoc

cAu hinh bai ISP nén nguoi dung khong sir dung truc tiép.

3.3. Cac dich vu thong dung trén Internet
e Dich vu truy xuat tir xa (Remote Login)

Trang 203



http://www.dntu.edu.vn

Gido trinh Office 2013 nang cao

Dich vu truy xut tir xa cho phép nbi két, va sir dung mot may tinh & vi tri khac.
Vi dy, Telnet 1a mot dich vu cho phép remote login. Ngay nay, nhiéu dich vy an toan hon da
ra doi thay thé cho telnet nhu ssh, vpn. ..

e Dich vu thw dién tir (Mail Service)

Pé c6 thé giri hodc nhan céc thu dién tir (Electronic Mail - Email) tir bat cit mot
noi nao voéi diéu kién 1a ngudi nhén va ngudi gui phai c6 mdt dia chi Email va may tinh su
dung c6 ndi mang Internet.

e Dich vu tin dién tir (News)

Cho phép trao d6i cac bai bao va ban tin dién tir (bulletin) xuyén sudt Internet.
Céc bai bao duoc dat tai trung tim co so dir lidu trén sudt khong gian Internet. Nguoi ding
truy cap vao co so dir liéu d6 dé 1y vé cac bai bao ho can. Diéu nay lam giam tic nghén trén
mang va loai trir viéc luu trir nhiéu ban sao khong can thiét cia mdi bai bao trén ting hé
thong ctia ngudi ding.

e Dich vu truyén tap tin (FTP: File Transfer Protocol)

FTP 1a mot hé théng chinh yéu dé chuyén tai file gitta cdc may vi tinh vao
Internet. File duoc chuyén tai c6 dung luong rat 1én. FTP hau hét duoc st dung cho viéc
chuyén tai nhitng dit liéu mang tinh ca nhan.

Thong thudng, ban s& dung FPT dé chép file trén mot may cha tir xa vao may
ctia ban, viéc xtr 1y ndy goi 1a nap xudng (downloading). Tuy nhién, ban ciing c6 thé chuyén
file tir may ctia ban vao may chu tir xa, diéu nay goi 1 nap 1én (uploading). Thém vao do,
néu can thiét, FTP s& cho phép ban chép file tir mot may chu tir xa t&i mot may khac.

e Dich vu Web (World Wide Web — WWW)

Pay 14 dich vu dugc ding nhiéu nhat. Nguoi ta viét tit 13 WWW hay goi ngan
gon 1a Web. Web chtra thong tin bao gém van ban, hinh anh, 4m thanh va tham chi ca video
duoc két hop v6i nhau. Web cho phép ban c6 thé tham nhap vao moi ngd ngach trén Internet,
1a nhitng diém chta dit liéu goi 14 Web site. Nho c6 Web, nén du khong phai 1a mot chuyén
gia, ban van co6 thé sir dung Internet.

Phan mém st dung dé nap, dich va hién thi Web goi 14 trinh duyét Web (Web
browser). Hién nay, trinh duyét thong dung nhét 1a 13 Internet Explorer ctia Microsoft, ngoai

ra con c6 Mozilla Firefox, Chrome cua Google, Opera, Safari cia Apple ...

3.4. Trinh duyét web
3.4.1. Cac trinh duyét thong dung
Hién nay c6 rat nhiéu hang cung cap trinh duyét mién phi, nhung tyu trung lai c6

3 san pham thong dung sau:

v/ Chrome
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v/ Firefox

v/ Internet Explorer

3.4.2. Swr dung trinh duyét X
Khi cai dat may tinh thi phan mém IE da dugc tich hop san,

Dé khoi dong trinh duyét: Chon Start/ All Programs/ Internet Explorer.

R
Q@|B http:/fwww.google.... LP~a | g Google | | ﬁ rb,:? {§}

File Edit View Favorites Tools Help

Truy cép Google nhanh hon. Thém Google vio trang bét déu. OK Khong

+Ban Timkiém Hinhanh Tinticc Gmail Drive Lich Dich Anh Khic -

ViétNam V
< >

Google

Céc nut cong cu cho phép thuc hién cac thao tac nhanh hon. Churc ndng cua cac nit
trén thanh cong cu nhu sau:

- Back: Trd vé trang trudc do.

- Forward: Hién thi trang ké tiép trong lich st duyét.

- Stop: Ngung tai trang web hién hanh tir may chu.

- Refresh: Tai lai ndi dung trang Web hi¢n hanh.

- Home: Hién thj trang home, dia chi trang nay dugc config theo mdi may
khéc nhau, 1a website ty dong nap mdi khi khoi dong IE.

- Favorites: Danh sach nhitng trang Web ua thich.

- New Tab: Thém mdt Tab mai.

- Address: Dung dé nhap dia chi cta trang Web mudn truy cip. Thanh dia
chi cling hién lén dia chi cua trang Web hién hanh. Ban co6 thé Click vao hop tha
xudng dé chon dia chi ctia nhitng trang Web thudng truy cap.

- Current Tab: Tab hién dang hién thi.

- Tools: Chtra cac nhém cong cu cua Internet Explorer.

- Trang théi nap : Dung d¢ hién thi tién trinh nap trang Web khi trang
Web dang dugc nap. Sau khi nap xong biéu twong nap s& duoc chuyén thanh biéu
tugng Internet Explorer.

e Luu ndi dung trang Web
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Ngudi dung c¢6 thé luu ndi dung ciia cac trang Web trén may cuc bo, sau do ta co
thé xem ndi dung ciia cc trang nay ma khong can phai co két ndi Internet. Sau khi truy céap
dén trang Web can luu noi dung, chon Tools[IFile[/Save As, va chon vi tri cung vdi tén file
can luu.

e Luu cac dia chi thwong dung

Chirc nang nay gitip nguoi dung luu dia chi cia cac trang Web thuong st dung,

gitip nguoi ding khong can phai nhé chi ctia né. Sauk hi truy cap dén trang Web can luu dia

chi, Chon Favorites/ Add to Favorites, nhap tén cho dia chi muén luu->0K.

3.5. Tim Kiém thong tin trén Internet
Tim kiém thong tin 1a hoat dong phd bién ddi v6i ngudi sir dung Internet. So véi
thong tin duoc luu trit trén nhitng phuong tién khac, thong tin dugc luu trit trén Internet
phong phu va tim kiém dé dang hon. Ngoai ra, két qua tim kiém dat duoc nhiéu hon so voi
viéc tim kiém thong tin duoc luu trit trén cac phuong tién khac. Day 1a diém manh nhung doi
khi ciing 12 diém yéu cta Internet vi khi tim dugc qua nhiéu thong tin lién quan dén thong tin
can tim, ta phai tén thoi gian dé loc lai nhitng thong tin phii hop.

Hién tai c6 nhibu hing cung cdp dich vu tim kiém khic nhau: google
(www.google.com), microsoft (www.bing.com), yahoo (www.yahoo.com)... Mdi hang co
nhing diém manh va diém yéu riéng, tuy nhién dan dau hién nay la www.google.com.

Nhép thong tin mudn tim vao hop van ban roi nhan Enter hodc Click vao nit 1énh
Google Search. Thong tin tim kiém thuong 13 cac tir khoa (Keyword) hodc mot cum tir dic
trung nhét. Viéc chon tir khoa chinh xéc cho gitp cho vi¢c tim kiém dé dang, nhanh chong.

°@|E http://www.google... O~ & || B how to improve english - Ti... ‘ ‘ i * {é}

File Edit View Favorites Tools Help

+Ban Timkiém Hinhanh Tintie Gmail Drive Lich Dich Anh Khac -

GO ( ;81@ how to improve english

Web Hinh anh Video Mhiéu hon - Céc cdng cu tim kiém

How to improve your English skills - Learn English Free

www leamenglish defimprovepage_htm - Dich trang nay

Leam English Free - How to improve your English skills - Improve your Leaming
Skills.

70 ways to improve your English - Articles - UsingEnglish.com
www.usingenglish.com/.../70-ways-to-impro... - Dich frang nay

cila Alex Case
Start your own English language blog. Even for people who don't have to

write in English, writing can be a great way of properly learning the kind of
vocabulary ...

10 Simple Ways / Tips to Improve Your English | Malaysia Students v

waww malavsia-students com/ MAN-cimnleowave-ta-im - Nich trann nAv
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Chu y:
- Dit dau “ trude tir khoa dé yéu cau tim kiém chinh xac cum tir can tim (lién két
AND).
- Khong nén nhap vao nhimg tir khoa c6 ndi dung téng quat vi két qua tim kiém
s& rat nhiéu, théng tin duoc tra vé s& khong gan voi ndi dung mudn tim.
e Tim kiém ning cao véi Google
Trong trudng hop mudn c6 két qua tim kiém gan véi thong tin dang tim, ta sir dung
chtre ning tim kiém nang cao ctia Google (Advanced Search).
—  Find results: Dat diéu kién cho két qua tim kiém.
— With all of the Words: Két qua tim kiém phai bao gdm tat ca cac tir cAn tim
— With the exact phase: Két qua tim kiém phai c6 chinh x4c cum tir can tim.
— With at least one of the Word: Két qua tim kiém phai c6 it nhat mot trong nhing tir
can tim
—  Without the Word: Két qua tim kiém khong chtra nhiing tir ndy
Hién thi két qua tra vé: chon sd két qua tra veé tur hop ké tha, mac nhién s€ tra vé 10
két qua néu tim dugc tir 10 trang Web trd 1én.

Ngoai ra ta co thé dit thém diéu kién vao nhitng tiy chon khic nhu ngdn ngir, thoi

gian, dinh dang, ...

3.6. Dich vu Email
e Gioi thiéu
Thu dién tir (Email) 1a phuong ti€n lién lac vo cung tién loi trong thoi dai cong
nghé thong tin ngay nay. Str dung Email ta ¢ thé trao ddi thong tin véi ban bé, dong nghiép
trén toan cau ma khong quan tim dén viéc ngudi nhan ¢ dau.
Dia chi Email (Email Address), goi tat 1a email, 1a mot dinh danh duy nhét trén
Internet cho phép nguoi str dung giao dich véi nhau. Cau triic mot dia chi Email: <Tén tai
khoan>@<Tén mién>. Tén mién: Tén ctia may chu cung cip dich vu Email (Email Server),
tén tai khoan 1a tén duoc dang ky, dé phan bi¢t voi cac dia chi Email khéc c6 cung tén mién.
Vi du: ttentt@yahoo.com; email@dntu.edu.vn; list@hotmail.com; ...
Mudn goi email thi ngudi dung phai c6 ndi két Internet (hodc ndi két vao Mail
Server. Khi nguoi A g&i Email cho nguoi B, ndi dung thu s€ dugc luu trit tai Email Server.
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Chi duy nhit nguoi B ¢ thé dang nhap vao tai khoan ctia minh va doc tit ca Email géi cho
minh. C6 nhiéu cach dé lam viéc véi email: st dung Webbrowser dé st dung Webmail (néu
nha cung cip email c6 dich vu ndy), hodc ding cong cu khac.

Webmail 1 hé théng cung cép céc dich vu Email thong qua mot Website. Nguoi ding
st dung Webbrowser truy cap vao dia chi Website cua nha cung cép dich vy, st dung tai
khoan Email da duogc cung cﬁp dé sir dung cac dich vu Email. Mdt s6 webmail thong dung:
www.gmail.com, www.hotmail.com, www.mail.yahoo.com... Cach st dung cac dich vu
email ciia cac hang 16n gan nhu tuong tu, do dé trong gido trinh ndy chi tip trung mo ta vé
dich vu email ctia Google. Google tw dong hién thi ngdn ngit theo ving truy xuat email, tirc
1a tiéng Viét, va cung cap nhiéu dich vy khac dya trén tai khoan email ma thé gi6i rat ua
chudng.

e Dang ky tai khoan email

Méi ddi véi Gmail? Hoan toan mién phi va that d& dang.

bé dang ky mdt tai khoan Email mdi: tu
Webmail (chang han, tir trang www.gmail.com), chon Tao tai khoan »

muc Tao tai khoan.

Gici thiéu vé Gmail  Tinh ndng méil

Sau d6 dién cac thong tin vao biéu mau, va bAm nit tao tai khoan.
Luu ¥ 14 gmail yéu ciu ban phai c6 sb dién thoai di dong dé goi mi xac nhan nhim
bao v¢ ngudi dung.
Gougle tai khoan
Xéc minh tai khoan cua ban

M3 xac minh cia ban di dwoc gk dénm
Méu ban khéng nhan dwoc thur, hdy thir gk lai.

Nhép ma caa ban

Xac minh
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e Sir dung email véi Webmail

Sau khi da c6 tai khoan Email, truéc khi st dung Email phai dang nhap tir trang
www.gmail.com.

Céc email nhan dugc s& hién thi khi chon muc Thu.

Dé soan Email méi, chon niit Compose. Nhap ndi dung Email v6i cac muc nhu sau:
T6i (Email mot hay nhiéu nguoi nhan -cach nhau bang dau ;); CC (Email ngudi dong nhan);
BCC (Email nguoi ddng nhan nhung khong hién thi cho biét ciing nhan Email v6i hai nhom
Email & trén); Chu dé (Subject -tiéu dé Email); Body (ndi dung Email);

bé gdi file dinh kém Email, chon nat Binh kém. Sau do6 chon file can gdi di.

Chu y: sau khi st dung Email xong, ching ta phai Sign-out dé tranh viéc mat tai
khoan Email, bao v¢ thong tin riéng tu.

Loupgst £ Primary 22 Social W Promations +
| tabox
Starred O % B Vil
Impertant O 7r © Duyer
Chats |: T B Vom
Sent Mad =
O 7% ® Tan,'
s Tran Cuy -
I 1 O B Tanl
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Giri bang diém I&p B113 i nhi
EEEEEY . ... ohin

. To Dieu Pham CC: ngredni t‘I-::TJng_ kinh guri.
Tiéu de thu e 1A - e s
Cc  Tran Duy Thanh BCC: giong CC nhung ngudi nhin
Boc [Jhung nhat sé& khang biét (trir ngudi BCC)

1 v

Giri bang diém 16p B113
N1 dung thur guri

Chancic am - )
Dinh dang Dinh kém Chén hinh Xoa thw
Nt giri font FILE anh

ER: '06~0a

e Sir dung email voi Outlook Express

Outlook Express 1a phdn mém quan 1y Email cta

hang Microsoft Windows (twong tu v6i Thunderbird cua .
Account Information

Mozilla). Phdn mém nay cung cap hau hét cac tinh nang can [ No sccount svaisble. Add an e-mail account to r
thiét dé nguoi dung c6 thé quan 1y Email mot cach hi¢u qua. [
Outlook Express s€ giup giao tiép voi Email Server dé

chuyén-nhdn Email v61 mot sO tinh nang quan ly rat tién

Meodify settings for this account

gl

Account
Settings ~

Add Account...
Add an e-mail account ar ather
connaction

dung. Khoéi dong Outlook Express tor muc All Programs!]
Outlook Express.

)| Account Settngs..
__“_‘ Add and remove accounts ar change
existing eonmection settings

Dé sir dung email voi Oulook, dau tién ching ta phai khai bao tai khoan email cho
Outlook. Ttr menu Info, chon Add Account.

Sau do nhép thong tin email Sk R SEip
Click Mext to connect to the mail server and automaticaly configure your account settings,

Thanh cong cu:

- New E-Mail: Soan Email mégi. | © & mefiaccount

N N e . N ‘Your Mame: A
- Reply: tra 161 Email dang mo o ereie: e A
cho nguot goi. E-mai Address: gmai.com
. . Example: ellenBcontoso.com
-  Forward: G61 Email nhan duoc

Password: Eemm——

cho nhirng ngudi khéc. Retype Password:  =*=+=*="
Type the password your Intermet service provider has given you.

_rlg—“ﬁ €)=

Home Send / Receive Faolder Wi e

o -il' i Ignare X : —a : E ‘%
fEt A Clean Up - —

e

Mews Celete Reply Reply Forward
E rmiail " THome - = B Al
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3.7. Dich vu Office Online

Phan mém online 14 cac phén mém thuc thi tai cic may chu, va tra vé két qua cho
ngudi dung cubi. Office Online 14 mot trong cac phan mém online duoc cung cap mién phi,
cho phép nhiéu ngudi dung dong thoi soan thao mot vin bang, bang tinh, file trinh dién
online, dd hoa.. va chia sé cho nhitng ngudi khac voi kha ning phan quyén gitip bao vé
thong tin dugc toa ven. Office Online ngay cang tién dung va manh mé khi cong nghé di¢n
toan dam may dugc cac hing 16n dau tu phat trién trong cac ndm gan day. Co nhiéu hing
cung cép Office Online nhu Mirosoft véi dich vu Officelive, Google voi Google Docs &
Spreadsheets, ThinkFree Online va Zoho Office Suite ... Trong tai liéu nay chi dé cap dén
dich vu cua Google, 1a Google Docs (soan thdo van ban -) & Spreadsheets (bang tinh) ¢ dia
chi https://docs.google.com. Ban phai c6 tai khoan gmail dé dang nhap va sir dung dich vu
mién phi nay.

Google docs

Create new »  Upload. .. Documents ¥ Images & videos v More options v
5 Document
Presentation

Spreadsheet

Drawing

=:]
B Form
o]
-a Callection

No
items

Fromtemplate..  fip me

Sau khi dang nhap, tir man hinh chinh cua googledoc, chon Create new, va chon tiép
Document (néu soan vin ban), Presentation (néu soan thao trinh dién), Spreadsheet (néu
soan thao bang tinh)...

Gmail Calendar Documents Photos Reader Web more v jmail.com | Setti
GDDglE docs  Untited document & Privatetoontyr | Save now | | & Share =

File Edit View Inset Format Tools Table Help

2 o A Bl Normal teat * Arial v ipt » B T U A~
Sro@ EiE== Esam E

.|...=...|...1...|...2...|...3...|...4...|...
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Man hinh soan thao cua googledoc vé6i chirc ning gidng nhu véi ban Office thong
thuong, do do cach sur dung hau nhu tuong tu, hoc vién tu tim hiéu.

Sau khi soan thao xong, ngudi dung c6 thé download file vé may minh bang cach six
dung menu File — Download as. Hodc c6 thé chia sé tai liéu nay cho nhiéu ngudi xac xem
hay dong soan thao bang cach bAm nut Share va phan quyén.

Download as »  CSV (current sheet)
= Save SHES T HTML (current sheet)
=1 Print Cirlen Text (current sheet)
0 Excel
1 OpenOffice
12
1 PDF...

3.8. Dich vu chia sé thong tin truc tuyén

V6i sy phat trién ciia may chup anh s6, dién thoai chup anh, ngay nay hau nhu nguoi
nao cling co thé chup dugc anh moi luc moi noi. Cac anh ) nay co thé duoc upload 1én
internet, quan 1y theo ngay thang, noi chup, va chia s¢ cho nhiéu ngudi hodc chi don gian 1a
noi luu anh an toan cho chinh minh. Nhiéu dich vu cung cép chirc ning luu d4nh mién phi,
nhung thong dung nhat 1 dich vu Web Picasa ctia google hd tro tiéng Viét va hé thong ban
d6 qudc té. D nhién 13 ban phai c6 tai khoan ciia google.

Truy xudt vao trang https://picasaweb.google.com, chon néit Tai 1én, nhdp thong tin
vé album hinh, sau d6 tién hanh upload hinh. Vi giao dién tiéng Viét than thién, hoc vién tur
tim hiéu va sir dung chirc nang quan 1y — xem anh.

3.9. Dich vu Online Calendar

Ngay nay, toc d0 cong nghi€p yéu cau ching ta unipatmem teuas

phai sip xép va bd tri lich biéu, nghi nhé cic ngdy 18, sy 2zam  ww  ekeuw  aowi e
kién quan trong, nhic nhd cic cong viéc can lam.... |G el

Thong thudng ngudi ta hay st dung PDA (mdy tro gifp | M*“=t4n | Tmiiism

ca nhan nhu Palm) hay cac dong smart phone nhu Iphone, Bin dden

Windows phone, Adroid phone..). Tuy nhién, dich vu lich ”d’ r e

truc tuyén 1a khong thé thidu vi né ddng bé lich véi PAD, e

Smartphone, gitp ngudi dung soan thdo, xem lich moi lac

moi noi. Néu ban dang sir dung smflrtphone thi khong thé LA nikc mﬁﬁ;
bo qua dich vu nay, va dung quén dong bo ca danh ba dién Théen i v

thoai dé khong bao gid bi mat danh ba ngay ca khi bi mat dién thoai.
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Tai lidu nay chi d& cap dén dich vu Calendar ctia Google. Pang nhap vao tai khoan
gmail tir trang https://www.google.com/calendar

Ban c6 thé xem lich theo ngay, tuan, thang. Dé them su kién cho lich, click nut Tao
su kién, sau do nhap thong tin cho su kién: tiéu dé, dia diém, thoi gian, mo ta, 101 nhéc...
Véi giao dién tiéng Viét than thién, hoc vién tu tim hiéu va sir dung chirc nang quan 1y lich
online.

Mhap dé thém tiéu dé

222011 13:00 abn 12:00 2212011 | Wi gidr
[ cangdy I Laplai..
Chitidt sy kign  Tim thivi gian

Bia diém
Lich Rgrnail.com 'I
M ta
&
L&i nhidc [Email = 10 [phat 7] =
[Cira sdbdt e =| 10 [phit =] =
Thiben léri nhidc
Google lich Tim koben trbn lich e 181 | 18t 8 st i
—— k]
Tao sy kil Héen nay IIIIHHH-"!! Thisi @l th 3, 1 thiing hai_ 08:30 — 09:30
thang hei 2011 @O L N g |
2 3 4 85 5 7 1 M;:L | s 1ai vk Cuang
M1 2 3 4 5 8
T8 OB WM 2ZNY Tao sy kibn | Chinh sire chi tht s kidn »
14015 16 17 18 19 20 o

céng _
e L
Thim | Gl
o
Lich khaéc
[Thémich ciatant | T

3.10. Google Form ‘
Bat cir doanh nghi€p nao cling can

nhitng v kién cua khach hang de hoa:[ O S 1 e d O C S
déng va c6 huéng kinh doanh tt hon. Dé U

co thé khao sat va lay y kién ctua nguoi

dung thong qua cac phiéu khao sat thi rat - ° @
khé khdn va tén kém vé mit thoi gian va £ ‘

tién bac. V&i sy phat trién manh mé cua
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cong nghé thong tin hién nay, Google,Microsoft va rat nhiéu hing phian mém khac di dua
dén cho doanh nghi¢p mdt cong cu hét suc tién dung va tiét kiém thoi gian, tién bac nhung
lai mang lai hiéu qua cao cho cong viéc khao sat hay lay y kién tir khach hang. V&i Google
Form (Microsoft hay cac hing khac twong tw) thi chi vai 1an click chudt ban d3 tao ra duoc

mot ban khao sat Online nhanh chéng, tién dung va khoa hoc giri dén khach hang.

e Tao myt Google Form

Dé tao mdt Google Form thi ban can phai c6 tai khoan google (Gmail) — néu chua c6
ban c6 thé tao méi hoan toan mién phi.

Khi da cé tai khoan Google, ban truy cap vao trang drive.google.com va dang nhap voi
thong tin tai khoan ctia minh.

Chon myc “Tao / Mau

Drive

29

nhu hinh bén dudi dé tién hanh tao Google Form:

Tao mit thir mye Online gilip ban phin

TAO loa, quin 1 i liéu t6t hom

Tao mot £l ligu vin ban (doc)

Tai ligu T .:
é T i tai ligu trink chigu

(Power Paint)

Tio mot béng tinh Excel

Tao mot ban khao sit | ding ky

Unlime

1 Thiét ké ban khao sat Online ciia ban

Trudce khi thiét ké giao dién cho form ctia minh. Ban can luu y moét s6 tuy chon sau cho
Form ctia minh :

5. - sy ¥
+ Caidat bieu mau

¥ Yéu ciu dang nhap BH Céng nghé Dang Nai dé xem biéu mau nay
Tuw déng thu thap tén nguai ding DH Cdng nghé Déng Nai cla ngurai tra 16i

Hién thi thanh tién trinh & cudi trang bigu méu
Chi cho phép mét phan héi méi nguai (yvéu cdu dang nhép)

Xao trat tur cdu hai
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e Yéu ciu ding nhiap (PH Cong Nghé Ddng Nai) dé xem biéu mau nay: Ngudi nhan s&
duoc yéu cau dang nhép tai khoan Google doanh nghiép/td chirc ctia ban dé tra 10i
form.(Ban phai stir dung tai khoan cia doanh nghiép/té chirc cua minh dé tao form) ->
Chi khao sat trong ndi bo.

e Tu dong thu thap tén ngudi dung (PH Cong Nghé DPdng Nai) ciia ngudi ding: Google
s& thu thap tén ngudi tra 101 form theo t6 chirc ctia ban.

e Hién thi thanh tién trinh & cudi trang biéu mau: Hién thi % nguoi tra 16i d3 hoan thanh
form.

e Chi cho phép mét phan hdi mdi ngudi (yéu cau dang nhap): chi cho phép ngudi tra 1oi
guri form 1 1an — Google s& bét budc ngudi tra 161 ding nhap (tai khoan google) trude
khi tra 161 form.

e Xdo trat ty cAu hoi: Cau hoi s& dao 16n ngau nhién khong theo trat tu ban thiét ké

form.

Giao dién chinh ciia man hinh thiét ké Google Form:

Trang 1/ 1

Phiéu Pang Ky Hoc Tin Hoc A/B

. : A" |
Tiéu d& Cau hdi | M& Sa Sinh Vién|
Van ban Tro gidp Mhap M3 Sé Sinh Vign Cia ban
Loai Cau hai Van ban =
Cau tra loi

» Cai dat ndng cao
Céu héi bit bude

Thém muc

Google Form cung cap cho ban nhiéu loai cau tra 161 dé giup ban khao sat dé dang
hon: van ban, van ban ctia doan van (doan van ban), nhiéu lya chon, hdp ki€m, chon tir danh

sach, ngay.......
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Loai Céau hdi Van ban

Van ban cla doan van

Mhiéu Iira chon

"""""""""""""" Hép kiém
» Cai dat nang cao . ,
Chon tir danh sach

Lurdi
Thém muc - Ngay

Thei gian

e Vin ban: Cho phép ngudi tra 161 nhap vao 1 doan vin ban ngin (vi dy: ho tén, mssv,
16p,....)

Tiéu dé& Cau hi Ma S Sinh Vién
Van ban Tro gidp Nhap M3 Sé Sinh Vién Ctia ban
Loai Cau hai Vin ban -

» Cai dat nang cao
Cau héi bét bude

e Vin ban ciia doan: Cho phép nhip vao 1 doan vin ban (vi du: phan hoi caa khach
hang vé san pham....) — bén canh do6 ban con cé thé thiét 1ap so ky tu tdi thi€u (toi da)
cho cau tra 161 thong qua phan xac thyuc dir lidu.

| D W

Tidu dé Cau hol ‘ Y kién ciia ban a8l véi TTTH ‘

Van ban Tro gitp

Loai Cau hoi Van ban ciia doan van -

~ Cai dat ndng cao

Xac thuwre diF lidu

- -

Cau héi bat budc
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e Nhiéu lra chon: Cho phép dua ra nhiéu Iya chon trong Form (ngudi ding chi duoc
chon duy nhat 1 gia tri ) (Radio button)
Tiéu d& Cau hoi Ban mudn hac may ngay / tudn
Van ban Tro gidp

Loai Cau hai Nhiéu Iva chon - Bi t&i trang dwra trén cdu tra 1

1 ngay
2 ngay
3 ngay

hodc Thém "Khac"

» Cai dat nang cao
Céu héi bét budc

e Hop kiém: tvong tu nhu radio button, nhung nguoi dung ¢6 thé chon nhiéu gia tri
dong thoi. (Check box)
7’

Tiéu d& Céu hoi | Chon mén hoc déng ky|

Van ban Tro gitp

Loai Cau hai Hép kiém ~

Tin Hoc A

Tin Hoc B

hodc Thém "Khac"
» Cai dat nang cao
Cau hdi bét budc

e Chon tir danh sach: tuong tuy nhu radio button, chi khac & phﬁn giao di¢n hién thi
(nguo1 dung bam vao miii tén s€ hién thi mdt danh sach dé lya chon) (Combo box)
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’
Tiéu dé Cau hoi [Chon nori hod |

Van ban Tro gidp

Loai Cau hai Chon tir danh sich « Bi téri trang dura trén céu tra 1&i

1. BH Céng Nghé Dbng Mal

2 Co 5S¢ 1

[#%)

Co 56 2

» Cai dat nang cao
Cau hai bat budc

Trén dady la cac cong cu co ban, hoc vién tw tim hiéu thém mot so cong cu con lai.
e Hoan thanh Google form va chia sé:

O Xem lai Form truoc khi guri
Sau khi thiét ké giao dién form xong, dé xem form (& giao dién ngudi ding) nhu thé

nao, da hop 1y chua thi google cung cap cho ngudi tao form chirc ning xem biéu mau truc

tiép.
Tur thanh cong cu ban chon “xem biéu miu truc tiép” nhu hinh:
- Ut [
) . e P ‘o i, si .
utrd l&i (0) Cdngcu Tiénich bd sung Tro gidp &t ca thay ddi d& lwru trong Drive

chadé [ Xem céu tra Ifri[ E Xem biéu méu trwec tiép ]

Ban mudn hoc may ngay / tudn
1 ngay
2 ngay
3 ngay

Google Form sé hién thi ¢ giao dién nguoi ding cho ban xem thi :
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Phiéu Dang Ky Hoc Tin Hoc A/B

Ma S& Sinh Vién
Mhap MA S8 Sinh Vién Cia ban

Ho va Tén
Ldp

Y ki€n cda ban d&i véi TTTH

Ban mudn hoc may ngay / tuan

1 ngay
2 ngay

3 ngay
Hoan tdt va chia sé Google Form

Sau khi thiét ké giao dién cho form xong, ban cé thé chon céc tity chon (néu mubn)
sau d6 bam bam giri biéu miu dé két thiic qua trinh tao Form.

Trang xac nhan
Céu tra l¢i clda ban da duoc ghi lai

v Hién thi lién két dé glri céu tra 1&i khéc
Xudt ban va hién thi lién két céng khai dén két qua cia biéu mau ?

Cho phép nguwai tra & chinh sira cdu tra 1&i sau khi gle

Gui Form khéo sat cho nguoi dung/ khach hang....
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o G lnk e ticp
Gri biéu mau
Lién két dé chia sé
‘ hitp://goo. gllforms/kqUIvF LBV ‘ —

) hia b |# ani v4 hdi
Chia s6 lién két qua m n u Chia s én mang x4 b
il

Gitri qua Email
B4 Gl bidu mau qua email:

+ Mhdp tén, dia chi email hodc nham...
Ban mudn méi nguéi chinh sira khéc véo biéu mau nay? Thém cdng
fac vién.

Dé xong Két thiic qui trinh tgo Form

O Xem cau tra loi

Sau khi ngudi dung/ khach hang tra 101 khao sat xong, Google s€ tu dong luu lai
thanh mét file Excel cho ban dé dang quan ly.

Tw giao dién thiét ké form, ban co thé chon xem cdu tra loi truc tiép :

- Ut -

utrali(0) Céngcu Tiénichbdsung Tro giip Tt cathay déi da lru trong Drive

dghadée [ Xem céu l’é i EQ} Xem bifu miu trwc tiép

Ban muén hoc may ngay / tudn
1 ngay
2 ngay
3 ngay

Hodc vao Google Drive ciia ban mé file (Excel) thong ké cdu tra 16i ciia Form twong vmg:
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Hay thir Drive mail

Ching t6i s& lam viéc tich cuc dé tao ra mot tréi nghiém don gidn, nhanh chong va twei méi cho ban.

Drive cla tbi

TIEU BE CHU 5o HOU sira 861 LAN cudl

A backdrop.pdf Buoc chia sé tadi 08 thg 10

Dang Ky MOS téi 22thg 1w

Dang Ky MOS (Céu tra 1&1) Buoc chia sé tdi 22 thg 1 Duong Minh Luc
Danh Sach Dang Ky ERP tadi 10 thg 1

Danh Sach Dang Ky ERP (Céu tra 1&1) Duoc chia sé tdi 10 thg 1

Phiéu Béng Ky Hoc Tin Hoc A/B i 18:33 14

Phiéu Bang Ky Hoc Tin Hoc A/B (Céu tra |éi) tai 18:33 nguéi ding khing x:
$ SpeakingEHForChild.rar Swoc chia sé tai 15 thg 11 1

I Thibai nelf 5o chis o2 Al N2 the A0 .=

Giao dién thong ké cdu trd 1oi khdo sdt:

=] Phiéu Bang Ky Hoc Tin Hoc A/B (Cau tra 16i) [ phuc.trannguy en @un dntu.du.vn
Tép Chinhsira Xem Chén Pinhdang Difliéu Congcu Biumdu Tiénichbdsung Trogitp  Chinh siva lin cudi duoc thuc hign cach day 3 gio bei n danh [ e
& e o~ T ¢ % 0 00 1237 Adal - |10 - B I 5 A. - H- =-1-5 cocBHMWMY-Z- & -
fx Déu thai gian
A B c D E F G H 1

1 |Déu thai gian 1ma S6 Sinh Vign Ho va Tén Lop ¥ kién ctia ban @i véi TTTH Ban muén hoc méy ngay Chon mén hoc dang ky  Chon noi hoe
2

3

4

5

3

7

8

9

10

11

12

13

14

15

16

17

18

19

20

pa

22

4. AN TOAN THONG TIN
Phan nay s¢€ trinh bdy cach bido v¢ may tinh, chang han nhu: Thiét lap mat khau cho

may tinh, ma hoéa dir li¢u bé“mg Bitlocker, cach nén tap tin voi mat khau va cubi cung la virus
may tinh.
[ Thiét 1ap mat khau cho may tinh
Viéc thiét 1ap mat khau cho may tinh 13 v6 ciing quan trong, n6 bao vé dit liéu ca nhan

cua nguoi sur dung, dac biét 1a nhirng dir liéu nhay cam.
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C6 rat nhiéu cach d& md man hinh thiét 1ap mat khau cho may tinh, cach nhanh nhat
1a trong hop tim kiém (Windows + Q) ta gd tir user, chuong trinh s& hién thi User account

cho phép ta mé man hinh quan 1y tai khoan:

Search

Bverywhere -

Add, delete, and manage other
User accounts

Chon User Accounts ¢ trén ¢¢ mé man hinh quan 1y tai khoan.

Nhan chon “Create a password for your account”:

@QVL}E <« All Control Panel Items » User Accounts - |¢?| | Search Control Panel el |

Control Panel Home
Make changes to your user account

Manage your credentials R X
Create a password for your account

Create a password reset disk

drthanh

Administrator

Change your picture
Link online IDs

(5] .
By Change your account name

m

Manage your file encryption

] . .
cerfificates ®¥ Change your account type

Configure advanced user

fil rti 5
RECRCEPIOperties ®¢ Manage ancther account
Chgnge R Environment # Change User Account Control settings
variables ;

Man hinh thiét 1ap mat khau s& xuét hién:
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& ' C=RRCN X
@kaﬂ <« User.. » Create.. - | 4 | Search Con... S |
Create a passwao rd Tfor your account -

drthanh

Administrator

MNew password

Confirm new password
If your password contains capital letters, they must be typed the same
way every time you log on.
How to create a strong password

m

Type a password hint
The password hint will be visible to everyone who uses this computer.
What is a password hint?

[ Create password H Cancel ]

- New password: Nhap mat khau (nén nhap mat khau két hop cac ky tu, sd, ky hiéu) dé
tang d0 manh cho mat khau.

- Confirm new password: Nhap lai mat khau (nhap giong nhu muc New password).

- Béam Create Password d¢ thiét 1ap mat khau. Sau khi thiét 1ap xong thi ta c6 thé d6i

mat khau (Change your password), x6a mat khau (Remove your password).

Make changes to your user account

Change your password
drthanh
Administrator
Password protected

Remowve your password

Change your picture

By Change your account name

Poi véi may tinh sir dung tai khoin Microsoft:

Déi v6i nhitng nguoi st dung windows 8/8.1 thi s& c6 mot hé thong Store danh riéng
cho windows (tuong tu véi Windows Phone). Thong qua store ngudi ding ¢ thé cai cac ung
dung chay ¢ dang Metro ( Windows Mail, Game,...). Pé vao duoc store thi may tinh ctia ban
bét budc phai st dung tai khoan Microsoft. Bai hudng dan sau sé gitp ban :

Tuong tu nhu trén, ta Search “user” va chon “Add,delete, and manage other user

accounts”
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Search

Accounts Manage other accounts

I Add an account

Your account

Sel up an account for assigned access

Other accounts

Nhap tai khoan Microsoft cuia ban vao khung:

How will this person sign in?

What email address would this person like to use 1o sign in to Windows? (If yvou know the

address they use to sign in to Microsoft services, 'lk' t her

This person can sign in to easily get their online email, photos, files, and settings (like browser

history and favornites) on all of their devices. They can manage their synced settings at any time
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Sau khi nhap hé théng s& yéu cau Password. Dién mat khau tai khoan Microsoft ciia
ban vao va két thiic. Luc nay may tinh ctia ban da c6 thé truy cap Store va tin hudng nhing

ung dung danh riéng cho Windows 8/8.1.

[] M4 héa dir liéu bing Bitlocker
Chtrc ning nay rat quan trong hiru ich giup ngudi sir dung bao vé duoc dit lidu, ké ca

dir liéu duogc luu trit trong USB khi khong may bi mat. Cu thé ta s& dé cap to1 3 van dé sau:

v/ Kich hoat tinh nang Bitlocker
v/ Hicu chinh thong tin Bitlocker
v Phuc hdi mat khau

v/ Ngung kich hoat tinh nang Bitlocker

Ta bét dau thuc hién Bitlocker:
¢’ Kich hoat tinh nang Bitlocker

Data (E:)

S0 13168 free of 136 GB

Removable Disk (H:)

) —— Open
"7 230 GB free of 3.65 GB F
Open in new window

Turn on BitLocker...

Open AutoPlay...
Share with 3

@) SVN Checkout...
) TortoiseSVN 3

Bam chuét phai vao USB/chon Turn on BitLocker...Man hinh Starting BitLoker xuét hién:
. - _—

o) B BitLocker Drive Encryption (H:)

Starting BitLocker

Please wait while BitLocker initializes the drive.
—

1. Do not remove your drive during BitLocker setup.

Cancel
"4

Doi mot thoi gian ngan, man hinh chon kiéu ma hoa s€ xuat hién:
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r =

(&) B BitLocker Drive Encryption (H:)

Choose how you want to unlock this drive

Use a password to unlock the drive

Passwords should contain upper and lowercase letters, numbers, spaces, and symbols,

Typeyourpassword:  ssesssss

Retype your password: | ssssssss]

[7] Use my smart card to unlock the drive
You will need te insert your smart card. The smart card PIN will be required when you unlock the drive.

Chon Use a password to unlock the drive, nhap mat khéu rdi bAm Next.

Man hinh chon tép tin phuc hoi s& xuat hién nhu bén dudi:

R . o o
g %&u BitLocker Drive Encryption (H:)

How do you want to store your recovery key?
I you forget your password or lose your smartcard, you can use your recovery key to access your drive.

We recommended that you save your recovery key to a file and print it.

-

< Print the recovery key

What is a recovery key?

L

Chon Save the recovery key to a file, luu vao mot 6 dia cing nao d6 (cha y 14 luu trong thur

muc nao do cua 6 cing, khong luu ¢ ngoai):

% Save BitLocker Recovery Key as

@\;‘)vl » Computer » Data(E) » baomat - |4,| ‘ Search baomat jel
Organize « MNew folder §= =
o Music ~ Name : Date modified Type
&) Pictures
£ Subversion Mo items match your search,
E Videos

1% Computer
&, Local Disk (C3)
a Software (D) =
—u Data (E)
&4 CD Drive (G))
e Removable Disk

[0

- 1
-

BitLocker Recovery Key CO4ETCAD-2CD7-4FBC-BCA5-34ATAAFCALAD bt -

File name:
)

Save as type: | Text Files

Save | [ Caned |

= Hide Folders
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Ta c6 thé xem nodi dung cua tap tin khoi phuc nay (chu ¥ Bitlocker Recovery Key):

v ——
@-\:/-v| » Computer » Data (E) » baomat
Organize = j Open = Print Burn Mew folder
¥ Favorites Narne Date modified Type Size
Bl Desktop | BitLocker Recovery Key CO4E7CAD-2CD7...  20/08/2013 1:25 PM  Text Document 1KB
& Downloads -
%] Recent Places "] BitLocker Recovery Key CO4E7CAD-2CD7-4FBC-BCA5-34AT6AFCALAD. txt - Notepad = | B |

File Edit Format View Help

4 Libraries EitLucker Drive Encryption Recovery Key The recovery key is used to recover the data on a =
| Documents BitLocker protected drive.

,J“. Music

[ Pictures To verify that this is the correct recovery key compare the identification with what is presented

5 subversion on the recovery screen.

B videos

Recovery key identification: CO4E7CAD-2CD7-4F
Ful recovery key identification: CO4E7CAD-2CD7-4FBC-BC45-34A76AFCA1AD

M Computer

&, Local Disk (C:) BitLocker Recovery Key:
s Software (D) 145519-125884-621522-288574-188958-471691-404778-698984
= Data ()]

&4 CD Drive (G:)
= Removable Disk (H:)

Tiép tuc bam nait Next, man hinh Start Encrypting xut hién:

==X
@ Q\g‘ BitLocker Drive Encryption (H:)

Are you ready to encrypt this drive?
You will be able to unlock this drive using a password.,
Encryption might take a while depending on the size of the drive.

Until encryption is complete your files will not be protected.

[ Start Encrypting ][ Cancel ]

L

Bam nut Start Encrypting dé bt dau ma hoéa, tuy vao toc d6 xir 1y cia mdi mdy tinh ma
thot gian cho s€ 1au hay mau:

P

BitLocker Drive Encryption

% Encrypting..

Drive H: 74.7% Completed

/1 Pause encryption before removing the drive or files on
the drive could be darnaged.
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Cho cho t6i khi qua trinh ma hoa két thic:

-

==

BitLocker Drive Encryption

% Encryption of H: is complete.

Close

b

Bam Close dé dong man hinh thong bao nay, quan sat 6 USB sau khi mi hoa:

1% Computer
&, Local Disk ()
ca Software (D:)
= Data (E)
4 CD Drive (G:)
% Removable Disk [H:)

m,

&‘ﬂ Metwork

.L'

- —

THANHTRAN Workgroup: WORKGROUP
Processor: Intel(R) Core(TM) i3 CP...

- SNEE)
L - _ N N
@\J'L’“ » Computer » + [ 44| [ Search Computer o
Organize = Systern properties Uninstall or change a pregram Map network drive ~ » B+ O E@l
-
4 Hard Disk Drives (3)

wal Libraries

— Local Disk (C:) Software (D:)

j Documents — __ — -

o Music 391 GB free 0f 91.2 GB S0 103 GB free of 70.5 GB

[ Pictures Data (E:)

=) Subversion e

S =
B videos =SV 131 GB free 0f 136 GB

4 Devices with Removable Storage (3)

G DVD RW Drive (F)

%" Removable Disk (H:)

o 230 GB free of 3.65 GB

Memory: 4.00 GB

%7 D Drive (G2

Nhu vay d3 mi hoa thanh cong, tir day khi USB duoc gin vao cic may tinh thi hé thong s&

yéu cau nhap mat khau:
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' =)

%@l BitLocker Drive Encryption (H:)

This drive is protected by BitLocker Drive Encryption

Type your password to unlock this drive

[7] Show password characters as | type them

[] Automatically unlock on this computer from now on
| forgot my passward

W

Why do | have to unlock the drive?

Unlock ]l Cancel

QL
Nhap mat khéu xong, bam nat Unlock dé gidi ma.

"? AutoPlay |. = et e

""!% Removable Disk (H:)

General options

Open folder to view files
using Windows Explorer

& Use this drive for backup

- iﬂ_.f' using Windows Badkup

+'i"‘,’ Speed up my system
=irg W

1sing Windows ReadyBoost

L2

View more AutoPlay options in Control Panel

ke

Néu ta khong nhap mat khau va cb gang truy xuat vao USB thi s& nhan duoc thong bao:

8 Computer rLD-caﬂon is not available @1
&, Local Disk (C) P
—a Software (D) { ;
—a Data (E:) Access is denied.
&3 CD Drive (G:)

O Removable DisL(H-.r/

| H:\is not accessible,

LY

b

¢’ Hiéu chinh thong tin Bitlocker
Pé hiéu chinh duoc thong tin Bitlocker cho USB da bi ma hoa thi ta phai nhap mat

khau giai mi trudc, sau d6 bAm chudt phai vao USB r6i chon Manage Bitlocker:
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%‘ Removable Disk (H:)
= —

= 230G Open
Open in new window
Manage BitLocker...
Open AutoPlay...

Share with 4

&) SVN Checkout..

Sl

Man hinh hiéu chinh thong tin s& xuat hién nhu bén dudi:

-
(@) B BitLocker Drive Encryption (H:)

Select options to manage

% Change password to unlock the drive
= Remove password from this drive

2 Add a smart card to unlock the drive
< Save or print recovery key again

= Automatically unlock this drive on this computer

Close

Ta chi cin quan tim tdi hai chirc nang sau:
- Change password to unlock the drive: Hién thi man hinh d6i mat khau.
; ;

@ %@' BitLocker Drive Encryption (H:)

Create a password to unlock this drive

You should create a strong password that uses upper and lower case letters, numbers, symbols, and
spaces.

Type your password:

Retype your password:

Tips for creating a strong password.

- Nhap mat khau moi can thay doi roi bam nat Next, sau khi 61 mat khau thanh cong,
man hinh dudi day sé xuat hién:

BitLocker Drive Encryption I&

..‘j Your password has been changed.
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e Remove password from this drive: X6a mat khau.
v Phuc hoi mat khau
Doi khi ta quén mat khau giai nén, dé phyc hoi lai thi ta s& lay khoa dugc luu

trong tap tin ma lic dau ta tién hanh ma héa (xem lai phan trudc):
==

[ | 8 BitLocker Drive Encryption (H:)
() e yp ol

This drive is protected by BitLocker Drive Encryption

Type your password to unlock this drive

Show password characters as | type them

HAutomatically unlock on this computer from now on

Iforgot my password

Why do | have to unlock the drive?

Cancel

Tai man hinh yéu cau nhap mat khau, ta chon I forgot my password, man hinh

Unlock this drive using your recovery key xuit hién:

=

@ f{)lcxu BitLocker Drive Encryption (H:)

Unlock this drive using your recovery key
If you don't remember your password or you don't have your smart card, you can use your recovery
key to unlock the drive.

“four recovery key was created when BitLocker was first set up. The recovery key might have been
saved or printed, or you might need to get it from your system administrator (depending on your
company’s security policy).

“Your recovery key can be identified by: CO4E7CAD

Get the key from a

‘& Typet rery key
- Type the recovery key

Cancel

Trong man hinh nay, ta chon Type the recovery key d¢ hién thi man hinh nhap

ma phuc hoi mat khau xuat hién, tai man hinh nay ta sao chép “BitLocker Recovery Key:” &

trong tap tin bén trén vao day roi bam nut Next:
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. )

@ %e' BitLocker Drive Encryption (H:)

Enter your recovery key

Type your BitLocker recovery key:
145515-125884-621522-288574-188958-471651-404778-658584

( \_f ) More information

%

Tap tin c6 chira ma phuc hdi, ta chép BitLocker Recovery Key & dong bdi den
bén dudi vao 6 Enter your Recovery key & man hinh trén (ma nay sé khac nhau tng véi mdi
thiét bj phan cimg khac nhau).

F 5

| BitLocker Recovery Key CO4E7CAD-2CD7-4FBC-BCA5-34AT6AFCAIAD txt - .. L= |/ [meeiSem

| Eile Edit Format View Help |
Ful recovery key identification: CO4E7CAD-2CD7-4FBC-BC45-34A76AFCAIAD

BitLocker Recovery Key: A
145519-125884-621522-288574-188958-471691-404778-698984

Khi man hinh You now have temporary access to this drive dudi day xut hién

1

e

tuc 1a ta da gidi ma thanh cong.

[=5=)
&) ﬂe) BitLocker Drive Encryption (H:)
You now have temporary access to this drive
The drive is unlocked but it will be locked again if you remove it or tum off your computer.
You should change your password or your unlocking method by clicking Manage BitLocker.
<+ Manage BitLocker

v/ Ngung kich hoat tinh nang Bitlocker

Dé ngung tinh ning Bitlocker, ta mé man hinh Manage BitLocker nhu man hinh bén dudi:
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Search

Everywhere -

manage biﬂ

Nhép manage bit, hoic bitlocker vao 6 tim kiém, hé thong sé& hién thi Manage

BitLocker cho phép ta chon lya.

BitLocker Drive Encryption - Hard Disk Drives

]
&z on

'Ei' Turn On BitLocker

Software (h) 'Ei' Turn On BitLocker
Data (E:) 'Ei' Turn On BitLocker

BitLocker Drive Encryption - BitLocker Te Go
H: Turn Off Bitl ocker

5 On Manage BitLocker

Tai man hinh nay ta chon Turn Off BitLocker

BitLocker Drive Encryption ﬁ

Turn Off BitLocker

Your drive will be decrypted. This may take considerable time.
You can monitor the status of your drive decryption,

Decrypt Drive ][ Cancel

Sau d6 bam chon Decrypt Drive dé tién hanh ngung kich hoat BitLocker:
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F N

BitLocker Drive Encryption

% Decrypting...
Drive H: 68.4% Completed

/b Pause decryption before removing the drive or files on
the drive could be damaged.

L%

Tuy tde d6 xur Iy ma thoi gian ngung kich hoat s& lau hay mau.

BitLocker Drive Encr}Ei_ ﬁ

% Decryption of H: is complete.

— — — ¥m

Qua trinh ngung kich hoat da thanh cong.

1 Nén tap tin véi mat khau
Viéc nén tép tin 13 mot tién ich sir dung ma Microsoft Windows da cung cép sén
gitip giam dung lwong tap tin hay thu muc (Winzip), ta chi cAn bAm chudt phai vao tap tin
hay thu myc rdi chon Send to / Compressed (zipped) folder:

. 0.DNTU_EDUCA

Open
s 12cthlls . .
Open in new window
J AIC Group i .
Add to VLC media player's Playlist
J Bandicam v 1.7 . _
Play with VLC media player
| BaoCao_Manag
J cokhanh Share with 3
/ Coly &) SVN Checkout..
, Database_Coll
atahase 0TS @ TortoiseSVN 8
, dh3It5
| Matlab_paortabl @ Uhtrals0 P
nen B  Addto archive...
| OpenSUSE B Addto O.DNTU_ED.UCA'I'ION.rar
, B Compress and email...
| orace B  Compress to "0.DNTU_EDUCATION.rar” and email
VT [5]  Shared Folder Synchronization 4
B Restore previous versions
' sqlas B Scanwith AVG
s TOP_SECRET Include in library 3
J Ubuntu
| VienThong Send to C Bluetooth
VT Cut 1, Compressed (zipped) folder
| WebSite _test Conv PR Desktop (create shortcut)

Trudc khi nén thi thu muc nay c¢6 dung lugng 1a 90MB, sau khi nén chi con 35MB.

Trang 234



Gido trinh Office 2013 nang cao

E 0.ONTU_EDUCATION.zip 20/08/2013 12:03 ...  WinRAR ZIP archive 35,019 KB

Tuy nhién, hién nay trong tit ca cdc may tinh déu duoc cai dat thém phan mém
Winrar (vi né rt thong dung). Phan mém nay cho phép nén tap tin manh hon Winzip c6 san
ctia Microsoft, va né cho phép chung ta thiét 1ap mat khau khi nén.

Bam chuot phai vao thu muc (tap tin)/chon Add to archive:

.U.DNTU_EDL"'_'{:J' E

n
 12cthlit3 pe

T Open in new window
| roup

Bandi ] Add to VLC media player's Playlist
, Bandicam v

BaoCaz Mar Play with VLC media player
. cokhanh Share with »
J Coly

SVM Checkout...

. Database_Cg

e #  TortoiseSVN ,
| Matlab_port; @  UltralS0 »
| nen B Addto archive...

Open5USE B Addto "0.DNTU_EDUCATION.rar"

oracle B Compress and email...
) . B Compress te "0.0NTU_EDUCATIOM.rar" and email

Nl DA p

Man hinh nén xuat hién nhu bén duoi:

§ Archive name and parameters &Iﬂ—hj
General |Ad\ranced | Files | Backup | Time | Comment|
0.ONTU_EDUCATION ra A
Update mode
[ Profiles... ] [Md and replace files ']
Archive format Archiving options
i@ RAR [T Delete files after archiving
o P [ Create SFX archive
[ Create solid archive
Compression method [T Put authenticity verfication
[7] Put recovery recard
Spit to volumes, bytes [] Test archived files
- [ Lock archive
[ ok [ cancel |[ Hebp

Dé thiét 1ap mat khéu, ta vao tab Advanced:
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r -
E Archive name and parameters l Pl X
| General | Advanced | Files I Backup | Time | Comment|
MNTFS options Recovery record
s &
[ Save file streams
Volumes
Pause after each volume
Cld style volume names SFX options...
System
[] Backaround archiving

[ Tum PC off when done
[T] Wait i other WinRAR copies are active

0K [ Cancel |[ Hep

Chon nut Set password...

Archiving with password ﬁ

Enter password

Beenter password for verification

[7] Show password
[] Encrypt file names

[ ok | | cancel | | Hep |

A

Nhép mat khau rdi nhan ok, chd chuong trinh nén xong ta s& c6 tap tin dudi 13 .rar:

E 0.DNTU_EDUCATION.zip 20/08/201312:05 ...  WinRAR ZIP archive 35,019 KB
E 0.ONTU_EDUCATION. rar 20/08/201312:09 ...  WinRAR archive 21,203 KB

Ta thdy d6, Winrar gitp tip tin nén c6 dung lugng nho hon Winzip (chi con
27MB).

bé gidi nén, ta bam chuot phai vao tap tin nén roi chon Extract .... Néu tap tin nén
nao c6 mat khau thi chuong trinh s& yéu cu ta nhap mat khau, con khong c6 mat khau thi
chuong trinh s€ giai nén ludn.
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cDKha”h O O T e s O s O . | s N oy [ [
Coly L=
Database_Coll 2 zracti:es...

ract Here
dh3 5

B Extract to 0.DNTU_EDUCATIONY
Matlab_portal g 5can with AVG
nen
OpenSUSE Open with...
oracle @5 TortoiseSVN »
Phim_R&
- Restore previous versions
Software
sql_as Send to 3
TOP_SECRET Cut
Ubuntu C
opy
YienTheng
VT Create shortcut
WebSite_test Delete
Win7-odbit Rename
WINXP2 Properties
2 0.DNTU_EDUC _—
E 0.ONTU_EDUCATION.zip 20/08/2013 12:03 ... NinRAR ZIF

] Virus may tinh

Viéc bao vé dir liéu 1a van dé ma tat ca cac ngudi str dung mdy tinh phai quan tam,
bao gém viéc mat mat dit liéu hay bj 16 dir liéu. Céc tac nhan co thé gay hai dén dit liéu nhu
sau: phan ctng may tinh hong, dit biét 1 dia hong do tudi tho cua dia cing chi vai nim tiy
theo mat do su dung, hoa hoan, thién tai, virus, sy phd hoai cta céc tin tic, sy v0 y cua
nguoi dung. ..

Tuy thudc vao tdm quan trong cta dir liéu ma ta s& ap dung nhiing cach bao vé khac
nhau. Déi voi nhimng dit liéu thong thuong thi cach bao vé hitu hi¢u nhat 14 thuong xuyén tao
ra cac ban sao (backup) cua dit li€u luu trén dia USB, CD-ROM, luu Ién internet, luu vao
email.... Luu ¥ 1a cac ban sao nay phai dugc luu bén ngoai may tinh.

Viéc backup thudng xuyén giup khong mat dit liéu, tuy nhién chiing ta can phai quan
tam dén viéc 16 thong tin, nhu tai khoan ngan hang, tai khoan dang nhap may tinh hay phan
mém, tai khoan email.... K¢ gian s& dung nhiéu cach dé danh cip thong tin, va mot trong cc
céch hitu hiéu nhat dé chéng lai 1a sur dung phr:in mém diét Virus.

Virus tin hoc (hay con goi virus may tinh) 1a cdc chuong trinh dac biét do con nguoi
tao ra, chay an, tu lay lan b::ing cach nhan ban. Khi may tinh bi nhiém Virus thi c6 thé co
nhing biéu hién bat thuong nhu khai dong cham, thyc thi cham, khong in duoc van ban ra
may in... nhung hién nay céc loai virus khong gdy biéu hién khac thudng. Virus c6 thé lam
hong hé diéu hanh, hong cac phan mém, pha hay dit liéu hay danh cip thong tin, password
cua ban...
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Dé chdng virus, chiing ta can st dung cac chuong trinh diét virus manh mé nhét,
khong nén cai déng thoi nhiéu chuong trinh diét virus déng thoi. O thoi diém hién tai, mot
s6 phan mém diét Virus manh duoc sir dung trén khap thé gidi, nhém cé phi nhu: Norton
AntiVirus, Kaspersky, BitDefender, ESET NOD32, Trend Micro Antivirus, Avira Antivir,
McAfree, Avast, .... Nhom mién phi nhu Panda Cloud Antivirus, AVG Antivirus,
FortiClient, Avira Antivir Free Edition, BitDefender antivirus free edition, Avast antivirus
free edition cling cung cip rat tot kha ning tim va diét tuy thiéu nhiéu tinh ning hon so véi
ban c6 phi. Pat biét phan mém Microsoft Security Essentials mién phi cia Micorosft duoc
danh gia rit cao, hon hin mot s6 phan mém diét Virus c6 phi khac vi téc do cao, may tinh
chay nhe nhang, va diét nhiéu chung loai Virus, kha nang cap nhat Virus méi thong minh va
tién loi.

Tuy c6 phan mém AntiVirus tro gitip, nhung kién thirc ctia str dung 13 rit quan trong
khi bao vé dit liéu. Ching ta khong nén thuc thi cac chwong trinh khong ré ngudn géc,
khong m& cac tai liéu khong rd ngudn gbc, ludn quét dia USB hay CDROM trude khi sir
dung, thuong xuyén cap nhat chuong trinh antivirus, khong mé cac email la, khong chat véi
nguoi la hay click vao dudng link Internet ma nguoi khac goi, khong truy xuit cac website
c6 nodi dung khong lanh manh hay website duoc canh bao nguy hiém vi cac website nay
thudong an chira ma doc gy hai cho may tinh.
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BAI TAP

TIN HOC B
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PHAN WINWORD
BAI TAP WINWORD 1

(Str dung: Template, Column, WortArt, Picture)

Microsoft

hung ta ¢6 18 ai ciing biét tiéng tim cua nha
ty pha ndi tiéng thé giéi cua Bill Gate va
thanh cong cua cong ty Microsoft. Mot
trong nhimg bi quyét ctia sy thanh cong do6
1a 6ng rit quan tim dén moi trudng lam
viéc. Thung liing Silicon - noi cong ty
Microsoft toa lac 1a mot quén thé bao gém
tat ca nhirng ti€n nghi hién dai nhét phuc vu
cho cudc séng, tor viéc trang tri nhitng can
phong lam vi¢c va phong & cling dugc su

tham

gia thiét ké
cua nhiing
chuyén gia
tam 1y, dén
nhitng

phuong

tién phuc
vu cho

viéc  giai

tri  duoc
hét strc
chu trong.
Va dac
biét la
caich cu
XU, quan
tam  dén
kha nang
va cé tinh
cua tung
con nguoi.

Ong vua phan
I'l'lél'll

Nédm 1968, ¢ tuéi 13 Bill
Gates bdt ddu ldm guen
veri the gidi tin hoc. Do
la thoi ky cua nhimmg
mdy tinh thé hé thir ba
vair mach tich hop ban
dan, veri hé diéu hanh da
chwomg trinh, da xiwe Iy
manh mé va mém déo,
cac ngon ngir bdac cao
ALGOL, FORTRAN,
COBOL,... Véi bo dao
Jeans va déi giay thé
thao dan dd, cau beé hoc

tro Bill da ching to .rﬁng
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6 thé noi rang Bill Gate khong chi 12 chuyén

gia veé cong ngh¢ thong tin ma con la

chuyén gia vé tdm 1y hoc, nhiing tac dong vé
mit tinh than da tao nhitng diéu kién thuan
lgi nhét cho su sadng tao cua nhan vién va da

tao nén hi¢u qua vat chat khong 16.

BAI TAP WINWORD 2
( Noi dung: Column, WordArt, AutoText, Picture, Comment,DropCap)

Yéu cau:

1. Tao AutoText dé thay thé tir “thoi gian “ bang “tg” .
2. Nhiap vin ban va thyc hién dinh dang theo yéu cau.
3. Tao Comment dé ghi chu lai nhitng vi tri da dugc dinh dang. (Tai vi tri d6 da st dung

chuc nang gi.)

| 1 -.___.;g; <

e

Your

first step every day should be to draw up a

time-table for everything you want to do
that day. Write out everything you want to
accomplish, and make estimates on how
long it’s going to take you to finish each
step.

Start your day with your most important
job. If you do that first, you’ll feel better for
the rest of the day, knowing you don’t have
to worry about it anymore. And plus, your
mind is freshest in the morning; it’s a good
idea to take advantage of that.

End your day with something fun. Maybe
watch a movie, or play a video game, or
read a fiction book you enjoy.

In the middle of your day you put in the
rest of the things you want to do. Don’t
forget to work in time for rest, time for
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meals, and possibly time for a nap in the
middle of your day. The key is to not waste
time on things that don’t matter. Make the
best possible use of your time.

B

udc dau tién ban can thuc hién mdi ngay 1a
lap mot thoi gian biéu moi viéc ban muén
lam trong ngay d6. Hay viét ra nhimng thi
ban mudn hoan thanh, va udc lugng mat
bao lau dé hoan thanh mdi viéc.

Ban hiy bit diu mot ngay bang cong
viéc quan trong nhat ciia minh. Néu ban
1am né trude nhat, ban s& cam thiy thoai
mai hon subt quang thoi gian con lai trong
ngay, vi biét rang minh ching can phai lo
lang vé cong viéc 4y nira. Ngoai ra, dau éc
ban sang khoai nhat 13 vao budi sang; that
sang sudt néu tan dung dugc diéu nay.

Hay két thiic mot ngay bang viée gi do
vui vé. C6 thé 13 xem mét bd phim, hay
choi trd choi dién tr, hodc doc méot cudn
tiéu thuyét ban thich.

Gitra ngay ban lam nhitng viéc con lai
ma minh muén lam. Ping quén lam viéc
dung gid dé co thoi gian nghi ngoi, thoi
gian dung birta, va co thé 1a khoang thoi
gian chop mit ban trua. Diém then chét 1a
khong lang phi thoi gian vao nhiing viéc
khong quan trong. Hay sir dung hi¢u qua
nhat c6 thé thoi gian cua ban.

BAI TAP WINWORD 3
( Noi dung: Column, WordArt, DropCap, Picture )

Trang 242



Gido trinh Office 2013 nang cao
e Control: hiy biét diéu khién suy nghi,

hanh dong ctia ban & moi truong hop dé
khéng phai héi han vi nhitng gi ban da gay
N

e Alternate: phai biét luan phién gitta tiéng
cudi va nudc mit. Cudc séng khong phai
lic nao cling suén s¢, nhung ban phai nhé
rang “sau con mua troi lai sang’”.

e Delete: hay x6a bo nhirng y nghia tiéu cuc,
nhimg dinh kién hep hoi va tit ca nhing gi

ngan can ban lam viéc cung moi nguoi.

hitng nguoi biét st dung vi tinh déu biét to Nhiét tinh va hop tac sé 1a chia khéa dua
hop 3 phim Ctrl-Alt-Del c6 tac dung khoi dong ban dén thanh cong.
lai may tinh. Trong cudc séng van cé 3 phim

quy bau ay:

v |

al el

 dnn e Nindow

Trang 243



Gido trinh Office 2013 nang cao

€u ban da quen véi viéc bién tdp anh vdi

ung dung Paint caia Windows va muon dat

chuong trinh nay lam trinh bién tap anh

mic dinh, ban c6 thé lam theo cic budc

huéng dan sau
day. Pau tién,
ban mé thu
muc chtra cac
file anh ban

A

can bién

b

i i i

Scan for viruses

Open with
Add to archive...
Add to "sendingviazipsend.rar”

Compress and email...

Compress to "sendingviazipsend.rar” and email

Send to

tap vOi Paint.

Sau d6, ban nhip phai chudt vio mot tim
anh bét ky, tim dén tuy chon Open with roi
chon Choose a default program & menu
hién ra. Sau cung, ban chon Paint & hop

thoai How do you want to open this file.

» | &) Paint

gl Photos

[

=] Windows Photo Viewer

Choose default program...
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BAI TAP WINWORD 4
(Noi dung: Table, Tab trong Table)

Cac phim Chirc nang Cac phim Chirc nang
W Tab Dén 6 ké tiép Shift- Tab Dén 6 trude d6
O R ® Tién t6i 1 ki tu © Lui vé 1 ki tw
© Lén hang trén & Xudng hang dudi
D Enter Chen 1 paragraph méi Ctrl - Tab Chen Tab
OTHONG TIN CA NHANO

Ho va tén: Dai Email DT NR:7658266 | DTDD:091234578
Thang dthang@gmail.com
Gidi tinh : Ngay sinh: CMND s6
Nam O Nit o | Noi sinh: Ngay cap : Noi cap :
bia chilién lac:

Ban c6 ngudi quen hién dang lam viéc tai Cong ty ABC khong?

Co D Khong O

Néu c9, vui long cho biét tén, chtrc vy, phong ban cong tac:

BANG GIA THIET BI 2
STT Thiét bi Gia VNP | Gia USD 0
@ | Chuot 100 | 5 1
@  Ocing 5000 | 100 2
® | Board mach chi 8050 | 200
@ | Manhinh 7500 | 150
Téng céng 20650 455

BAI TAP WINWORD 5
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(Noi dung: Picture, tab, symbol, bullets and numbering)

THONG TIN CA NHAN

Ho va tén:

Ngay sinh:

G161 tinh:

DPia chi:

Dia chi email:

Dién thoai lién lac:

MUC TIEU

0 Hién tai: Trd thanh nhan vién Marketing ....

0 Twong lai: S& c6 gang hét minh dé trd thanh quan 1y nhan hang trong 5 nam téi.

HOQC VAN

2005-2009 | Cir nhan Marketing — xép loai hoc luc kha...

(Lidtké). | (Lietke).

CAC KY NANG

1 KY NANG CUNG:

¢ K§ ning Tiéng Anh: (Liét ké).
v K¥ nang Vi Tinh: (Liét ké).

v’ C06 kién thire va kinh nghiém trong nghién ctru Marketing va to chirc sy kién tot.
1 KY NANG MEM:

v/ C6 kha ndng thich nghi v1 moi truong lam viéc nhanh chong.

v (Liét ké thém néu co).

KINH NGHIEM LAM VIEC

VI TRI TRACH NHIEM

v Tiép thi v (Liét ké trach nhiém).

Cong ty Vinamilk

v Nhan vién Sales v (Liét ké trach nhiém).

Cong ty TNHH Pataya, VN

SO THICH
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v (Liétké & day).

NGUOI THAM KHAO

v (Liétké & day).

BAI TAP WINWORD 6
( Noi dung: Shape, TextBox, Equation )

Yéu cau: Soan thao cac cong thurc toan hoc:

j _ : dx = j (1+tan’ (ax + b))dx = —tan(ax + b) + C
cos”(ax+b a

o 22—

[ rx.ondy

I:j}-dx

i k| B - - a" ‘(*

_[j f{x, v)dS = limm > F(x;. v; )JAS,; A LS

D muax of wil b i=1 | |
T2 }
! 2f v
) 3/ |
1 1
1 4f 1
1 1
! af d
1 I|
! 0/
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BAI TAP WINWORD 7
( N§i dung: Table, Chart)

Biang thong ké s lwong "followers" ciia MU tai 1 s6 qudc gia trén TG:

1. Sip xép bang thong ké ting dan theo S6 followers ciia MU, néu trung thi sip giam dan

theo Qudc gia.

2. V& biéu do cho bang thong ké.

Quéc gia Dén s6 ( Triéu) S0 foll?vTv:;'guc;l i % DAan s6
Viét Nam 89 25 28.1%
Nga 143 18 12.6%
An Do 1.258 35 2.8%

Trung Qudc 1.353 108 8%
Indonesia 244 55 22.5%
Théi Lan 69 20 229%
Nigeria 170 35 20.6%
Han Quéc 49 15 30.6%
Mexico 112 25 22.3%
Yéu cau:

g tBiu sZ 1ZEng fan MU theo cac qulc giﬂ]

120
100
&0
&0
40
20
o
na a8 & 3 ¥ I it & &
.\::.-h" ' P [ 4 by “:..""-H:- o o
X o B o k i %
-4 X wE Snd
I Stinlll i
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BAI TAP WINWORD 8
( No1 dung: Chart )

Bang thong ké luong cin ho duoc chio béan tai chung cu XYZ.

Hang sang va cao cap

Trung binh

Binh dan

Yéu cdu:

V& biéu d6 cho bang théng ké.

-~ Bien do thong ke 50 lrong mua ban can ho XYZ
16000

BAI TAP WINWORD 9
(Noi dyng: WordArt, TextBox, Link Text Box,..)
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Doan 1: Tao mot file Doan_1.docx chira ndi dung bén dudi:

-

."-. g \

!

< /T4t nhién, lam gidu ai ching mo

uoc, al chéng mudn duoc di trén mot con xe siéu sang nao do, dugc séng trong mot
biét thy gan hd, c6 cac em chan dai vay quanh? Thuc té cudc séng khong nhu nhitng
gi minh mong udc. Toi thdy phan 16n cac cudn sach day lam giau déu co ngudn gbc
tir ngoai chiu A, nhitng doanh nhan néi tiéng duoc dé cip dén hau hét déu 1a nhiing
ngudi chau Au hodc M. Xin man phép dua ra y kién 1a no khéng phu hop véi chau
A, nhat 13 Viét Nam.

Céc ban hoc lam giau lam gi khi con ngudi chua hoan thién vé mét dao

dtic, ly tri, hay ban linh, khi cidc ban van v€ nha cai

bo me¢? Cac ban van chang cé ban linh khi ra doi,

TN

i<

n6 ra dudng dé co xat. Cac ban lam ra tién, nhung khong biét cach sir dung dong

chang c6 cai gi khién bd me yén tim vé minh. Vay
cac ban lam ra tién dé lam gi? Pay 1a Viét Nam,
khong phai My, khong phai noi khi bd me vé gia cac
ban déy dugc vao trai dudng lao. La mdt dua con,

ban sinh ra khong phai dén 18 tudi co thé ty do day

tién thi cling vat di. Cach str dung ddng tién nhu thé nao d6 lai hoan toan phy thudc
vao dao dtrc va cach ddi nhan xir thé cua ban.
Doan 2: Tao mot file Doan_2.docx chira noi dung: ( sw dung Link gitta hai text box
trong doagn 2 )
Pay 1a Viét Nam, khong phai My, khong phai noi khi bd me vé gia cac ban

day dugc vao trai dudng 13o. La mot dtra con, ban sinh ra khong phai dén 18 tudi co

thé ty do day nd ra duong dé co xat. Cac . ) ; L
Sang o Jdoif cldang w@f oo thé fodger

ban 1am ra tién, nhung khong biét cach sir thign minh 100%, nkweng it nhét
. . phdi hoe cdeh dé .-r:ing federr sceer oftar
dung dong tién thi cling vat di. Cach su l ven rodn. Cdoh xeir sw hay cdoh _
-~ :_.- = l_ e g 2 ] 8 n -

dung dong tién nhu thé nao d6 lai hoan toan

ban =28 anh heeomg den cor oai, Jden

CRT SO SO Rl
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phu thudc vao dao dtrc va cach ddi nhan xir thé cua ban.

Cac cu van néi “Tién hoc 1€, hau hoc van”, trudc tién hiy hoc cach lam
ngudi trude khi hoc cach lam cai gi d6. Séng & doi chang ai ¢ thé hoan thién minh
100%, nhung it nhat phai hoc cach dé sdng 1am sao cho ven toan. Cach xtr su hay
cach song, sir dung dong tién ciia cic ban s& anh huong dén con cai, dén cudc sdng
sau nay.

Truwéc khi muén giau, cdc hay la mét con ngwoi ding nghia da.

Yéu cdu:

1. Tron hai doan vin trén thanh mdt doan hoan chinh, loai bd nhitng ndi dung du
thira ( gidng nhau ) va luu thanh tap tin Kethop.docx .

2. Sau d6 tao trich dan cho doan van : Nha van D4 Thi Kim Niét — Hoi van hoc TP.
HCM.

3. Tao Bookmark cho mdi doan vian sau khi di két hop, va thiét 1ap Hyperlink véi
nhiing Bookmark vira tao.

4. Tao Header, Footer theo ndi dung van ban.

5. Tao FootNote tai vi tri cudi cua doan 1, sau khi két hop, véi ndi dung : Viét Nam

ddt nuoc toi yéu.
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BAI TAP WINWORD 10
(Noi dung: Mail Merge)

1. Tao DataSource: nguon dit liéu chira trong 1 table luu tap tin tén DanhSach.docx

ST . PIEM LY PIEM THUC ,

T TEN SV THUYET HANH DPIEM TB XEP LOAI
1 | Nguyén Vin Mai 8.0 5.0 6.5 Trung Binh
2 | Hoang Thanh Phuong 9.0 8.0 8.5 Gioi

3 | Truong Thi Tham 6.0 1.0 3.5 Yéu

4 | Lé Hoang My 7.0 7.0 7.0 Kha

5 | Nguyén Hong Phuc 4 5 4.5 Yéu

6 | Ly Hanh Quan 8 9 8.5 Gioi

7 | LéNga 10 10 10.0 Xuit Sic
8 | Hoang Long 9 10 9.5 Xuit Sic
9 | Tran Khanh Du 7 6 6.5 Tb. Kha

2. Tao Main Document: mau bang diém chira trong mot tap tin méi lay tén 1a PhieuDiem.docx.

TRUONG PAI HOC CONG NGHE POG NAI
TRUNG TAM TIN HQOC

PHIEU BAO PIEM
Kinh got phu huynh SV:(1)
Diém Ly Thuyét:(2)
Piém Thuc Hanh: (3)
Piém Trung Binh: (4)
Xép Loai: (5)
Thir Tw ngay 5/11 1én (6)

Tp.HCM ngay....thang....nam 2014
~ Gidm Déc TTCNTT

PO CONG THANH

Yéu cdu:

1. Thuc hién chirc ning mail merge dé import dit liéu vao phiéu thong bao.

2. Tai vi tri ( 6) Néu Diém TB>=5.0 thi “nhén ching chi” nguoc lai “phiic khao diém
néu can”.

3. Tao nhin thu dé giri phy huynh.

BAI TAP WINWORD 11
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(Noi dung: Style & Table of Contents)

Gia str can ¢6 muc luc sau vo1 nd1 dung chi tiét cua ting muc luc da c6. Thuc hién céc

yéu cau sau:

1.

Nhéap ndi dung da cho, khong c6 dinh dang. Vi tri trang cua ting muc nhu muc luc da

cho.

. Tao 3 style c6 dinh dang nhu duoi day, dat tén Levell, Level2, Level3:

Crnuvone 1. NQI DUNG 1 Levell
1.1. Muccon1 ] Level2
1.1.1. Muc con 2 "1 Level3

. Gan 3 style da tao vao ndi dung da nhap & cau 1

Tao bang muyc luc ¢ trang sau

Cap nhat bang muc luc:

¢ Nhin Ctrl + Enter dé thay d6i s6 trang cho tai liéu [JQuan sat bang muc luc c6 thay doi

khong

¢ Cap nhat bang muc luc, quan sat két qua
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CHUONG 1. KY NANG DANH MAY 10 NGON coeeeeeesecesntssssssssssssmsssnssssssssnssssnss

CHUONG 2. TONG QUAN VE HE THONG MAY TiNH..

2.1. Thong tin va xir IV thong tin.... cresmsssssssne

2.2. Co'DAR Vé CAN tFGE MAY TR cevvrereeersreessressssessssessesssssssssssssmsssssssssessssssssssssrssssses
CHUONG 3. MICROSOFT WINDOWS..covnernssessssssssasssssssssasassssasaes
3.1, KD G0NZE WIBHOWS..nreiriresmnssrsnssssssssssssssssssssssssssnsssssasssssssssssssssnsss
3.1.1. Khai dong, thoat khoi Windows ..........cocceveeeveeceecccseecensenn

3.1.2.  Man hinh Windows............ccooioreiinressmesssssssssssssssssssnsssssneas
3.1.3.  Sur dyng chwomg trinh trong Windows...........ccocveeiminresnsernnens

3'2' Tip 'In1 th" mut’ a dl" dmg di“ LR R R R R LR e e N R R e e R R R LRt tr]
30 T v T T

3.22. Pia, Thu muc, dUomg din ........c.ocoeeveiiieieieiessssisssssssssssssssssas

3.3, Quin IV vi cittl Binh clia WIBGOWS .ovvcccsinieiscssscsssssssssssssssnssssssss
331, Quan ly Font chill.......cccciiiiiiiiiniiniiiisssnssnississssnsnsases

3.3.2.  Thay d06i thude tinh man hinh ...
3.3.3.  Thay d6i 45 phin gidi, ché A0 MAU ..o

3’&4‘ tv:i]ldﬂ“fﬂ EIP'UI'EI' FEdERbEE R R AR E A AR R AR B BEsRERREREE

341, Giao dién chinh........cccovveiiiiiisnirssreee e rrassersns e s ssnessnsaasssnens
342 Thao tac v file VA folder ... r s s s s s e e s s

3.4.3, Thao tac vol shortCut........ccc i e s e s se s naern

3.5, MOt SO HED 0B cuoverrnnanseacscsesisnscossssassesssesesssssssnsnsassssasanes

3.5.1. |5 i

R R T S —

L
]
i

E‘"
i
un

3.6. Sir dyng tiéng Viét trong Windows

3.6.1. Bang ma, Font chit, Ki€U 20 .......cccoeriieiiiiicirieiorsssescssiassnens
3.6.2. S AUng UNIKEY ...ooeiiiiiiicii s s snsssnnns
363, Chuyén @01 BANE MA .....coveeeeeeceeeee e sa s s sssneans

3.7. Cai dat, x6a (remove) chwong trinh, phin mém thoéng dung (MS office,

WOrdpPad.......cooiiiiiiiiiii i s

PAIIIL L.vitiieieiisieisiiessnessess s sesnaasssssasas s esnnsssessan s sssnnnaesssnanansns

_____________________ 62

Antivirus, Winrar, firefox, yahoo messenger, pﬂﬂ‘n mém ffoc file PDF ...} e 08
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BAI TAP WINWORD 12
(Str dung: Form Control)

Yéu cdu: Tao Form theo miu:
- Ho tén khach hang: Text Control
- Nam sinh: Date Picker Control
- Noi sinh: Drop List Control
- Gidi tinh: RadioButton ( thuéc nhoém Phai)

- San pham thuong mua: Check Box Control

THONG TIN CA NHAN KHACH HANG

Ho tén khach hang Do Cong Thanh

Nam sinh 16/07/1967

:{|Choose an item. |=
Choose an item.|
Binh Dwong
Dong Nai
TpHCM
Lam Dong

Noi sinh

Khanh Hoa
f+ Nam

£ Nu

Gigi tinh

Cong nghe

Gia dinh

Sin pham thwong mua —
Thoi trang

s oot

Dich vu
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BAI TAP TONG HQP
(Mt s6 chire niing khdc)

Cau 1: Trinh bay ndi dung theo miu.

NOI TU’ CUOC SONG

T

rong cudc song ludn c6 mot nguoi ban co thé
giai quyét moi 16i 1am vahan gén moi vét
thu’O'ng Ngu’cn%ban d6 c6 trong moi chung ta
Va ‘152 ta truong %anh Vay ¢6 khi nao ban

Mgvm &r&\baﬂo%Nguorl ban
5t =cai dep, %rmgu'm ban d6
1a THA THU.

Dé toi gioi thiéu thém vé ngudi ban nay
nhé. THA THU duoc sinh ra tir sy thuong yéu
Cau 2: Tao bang

(’ gitta CAM THONG va NHAN HAU. Han co

so thich 1a duoc tang qua cho nhitng nguo1 tim
dén han dé voi di ndi buc doc va tirc gian.
mg{lua do la sy BHANH THAN.
%

au noi wu thich ciia I?n la : "co
nang luo'ng chi d” uc'a_

khong?". Ne
"Pﬂnﬂn ]{m

thoa.

E BANG XEP HANG
U STT POI PIEM TRAN H/S
1. B Dao Nha 6 3 5/3 -
R | 2 Thé Nhi Ky 6 3 5/5
3. CH Sec 3 3 4/6
0 4. Thuy Si 3 3 3/3
Cau 3: Insert Clipart, AutoShape, Equation.
®
@ ([
L o
Ciu 4: Tao bang muc luc theo miu sau.
Chirong I. ) B A 1 1 3
L GIOT THIEU ......ccoooooveeieeesse s sasssssssssssss s ssssasssss s sssss R kAR S SRR R0 3
1. Cdcyéutd cobdn frong Auloead: .. 3
2. Bdc diém ciia Auto CAD - R R 3
+ Toaddciamdtdiém trongkhong @an 2D, ..o 3
L B o 3
L N U 3
. TIEU CHUiN TRINH BAY BAN VE....ooosiiicetssssscessssssssssssssssssssssssssssssssssssssssssssssssssssssssssassssssssanas 3
Lo ERE IV oo 3
2 Khung Ban VEVE KRumg TBR e 3
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BAI TAP ON TAP
Yéu cdu:

1. Tao ra mét tap tin danh sach g6m cac cot: Ho tén, Ngay sinh, Gidi tinh, Gid thi, Ngay thi,
. Tu nhap li¢u vao danh sach 10 sinh vién va luu véi tén DanhsachSV.docx.

2. Tao Biéu mau nhu bén duéi va luu thanh tap tin TuyenSinh.docx.

3. Thuc hién chitc nang mail merge dé import dir liéu vao Biéu mau. Cot phong thi dua vao
gidi tinh: Néu giéi tinh 14 Nam — Phong IT01, 1a Nitr — Phong IT09

4. Luu danh sach cac mau sau khi tron véi tén: ThuTuyenSinh.docx, tao password cho tap

tin. Sau d6 nén tap tin lai va dat password cho tap tin nén.

Wity OTHONG BAO TUYEN SINHO

ng N
dgi Kinh gi:
hOC Ngay sinh:

Gidi tinh:
Tai truong PTTH Nguyén Pinh Chiéu dé du thi ky thi tuyén sinh dai
IN hoc nam 2014. Khi di thi nhé mang theo:
TAM Gidy bao thi
Gidy chirng minh nhan dan photo

HUY Gidy bao tot nghiép PTTH

E T Ho tén thi sinh Gio thi Ngay thi Phong thi

Yéu ciu 2:Trinh bay theo miu va dung Link TextBox cho hai Text Box.

Lang xudi ndm thang ém troi Roi xa bén nudc quén tén
Con dd ké chuyén mot thoi rat xua {G.Lg%ong vang lang budn ténh tiéng cuoi
Rang ngudi chéo chéng dén dua : C&E) Glot suong roi man bén doi

Mic cho bui phén gitta trua roi nhié ; bac trang giira troi chiéu déng
Bay lén tya nhiing canh diéu | t thdy mon moi xa trong
ay Jvo diung gitra dong thoi gian...

Khéch ngay xua d6 it nhiéu lang quén
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Tao trich din

G616bolin ( 2003 ) Danh ngén vé nguoi Thay

M

icrosoft Word 2013 giup
cho vi¢c cong tac bién
soan tai liéu va viéc lién
két xuyeén subt mot tai lidu
dai trd nén dé dang hon.
Khi nhiéu ngudi ciing bién
soan chung mot tai liu,
diéu thi vi 1a ho co thé
cung nhau lam viéc ngay

trén cung mot  tai

liéu, ma khong can phai
lam viéc trén cac phién
ban sao chép khac nhau
cua tai liéu do. Mat khac,
cac tinh nang mdi cling
tap trung vao viéc lam cho
cac tai liéu da hoan thién
tré nén bong bay hon so
v6i phién ban cli. Phién
ban mdi cua Word 2013
giip

[rm—r— ==

EALATIAN

ban truy cdp vao nhiing
tinh ning moi rat phong
pha va ciing rit quen
thuoc ctia Word trén trinh
duyét va trén dién thoai di
dong. Vay la gio day ban
co thé lam viéc & bit cir
dau, trén desktop, laptop,
trén cadc may tinh khong
c6 ung dung Word, trén
dién thoai di dong.
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B0 (S6):uucrunnenn. MAu so6 S02A-H
Pon vi:...........
OCHUNG TU GHI SOO
S6 CTGS : Ghi chi:
Ngay CTGS:
Ngay S6 CT Trich yéu No Cé S6 tién
Kém theo: chirng tir goc

Ldp, ngay ... thang ... nam ...
Nguwoi lap Phu trach ké toan
(Chtr ky, ho tén) (Chir ky, ho tén)
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PHAN EXCEL

BAI TAP EXCEL 1
(Noi dung chinh: ham do tim (VLOOKUP), chirc nang rut trich

KET QUA TUYEN SINH NAM 2014

- . - KHU | PIEM | PIEM | PIEM | TONG | PIEM | KET
STT | MA O | HO TEN THI SINH|NGANH THI VUC | TOAN | LY HOA | PIEM |CHUAN| QUA
1 | K1.101 |V Thinh Théng 5.0 8.0 80
2 | H2.102 [Nguyén Hiu Bing 7.0 9.0 50
3 | Q1.130 [Ly Thi Han 6.0 8.0 7.0
4 | ©2.131 |Nguyén Phi Bing 5.0 75 30
5 | K1.105 |Dé Vin Thi 9.0 8.0 6.0
6 | C1.110 |Tran Thi Duyén 25 6.0 25
7 | €2.120 |Ngb Ngoc Han 6.0 4.0 6.0
& | H2.135 |Trmh Kmm Ma 6.0 50 20
9 | K1.200 |Quich Ngoc Lan 15 2.0 10
10 | K2.201 |Tran Thi Chi 4.0 8.0 7.0
BANG TRA PIEM CHUAN
MA U PIEM DIEM
NGing| TENNGANH | vini |cHuAN:
C |CoKhi 17 18
H |HéaDau 16 17
K |Ké Todn 17 18
Q  |Quan Tri Kinh Doanh 18 19

. bién dit liéu cho c6t “NGANH THI” dua vao ky tu thir 1 ciia “MA SO” duge do trong
bang “BANG TRA DIEM CHUAN”.

. Dién dit liéu cho cot “KHU VUC” 1a ky tu thtr 2 cuia “MA SO” va dugc chuyén vé
kiéu dir ligu so.

. Dién dit lidu cho cot “TONG DIEM” 1a téng ciia “DIEM TOAN”, “DIEM LY” va
“DIEM HOA”.

. Sip xép bang tinh theo “MA SO” ting dan.

. bién dit liéu cho “DIEM CHUAN” dya vao ky tu dau cua “MA SO” duge do trong
bang “BANG TRA PIEM CHUAN” nhung néu “KHU VUC” 1a 1 thi lay “DIEM
CHUAN 1” con néu “KHU VUC” 14 2 thi lay “DIEM CHUAN 2”.

. Dién dit liéu cho “KET QUA” néu téng diém 16n hon hodc bang “DIEM CHUAN” thi
dién “dau”, nguoc lai dién “rét”.

. Théng ké téng s6 thi sinh nganh “Ké& Toan” c6 két qua dau.

THI SINH CO KET QUA PAU

Ké Toan

. Dung Advance Filter rut trich ra tat ca cac thi sinh c6 két qua “dau”.

. Thém c6t “LOP TAI NANG” bén phai cot “KET QUA” va dién di liéu nhu sau: Néu
tong diém thi 16n hon hoic bang 18 va khong c6 mon nao nho hon 5 thi dién 13 “16p

tai nang”, con nguoc lai thi dién 1a “lop dai tra”.
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BAI TAP EXCEL 2
(Noi dung chinh: ham do tim , chwrc nang rut

trich div liéu, cdc ham thong ké)

Giao Trinh Tin Hoc B

DOANH $0O BAN XE MAY
MAHANG| NGAY MUA TEN TiNH TENHANG SO LUFONG| BON GIA |THANH TIEN (VND) [ THANH TIEN (USD)
FUHOE1 01702009
IDRD170 120309
(T 13/04109
IDAHDE0 12103/09
ILoD0a0 24/0809
LiLa0 19711709
IFURI0 1203109
IDRD120 1506119
IDAHD7 1210909
______ BANG 1 _ BANG 2
MA HANG |TEN HANG GIA 1 (BN VI 1000) |GIA 2 (BON V] 1000) | =
DA DAYANG 3000 7500 [MA H D L
U LIFAN 7000 gond| [TENTINH [HO CHIMINH  [BONG NAI LONG AN
LO LOMCIN 9000 a00o
FlI FUTURE 23000 23000
DR DREAM 1000 16000

Ciu 1: Lap cong thirc dé dién dir liéu vao cot TEN HANG duya vao hai ky tu dau cia MA
HANG va BANG 1.
Ciu 2: Lap cong thuc dién vao cot TEN TINH dya vao ky tu thtr ba cia ma hang va
BANG 2.
Cau 3: Lap cong thic dién vao cot SO LUONG la ba ky tu cudi cia MA HANG va dugc
chuyén thanh di liéu kiéu sb.
Cau 4: Lap cong thuc dién vao cot PON GIA, néu san ph'?m duoc mua trudce thang 5 thi
liy gia 1, con lai ldy gia 2.
Ciu 5: Lap cong thuc dién vao cot THANH TIEN (VND): =SO LUONG * DON GIA.
Dinh dang don vi VND.
Ciu 6: Lap cong thire dién vao co6t THANH TIEN (USD):
= THANH TIEN (VND) /19000. Néu san pham dugc mua truéc thang 7
=THANH TIEN (VND)/20000. Néu san pham dugc mua sau thang 7

Pinh dang don vi USD.
Ciu 7: Sap xép bang tinh theo th tu ting dan dya vao cot THANH TIEN (VND)
Cau 8: Dung Advance Filter loc ra cac dong c6 TEN HANG la FUTURE.
Ciu 9: Thyc hién bang thdng ké sau:

Tén hang

Téng sb luong

To6ng thanh tién VND)

FUTURE

Cau 10: Tao Header 1a Ho va Tén SV ¢ vi tri trung tam (center)
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BAI TAP EXCEL 3
Nhap va trinh bay bing tinh nhu sau:
BANG 1
SBD Ho Tén | Toan Ly Hoa Két qua
A101 | Lé Minh Tén 4.0 7.0 5.0
B102 | Trwong Quang Minh 5.0 6.0 6.0
C203 | LéMinh Binh 4.0 3.0 1.0
D204 Nguyén Manh Pinh 2.0 4.0 2.0
A205 | Nguyén Thi Thanh 6.0 7.0 9.0
C106 | Chiu Thanh Thé 8.0 6.0 7.0
D107 | Tréan Trung 9.0 7.0 8.0
A208 | PhanBa Vinh 9.0 9.0 9.0
BANG 2 BANG 3
£ Diém Diém 5 No3
B'!a Nganh thi - - Mtﬂgalﬂl A B C D
Nganh chudn1 | chuédn2 PiémH béng | 25 23 21 19
A Mdy Tinh 19 10 . o
B Dién Tt 17 18 BANG THONGKE
C Xay Dung 15 16 Tong so th: sinh Pidu | Tong so t]:l sinh Rot
D Héa 13 14 - -

Yéu cau:

8.

9.

Thiét lap diéu kién cho ba cot Toan, Ly, Hoa: diém nhap >=0 va <=10.

Chén thém hai c¢0t Nganh thi va Khu vuc vao bén trai cot Toan; Hai cGt Téng diém va

DPiém Chuan vao bén trai cot Két Qua; Cot Hoc béng vao bén phai cot Két Qua.

Lap cong thic cho biét Khu vuc va Nganh thi cho timg thi sinh. Biét rang ki ty tht 2

ctia SBD cho biét khu vuc; ki tur thtr nhat ciia SBD cho biét nganh thi.

Tinh Tong diém 14 tong cong ctia 3 mon thi.

Lap cong thirc cho biét diém chuan dwa vao nganh thi va bang 2, néu thi sinh ¢ khu

vuc 1 thi diém chuan 1a Biém chuan 1, nguoc lai 1a Biém chuéan 2.

Lap cong thic cho cot két qua, néu tong diém 16n hon hay bang diém chuan cua

nganh du thi thi két qua 1a “DPau”, nguoc lai 1a “Rét”.

Lap cong thic cho cot hoc bong, néu tong diém 16n hon hay bang diém hoc bong cia

nganh dy thi thi hoc bong 1a “C6”, nguoc lai dé trong.

Thuyc hién bang thong ké nhu trén.

Trich nhitng thi sinh thi Dau cta khdi thi A.

10. V& biéu d6 (PIE) so sanh thi sinh Pau va Rét.
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BAI TAP EXCEL 4

(NGi dung chinh: cdc ham thong ké, do thi)

Giao Trinh Tin Hoc B

Hoc vién thwc hién cdc yéu cau sau:

1) Dinh dang bang tinh nhu trén, tao Header 1a Ho Va Tén cua hoc vién.

2) Ma khu vuc l1a ky ty thir 4 va thtr 5 ctia ¢dt ma dyu an

3) Loai du an dua véao 2 ky tu dau ciia Ma Du An va bang loai Dy An

4) Chu dau tu dua vao 3 ky tu sau cuia Ma Dy An va bang Chu dau tuv & Von dau tu
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< Nam Mirc N
ST Ma Ma Loai Chi Von Nim Kt Tiém
T Dy An Khu Vuc | Dy An | PiuTw | Piu Tw | Bit diu e ff“ Ning
thic tien
XDIMNID
1 2011 2018
C
2 TH2MBFPT 2011 2015
3 XDIMTIDC 2011 2013
4 THIMBFPT 2010 2013
DL3MBSG
5 2010 2020
T
6 THIMNFPT 2011 2016
7 DL3MTMLI 2009 2014
XDIMNID
8 2007 2013
C
9 DL2MTMLI 2011 2018
Bang Chii diu tu & Von diu tu
Mi | Chii diu tw MN MB MT
ID Cty XD ] ]
100 ti 200 ti 500 ti
C IDICO
FP
T Tap doan FPT 800 ti 1000 ti 750 ti
SG Sai Gon
. 500 ti 350 ti 200 ti
T Tourist
ML | Tép doan Mai ‘ .
. 1000 ti 1500 ti 800 ti
I Linh
Béng loai du 4n
Mi | Loai Dy An
Du an xay
XD
dung
TH | Du an tin hoc
DL | Du andulich




Giao Trinh Tin Hoc B
5) Vén dau tu dua vao ma du 4n va ma khu vue, tra trong bang chu dau tu & vdn dau tu
6) Muc uu tién dua vao ky tu thtr 3 ciia ma dy an
7) Néu s6 nam hoat dong <5 & Muc uu tién =1 thi ghi "Dy An Tiém Nang", Nguoc lai
ghi "Khong tiém nang".

8) Trich ra danh sach cac du an thuc hién vao nam 2011

9) Lam bang thdng ké sau

Téng Von Pau Tu

Sai Gon Tourist

Tap doan FPT

10) V& db thi cho bang thong ké & ciu 9
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Giao Trinh Tin Hoc B

BAI TAP EXCEL 5
KET QUA TUYEN SINH NAM HOC 7
Mai S6 Ho Va Tén Nganh Thi | KhuVuc | Toan | Ly | Héa | KétQua
H101X | Thi Nhung 5.0 8.0 7.0
H102S [Hong | Nguyét 6.0 5.0 5.0
C203X | Vian Thao 2.0 6.0 3.0
D240X | Quang [ Pao 9.0 9.0 7.0
M205S |Thu | Thao 5.0 50 4.0
C106X | Thi Huyén 10.0[ 8.0 8.0
D107S |Hong | Nhung 8.0 6.0 5.0
M208X |vin Thing 4.0 3.0 5.0
BANG 1: BANG 2:
Ma Nganh M C H
Nganh thi May tinh | Pién T | Co Khi | Héa Dau
Piém chuan 1 19 16 15 14
Piém chuan 2 20 18 16 15
Piém
Ma nganh Hoc
Bong
M 25
D 23
C 21
H 19

I. Nhéap dirliéu cho bang tinh va dinh dang nhw sau:

— Orientation:

— Header:

— Footer:
II. Lap cong thirc cho cac cjt:

Chén vao trudc cot két qua ba cot: Tong Cong, Piém Chuian va Hoc Bong.
Duing ham lay ra nam hién hanh "KET QUA TUYEN SINH NAM ???" .

Lap cong thuc dién dit liéu cho c6t Khu Vuc, khu vyc la ky tu thtr 2 caa Ma sd.
Nganh Thi: Dya vao ky ty dau ciia M3 S6 (Ma nganh) va Bang 1.
Piém Chuan: Dya vao ky ty dau cia Ma s (Ma nganh), Khu vyc va Bang 1. Trong

s W e

Portrait, Margin:

Horizontally

Ho tén thi sinh (Left), Bai thi Excel (Right)
S6 may (Left), Phong thi (Right)

d6, néu thi sinh thudc khu vuc 1 thi lay Diém chuan1, nguoc lai liy Diém chuan2.
5. Tinh Téng cong la tong diém cta 3 mon.

o

chuén cua nganh minh dy thi thi s€ c6 két qua la "bau",

A
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Hay lap cong thuc dién Két qua nhu sau: Néu thi sinh c6 diém Tong cong >= Diém
nguoc lai la "Rot".




Gido Trinh Tin Hoc B

. Cot Hoc bong lap cong thirc dién vao d6 1a "C6" néu diém Tong cong cua thi sinh >=
Piém hoc bong, truong hop nguoc lai dé trong.

. Sip xép lai danh sach Két qua tuyén sinh theo thi ty ting dan cta cot diém Tong
Cong.

. Rut trich: thong tin cua cac thi sinh thu¢c nganh thi May Tinh .
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Giao Trinh Tin Hoc B

< ~
BAI TAP EXCEL 6
Nha sach XYZ c6 hé théng 2 chi nhanh.
NHA SACH XYZ NHA SACH XYZ
Chi nhanh 1 Chi nhanh 2
Théng ké s6 lwgng sach di ban Théng ké sd lwong sach di ban
Sach gido | Sach Truyén | Sach gia Sach giao |  Sach Truyén | Sach gia

Kkhoa Ngoai ngiv ek d&inh khoa Ngoai ngiv tranh dinh
Thang 1 150 110 111 222 Thing 1 115 112 200 256
Thang 2 230 120 390 114 Thang 2 211 95 160 111
Théng 3 115 230 421 211 Thing 3 111 100 90 150
Thang 4 100 276 257 198 Thang 4 230 150 74 200
Théng 5 157 251 219 220 Thang 5 235 227 88 115
Thang 6 234 113 167 90 Théing 6 290 117 110 105
Thang 7 542 49 231 214 Thang 7 170 210 118 54
Thing 8 112 213 89 112 Thing 8 210 118 215 100
Thang 9 29 40 50 87 Thing 9 80 65 145 55
Thing 10 50 67 300 129 Thang 10 119 80 116 80
Thing 11 90 123 230 235 Thang 11 75 210 99 60
Thing 12 35 235 145 345 Thang 12 a5 123 100 54

Yéu ciu:
1. Tao mot Sheet Tong két cudi nam dé tinhTong sb luong sach dd ban. ( Dung chirc
nang Consolidate ).
2. Str dung chirc ning SparkLine v& db thi cho bang thong ké ctia 2 chi nhanh.
3. V& biéu d6 cot cho bang tong két cia cira hang.
4. Thuc hién chirc ning Conditional Formatting, dé danh d4u sé luong cao nhit cia timg

loai sach.
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Giao Trinh Tin Hoc B

BAI TAP EXCEL 7
Doanh Thu Ban Hang
Ti gia 21000
STT 1\\/1[\ L?Al T:EN XU{&T SO DO}\I THANH TIEN | THANH TIEN
HANG HANG | HANG | XU | LUQONG [ GIA (VND) (USD)
1 | AS200HK
2 | AS300TL
3 | BN450TL
4 | AN200TQ
5 | AQ300TQ
6 | AS500TQ
7 | BQ220TL
8 | AI175TL
9 | BS450TQ
10 | AI400HK
Tong Tién
Bang tra tén hang & don gia Bing tra xuit xir
Ma hang Tén hang Pon gia Ma
S Sony Ericson | 500 USD | | hang _HK T TL
N Nokia 700 USD | | Xuatxi | Hong Kéng | Trung Quoc | Thai Lan
Q Q-Mobile 400 USD
I Iphone 900 USD

e Lap cong thirc cho cac cdt: (mdi cau 1 diém)

1) Cot loai hang dya vao ky tu dau tién ciia ma hang

2) Cot tén hang dua vao ky tu thtr 2 cia ma hang va bang tra tén hang & don gia.

3) Cot xuat xur dua vao 2 ky tu cudi cua ma hang va bang tra xuat xtr .

4) Cot $b luong dua vao cac ky tu thir 3,4,5 ciia ma hang .

5) Cot don gia dua vao ma hang va bang tra tén hang & don gia, dinh dang tién t¢

gidng bang tra .
L TONG
TEN HA .
NHANG | riENwsD)

Sony Ericson

Nokia

Q-Mobile

Iphone
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Gido Trinh Tin Hoc B
6) Cot thanh tién VND= s luong * don gi4, dinh dang tién té giéng bang tra
7) Cot thanh tién USD = thanh tién VND / ti gia, chi ldy gié tri nguyén.
8) Thuc hién bang thong ké.
9) V& biéu d6 cho bang théng ké & cau 8.
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BAI TAP EXCEL 8
BANG DOANH SO BAN HANG

Giao Trinh Tin Hoc B

Hoc vién thwc hién cac yéu cau sau:

1) DPinh dang bang tinh nhu trén, tao header 1a ho va tén cua hoc vién.

2) Tén hang dua vao ky tu dau tién cia ma hang va bang tra 1 .

3) S6 luong mua dya vao 3 ky tu giita cia mi hang .

4) Don gia mua dya vao tén hang va bang tra 1 .

. ‘ bo A A
ST Ma Tén Ngay S0 D('r’n Ngay S0 n TiAén Tién
T hang hang mua lwong | gia ban lu’(.),’ng gia chAenh h:)a
mua | mua ban i lIéch | hong
ban
1 | S100X 01/01/2011 01/01/2011 100
2 | S150Y 02/01/2011 05/02/2011 120
3 | M300X 01/01/2011 03/01/2011 250
4 | N310X 04/01/2011 02/03/2011 300
5 | D120Y 05/01/2011 05/01/2011 125
6 | N250X 01/01/2011 01/01/2011 200
7 | M120Y 01/02/2011 07/02/2011 100
8 | D100X 01/01/2011 01/01/2011 95
9 1 S200X 09/01/2011 09/01/2011 170
10 [ S120X 01/02/2011 10/02/2011 120
Bang tra 1 Bang tra 2
Don gia
Ma hang | Tén hang mua Ma hang | S M D N
100,00
S Stra 300,000 Gial 350,000 | 200,000 | 300,000 0
M Mubi 150,000 Gia 2 320,000 | 190,000 | 270,000 | 90,000
D Duong 250,000
N Nudce khoang 75,000

5) Pon gia ban dya vao ky tu ddu ciia ma hang va bang tra 2. Chd y rang néu ky tu cudi cua

ma hang 13 X thi chon don gia 1, néu ky ty cudi ciia ma hang 13 Y thi chon don gia 2.

6) Tién chénh léch = Tién ban — Tién mua .

7) Cot tién hoa hong duoc tinh nhu sau: Néu nhu s6 ngay ton kho <3 va cac mat hang phai

dugc ban hét, thi tién hoa hong bang 10% tién chénh léch .

8) Dung Advanced Filter trich ra nhitng mit hang c6 s lugng ban >=200 .

Tén hang

Stra

Muodi

DPuong

Nudc khoang

Tong tién chénh léch
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Giao Trinh Tin Hoc B
9) Thuc hién bang thong ké bén dudi .
10) V& d6 thi cho bang théng ké & cau 9 .
BAI TAP EXCEL 9
BANG DANH MUC SAN PHAM

Hoc vién dinh dang bang tinh va thuc hién cac yéu cau bén Bang ti gia
dudi: Ti gid 1 21
Ti gi4 2 22
S0 | Pon | Po | Thanh | Thanh | Gh
ST Ma Tén Ngay . " a )
lwon vi n tién tién i
T hang hang nhap ) o - ,
g tinh | gia USD VND chua
01/01/201
1 CFO1X 1
01/02/201
2 | CF02X 1
01/02/201
3 DGO1Y 1
01/04/201
4 [ DGO1X 1
01/05/201
5 [ NCOIX 1
01/06/201
6 | SU02X 1
01/09/201
7 | CFO3Y 1
01/10/201
8 | SUOIY 1
01/10/201
9 [ DGO3X 1
Béang tra dir liéu 1 Béang tra dir liéu 2
Ma hang CF DG NC SU M3 hang Pon gid 1 Pon gi4 2
Tén hang | Caphé | Puong | Ngii Coc | Sira CF 100USD | 95USD
S6 lwong 15 75 40| 150 | | DG 2 USD 2 USD
Pon vi tinh | Bao ky Thung | Léc NC 60 USD 55 USD
SU 3USD 4 USD

1) Cot tén hang dua vao 2 ky tw ddu cia méi hang va bang tra dir liéu 1 .
2) Cot s lwong dya vao tén hang va bang tra dir liéu 1 .
3) Cot don vi tinh dua vao tén hang va bang tra dir liéu 1 .
4) Cot don gia dya vao mi hang va bang tra dir liéu 2. Néu ky ty ngoai cung ciia ma
hang 14 X thi lay don gia 1,12 Y thi ldy don gia 2 .
5) Cot thanh tién USD = don gia * s6 luong .
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_  GidoTrinhTinHocB
6) Cot thanh tién VND = c6t thanh tién USD * ti gia, biét rang néu hang nhap tir thang 1
t1 thang 7 thi 14y ti gia 1, con lai lay ti gia 2 (1d).

7) Cot ghi cht: Néu ky tu ngoai ciing ctia ma hang 1a X thi ghi Hang Ngoai, 13 Y thi ghi

Hang Noi.
8) Thuc hién bang thong ké bén dudi .
Puon
Tén hang Caphé |g Ngii Céc Sira
Tong tién(VND)

9) V& biéu do cho bang thong ké ¢ cau 8 .

10) Tao Header c6 tiéu dé Bai Thi Excel, Footer c6 tiéu d¢¢ Ho Tén ciia hoc vién .
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Giao Trinh Tin Hoc B
BAI TAP EXCEL 10

CUOGC PHI BUU PIEN
ST |Mabwu| Noi | Phwon | Himh | "°"® | Gia | Thanh
T kién dén g tién thirc lwong cudc tién
(gram)
MBUS
1|N 500
2 | TLUSE 200
3 | TTAUE 50
4 [ TLSIE 250
MBUS
N 150
TTSIN 800
TLAUN 250
MBAU
8| E 600
GIA VAN CHUYEN LOAI PHUONG TIEN
M R , Ma phwong
Tén nwée | Gial | Gia2 | Gia3 MB TT
a tién TL
US USA 19000 | 18000 | 17000 Tén phuong May Tau Tau
tién bay thuy Itra
FR France 17000 | 16000 | 14500
é Australia | 14000 | 12000 | 11200
SI | Singapore | 12000 [ 10500 | 10000

Cau 1. Tao Header 1a “ho va tén sinh vién” & vi tri trung tdm (center).

Cau 2. Noi dén: Dya vao hai ky tu thir 3 va tha 4 cia M3 buu kién va do tim trong bang
GIA VAN CHUYEN.

Cau 3. Phwong tién: Dua vao 2 ky tu dau trong M4 buu kién va do tim trong bang LOAI
PHUONG TIEN.

Céu 4. Sip xép bang tinh theo Trong lweng ting dan.

Cau 5. Hinh thire: Néu ky tu cubi cia Ma buu kién 12 N thi ghi 1 “Binh thuong”, nguoc lai
ghi “Nhanh”.
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VAN CHUYEN.

Gido Trinh Tin Hoc B
Cau 6. Gia cwée: Dya vao hai ky tu 3 va 4 cia M4 buu kién va do tim trong bang GIA

¢ Néu hai ky tu dau cia M3 buu kién 13 “MB” thi lay gié 1

¢ Néu hai ky tu dau ciia Ma buu kién 1a “TT” thi 1dy gia 2

¢’ Néu hai ky tu dau ctia Ma buu kién 13 “TL” thi 14y gia 3

Cau 7. Thanh tién: = Trong lugng * Gia cudc, néu hinh thic goi 1 “Nhanh” thi ting 10%

thanh tién. Pinh dang don vi tién té 1a “VND”,
Céu 8. Thyc hién bang théng ké theo

DOANH THU CAC HINH THUC GUI

mau;

Phuong tién Binh thuong | Nhanh
May bay ? ?
Tau thuy
Tau Iura
Cau 9. Trich loc danh sach cac buu kién di USA va c¢6 trong lugng > 300 (gram).
Cau 10. Pém tong s6 buu kién duge giao hang bang “May bay” va co trong luong

>300 (gram).
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BAI TAP EXCEL 11

BAN HANG

Giao Trinh Tin Hoc B

BANG 1
it o TEN MASO | SO |[TEN :SAN DON GH¥ THUON| MUC
PON VI |LUONG| PHAM | GIA | CHU G |LUONG
1 [TRAN |MINH |APX1 24
2 [LE NAM BPX2 22
3 INGUYEN [HOA APX1 31
4 LY LAN CPX1 37
5 [LE AN CPX2 43
6 [NGUYEN [VO BPX 1 20
7 [PHAN  [MAI APX2 24
8 [TRAN [HUNG |[CPX2 19
BANG 2
A B C

San pham | Non | Tuai Xach | Day nit
Don gia 15,000 20,000, 5,000
BANG 3
S6 lwong | Thuwong

15| 150,000

20 200,000

30, 300,000
Yéu ciu

1. Nhép li¢u va trinh bay cac bang dugc cho nhu trén

2. Dién c6t TEN SAN PHAM: Duya vao 1 ki tu thtr nhat cia MA SO PON VI va
BANG 2
3. Dién cot GHI CHU: néu 1 ki ty cudi cia MA PON VI 14 1 thi ghi “Phan xwéng 17,
nguoc lai ghi “ Phan xuwdéng 2”

o

Dya vao BANG 3 tinh ¢t THUONG , ]
Tinh téan cho c6t MUC LUONG= SO LUONG * DPON GIA + THUONG

6. Chén thém co6t PHU CAP, biét néu MUC LUONG thap hon 600,000 thi s& phu cip
thém cho du 600,000 .

i

Chen cdt THYC LANH = MUC LUONG + PHU CAP
Thyc hién bang thong ké sau:

San phim

Non

Thi xach

Day nit

Téng ) lugng
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Giao Trinh Tin Hoc B

9. Trich danh sach nhitng nhan vién thudc don vi A

10. Tao Header (canh trai) c6 ndi dung 1a Ho Tén Hoc Vién; Footer (canh phai) 13 sb

trang.
BAI TAP EXCEL 12
S6
Ma hang Phan loai Xuét xir lwgng | Gia nhiap | Gia ban Doanh Thué
(m’) thu
okallm 20
okal2m 23
vniali 34
okalli 21
vnia2i 41
vnialm 22
okal2i 15
vnia2m 35
Bang tra
okall okal2 vnial vnia2

m 100 80 200 180
i 130 90 195 180

Téng lgi nhuin tirng mit hang

okall okal2 vnial vnia2
m
i

1. Dua vao ky tu thir 5 cia ma hang dién vao cot Phan loai

2. Duya ky tu cudi ciia ma hang dién cot xuat xi: néu 1a "m" ghi 1 "malaysia", con lai ghi
"indonesia"

3. Dién gia nhap dua vio bang tra

4. Pién cot gia ban theo quy dinh sau:
- P6i voi mit hang cua "malaysia” : néu hang loai 1 thi gia ban > gia nhap 12%,
hang loai 2 thi gid ban hon gia nhap 8%
- P6i voi mit hang cua indonesia: gia ban hon gia nhap 15%

5. Cot doanh thu duoc tinh nhu sau: (gia ban - gia nhap). sd luong

6. Cot thué dugc xac dinh: néu hang loai 1: 5%doanh thu, hang loai 2: 3% doanh thu

7. Cot loi nhuan = doanh thu - thué
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8. Théng ké theo bang "Téng lgi nhuan cac mat hang"
9. Trich cac mat hang malaysia loai 1 c6 lgi nhuan >324

10. V& biéu d6 bang thong ké

BAI TAP EXCEL 13
BANG TINH TIEN THUE

Giao Trinh Tin Hoc B

STT

S6CT

Tén

Vat Tu

DPoi
Tuong

Pon
Gia

S
Luong

Thanh
Tién

Tién
Thué

AC20

BM12

CC50

DM60

DK30

ALA40

BC70

AMS0

CMO90

BCI15

BANG 1

TEN
POl
TUON

TL
TRO
GIA

Quéc

Doanh

10%

Cong
ty Co
Phéan

7%

Cong
ty
TNHH

5%

Tu
Nhan

3%

Tén vat
tu

Man
Hinh

Dia CD

Ban
Phim

Linh
Tinh
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BANG THONG

KE

Tén So

Vat Tu

Luong

Man
Hinh

bia CD

Ban
Phim

Linh
Tinh

1. Nhap dit liéu, dién sb
thir tu theo
001,002,003...

2. Tinh tén vat tu dua
vao bang 2, tinh tén

doi tuwong dua vao

bang 1.

3. Tinh don gia dua vao
bang don gia.

Giao Trinh Tin Hoc B

BANG PON GIA
Mi M C K L
A 200 400 20 300
B 105 410 21 290
C 102 415 20 310
D 210 420 23 320

4. Tinh sd lugng dya vao cac cot trong CT , va d6i thanh sb.

5. Thanh tién = SL* PG.
6. Tinh thué = Thanh tién* TL Tro Gia( S6 liéu TL Tro Gié cua ting Cong Ty lay tir

Béng 1) .
7. Sép xép bang theo tht ty giam dan cua s6 luong .

8. Trich ra danh sach cac ddi tuong 1a Cong Ty Tw Nhén.

9. Tinh Bang Théng K&, v& biéu do cho bang thdng keé.

BAI TAP EXCEL 14

. ) Khéi | Truong | Piém | Piém | Piém | Piém | Tong | Két
S0 bao danh Ma diém . 2 i
thi thi Toan Héa Ly Sinh diem qua
DNTU-359-A | 2.00-4.00-2.50
KHAD-277-
A 4.25-5.25-5.50
DNLS-318-A | 5.00-6.50-6.50
QSBK-769-A | 4.25-1.50-0.75
QSTH-479-B | 3.50-8.00-3.00
DNTU-356-B | 5.00-2.00-5.50
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Giao Trinh Tin Hoc B

KHAD-427-
A 3.50-3.75-4.25
DNLS-205-B | 9.25-2.25-6.00
QSBK-949-A | 2.50-6.75-2.25
QSTH-872-A | 6.75-3.50-4.75
DNTU-363-A | 7.50-5.00-6.00
QSBK-568-B | 8.00-4.50-9.00
Bing thong ké
A B
Pau [ Rot | Pau | Rt
PH Céng Nghé DN
PH Nong Lam HCM
PH Bach Khoa HCM
Bang Mi Tén Truong Pi¢m Chuin
Ma Khoi | Khoi
Trwong Tén Truong A B
DNTU | PH Céng Nghé PN 16 | 16.5
KHAD | PH Kinh Té Q Dan HN 19
DNLS | PH Néng Lam HCM 15 15
QSBK | PH Bach Khoa HCM 18.5 17
QSTH | PH Khoa Hoc HCM 155 | 17.5

Yéu cau:

Cau 1. Pién Khéi thi dya vao ky tu cudi cung cua s bao danh.

Cau 2. Pién vao tén Truong thi dya vao 4 ky tu dau cia S6 bao danh va tra vao bang
Bang ma Tén truong.

Cau 3. Pién vao Piém Toan dya vao 4 ky ty dau cia ma diém chuyén sang so.

Cau 4. Pién vao Piém Héa dya vao 4 ky ty giira cia ma diém chuyén sang so.

Cau 5. Pién vao Piém Ly dua vao 4 ky ty sau cling cia ma diém chuyén sang sé. Néu
khdi thila A khac bo tréng.

Cau 6. Pién vao Piém Sinh dya vao 4 ky ty sau cling ctia ma diém chuyén sang s6. Néu
khdi thila B khac bo tréng.

Cau 7. Tong diém 13 tong s6 diém 3 mén thi caa thi sinh.

Cau 8. Két qua ghi 1a Pau néu téng diém 16n hon hay bang diém chuan theo khdi.
Nguoc lai 1a Rét.

Cau 9. Rut trich danh sach cac thi sinh thi dau.
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BAI TAP EXCEL 15
BANG THONG KE KET QUA THI HOC SINH GIOI NAM 201...

Giao Trinh Tin Hoc B

Yéu cau:

Cau 1.
Cau 2.
Cau 3.
Cau 4.

cong thirc mang ).

Cau 5.

tung truong ( Dung cong thirc mang ).

Cau 6.
Cau 7.
Cau 8.

sinh du thi.

Cau 9.

va dung Subtotal dém sb thi

Sap xép bang tinh theo truong

sinh du thi mdi trudng.

BAI TAP EXCEL 16

Duya ky tu dau ctia ma thi sinh do theo bang dién tén truong.
Dua ky tu sau ctia ma thi sinh dién mon thi sinh thi
Dua vao diém thi xép loai két qua cua thi sinh.

Rut trich danh sach thi sinh dat loai gidi hay trung binh.
V& dd thi thong ké thi sinh dy thi.
V& d6 thi thong ké két qua thi

M3 thi sinh| Tén thi sinh Tén Mén thi || Diém thi Két qua
Trwérng
NK52TH Tran Vinh 8.09
NK10TO Lé Vinh 6.1
SP93SN Pham Quan 6.87
TR2Z3SN Tran Quan 7.04
GD13TH Lé Hoang 7.52
LE56SN Tran Quan 7.11
GD74TH Lé Quan 7.89
TR73TO Lé Vién 6.1
LE20TH Lé Van 6.87
NK73TO Lé Thuy 8.2
NK73TO Pham Quan 9.86
NK31SN Pham Vinh 9.66
GD59SN  [[Tran my 9.87
TR15TO Lé Hoang 5.68
TH90TO L& Nguyén 7.92
Ma Tromg | Tén trsomg _ Thong ké thfsinh dip thiﬂ
Toan | Sinh ngir|| Tin Hoc
TR Trén Bai Nghia TO Toan Trén Pai Nghfa
LE L& Héng Phong SN Sinh ngir L& Héng Phong
GD Gia Binh TH Tin Hoc —
NK Nang Khidu Xep loai kat qua Gia Binh
TH MauyEn Thirong Hign 5(Trung Binh Nang Khicu
5P Sw Pham 6.5|Kha Nguyén Thweng Hién
8|Gioi Swr Pham
9,5 Xuat sic

Duya vao tén trudng va mon thi dém danh sach thi sinh thi tng mén ( Dung

Dua vao tén truong va két qua mon thi dém danh sach loai thi sinh theo két qua

Théng ké két qua thi sinh d thi

Trung binh

Kha

Gidi

Xuat sac

Trin Bai Hghia

L& Héng Phong

Gia Binh

Ning Khiéu

ngyén Thweng Hién

5w Pham
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e Tao mot Form Control theo mau:

Ho tén: Nguyén Thi Cim Hwong Tao ComboB ox chira danh
Ngay sinh: 01/05/1987 /-EL‘]] cac Tinh thanh
Neoi sinh: Lam £5ng M
oi sin e / Radio Button
Gidd tinh ) Nam @ N

—— ListBox
Nghe nghiép [zn pnene 2

) Dudl 5 tridu O Tir 5 dén 10 triéu Group radio Button
Tai chinh /

@ Tir 10 88n 15 gy (O Tir 15 tridu trdkén

e Vatao mot Form dé hién thi va cho két qua dugc vay bao nhiéu tién nhu sau:

Ho tén: Nguyén Thi Cim Hwong
Ngay sinh: 01/05/1987

Nei sinh: Lim Péng

Gidi tinh Nir

Nghé nghiép Ké toan

So tien dwoc vay

- Céc thong tin dugc truyén truc tiép khi ta nhap liéu tir Form nhap
- Sb tién duoc vay :
o Néu 1a Nam va Tai chinh dudi 10 triéu thi dugc vay 5 triéu

o Néu 1a nir va Tai chinh dudi 10 tri¢u thi dugc vay 4 triéu.

Truong hop con lai dugce vay 10 tri¢u
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