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S CHUONG 1.
PHAN MEM SOAN THAO VAN BAN MICROSOFT WORD

1.1. Cac thao tac co ban soan thao van ban

1.1.1. Swr dung cong cu phong to, thu nho (Zoom)
Coéng cu phong to, thu nho dp’c_rc su dung dé phéng to va thu nhé man hinh lam
viéc cua tai li¢u dang soan thdo. B¢ st dung cong cu nay, thuc hién nhu sau:

- Chon thé View.

- Tir nhém thé Zoom, ¢ thé chon nhu sau:

+ Zoom dé mé cira s6 zoom

+ 100% dé phong cira sb t6i kich c& day du

+ One Page dé xem mot trang vao mot thoi diém (dang rat gon)
+ Multiple Pages dé xem nhiéu trang cing lic

+ Page Width & chiéu rong trang bang chiéu rong cira s6.

- Trong nhém thé Zoom, kich nat Zoom, cira s6 Zoom mé ra.

- Chon mdt nit tiy chon dé thay dbi ti 16 phong hinh hay thay ddi chiéu rong cia
cac trang; hoac str dung cac phim miii tén dé tang va giam ti 1¢ nay trong hop Percent.

- Bam OK dé dong .




Zoom ? X

Zoom to
O 200% O Many pages:
() 100% () Text width -
= = E8
O 75% () Whole page .,

-

Percent: | 179%

Preview

AaBbCcDdE
eXxYyZz

AaBbCcDdE

L A _ L o

Ngoai ra, ngudi dung ciing c6 thé phong to, thu nhé man hinh 1am viéc bang
cong cu Zoom trén thanh trang thai (Status bar):

Hodc cach thir ba don gian hon: Gitr phim Ctrl trén ban phim ddng thoi xoay
banh xe con chuft (xoay lén la phong to, xoay xudng la thu nho).

1.1.2. Thu nho va khoi phuc thanh Ribbon
‘Thanh Ribbon (dai 1énh, dai chirc ning) ¢6 thé duoc thu nho toi da roi khdi phuc
lai n€u can.

- Thu nho dai chire nang:
+ Nhan chudt phai vao dai chirc ning

+ Chon Collapse the Ribbon thi dai chirc ning s& dugc an di.

Ngoai ra, ngudi dung ciing cé thé phong to, thu nhé man hinh 1am viéc bing céng
cu Zoom trén thanh trang thai (Status bar):

= ] + 170%

Hoic cach thit ba don gian hon: Gitt phim Ctrl trén ban phim déng thoi xoay banh
xe con chudt (xoay 1én 1a phong to, xoay xudng 1a thu nho).
2.2.3.2. Thu nhd va khoéi phuc thanh Ribbon
) Thanh Ribbon (dai 1énh, dai chirc nang) c6 thé duoc thu nho t6i da rdi khoi phuc lai
néu can.

- Thu nho dai chic nang:

-+ Nhin chudt phai vao dai chirc nang

e |

- Khéi phuc dai chtrc nang:

+ Kich chuét phai vao thanh chira cac tab.

9



+ Chon Collapse the Ribbon.

ey - @

1.1.3. Cdc ché dp hién thj trang

Ché d6 hién thi trang la cach ma trang duoc hién thi trén man hinh. Hién thi trang
mac dinh 1a Print Layout. Céac nut hién thi trang tai liéu dugc dat trén thanh trang thai,
hodc trong nhém thé Views cua thé View, bao g6m cac lénh sau:

- Print Layout: Cho phép hién thi trang tai liéu nhu khi duoc in.
- Read Mode: Ché d6 doc vin ban, cho phép ngudi dung dé dang doc hon.

- Web Layout: Cho phép hién thi trang tai liéu nhu khi duoc dua 1én mot trang
web.

- Outline: Cho phép mé rong hodc lam mat cac tiéu dé cua tai liéu dé d& dang
chinh stra tai li¢u. Ché dd hién thi nay cling cho phép tao cac tai li¢u phu.

- Draft: Pay 1a dang hién thi Normal View trong cac phién ban cii cua phan mém
Word, cho phép hién thi dang ban nhap cua tai liéu. Ché dg nay khong hién thi anh hay
cac lé cua trang.

bé thay ddi cach hién thi trang, thuc hién nhu sau:

- Chon mot 1énh hién thi trang trong cac nit hién thi trén thanh trang thai.

- Hoac céach khac, chon thé View va chon mét 1énh hién thi trang to nhom Views.

B =B

- Hofic cich khac, chon thé View va chon mot 1énh hién thi trang tir nhom Views.

1.1.4. Hién, an thuéc

Pé hién hodc an thude (thude doc, thude ngang), vao thé View chon Ruler trong
nhom Show.
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1.1.5. Poi don vi do

DPon vi dq duoc hién thi tI'éI‘l thl{éc do cua cong cu soan thao Word, dgn vi do nay
cling dugc thé hién khi can 1€ gidy cho van ban. Pon vi do c6 thé la Inches,
Centimeters,..., mac dinh la Inches.

Pé d6i don vi do (thudng dung 1a Centimeters) ta vao File/Option rdi chon
Advanced nhu hinh:

Ho¢ 1w - Word Options

Flle  Home Insert  Design WEJWIE Referencesyiiammey

Show document content

@ ™ = % 1= Breaks - Indent | Display
:t‘ Yline Numbers» | =16 [ Show background colors and images in Prirt Layaut view
. o : = = Preofing
Margins Crientaticn Size [u\unnsbé i | o O el wittin the dozumen: wirdaw
" " " " - Seve . . 6
Page Setip E picure placehclders "
303t | Language drawings and text oxes or screen A T
£ &
kh 2 Adanced 0 grarks
g Customize Ritban 0
Quick Access Tcolkar u
[ show field codes instead o their values
~ Add-ins
nen t] Field shading: | When selected ¥
thA Tt Certer ] Use draf-font n Draft ard Outlng views
a
Onl: Nzme  Courier New
Sge 10
[] Use fonts that are stored on the printer
Font Substitution
. [] Expand all readings when ogering a document
cling
Display
‘ Shew this rumber cf Recent Documents: 00 Zd
[ Quickly access this number of Recert Documents: 4
Shew this rumber cf uncinned Recent Folders | 50 <
shortcut keys in ScreenTips
Forizantal smoll bar
vericalscroll bar
Show verical ruler in Prin: Layout vizw
[ Optiize character positioning for leyou: rathr than readability
[ Disable herduare graphics cceleration
[0 1ndntn o ine st <sbant sl desmine -
oK Cancel
Page s of 3 20470words  Vietnemese - I + 1%

I | a F"i Wi @ P 7:;{:;“;\\35 103954

23/04/2017

Tir bang thoai nay ta kéo thanh cudn xudng, tim dén dong Show measurements in
units of dé chon don vi do can dat ro1 Ok.

1.1.6. Nhdp van bdan vao mét tai li¢u

Van ban g?)m cac ky tu, tr hoac biéu tuong dugc nhap tur ban phim.

Vian ban dugc nhép tai vi tri con tré soan thdo. Con tro soan thdo la mét vach ké
nhap nhay mau den nam trén trang tai liéu.

Dé nhép van ban, thuc hi¢n nhu sau:
- Bat con tro soan thao vao vi tri can nhap trén van ban.
- Str dung ban phim dé nhép van ban vao trong tai li¢u.

- Giir phim Shift trén ban phim va bAm mot phim chir cai dé c6 dugc chit cai hoa
dau cau, dau tir can viet hoa. Tha phim Shift khi chir c4i nay da dugc nhap, ti€p tuc
nhap céc tu/cau khac.

- BAm phim Caps Lock mot 1an dé nhap céac chir hoa. Sau khi nhap xong bam tiép
phim nay dé tat ché do nhdp van ban chir hoa. Day la phim bat/tat chirc nang.
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- Bam phim dau cach (space bar) dé tao mot dau cach gitra cac tur.
- Bam vao phim dau cham dé két thuc cau.

- Cac dau,.;:1?)’” phai go lién véi tir di trude, sau cac ddu nay 1a mot dau
cach rdi moi den tu tlep theo. Céac diu ( “ “ phai gb lién véi tir di sau né.

- Nhép van ban mét cach binh thuong cho dén khi gdp 18 bén phai, Word ty dong
dua con tré soan thao xudng dau dong tiép theo. Chi bam phim Enter khi két thiic mot
doan. Sau khi bam phim Enter con tré s€é dugc dua Xuong dau dong duoi dé tao mot
doan moi.

- bé sir dung cac ky tu ban phim nam phia trén ky tu khac trén mot phim, gitr
phim Shift va bam phim nay.

- Nhap sd bang cach bam vao cac phim sé trén hang phim sé hodc st dung ban
phim s6 phu phia bén phai ban phim (dén phim Num Lock phai sang moi ¢6 thé sur
dung ban phim s6 phu).

1.1.7. Chon van ban

Nguoi ding phai chon vin ban trude khi tién hanh dinh dang hodc chinh stra.
bicu nay c6 thé duoc thuc hién bang cach st dung chudt hoac ban phim.

Sit dung chugt dé chon vin bdn:

- Pua chudt dén trudce van ban can chon

- Giilt chudt trai va kéo chudt vao vung van ban can chon

- Tha chudt khi da chon dugc vung van ban mong mubn

Pé hay Iya chon trén bang cach kich chudt trai vao vi tri bat ky trong vin ban.

Phwong phdp chon van ban bang chudt nhanh va chinh xdc:

- Chon mot tu: Kich dap vao tir do

- Chon mot dong: Kich chudt trai ngoai 18 bén trai dau dong do

- Chon mdt doan van: Kich ba lan chudt trai vao doan van d6

- Chon ca tai liéu: Kich ba 1an chuét trai ngoai 18 bén trai cia doan van.

Sit dung ban phim dé chon vin bdn:

- Dua con tr6 vao vi tri bat dau. Mot tay giira phim Shift, mot tay bam phim miii
tén chi huéng dé lya chon mot ky tu. Gitr phim Ctrl + Shift + phim miii tén dé chon
mot tur.

- Shift + Home: Chon van ban tir vi tri con tro t&i dau dong hién tai.

- Shift + End: Chon vén ban tir vi tri con trd t&i cudi dong hién tai.

- Shift + Ctrl + Home: Chon vin ban tir vi tri hién tai dén dau tai li¢u.

- Shift + Ctrl + End: Chon van ban tu vj tri hién tai dén cudi tai liéu.

- Ctrl + A: Chon ca tai liéu.
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Ngoai ra c6 thé két hop chudt v6i ban phim dé chon nhu sau:

- Kich chudt vao vi tri diém dau sau d6 giit Shift dong thoi kich chudt vao vi tri
di€m cudi van ban can chon roi tha phim Shift sau khi da kich chudt.

- Hoic kich chudt vao vi tri diém cudi sau dé giir Shift ddng thoi kich chudt vao
vi tri di€ém dau van ban can chon roéi tha phim Shift sau khi da kich chudt.

Sur dung cong cu trén ddi chirc nang (Ribbon):

Pé chon tit ca van ban trong tai liéu, kich chuot vao miii tén Select tur thé
Home/nhém Editing, r61 chon Select All.

1.1.8. Sao chép va di chuyén van bdn
Van ban c6 thé dugc di chuyén trong cung mdt tai liéu hoac gitta cac tai li¢u véi
nhau. Bé m¢ va di chuyén van ban, thyc hién nhu sau:

Trong cung mot tai liéu:

- Dé sao chép vin ban trong cuing mot tai liéu, chon ving van ban can sao chép,
roi tir the Home, kich chon Iénh Copy tir nhom Clipboard (hodc bam t6 hop phim Ctrl
+ C, hodc chudt phai vao vung van ban da chon dé chon Iénh Copy).

- Dbat con tro soan thdo vao vi tri can dat van ban sao chép, roi kich I¢nh Paste
(hoac bam t6 hop phim Ctrl + V, hodc chudt phai vao vi tri can dan dé chon 1énh
Paste). Van ban can sao chép s€ xuat hién ¢ vi tri mdi nay.

- Pé di chuyén vin ban, thuc hién cic budc gidng nhu trén, nhung trong budce 1
khong chon 1énh Copy, ma chon 1énh Cut tir nhom Clipboard (hodc bam t6 hop phim
Ctrl + X, hodc chuot phai vao vung van ban da chon dé chon 1énh Cut).

Giita cdc tai liéu: O bude 1 lam twong tu nhu trén, trude khi thuc hién bude 2 ta
phéi chuyén sang ctra s6 lam vi€c cua tai liéu can dat van ban sao chép dé dan véi céac
thao tac tuong tu nhu trén.

Ngoai ra nguoi dung ciing c6 thé chon sao chép, cat va dan vin ban (copy, cut
and paste) trong va gitra cac tai liéu bang phuong phap kéo va tha (Drag and Drop). bé
di chuyén vin ban, chon vin ban can di chuyén, giit chudt trai trong ving chon va kéo
t6i vi tri moi (hodc giit thém phim Ctrl trong khi kéo chudt dé sao chép vin ban t&i vi
tri maoi).

1.1.9. Undo va Redo

Néu c6 16i khi nhap, chinh stra hodic x6a Vé'l‘l’l ban, nguoi dung co thé sur dung 1énh
Undo d€ quay lai. Khi quay lai qua trang thai can dung thi su dung 1énh Redo dé thuc
hién lai 1€nh d6. Trén phién ban Word 2016 1énh Undo hién thi trén thanh cong cu

Quick Access c6 tén la Undo Typing (Ctrl + Z), 1énh Redo c6 tén la Repeat Typing
(Ctrl +Y).

1.2. B gb tiéng Viét (Unikey)

B0 g Unikey do Pham Kim Long, Pai hoc Ki thuat Praha sang ché. Unikey 13
phan mém mién phi, ma nguén ma, cé thé tai vé tai dia chi www.unikey.vn. Unikey co
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kich thuéc nho gon, dé dung, dé cai dat, khong yéu cau thém bat ctr thu vién nao khac,
va co thé chay ma khong can cai dat. Unikey hd tro:

- Céic bang mai: Unicode t6 hop, Unicode dung sin, UTF-8 Literal, NCR
Decimal, NCR Hexadecimal, TCVN3(ABC), VNI, BK HCMI, BK HCM2,
Vietware-X, Vietware-F, VIQR, VPS, VISCII, Windows 1258 code page (chuin tiéng
Viét cia Microsoft).

- Ba phuong phap g thong dung nhat: TELEX, VNI, VIQR.
- Kha ning chuyén d6i giira cac bang ma tiéng Viét.
Huéng din sir dung b go Unikey:

Sau khi khoi dong chuong trinh Unkey s€ t}léy xuétﬂ hién biéu tuong chir V (hay
E) O bén phai cﬁg thanh péng cu tiskbar. Khi, hién thi piéu twong _ 1a bat ché do gd
tiéng Viét, khi hién thi biéu tuong 13 bat ché do go tiéng Anh.

Nhép chudt trai 1én biéu twong dé bat tat ché do gb tiéng Viét (chuyén tir tiéng
Viét sang tiéng Anh hodc tur tiéng Anh sang tiéng Viét).

Nhép chudt phai 1én biéu twong dé bat menu popup ciia Unikey nhu hinh:

TCVN3 (A8C)
NI Windows
Bing mé khic

Bing dieu khién..CS+F5]
Ketthic

A - 0y r NS ) Vi )
o ma B a@ ~m B8 VE s B

Biéu twong va menu popup ciia phin mém Unikey

Ta c6 thé chon bang ma va kiéu gd tuong tmg tir menu popup, hodc ta co thé kich
chon dong “Bang diéu khién... [CS+F5]” d& md hop thoai Unikey:

B® UniKey 4.0 RC2 X
Diéu khién :

" -
Kiéu gi: Telex ~| | @ Kétthic
Phimchuyén: @ CTRL+SHFT (QALT+Z

4L Mo rong

@ Huwéng ddn Théng tin Mac dinh
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B8 UniKey 4.0 RC2 X

Diéu khién
Bang mé: Unicode w y Dong
N
Kieu g6: Telex v @ Kétthic

Phim chuyén: @ cTRL+SHFT (QALT+2Z e .

Ty chon khac

Cho phép gb tw do B4t kiém tra chinh t3

[J st ddu oa, uy (thay vi da, y) Tw ddng khéi phuc phim véi tir sai
[] Luén si¥ dung clipboard cho unicode

Tity chon gb tat Hé thong

[ cho phép gb tét [[] B4t hoi thoai nay khi khii dong

[C] cho phép gé tat ca khi tat tiéng Viét Khéi ddng cing Windows
Bang gb tat... [¥] vietnamese interface

@ Huong din Théng tin Mic dinh

Ché dj thu hep va mé réng ciia giao dign phian mém Unikey

- Néu str dung font chit Unicode (nhu font chir Times New Roman, Arial,...), ta
phai chon bang ma Unicode, ki¢u gd Telex (ki€u gd pho bién nhat) dé go tiéng Viét.

- Néu st dung font chir tiéng Viét dang TCVN3 (nhu font chér .VnTime,
.VnTimeH,...), ta phai chon bang ma TCVN3 (ABC), ki€u go Telex dé go tiéng Viét.

- Néu str dung font chit tiéng Viét dang VNI (nhu font VNI-Times,...), ta phai
chon bang ma VNI Windows, kiéu go Telex dé go tiéng Viét.

1.3. Thao tac dinh dang

Dinh dang 13 dé nang cao hinh thirc ctia vin ban bang cach thay d6i font chir,
kich ¢&, mau sic va kiéu dang. Vian ban ciing c6 thé duoc 1am noi bat bang cach thay
d6i thanh dang chir hoa, chir thudng hay chir hoa dau cau... Pé trinh bay mot tai liéu
theo mot tiéu chuin chuyén nghi¢p, dinh dang van ban phai théng nhét xuyén sudt tai
liéu va phu hop v6i ndi dung ciing nhu chu dé cua timg phan trong tai liéu d6. Vi du,
tai liéu phap luat phai c6 tinh chuyén mén, c6 dinh dang nhat quan, khong sir dung
mau sic, font chit phirc tap hoic kich thudc 10n trong ca tai liéu. Trai lai, to quang cdo
phai st dung cac dinh dang doc ddo, mau sic, bt mit dé thu hat su chu y.

1.3.1. Dinh dang vin bin (Font chit, mau sic chit, kiéu font)

Vin ban c6 thé dugc dinh dang theo cac kiéu font chit khac nhau, theo hai dang
chit ¢6 chan va chir khong ¢6 chan. Thi dy:

- Cac font chir c6 chan: TIMES NEW ROMAN, COURIER NEW, CAMBRIA,...

- Céac font chir khong c6 chan: ARIAL, MYRIAD PRO,... Cac font chir khong ¢

chan nay thuong dung cho ap phich quang c4do nhung it dung trong van ban hanh
chinh.
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C& chir ciing c6 thé duoc ting hodc giam 1am ndi bat vin ban. Diéu quan trong 1a
dam bao kich thudc font chir 1a nhat quan trong tai liéu (vi du tat ca cac tiéu dé sir
dung cung mdt cd chir, twong tu voi cac tiéu dé con va ndi dung van ban). Céc tiéu dé
s& duoc hién thi v6i c& font 16n hon so véi tiéu dé con, phﬁn nodi dung thi c6 cd font
nhé hon ntra.

Thay ddi font chii:
- Chon van ban can duge dinh dang.
- Ttr thé Home va nhém Font chon miii tén Font.

- Chon mdt font chit tir danh sach x6 Xuéng.

NogHarbpe B~

5 ] DR AaBhCc| AaBhCc AaBb AGBLC AdBoCt AaBbCe amice, 4abice AQLE veeeort
h:’i*w; oo ”;:]‘"‘::‘;mkumm Thomd |TNoSpac. Heodng! Hesdog2 Heodngd Heafigd FeadngS Headiog6  Toe  Sibttle  Sib
B g
Reenty UsedFons Sy St S ST Y S i S e it i L sy Ve
s v chir khong o0 chdn. Thi du:
0 ifyriad Pro
0 Cambria dc font chit cd chin: TIMES NEW ROMAN, COURTER. WEW, CAMBRIA, ..
0 conrizr New
(R e dc font chit khong ¢d chan: ARIAL, MYRIAD PRO,.. Cic font cht khing c6 chén
TNk g ding cho dp phich quing cdo ning it ding trong vin ban hanh chinh.
TN Taes . e )
T e chir cling ¢ thé duwo ting hode giam lam ndi bt vin ban. Diéu quan trong [a
;‘f"@“ Kich thuede font chi 12 nhat quan trong taf liu (vi du tat ca cde tiéu d¢ sir dung
it a1 g ah voar Vol A e gh s
¥ vng:w t e chi, twong tu vGi cdo téu d¢ con va ndi dung vin ban). Cac tiéu dé s¢ duge
T okl Neron 61 d font 16m hon so vai tiéu dé con, phan ndi dung thi o ¢ font nho hon nika.
T Unclriztote. A T
¥ Viline thay doi font ch ta im ol sau:
T VNTDMER

hon vin ban edn duoe dish dang.
1t thé Home va nhom Font chon mii tén Font,

Hon gt font it danh sich x0 xudng.

HEE- —+ o

Thay déi kich c& font chi:
- Chon van ban can dinh dang.
- Ttr thé Home va nhém Font, chon miii tén Font Size.

- Chon mét kich ¢ tir danh sach x6 xudng.
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ABIC ABICe AaBb( MBOC 4aBbC daBbCe dapice Aabice AQL 4

Aons
T VnArial
T Vsl Narow

D6 thay doi kich ¢ font chi ta lim nhu sau:

- Chon vin bin cdn dinh dang.

- Tirthé Home va nhom Font, chon i tén Font Size|

Hoac cach khac, chon nit __ hoac nut __ dé tang hodc gidm cd font chi.

Thay d6i mau sic font chir:
- Chon van ban can dinh dang.
- Tir thé Home va nhém Font, chon mili tén Font Color.

- Chon mdt mau tr danh sach x6 xudng hodc chon More Colors dé mo ctra so
Colors luya chon cac mau sac khac.

- Chon m{t mau tir bang mau roi bAm nit Ok.

Colors ? X
Colors: cancel

Hoie cdch khdc, chon niit # hofe mit # dé tang hodic giam cd font chir.

B8 thay déi mau sdc font chit ta lim nine sau:

- Chon vin ban cin dinh dang.

- Tir thé Home va nhom Font, chon mili tén Font Color. ~ ‘)
New

- Chon mét mz}u tir danh sach x5 xu&")ng hodic chon More Colors dé md cira s6 Colors

Iya chon cde mau sdc khdc.
Current

- Chon mt mau tir bing méu ri bam nit Ok.

Thay déi kiéu font:

- Kiéu font chit chinh bao gdm: dam (bold), in nghiéng (italic) va gach chan
(underline).

- Chon vin béan can dinh dang.

- Ttr thé Home va nhom Font, chon kiéu font mong muén. Hodc c6 thé bAm cac
to hop phim: Ctrl + B (in dam), Ctrl + I (in nghiéng), Ctrl + U (gach chan).

-
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1.3.2. Chi sé dwéi va chi sé trén
Chi’sé trén 1a ky tu dugc ’bé tri phia trén dong chit thong thuong, thi du nhu chi
™ Chi s6 dudi 1a ky tu dugce bo tri phia dudi dong chit thong thuong nhu H,O.

bé ap dung chi s6 dudi va chi sb trén, thuc hién nhu sau:
Chi s trén:

- Chon tu/ky tu muén b tri chi sb trén.

- Tur thé Home va nhom Font, chon Iénh Superscript.

Hodc cach khac, chon 1énh nay trudce roi1 sau d6 nhap van ban can dé ¢ dang chi
sO trén.

Chu y: Chi sO trén ciling c6 thé ap dung bang cach bam to hop phim Ctrl + Shift +
=. Chi sd trén c6 thé bo di bang cach chon chi s6 va bdm t6 hop phim Ctrl + Space
(dau cach).

Chi s6 duéi:

- Chon ti/ky tuy mudn bé tri chi s6 dudi.

- Ttr thé¢ Home va nhom Font, chon 1énh Subscript.

Hodc cach khac, chon 1énh nay trudc roi sau do nhap van ban can dé & dang chi
sO dudi.

Chu : chi s6 duéi ciling co thé ap dung bang cach bam t6 hop phim ctrl + =. Chi
s6 dudi c6 thé bo di bang cach chon chi s6 va bam t6 hop phim ctrl + space (d4u cach).

1.3.3. Dinh dang doan vin bdn

1.3.3.1. Tao va tron cdc doan van bdn

Poan van c6 mot hodc nhiéu dong, dugc ngan cach vdi cac doan trude hodc sau
bd1 mot phim xudng dong (Enter).

bé tao va tron cac doan van, thuc hién nhu sau:

- Tao doan van ban: Pat con tré vao cudi mot doan dang ton tai hodc cudi mot
cau trong mdt doan va bam phim Enter.

- Tron cac doan vian ban: Dt con trd vao dau doan van tht hai va bam phim
Backspace cho dén khi doan van tht hai nhdp vao doan van trudc. Hodc cach khac, dat
con trd vao cudi doan van trude sau d6 bam phim Delete cho dén khi hai doan duogc
nhap thanh mot doan van.
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1.3.3.2. Can lé vin bdn
Vian ban co6 thé dugc can l¢ trai, phai, gitra hoac can déu. Xem cac vi du sau:

O cot ndy, vian ban
duge can 18 trai véi
1& phai khong déu
con 1& trai déu.

Pay la can 1é mic
dinh trong cac tai
liéu cua Word.

O cot ndy, van ban
dugc can 1¢ phai
v6i 18 phai déu con
1& trai khong déu

O cot nay, van ban
duoc dat ¢ gitra
trang va cé hai 1&
déu khong déu.

O cot nay, vin ban
dugc can déu ca 1é
trai va 1& phai. Van
ban duoc can déu sé
kéo dai toi cudi
dong bang cach
gian khodng cach
gittra céc tur.

Dé can I€ van ban, thuc hién nhu sau:

- Chon van ban can can Ié.

- Tur thé Home va nhom Aligment, chon mét kiéu can 18.

N
—

Hoic c6 thé st dung t6 hop phim tit cho cin 1é:
- Ctrl + L: Can 18 trai (Left)

- Ctrl + R: Cin 1¢ phai (Right)
- Ctrl + E: Can 1¢ giira (cEnter)

- Ctrl + J: Can 18 déu hai bén (Justify).

1.3.3.3. Thut dong ¢ doan van bdn

Cac doan van co thé duoc thut dau dong tur 1& trai theo mot khoang cach xac

Dong nay duoc thut dau dong 7cm tir 1& trai.

Day l1a kiéu thut ddu dong ddu tién v&i khoang cach thut 1a lem tinh or 1& bén
trai. Phin con lai ctia doan vAn ban s& nim sat 1& trai. Kiéu thut dadu dong nay duoc sur
= dung trong van ban hanh chinh, thu tin, thuwong mai....

DAy 1a thut dau dbng kiéu treo, kiéu nay s& thut didu dong cua mot doan van véi

khoang cach 1a lcm khoi 1& trai, nhung dong dAu tién lai sat 1& trai, cho phép
N nhap biéu tuong/chit/sd & 1& trai trudec mbi doan.

Cac dau thut dau dong co thé duoc kéo t&i mdt vi tri trén thanh thudc ngang aé

tao ra kiéu thut dau dong khac nhau.

Cac dau thut dau dong co thé duogc kéo téi mot vi tri trén thanh thudce ngang dé
tao ra ki€u thut dau dong khac nhau.
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Hoic c6 thé nhap sb do thut dau dong, thuc hién nhu sau:
- Chon biéu tuong khai dong cira s6 Paragraph. Cira s6 Paragraph mo ra.

- Trong phan Indentation cua ctra s6 nay: DPién s6 do 1€ trai cia doan van & 6
Left, 1€ phai cua doan van ¢ 6 Right.

- Trong 6 Special chon First line hodc Hanging twong tmg voi ché do6 thut dau
dong dau tién hodc ché do thyut dau dong kiéu treo, sau d6 dién sb twong tmg & 6 By.

- Bam Ok dé dong .
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Paragraph ? X

Indents and Spacing Line and Page Breaks

General

Alignment: Justified £

Qutline level: | Body Text £ Collapsed by default
Indentation

Left: 0cm = Special: By:

Right: 0cm S First line ~| [1em

D Mirror indents

Spacing

Before: 0pt Line spacing: At

b4l

After: 6 pt = Single =2 =

] pont add space between paragraphs of the same style

Preview

Céc diu thot d4u dong <o thé duge kéo 191 mdt vi tri trén thanh thwoe ngang dé t2o ra kida thot din dong
khacshan

Tabs... Set As Default Cancel

1.3.3.4. Khoang cach doan vin ban

Khoang cach doan van ban (khoang cach doan) 1a khoang céch tao ra & phia trén
va phia dudi mét doan van. Khoang cach dong (line spacing) la khoang cach gitra cac
dong van ban trong mgt doan van. Nguoi dung nén khoang cach doan thay vi dung
phim Enter dé tao khoang cach giita cac doan vin. Khi dung phim Enter dé tao khoang
cach doan, khoang cach s& ldy theo c& font ciia doan trude, vi vay sé hién thi 16n hon
cac khoang cach khéc trong tai liéu. Pé dam bao su théng nhét trong tai lidu, nguoi
dung nén st dung khoang cach doan va khoang cach dong.

I3
A

bé ap dung khoang céch doan va dong, thuc hién nhu sau:

1.3.3.4.1. Khoadng cdch doan
- Chon cac doan van can dat khoang céch.

- Tu tab Home, chon biéu tuong qkh(yi dong cua 0 Paragraph (hoac chudt phai
vao vung chon, chon Paragraph). Ctra s6 Paragraph mé ra.

- Trong phan Spacing, st dung cac mii tén cudn Before va/hoac After (hodc
nhap truc tiép) dé tang/giam khoang cach phia trudc va sau mdi doan.

- Bam OK dé dong ¥.
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Paragraph ? xX

Indents and Spacing Line and Page Breaks

General
Alignment: ~
Outline level: | Body Text o Collapsed by default
Indentation
Left: 0cm = Spedal: By:
Right: 0 em = First line ~ | [1am =
[ mirror indents
Spacing
Befare: 0pt : Line spacing: At
After: 6 pt = Single ~ =

[J pontadd space between paragraphs of the same style

Preview

Semple Text Sample Tagt Semple Text Sample Text Sample Tegt Sample Text Sample Text Semple Text
Sample Text Sample Text Sample Text Sample Text Sample Test Sample Test Sample Test Sample Test Sample
Text Semple Text Sample Test Sample Test Sample Test

Tabs... Set As Default Cancel

1.3.3.4.2. Khodng cach dong
- Chon céc doan vin can dit khoang cach dong.

- Tur thé Home, chon biéu tuong khoi dong cua sO Paragrahp (hodc chudt phai
vao vung chon, chon Paragraph). Ctra s6 Paragraph mo ra.

- Trong phan Spacing, chon miii tén Line Spacing va chon mét tiiy chon khoang
cach tir menu nay.

- Sau khi chon Multiple, Exactly hodc At Least, st dung miii tén cudn trong hop
At dé chon mot so do.

- Bam OK dé dong .
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Paragraph ? x

Indents and Spacing Line and Page Breaks

General
Alignment: Justified ~
Qutline level: |Body Text b Collapsed by default
Indentation
Left: 0cm = Special: By:
Right: 0cm = First line v 1em =
D Mirror indents
Spacing
Before: 0pt : Line spacing: Al
After: & pt = =
] bon't add space between paragraphs of -- v
1,5 lines
Double
Preview At least
Exactly
Multiple

- Tir thé Home, chon bifu twong khéi déng cira 56 Paragrahp (hodic chudt phéi vio
vimg chon, chon Paragraph). Cita 36 Paragraph mdra.

Tabs... Set As Default Cancel

Hodac cach khac:
- Chon cac doan vian can dit khoang cach dong.
- Kich chon nut 1énh Line and Paragraph Spacing tir nhém Paragraph.

- Chon mot khoang cach tor menu x6 xuong, hoac chon Line Spacing Options dé
mo cua s6 Paragraph.

atibility Mode] - Word

AaBbC | AaBbCc| AaBbCc AaBb( aasvcer A QL aasocet daBbCe daBbCe daBbCC
Heading 2 | TNormal | T No Spac... Heading 1 Heading 3 Title Subtitle  Subtle Em. Emphasis  Intense

styles =
Az

2 5o UE e
A 2 ) 2 Us  11/08/2019 =

1.3.4. Dinh dang van ban theo kiéu (style)

Kiéu (style) 1a mét tap hop cac dinh dang dic trung nhu font chit, kich ¢&, mau
sdc, can 18, khoang cach, vién va bong duoc ap dung cho tat ca hodc mot phén cua tai
liéu. Str dung kiéu dé dinh dang cho vin ban s& giup viéc dinh dang nhanh chéng va
dic biét tao su nhat quan trong toan van ban.
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Str dung dinh dang kiéu cho cac van ban 16n, ¢6 tinh hé théng nhu: Bai tiéu luan,
deé tai nghién ctru khoa hoc, khoa luan tot nghi¢p, luan van, luan an, sach, gido trinh,
bai giang,...

Pé ap dung mot kiéu, thyuc hién nhu sau:

- Chon vin ban can ap dung kiéu.

- Tir tab Home, chon mdt kiéu thich hop trong nhém Styles dé ap dung vao vin
ban da chon.

Vi du:

- Chwong I, I, 1IL,...: Ap dung kiéu Heading 1;

-Muc 1.1, 1.2, 1.3, 2.1, 2.2,...: Ap dung kiéu Heading 2;
-Muc1.1.1,1.1.2,1.2.1,1.2.2, 1.3.1,... Ap dung kiéu Heading 3.

Tuong tu, cac muc nhoé hon thi 4p dung cac kiéu twong mg theo quy luat trén.

1.3.5. Chinh sira style

Ta c6 thé chinh sira dinh dang céc styles bang cach chudt phai vao style can stra &
trén nhom Styles chon Modify nhu hinh duéi:

2.4. 4. Chen cdc dbi rregrng phi véirn béin
ot e A Taia

> A a T T 7 .
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Madify Style ? X

Properties
Name: Heading 1
Style type: Linked (paragraph and character)
Style based on: T Mormal v
Style for following paragraph: | T Normal ~
Formatting

Times New Roman (|~ 16~/ | B T U | [N

Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample
Text Sample Text Sample Text Sample Text Sample Text Sample

Text Sample Text

Font: (Default) +Headings (Times New Roman), 16 pt, Bold, Font color: Text 1, Centered, Space ~
Before: 6 pt
After: 12 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Automatically update, Show

in the Styles gallery, Priority: 10

Add to the Styles gallery Automatically update
© Only in this document O New documents based on this template

Trong bang thoai ¢ hinh trén ta c6 thé chinh stra dinh dang cho style: Phong chit,
cO chit, ki€u chir in dam, in nghiéng, gach chan, mau chit, can trai, can gitra, can phai,
can déu.

- Only in this document: Chi 4p dung cho tai li¢u dang soan thao.

- New documents based on this template: Ap dung cho cho toan bd tai li¢u tao
maoi sau nay.

- OK dé dong y ap dung kiéu da chinh stra.

Co thé chinh stra nhiéu dinh dang hon vé doan van bang cach vao Format & goc
dudi bén phai ctua hinh trén sau d6 vao Paragraph, xuat hién bang thoai sau dé chinh
sua:
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Paragraph ? X

Indents and Spacing Line and Page Breaks

General
Alignment: w
Qutline level: | Level 1 v D Collapsed by default
Indentation
Left: 0cm = Special: By:
Right: 0cm = First line | 1am =
D Mirror indents
Spacing
Befare: & pt : Line spacing: At
After: 12 pt = single v =

[ ] Don't add space between paragraphs of the same style

Preview

Sample Text Sample Text Szmple Test Sample Text Sample Text Sample Text Sample Text Sample Test
Semple Tet Sample Text Sample Taxt Sample Text Sampls Text Sampls Taxt Sample Text Szmple Text Sample
Text Sample Text Semple Test Sampls Text Sample Text

Tabs... Set As Default Cancel

Gin ,té hop phim tit cho style bafmg cach vao Format/shortcut key tir bang Modify
Style, xuat hi¢én bang thoai, r6i bam t6 hgp phim tat can gan cho style do, roi
Assign/close:

Customize Keyboard ? X

Specify a command

Categories: Commands:

Styles

Specify keyboard sequence

Current keys: Press new shortcut key:
Ctrl+1
Save changes in: | Normal.dotm ™
Description

Font: (Default) +Headings (Times New Roman), 16 pt, Bold, Font color: Text 1, Centered, Space

Before: & pt

After: 12 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Automatically update, Show in the Styles
gallery, Priority: ...

Assign Remave Reset All...

1.3.6. Qudn Iy va hién cdc styles bi dn
- Mé& bang Style: Kich nut miii tén ¢ goc dudi bén phai cia nhém Style:
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04, BAI GIANG NHAP MON TIN HOC - 2020.doc [Compatibility Mode] - Word

Insert  Design  Llayout  References  Mailings ~ Review  View  Help  BocongcuViolt @ Tell mewhat you want to do

Sign in

=

Q g
8 Share

o L. L L Find -
O Mimsshewt o [16 w|& &7 aae 2 220 EE AT ARpei AaBDC: ABBC: AaBb( AaBbC AcBHCe AaBbCe San

2 Replace

Paste B . aly ., ) . =
™€ Format Painter B I U~akX X Y - A i TNormal | TMedium... TMoSpac.. Headingl HeadingZ Heading3 Headingd | ¥ Select
Clipboard ] Font F] F] Styles 1 Editing

L  —— B I B A - N S I AT SR IR R I A AR - I I RSt RI IR RN
: — Styles vox
E3 rooa A an -
2.3.6. Quan ly va an/hién cic styles Clear Al
Char Char ChT

- Md bang Style: Kich nit mii tén & géc dwdi bén phai ctia nhom Style:

46

Page460f 139 31842words  English [United States) &3

Default Paragi @

Medium Gi 7
No Spacing T
Heading 12
Heading 2 12
Heading 3 12
Heading4 1=

Heading § 12

/| Show Preview

Disable Linked Styles
kT % "3;' Options...

- Hién cac styles bi an: Kich nat Manager styles nhu hinh trén. Xuat hién
bang Manager styles nhu hinh dudi. Sau dé kich chon thé Recommend, chon cac

styles can hi¢n ra r61 kich ntit Show.
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Manage Styles ? >

Edit Becommend  Restricc  Set Defaults
Sort order: | As Recommended ~ |:| Show recommended styles only

Select one or more styles to set whether the style appears by default in the
recommended list and the order in which the styles appear

1 Maormal ~
2 Default Paragraph Font [Hide Until Used])

2 Medium Grid 2

2 Mo Spating

10 Heading 1

"—‘rm Heading 2

10 Heading 4

10 Heading 5

10 Heading & [Hide Until Used] hd

Select All Select Built-in

Set priority to use when sorting in recommended order

Move Up Move Down
Make Last Assign Value...

- Siwhether style shows when viewing recommended styles
Show Hide until used Hide

@ COnly inthis document O Mew documents based on this template

Import/Export... Cancel

A

1.3.7. Dinh dang trang
Cach don gian nhit dé bat bang thoai Pages Setup 1a kich dup vao thudc doc
(cach nay ap dung cho moi phién ban Ms Word).

Page Setup ?

Margins Paper Layout
Margins
Top: 2am = Bottom: 2cm =
Left: 3am = Right: 1,5 em =
Gutter: 0cm = Gutter position: Left ~
Orientation
Portrait Landscape
Pages
Multiple pages: Normal ~
Preview
Applyto: | Whole document v
Set As Default Cancel
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Sau khi bat duoc bang Page Setup ta vao thé Margins chinh 1& trén (Top), duéi
(Bottom), trai (Left), phai (R1ght) theo quy dinh. Hodc ta c6 thé vao Layout/Page
Setup/Margins dé chinh 1& kho giy.

Theo quy dinh trong thé thirc trinh bay van ban hanh chinh vé can 1& nhu sau:
- L& trén (Top): tir 2 — 2,5 cm;

- Lé dudi (Bottom): tir 2 — 2,5 cm;

- L& trai (Left): ttr 3 — 3,5 cm;

- L& phai (Right): tir 1,5 — 2 cm.

Chon huéng kho gidy doc (Portrait) hodc ngang (Landscape) tu bang thoai Page
Setup trén (thuong 13 chon khd gidy ngang (Portrait)). Hodc c6 thé chon trong
Layout/Page Setup/Orientation.

Page Setup ? X

Margins | Paper | Layout

Paper size:

width: |21 cm

Height: 29,7 cm

U
%
:
S
g
e
:

o
=

ccccc

Trong thé Paper ta chon kho gidy can lam (thuong 1a kho gidy A4). Hoic c6 thé
chon kho gidy trong Layout/Page Setup/Size.

Thiét 1ap mac dinh: Sau khi cin chinh 1& gidy, huéng kho gidy va chon kho gidy
ta nén thi€t 1ap mac dinh céc thong s6 d6 bang cach chon Default. Con néu chon Ok
thi cac thong so tuy chinh do6 chi c6 tac dung doi voi van ban hién thoi.

1.3.8. Pinh dang khung vién trang gidy
Vao Design/Page Borders xuat hién bang thoai nhu hinh:
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Borders and Shading

Borders Page Border Shading
Setting: Style: Preview
S Click on diagram below or use
None buttans to apply borders
Box | | o _—
Shadow R,
v
Color:
3-D
Automatic ~
Width:
Custom Va pt -
I XEL Apply to:
Art: Whole document >
(none)
e Options...

Chon céc ché do khung vién trang gidy, chon kiéu (style) duong vién, chon
pham vi ap dung trong Apply to: Whole document (toan b tai li¢u), This
section (phan nay), First page only (trang dau tién).

Vao Option chon ché do Text (van ban) hodc Edge of page (Canh cua
trang).
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Border and Shading Options

Margin
Top: 24 pt : Left: 24 pt :
Bottom: 24 pt : Right: |24 pt :
Measure from:
Edge of page

Text

Edgeof page

Align paragraph borders and table edges with page border
Always display in front
Surround header

Surround footer

Preview

QK Cancel

1.3.9. Pinh sé trang

Dé chén sb trang ta vao Insert/Page Number (trong nhém thé Header &
Footer):

Chwong 3: BANG TINH (MICROSOFT EXCEL)

3.1. Co ban v& Microsoft Excel 2016
3.7-7. Khnoi dérig Excel

- Top of Page: Chén s trang ¢ dau trang;
- Bottom of Page: Chén s trang & cubi trang;
- Page Margins: Chén sé trang ¢ 1& trang;
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- Current Position: Chen s6 trang & vi tri hi¢n thoi cua con tré soan thao.

1.3.10. Chén va x6a ngit trang

Ngit trang 13 tao mot trang mdi mot cach nhanh chéng, trang méi chén nay
s€ doc 1ap voi trang phia trude no.

Dé ngit trang ta kich chudt vao vi tri can ngit roi bAm t6 hop phim Ctrl +
Enter hodc vao Insert/Page Break.

Pé x6a ngat trang ta dit con tré soan thao vao dau dong dau tién cia trang
bi ngat r61 bam phim Backspace.

1.3.11. Thé thirc va ky thugt trinh bay vin bin hanh chinh

Thé thic va ,kgl thuat trinh bay van ban hanh chinh duoc quy dinh tai Phu
luc I, Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3 nam 2020 cta Chinh pht.

- Link tai Nghi dinh s6 30/2020/NDP-CP ngiy 05 thang 3 nim 2020 cia
Chinh phu: https://bit.ly/3d1068d

1.4. Chén cac do6i twong, bang biéu trong viin ban

1.4.1. Chén cdc déi twong phi vin bin

Cac ddi tugng phi vin ban bao gom: Cac ky ty dic biét (symbol), hinh anh
(picture), cac hinh v€ (shapes), so do (smart art), do thi (chart), cht nghé thuat (word
art), cong thurc toan hoc (equation).

Pé chén cac dbi tuong phi van ban, thuc hién cac budc sau:

- Buéc 1: Dit con trd soan thao tai noi can chén.

- Budc 2: Trén thanh Ribbon, chon thé Insert, chon dbi tuong can chén tuong
ung.

- Buédc 3: Thyc hién céac thao tic chén ddi twong da chon.

V&i mdi loai ddi tuong duoc chon dé hiéu chinh, trén ving thanh Ribbon xuét
hién thém mét thé 1énh tuwong tmg. O day s€ gioi thieu mot vai nut Iénh thuong xuyén

duge sir dung, ma khong gidi thiéu hét moi niit 1énh trong the Iénh m6i nay. Budce dau
tién la dat con tro soan théo tai noi chén s¢ khong nhéc lai.

1.4.1.1. Chen ki tw dic biét

Tu thé ‘Insert, chon biéu tuong Symbol, xuét hién bang chon c6 san cac ky hiég
dugc chen gan day. Kich chudt chon moét ky tu hodc kich vao nut More Symbols... dé
ma& hop thoai Symbol.
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D& chén e d6i tugng phi vin bn, thyc hién chc bude sau

-~ Bute 1: Bt contr soan thio ta i cin chén
Buc 2: Trén thanh Ribbon, chon thé Insert, chon d6i tuong cin ché tuong img.
- Butde 3: Thye hién céc thao tic chén d6i tuong di chon.

Vi mbi log d6i twomg duge chon dé higu chinb, trén ving thanh Ribbon xuit hién
thém mtthe énh tuong img, O iy s& gid thidu mot v nit lénh thumg xuyeén duge sir
dung, ma khong gidi thiu het moi nit lénh trong the Iénh méi ndy. Bude diu tién 1 dit
con o soan thio tai noi chén s& khong nhde L.

2441, Chen ki e dc biet
Tirthé Insert, chon biéu tung Symbol, it hign bing chon ¢6 sin edc ky hicu duoe

chén gan day. Kich chugt chon mdt ky tw hogc kich vao nit More Symbols... dé mo hop
thoai Symbol.

Symbol ? et

Symbols Special Characters

Font: Symbol v
B elels[ (D= -] ]/
ol 1]2]3]a/s]s|7]slo]: [ ][<]=]-12
=laB[x[alE|o|r[H][1]s|x|aM|N]O
e plzsiTlY|c|alzlv[z[[[-[1]L] .

Recently used symbols:

VM eo] [vIgle] el ¥]e]em] )=«
Unicode name:
Character code: |32 from: | Symbol (decimal) |~
Symbal: 32
AutoCorrect... Shortcut Key... Shortcut key:

Insert Cancel

Trong hop thoai Symbol, khi chon font chit trong 6 Font s€ c6 mot tap cac ky tu
tuong tng xuat hién trong bang chon phia dudi. Cac font chit thudng dung 12 Symbol,
(cac ky hiéu toan hoc), Webdings, Wingdings.

Dé tiét kiém thoi gian mo hop thoai Symbol, c6 thé chén nhiéu ky hi€u trong mat
1an mo hop thoai. Chén mot ky hiéu dau tién bang cach kich dap vao ky hiéu hodc kich
chon ky hiéu va kich nut insert, sau d6 khong dong hdp thoai Symbol dang m¢d, ma
quay tré lai man hinh soan thao, di chuyén con tro soan thao dén vi tri tiép theo va
thuc hién chén céac ky hiéu tiép theo.

1.4.1.2. Cheén hinh anh

Tur thé Insert, chon 1€nh Pictures trong nhom Illustrations, xuét hién bang thoai
Insert Picture dé€ duyét tim dén hinh anh can chen.
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[ insert Picture

v O Search Pictures r

A & > ThisPC > Pictures >

Organize = New folder

~
= This PC

|

m Desktop Bl

1% Documents 3
% Downloads L J
Anh thu vien Camera Roll

& Music
= Pictures

& Videos )
. Local Disk (C) # ﬂ
P

- SETUP (D)
«- DATA (E) 3Jeg 4Jpg
2 CD Drive (F)

¥ Network v

| [AnPictures ¢emfrwmfjpgzj

Tools v insert_|+] Cancel

File name: |

Sau khi da chon duoc hinh anh can chén, kich vao nat Inset dé chén hodc kich
dtp vao hinh anh can chen.
Khi kich chon vao anh da chén ta, trén thanh Ribbon xuét hién thém thé cong cu

e

Format (Picture Format) chira cac Iénh hiéu chinh hinh anh.

Trong thé Format gdm cac nhom:

- Adjust: Piéu chinh do sang t6i, 46 twong phan, do nét anh,... Trong do, nuat
Reset Picture dé khoi phuc lai trang thai ban dau cua anh.

- Piture Styles: Chon kiéu khung anh trong danh sach, hiéu g cho hinh v&.

- Arrange: Sap xép vi tri clia anh trong trang chira anh (Position), vi tri cia anh so
voi1 cac ky tu (Wrap Text), 1at anh.

- Size: Hiéu chinh kich thuéc cta anh. Nt Crop dung dé cit anh. Hiéu chinh
chi€u cao, chiéu rong theo s6 do tai hai 6 trong nhom size.

1.4.1.3. Chen cac hinh vé
Tur thé Insert, chon 1énh Shapes trong nhém Illustrations, xuét hién mét danh

sach cac kiéu hinh vé khac nhau.

34



Mihe 3 - 2

0t St gy iR O it iyl
. e .o

s e Rt leihps s 3 i
. S\ O LG s 1

WL
fecnges
12032720
BicSpes

BOAbL

Equton s
b=ijsag
Fondsur

ac

[ 73220
$144700

R TR R Ve EEE- 4

Chon mét hinh v€ theo ¥ mudn, con tré chudt s& chuyén sang trang thai dau +,
tién hanh v¢€ trén man hinh soan thao.

Khi kich chon vao hinh d3 v&, trén thanh Ribbon s& xuét hién thém thé Format dé
hiéu chinh hinh vé.

Thé Format nay dugc chia thanh cac nhom:

- Insert Shapes: Cac mau hinh vé.

- Shape Styles: Nhém Iénh nay dung dé hiéu chinh t6 mau, duodng vién, hiéu ung
cho hinh v&. C6 sin mot s6 kiéu mau hinh v&. Mdi ddi tuong hinh v€ s€ ¢ mdt tap cac
kiéu miu khac nhau. C6 thé hiéu chinh kiéu mau bang cac nat Shape Fill (t6 mau
hinh), Shape Outline (dudng vién), Shape Effects (hiéu tmg).

- WordArt Styles: Vi cac d6i tugng hinh v& khép kin, c6 thé chén vin ban vao
bén trong hinh v&. Str dung cac mau chir nghé thuat trong nhom WordArt Styles dinh
dang cho van ban duoc chen.

- Text: Dung dé dinh dang, hudng vin ban (Text Direction), cin 1& vin ban
(Align Text), tao lién két cho van ban (Creat Link).

- Arrange: Nhom chtra cac 1énh dé sip xép cac hinh v&.
- Size: Nhom 1€nh hi€u chinh kich thudc hinh vé.
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1.4.1.4. Chén so do

Tu thé Inset, chon 1énh SmartArt trong nhém Illustrations, xuét hién bang thoai
nhu hinh:

Choose a SmartArt Graphic ? X
...... List
8= List ==]
% Process =1=]
¥ Cycle =]
ake Hierarchy =
Ed Relations... =
€8 Matrix
A Pyramid [ CN—
[l Picture  —
& Officecom -
: o Basic Block List
Q EJ. 8 o-e-0- G4 @ Use to show non-sequential or grouped
Q =5 —— = 01 1 1 blacks of information. Maximizes both
B horizontal and vertical display space for
— — shapes.
-1=1=| B00 G0
EEE el=e 2=l
=] (S]] iii ——— I

Tir bang thoai nay, chon mét kiéu so d6 theo y mudn, sau d6 bAm OK.

Xuat hién so d6 & dang mau. Nhép liéu cho so d6 bang cach nhép tai khung Type
your text here bén trai hodc kich chuét tric tiép vao 6 Text trong so do.

HS-O00=@Q -

File  Home Inset Design Llayout Refere Q Tell me what you want to do
5 Change Shape - — anauern A TextFill - j U Dh :\ ak $Height [223em -
Ear e ‘Ahc, ‘Ahc, i I \ADCJ ‘AM, -|@stape ouine A A \ B T Position Wrap  Biing  Send  Selection Align Group Rotate [ -
in2-p Felsmatie “Qsnapetfects- | S| ATextefecsw | foq. fomard - Backward - Pane  + o | R ki
Shapes Shape Styles Wordart Stes 5 Arange size al oA
e —— D23 45670 B84 M0 M 12 B34 115 1 - 16 - AT
Type your text h X
. o )
e [Text]
[Text]
[Text]
[Text]

I | Text]

LR L ——+ 160%

Page770f82 24834 words Vi

DPé thém mot dbi tuong (nhanh) trén so dd thyuc hién nhu sau: Chudt phai vao ddi
tuong (nhanh) gﬁn vi trf can thém, chon Add Shape. Sau d6 chon Add Shape After
(néu chén phia sau), Add Shape Before (néu chén phia trudc), Add Shape Above (néu
chén phia trén), Add Shape Below (néu chén phia dudi), Add Assistant (néu chén thém
nhéanh phu).
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DPé bo bot mot ddi tuong (nhanh trén so d@)), kich chuot phai vao doi tuong can
béd, chon cut.

Str dung cac 1€nh trén thé Format dé hiéu chinh so dd theo y mudn.

1.4.1.5. Chén biéu do

Tur thé Insert, chon 1énh Chart trong nhém Illustrations. Xuét hién bang thoai
Insert Chart.

Insert Chart ? X

(Al Charts |

& Recent

Templates mﬂl \_H_H I_Q_H Jﬂ@ J@'@ J@'@ hﬂlﬁm
Column

Line Clustered Column

Pie Chart Tt

Bar

Area

XY (Scatter)
Stock : I I I

Suface | | T X
Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfal

EEEFOARBERSMNORE

Combo

Trén bang thoai ndy, chon kiéu biéu db thich hop, sau d6 bam Ok.

Xuét hién biéu dd va bang dit liéu mau. Nhap liéu va chinh sira dit liéu mau theo
¥ mudn. Khi chinh stra dit liéu trong bang dit liéu Chart in Microsoft Word, hinh dang
biéu dd sé& tu dong diéu chinh theo dir liéu da nhap. Sau khi di hoan thanh viéc nhap
dir lidu, co6 thé tit bang dir liéu nay di. Néu khi di tit bang ndy rdi ma mudn bat lai dé
chinh stra dit li¢u thi vao Design chon Edit Data.
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C6 thé hiéu chinh kiéu biéu do trong thé Design va dinh dang & thé Format.

1.4.1.6. Chen Text Box
Tur thé Insert chon 1énh Text Box, sau d6 chon Draw Text Box nhu hinh dudi:

B D = ’n= 20D Crsanawretne - | T )

73 Date & Time

=) = 4

o [ad Il @+ | Efceadins W

[)
Pace

Cover Blank Page | Table | Pictures Online Shapes SmartArt Chart Screenshot Wikipedia Comment | Header Footer Tod | Quick Wordart Equation Symbol
g o P ® My Add-ins - Wikip & = object - a Y1
age- Page Break | - Pictures - E Number~ | [Boxe| Parts~ - : 5

pages Tables ustrations Add-ins wedia inks comments Header & Footer Built-in SIS

. SRy - 23045617080 .9. 1101110320130 a1 —

- Simple Text Box Austin Quote Austin Sidebar

B —

Sanaea Guote Sandea Sidebar Facet Guote -

- I More Text Boxes from Office.com >

Draw Text Box
= .

Con tré chudt lic nay hién thi hinh du +. Ta tién hanh vé Text Box & vi tri mong
muon nhu hinh duéi:
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B S 00 = & ¢ - Document2 [Compatibility Model - Word

File  Home Insert Design Llayout References

2N | E0Heignt 402cm -

rap Align Rotate | =wiatn: 928cm  °

Sau d6 nhdp van ban vao vi tri con tré trong Textbox vira vé.

Ta c6 thé dinh dang cho Text Box trén thé Text Box.

1.4.1.7. Chén chi nghé thudt

T thé Insert chon 1énh WordArt, x6 ra danh sach céc kiéu chit ngh¢ thuat. Kich
chon mot kiéu mong mudn.

Xuét hién Text box c6 dong chir Your text here dé nhap vin ban vao 6 nay.

Str dung cac 1€nh trén thé Format dé dinh dang va hi¢u chinh chir ngh¢ thuat.

1.4.1.8. Cheén cong thirc toan hgc
Ttr thé Insert, chon 1énh Equation, x6 ra danh sach cac cong thirc thuong gip.

Chon mdt cong thirc néu trung vdi cong thirc mudn chén, hoac vao Insert New
Equation dé chén cong thirc mai.

Sau khi chon Insert New Equation s& xuét hién thém thé Design.

Str dung céc 1énh trén thé Design nay dé tién hanh chén cong thirc toan hoc.
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1.4.2. Bang biéu

1.4.2.1. Tao bdng
Mot bang gém cac hang (row) va cac ¢t (column). Giao diém giita mot hang va
mot cot duge goi 1a mot 6 (cell).

Pé tao bang, thuc hién nhu sau:

- Ttr thé Insert va nhém Tables, chon Iénh Table.

Détwo bing, thue hin nhw sau:
- Tirthe Insert va nhom Tables, chon léoh Table.
- C i hongphip &t mitbing:

+Dichuft 8 xic dinh s6 hing vi 0 ot cin thié cho mt bing cinf20 0 kich
chugt.

+ Di chudt dé xac dinh s6 hang va so c¢dt can thiét cho mot bang can tao roi kich
chudt.

+ Chon Insert Table.

- Néu phuong an hai dugc chon, ctra s6 Insert Table s€ mé ra.

Insert Table ? >
Table size
Number of columns: 5 =
Number of rows: 2 =

AutoFit behavior

»

@ Fixed column width: | Auto =
O AutoFit to contents

O AutoFit to window

|:| Remember dimensions for new tables

- Nhép s6 cot & 6 Number of columns, nhap sb hang & 6 Number of rows.
- Bam OK dé tao bang.
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1.4.2.2. Nhap dir liéu trong bdang
- it con tro soan thao vao 6 can nhap, sau do tién hanh g0 van ban.

- Str dung phim Tab hodc phim miii tén trén ban phim dé di chuyén con tro téi 6
khéc trong bang (hodc st dung chudt dé nhan).

- St dung phim Shift + Tab dé dua con tro 1ui lai mot 6 (hodc st dung chudt dé
nhan).

1.4.2.3. Chon 6, hang, cft va toan by bing

Pé dinh dang hay x6a bang hodc cac hang/cot hodc cac 6, trudce ti€n phai chon
no.

DPé chon mét o, hang, cdt hodc ca bang, thuc hi¢n nhu sau:

Chon o:

- Di chudt vao sat mép bén trai cia 6 can chon.

- Khi miii tén mau den xuat hién, kich chuot trai dé chon.

Hoac cach khac, kich ba lan lién tiép vao 6 can chon.
Chon hang:
- Di chuyén con tré chudt sang bén trai cia hang can chon.

- Kich chuot trai dé chon.

Chon cot:
- Di chuyén con tré 1én dau ¢t can chon.
- Con tro bién thanh miii tén mau den.

- Kich chuot trai dé chon.

Chon bdng:
- Di chuyén con trd vao vi tri table tag & goc trén ciing bén trai cia bang.

- Kich chuot trai vao table tag dé chon.
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Chii y: Table tag ciing dung dé di chuyén bang.

1.4.2.4. Chén va xéa hang, cjt

Chen:

- Kich chudt phai vao mot 6 trong bang (vi tri can chén).
- M6t danh sach 1énh hién ra, chon Insert.

+ Insert Columns to the Left: Chén cOt vao bén trai.

+ Insert Columns to the Right: Chén ¢t vao bén phai.

+ Insert Rows Above: Chén hang phia trén.

+ Insert Rows Below: Chén hang phia duoi.

B9 60®@ - Docu patibility Mode] - Word

u — o R . Drind ~
Y TimesNewRe-[13 -| A A" |Aa~ | fp i=- I AaBbCc AaBbCc AaBb( AaBbC AaBbCC AaBbCc AaBbCei AaBbCe AQE assbcer saBbce o .
5 : a == 1 1 1 Heading 3 bt o
Pﬂf@ o ainter B 1 U sk X X W-A- == - Normal | TNoSpac.. Heading1 Heading2 Heading3 Heading4 Heading5 Heading6  Title Subtitle  Subtle Em... || |\ gelect -
Clpboard [ Font [ oh [ Stes 5 Eding ~
fror oo oo 20304 SIS 6 781 0.0 M 2 B0 140150 6. EATEN

P & insert Colu

Page 101 Owords Vietnamese w8 & - 1 + 120w

, v = : 101354
s 0o B @ Hi4a @& AmEBO N v DU

- Chu y: Néu chon nhiéu hang hodc nhiéu cdt trude khi chen thi s6 hang hodc so
cot dugc cheén vao bang vai s6 hang hodc s6 ¢ot da chon.

Xoa:
- Chon hang hodc cdt can x0a.

- Chuot phai vao vung da chon, chon I¢nh Delete Rows (x6a hang), Delete
Columns (x6a cot).

1.4.2.5. Dinh dang bdng

1.4.2.5.1. Hiéu chinh kich thudc hang, cot
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Theo mac dinh, khi tao bang, d0 rong cac cdt, d§ cao cac dong béng nhau. Khi
nhdp dir liéu vao cac 6, c6 thé do rong cot, dd cao dong khong phu hop véi bang dir
li¢u. Do d6 can phai di€u chinh dd rdng cac cot va cac dong cho phu hop vaéi dir ligu.

Pé diéu chinh d6 rong cot co nhiéu cach, c6 thé st dung chuét hodc str dung thé
Table Tools/Layout trén thanh Ribbon.

Céch 1: Di chuyén con tro chudt dén canh trai hodc canh phai cia cot can thay
d6i d6 rong, khi con tré bién thanh hinh mili tén hai chiéu, nhay chudt trai va kéo tha
canh cOt sang bén trai hoac bén phai dén khi duoc do rong phu hop thi nha chudt. Néu
nhay dup chudt thi do rong cua cot tu diéu chinh vira du dé dit liéu ctia cac 6 nam trén
mot dong.

Cach 2: Dit con tré soan thao vao mot 6 bat ky trong bang, trén thanh thude ké
xuat hién cac diém danh diu bién cua cac cot, di chuyén con tré chudt dén cac diém
tuong tng v4i canh trai hodc canh phai cia cot can thay doi do rong, khi con tré chudt
bién thanh hinh miii tén hai chiéu, nhdy chudt trai va kéo tha diém danh dau sang trai
hoic sang phai dén khi d6 rong cta cot phu hop thi nha chuét.

Cach 3: it con tro soan thao vao mot 6 bat ky tai cOt can thay dbi do rong, trén
thanh Riboon, chon thé Table Tools/Layout. Trong nhém Cell Size, tai 6 Width, nhay
chudt vao mii tén 1én dé tang do rong cua cdt, nhay chudt vao miii tén xuéng dé giam
do rong cua cot hodc dién truc tiép vao 0 Width.

Céch 4: Dit con tré soan thao vao mot 6 bat ky tai cot can thay d6i do rong, trén
thanh Riboon, chon thé Table Tools/Layout. Trong nhém Cell Size, nhdy chudt vao
biéu tugng Distribute Columns dé hiéu chinh do rong clua tat ca cac cot trong bang nhu
nhau. Nhay chudt vao nut AutoFit, chon AutoFit Contents dé hiéu chinh do rong cua
tat ca cac cot vira di voi dit liéu trong cot.

Khi mudn ting, giam khoang trong phia trén hay phia dudi dir liéu cua moi dong
thi can diéu chinh d6 cao cua dong. Dé diéu chinh do cao cia dong ciing twong tu nhu
diéu chinh d6 rong cua cot.

Cach 1: Di chuyén con tré chudt dén canh dudi ctua dong can thay ddi d6 cao, khi
con tro chudt bién thanh hinh mti tén hai chi€u, nhay chuét trai va kéo tha 1én trén dé
giam d6 cao cua dong, kéo tha xudng dudi dé tang do cao cia dong.

Cach 2: Pit con tré soan thao vao mot 6 bat ky tai dong can thay d6i do cao, trén
thanh Riboon, chon thé Table Tools/Layout. Trong nhom Cell Size, tai 6 Height, nhay
chudt vao miii tén 1én, xubng dé thay doi do cao cuia dong hoidc nhép truc tiép d6 cao
dong vao 6 Height.

Céach 3: Dit con tro soan thao vao mot 6 bat ky tai dong can thay doi do cao, trén
thanh Riboon, chon thé Table Tools/Layout. Trong nhém Cell Size, nhdy chudt vao
biéu twong Distribute Rows dé hi¢u chinh d¢ rong cua tat ca cac dong trong bang nhu
nhau.

Dé thay d6i kich thudc toan bang ta thuc hién nhu sau: Di chuyén con tro dén
gbc nat ¢ goe dudi bén phai cua bang, khi con tré chudt xuat hién miii tén hai chiéu thi
kéo tha chudt theo chiéu cua miii tén dé tang hodc giam kich thudc cia bang.
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1.4.2.5.2. Tron o, chia 6

Theo mic dinh, mdi 6 trong bang c6 cung dd rong voi cac 6 cung cdt voi nod, co
cung d¢ cao voi cac 6 cung dong vo6i no. Do yéu cau trinh bay trong cac truong hop
dic biét, can phai co cac 6 ¢6 do rong (chiéu cao) bang tong d6 rong (chiéu cao) cla
nhiéu 6 khac. Khi d6, can phai thuc hién tron nhiéu 6 thanh mot 6.

> Diém thi 6 i

SBD Ho va tén Ngay - 1env1 - " T.oxng Gh,l

j sinh Todn Vian | Chuyén | diém | chu
PT001 |Nguyén Vin An  [09.08.95 6.0 6.5 5.0
PT002 [ Pham Thanh Binh | 12.10.95 8.5 7.5 8.0

Vi du bing chira cdc é dwoc trén tiv nhiéu é
Pé thyc hién tron nhiéu 6 thanh mot 6, thuc hién cac bude nhu sau:
- Chon céc 6 can tron.
- Thyc hién theo mot trong hai cach sau:

+ Céch 1: Trén thanh Ribbon, nhay chon thé Table Tools/Layout, nhdy chudt vao
nut 1énh Merge Cells trong nhom Merge.

+ Cach 2: Nhay chuot phai tai vi tri trong vung cac 6 dugc chon, nhay chon I¢nh
Merge Cells.

Nguoc lai voi tron 6, co thé thuc hién chia mot 6 thanh nhiéu 6.

- Pit con tré soan thao vao 6 can chia.

- M& hop thoai Split Cells theo mot trong hai céch sau:

+ Cach 1: Trén thanh Ribbon, chon thé Table Tools/Layout, nhdy vao nut 1énh
Split Cells trong nhom Merge.

+ Céach 2: Nhay chudt phai tai 6 can chia, nhy chon 1énh Split Cells.

- Nhép s6 cOt modi vao 6 Number of columns, s6 dong mdi vao 6 Number of
rows. Nhay chudt vao niut OK.

Lua chon Merge cells before split (trén cac 6 trudce khi chia 6): Khi chon nhiéu 6
ma lai thuc hién 1énh chia 6, néu danh dau chon Merge cells before split thi cac 6 dugc
chon s& duoc tron thanh mot 6, sau d6 thuc hién chia thanh cac 6 theo sé dong va sd
cot trong hop thoai split cells. Néu khong déanh dau chon Merge cells before split thi
mdi 6 trong cac 6 da chon s& dugc chia thanh cac 6 theo sb dong, sb cot trong hop
thoat Split Cells.

1.4.2.5.3. Cdc kiéu dwong vién
Thiét 1ap mic dinh cua bang 13 hién thi cac dudng vién. Puong vién hién tai c6

thé dugc bo di hodc dinh dang lai dé hién thi mot kiéu dudng vién khac v6i bé rong va
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mau sac khac. B¢ dinh dang dudng vién va cac duong cua 6 trong bang, thuc hi¢én nhu
sau:

Khoéng cé duong vien:

- Chon bang hodc cac 6, hang hodc cat.

- Tur thé Table Tools/Design, chon miii tén Borders trong nhom Borders.

H S 00 ®@QE * Bai giang Tin hoc dai cudng.docx - Word

File  Home Inset Design layout References Mailings Review View FoxitPDF [ESCSRUM Layout  Q Tell m: o0 do
Header Row First Column EEEER] );w - 4
[ TotalRow [ Last Column E=2EE Vi pt g &8
2 O EEEEH | == _ Shading  Border Borders Border

Banded Rows [] Banded Columns = | Styles~ s Pen Color~ Painter

Table Style Options Table Styles sorders [ Bottom Border ~
L S 120 3.0 -4 - SHED -6 7o 8910 (T Top gorder 14115 - 1GEAZE
= [0 LeftBorder
| Right Border

. No Border

DR WL

Borders and Shading.

2 751SA
7 ) A
e i VE  og022017 =

Duong ludi:

Mot bang khong co6 duong vién s& hién thi cac duong ludi (gridlines). Duong
ludi khong xuat hién trong ban in nhung c¢6 hién thi m¢ trén man hinh dé nguodi dung
de dang nhép, stra va dinh dang dir li€u trong bang.

Pé mé hodc tit ché do hién thi ludi, thue hién nhu sau:

- Tur the Table Tools/Layout va nhom Table, chon 1énh View Gridlines (day la nut
dao chiéu, nghia la nut s& bat/tat moi khi dugc chon).

Ap dung duong vién:
- Chon 0, hang, ¢t hoac bang can dinh dang.
- Tur thé Table Tools/Design va nhém Table Styles, chon miii tén Borders.

- Chon mdt duong vién tir menu hoac chon Border and Shading ¢ dudi cung cua
menu.
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Cira s6 Borders and Shading mé ra, voi tab Borders da dugc chon.

- Ttr phan Setting trong ctra s6, chon mot thiét 1ap duong vién.

- Tu phan Style, cuén xudng danh sach cac kiéu duong vién va chon mét kiéu
dudng vién.

- Chon miii tén Color va chon mot mau cua duong vién (mau mac dinh 1a mau
den).

- Chon miii tén Width va chon mét chiéu rong cua duong vién (chiéu rong mac
dinh 1a ¥ pt).

- Nhén miii tén Apply to va chon thanh phan can sir dung duong vién (nhu 1a
bang hodc 0) trong trang.

T phan Preview, chon dudng vién bang cach chon cac nut trén (top), dudi
(bottom), trai (left), phai (right), gitra (middle) va duong xién (diagonal).

- Nhin OK.

Borders and Shading ? X

Borders Page Border Shading

Setting: Style: Preview
‘ ~ Click on diagram below or use buttons
Mone to apply borders
Box | | e || e
== e El
) v
oo
Grid .
Automatic b
Width
Custom 1 pt o9
EmEnm Apply to:
Table b
Options...
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1.4.2.5.4. Dinh dang mau nén bang
Pinh dang mau nén trong bang, thuc hién nhu sau:

- Chon 0, hang, ¢4t hodc ca bang can dinh dang.
- Tt thé Table Tools/Design va nhom Table Styles, chon miii tén Shading.
- Chon mdt mau tir cac mau c6 san trong Thém Colors hoic tir Standard Colors.

- Xem céac lya chon mau khac, chon More Colors. Cra s6 Colors mo ra.

- Chon mot méau sau d6 nhan OK.

1.4.2.5.5. Can chinh dit liéu trong bang
Theo mic dinh, dit liéu cta bang duoc cin 1é trai trong 6 trong ing. Ngoai ra c6
thé can phai, can gitra, cdn déu tai nhom Paragraph ctia thé Home.

Tuy nhién, khi d cao ctia 6 16n hon mac dinh thi ta c6 thé can chinh di liéu theo
cac nut 1énh twong ung véi 9 vi tri can chinh trong nhém Alignment cua thé Table
Tools/Layout.

1.5. Mt s6 tién ich trong soan thao

1.5.1. Tim kiém vin bin

Viéc tim kiém thong trong mot tai liéu co thé mat nhiéu thoi gian, néu tai liéu dé
dai va c6 nhi€u dir liéu. Tuy nhién, vdi cong cu tim ki€ém, thi chi can mgt dong tac don
gian la nguoi dung co thé tim ra thong tin.

Pé tim kiém thong tin, thuc hién nhu sau:

- Trong thé¢ Home, bam 1énh Find tir nhém Editing (hodc bam t6 hop phim Ctrl +

F) d€ m& cong cu tim kiém. Cura s6 tim kiém s€ xuat hién bén trai nhu hinh duoi:
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Document3 [Compatibility Mode] - Word

Design layout References  Mailings  Re

Past . v.A- =
fomatpainter B 1 U 7o Xu X A TNormal | TNoSpac.. Heading1 Heading2 ~ Heading
pboard
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Navigation voX
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Text, comments,pictures.. Word can find just | =
about anything in your document.

Use the search box fortext or the magnifying
glass for everything else.
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- GO tur khoa can tim kiém vao 6 tim kiém (Search document). Két qua tim kiém
s€ dugc hién thi ngay phia dudi cta 6 tim ki€ém.

- Kich chuét vao két qua tim kiém tuong ung dé di dén vi tri can tim.

1.5.2. Thay thé vin bdn

Ngudi ding ¢ thé mat nhiéu thoi gian dé thay thé timg két qué tim kiém (thay
thé céc tir hodc cum tir) trong mot tai li¢u. Néu mot tir can thay thé xuat hién nhiéu lan,
s& d& dang hon nhiéu néu ngudi dung sir dung 1énh thay thé dé thay thé toan bo cac tir
trong tai tai liéu.

bé thay thé cac tir/cum tur, thyc hién nhu sau:

- Trong th¢ Home kich chudt vao Iénh Replace tir nhom Editing (hodc bam t6
hop phim Ctrl + H). Cura s6 Replace hi¢n ra.

Find and Replace ? X
Find Replace GoTo
Find what: | L
Replace with: b
More == Replace Replace All Find Next Cancel

- Nhép tur hodac cum tur can tim vao 6 Find what.
- Nhép tir hodc cum tir cn thay thé vao 6 Replace with.

- Kich nit Find Next dé tim lan luot tir két qua, két hop voi niit Replace dé thay
thé két qua tim thay (néu bd qua thi kich Find Next lan nia).
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- Néu mudn thay thé tat ca, ta kich ntt Replace All

- Néu mubn tiry chinh loc két qua tim kiém chi tiét hon thi kich nat More.
1.5.3. Tao muc luc

1.5.3.1. Xdc dinh mirc cho tiéu dé (dau muc)
C6 hai cach dé xac dinh muc cho ddu muc trong van ban.

Cach thtr nhat, néu chung ta dinh dang vin ban theo kiéu Style thi budc nay coi
nhu da dugc thuc hién xong. Cach nay ching ta dinh dang cho cac dau muc theo cac
kiéu Headingl, heading 2.... tuy theo murc cua timg ddu muc. Cach dinh dang nay
thuong dugc thuc hién song song trong qua trinh soan thdo van ban.

Céch thtr hai, ap dung ddi v6i nhitng ngudi chua biét dinh dang dau muc theo
Style nhu cach trén, vin ban da dugc soan thao va dinh dang cic ¢au muc theo cach
thu cong (st dung cac chirc nang dinh dang thong thuong nhu tang, giam cd chit, in
dam, in nghiéng,... ma khong dinh dang theo cac kiéu Heading 1, heading 2,...). Cach
nay thuc hi¢n nhu sau:

Vao View/Outline, giao di¢n soan thao s€ nhu hinh dudi:

® 2.6. Tao muc lyc va tham chiéu ti dong
® 2.6.1. Tao muc luc
® 2.6.1.1. Xdc dinh mirc cho tiéu dé (dau muc)
C6 hai cich dé xic dinh mitc cho dau muc trong van

Cich thif nhdt, néu chiing ta dinh dang van bin theo
kiéu Style (2.4.3.1. Dinh dang van bin theo style) thi
bude niy coi abur da duoe thye hién xong. Cach niy
chiing ta dinh dang cho céc diu muc theo cic kiéu
Headingl, heading 2.... tiy theo mirc cia timg dau
e, Céch dinh dang nay thuong duoe thye hign
song song trong qud trinh soan thio van ban.

Cich thi hai, ap dung di v6i nhimg nguoi chua bist
dinh dang déu muc theo Style nhr cach trén, van ban
da duoc soan thio vi dinh dang cac diu muc theo
cach thii cong (sir dung céc chifc nang dinh dang
thong thudng nhw tang. gidm ¢ chi. in dim, in
nghiéng.... ma khong dith dang theo cac kiu
Heading 1, heading 2....). Céch nay thyc hién nhw

Cic burde thye hign trjn vin bin
23, . Dluh dang trang vi in in
28.1.

Vian ban binh thuong, khéng dugc dinh dang dau ‘muc 1a Body Text. Dé xac dinh
mirc cua cac dau muc ta chon dau muc can xac dinh rdi chon cac murc Level 1, Level
2,... tuong rng cac muec tur cao Xuong thap.
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1.5.3.2. Tao muc luc

Pé tao duoc muc luc trong van ban thi trude tién ta phai thyc hién dugc budce xac
dinh mtrc cho dau muc nhu phan trén. Sau khi buédc xac dinh dau myc da hoan thanh ta
phai xac dinh dugc vi tri dat muc luc ¢ dau (& trang nao, trang dau ti€n, hay trang cudi
cung).

bat con tré soan thao tai vi tri dat muc luc, vao References/Table of Contents nhu
hinh dudi:

HS 0D & @& -

L7 Insert Table of Authorities.

DW graphy ~
liography

Table of Authorites
o120 130140 5. 1 16 A7

Automatic Table 1

Automatic Table 2

BB = - 1 + 150%

A VIE 8165/
Y ) &
L= ) Us 23/04720

Ta ¢6 thé chon céac kiéu muc luc tu dong hién ra trong danh sach nhu hinh trén
hodc kich vao Custom Table of Contents dé tuy chinh muc luc theo y muon:

Table of Contents ? X
index | Table of Contents | Table of Figures  Table of Authorities
Print Preview Web Preview
Heading I....ccovueunen. 1" Heading 1 o
Heading 2....cccceee... 3 Heading 2
Heading 3.......... 5 Heading 3
v v
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: A
General
Formats: From template v
Show levels: |3 =
Option.. Modify.

Tai bang thoai Table of contents nay ta co thé tuy chinh dinh dang muc luc trong
Formats, s6 luong mirc dau muc hién thi trong muc lyc trong Show levels, hién so
trang hay khong (Show page numbers), so trang can phai hay khong (Right align page
numbers), ki hiéu ni giita ddu muc va sé trang (Tab leader), lién két dén cac trang

(Use hyperlinks instead of page numbers).

Bam OK dé dong y, muc luc s€ xuat hién.
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Sau khi tao muc luc xong, néu cé chinh sira trong ndi dung vin ban (thém, x6a
ndi dung van ban) thi chung ta phai cap nhat lai muc luc béng cach chuot phai vao mdt
vi tri bét ky trong muc luc, chon Update field dé cap nhat lai cac thong tin trong muc
luc cho chinh xéac.

1.5.4. Chirc nang Track change

1.5.4.1. Bdt track changes trudc khi sira van bdn
Vao Review/Tracking/Track changes dé bat ché do Track changes.

Tir gid tro di, tit ca cac thao tac chinh stra vin ban s& dugc ghi lai ddu vét
thay doi.

1.5.4.2. Tit track changes

Mudn thoat ché do track changes ta kich vao nut Track changes ¢ hinh
trén.

1.5.4.3. Cdc kiéu hién thi khi chinh sira

Khi van ban c6 su thay ddi sau khi chinh stra thi Ms Word s& luu lai tat ca
cac vi tri thay doi trong van ban. Co nhiéu ché do hién thi khi st dung Track
Changes: Simple Markup, All Markup, No Markup, Original.

- Simple Markup: Hién thi cac danh dau don gian. Chi hién thi mot vach
mau d6 doc 18 bén trai hodc bén phai cua ving vin ban c6 chinh stra:

6 sur thay dbi sau khi chinh sira thi Ms Word s& lru lai tit ca cdc vi tri
thay déi trong van ban. Cé nhidu ché do hién thi khi sir dung Track Changes: Simple
Markup, All Markup, No Markup, Original.

- Simple Markup: Hién thj cac ddnh dAu don gian. Chi hién thi mét vach mau dé doc
18 bén phai cia ving van ban c6 chinh sira
- All Markup: Hién thi tit ca céc danh déu;
- No Markup: Khéng hién thi dédnh déu;

- Original: Hién thi nguyén gdc.

Khi x6a van ban thi van ban bi x6a di s€ c6 mau do kem theo gach ngang than nhu
hinh dudi:

- All Markup: Hién thi tit ca cdc ddnh diu dbi véi tat ca cac thao tac nhu
x0a, chen, dinh dang,... P61 véi van ban bi xd6a s€ hién thi nét gach ngang than
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chit mau do, dbi voi van ban chén thém s& hién thi gach chan mau do, dbi véi
cac dinh dang thi hién thi phan ghi cha vé dinh dang & 18 bén phai:

ng Har
Dinh dang van ban. | |_Formatted: ront: sold

- No Markup: Khéong hién thi danh dau;
- Original: Hién thi nguyén gdc.

1.5.4.4. Chép nhdn hodc bé qua cdc chinh siva

Néu chap nhan tat ca cac thay doi trén vin ban ta chon Accept all changes
nhu hinh dudéi:

Ta co the két hop nut Next va Accept dé chap nhan ting thay doi hoic
Reject dé khong chap nhéan thay doi do.

1.5.5. Chia viin béin thanh nhiéu Section (doan, phin)

Trong mot sd trudng hop khi xdy dung mét van ban (thudng 1a cac dé an,
luan van...), ta ¢6 nhu cau trinh bay phong phu va da dang trong cung mot tap tin
van ban, vi du nhu thiét 1ap nhiéu hé thong 1& cho vin ban; hudng gidy khi in an;
nhiéu hé théng header, footer khac ~nhau; nhiéu hé théng thir ty s6 trang va thiét
lap ché do bao vé khac nhau cho mdi doan... trong cung mot van ban.

C6 thé bang cach nay hay cach khac, ta dung cic cong cu trong tmg dung
thuc hién duoc cic tinh ning trén, tuy nhién ching ta co thé st dung mot
phuong phap chia doan va s€ thyc hién cac chirc ndng trén ting doan nho cong
cu chia doan Section.

Pit con trd6 vao vi tri muén chia doan, sau d6 vao Layout/Page
Setup/Breaks, chon Next Page trong nhu hinh:
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1.6. Xay dung luin vin tot nghiép

1.6.1. Quy dinh vé trinh bay ludn vin
Link tai quy dinh vé trinh bay ludn van cua Phan hi€u Pai hoc Thai Nguyén tai
tinh Lao Cai: https://bit.ly/3glai9i

1.6.2. Ky thudt trinh bay ludn vin

- Cai dat kho giay, cén 1€, phong chir, ¢& chit, gian dong

+ Kho gidy A4

+ Can 1&: Lé trén 3,5 cm, 1& duéi 3 cm, 18 trai 3,5 cm, 1& phai 2 cm.

+ Phong chit, ¢& chit: St dung phong chit Times New Roman, ¢& chir 14 (c6 thé
13).

+ Gién dong & ché d Exactly 20.

- Trinh bay khung vién bia ngoai: Tai trang 1 ngat Section (Layout -> Breaks ->
Secsion Breaks -> Next Page) dé co thé tao khung vién cho trang bia ngoai. Sau d6
trang quay 1én trang 1 dé tao khung vién trang bia.

- Trinh bay khung vién bia trong: Chuyén con trd soan thao sang trang 2 dé ngﬁt
Section (Layout -> Breaks -> Secsion Breaks -> Next Page) dé c6 thé tao khung vién
cho trang bia trong. Sau d6 quay 1én trang trang 2 d€ tao khung vién bia trong.

- Loi cam on: Chuyén sang trang 3 gd “LOI CAM ON” -> Enter -> Ngit trang
(Ctrl + Enter).
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- Danh myc cac bang: Tai trang 4 g& “DANH MUC CAC BANG” -> Enter ->
Ngat trang (Ctrl + Enter).

- Danh muc cac hinh: Tai trang 5 go “DANH MUC CAC HINH” -> Enter ->
Ngat trang (Ctrl + Enter).

- Danh muc céc tir, cum tfrlviét tat: Tai trang 6 go “DANH MUC CAC TU, CUM
TU VIET TAT” -> Enter -> Ngat trang (Ctrl + Enter).

- Muc lyc: Tai trang 7 go “MUC LUC” -> Enter -> Ngét Section (Layout ->
Breaks -> Secsion Breaks -> Next Page) dé danh s6 trang bat dau tir phan 1 (danh s6
trang 1, 2, 3,...)

- Chuyen sang trang 8 g0 “Phan 1. M¢ dau” (Chuyén sang phan tiép theo thi bam
Ctrl + Enter dé ngat sang trang méi)

- Phan 2. Tdng quan tai liéu (Chuyén sang phan tiép theo thi bam Ctrl + Enter dé
ngat sang trang maéi)

- Phén 3. Déiq tuong, noi dung va phuong phap (Chuyén sang phan tiép theo thi
bam Ctrl + Enter dé ngat sang trang moi)

- Phan 4. Két qua nghién ciru va thao luan (Chuyén sang phan tiép theo thi bdm
Ctrl + Enter d€ ngat sang trang moi)

- Phan 5. Két luan va kién nghi (Chuyén sang phan tiép theo thi bam Ctrl + Enter
dé ngat sang trang mai)

- TAI LIEU THAM KHAO (Chuyén sang phan tiép theo thi bAm Ctrl + Enter dé
ngat sang trang maoi)

- PHU LUC (Chuyén sang phan tiép theo thi bAm Ctrl + Enter dé ngit sang trang
moi)
- Quy dinh d4nh sb trang:

+S6 ‘trang dugc danh chinh gitra, phia trén dau mbi trang, danh chir s A Rap (1,
2, 3,...). S6 trang duoc danh bat dau tir trang dau tién cta phan 1 cho dén hét phan tai
liéu khao cua khoa luan.

+ D01 véi cac phan: Loi cam on, danh myc bang biéu, hinh v€, danh myc cac tu
viét tat, muc luc danh so trang bang chit s6 La M3, kiéu chit thuong (i, 1i, 1ii,...)

BAI TAP THUC HANH CHUONG 1

Bai 1. Thyc hanh lam quen vé1 giao dién Word theo thur ty cac budc thuc
hién sau day:

- Khoi dong chuong trinh Word bang cac cach sau:

+ Khdéi dong chuong trinh Word tir thye don Start sau do thoat khoi chuong
trinh Word.
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+ Khoi dong chuong trinh Word tir biéu twong Word trén man hinh
desktop.

+ Néu trén man hinh desktop chua cé biéu twong chuong trinh Word thi tao
shortcut cho chuong trinh Word ra man hinh desktop.

- Trén cura s6 lam viéc ctia Word thuc hanh céac thao tac phdng to, thu nho
man hinh lam viéc nhu sau:

+ Phong to man hinh lam viéc ctia Word 1én 140%.
+ Phong to man hinh lam viéc ctia Word 1én 175%.
+ Phong to man hinh lam viéc cua Word 1én 200%.
+ Thu nhé man hinh 1am viéc ctia Word xubng 75%.
+ Phong to man hinh lam viéc cua Word 1én 150%.

- Trén clra sb 1am viéc ctia Word thuc hanh thao tac an thanh cong cu sau
d6 hi¢n thanh cong cu 1én. Lap lai cac thao tdc nay dé ghi nhd.

- Trén thanh cong cu cua man hinh Word, nhép chudt vao cac thé: Insert,
Design, Layout, References, Mailing, Review, View, Home dé€ quan sat cac churc
nang trén tung thé cong cu.

- Thyc hanh thao tac an/hién thanh thuéc do trong thé View/Ruler.

- Thuc hanh thao tac d6i don vi do tir Inch sang Centimet hodc tir Centimet
sang Inch bang cach vao File/Options/Advances, chon don vi do & dong “Show
measurement in unit of”’. Nén dat don vi do 1a Centimet.

- Trén thanh cong cu Quick Access Toolbar thuyc hanh thao tdc thém/bdt
cac nut chic nang: New, Open, Quick Print,...

- Thuc hanh thao tac chuyén doi gifra cac ché do hién thi man hinh lam viéc
cua Word trong thé View:

+ Chuyén sang ché 6 Read Mode

+ Chuyén sang ché d6 Web Layout

+ Chuyén sang ché d6 Outline

+ Chuyén sang ché d6 Draft

+ Chuyén sang ché do Print Layout (nén dé ché do nay khi soan thao vin
ban).

Bai 2. Thuc hanh cac thao tac dé nhap van ban tiéng Viét

Ciu 1: Thyc hanh cac thao tac tiy chinh bang ma, kiéu gd trén chuong trinh gd
tieng Viét Unikey.

Khoi dong chuong trinh Unikey sau do bat bang (jiéu khién cta chuong trinh
Unikey dé thuc hanh céac thao tac tuy chinh bang ma va kiéu go nhu yéu cau sau:
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- Lan 1: Chon kiéu bang ma Unicode va kiéu gd Telex rdi dong bang diéu khién.
~ - Lan 2: Chon kiéu bang ma TCVN3(ABC) va kiéu gd Telex roi dong bang diéu
khién.
- Lan 3: Chon kiéu bang ma VNI Windows va kiéu g Telex roi dong bang diéu
khién.
Cau 2: Thyc hanh soan thao ndi dung van ban trén chuong trinh Microsoft Word
v6i1 ba phong chir khac nhau doi vai ba cau bén dudi. Cau thtr nhat chon font “Times

New Roman”, cau thu hai chon font “.VnAristote”, cau thir ba chon font
“VNI-Tekon”:
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- Néu str dung font chir Unicode (nhu font chir Times New Roman), ta phai chon
bang ma Unicode, ki¢u go Telex (ki€éu go pho bién nhat) dé go tiéng Viét.

- NOu s6 déng font ch+ tiOng ViOt d'ng TCVN3 (nh font ch+ .VnTime), ta
phei chan bflng m- TCVN3 (ABC), kiOu ga Telex ®0 ga tiOng ViOt.

- Nedu siid duing font chiid tiedng Vieiit daing UNI (nhii font UNI-Times), ta phadi chain bodng ma@ VNI Windows,
kiedu god Telex fied god tiedng Vieiit

Cau 3: Tao mot thu myc méi véi tén 1a “TEN CUA BAN + ngay thang nam hién
tho1” trong 6 D ciia may tinh. Luu vdn ban vira soan & cau 2 vdi tén nhu sau:
BAI1-HOVATEN-LOP. Vi “HOVATEN” 1a ho va tén sinh vién, “LOP” 1a tén 16p cta
sinh vién.

Ciu 4: Tat (thoat khoi) tép tin vira tao O trén, tat tat ca cac cira dang mo (néu co).
Vao thu muc vira tao ctia minh ¢ trong 6 D dé mé tép tin da lwu & cau 3. Thuc hanh
cac thao tac chon van ban:

- Chon mot tu: Kich dup vao tur do

- Chon mdt dong: Kich chudt trai ngoai 18 bén trai dau dong do

- Chon mdt doan van: Kich ba l1an chudt trai vao doan van d6

- Chon ca tai liéu: Kich ba lan chuét trai ngoai 1& bén trai ctia doan van

- Chon mdt viing vin ban bat ky.

Bai 3. Thuc hanh cac thao tac co ban soan thao van ban

Cau 1: Soan thdo ndi dung van ban nhu bén dudi voi phong chir “Times New
Roman”, co chir 12:

1. Gi6i thiéu vé Microsoft Word

Microsoft Word, con duogc biét dén véi tén khac 12 Winword, 1a mot cong cu soan thdo van
ban kha phd bién hién nay ciia céng ty phdn mém ndi tiéng Microsoft. N6 cho phép nguoi
dung lam viéc véi van ban thé (text), cac hiéu Gmg nhu phéng chit, mau sic, cing v6i hinh
anh d6 hoa (graphics) va nhiéu hiéu ing da phuong tién khac (multimedia) nhu 4m thanh,
video khién cho viéc soan thao vin ban duge thuan tién hon. Ngoai ra cling ¢6 cac cong cu
nhu kiém tra chinh ta, ngir phap ctia nhidu ngdn ngit khac nhau dé hd trg nguoi sir dung. Céc
phién ban ciia Word thudng luu tén tip tin voi dudi 1a .doc hay .docx dbi voi Word 2007 tr
1én. Hau hét cac phién ban cia Word déu c6 thé mé duoc cac tap tin vin ban thd (.txt) va ciing
c6 thé 1am viée véi cac dinh dang khac, chiang han nhu xtr Iy siéu vin ban (-html), thiét ké
trang web.

2. Nhép van ban
Vin ban gdm cac ky tu, tir hodc biéu tugng duge nhap tir ban phim.

Van ban duogc nhép tai vi tri con tré soan thao. Con tré soan thado 1a mdt vach ké nhap nhay
mau den nam trén trang tai li¢u.

D¢ nhap van ban, thyc hién nhu sau:
- Bét con tr6 soan thdo vao vi tri can nhap trén van ban.

- Str dung ban phim dé nhap vian ban vao trong tai lidu.
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- Giir phim Shift trén ban phim va bAm mot phim chir cai dé c6 duogc chit cai hoa dau cau, dau
tir can vi€t hoa. Tha phim Shift khi chir cai nay da dugc nhap, ti€p tuc nhap cac tir/cau khac.

- Bém phim Caps Lock mot 1an dé nhap céc chir hoa. Sau khi nhap xong bam tiép phim nay
de tat ché do nhdp van ban chir hoa. Pay 1a phim bat/tat chuc nang.

- Bam phim d4u cach (space bar) dé tao mot ddu cach giita céc ti.

- Bam véao phim dau cham dé két thuc cau.

- Céc dél} ,.y 12y phéi g0 lién véi (1) di trudce, sau cac dau nay la mot du cach roi méi
den tu tiép theo. Cac dau ( © ““ phai go lién voi tur di sau nd.

- Nhép van ban mot cach binh thudng cho dén khi gip 1& bén phai, Word ty dong dua con tro

soan thao xuéng dau dong tiép theo. Chi bam phim Enter khi két thuc mot doan. Sau khi bAm
phim Enter con tro s€ dugc dua xuong dau dong dudi dé tao mdt doan mai.

- B¢ st dung céc ky tu ban phim ndm phia trén ky ty khac trén mot phim, gilt phim Shift va
bam phim nay.

- Nhap s6 bang cach bim vao cac phim sé trén hang phim sb hoic st dung ban phim sérphu
phia bén phai ban phim (dén phim Num Lock phai sang md&i c6 thé si dung ban phim s6 phu).

Ciu 2: Sao chép vin ban vira soan & cdu 1 sang trang thir 2. O trang 2 vira sao
chép, cit ndi dung phan 2 dua 1én trén phan 1, x6a di hai cau sau: “Van bdan gom cdc
ky tw, tir hodac biéu twong dwoc nhdp tie ban phim. Van ban dwoc nhdp tai vi tri con tro
soan thdao. Con tro soan thao la mot vach ke nhd'p nhay mau den nam trén trang tai
liéu.” va chinh stra d& muc va trinh bay nhu dudi day:

1. Nhap van ban

bé nhép van ban, thuc hién nhu sau:

- Pit con tré soan thao vao vj tri can nhap trén van ban.
- Sir dung ban phim dé nhdp vin ban vao trong tai liéu.

- Gitr phim Shift trén ban phim va bAm mot phim chit cai dé co duogc chit cai hoa dau cau, dau
tir can vi€t hoa. Tha phim Shift khi chir cai nay da dugc nhap, ti€p tuc nhap cac tir/cau khac.

- Bzim phim Caps Lock mét lan dé nhép cac chir hoa. Sau khi nhép xong bam tiép phim nay
de tat ché do nhap van ban chitr hoa. Pay 1a phim bat/tat chuc nang.

- Bam phim d4u cach (space bar) dé tao mot ddu cach gitta céac ti.

- Bam vao phim ddu chim dé két thuc cau.

- Céc dau, . ;:!?)° ” phai gd lién véi tir di trude, sau cac dau nay 1a mot dau cach rdi méi
dén tu tiép theo. Céac dau ( © ““ phai go lién voi tur di sau nd.

- Nhap vin ban mot cach binh thuong cho dén khi gip 18 bén phai, Word tu dong dua con trd

soan thao xudng dau dong tiép theo. Chi bAm phim Enter khi két thuc mot doan. Sau khi bAm
phim Enter con tro s€ dugc dua xuong dau dong dudi dé tao mdt doan mai.

- Dé sir dung cac ky tu ban phim nam phia trén ky tu khac trén mot phim, giit phim Shift va
bam phim nay.

- Nhép s bang cach bdm vao cac phim sb trén hang phim sb hogc sir dung ban phim §6 phu
phia bén phai ban phim (dén phim Num Lock phai sang méi c6 thé sir dung ban phim s6 phu).

2. Gi6i thiéu vé Microsoft Word
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Microsoft Word, con dugc biét dén véi tén khac 1a Winword, 12 mot cong cu soan thao van
ban kha pho bién hién nay ctia cong ty phan mém noi tiéng Microsoft. N6 cho phép ngudi
dung lam viéc vdi van ban tho (text), cadc hi¢u rng nhu phong chir, mau sic, cung v6i hinh
anh d6 hoa (graphics) va nhiéu hiéu ing da phuong tién khac (multimedia) nhu 4m thanh,
video khién cho viéc soan thao vin ban duge thuan tién hon. Ngoai ra cling ¢6 cac cong cu
nhu kiém tra chinh ta, ngir phap cia nhiéu ngén ngit khac nhau dé hd tro nguoi str dung. Céc
phién ban ctia Word thudng luu tén tap tin voi dudi 1a .doc hay .docx dbi voi Word 2007 trd
1én. Hau hét cac phién ban ctia Word déu c6 thé mé dugc cac tap tin vin ban tho (.txt) va cling
6 thé 1am viéc voi cac dinh dang khac, chfmg han nhu xur ly si€u van ban (.html), thiét ké
trang web.

Cau 3: Luu van ban trén vao thu muc cua minh da tao ¢ bai thuc hanh trudc véi
tén nhu sau: BAI2-HOVATEN-LOP. V61 “HOVATEN” 1a ho va tén sinh vién, “LOP”
1a tén 16p cua sinh vién.

Bai 4. Dinh dang van ban

Cau 1: M¢ lai tép van ban BAI2-HOVATEN-LOP da luu ¢ bai tap trudc.
Luu t¢p van ban nay thanh t€p van ban khéac vdi tén BAI3-HOVATEN-LOP
trong cung thu muc véi tép BAI2-HOVATEN-LOP bang cach vao File/Save as.
Sau d6 tat hét cac ctra s6 dang mo.

Cau 2: M¢ lai tép tin BAI3-HOVATEN-LOP da Iuu ¢ cau trén. Sau do tién
hanh cac thao tac sau:

- Chon kho gidy trinh bay 1a A4.

- Pinh dang lai 1& trang gidy nhu sau:

+ L& trén: 2 cm

+ L& dudi: 2 cm

+ L& trai: 3 cm

+ L& phai: 1,5 cm

Cau 3: Dinh dang van ban trong té€p tin BAI3-HOVATEN-LOP nhu sau:

- Chon phong chit “Times New Roman” va ¢& chit 14 cho van ban trong
trang 1.

- Chon phong chir “Arial” va c¢& chit 13 cho van ban trong trang 2.

- Piéu chinh ché d6 thyt dau dong (First Line Indent) 1a 1 cm cho toan bd
van ban trong tép tin.

- Cin déu (Justify) cho toan bo vin ban.

- Dan dong 1,2 va gian doan phia sau 1a 6pt cho toan bo van ban.

- Binh dang kiéu chir in ddm cho muc 1 va 2.

- Pinh dang kiéu chit in dam, in nghiéng va gach chan nhu vin ban mau

bén dudi:
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1. Gi6i thiéu vé Microsoft Word

Microsoft Word, con dugc biét dén véi tén khac 1a Winword, 13 mot cong
cu soan thdo van ban kha phd bién hién nay cua cong ty phan mém ndi tiéng
Microsoft. N6 cho phép nguodi dung lam viéc vo1 van ban thd (text), cac hi¢u
mg nhu phong chit, mau sic, ciing v6i hinh anh d6 hoa (graphics) va nhiéu hiéu
tmg da phuong tién khac (multimedia) nhu 4m thanh, video khién cho viéc soan
thdo van ban dugc thudn ti¢n hon. Ngoai ra cling c6 cac cong cu nhu kiém tra
chinh ta, ngit phap cua nhiéu ngdn ngir khac nhau dé hd trg ngudi st dung. Cac
phién ban ctia Word thuong luu tén tip tin voi dudi 13 .doc hay .docx ddi véi
Word 2007 tré 1én. Hau hét cac phién ban ctia Word déu c6 thé mo dugc céc tap
tin van ban tho (.txt) va ciing c6 thé lam viéc véi cac dinh dang khac, chang han
nhu xtr I siéu vin ban (.html), thiét ké trang web.

2. Nhap van ban
Van ban gém cac ky tu, tir hodc biéu tuong dugc nhap tir ban phim.

Vian ban dugc nhap tai vi tri con tré soan thdo. Con tro soan thdo 1a mdt
vach ké nhap nhay mau den nam trén trang tai li¢u.

Dé nhdp van ban, thuc hién nhw sau:

- Dat con tro soan thao vao vi tri can nhdp trén van ban.
- Sur dung ban phim dé nhdp van ban vao trong tai liéu.

- Giir phim Shift trén ban phim va bam mét phim chir cdi dé c6 dwoce chiv
cdi hoa dau cdu, dau tir can viét hoa. Tha phim Shift khi chit cdi ndy da dwoc
nhdp, tiép tuc nhdp cdc tir/cau khdc.

- Bam phim Caps Lock mét lan dé nhdp cdc chit hoa. Sau khi nhdp xong
bdam tiép phim nay dé tat ché dg nhdp van ban chit hoa. Pdy la phim bat/tdt
chirc nang.

- Bam phim ddu cdch (space bar) dé tao mét dau cach giiva cdc tir.

- Bam vao phim ddu cham dé két thiic céu.

- Céc dau, . ;:!?) 7 phdi gé lién véi tir di trude, sau cdc dau nay la mot
ddu cdach roi méi dén tir tiép theo. Cdc dau ( * “ phdi g6 lién véi tir di sau né.

- Nhdp van ban mét cach binh thwong cho dén khi gdp 1é bén phdi, Word tir
déng dwa con tré soan thdo xuong dau dong tiép theo. Chi bam phim Enter khi
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két thiic mot doan. Sau khi bam phim Enter con tré sé dwoc dwa xuong dau dong
duedi dé tao mot doan mai.

- Dé sir dung cdc ky tw ban phim nam phia trén ky t khdc trén mét phim,
giit phim Shift va bam phim nay.

- Nhdp s6 bang cdch bdm vdo cdc phim sé trén hang phim sé hodc sir dung
ban phim sé phu phia bén phai ban phim (dén phim Num Lock phdi sang méi ¢é
thé sir dung ban phim sé phu).

Bai 5. Thuc hanh soan thdo vin ban nhu mau dudi véi phong chir “Times

New Roman” va luu tép tin véi tén 1a BAITAPS-HOTEN-LOP trong thu muc
cua minh da tao 6 6 D.

bEM PONG
Nguyén Vin Thuong
Chiéu chua di man dém roi xubng
Dau diy budng limg 10 tiéng chudng

D61 canh chim bang khuang ra roi

Cung may xam vé ngang lung troi
Thoi gian nhw ngung trong té tdi
Cay triit ld cudn theo chiéu may
Mua giding mdic nhé nhung tiéu diéu

Swong thiét tha bay 6i diu hiu

Dém dong

Ta mo gidc mo gia dinh yéu thwong
Dém dong

Ta 1é buGc chan phong tran tha hiong

C6 ai thdu tinh cé 1é dém dong khong nha
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Bai 6. Thuc hanh soan thao vin ban nhu mau bén dudi. Sau d(:) luu tép tin
voi tén 1a BAITAP6-HOTEN-LOP trong thu muc cua minh da tao ¢ 6 D.

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

PON XIN PANG KY HOC LAI

Kinh gtri: Phong Pao tao — NCKH & HTQT Phéan hi¢u PHTN tai tinh Lao Cai

Lop sinh vién:........oooevenvene Khoas oo,

Trong nam hoc 20.....- 20...... em d3 hoc va dat diém F & mot sd hoc ph?m. Theo
quy dinh, em phai hoc lai dé tra no cac hoc phén trén. Can ctr ké hoach hoc hé ciia Nha
truong, em viét don ndy xin dang ky va kinh dé nghi phong Pao tao — NCKH &
HTQT b tri 16p dé em duoc hoc lai cac hoc phén sau:

1. Tén hoc phan: .........ocoveeiiieeiieeeeeeeeeeeeeeseeee . SO TC .
2. Tén hoc Phan: ........coveveeeeeeeeeeeieeceeeeeeeeeeeeseesienene SO TC e,
3. Tén hoc phan: .........oveeveeeeeieeeeeeeeeeeeceeeeceeesiees SO TC .
4. Ténhoc Phan: ..........coeveieeeiieeeeceeeeceeeeeeeeeeen . SO TC .
Hoc phi hoc lai: ............. TC Xevooovvoiiiieeeeeeenn, A/TC = e,

(Sinh vién truc tiéb nop tien hoc phi hoc lai tai bo phdn tai vu truong o tuan hoc dau
tien. Neu khong nop hoc phi sé khong co tén trong danh sach 16p hoc)

Em xin htra s€ tuan theo ké hoach hoc tap da dang ky voi Nha truong va nop
hoc phi hoc lai day du, dung thoi gian quy dinh.

Em xin chan thanh cam on.
Lao Cai, ngay.... thang..... nam 20....
Nguwoi lam don

(Ky va ghi ro ho tén)
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Bai 7. Thuc hanh soan thao vin ban nhu miu bén dudi. Thé thirc va ky
thuat trinh bay theo quy dinh tai Nghi dinh s6 30/2020/ND-CP ngay 05 thang 3
nam 2020 cua Chinh phu. Sau do6 luu tép tin v6i tén 1a BAITAPS-HOTEN-LOP
trong thu muyc cia minh da tao & 6 D.

118 PHLC-DT v khai bdo déu vin tay phuc vu céng tic quén Iy gidng vién.pdf - Foxit Reader - [119 PHLC-DT vv khai béo ddu vén tay phuc vu céng téc quan Iy gidl - X
File Edit View Comments Forms Tools Help - & X

Qe =B EiaPlY -

Bie-¢ MExfiwie@Ble Al -«k

. DAIHOQC THAINGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM "
PHAN HIEU DHTN TAI TINH LAO CAl Pie Igp - Ty do - Hanh phie
S6: 419 /PHLC-DT Lao Cai, ngayA$ thang 7 nam 2020
V/v khai bdo dfu viin tay phuc vu cong tic
quén Iy gidng vién

Kinh giri: Céc don v trye thuge.

Thire hién y kién chi dao ctia Ban giam déc Phan hidu DPHTN tai tinh
Lao Cai trong cudc hop giao ban céng tic quy 11 vé cdng tic can bo.

Nhim thyc hign t6t cdng tic quan 1y gidng vién va gior gide lam vige
clia giang vién Phan hi¢u. Phan hi¢u DPHTN tai tinh Lao Cai tien hanh trién
khai phin mém chim cdng bing vén tay tai khu Giang dudng A cia Phan
higu.

Phén hi¢u DHTN tai tinh Lao Cai dé nghj tit ca giang vién (bao gdm ca
giang vién kiém giang) thyc hign cong tac khai bio vin tay phuc vu cong téc chdm
céng va quan Iy gidng vién tai phong chér gidng dudmg A (ed ljch chi tiét kém theo).

Meoi théng tin chi tiét lién h¢ déng chi Nong Hanh Phic, dién thoai:
098464995, Email: phucnh@tnu.edu.vn.

Trén trong cam on./.
Noi nﬂﬂn-‘«d& KT. GIAM POC
- Nhu kinh gi; *HO GIAM POC
- Luu: VT, BT, v
. Vii Thj Binh v
p— OROIEVF @ @|% | s% . EBHE®E Size: [8.22 * 11.69 in]
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DAI HOC THAI NGUYEN CONG HOA XA HQI CHU NGHIA VIET NAM

PHAN HIEU PHTN TAI TINH LAO CAI Poc l1ap — Ty do — Hanh phiic
S6:4/0/QP-PHLC Lao Cai, ngay./9 thdng 9 ndm 2018
QUYET PINH

Thanh lap Ban chi dao cong tic dy giv va d4nh gia gio giang
nam hoc 2018 - 2019

A GIA,M DOC A <> Y
PHAN HIEU PAI HQC THAI NGUYEN TAI TINH LAO CAI

Cin cir Quyét dinh so 6189/QB BGDDT ngay 24/12/2015 cta B§ trudng
B6 Gido duc va Pao tao vé viéc thanh 1ap Phan hiéu Pai hoc Thai Nguyén tai
tinh Lao Cai,

Cén cur Quyet dinh sb 1986/QD-DHTN ‘ngay 20/9/2017 cua Giam déc Pai
hoc Thai Nguyén vé viéc ban hanh quy ché t6 chic va hoat dong ctia Phéan hiéu
DHTN tai tinh Lao Cai;

Theo dé nghi ciia Truéng Phong Pao tao - NCKH&HTQT,

QUYET PINH:

Piéu 1. Thanh lap Ban chi dao cong tdc du gio va dénh gia gio gidng ctia
giang vién niam hoc 2018-2019 gdm céc 6ng, ba c6 tén trong danh séch kém theo.

Piéu 2. Quyén han, trach nhiém cta Ban chi dao cong tac du gio thuc
hién theo quy dinh dudi sy chi dao ctia Gidm dbc va tu giai thé sau khi hoan
thanh nhiém vu.

Pidu 3. Cac 6 ong, ba c6 tén tai Piéu 1, truéng céc don vi truc thudc c6 lién
quan chiu trach nhiém thi hanh Quyét dinh nay./.

Noi nhin:

- Ban GD (b/c),
- Diéu 3 (t/h);

- bang Website;

- Luu: VT, D’%
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Bai 8. Soan thao va dinh dang vin ban nhu mau sau day, sau dc:) luu tép tin
voi tén 1a BAITAP7-HOTEN-LOP trong thu muc cua minh da tao ¢ 6 D.

Winword 1a mot chuong trinh xir Iy van ban manh, ngoai cac chitc ndng gilp
nguoi st dung gd nhanh va dung, né con cho chiing ta dé dang chén cac ky tu dic biét
vao van ban nhu: O®#—<Pood+ ... lam cho van ban phong pha hon.

Vin ban c6 thé trinh bay nhanh nho cac biéu tuong 1énh nhu BOLD dé tao chir
dam, Italic dé tao chit nghién, underline dé tao chit gach chéin, hay két hop cd 3.

Néu cau ky hon thi phai dung lénh trong menu, chi riéng 1énh gach dudi
Underline d& c6 nhiéu kiéu nhu: double dé gach duéi bang hai nét, dottet dé gach dudi
bang diu chim, thick dé gach dudi bang nét dam, Dash dé gach dudi bang nét dut,
wave dé gach dudi bang duong dang séng. Co thé tao ra cac kiéu trinh bay dic biét
hon trong doan vin ban da chon bang cach dung 1énh Effects, Striicerthotigh tao ra chir
gach gilta va cac 1énh 5P~ va . eifip chung ta tao mot biéu thirc don glan co
dang nhur a,x> + b,;y> = 0, cac 1énh nhu Shadow, Emboss, Engrave 1a mot cai tién ctia
Word vé mit phong chit, tir mot vin ban dugce g bang chir thuong cé thé doi sang
dang CHU IN HOA hoic chit c¢6 kich thuée nho hon nhd 1énh ALLCAPS hoic
smallcaps.

Bai 9. Nhap cong thuc toan hoc theo mau sau va l}ru tép tin véi tén la
BAITAP8-HOTEN-LOP trong thu myc cua minh da tao ¢ 6 D.

1. wroxr s 3 avecxey s 3, va,cxy =0
=1 S=1
>, LA(X s, A, pad = FLXD)+ 2' AR X sy f LR D
= :;':jXXi —AXT = X, = AX = 1
X = [a,.x Sy | J
- .
=, (X))
1 r, (X > (X > (X D)= —g,
W B [[&.( )]+3&i( > | &= —g,
=Zo = o =iy
o =<2l
= =T - T - =7
5. — Irl o ﬂi‘_ ] c:-,._,c;.: R H»: M, oo, &
& 7T, o bl &, T

Bai 10. Thuc hanh v& cdc hinh sau va luu tp tin voi tén la
BAITAP9-HOTEN-LOP trong thu muc ciia minh da tao & 6 D.
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Bai 11. Soan thdo vin ban va v& hinh nhu mau sau day, lu’u tép tin vo1 tén
la BAITAP10-HOTEN-LOP trong thu muc ctia minh da tao & 6 D.

SO PO BO TRI CAC THANH PHAN THE THUC VAN BAN HANH CHINH

1. So db
20-25 mm I 11 14
2 1
3 4
5b Sa |
|
10a 9a
| 1om |
|
30- 35 mm . E
e ——— ‘—a—i
6 i
n
Ta i
9h
8
12 J Te
b
13
20 - ‘2$[ mm
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2. Vi tri trinh bay cac thanh phin thé thirc

0 s6 Thanh phén thé thirc viin ban
1 Qudc hiéu va Tiéu ngir
2 Tén co quan, tO chirc ban hanh vin ban
3 S6, ky hiéu clia vin ban
4 Dia danh va thoi gian ban hanh van ban
Sa Tén loai va trich yéu noi dung van ban
5b Trich yéu ndi dung cong vin
6 NoO1 dung van ban
7a, 7b, 7¢ | Chirc vu, ho tén va chit k¥ ctia ngudi ¢b thAim quyén
8 DAu, Chit ky s6 cua co quan, td chic
9a, 9b | Noi nhan
10a | D4u chi do mat
10b | D4u chi mirc d6 khan
11 Chi dan vé pham vi luu hanh
12 K hiéu ngudi soan thao vin ban va sd lwong ban phat hanh
13 bia chi co quan, t6 chirc; thu dién tir; trang thong tin dién tu; )
dién thoai; so Fax.
14 Chir ky sd cta co quan, to chitc cho ban sao vin ban sang dinh
dang dién tor

Bai 12. Tao va trinh bay bang, luu t¢p tin véi tén la
BAITAP11-HOTEN-LOP trong thu muc cia minh da tao ¢ 6 D.

Céu 1: Tao bang biéu nhu sau:

DANH SACH SINH VIEN
- . N NGAY GIOI | DAN
TT | MA SINH VIEN HO VA TEN SINH TINH T O C NOI SINH
1 17.1.140201.0001 | Ltru Thi Cha 30/04/1999 N Mong Si Ma Cai - Lao Cai

2 | 17.1.140201.0002 | Pham Thi Luong Chi 10/11/1999 N Kinh Bao Thing - Lao Cai

3 | 17.1.140201.0088 | Ly Thi Dau 18/06/1999 N Mong Bat Xat - Lao Cai
4 | 17.1.140201.0003 | Hoang Thi Thuy Dung | 27/09/1999 Nir Kinh Bat Xat - Lao Cai
5 | 17.1.140201.0004 | Hoang Thi Thuy Dung | 08/06/1999 N Tay Bao Yén - Lao Cai
6 | 17.1.140201.0005 | Lwong Thi Dung 08/06/1999 N Giay Ta Phoi - Lao Cai
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Céu 2: Tao bang va tinh tong diém sau do6 sip xép lai bang theo chiéu giam dan cua cot

tong diém:
BANG DPIEM
. PIEM THI ‘
STT SBD HQ TEN TON G
Toan van DPIEM
1 01 |Nguyén Thi Anh 10 9 ?
2 02 Hoang Anh Tu 8 8 ?
3 03 Tran Hitu Hanh 7 8 ?
4 04 Liru Thi Cha 5 6 ?
5 05 Pham Thi Luong Chi 7 4 ?
Cau 3: Tao bang theo mau sau:
THOI KHOA BIEU
e R T2 T3 T4 TS Té6 T7 CN
Buoi
Chao co Toan Su Toan Tiéng viét | Sinh
y Toan Tiéng viét | Dia Ly Tinhoc | Su
ang Vian Sinh Ly Hoa van Pia
anh Su hoa Anh hoa Shl Nehi
Lao dong Vin nghé ghl
Chiéu
Bai 13.

- Tao tép tin vin ban bang chuong trinh Microsoft Word voi tén la
BAITAP12-HOTEN-LOP, sau d6 Iuu tép tin vao 6 D ctiia may tinh.

- Dinh dang trang cho tép tin vira tao nhu sau: Kho gidy A4, can 18 trén: 2
cm, can 1€ dudi: 2 cm, can 1€ trdi 3 cm, can I€ phai: 1,5 cm.

Cau 1: Chinh stra cac styles trong chuong trinh Microsoft Word & tép tin
vura tao trén theo yéu cau sau:

STYLE (KIEU)

CHINH SUA KIEU (MODIFY STYLE)

Heading 1

- Font chir: Times New Roman

- Co chir: 15

- Kiéu chit: In dam

- Mau chir: Mau den

- Canh gitra

- Gian doan (spacing befor, affter): 6pt
- Gian dong (line spacing): single

- Thut dau dong (first line): 0 cm

- Gén td hop phim tit: Ctrl +1
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Heading 2

- Font chii: Times New Roman

- Co chir: 14

- Kiéu chi: In ddm

- Mau chir: Mau den

- Canh déu

- Gian doan (spacing befor, affter): 6pt
- Gian dong (line spacing): single

- Thut dau dong (first line): 1 cm

- Gén t6 hop phim tat: Ctrl +2

Heading 3

- Font chii: Times New Roman

- Cd chir: 13

- Kiéu chir: In ¢dm va nghiéng

- Mau chit: Mau den

- Canh déu

- Gian doan (spacing befor, affter): 6pt
- Gian dong (line spacing): single

- Thut dau dong (first line): 1 cm

- Gén t6 hop phim tit: Ctrl +3

Heading 4

- Font chii: Times New Roman

- Co chir: 13

- Kiéu chir: Nghiéng

- Mau chii: Mau den

- Canh déu

- Gian doan (spacing befor, affter): 6pt
- Gian dong (line spacing): single

- Thut dau dong (first line): 1 cm

- Gén t6 hop phim tit: Ctrl +4

Normal

- Font chii: Times New Roman

- Co chir: 13

- Kiéu chit: In thuong

- Mau chii: Mau den

- Canh déu

- Gian doan (spacing befor, affter): 6pt
- Gian dong (line spacing): single

- Thut dau dong (first line): 1 cm

- Gén t6 hop phim tat: Ctrl + 0.

sau:

Cau 2: Nhap va dinh dang cho van ban sir dung cac bd dinh dang Style nhu

Heading 1: Cho tiéu dé chuong
Heading 2: Cho nhitng muc 16n (1.1, 1.2, 2.1, 2.2,...)

Heading 3: Cho nhitng muc nhé (1.1.1, 1.1.2, 1.2.1, 2.2.1, 2.2.2,...)
Heading 4: Cho nhiing muc nhé hon (2.2.3.1,2.2.3.2,...)

Noi dung vin ban o trang 1 va trang 2 trinh bay nhw 2 hinh sau:
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- Chwong 1: KIEN THU'C CO BAN

-~ -

z 1.1. Thong tin va xi li thing tin bing may tinh dién

™ 1.1.1. Khdi nigm thong tin vd dir lifu

- Théng tin 13 nhing gi dem lai s hidu biét, nhin thire cho con agwdi vé cdc sw vt
z hign tirong trong dot song tir nhién va x3 hd:. Con ngwdt cd thé thu nhin thdng tin qua
o+ nhigu phirong thike khac nhan nhwe: Hoce tép, trao d6i, nghién cu'u doc bao, xem ti vi, tham
- quan.... Khi tiép nhin thong tin, con ngwi phat xir 1i thong tin dé tac ra cac quyet dinh pho
Ty hop. Ct:t'ing han moi ngl.!:&i tharémg xem chu'cng trinh du bao théri'tiét, dé biet thong tin dr
- doan ve tinh hinh théi tiét coa ngay hdm sau nhim Jua ra cac quyet dinh hop Iy ahe: Mang
o theo ao mua tnroe khi ra khoi nha d2 phong di duong gép troi mura, hay mang theo a0 mi
< dé chong nang, hay khing ra khdi nha khi thi tigt cd kha néng xuat hién 16c, bdo 1dm,.
r~ Nhwr vay thong tin 1am ting thém hiéu bist cia con ngwdi, 13 co & dé con ngudi dwa ra
B quyét dinh.

18

1.1.2. Pon vi do théng tin

WM& s v &t hay s vigc déu chira mét leong théng tin. Con ngum khi mudn nhin biét
mat aéi trong can phai cd mét hwong thng tin nhét dinh v& nd. D41 v may tinh cling vay,
d& co thé nhin bidt dege mét ddi trong, con ngwdl can phal cung cap cho may tinh da
Irong théng tin vé dbi tuong nay.

Trong may tinh, théng tin v& cc d8i trong dwoc lwu trir bai cée bit nhdé cda bd nhé
may tinh. Bit 13 don vi do nho nhit cia bd nhd, mdt bit chi o thé chida mét trong hai gia
tr1 12 0 hode 1. Nhw vay bit vira 1a khai niém chi 4 do vira chi mdt ki hiéu hode 0 hodc 1.
Luong thing tin chifa trong mét bit vira 36 & x4c dinh chic chin mat trang thai coa 36
trong.

1.2. May tinh dién oF

1.2.1. Kién tviic ch ung cua mdy tinh dién tr

- B xur If trung tdm (CPU - Central Processing Unit): Gém hai bd phin chinh 13 bé
dicu khién (CU — Control Unit) va bd 50 hoc va logic (ALU — Arnithmetic Logic Unit). B§
didu khién cd chiie nang diéu khién may tinh thee hién cic cdng viée theo chwong trinh 43
dinh B§ didu khidn phai didu phéi ui-ﬁng b héa tét ca cac thidt bi cia may tinh ai phuc vu
véu chu xir 1 do chmng trinh quy dinh. B& 26 hoc va logic c& chire nang trire tigp thure
hién cdc phép todn =6 hoc. logic theo churong trinh quy dmh d& thirc hién céc thao tic xi 1
théng tin.

- Bé nhi (Memory): 1a thist bi ding @8 luu trir cac dif liéu cia may tinh. Bé nhd gdm
hai loai: BS nha trong va bd nhd ngoai. BS nho trong hay cdn goi 12 bd nhd chinh, 13 noi
chwong trinh dwge dra vao dé thwe hign va 13 noi lew triF diF lide dang dwoc xir . B nha
ngoai hay con poi 13 b8 nhd thi cip, ding 4 hwu trif 13u dai 4 lidu va b tro cho bé nhe
trong.

- Céc thiét bi ngogi vi (Peripheral Device): Gitp ma} tinh giao tiép véi méi trrémg
bén ngoal ké ca véi ngwii 5 dung. Cac thiét bi ngozi vi gém hai nhém: Cac thiét bi ding
d& dwa théng tin vo trong méy tinh vi cdc thidt bi ding 82 dwa dif liéu ra tir may tinh

127026 1251241230220 2110 200 190 18117 1 16 1151141130 1200 110110019
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Chwong 2: SOAN THAO VAN BAN (MICROSOFT WORD)
2.1. Gigi thiéu

Microsoft Word, con dugc biét dén vai tén khac la Winword, 13 mdt cdng cu soan
thio vin ban kha phd bidn hién nay cia céng ty phin mém ndi tidng Microsoft N6 cho
phép ngwdd ding lam viée vl vEn ban thd (text), cdc hiéu dng nhw phing chir, mau sdc,
cing vl hinh anh 6 hoa (graphics) va nhiéu hidu ng da phneong tign khac (multimedia)
nhr dm thanh, video k:l;ién cho vigc sogn thao vin ban dwroc thudn tién hon Nzoai ra cling
cé cic cing cy nhur kidm tra chinh ti, ngir phip cia ahidu ngén ngir khic nhau dé hé trg

n51101 =¥ dung Cac phién ban cia Word thrdng luu tén tap tin vdi dudi 12 .doc hay .docx

ddi véi Word 2007 trd 1én. Hiu het cac phién ban cia Word déu co th.e m& dwoe cac tip
tin vé&n ban thé ( txt) va cling co thé 1am viéc v céc dinh dang khac, ::]:lzmghan ahnr xi¥ I
ziéu van ban (_html), thidt ke trang web.

2.2. Lam quen v&i Word 2016

2.2.1. Khdi déng Word

C6 nhidu cich khai dong charong trinh scan thao vin ban MES Word:

Cach 1: Kh&i dong tir bidu trong shorteut Word 2016 tir man hinh desktop;
Céch 2: Vao StartWord 2016.

2.2.2. Gigi thidu mdn hinh Llim viée ciia Word 2016

H: théng bang chon cia Word 2016 duwge trinh bay theo kilu ribbon (dwoc hidu 13
mot dai lénh hay dai chic ning). Voi thanh Ribdon, cac lénh thoong ding trong cac thé
dwoc “phot” ra trén “dal lénh thay i g1au trong cac ba.ﬂg chon nhidu ting ninr cic phién
bén Word 2003 trd vé trwde. Mic dinh thanh Ribbon gom cac thé: File, Home, Insert,
Design, Layout, References, Mailings, Review, View. M3i thé lai dwoc chia thanh céc
nhaom lénh theo chid d&. Vi du thé Home chiza cac nhom thé: Cliboard, Font, Paragraph,
Styles, Editing.

2.2.2. Cde thao tde voi mdn hinh Lim viéc
2.2.3. 1 5w dung céng cu phong to, thu nho (Zoom)

Cdng cu phong to, thu ahd dwoc 5T dung dé phong to va thu nhé man hinh lam viéc
cia tai lidu dang soan thac. Bé si dung cdéng cu nay, thre hién nhar zan:

- Chon thé View.
- Trong nhom thé Zoom, kich nit Zoom, eira 56 FZoom mé& ra.
2.2.3.2. Thu nhé va bhéi phuc thanh Ribbon

Thanh Ribvbon (dai 18nh. dai chnre ndng) cd thé duoc thu nhé 41 da réi khéi phuc lai
néu cin.

- Thu nhd dai chnre ning:
+ Nhén chudt phai vao dii chirc ning
+ Chon Collapse the Fibbon thi dai chire ndng s& duge in di.

d

hd
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Cau 3: Chon cach hién thi theo dan bai (View/Outline). Click trén cac s6 1,2,
3,... All cua thanh Outline dé xem cach dan bai.
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CAu 4: Chon lai cach hién thi chi tiét View/Print Layout, sau do tao bang muc
luc cho van ban trén ¢ trang 3 nhu sau:

H ©- » BAITHU. A Nong Hanh Phuc . 3l

File Hom | Inser | Desii | Layo | Refe | Maili | Revie | View | Help | Foxit Q Tell me Q,_
L 3-1:2:.0:11 e I ? 234 5o g 7o 8o 1001111201430 14 10150 16 A7 -
MUC LUC
Chuong 1: KIEN THUC COBAN . 1
1.1. Théng tin va xi¥ 1 théng tin bing may tinh dién ¥ 1
1.1.1. Khidi niém théngtinvadd o 1
1.1.2. Bon vi do théng tin
1.2 May tinh @180 0F .o
1.2.1. Kién triic chung ciia may tinh didn i
Chuong 2: SOAN THAQ VAN BAN (MICROSOFT WORD)..._......... 2
B L T S 2
22 Lam quen vot Word 20018 o e 2
221 Ehdidéng Word 2
222 (Gidi thigu man hinh [am viéc ca Word 2016 ... 2
2.2.3. Cac thao tac vl man hinh Lam VB e 2
3
&
4
Page 3 of 3 1190 words Vietnamese BE = - | + 61%
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Bai 14. Soan thao, trinh bay luin van tot nghiép theo quy dinh cta Phan
hiéu Pai hoc Thai Nguyén tai tinh Lao Cai bang phan mém Microsoft Word.
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CHUONG 2. PHAN MEM BANG TiNH MICROSOFT EXCEL

2.1. Co ban vé Microsoft Excel

2.1.1. Gidi thiéu

Microsoft Excel 14 chuong trinh xir 1y bang tinh nam trong bo Microsoft
Office ctia hing phin mém Microsoft duoc thiét ké dé giup ghi lai, trinh bay cac
thong tin xr 1y dudi dang bang, thuc hién tinh toan va xay dung cac s6 liéu
thdng ké truc quan co trong bang tir Excel. Bang tinh ctia Excel bao gém nhiéu 6
dugc tao bdi cac dong va cot, co thé nhap dir liéu va 13p cong thuc tinh toan
trong Excel. Ngoai ra Excel con c6 nhiéu tinh ning uu viét va ¢ giao dién rat
than thién véi nguoi dung.

Strc manh cua Excel con dugc cac 1ap trinh vién tich hop vao céc cong cu
phan tich va tim kiém rat nhiéu. Pac biét co thé ké dén l1a cac cong cu lién quan
dén Facebook. Vi su phat trién manh mé khong ngung ctia Facebook ciing nhur
la quang céo trén Facebook thi viéc loc ra danh sach dua theo céc ti€u chi va
xuat ra file Excel dugc rat nhiéu ngudi quan tim. Khong chi ding lai ¢ day
Excel con dugc nhiéu lap trinh vién danh gia 1a mot cong cu tuyét voi nhat. Cai
ma toan bd nhiing tinh ning cta nd khong biét khi ndo méi c6 thé tan dung hét
duge. Va véi moi phan mém khac khi xuét ra bat ky file dé danh gia thi Excel
chinh 14 Iira chon hang dau boi hiéu qua ma ndé mang lai.

2.1.2. Cdc thanh phén ciia man hinh Excel

[ = = Book1 - Excel A\ Nong Hanh Phuc = O

Insert  Page Layout  Formulas  Data Review  View  Foxit PDF Q Tell me what you want to do ,Ci Share

e, = . B
Déé. TimesNewRoi~[13 ~|A A = == & - ¢ |General - ,;‘; ’;‘I E}(:’;:E’:E ) é‘v '%Y p

e Tl T B[ 8-A s % 0 |3 | Sl fomates G (gl S

Clipboard % Font [ Alignment M Number M Styles Cells Editing ~

Al = Je v

A B C D 15 F G H I J K L -

1 |:-

2

3

4

S5

6

7

8

g

10

11 .

Sheet1 @) . S
- i = = 1 + 100%

Trong mdi bang tinh Excel c6 1.048.576 hang (rows), ky hiéu tir 1 ...
1048576, c6 16.384 cot (Column), ky hi¢u tir A, B, C, ... XFD.

Giao diém cta cot va hang duoc goi 1a 6 (Cell), mdi 6 dugc gan mot dia chi
la dia chi ctia c6t va hang. Vi du : B5, AC128...
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~ Ving (Khoi): La tap hop cac 6 lién ké nhau hinh thanh hinh chir nhét, moi
khoi dugce gan cho dia chi 1a dia chi 6 goc trén bén trai va 6 goc dudi bén phai.
VD: B12:D20.
MBbi tap tin bang tinh dugc goi 1a mot workbook, modi workbook co nhiéu
to bang tinh goi la worksheet hay sheet.

2.2. Dir li€u va cac thao tac véi dir li€u

2.2.1. Cac logi di¥ li¢u

Vé ban chat, Excel c¢6 hai loai dit liéu co ban 1a s6 (Number) va chudi hay
van ban (Text). Mbi loai c6 mot cach biéu dién trong may riéng, cach nhap riéng
va tt nhién co cac phép toan ciing nhu cac ham (Function) riéng biét tac dong
1én ching.

Tuy nhién, nham tao giao dién than thién d6i v6i nguoi st dung, Excel ¢6
mot cach nhap va biéu dién mot con sd dudi dang dac biét, dang ngay gio
(DateTime). Ngay thang ndm (Date) 1a mot con s6 nguyén thé hién sd ngay troi
qua ké tir ngay 01/01/1900. Do d6, con sb 24 c6 thé duoc hién thi theo dang
ngay thang nam la 24/01/1900. Gio phut gidy (Time) duoc Iuu trix bang mot con
s6 1& ¢6 gia tri ndm trong khoang mé bén phai [0, 1), duoc tinh bang cong thirc
(hh * 3600 + mm * 60 + ss) / (24 * 3600). O day, hh 13 gid, mm 14 phat, ss 13
gidy. Vi dy, 10 gid 00 duoc biéu dién bang con sb xap xi 0,416667.

Kiéu luan 1y (logic) 13 mot truong hop dac biét: Gia tri logic ding (TRUE)
1a sb 1; gia tri logic sai (FALSE) la s 0. Trong suy luan logic, mot gia tri s6
bang 0 1a gia tri logic FALSE; gia tri s6 khac 0 (khong xac dinh cy thé 14 bao
nhiéu) 1a gia tr1 logic TRUE.

Trong Excel nguoi ta quan tdm téi cong thire (Formula) va dia chi 6 hon 1a
cac gid tri cy thé chira trong cac 6 d6, vi vay cong thirc tinh toan 1a mét trudng
hop dic bict. P6 1a mot biéu thic ma gia tri cua no s€ chi thudc mot trong hai
loai: s6 hodc chudi.

Cac phép toan sb hoc (nhu cong, trir, nhan, chia, luy thra, phan tram) chi
c6 thé tac dong 1én cac toan hang 13 sé ma thoi. Khoéng the liy hai s dién thoai
dé cong, trur, nhan, chia voi nhau dugc! Cling khong thé viét 5 cai * 10.000 dong
duoc boi vi “5 cai” ciing nhu “10.000 dong” khong phai 13 cc con s, ma d6 chi
1a cach viét thong thuong cta ngudi Viét Nam, Excel khong “hiéu” noi, nén
khong tinh toan dugc!

Do d6, néu khong biét cach nhap dir li¢u cho bang tinh Excel thi cong cu
nay khong gitip ich gi cho ban duogc.

2.2.2. Cach nhdp dir liéu
Excel phu thude rat nhiéu vao su thiét lap thong s6 hé théng trong moi
truong Windows (Regional Settings) trong viéc nhap dir li€u kiéu so, trong do
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ngay gio 13 truong hop dic biét. Néu khong dé ¥ dén diu nay thi nguoi dung cé
thé s& khong nhap duogc dir liéu mot cach dung dan, tir d6 dan dén vi¢c bang tinh
co thé s€ cho nhiing két qua khong str dung dugc, tham chi con rat tai hai.

Pbi voi kiéu sd, dinh dang can quan tdm 1a dau tich phan thap phan
(Decimal symbol) dau tach hang ngan, hang tri¢u... (Digits grouping symbol)va
dau tach gitra cac phan tir trong danh sach tham so6 cia ham (list separator ).

Pbi v6i kiéu ngay thang, dinh dang cin quan tdm 1i ngay/thing/nim
(dd/mm/yyyy) hay thang/ngay/nam (mm/dd/yyyy).

Thqo mac dinh cua cac phién ban h¢ diéu hanh Windows thi dinh dang
vung mién (Region) la Anh M¥ (English (United States)).

Dinh dang theo Anh My (English (United States)) quy dinh nhu sau:

- Binh dang ngay thang: m/d/yyyy;

- D4u tach phan thap phan (decimal symbol) 1a ddu cham (.);

- D4u tach hang nghin, hang triéu... (digits grouping symbol) 1a du phay

().

Dinh dang theo Viét Nam (Vietnamese) quy dinh nhu sau:

- Binh dang ngay thang: dd/mm/yyyy;

- D4u tach phan thap phan (decimal symbol) 1a dau phay (,);

- Dau tach hang nghin, hang triéu... (digit grouping symbol) 1a diu cham
()

Viéc chinh cac dinh dang nay 1a cuc ky quan trong, né dam bdo cho viéc
nhap dir liéu duoc chinh xac va an toan, phuc vu cho viéc tinh toan va quan ly
dir lidu. Cac dinh dang nay néu khéng dugc ty chinh thong nhit ngay tir dau s&
dan dén sai sot trong qua trinh nhap dir liéu, sai vé cac kiéu dir lidu (dic biét 1a
dit liéu kiéu sd va kiéu ngay thang). Khi kiéu dir liéu bi dinh dang sai thi dan dén
viéc tinh toan va quan ly dir li¢u khong thé thuc hién duoc.

Cach tuy chinh thiét 1ap thong s6 hé théng nhu sau:

DPdi voi hé diéu hanh Windows 10 ta lam nhu sau: Chudt phai vao biéu
tuong This PC trén man hinh Desktop chon Properties:
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Pin to Quick access
® Manage

Pin to Start A ?

Map network drive...

Disconnect network drive...

Create shortcut

Delete

Rename

Properties

- v~ 4~ = > Control Panel » ~ @) Search Control Panel Pl

Control Panel Home . .. .
View basic information about your computer
!; Device Manager Windows edition

G Remote settings Windows 10 Pro

ml \\/
G System protection © 2017 Microsoft Corporation. All rights .. WI n d OWS 1 O

G Advanced system settings reserved.

System
Processor: Intel(R) Core(TM) 15-6200U CPU @ 2.30GHz 2.40 GHz
Installed memory (RAM): 8,00 GB (7,86 GB usable)
System type: 64-bit Operating System, x64-based processor
Pen and Touch: Mo Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings
Computer name: PHUCFIT GChange settings
Full computer name: PHUCFIT
Computer description:

Woarkgroup: WORKGROUP

See also Windows activation

Security and Maintenance Windows is activated Read the Microsoft Software License Terms
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Control Panel

- -

@,
“E
=

o

Programs

v 4 > Control Panel

Uninstall a program

Adjust your computer's settings

System and Security

Review your computer's status
Save backup copies of your files with File History
Backup and Restore (Windows 7)
Find and fix problems

Network and Internet
View netwark status and tasks
Choose homegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Adjust commonly used mability settings

v O

User Accounts

52

Change the theme

Add a language

Ease of Access

Change input methods
Change date, time, or number formats

Q; Change account type

Let Windows suggest settings
Optimize visual display

‘ Search Control Panel

View by: Category =

Appearance and Personalization

Clock, Language, and Region

Kich chon Clock, Language, and Region, xuét hién bang thoai:

Language, and Region

Control Panel Home

System and Security
Network and Internet
Hardware and Sound
Programs

User Accounts

Appearance and
Personalization

® C(lock, Language, and Region

Ease of Access

Date and Time
Set the time and date

Language
Add a language
Region

Change location

“— v t‘“" » Control Panel * Clock Language, and Region

Change the time zone

Change input methods

Change date, time, or number formats

LY

Search Control Panel

Add clocks for different time zones

Kich chon Region, xuét hién bang thoai Region:

78




Formats Location Administrative

Format:

Vietnamese (Vietnam) ~

Language preferences

Date and time formats

Short date: dd/MM/yyyy v
Long date: dd MMMM yyyy ~
Short time: himm tt w
Long time: hmm:ss tt ~
First day of week: | Thif Hai W
Examples

Short date: 24/04/2017

Long date: 24 Thang Tu 2017

Short time: 8:34 SA

Long time: 8:34:49 5A

Additional settings...

Tai thé Formats ta tuy chon English (United States) hoac Vietnamese
(Vietnam) trong Format.

Ngoai ra ta c6 thé chinh sira thém trong Additional setting... Khi kich vao
nlt nay s€ xuat hién bang thoai:

-
Customize Format

Numbers Currency Time Date
Example
Pasitive; | 123.456.789,00 ‘ Negative: ‘ -123.456.789,00 |
Decimal symbol: | l V|
No. of digits after decimal: z v
Digit grouping symbol: | . V|
Digit grouping: |123‘456.789 V|
Megative sign symbol: | - V|
Negative number format: =T A
Display leading zeros: T ~
List separator: ' hd
Measurement system: Metric ~
Standard digits: 0123456789 ~
Use native digits: Never e
Click Reset to restore the system default settings for Tz
numbers, currency, time, and date. —
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Tir bang thoai trén ta c6 thé tuy chinh dinh dang cho s (Number), tién té
(Currency), thoi gian (Time) va ngay (Date) trong cac thé tuong Gng.

Ngoai ra, ta co thé tuy chinh biéu twong thap phan (Decimal symbol) va
biéu twong nhém chit sd (Digit grouping symbol) truc tiép trong Excel bang
cach vao File/Options/Advanced:

Excel Options

Genera

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

D Advanced options for working with Excel.

Editing options

After pressing Enter, move selection
Direction: | Down ~

[[] Automatically insert a decimal point
Places: 2

Enable fill handle and cell drag-and-drop
Alert before overwriting cells

Allow editing directly in cells

Extend data range formats and formulas

Enable automatic percent entry

Enable AutoComplete for cell values
Automatically Flash Fi

[] Zoom on roll with IntelliMouse

Alert the user when a potentially time consuming operation occurs

When this number of cells (in thousands) is affected: | 33.554 o

Decimal separator:

Thousands separator: .
Cursor movement:
® Logica
Visual

[ Do not automatica y hyperlink screenshot

Cut, copy, and paste

Cancel

-

Tir bang thoai nhu trén ta c6 thé chinh sira ky hiéu ngin cach phan thap
phan tai Decimal separator va ky hi¢u ngén cach hang nghin tai Thousands
separator. Chi y muon chinh stta dugc thi phai bo tich & dong Use system

separators.

Trong tai liéu nay, tac gia s dung thié't 1ap thong sérhé thfmg theo dinh
dang Viét Nam (Vietnamese): Dau tach phan thap phan la dau phay (,); dau tach

hang ngan, hang triéu,..

. 1a ddu chdm (.); dang ngay thang 1a thang / ngay / nam

(dd/mm/yyyy); dau tach giita cac tham d6i trong cong thirc 1a diu cham phay (;).

Tai mbi 6 ciia bang tinh Excel ta c6 thé nhap mét trong céc loai dit liéu

sau:

- Nhip mét chuéi ky tw (vin bin — text).
Vi du: Nguyé~n Van A, Pia chi,...
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Theo mac dinh ctua Excel, dit li¢u ki€u chuoi ludn ludn can tréi trong 6.

A B C D 18 I G H 1
1 |Nguyén Vin A
2
3
4
5
6 |
7
8
9
10
11
12
Ready e 8 OE -

Trong mot $6 truong hop mudn mé ta dit liéu kiéu chudi trong 6, vi du
nhap sb dién thoai: 0984684995, sau khi Enter két qua hién thi 1a 984684995 va
dir liu duoc can phai trong 6. Te 1a Excel hiéu dir liéu nhap vao 1a kiéu sé nén
Excel tu dong bo sb 0 phia trude di. Vay nén trong trudng hop nay ta nhap nhu
sau: Khi ta gd phai bat dau bang dau nhay don () hodc ¢ thé dinh dang dit liéu
trong 6 1a kiéu Text trong Format Cells truéc khi nhép.

Cach dinh dang dir li¢u trong 6 1a kiéu Text nhu sau: Chudt phai vao mot 6
(hoic mot ving gém nhiéu 6) can dinh dang chon Format Cells, xuét hién bang
Format Cells thi chon kiéu Text réi OK.

D@ & -

Insert  Pagelayout Formulas Data Review View Help @ Search

Ein Tx [7h X AuoSum - A p
N . . - €m T
b wapTex General D Normal Bad Good 1 = =X = A
ESlMege&uCenter + T % 9 | 53 £ Corditioral Fomnatas| Neutral Calculation | [FTTREAN] . fsen Delereromar o Sore Finds
s

Formatting - Table ~ Filter - Select -

o X Cut

B Copy ~
Paste 2
- ¥ Format Painter

TimesNewRo»|13 | A A

B I U~ -A-

Clipboard n Fort [ Alignment n Nurber n Style Cells Ediing ~
Cl v Je -
TimesNe=|13 « A A% 1 B -
A B Br=0-A-H-ga¢ [E F G H I ] K IL
1
1 %
2 By Copy
i} Paste Options:
3 -
C
4 Paste Specil
5 Insert
Delete
6 Clear Contents
7 [ Format Cells.
g Column Vidth,
Hide
Unhide
9
10
11
12
13
14
e sheet1 [ ) 1 y :

Ready H E M- 1 + 160%
&£ mo 7z Max ve

206 CH
17/05/2018
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Format Cells ? X

Number  Alignment Font Border Fill Protection

Genera | Sample

Accounting Text format cells are treated as text even when a number is in the cell.
Date The cell is displayed exactly as entered.

Cac 6 nay sau khi dd dinh dang vé dang Text thi khi nhap dir liéu 1a sd,
ngay thadng hay tham chi 1a biéu thirc todn hoc thi Excel van hiéu 1a kiéu chuoi
(text) va dir li¢u trong cac 6 nay dugc can trai trong 0.

Khi sir dung trong cong thirc, muén dua dir liéu dang chudi tham gia vao
trong cong thuc thi ta phai dat chung trong cap dau ngoac kep “”. Vi du tai 6 Bl
trong Exel ta gd =if(A1>=5; “Do”; “Truot”).

Trong mot so truong hop st dung cic chirc ning vé quan ly dir liéu (loc,
tim kiém,...), mudn dai dién cho mét ky tu bat ky ta dung ddu ?, mudn dai dién
cho mot chudi cac ky tu bat ky ta dung dau *.

- Nhdp mgt con sé (Number): Excel mac dinh dir liéu kiéu sd ludn duoge
can phai trong 6. Dbi v4i viéc nhap sb thap phan can luu ¥ dén du tich phan
thap phan 13 dau phay (,) hay ddu chim (.) dd dugc thiét 1ap trong hé thong cia
Windows. Sau khi nhap, néu dir liéu duoc cin phai trong 6 thi 13 nhap ding. Hay
tudn thu nguyén tic nhip mot con s6 1a: Chi nhap chit s6 va ddu tach phan thap
phan (néu c6), tuyét ddi khong nhap dau tach hang ngan, hang triéu... cling nhu
don vi tinh. Vi du: 7.200.0004 thi phai nhap dung 1a 1200000 (khéng nhap dau
cham ciing nhu chit @).

- Nhip mét ngay gio (DateTime). Vi du 26/04/2017. Nhu trong phan trudce
da trinh bay, ngay gio duoc thé hién trong Excel 1a mot con sé thap phan ma
phan nguyén thé hién sb ngay troi qua ké tir ngay 01/01/1900 va phan thap phan
thé hién thoi gian (hh:mm:ss) trong ngay. Do d6, con sb 24 c6 thé dugc hién thi
theo dang ngay thang dd/mm/yyyy 1a 24/01/1900. Con s thap phéan 24,4167
duoc hién thi theo dang ngay giod dd/mm/yyyy hh:mm sé& 1a: 24/01/1900 10:00.
Ngay gid 12 mot con sd nén cling duoc cin phai trong 0.

Luu y khi nhap ngay thang phai tuan theo cach thiét lap thong sO ngay
thang cua h¢ diéu hanh: Nhap dd/mm/yyyy hay mm/dd/yyyy. Néu khong nhép
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dung theo dinh dang ngay thang thi két qua s& sai dan dén cac cong thirc tinh
toan trén cac 6 ndy sé bi sai két qua hodc tham chi khong thé thyc hién duoc.

- Nhip mét cong thirc tinh todn. Do 13 mot biéu thuc bat dau bang dau
bang (= =) hodc cong (+), trur (-), thuong la dau bang. Sau khi nhap xong cong
thirc, bAm phim Enter dé tra vé két qua. Vi du I: =(8+7)*4-3, két qua 1a 57 duogc
can phai trong 6 (vi két qua 1a dir lidu kiéu sd). Vi du 2: =if(A1>=5; “Dd”;
“Truot™), két qua co thé 1a B3 hodc 1a Truot tuy theo gia tri trong 6 Al 16n hon
hodc béng 5 hay nh6 hon 5 va két qua nay dugc can trai trong 6 (vi két qua 1a dir
ligu kleu chu01) Nhu vay gia tri ciia mdt cong thirc tinh toan c6 thé 1a dir licu
kiéu sé hodc kiéu chudi.

Nhap mot cong thirc tinh toan

ile ROINM Insert  Pagelayout Formulas Data Review View Help QSearch

PRI L= x ]
S 8 TimesNewRo+[13 <A A === $-  BwapTent Genera e = J

— £ Copy ~ = s
Paste | BIU- - O-A- === &% S Mege&Center - &~ % » 4 s Conditional Format 4
Format Painter Formatting ~ Table

Al

2 00 0O Li B W N —

2.2.3. Svra dir liéu
Dé chinh stra ndi dung ctia mot 6 ta thuc hién nhu sau:

- Kich dup chuét vao 6 dé xuét hién con tré soan thao. Hodc cach khac,
chon mot 6 sau do dat con trd 1€n thanh cong thirc (Formula Bar) dé chinh stra.

- Xo0a ky tu béng cach dat con tro soan thao trudc ky tu can x0a va bAm
phim Delete hodc dat con tré phia sau ky tu can x6a va bam phim Backspace.

- Chén ky tu béng cach dat con tré soan thao vao dung vi tri can chén roi
nhap.

- Sau khi da chinh sira xong gd phim Enter (hodc bam phim Tab hoic kich
chuot sang 6 khac) dé chap nhan két qua da chinh sura, ngugc lai bam phim Esc
dé huy két qua vira stra.

- Pé thay thé toan bo nodi dung cua 0, chon 0 sau d6 nhap de¢ 1én ndi dung
da co.
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2.2.4. Sao chép, di chuyén va xéa

No6i dung cia mot 6 hay mot vang co thé dugc sao chép hay di chuyén
trong cung bang tinh hodc qua lai gitra cac bang tinh dang m¢. Gia tri cua 6 ¢6
thé sao chép sang cac 6 khac hodc néu can dién céac sd, ngay thang theo tuan ty
vao cac 0, ta dung cong cu tu dong dién — Autofill.

Dé sao chép noi dung ta chon 6 (hodc vung) sau do chudt phai vao 6 (hodc
vung) d6 chon Copy (hodc bam t6 hop phim Ctrl + C, hodc chon Iénh copy trén
thé Home. Ti€p theo chon 6 muc ti€u va chudt phai chon Paste (hoac bam t6 hgp
phim Ctrl + V, hoac chon 1énh Paste trén thanh cong cu. N§1 dung sao chép sé€
hién ¢ vi tri méi (6 muc tiéu).

pé di chpyéq (cit) noi dung, ta lam tuwong tu nhung ta chon Cut thay vi
Copy (hoac bam t6 hop phim Ctrl + X). Sau d6 déan (Ctrl + V) vao vi tri 6 muc
ticu.

Pé sir dung cong cu AutoFill, thye hién nhu sau:

- Kich chon vao 6 can xu 1y, sau d6 dat con tré chudt vao vi tri goc dudi
cung bén phai ctia 6 d6, khi nao con tro chudt chuyén sang hinh diu cong mau
den thi gitra chudt trai va kéo qua cac 6 tiép theo dé tao nhitng ndi dung ting
tang dan.

Book! - Bcel ANongHanpee T - 0

9 Share.
7 Wrap Text Genzrzl . ;l Notmal Bad Good ZA‘:ImS” AY p
i

. ];
=5 SilegedCentar + 0% 9 % ;3 Condtional Fomatas| Neufral ‘alculation : hm Eelemf:rra\ . TR

Fermatting - Table Filter - Select~
dlignment [ Numbr [ Sifles cls Esifing A

O o0 —1 SN N B L2 D

—_ —
— D

Trang 12

Sheet1 +, 4

Drag cutsd celzctor to excznd series oril: drag s de ¢ clezr B I - 1 + s

"o MAEHE @ oW A r*
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e [CH Imet Fagelajowt  Fomulss
= Xt

Copy -
= B4 Copy
~ S Fomat Fanter

Clisboars R Fort

TimesNewRa-|13 <[ A A

BIU-T DA~

Data  Review View  Foit POF

= & BVimpTen

Agment

EE BlMergeteCener - €% 0 | 941

Bookl - Bxcel

Q Tell me what you want to do

el - D Nomel

¢ & Canditions! Fomatas| Neutral
Fermatting - Tatle -

Rurrber R

ANongHarhPie B - 8

cels Ediing

‘Q Share

2 Ty = T auesm < A
& & LY

B [ Fin
B In;ve't Dslete chlrat (I‘Ea"

Sort& Find &
Fiter - Select~

”

Al

o oo —1 O W = w9 o

—_ —
—_—

Théng 1
Thang 2
Théng 3
Théng 4
Théng 5
Thng 6
Théng 7
Théng 8
Thang 9
Thang 10
Théng 11
Théng 12

Sheet! | 3

o o oo

Lopy Cells

Fill Series

Fill Ecrmatting Only
Fill Witngut Formarting
HashF

coutz o - —+ %

o M AH O va@

ol vE

27042

Khi tha chudt ra, xuat hién nat Auto Fill Options, kich vao nut nay sé x0 ra
danh sach tuy chon:

- Copy Cells s& sao chép no1 dung 6 nhung khong tang;

- Fill Series sé ting dan;

- Fill Formatting Only: chi sao chép dinh dang 0;

- Fill Without Formatting: sao chép ndi dung khong sao chép dinh dang 6;
Pé x6a nodi dung ciia 6, ta thwe hién nhu sau:

- Chon 6 hay vung chira ndi dung can x6a;

- Bam phim Delete trén ban phim hodc chudt phai chon Clear Contents.
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Book! - Bxcel NongHanhPhue @ —

Q. Share.

- P Ein By 2 Z Auosum -
D?Em TiesNewo-| < A K SS= 9o Bl Geend - DJ Nomal | Bad Good € X ] éﬂ“l‘”” v O
B Copy - . il
Past e HeA === €= B .| B Corditional Format as ¥ "alculati Insert Delete Format Scrt& Find &
e omtpane B U7 DA === EE Bregencens - T- %+ Crdonl fomatas Neual  [Calculafion | (TR . e Defomat - Sod e
Formatting - Table Filter - Select
Clipboard [} Fort [ AKlignment [} Number [} Styles Cells Ediing A
Al fo| =873 .

N O X O\ n B W b
| | | | | | | 1 1

—_ — | —
| I I B

—_—
nooe
| |

b
]

TimesNe-| B« & X &+ % 9 [
BI=0-AT%

n
s

7l

i

& o

B opy

AD Paste Options:
a &
o=
Paste Spedial..

}D Smart Lookup
Insert..
Delete

Clear Contents

Filter b
Sort b
D Insert Comment
Format Cells
Pick From Drap-down List..
Define Name..

8 Lk

sheet! | (3

300CH

& ~Do0 70

17/05/2018 a )

2.3. Cac thao tac dinh dang

2.3.1. Di chuyén con tré 6

Co thé di chuyén con tré 6 bang cac phim di€u khién sau:

Phim
e
Home
Page Up
Page Down
Alt + Page Up
Alt + Page Down
Ctrl + Page Up

Ctrl
Down

+  Page

Tac dung
Di chuyén con tré 6 1én xudng trai phai
Di chuyén con tré 6 vé cot A
Di chuyén con tré 6 vé trang trén
Di chuyén con tré 6 vé trang duéi
Di chuyén con trd 6 vé trai mot trang

A

Di chuyén con tro 6 vé phai mdt trang
Di chuyén con tré 6 vé sheet trudc do

Di chuyén con trd 6 vé sheet ke tiép.
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Ctrl + End Di chuyén con trd 6 vé& 6 cubi bang
tinh (noi ket thuc dir ligu)

Ctrl + Home Di chuyén con tré 6 vé 6 Al.

Ctrl + | Di chuyén con tréo 6 vé 6 dudi cung
cua cot

Ctrl + 1 Di chuyén con tré 6 vé 6 trén cung cia
cot

Ctrl + — Di chuyén con trd 6 v€ 0 cudi cung cua
dong

Ctrl + — Di chuyén con tré 6 vé 6 dau tién cua
dong

2.3.2. Vang, cach chon vung

Chon mot 6 béng cach kich chuot truc tiép vao 6 can chon.

Chon mot cot hodac mot dong béng cach kich chudt vao dau cot hodc dong
do.

Chon mot vung co nhiéu 6 bé‘mg cach kich chudt vao mot 6 rdi kéo chuodt
dén hét vung can chon ro6i tha chudt.

Chon ca bang tinh bang cach bdm t6 hop phim Ctrl + A hodc kich chudt
vao goc trén cung bén trai (nit giao gitra cdt va dong).

2.3.3. Cac dang can chinh, nhap o6 va can giira

M - @ - Bookl  Excel

Trong thé¢ Home chira nhém thé Alignment c6 cac chirc nang can chinh nhu
sau:

- C6 6 nit can chinh dir liéu trong 6 theo chiéu ngang (Align left, Center,
Align Right) va chiéu doc cua 6 (Top align, Middle align, Bottom align).
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- Ché @6 Wrap Text dugc dung khi muén dir liéu trong 6 tu dong xudng
dong khi d6 dai ctia van ban trong 6 16n hon d6 rong cua 6.

- Merge & Center dung dé nhap nhiéu 6 thanh mot 6 va cin gitta vin ban
trong 6 do.

2.3.4. Dinh dang dwong ké cho bang
Pé dinh dang duong ké cho bang, ta chon ving cin tao bang sau do su
dung cac chtrc nang tao duong ké trén niat Borders nhu hinh duéi:

AvogHanprc @ —

[= Nomal Bad Good
>

. . |
matas| Neutral Calculation | [STTREG , et Deete Foma
e B
ses s

Sheett [ @)

ey
o0 B A B waa

Pé co thé tiry chon nhiéu hon cho dudng ké ta kich vao 1énh More Borders
¢ cudi danh sach trén. Xuat hi¢n bang thoai nhu hinh:
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Format Cells

Number Alignment Font Fill Protection
Line Presets
Style:
MNane ————-- -
Mone Qutline Inside
_____________ Border
______ — — = o s L
Text Text
4 F
Color: Text Text
Autamatic e
A T r

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

Tai bang thoai nay ta c6 thé chon kiéu duong ké trong Style, mau dudng ké
trong Color. Sau d6 ta xac dinh vi tri duong ké tuong trng theo y muon tai Preset
hoac Border bén phai.

2.3.5. Dinh dang mau nén

Pé dinh dang mau nén ta ciing chon ving bang can dinh dang. Sau d6 vao
chtrc nang Fill colors dé chon mau nhu hinh dudi:
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Bookl - Excel ANongHanhPuc B8 —

Cipboard 5 ro__(EDECTOR lignment 5 Nme 6 st cels Ediing

I EEEENEN

| 0
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2.3.6. Lam viéc voi cdt va hang

2.3.6.1. Piéu chinh d¢ rong hang/cét

DPoi v6i ¢odt: Pua con trd chudt vao duong ké & mép bén phai trén dau cét,
xuat hién mii tén hai chiéu ta tién hanh kéo chudt theo 1 trong 2 chiéu ctia miii
tén dé thay ddi kich thudc cot hodc kich dup dé don cot mot cach tu dong.

Pbi v6i hang: Pua con trd chudt vao duong ké & mép bén dudi dau hang,
xuat hién mili tén hai chiéu ta tién hanh kéo chudt theo 1 trong 2 chiéu ctia mili
tén dé thay doi kich thudc hang hodc kich dup dé don hang mot cach tu dong.

2.3.6.2. Cheén thém, xoa hang/cot

Ddi véi cot: Chudt phai vao dau cot chon Insert, mot ¢dt méi s& duoce chén
thém vao bén trdi. C6 thé chén duoc nhiéu cdt bang cach chon nhiéu cot cling
ltc roi chudt phai chon Insert.

DPdi véi hang: Chuot phai vao dau hang chon Insert, mot hang maéi s€ duoc
cheén thém vao phia trén. C6 thé chen dugc nhi€u hang bang cach chon nhiéu
hang cung lac r61 chudt phai chon Insert.

2.3.6.3. An, hi¢n hang/cjt
An cot bﬁng cach chuot phai vao dau cot can 4n chon Hide.

Hién c¢ot bi an b?mg cach chon vung chira cOt bi an roi chuét phai chon
Unbhide.

Lam twong tu ddi voi hang.
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2.3.6.4. Co dinh cdc hang/cét
Xac dinh vi tri can cb dinh, sau d6 st dung cic chuc ning trong
View/Freeze Panes nhu hinh:

CACBAITHUCHANHGIAOTRINHXIs [Compatibility Mode] - Excel

Normal Page Break Page CUstom (] Gridlines (] Headings
Preview Layout Views

Cc4 - f TP -
A B c |E = G H | JF
BANG LUGC S

1

3 STT Ho va tén Churc vu LCB Ngay Lwong Tam *ng Con lai

4 | 1 |Hoang Tam TP 3.000,0 25 75.000,0

5 2 |Nguyé&n Thi Hdng NV 1.600,0 24 | 38.400,0

6 3 |Ng6 Thu Nga PP 2.500,0 26 65.000,0

7 4 |Tran Phuong Uyén NV 1.300,0 20 26.000,0

8 5 |Nguyé&n Héng Hoa KT 1.800,0 23 41.400,0

9 6 |Ly Hung PP 2.400,0 27 64.800,0

10 Téng Cong

11

bai1 [ bai1.2 | bai 2 | bai3 | bai4 | Sheet3 | bai5 | Sheet4 | bai6 | bai7 | Bais.1 | Bais2 | bai9 | bai10 ... @ >
Ready H @ M - 4 + 220%
354CH

17052018 B

2.4. Cong thirc va ham
2.4.1. Lam viéc voi cong thirc don gian
2.4.1.1. Cac phép toan trong Excel

2.4.1.1.1. Cdc phép todn sé hoc

A Ldy thoa 5r2 = 25.
* Nhan 3*3=09.
/ Chia 3/3=1

+ Codng 3+3 = 6.
- Tror 3-3=0.

2.4.1.1.2. Cac phép toan quan hé
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Bang nhau A1 =B1.

> Lon hon A1 > B1.
< Nho hon A1 < B1.
>=  L&n hon hoac bang A1 >= B1.
<= Nho hon hoac bang A1 <= B1
<> Khac A1 <> B1.

2.4.1.2. Nhdp cong thuc
Cong thirc don gian 1a cong thire chi gdm cac phép tinh toan cong (+), trir
(-), nhan (*), chia (/), lliy thura (*).

Nhap cong thuc bat dau bang dau: “=", hodc dau “+”, “-*
bit con tro & 6 can nhap va gd = <biéu thuc>

Trong do biéu thic co thé gém: Cac gia tri la s6 hoac ky tu, dia chi 6, dia
chi vung, cac phép toan dung dé lién két: +, -, *, /, >, <, >=, <=,..., Cac ham.

C6 hai cach nhép dia chi (dia chi 6, dia chi vung) vao cong thuec:

- Cach 1: Nhép truc tiép tir ban phim

- Cach 2: Dung chudt kich chon 6 hodc chon vung dir li¢u tham gia vao
cong thuec.

Sau khi d& hoan thanh cong thirc gd Enter dé hién thi két qua.

Khi nhap cong thirc, ludn sir dung tham chiéu (dia chi) 6 thay vi con sd.

Céch lam hay:

Cach lam do:

Ca hai cach trén déu cho két qua giébng nhau (70). Tuy nhién, trong cach
lam hay & trén, két qua cua cong thirc s& ty dong thay doi néu sb liéu ¢ mot
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trong hai 6 Al va B1 thay bi chinh stra, con trong cach lam d& thi két qua cua
cong thirc van gilr nguyén nhu cii.

Str dung tham chiéu (dia chi) 6 cling c6 nghia 1a ban c6 thé sao chép mdt
cong thurc td1 cac 6 khac va chén/xda cac 0, hang, ¢t va két qua ctia cong thuc
s€ dugc cap nhat theo.

2.4.1.3. Chinh svra cong thirc
Co cac cach chinh stra cong thirc nhu sau:

- Kich dap vao 6 chia cong thire dé chinh stra;

- Kich chon 6 chira cong thirc roi chinh sira trén thanh cong thirc;

- Kich chon 6 chira cong thirc sau d6 bam phim F2.

Sau khi chinh stra xong bam phim Enter dé chap nhan cong thirc d chinh
sta hodc bam phim ESC dé huy chinh stra.

2.4.1.4. Cdc théng bdo 16i thwong gip

#DIV/0! : L3i thong bao c6 mot phép toan nao do6 chia cho sé 0 hoic
trong mot 6 chua co gia tri.

#NUM! 7 : L&i nay do két qua cong thirc qua 16n hodc qua nho
ma Excel khong thé tinh dugec.

#N/A! : L&i nay xay ra khi cong thirc dugc sao chép dén 6 méi ma
tai 6 d6 khong co gia tri nao.

#NAME? : Ldi nay thong bao khi ta nhap sai tén ham hodc tén bién.

#REF! : L6i nay thong bao cong thitc dang sir dung mot 6 khong co
thuec.

#VALUE! Ldi nay thong bao khi thirc xuat hién cac phép toan khong
cung kiéu dir licu.

HitHH# : Ldi nay thong bao khi dir liéu bi tran do cot khong du do
rong dé hién thi dir li¢u.
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2.4.1.5. Sao chép cong thurc
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Trong vi du trén ta 6 C1 1a c6 cong thirc tinh 1a =A1+B1 két qua tra vé 1a
70. Pé tinh cho cac 6 tiép theo bén dudi (C2, C3,...) thay vi phai nhap lai cong
thirc cho timg 6 thi ta tién hanh sao chép cong thirc di tinh & 6 C1 cho cac 6 bén
dudi. Viéc sao chép cong thirc ndy gop phan tiét kiém thoi gian (khong phai
nhap cong thirc cho timg 6), ting d6 chinh xac. Nhung luu ¥ néu tinh sai mot 6
thi cac 6 con lai cling sai theo.

Pé sao chép cong thic ta 1am nhu sau:
- Kich chon vao 6 chtra cong thirc can sao chép (6 vi du trén 1a 6 C1);

- Bét con tré chudt vao goc dudi bén phai cua 6 vira chon dé xuat hién dau
cong mau den;

- Giir chudt trai va kéo doc theo cot hodc kéo ngang theo hang dé sao chép
cong thirc cia 6 ban dau. Nhu vi du trén thi kéo doc theo cot C xudng dudi dén
hét 6 C6.

- Tha chudt dé hoan thanh viéc sao chép cong thirc. Két qua trong cac 6
duoc sao chép cong thirc té1 déu duoc hién thi ngay 1ap tic.

Hinh duéi 1a két qua sao chép cong thirc cho vi du trén:
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Hoic cach khac dé sao chép cong thic: O bude 3 va budc 4 thay vi phai
kéo chudt dén 6 cudi cung thi ta thuc hién bﬁng cach kich dap vao vi tri dau
cong mau den ¢ goc dudi bén phai cua 6 chira cong thire can sao chép. Cong
thirc s€ ty dong sao chép xuong dudi. Cach nay chi ap dung sao chép cong thire
doc theo cot va céac 6 lién ké nhau phai dugc dién day du dit lidu.

2.4.1.6. Khdi ni¢gm dia chi twong déi, dia chi tuyét doi

Tén cua 6 hay vung dugc goi 1a dia chi cta 6 hay vung do.

O 1a giao giita cot va hang do d6 dia chi dugc thanh 1ap bang tén cot trudc
va tén hang sau. Vidu 6 Al, BS,...

Vung 1a mot tap hop cac 6 lién ké nhau trong bang tinh. bia chi vung dugc
xac dinh: <Dja chi 6 dau goc trén bén trai>:<Dja chi 6 cudi goc dudi bén
phai>. Gitra hai dia chi 6 nay dugc cach nhau boi dau hai cham (:). Vi du:
A2:C5.

- Dia chi twong d6i 13 dia chi s& thay doi khi sir dung 1énh sao chép cong
thirc.

Trong vi du tinh toan G’phﬁn trén. O C1 ¢6 cong thuc = Al+Bl,vio Al va
0 Bl la hai dia chi twong doi nén khi sao chép cong thirc nay xudéng 6 C2 thi
cong thuc & 6 C2 s€ thay doi thanh =A2+B2.

- Pia chi tuyét déi: Tuong ty nhu dia chi tuong d6i nhung c6 thém ky hiéu
$ trong dia chi. Co ba loai dia chi tuyét doi:

+ Tuyét ddi 6 (thuong goi 12 dia chi tuyét dbi): Ky hiéu $ dugc dat trude ca
tén cot va tén hang. Vi du $AS1.

+ Tuyét dbi cot: Ky hiéu $ dugc dat trudc tén cot. Vi du: $AL.

+ Tuyét d6i hang: Ky hiéu $ duoc dat trudc tén hang. Vi du A$1.

Dia tuyét ddi theo cot va tuyét dbi hang con duoc goi la dia chi hon hop.

Khac véi dia chi twong ddi, dia chi tuyét dbi khong thay doi khi st dung
1énh sao chép cong thirc. Cu thé: Dia chi tuyét doi 6 s€ khong bi thay doi khi sao
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chép cong thirc ca theo chiéu doc theo cot va chiu ngang ctia hang. Con tuyét
dbi cot s& khong thay doi khi sao chép cong thirc theo chiéu ngang cua hang,
tuyét doi hang s& khong thay d6i khi sao chép cong thirc theo chiéu doc cua cot.
Do vay, dia chi tuyét dbi thuong dugc s dung khi ¢é gia tri nao dé can dit cb
dinh trong cong thuec.

Nhép dia chi tuyét doi bang céch gd ky tu $ trude cac ky tw cot va hang
hodc dung phim F4 dé chuyén gitra cac ché do dia chi tuong va dia chi tuyét doi.

2.4.2. Lam viéc vdi cac ham

Viée sir dung cong thirc don gian chi ddp ing mot phan rat nho nhu cau
tinh toan trong cong viéc. Khi cac yéu ciu tinh toan tré nén phirc tap hon, hoidc
b6 sung sd lwong cac phép tinh ting 1én thi can st dung dén cac ham.

Vi du tinh tong cac 6 tir 6 A1 dén 6 J1 nhu hinh duéi. Néu 1ap cong thirc 1a:
=A1+B1+C1+DI+EI+F1+G1+HI1+I1+J1 thi cong thirc rat dai, rat mat thoi gian
de nhap.

O vi du nay ta c6 thé st dung ham tinh tong d6 13 ham SUM. Cu thé ta
nhap cong thue ¢ 6 K1 1a =SUM(A1:J1) nhu hinh duéi.

=]

Nhu vy viéc st dung ham SUM trong vi du ndy rat nhanh va ngin gon
hon cach st dung cong thirc don gian vdi phép cong ting 6.

2.4.2.1. Cu phap chung cua cac ham
T4t ca cac ham déu co chung mot ct phap:
=TenHam(CacThamSo)
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- Trudce hét, gibng nhu cong thirc, ham dugc bit dau bang ddu bang “=";

- Tiép theo 1a tén ham, vi du SUM;

- Ky hiéu tiép theo 1a ddu mo ngodc don “(“, d& Excel biét nhitng dir liéu
tiép sau day 1a ham can sir dung dé tinh toan;

- Sau ddu mé ngodc 1a danh sach cac tham sd. Cac tham sb nay co thé 1a
dia chi cia mdt 6, mdt vung hay mdt gia tri cu thé hoac c6 thé 1a mdt ham. Danh

sach cac tham s6 nay cach nhau boi dau phay “,” hodc ddu cham phay “;” tuy
theo cai dat cua hé diéu hanh (Regional Settings);

- Cudi cung dung ky hiéu dong ngodc don )" dé két thac ci phap ham (co
thé bo qua dau ngodc don trong truong hop st dung mot ham don gian).

2.4.2.2. Cich nhgp ham

Co6 hai cach nhap ham:

Cach 1: Nhap tryc tiép bang ca phap ham tir ban phim.

Cach 2: St dung Iénh chen ham trong thé Formulas trén thanh cong cu.

Sau khi nhap ham xong bam phim Enter dé tra vé két qua ctia ham.

Trong Nhom thé Function Library chira tt ca cac ham trong Excel duoc
phén chia thanh tirng nhém ham khac nhau

Vi du: AutoSum chtra cdc ham ty dong tinh: Sum, Average, Count
Numbers, Max, Min,...

oo Mm@ H @& m w o«
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2.4.2.3. Nhém ham théng ké, todn hoc

2.4.2.3.1. Tinh tong véi ham Sum

‘Ham SUM duoc dung dé tinh tong gia tri trong mot tap hop cac 6 chira gia
trj s6. Danh sach tham sd cta ham SUM c6 thé 1a tap hop céac 6 lién tiép hodc
dia chi cac 6 roi nhau hodc cac dia chi ving khac nhau dugce phan cach boi dau
cham phay “;” hodc dau “,” (tuy theo cai dat trong Regional Setting cta hé diéu
hanh). Trong tai liéu nay, sir dung diu chidm phay *;” cho tat cac vi du, ct phap
ham.

Cu phéap: =SUM(numberl;[number2]; ...).

Trong do6 cac tham s6 numberl; [number2]; ... c6 thé 1a céac gia tri s6 cu thé,
dia chi 0, dia chi vung, tén vung, hoac cac ham khac.

Vi du:

=SUM(1;2;3)

=SUM(A1;A2;A3)

=SUM(A1:A10)

=SUM(tenvung)

=SUM(SQRT(2);SQRT(3))

Céch nhéap ham:

- Tt ca cac cong thirc va ham déu bat dau v6i dau bang “=

- Sau d4u bang nhap tén ham SUM. Luu y tat ca cac ham khi nhap khong
phan biét chit hoa hay chir thuong). Vi du c6 thé nhap SUM, Sum, sum, sUm,...

- Khi nhép tén ham, mot menu xuat hién véi cac tiy chon loai ham SUM.
Kich dap vao ham SUM hoac khi da chon dugc ham bam Tab hoac gd phim m&
ngodc don “(“
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- Nhap cac tham s6 cho ham tir ban phim hodc dung chudt dé chon ving
can tinh sau d6 bam phim Enter (c6 thé bé qua dau dong ngodc don). Vi du
=SUM(A1:J1).

2.4.2.3.2. Cac ham théng ké, toan hoc khac (Average, Count, Counta, Max, Min,
rank, round, int, mod)

- Ham tinh trung binh cgng: AVERAGE

Cu phap: =AVERAGE(numberl;[number2]; ...)

Vi du: =AVERAGE(A1:J1).

- Ham dém s6 6 chira gia tri so trong danh sich: COUNT

Cua phap: =COUNT (valuel;[value2]; ...)

Vidu: =COUNT(A1:J1).

- Ham dém s6 6 chira dir liéu (khong dém 6 réng): COUNTA

Cu phap: =COUNTA (valuel;[value2]; ...)

Vi du: =COUNTA(A1:K1).

- Ham tra vé gia tri 16n nhat cia mot tap gia tri: MAX

Cua phap: =MAX(numberl;[number2]; ...)

Vi du: =MAX(A1:J1).

- Ham tra vé gia tri nhé nhat cia mét tap gia tri: MIN

Cua phap: =MIN(number1;[number2]; ...)

Vi du: =MIN(A1:J1).

- Him ROUND lam tron s6. Quy tic lam tron s& nhu quy tic toan hoc.

Cu phap: =ROUND(number;num_digits)

Trong do: npmber 1a sb can 1am tron (hoac dig chi 6 phl'Igl gia tri s6 can lam
tron hodc mot bicu thuc toan hoc); num_digits 1a s6 chir so phan thap phan.

Vi du: =ROUND(7,58;1), két qua 1a 7,6.

- Ham RANK: Ham tra vé thir hang ctua mot s6 cu the trong tap hop sd.

Néu trong tap hop sd co nhitng gia tri giong nhau ham s& xép chung cting mot
thtr hang.

Cua phap: =RANK(number;ref;[order])
Trong do:
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Number 13 s6 can xép hang;
Ref 14 ving s6 can so sanh (phai cb dinh bang dija chi tuyét d6i);

[order]: Quy dinh cach X,ép hang. Néu 1a 0 hogc lugc bo, Excel s& xép hang
theo thir tur tir [on dén nho. Néu la s6 1 hodce s6 khac 0 thi Excel s€ x€p hang theo
thir tu ttr nho dén 1on.

- Ham Countif:

C phap: Countif(pham vi, diéu kién)

Chtc nang: Pém s 6 thoa min diéu kién trong pham vi.

- Ham Sumif:

C phap: Sumif(ving chira diéu kién, diéu kién, ving can tinh tong);

Chtrc nang: Ham dung dé tinh tong c6 diéu kién. Chi nhitng 6 nio trén
vung chtra di€u kién thoa man di€u kién thi s€ tinh tong nhiing 6 twong ing trén
vung can tinh tong.

- Ham Product:

Churc nang: Tinh tich cac gia tri;

Cu phép: =Product(gia tri 1, gia tri 2,...).

- Ham INT tinh phin nguyén ciia mét s6 hoic mét bicu thirc.

Cu phép: =INT(number)

Trong d6: number la mot s6 cu thé hodc 1a mot biéu thirc.

Vi du: =INT(7/2), két qua tra vé 1a 3;

- Ham MOD: Nguoc lai v6i ham INT thi ham nay tra vé gia tri phan du
cua phép chia giira hai so.

Cua phap: =MOD(number;divisor)

Trong d6: number la s6 bi chia; divisor 1a sd chia.

Vi du: =MOD(7;3), két qua tra vé 13 1;

- Ham Sqrt:

Cua phap: =SQRT(Number)

Chtrc nang: Tra vé cin béc hai ciia sé Number.

Vidu: SQRT (16) =4.

2.4.2.4. Nhom ham logic

2.4.2.4.1. Ham If
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Ham IF duoc goi 1a mot ham Logic. N6 kiém tra xem diéu kién c6 duoc
thoa man hay khong, néu diéu kién diing (TRUE) n6 sé& tra vé mot gia tri; va tra
vé mot gia tri khac néu diéu kién sai (FALSE). Ham IF sir dung cac toan tir so
sanh dé tim ra cac gia tri béng, 16n hon hoac nho hon mot luong xac dinh. Cac
toan tir so sanh gém:

= bang

> 16n hon

< nhd hon

>= 16n hon hodc bang
<= nho hon hoic bang
<> khac

Cu phap: 1IF(logical test; [value if true]; [value if false])

Trong do:

logical_test 1 biéu thirc diéu kién (c6 thé dung AND, OR, NOT dé két hop
cac diéu kién);

[value if true] 13 gid tri tra vé néu diéu kién dung;

[value_if false] 1a gia tri trd vé néu diéu kién sai (co thé 1a mot ham IF
khéc, goi 1a ham IF 16ng nhau).

Chu y: Gia tri tra vé néu 1a s6 thi go truc tlep, con néu la dang van ban thi
dé trong cap dau ngodc keép “” . Ké ca trong biéu thirc diéu kién, néu biéu thirc
so sanh c6 chira kiéu dir liéu dang van ban thi déu dit trong cap dau ngoic kép.

Vi dy: Giao vién mudn in danh sach hoc sinh d§ hay trugt cua 16p minh va
quy dinh: Néu diém thi 16n hon hodc bang 5 thi P06, con lai thi Tru’(_)’t. Gia su,
diém thi duwoc dat 6 6 Al thi Iénh IF s€& duoc viét nhu sau:
=IF(A1>=5;"D3";"Truot")

2.4.2.4.2. Ham If long nhau

Trong thuc té, viéc kiém tra diéu kién co thé dién ra & nhleu muc. Gid su
gido vién can xép loai hoc tip cho hoc sinh trong 16p theo quy tic: Néu diém
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trung binh >=8 thi xép loai Giodi; Néu 6,5 <= Diém trung binh <8 thi xép loai

Kha;
Yéu.

Néu 5<= Piém trung binh <6,5 thi Xép loai Trung binh; Con lai xép loai
Cong thirc duoc 1ap nhu sau:

=IF(A1>=8;"Gio6i";IF(A1>=6,5;"Kha";IF(A1>=5;"Trung binh";"Yéu"))), cu thé
trong hinh:

E =14 YTSmETEI B T 1 |

Vigc thyc hién ham IF léng nhau cling tuong ty ham IF, nhung tai phén

[value_if false] (gia tri tra vé néu diéu kién sai) s& 1a mot ham IF méi. Va cir thé
cho dén khi hét tat ca cac diéu kién.

Chu y: C6 bao nhiéu ham IF 16ng nhau thi s& c¢6 bay nhiéu dau déng ngoic

don tuong ung ¢ phan cubi cong thirc (cac dau ngodc don nay cd phan biét mau
sdc tuong ung voi mdi ham IF khac nhau trong khi nhap cong thirc).

Trong Excel 2016 cho phép long 64 ham IF khac nhau.
2.2.3.4.3. Ham And, Or, Not

- Ham AND:

Cu phap: =AND(logicl; [logic2]; ...)

Neu tat ca cac dleu kién logicl, logic2,... déu dung thi ham tra vé gia tri

TRUE, néu mét trong sé d6 sai thi ham tra vé gia tri FALSE.

Vi du: =AND(23>=23;14<25) cho két qua 1a TRUE.
- Ham OR:
Cua phap: =OR(logicl; [logic2]; ...)

Néu it nhat mot trong cac diéu kién logicl, logic2,... 1a dung thi ham tra vé

gia tri TRUE, néu tat ca cac diéu kién déu sai thi ham tra vé gia tri FALSE.

Vi du: =OR(3>=100; 13<20) cho két qua 1a TRUE.

- Ham NOT:

Cu phép: =NOT(logical)

Phu dinh diéu kién. Néu diéu kién logical 1a sai (FALSE) thi ham lai tra vé

gia tri dung (TRUE) va nguoc lai.

Vi du: =NOT(4>=5) cho két qua 1a TRUE.
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2.4.2.5. Nhom ham xw li van ban (Left, Right, Mid,...)
- Ham Left:

Chtrc nang: Ly n ki tu bén trai caa chudi;

Cu phéap: =Left(<chudi>,n);

Vi du: =Left(“NS004”,2), két qua 1a N'S.

- Ham Right:

Chtrc nang: Lay n ky tu bén phai cua chudi;

C phap: =Right(“NS004”,2), két qua la: 04;

- Ham Mid:

Chtrc nang: Ly n ky tu tir vi tri m ctia chudi;

Cu phap: =Mid(<chudi>m,n);

Vi du: =Mid(“NS004”,2,3), két qua 1a: S00.

- Ham Proper:

Chtc nang: Chuyén ky ty mdi dau chit thanh chit hoa;
Cu phap: =Proper(<chudi>);

Vi du: =Proper(“ha noi”), két qua Ha Noi.

- Ham Upper:

Chtrc nang: chuyén tit ca cac ky tu thanh chir hoa;
Cu phap: =Upper(<chudi>);

Vi du: =Upper(“ha noi”), két qua 1a: HA NOI.

- Ham Lower:

Chtrc nang: Chuyén tat ca cac ky tu thanh chir in thuong;
Cu phap: =Lower(<chudi>);

Vi du: =Lower(“Ha Noi”), két qua 1a: ha noi.

- Ham Len:

Chtrc nang: Tra vé két qua 1a d6 dai cta chudi;

Cu phap: Len(“chudi”);

Vi du: =Len(“Ha N6i”). Két qua tra vé 13 6.

- Ham Trim:

TRIM(Text): Tra vé chudi Text trong d6 cac ky tu tring & dau, cudi va cac
ky tu trang thtra ¢ gitra chudi dugc cat bo.
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Vi du: TRIM(* hoa hong ) =“hoa hong”.
- Ham Value:

Chtrc nang: Tra vé kiéu sb cho chudi;

Cu phap: Value(<chudi>).

- Ham Text:

TEXT (Value , Format_Text) : Poi s6 thanh chudi (khong con gia tri tinh
toan).

Vidu:

TEXT(12345678.256, “####.##”) = “12,345,678.26”
TEXT(1.256, “###.##") = “1.26”
TEXT(123,7###.0”) = 123.0

2.4.2.6. Nhom ham ngay gio (Today, Day, Month, Year)

- Ham Today:

Chtrc ning: tra vé ngdy, thang, nam hién tai.

C phéap: =Today(), két qua tra vé& ngdy thang nim hién tai ctia hé théng

- Ham Day:

_ Chuc nang: Ham DAY tra vé mot gia tri, 1a s6 chi ngdy cua thang trong mot

biéu thirc ngay thang.

Cu phap: =DAY (serial number)

- Serial_number : la mot biéu thirc ngay thang, c6 thé 1a mot gia tri ngdy
thang hay mot chudi ngay thang (date text).

+ date_text trong cong thirc phai duoc dit trong dau ngodc kép "".

- Ham Month:

Chuc nang: Ham MONTH tra vé mot gia tri, 1a sb chi thang ciia nim trong
mot biéu thuic ngay thang.

Cua phap: =MONTH(serial number)

- Serial_number: 1a mot biéu thirc ngay thang, co thé 13 mot gid tri ngay
thang hay mot chuoi ngay thang (date text).

+ date_text trong cong thirc phai duoc dit trong dau ngodc kép "".

- Ham Year:

Chuc nang: Ham YEAR tra vé mot gia tri, 1a s6 chi Nam trong mat biéu
thirc ngay thang.

Cu phéap: =YEAR(serial number)
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- Serial number: 13 mot biéu thirc ngay thang, c6 thé 1a mot gia tri ngay
thang hay mot chuoi ngay thang (date text).
nn

+ date_text trong cong thirc phai duoc dit trong ddu ngodc kép "".

~ + Nam trong date_text phai trong khoang tir 1900 dén 9999, néu vuot qua
s0 nay, ham s¢€ bao 101 #Value.

+ Thong thuong date_text c6 3 ddi s6 (ngdy, thang, nam). Néu date_text chi
c6 2 doi so thi excel s€ tinh toan nhu sau:

++ Néu ddi sb thir nhat < 32 va ddi sb thir 2 < 13 thi excel coi ddi sb thir
nhat 1a Ngay, thir 2 1a thang. Nam 1a ndm hi¢n hanh.

++ Néu ddi sb thir nhat <13, d6i s thtr 2 12 thi excel coi ddi s6 thi nhit 1a
thang, thir 2 12 ndm va cho ngay la 1.

++ Céc truong hop khac ham s& bao 16i #Value.
2.4.2.7. Nhém ham tim kiém, tham chiéu
- Ham Vlookup

Chtc nang: thuc hién tim gia tri can tim ¢ cot dau tién trong ving ddi chiéu
va lay ra gia tri twong img ¢ cot chi dinh tham gia vao viéc ghi chép hoac tinh
toan.

Cu phap:
=Vlookup(<gia tri tim kiém>,<ving d6i chiéu>,<cot can lay>,0)
- Ham Hlookup

Chtrc nang: thyc hién tim gia tri cin tim ¢ dong dau tién trong ving doi
chi€u va lay ra gié tri tuong tng & dong chi dinh tham gia vao vi¢c ghi chép
hoac tinh toan.

Cu phap:

=Hlookup(<gi4 tri tim kiém>,<ving d6i chiéu>,<dong can lay>,0)
2.5. Tim kiém va thay thé dir li¢u

2.5.1. Tim kiém

Pé c6 thé tim kiém duoc dit liéu trong Excel ta bAm t6 hop phim Ctrl + F
dé m& bang thoai tim ki€ém nhu hinh duéi.
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Find Replace

Find what: | |

Options ==

Find All Find Mext Close

Tai 6 Fine what ta go ndi dung can tim sau d6 Enter hoat kich chon Find
All (tim ki€ém tat cd) hodc Find Next (tim kiém lan luot).
2.5.2. Thay thé

Pé thay thé dir liéu nao d6 bang dir liéu khac trong Excel ta bim t6 hop
phim Ctrl + H dé m¢ bang thoai nhu hinh dudi.

Find Replace

Find what: |

Replace with: |

Options ==

Replace All Replace Find all Find Mext Close

Tai 6 Find what ta g tir cAn tim dé thay thé. Tai 6 Replace with ta g& tir
thay thé.

Néu chon Replace All thi s& thay thé toan bo. Néu mudn thay thé timg vi tri
mong mudn ta kich chon Find Next dé tim dén vi tri muén thay thé roi sau dé
kich chon Replace dé thay thé, néu khéng mudn thay thé ¢ vi tri d6 thi ta tiép tuc
kich chon Find Next dé bo qua vi tri d6 dé dén vi tri tiép theo.

2.6. Sap xép dir liéu

Chon vung co s¢ dir liéu can sép xép, vao Data/sort nhu hinh minh hoa:
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= 0D - CACBAITHUCHANHGIAOTRINHIs. [Compatibility Mode] - Excel

iew  FoxitPDF  Q Tell

o
i
U

|| Sort | i « Group Ungroup Sublotal
A3 f | stT 5’; I ~
A B Cc D E ’0‘ G H | J K L
R Tell me more

BANG LUONG Nlimiv vicie
2 THANG 1 - 2002
3 STT Ho va tén Chirc vu LCB Ngay | Lwong | Tamirng | Con lai
4 | 1 |Hoang Tam TP 3.000,0 25| 75.000,0
5| 2 |Nguyén Thi Héng NV 1.600,0 24 | 38.400,0
6 | 3 [Ngd Thu Nga BR) 2.500,0 26 | 65.000,0
7 | 4 |Tran Phwong Uyén NV 1.300,0 20| 26.000,0
8 | 5 |Nguyén Hong Hoa KT 1.800,0 23| 41.400,0
9 | 6 |LyHung FP 2.400,0 27 | 64.800,0
1
12
13
14
15
16
17

[ bai1 [b&i12 | bai 2 | bai3 | bai4 | Sheet3 | bai5 | Sheetd | bai6 | bai7 | Bais.l | Bai2 | bai9 | bail0

Xuat hién bang thoai:

Sort ?
+ E: 3
| Add Level x Delete Level [ Copy Level Options... My data has headers
Column Saort On Order
Sort by ~ || |values v |atoz ~

Chon cdt can sap xép trong 6 Sort by, chon thir tu sap xép trong Order.

Kich chon My data has headers néu ving co sé dir liéu c6 chira dong tiéu
deé (dong ti€u dé khong bi sap x€p), nguogc lai thi bd chon.

Mudn thém diéu kién sip xép ta kich Add Level, mudn xoa diéu kién sip
xép kich Delete Level.

2.7. Loc dir li¢u

Chon bang can loc, vao Data/Filter nhu hinh:
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CACBAITHUCHANHGIAOTRINHxs [Compatibility Mode] - Excel

A Nong Hanh Phuc

& 2

Manage  WhatIf Foreca:
Data Model Analysis = Shee
Forecast

% G

outine

J

c D = M
BANG LUONG NHAI
THANG 1 - 200

2

5 |STT Ho va tén Chi)cvu| LCB |[Ngay | @™mrmee  _  __alai
4 | 1 |Hoang Tam TP 3.000,0 25| 75.000,0
5 | 2 |Nguy&n Thi Héng NV 1.600,0 24 | 38.400,0
6 | 3 |Ngd Thu Nga PP 2.500,0 26 | 65.000,0
7 | 4 |Tran Phwong Uyén NV 1.300,0 20 | 26.000,0
8 | 5 |Nguyén Hong Hoa KT 1.800,0 23 | 41.400,0
9 | 6 |LyHung PP 2.400,0 27 | 64.800,0
11

12

13

14

15

16

17

bai1 [ bai12 | bai 2 | bai3 | bai4 | Sheet | bai5 | Sheetd | bai6 | bai7 | Baig1 | Bai82 | baio | baii0

®

c D E E H 1 5 K L
BANG LUONG NHAN VIEN
THANG 1 - 2002

Checvu| LCB Ngay | Luong | Taméng | Coniai

T 3.000.0 25 | 75.000.0

NV 1.600.0 24 | 38.400.0

PP 2.500.0 26 | 65.000.0

NV 1.300.0 20 | 26.000.0 |

KT 1.800.0 23| 41.400.0 |

PP 2.400.0 27 | 64.800.0

Khi mubn loc theo cot nao ta kich chudt vao mili tén ctia ¢t twong tng dé
loc. Vi du nhu hinh duéi ta loc theo cot chtre vu. Khi kich vao miii tén dé loc sé
xuat hién danh sach tiy chon: Sort A to Z (sip xép ting dan), Sort Z to A (sap
xép giam dan), Sort by Color (sip xép theo mau), Clear Filter From “Chirc vu”
(bo loc theo cot chirc vu), Filter by Color (lgc theo mau), Text Filters (Ioc van
ban theo nhiéu diéu kién) va dudi cing 1a bang tuy chon cho cac diéu kién cu
the.

A 1300

B C D E F G H J K L
1 BANG LUONG NHAN VIEN
THANG 1-2002
3 STT Hovatén Chircvu| LCB | Ngay | Lwong | Tamng | Conlai |
4 1 Hoan 30000] 25| 750000
5| 2 Nguy .| 1.600,0 24| 384000
6 3 Ngo' 25000 26| 65.000,0
7] 4 Trn 1.300,0 20| 26.000,0
8 5 Nguy ™ | 1.8000 23| 414000
96 LjH o A 24000 27| 648000
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Déi véi cét div ligu cé dinh dang div liéu kiéu chudi (text) thi ta co thé tuy
chinh lgc theo nhi€u di€u kién khac nhau trong Text Filters:

i - | DYEY

A B C D E F G H | J K L
1 BANG LUONG NHAN VIEN
2 THANG 1 - 2002

STT Hovatén Chircvu LCB | Ngdy Lwong | Taming | Conlai
3 . ; A : g 4
4 1 Hoanh w22 30000 25 75.0000
502 Ngw" [ 16000] 24 384000
63 Ngo' 25000 26 650000
7| 4 Trn 13000 20  26.0000
8] 5 Nouy ™0 ll - s 23 414000

O e p| ooseran
96 LiH £l e 27] 648000
e

Trong do:

- Equals 1a bang

- Does Not Equal 13 khac (khong bang)

- Begins With 1a bat dau véi

- Ends With la két thuc véi

- Contains la chira

- Does Not Contain 1a khong chira

- Custom Filter 1a céc tuy chinh loc khac.

Khi chon mdt trong céc tuy chon loc trén sé€ Xuét hién hop thoai loc nhu
hinh:

Custom AutofFilter ? X
Show rows where:
Chire vu
i =
®and Oor
Use ? to represent any single character
Use * ta represent any series of characters

Ta dién dicu kién loc & 6 bén phai twong mg. C6 thé két hgp And (va), Or
(hodc) n€u c¢o hai diéu kién lgc.

Dung ? dé dai dién cho mot ky tu bat ky.
Dung * dé dai dién cho mot chudi ky tu.

Doi véi cot div libu c6 dinh dang div liéu kiéu sé (number) thi ta ciing co
thé tuy chinh loc theo nhiéu di€u kién khac nhau trong Number Filters:
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A B C

5 |Nguyén Hong Ho
6 |Ly Hung

D E SR G H I J K L
2 THANG 1 - 2002
3 sTT Ho va tén Chirc vu‘ LcB Ngdy | Lwong | Tam&ng | Con lai
4 1 |Hoang Tam 4 25| 75.000,0
5 2 |Nguyén ThiHb 24| 38400,0
6 3 |Ng6 Thu Nga 26 | 65.000,0
7 4 |Trn Phuong Uy 20 | 26.000,0
s = B
9

bl

» | bal1 [BAi12 [ bai 2 | bai3 | bai4 | Sheet3 | bai5 | Sheeté | bai6 | bai7 | BAIST | BAIB2 | BaIO | BAI10 .. @ § [«

Trong do:

- Equals: bang

- Does Not Equal: khac

- Greater Than: 16n hon

- Greater Than Or Equal To: 16n hon hoic bang
- Less Than: nhé hon

- Less Than Or Equal To: nhé hon hoic bang
- Between: ¢ trong khoang

- Top 10: trong top 10 gia trj 16n nhat

- Above Average: trén gia tri trung binh

- Below Average: dudi gia tri trung binh.

2.8. Chén biéu do

- Chon vung dir li€u tham gia vao biéu dd, chi chon nhitng cot can thiét, cac
coOt dir liéu khac khong nén chon. Vi du nhu hinh dudi, ta chon cét “Ho va tén”
va ¢t “Luong” (Gitt phim Ctrl dé chon cac vung khong lién tuc)

-

A B = D E s H ' ) K L
2 THANG 1 - 2002
S |sTT Ho va ten Chwecvu| LcB Ngay | Lwong | Tamwng | Conlai
4 | 1 |Hoang Tam TP 3.000.0 25 | 75.000.0 |
5 | 2 |Nguydn Thi Hdng NV 1.600.0 24 | 38.400.
6 | 3 |Ngé Thu Nga PP 2.500.0 26 | 65.000.
7 | 4 |Tran Phuong Uyén NV 1.300.0 20 | 26.000.0 |
& | 5 |Nguydn Héng Hoa KT 1.800.0 23 | a1.400.
o | & |LyHung PP 2.400.0 27 | ea.800.
11
12
13
14
15
16
17
18

- Sau d6 vao Insert dé chon biéu d6 thich hop trong nhom thé Charts:
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< o e e
1 BANG LU'ONG NHAN VIEN
2 THANG 1 - 2002

Sau khi d3 chon dugc mot kiéu biéu do thi Excel sé tu dong tao ra biéu dd
nhu hinh duon:

H 9 OD® - Chart Tools CACBAITHUCHANHGIAOTRINH.XIs [Compatibility Mode] - Excel A\ Nong Hanh Phuc

File  Home Inset Pagelayout Formulas Data Review View FoxtPDF [NCEEUM o

1] @ = SE ]
Add Chart Quick  Change Switch Row/ Select  Change ~ Move
Element - Layout - Column  Data ChartType Chart

rart tayuts art s oaa oo tocatr

Chartl - 5

A B C D E F G H | J K L
1 BANG LUONG NHAN VIEN

+

2 Lwong
3 STT Ho vatén Chirc 550000
4 | 1 |Hoang Tam TF  70.000,0
5 2 |Nguyén Thi Hong NV 60.000,0
6 3 [Ngd Thu Nga PF
7 |4 |Tran Phuong Uyén [ NV 50.000,0 ]
8 5 |Nguyén Hong Hoa KT, 40.000,0 T
9 6 |LyHung PF  30.000,0
il 20.000,0
12 o
13 10.000,0
14 -
15 Hoang Tam Nguyén Thi Ngé Thu Tran Nguyén Ly Hung
16 Héng Nga Phwong Hong Hoa

Uyén

O O
» bai1 | bai12 | bai 2 | bai3 | bai4 | Sheet3 | bai5 | Sheetd | bai6 | bai7 | Baid.1 | Bai82 | bai9 | bai10 .. @)

Ready Average: 5176666667 Coun: 14 sumi310600 [BB| B ) -

Ta co thé sura lai tén bi€u d6 bang cach kich vao tén biéu do dé stra.

Co thé‘ tiy chinh thiét ké biéu do trong nhom Design hay tiy chinh dinh
dang biéu do trong thé Format.

4
. A

2.9. Dinh dang trang va in an

2.9.1. Chon hwéng gidy, khé gidy, cin lé

Vao thé Page Layout, tiy chinh cac thong s6 cin 1& (Magins), huéng gidy
(Orientation), kho gidy (Size) trong nhom thé Page Setup. Hodc mé bang Page
Setup dé cai dit bang cach kich chudt vao miii tén goc dudi bén phai cia nhom
thé Page Setup:
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Page Layout
o

1

=3 - e 2S frocse Don't see what you're looking for?. o

A B & 2 Cnecicout the ful oot of page (] H 1 J K L S
2 = formasang opton

1 BANG L § N

2 TH

5 STT Ho va tén Chirc vu LCB Ngay Lwong Tam &ng con lai

4 | 1 [Hoang Tam TP 3.000,0 25| 75.000.0

5 | 2 [Nguydn Thi Héng NV 1.600,0 24 | 38.400.0

6 |3 [Ngé Thu Nga PP 2.500,0 26 | 65.000.0

7 4 [Trén Phuong Uyén NV 1.300,0 20 | 26.000.0

8 [ 5 [Nguy&n Héng Hoa KT 1.800,0 23 | 41.400.0

9 | 6 |LyHung PP 2.400,0 27 [ 64.800.0

11

12

13

14

15

16

17 B

st 1 [HaTS [ 6 [ BE S [ 6a 4 [ Sheers [ S [ Shest [ Bee [ a7 [ AR T [ Sas [ 69 6RO <

Page Setup

..Page | Margins  Header/Footer Sheet

Orientation

@ portrait O Landscape

Scaling

@ adjustto: | 100 || % normal size

O Fitto: 1 *! page(s) wide by | 1 = tall
Paper size: | Letter >
Print quality: | 600 dpi ~

First page number: | Auto

Print... Print Preview Options..

2.9.2. Cin chinh bdng trong trang gidy

CACBAITHUCHANHGIAOTRINHxls [Compatibility Mode] - Excel 4. Nong Hanh Phuc ~ ? - a X
Print
New
Copies: |1 s
Open
Print
save BANGLUONG NHANVIEN
THANG 1 - 2002
Save As . | hown Tamina | conin
Printer e b
ST
Canon LBP2900 3
B o B irProrsUAT
Print Offline 5 \w:,jnHarvicl
Pinter Properties
Share
Settings
Export
P i Prnthciestees
Publish = Only print the active sheets
Pages =k 3
Close 5 = =
= Collated
B 123 123 123
Account

Portrait Orientation -
Feedback

Letter
opiors 0 :

2159 cm x 27,94 cm
Custom Margins -

O NoScaling
Dl print sheets at their actualsize:

Page Setup

|1 o1 » =)

Trude tién vao ché do Print preview trong File/Print dé quan sat bang trudc
khi in. Néu bang c6 kich thudc chiéu ngang 16n hon kho gidy can in (mot so cot
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clia bang bi tran sang trang khac) thi ta tién hanh diéu chinh kich thudc bang &
ché do soan thao bang cac ky nang can chinh bang hoac co6 thé an bt cac ¢t
khong can thiét di.

Nhung néu sau khi diéu chinh kich thuéc bang xong ma van bi tran thi ta
tién hanh thay doi kich thudc 1€ trai, 1€ phai cua kho giay trong thé Margin cta
bang Page Setup. Va cudi cung ta cé thé st dung dén chirc ndng co gian bang
trong Adjust to ¢ thé Page.

Piém quan trong cudi cung 1a cin chinh bang ra giita kho gidy bang cach
sau, m¢& bang Page Setup:

Page Setup ? X

Page Margins Header/Footer Sheet

Top: Header:
25 = 13

Left: Right:
19 19

Bottom: Footer:
25 = 13
Center on page

[ Horizontally:

D Vertically

Print... Print Preview Options...

Trong Center on page (can gilra trang glay) Ta tich vao Horizontally neu
muon can bang ra gilta trang gidy theo chiéu ngang, tich vao Vertically néu
mudn cin bang ra giita trang gidy theo chiéu doc.

2.9.3. Chén header, footer, sé trang

Ta thuyc hién cac thao tac nay trong thé Header and Footer cia bang Page
Setup:
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Page Setup ?

page Margins | Header/Footer Sheet
Header:
(none) =
Custom Header... Custom Footer...
Footer:
(none) w

[ pifferent add and even pages
[ bitferent first page
Scale with document

[ align with page margins

Print... Print Preview Options...

Ta chon trong Header va Footer hoac tuy chinh trong Custom Header va
Custom Footer.

2.9.4. Thiét ldp va hiiy thiét lap viing in
Chon ving can thiét 1ap dé in rdi vao Page Layout/Print Area/Set Print
Area nhu hinh du6i:

—
— - = -

A, E 2 L@] = E 3 Width: Automatic = Gridlines | Headings | | = = o

2% e 1 e N P = REPP wocreee po p (8  R S e B s

TGS (5] | M8 Ot P e i | pant | pan |00 Sento seleion A Group Roate
Themes = SclletsFt | SheetOptions ansnge
[ B3 b
A B F G H I 3 K i3 M N o P Q R _[§
1 BANG LUONG NHAN VIEN
2 THANG 1-2014
3 STT)  Hovatén Chircvy | LCB Ngiy | Lwong | Tamtmg | Conlai
4 | 1|Nguyén Héng Hoa |[KT 1800 23| 41.400 27,600 | 13,800
5 2|Nsuyén ThiHéng [NV 1600 24| 38.400 25.600 | 12,800
6 3|Trhn Phuong Uyén [NV 1300 20| 26,000 17,333 8,667
7 __ 4|Ngé ThuNga PP 2500 26| 65,000 43.333 | 21,667
8  5|LyHang PP 2400 27| 64,300 43,200 | 21,600
9  6|Hoang Tam TP 3000 25| 75.000 50000 | 25000
10
11
15 i
16
17
18
19
20
21
22
23
24
25
26
27
28
ﬁﬁ[sneeu Sheet2 Sheet3 - ¥J [N i
Ready averge ZI5L5 | Count49 sumensds  ||oA(D O]
W

B B o9 &

&l 1 =l =)
Mudn hiy bo vung in da thiét 1ap ta vao Page Layout/Print Area/Clear Print
Area.
2.9.5. Ldp lai tiéu dé in

Vao thé Sheet trong bang Page Setup (Page Layout/PageSetup, kich chudt
vao mili tén goc dudi bén phai):
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:

,
Page Seur S
" [

=]

Print area: |
Print titles

Rows to repeat at top: |

] &

Columns to repeat at left: |

Print
Gridiines Comments: |(Nune} Izl
Black and white
Oa Cell errors as: |displa?ed Izl

Draft guality
Row and column headings

Page order
Down, then aver [ E=f= ===
@ Down, E8 EJF,; EB
() Over, then down | ==l==l==
EEE| SR

| print.. | | PrintPreview | | options... |

[ oc [ coneel |

Ta kich chudt vao 6 Rows to repeat at top sau do kich chon dong tiéu dé
can ldp lai trong Excel.

2.9.6. Ep va ngiit viing in
Vao View/Page Break Preview:

B ESE = ]
Seeon | Window AN Panga - ] Unhide | 3 o | womtpace windows- | o
Window o
. 6 H I i K L M N 0 P
1 BANG LUONG NHAN VIEN
2 THANG 1 - 2014
3 STT Ho va tén Chikcvu | LCB Ngay Lwong | Tamiéng | Con lai
4 [ 1|Nguyén Héng Hoa |KT ~800]; ~ 23] 41400 27.600 | 13,800
5 | 2[Nguyén ThiHéng |NV et ' 24| 38400 25600 12,800
6 | 3|Trin Phuong Uyen [NV 1300] 200 26000] 17333] 8667
7 [ 4|Ngo6 Thu Nga PP 2500 26] 65000 43333 21,667
8 [ 3[LyHung PP 2400 27] 64,800 43200 21,600
9 [ 6|Hoang Tam P 3000 25] 75000 50,000 25000
10
11
15
16
17
18
19
20
21
22
23
24
25
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Dé ép, ngit ving in theo ¥ mudn ta dua con trd chudt vao dudng bién mau
xanh thé kéo tha.

2.9.7. In in
Vao File/Print (Ctl + P), xuét hién giao dién nhu hinh:

CACBAITHUCHANHGIACTRINHxIs [Compatibility Modz] - Excel 1. Nong Hanh Phuc ~ ? - x

Print
New
Copies: 1
=] P
Open =
Print
Save BANG LUONG NHAN VIEN
THANG 1 -2002

Save As .

Printer

d0PDF V7

T ey

Pint Ready
Printe: Properties

Share .

Settings
Export
PO I:l Print Active Sheets
Publish Only print the active sheets

Pages: 2o

Close
”ﬁﬁ Collated

123 123 123
Account

D Portrait Crientation
Feedback

Letter
€S l 2159 cmx 2794 cm

@ Last Custom Margins Setting

Left: 1.9cm  Right: 19cm

[ NoScalirg

[Dlaoc  Print sheets at their actual size

Page Setup

1 of i =

418 CH
16/06/2017

ol A v

- Nut Print: Thuc hién 1énh in;
- Copies: S6 ban cén in;
- Printer: Chon mady in thich hop;

- Page: To: In tir trang nao dén trang no;

BAI TAP THUC HANH CHUONG 2

Bai thwe hanh 1: Thwc hanh vé ham Sum, s6 hoc

1. Tao workbook mdi, déi tén sheet 1 la Lwong 7-2010, sau dé nhdp di liéu va trinh
bay theo méu sau:

BANG LUONG NHAN VIEN
THANG 1 - 2002

STT Ho va tén Chirc vu LCB Ngay | Lwong [ Tam &rng | Con lai
1 Hoang Tam TP 300000 25
2 | Nguyén Thj Hong NV 200000 24
3 | Ngb Thu Nga PP 250000 26
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4 | Tran Phuong Uyén NV 200000 20

5 | Nguyén Héng Hoa KT 230000 23

6 Ly Hung PP 250000 27
Téng Cong

Yéu cau tinh:

1.

Sl

5.

Luong = LCB*Ngay(ngay cong)

Tam Ung =

2/3*Luong

Con lai = Luong — Tam ung

Téng cong

theo cot

Luu workbook (file) véi tén BT1
2. Doi tén Sheet 2 la Hang nhip T7-2010 sau d6 trinh bay theo mdu sau:

BANG KE HANG NHAP
THANG 7/2010

Ma | Tén hang S6 lwong | Pongia | Trigia | Thué | Cwéc cc | Cong
B50 | Ban gb 40 25
B&1 |Bansat [ 80| ol )
B52 | Ghé nhya 45 40
B&3 |Ghégs | 25| sof )l
B54 | Ban For 30 40

Tong cdng:

Yéu cau tinh:

AR S

Tri gid = S6 luong * Pon gia
Thué = tri gia * 4.25%
Cude cc = S lugng * 1.12

Cong = Trj gia + Thué + Cudc cc

Tong cong theo cac cot (tri gia, thue, cudc cc, cong)

Luu lai workbook
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Bai thuc hanh 2:

BANG POI TIEN

Sé tién déi: 50,000,000

STT Ngoai té Ti gia S& NT dbi dwoc
1 |Dé la My 15,970
2 [Nhan dan té 2,000
3 |P6 la Hong Kéng 2,500
4 |Euro 20,000

Yéu ciu:
1. Tao bang tinh nhu trén
2. Tinh s6 ngoai t& ddi dugc: SO NT d6i dugc = S6 tién d6i/Ti gia
3. Dai tén Sheetl thanh DA tién.

Bai thuc hanh 3:
KET QUA THI VAO LOP 10 NAM 2010

stt| Hodem | Ten |Ngaysinh| MO" |monvan| . MO" | pwp | KOt | Xep

toan tiéng anh qua | tho
1 |Nguy@n Hung |An | 10/18/1988 9 9 ol 9o0lds 1
2 |Bui Viét Hung | 12/11/1988 9 8 o s87lds 2
3 |Tran Nam Trung| 12/12/1987 6 7 71 67|08 3
4 |Nguy&n Thanh |Binh | 10/4/1988 6 6 5 57|db 4
5 |Nouyén Viet |Chau | 12/3/1987 4 3 5[ 4.0|truot 5

Yéu cu:

Sép xép dir liéu trong bang trén theo thir tu ting dan cia cot tén;
Tinh diém trung binh cho mdi thi sinh vao c6t DTB;

3. Pién vao cot Két qua: Néu diém trung binh 3 mon >=5 thi ghi 1a D5 khong thi ghi
la Truot;

4. Xép thtr cho cac thi sinh theo chiéu thi sinh c6 diém cao nhat s& ding s6 1;

5. Tim diém thip nhit va cao nhat cia mdi mén va cua ca 3 mon, tim diém trung
binh cao nhat va thap nhat;

6. Dém xem c¢6 bao nhiéu thi sinh dd va bao nhiéu thi sinh truot.

Bai thuc hanh 4:
BANG XEP LOAI HOC SINH NAM HOC 2009 - 2010
STT HO PEM TEN | NGAY SINH | TBHK1 [ TBHK2 | TBC | XLHL | XEP THU’
N
1 |TranNam_ | Trung | 12/12/1987 | 65[ ... LE3 I ISR I
.2 | Buiviet [ Hung | 12/11/1988 | 82| .. 8 |
3| Nguyenviet | Chéau |~ 12/3/1987 | 431 ... SEH I ISR AR
_4_|NguyénThanh | Binh |  10/4/1988 | °.6 1 . 2L I R
5 | Nguyén Hung An 10/18/1988 8.7 8.7




Yéu cau:

1. Hay nhap bang dir liéu trén vao may va sip xép dit liéu theo th tu ting dan cua cot
tén;
Hay tinh trung binh c4 ndm (TBCN) theo cong thire TBCN = (TBHK1 + TBHK2%*2)/3

3. Chén thém cot tudi sau cot ngdy sinh dé tinh tudi cho timg ban hoc sinh. Tudi = nam
hién tai — nam sinh

4. Dung ham dé:

0 Tim tudi nho nhat, tudi 16n nhat cta cac hoc sinh roi dat vao 6 cudi bang
U Tinh tudi trung binh cta cac hoc sinh
0 Tim diém trung binh ca nam cao nhat, diém trung binh ca nam thap nhat.

0 Duya vao TBCN dé xép thir cho hoc sinh trong 16p sau d6 sip xép lai dit liéu

trong bang theo thir ty ting dn cua cot xép thir.
5. Tinh c¢6t XLHL theo diéu kién sau day:
Néu TBCN >= 8,0 thi XLHL la gioi; Néu TBCN >=6,5 va TBCN <8 thi XLHL la
Kha; Néu TBCN >=5 va TBCN <6,5 thi XLHL 14 trung binh; Con lai 1a XLHL yéu.
6. Thém cot XLHK va ghi v6i diéu kién sau: néu XLHL 1a gioi thi XLHK ghi 1a tot; Néu
XLHL 14 kha thi ghi 1a kha. Néu XLHL la trung binh thi ghi 1a TB, con lai thi ghi la
kém. Luu bang tinh vao dia.

Bai thuc hanh 5:

1. Lap bang tinh theo mau sau:

Danh sach thong ké s6 Km da di trong thang 7/2010

Cua cac xe trong Cong ty van tii X

STT|Loai xe |Ma xe [S6 km | Tién xidng|Swa chiva|CP khac|Téng céng|
1 |Xetai |T1 2540
2 |Xe Buyt |B1 980
3 |Xecon |C1 5000
4 |Xetdi |T2 1320
5 [Xecon |C2 5000
6 |Xe Buyt |B2 1450
7 [Xetdi |T3 1520
8 [Xetdi |T4 680
9 |Xecon |C3 1520
10 |Xe Buyt |D3 900

Béng tien xiang trén 1Km va ti 1€ % sira chira ctia cac xe
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2. Yéu cAu tinh:

Loai xe | Gia tien|Siva chiva
*e Buyt 4000 1%
RCRET 3500 1.50%
e COn 3000 0.50%

1. Dua vao bang gia tién xang dé tinh tién xing di st dung cho cac xe trong

thang theo cong thirc: Tién xing = s6 Km * gia tién xang/km

thirc: Tién stra chita = ti€én xang * ty 1¢ % sura chira.

3. Dung ham if @ tinh chi phi khac biét:

0 Néu sé km > 1000 km thi chi phi = 1% tién xing

0 Néu sékm >1500 km thi chi phi = 1,5% tién xing

0 Néu sd km >2000 km thi chi phi = 2% tién xing.

Dua vao bang dudi dé tinh tién sira chita trong thang cho céc loai xe theo cong

4. Tinh tong cong theo cong thirc: Tong cong = Tién xing + Sira chira + CP khac.

Bai thuwc hanh 6:

BANG THANH TOAN TIEN KHACH SAN

STT| HO BEM TEN |[LOAIPHONG |NGAY PEN| NGAY Bl |GIANGAY |GIATUAN [SO NGAY O | THANH TIEN
1 [Mguyen Hing |An 2| TH5/2005| 711572005 120000
2 |Mguyén Thanh |Binh 1| B10/2005| 7520/2005| 180000
3 |Mguyén vigt  |Chau 2| 4/4j2005| 61072005 120000
4 |Boiviét Hurhg 3| &12/2005( 51 4/2005| 100000
5 [Tran mam Trung 1| 4/7/2005| 51472005 180000

Yéu cau:

GO bang dir li¢u 1én may; Nhap dit li¢u cho cot stt tu dong

Hay 1ap cong thire tinh dit liéu cho cot: S6 ngdy & = Ngay di — Ngay dén; Gia/tuan =

Hay tinh dir liéu cho cot thanh tién, biét rang: Thanh tién = (s6 tun)*gia/tuan + (sb

ngay du)*gia/ngdy. (sb tudn = phan nguyén cia (sb ngay ¢/7); s6 ngay du 1a phan du

Thém cot giam gia va tinh: Néu s6 tudn >=3 va thué phong loai 1 thi giam 10% ctia

thanh tién. Néu s tudn >=3 va thué phong loai 2 thi giam 5% cia thanh tién, con lai

1.
2.

(2/3 * gia/ngay * 7)
3.

cua (sb ngay o va 7)).
4.

thi khong giam.
5.

Thém cot Tién tra va tinh: Tién tra = Thanh tién — giam gia. Hay tinh tong tién tra cta

timg loai phong. C6 bao nhiéu ngudi duge giam gia (giam gia >0). Tinh tong tién phai

tra cta nhirng khach hang thué phong c6 ngay dén vao thang 4.
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6. Dung tinh nang loc tu dong dé loc ra thong tin khach hang dat phong loai 1 hoac loai

2.

V& biéu d6 so sanh tién tra cua khach thué phong

Dinh dang bang tinh cho dep va ghi vao dia véi tén tép BT6.

Bai thuwc hanh 7:

Pé quan ly thi sinh trong cudc thi Tiéng hat sinh vién khoa CNTT truong Dai hoc Su

pham Ha Noi, nguoi ta tao ra bang tinh nhu sau:

TONG EET THI TIENG HAT SINH VIEN KHOA CNTT TRUGCNG DPHSP HN

Mi nginh Ho vi tém Nginh hoc | Bidm GE1 | Biém G2 | Difm GEF | Diém GK4| DiémTB |  Xép hang  |Gidi thu
CHTT Meuyén Thi Hid 9é 97 97 EE
QTTT L& Thi Thu ¥én 82 8.5 g 8.7
CNFM  |Trin ThiMai 8 9 27 2.1
QTKD  |Trin Thi Thu ] g ] 97
HTTT L& Mane Kim 835 8 a 26
BANG THAM CHIED
Mi nginh Nginh hoc BANG TIEN THU ONG
QTTT (Judn tri thing tin Gidi thuimg & B c Khfing dhroe i
CNTT (ling nghé thiing tin Tién thui 100000 80000 50000 i
CHFM  |Céng nehé phin mém
QTKD  [Quin tr kinh doarh
HTTT H thiing thing tin

1. Dya vao bang tham chiéu da cho, dién dir liéu vao cot nganh hoc

2. Tinh diém TB dwa vao diém danh gia cta ban giam khao

3. Tinh xép hang cta cac thi sinh (dya vao diém TB)

4. Xét giai thuong theo diéu kién sau:

0 Néu thi sinh c6 diém TB >=9.5 thi dugc giai A

0 Néu thi sinh c6 diém TB >= 9.0 va diém TB <9.5 thi dugc giai B

0 Néu thi sinh c6 diém TB >= 8.5 va diém TB <9.0 thi duoc giai C

0 Con lai khong dugc giai.

5. Dong cudi bang tinh: tinh diém cao nhat, diém thap nhat cta timg gidm khao

6. Thém cot tién thudng sau cot giai thudng va dua vao bang tién thudng dé tinh cot tién

thuong

7. V& d0 thi so sanh diém cac gidm khao cua céc thi sinh.

8. Dinh dang bang tinh cho dep va ghi vao dia vdi tén tép 1a BT10.

Bai thuc hanh 8:

Trong Sheet 1:

Két Quia Ky Thi Tuyén Lép 10
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Ma s Tén | XLC2 | Vin | Toan }c’(‘)‘;‘;‘ 1{}?;‘ DI‘J‘frm f(‘)’:gg (I;f;
B12 Qué |TB 4.5 8
All Gam | Kha 3 6
C22 Lua | Gidi 6 75
All Nhung | Kha 5 3
B12 To TB 2.5 4.5
Thong tin vé ky thi:

DPiém van cao nhat

Diém toan cao nhat

Téng s6 thi sinh

Téng s6 thi sinh dau

Tong s6 thi sinh rét

Trong Sheet2
Bang phu
, A Dién | Diém
Ky tu dau UT UT
B Dién 2 1.5
A Dién 1 2
C Dién 3 1

Nhdp va trinh bay bing tinh sau d6 thwe hanh cdc yéu cau sau:

1. Diém céng: Néu XLC2 la gici thi céng 2, khd thi cong 1;

2. Dién wu tién va diém wu tién tra trong bang phu theo ki tw dau ciua ma so;

3. Tong:= van + todn + Pedng + Piém UT;
4. Két qua: Tong>= 13.25 thi " Pau" nguwoc lai thi "Rot";
5. Pién vao bang thong tin;

6. Trich ra danh sach cdc thi sinh dau.

Bai thwc hanh 9:

Bio Cao Xuit Kho
STT | Chirng tir | Tén vattw | S6 lwong },)g(i)’én ng:h
1] Xo01C 50
2 | DO2K 3150
3 | N03C 100
4 | X04C 2500
5] DOSK 600
6 | N06C 250
7| X07C 1500
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8 | DO8K 300
N09C 30
10 | X10K 800
Bang phu
MVT Tén vattw | Don gia
X Xang A92 3800
D Dau Diesel 3300
N Nhot 15000
Bang thong ké
Téng thu tién nhét:
Tong thu tién dau:

Nhdp va trinh bay béng tinh sau dé thwc hanh cdc yéu ciu sau:

1. Tén vt tw: dwa vao ki tw dau cia cot chirng tir va tra trong bang phu

2. Pon gid: dwa vdo ki tw dau ciia cdt chitng tir va tra trong bang phu, néu ki tw cudi ciia
chung tur la "C" thi don gia duoc giam 10%

3. Thanh tién:

= 56 heong*don gid

4. Sap xép tang dan theo cét chirng tir

5. Trich ra danh séch cdc vét tw ¢6 ki tw dau 1o "X" va ki tw cuéi la "C"

6. Tinh bang thong ké

Bai thwc hanh 10:
Cira Hang May Tinh
Thang 4/1998
STT| Mihang | Tén hang Don vi 50 | Ngayban | POm | Thanh
: lwong oia tién
1 | PC586 14| 4/2/2012
2 | PC486 10 | 4/12/2012
3| FD120 12| 4/9/2012
4 | HD420 4 | 4/22/2012
5 | HD850 10 | 4/18/2012
6 | PC586 4| 4/27/2012
7| FD120 10 | 4/11/2012
8 | FD144 10| 4/6/2012
Bang ton kho thang 3
—_— A b . S6
Ma hang Tén hang Don gia lwong
PC486 May tinh 486 700 20
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PC586 May tinh 586 1000 30
HD420 Dia cimg 420 80 20
HD850 Dia cing 850 120 14
FDI120 Dia mém 1.2 4 0
FD144 Dia mém 1.4 6 20
Téng Kkét thang 4

Mat hang S6 lwong Thanh tién

PC

HD

FD

Nhdp va trinh bay béng tinh sau d6 thwe hanh cdc yéu ciu sau:

1. Dya vao bang ton kho dé dién vio cét tén mat hang.

2. Don vi tinh:

Dua vao hai ki tw dau ciia ma hang, néu la PC hodc HD thi don vi tinh 1a ”cai” con FD
thi la don vi tinh la ™ hop ™.
3. Pon gia:

Néu ban tir ngay 20 tré 1én vé triede thi don gid nhi trong bang ton kho, sau dé thi gidm

4%.

4.Thanh tién:

=s0 lwong*don gia.

5.Dinh dang cot don gida va thanh tien ¢é6 mot sé 1é va don vi la USD.

6. Tinh bang tong két thang 4.

Bai thwc hanh 11:
I. Dat tén sheet 1a Ket qua thi. Lap bang tinh c6 dang nhw sau va luu lai file véi tén
BT3:
KET QUA THI CUOI KHOA
STT [Tén HY  [Phai NS Toan Vian Anh B.Thém |BTN BTB BKO
Thanh Mk 84 9 7 B
Mga M g6 ] ] 7
ET M 79 3 ] 9
Trung Mam (&) 9 B &
Hign M g4 4 g B
Thaa M g2 7 2 4
Mirh Marn g4 2 4 3
Hodng Mam 78 8 8 2
Long Marm a1 4 7 8
Huong [N 84 9 7 7
Trung binh
Cao nhat
Thap nhat

I1. Yéu cAu tinh:
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1. Nhap s6 tht tu cho ¢ot STT
2. Thém vao bén phai cot PKQ (diém két qua) 2 cot xép loai va xép hang

3. Dung ham if dé tinh diém dugc thém (. Thém) véi diéu kién sau:

0 Hoc vién sinh tir nim 80 vé sau c6 diém thém 1a 0,75
0 Hoc vién sinh trudc nam 80 va la phai nir c6 diém thém 14 0,5

0 Nhitng trudng hop con lai thi khéng duoc diém thém.

4. Dung ham if dé tinh diém thap nhit trong 3 diém cua tirng hoc vién

5. Dung cac ham vé sb hoc va ham round dé tinh diém trung binh (PTB) cho timg hoc
vién theo cong thirc (1am tron 14y 2 s6 18): PTB = (Toan * 3 + Van * 2 + Anh* 2)/7

6. Dung ham if dé tinh diém két qua cho timg hoc vién biét:

0 NéuDTB >=5 thi PKQ chinh 1a DTB

0 NéuDTB <5 thi PKQ = DTB + D.thém. Nhung néu sau khi cong thém ma DKQ

> 5 thi chi duoc 1y 5.
7. Dung ham if dé xép loai cho hoc vién dya vao tiéu chuan sau:

0 NéubKQ >=8vaDTN >=6.5 thi xép loai gioi.

0 NéubPKQ>=6.5va DTN >= 5.0 thi xép loai kha.

0 NéuPKQ>=5.0va DTN >= 3.5 thi xép loai trung binh.
0 NéubDKQ>=3.5va DTN >=2.5 thi xép loai yéu.

0 Conlaila xép loai kém.

8. Dung ham Average, Min, Max d¢ tinh diém trung binh, cao nhét, thap nhat theo timg
mon, DTB va BKQ.
9. Dung ham Rank dé xép loai cho hoc vién theo PKQ.

Bai thue hanh 12:

Tao workbook mdi. Tao bang tinh K& toan trén sheet c6 dang theo mau sau:
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BANG PON GIA VA LOAT HANG

lf::'g 11.:; Pon gia | Péc hai
Dumes | Siva bat 250000
555 Thudc 14 100000 P
Sed Enrbng 4500
Wallcer |Earou 150000 3
Ajine Bit ngot 20000
KE TOAN HANG NHAP THANG 7/2010
STT I\-IZ‘I Ngf‘l}_-‘ Téll ST Don gia Tl}z;mh ?luu?- . Tlfmg
hang unhap hang tien doc haa cong
1 Dutnesx a0
2 555 100
] Dumesx 125
< Sgd 47
= Sgd 20
& “Wallcer Q0
7 Ajine 120
3 Dutnesx 48

Yéu cau:

1. Lap cong thirc va dién dit liéu vao cot Tén hang, Pon gia dua vao bang don gia va loai

hang.

2. Tinh thanh tién = S6 luong * Pon gia.

3. Tinh thué doc hai = 5% * thanh tién.

Luu y: Chi tinh thué doc hai d6i voi nhtrng mdt hang c6 danh déu 1a doc hai tai bang

don gia va loai hang.

4. Tinh tong cong = thanh tién + thué doc hai

5. Sép xép bang tinh theo thir ty ting dan ciia ¢t tong cong.

Bai thue hanh 13:

NHAT KY HANG HOA NAM 2005

STT | Mihing | Tén hing |Nedy nhip | Ngiyban | Nhinxét | 56 lwong | Pongia |Thinh titn| Thué Gia thinh
1 B2 iy 10/10/2005 | 12/2/2005 100 5000
2 Al Vil phin | F/12/2005 | 104 5/2005 200 18000
3 D3 Himdng | /272005 | 17102005 300 £5000
4 o2 CGrach men | 6/10/2005 | 7/20/2005 120 27000
5 A2 Vailga | 4442005 | 8A10/2005 100 22000
6 1 Gach | 5712/2005 | 5/14/2005 1400 200
Ting ciing

BANG THAM CHIEU

IITIH %, thué
hang
A 1%
E 2%
C 3%
D 2%
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1. Tao bang tinh trén

2. Cot nhan xét duoc ghi: Néu (ngay ban — ngdy nhap) <= 30 thi ghi 13 ban chay. Néu
(ngdy ban — ngay nhap) <= 90 thi ghi 1a ban dugc. Néu (ngay ban — ngay nhap) > 90 thi ghi 1a
ban cham

3. Tinh thanh tién cta timg mit hang

4. Dya vao bang tham chiéu va ky tu bén trai ctia c6t ma hang dé tinh thué: Thué = thanh
tién * %thué

5. Tinh gia thanh = thanh tién + thué. Tinh tong cong cot gia thanh.

6. Sap xép bang tinh trén theo chiéu ting dan cta cot thanh tién.

7. Sap xép bang tinh trén theo chiéu ting dan cia cot s6 luong va néu sb luong tring
nhau thi don gia duoc xép theo chiéu giam dan

8. Loc va dua ra man hinh nhiing mat hang ban cham hoac c6 ky tu bén trai cua ma hang
la D. (Dung Advanced Filter).

10. V& do thi so sanh gia thanh cta cdc mit hang.

11. Binh dang bang tinh cho dep va ghi vao dia véi tén t&p 1a BT10.

Bai thue hanh 14:
DANH SACH KHACH HANG VAY TIEN
Mghy tra: 12/1/2005
%o l& qua han/ngay 002
. _ ‘. _ Ngay dén | _ . . o.| Tien 13| _ -
STT Tén khach Poi teong | Ngay vay Tién vay | Tién 141 | Tong
han qui han
1 |Anh 1 10/10/2005) 12/2/2005] 2000000
2 |Lan 2 F122005) 11/152005] 15000000
2 |Matm 2 WE2005) 1072005 2000000
4 |Héa 1| &102005) A20/2005] 2500000
5 |Winh | 442005 81072005 10000000
& |Son 2 5/12/2005) 12/14/2005] 15000000

1. Lap bang tinh trén

2. Tinh tién cot 14i nhu sau:

Néu dbi twong = 1 thi tién 13i = tién vay * (ngdy dén han — ngay vay)*0.01

Néu dbi twong = 2 thi tién 13i = tién vay * (ngdy dén han — ngay vay)*0.02

3. Tinh tién 14i qua han nhu sau: tién 13i qua han = tién vay*(ngay tra - ngay dén han)*%

1ai qua han/ngay

4. Tinh cot Tong = tién vay + tién 13i + tién 13i qué han

5. Dung ham Countif hoic Dcount dé dém xem co bao nhiéu nguoi thudc ddi tuong 1,

bao nhiéu nguodi thudc ddi tuong 2.

6. Tinh tong tién cta nhitng khach vay tién vao thang 10 (ding ham Dsum)

7. Hay sap xép tién vay theo chiéu giam dan
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8. Loc ra nhitng nguoi tra qua han (tién 14i qua han > 0) va c6 ngay dén han Ia thang 11
9. V& biéu d6 so sanh tién 13i va tién vay cua cac khach hang.
10. Binh dang bang tinh cho dep va ghi vao dia voi tén tép 1a BT11.

Bai thue hanh 15:

Thuc hanh vé ham Sumif va Dsum

Tao bang theo mau sau:

BAO CAO BAN HANG
Sstt Ma HD l\i[ét Ngay Ponvi | S6 lwong | Pon gia Tlfimh
hang tien
1 SDI1M2 10/10/05
2 HDMo64 07/12/05 2
3 CDM74 01/02/05 12
4 SD1M4 06/10/05 7
5 HDM64 04/04/05 3
6 CDM74 05/12/05 5
7 SDI1M2 12/02/05 6
8 CDM74 11/15/05 15
9 SD1M4 08/10/05 10
10 SDI1M2 07/20/05 20
Tong cong
BANG DANH MUC
Ma Tén mit hang Don vi Don gia
SM4 Dia mém 1.4 Mb Thiing 140
SM2 Dia mém 1.2 Mb Thiing 120
C74 Dia CD 740 Mb Thiing 200
Ho64 bia cling 3.2 Mb Cai 120
TONG SO TIEN BAN PUQC CUA CAC MAT HANG
Pia mém Dia cirng bia CD
Yéu chu:

1. Dung ham Vlookup tham chiéu ¢t Tén hang, Pon vi, don gia.
2. Tinh cot thanh tién = S6 lugng * don gia.

3. Tinh tong s tién ban dugc cua cac mat hang.
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4. Sap xép theo ma va str dung chirc ning Sub Total dé tinh tong sé lwong ban dugc va

tong doanh thu cua ting loai san pham.

Bai thwc hanh 16:

Thuc hanh vé chire nang loc dit li¢u, Countif

I. Tao bang tinh theo miu sau:

Stt | Ho Tén | Phai | Noisinh | Ngaysinh | Lép E:l‘l‘::‘:: B“;‘;‘nall“-”
1 |[L&éDinh |Bach |Mam  |HéaBinh 12/20/1982 [VP
> |Pham |HuE [N Ouéng Minh  |7/5/1983  |LT
3 |Trish  |Ditp [N Ha Nai 1/1/1584  |PC
4 |Btilan |Phwong |MNw Minh Binh  |2/27/1980 |PC
5 | Tudn [Dat Nam  |HiTéy 7201983 |VP
6 |Pham |Thoa [NV Hi Narm 12/1/1982 |LT
7 [PETh [Loan |Mw HiDwong  |6/16/1983 |DH
8 |Mouyén |Thoy |t Hi Nai 212011984 |PC
o |VaTh |Quy [N Hi Nai 2/1/1980  |VP
10 |[Dang Vi |Hai Nam  |Ha Néi 10/1/1575 |LT

I1. Yéu cau tinh:

1. Chén thém cot PTB (diém trung binh), KQ (két qua), HB (hoc bong) vao bén phai cot

DTB

2. Sép Xép lai cot Noi sinh theo thir tu ting dan, néu trung tén thi sép Xép theo cot Tén

giam dan.

3. Dya vao bang trén hay loc ra nhimg ngudi hoc 16p VP va c6 Piém ly thuyét >= 8, DTB

>=38

4. Loc ra danh sach nhitng hoc vién c¢é diém ly thuyét <= 7, DPTB <=7

5. Loc ra nhiing hoc vién duoi 20 tudi tinh dén nam 2000
6. Loc ra nhitng hoc vién ¢ Ha N6i va Ha Nam
7. Loc ra nhitng hoc vién sinh vao thang 7 hodc thang 2
8. Loc ra nhitng hoc vién bat dau bang chit T
9. Tinh hoc béng cho hoc vién:

Néu DTB >=9 thi HB 14 200000

Néu DTB >=8 thi HB 1a 120000

Néu DTB >=7 thi HB 1a 80000

Con lai khong ¢ hoc bong.

10. Sir dung ham Countif dé dém ting loai hoc bong.
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Bai thwe hanh 17:

Hay 1ap bang tinh sau:
Bang thanh toén tién dién thang 7/2010
STT| Mahe | 2 Ho tén csc | csm | T PRy g | O
SD thu Mitc tra
A005AC Truong Thi Chi 1570 1690
A005AD Nguyén An 1585 1665
CO01AE Doan Hiép 1728 1848
B004AA L& Thanh Tung 1645 1717
CO002AF Pham Thi Hoang | 1495 1629
Trong do:
MDSD: Muc dich st dung, CSC: Chi s6 cli, CSM: chi s6 m&i
Bang tham chiéu:
Ma Pinh murc Don gia MDSD He so

A 80 400 Tiéu dung 1.5

B 120 600 Kinh doanh 2

C 240 800 San xuat 2.5

1. Tinh s0 dién nang ti€u thy: Ti€u thu = chi s6 md&i — chi so cli

2. Lap bang tham chiéu & dudi bang thanh toan tién dién thang 7/2010

3. Can ctr vao ky ty dau ctia ma ho va bang tham chiéu hay dién vao cot tuong itmg muc

dich str dung, dinh murc, don gia cho ting hd gia dinh

4. Tinh s0 tién dién moi hd phai tra, bict rang:

Vi mdi ho khong sir dung vuot dinh muc, tién tra = tiéu thu * don gia

Véi nhitng ho str dung vuot dinh muc, phﬁn trong dinh murc van tinh nhu trén, phﬁn vuot

dinh muc (tiéu thy - dinh mirc) thi don gia phai nhan thém hé s6 twong tng.

5. Thém cdt ghi chu sau ¢dt don gid va dugc tinh nhu sau:

Nhirng ho c6 ti€u thu 16n hon dinh muc thi ghi 1a vugt dinh muec, néu khong thi ghi la

trong dinh murc

6. Loc ra nhiing hd c6 muc dich st dung 14 Kinh doanh va dién ti€u thy vuot qua dinh

muc.

7. bém xem c6 bao nhi€u nguodi sir dung vuot dinh mirc

8. Tinh tong tién tra ctia nhitng hd c6 muc dich stir dung la san xuat

9. Sip xép tién tra theo chiéu giam dan

10. V& biéu do so sanh tién tra cua cac ho.
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o _ CHUONG 3:
PHAN MEM TRINH CHIEU MS POWERPOINT

3.1. Thao tac voi slide

3.1.1. Ap dung méu thiét ké cé sin

Mot méu thiét ké (theme/template) 1a mot slide hodc mot tap hop cac slide da
duoc dinh dang vé mau nén, bd cuc, phong chir sdn va dugc luu thanh mot theme (chu
dé thiét ké). Theme nay c6 thé dugc luu lai va 4p dung cho cic bai thuyét trinh khac c6
dinh dang tuong tu.

DPé tao ra mot bai thuyét trinh méi ta c6 nhiéu cach khac nhau: Tao mot bai
thuyét trinh rdng, tao bai thuyét trinh tir mot mau thiét ké c6 sin (ap dung mot mau cho
bai thuyét trinh),... Nhung dé tao ra mot bai thuyét trinh chuyén nghiép thi ta nén ap
dung mdt mau c6 san cho bai thuyét trinh do.

Néu sau khi khoi dong PowerPoint ta chon Blank Presentation thi bai trinh chiéu
c6 giao dién don gidn nhu hinh:

Click to add title

Click to add subtitle

slide 10f 1[4 Vietnamese < Notes § Comments B 5 B 7 - 1 + 8% [

Ap dung miu cho bai thuyét trinh bang cach chon thé Design tir dai chirc ning.
Nhom Themes hién thi cac theme c6 san dé ngudi dung cé thé chon. Di chuyén chudt
qua theme dé xem trudc hién thi cia n6 trén slide hién tai.

CClic-ls o> zacdcd Title=

Kich vao miii tén bén phai ciia nhém Themes dé€ hi¢n ra tat ca cac theme c6 san:
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...... - [

d title

Click to add subtitle

- Chon Browse for Themes... dé tim theme hodc template c6 san trong may tinh.

- Nhén Save Current Theme dé luu mot theme wa thich vao may.

3.1.2. Kich thuoc cua slide (Slide size)

Prasentation? - PowierPoint

Animations ~ SlideShow  Review  View  FoitPDF Tell e whatyou vant to 8 share
Aa .Aa '\a [ ] &
..... S\lde Format
« Baciground
111111111
b 1 sterdan )

116115 14113 012111 1900191 81T 151 4 10312 T 0 1120131 4 15617 E €110 1 11 112112114
[ ] widescreen (16:9)

Custom Slide Size.

j

Click to add title

Click to add subtitle

E e T S P

Siidz1cf 1 Vietnamese

B a@ vmn

Trong nhém Customize ciia thé Design ta c¢6 thé tily chinh kich thude cua slide
bang cach kich chon chic nang Slide Size, x6 ra hai tuy chon: Standard (4:3) — chuén
hay Widescreen (16:9) - man anh rong. Hodc c6 thé tuy chinh nhiéu hon trong Custom
Slide Size.
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Slide Size ? X

Slides sized for: Orientation

v | slides

Wicith: D O Pportrait

33,867 o= @ Landscape

Height: .
Motes, Handouts & Outline

19,05 cm =

@ Portrait
O Landscape

Mumber slides from:

Y

1

-

3.1.3. Mau nén slide

Nén cua slide c6 thé bao gdbm mau dic, mau gradient, hoa tiét hodc hinh anh.
Mau nén c6 thé ap dung vao mot hodc tat ca céac slide trong bai thuyét trinh.

bé thay ddi mau nén ta thyc hién nhu sau: Tir thé Home ta chon nit Format
Background trong nhoém Customize. Khung Format Background s& xuat hién bén phai
man hinh.

Tir khung ndy ta ¢ thé tiy chinh mau nén slide theo ¥ mudn. Sau khi chon duogc
mau thich hop ta c6 thé ap dung c6 toan b céc slide trong bai thuyét trinh bang cach
kich vao ntit Apply to All phia dudi cia khung Format Background.

133



il - e bophte 3 - 7 4

Tt T OO Tacin s iy i T Wi G

[, | | 0
e ﬂ@h o E | ! 1
| | wen | || [ o f i ol
iy
i it ri i

T B e ]

Vi
il
il
il

; ity
; g I
8 gy |7[_
)
!
:

wdl b
$zlr] g

fo Wt B8 F 0 —H—t ]

3.1.4. Thém slide moi

DPé thém mdt slide mdi vao bai thuyét trinh ta thuc hién nhu sau: Tt thé Home ta
kich vao nut New Slide (Ctrl + M) trong nhém Slides. Néu kich vao nut miii tén cua
New Slide thi ta c¢6 thé chon duoc bo cuc slide cho slide dugc thém mai.

Hoe®a -

ANonghannPe @ - O X

8 share

Click to add title

Click to add subtitle

Hoac chudt phai vao slide ¢ khung bén trai chon New Slide:
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Presentation] - PowerFoint A Nong Hanh Phuc &

o [ Iet Design Tarstions Ammations  SideShow Review View  FoxtPDF  Q Tell mewhatyou wanttodo

X Gt gDLay:ul' KA 4 [Tt Direction ENNIJ00[ O O ShapeFi
N C s copy o AignTe AR z . 7 Shape Cutline - | $cReplace -
ste. ew e AV A - | Amange Quick ”
= & ForatPaine | gige. "B seton | B [ U S e - s | A Bcomerttosmarar- | 4 VAL } k777 g QSnapefects~ |} Select-
Cipboard i Slides Fort Paragrph Draning Ediing a

106 1S 104 113 102 1T 900 31817 16 S 1 41 312 110 1] 12 130 g 5105017 181 St D1 1110203 14 11 106 1

[ Paste Options:

D =
1 NewSiide
2 Duplicate Slide
B Delete Slide
8 Add Section

3 Publish Slides

; Layour " r
PR Click to add title
A i ide Click to add subtitle

Slide 1of1 [ Viemamese SNotes Wcommens B E5 B OF o-—h——+ &%

e e [E . ) 2
> O WM Fj wd  p3 =l A e it

Sli’de duge thém méi ¢d bd cuc mic dinl} 1a Title and Content. Ta c6 thé tuy
chinh bo cuc slide phu hgp nhu da trinh bay & phan truée.

3.1.5. Sao chép, di chuyé:n, xoa, én slide
Sao chép slide

Pé sao chép slide ta chudt phai vao slide & khung slide bén trai rdi chon
Duplicate Slide. Slide s¢& tu dong dugc nhan do6i thanh hai ban giong nhau.

5074

Click to add title

Clcktoatd bt

Hoic ta c6 thé chudt phai vao slide ¢ khung slide bén trai chon copy (Ctrl + C).
Sau d6 di chudt dén vi tri can dat ¢ khung slide bén trai r61 chudt phai chon mot trong
cac l1énh déan cua Paste Options:
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- Use Destination Theme: Dung theo mau thiét ké ciia bai thuyét trinh dang soan
thdo.

- Keep Source Formatting: Giit theo dinh dang ngudn.

- Picture: Dén ¢ dang hinh anh.

Di chuyén slide (cut)

Pé di chuyén slide ta chudt phai vao slide can di chuyén & khung slide bén trai,
chon cut (Ctrl + X). Sau d6 di chudt dén vi tri can dat ¢ khung slide bén trai roi chuot
phai chon mot trong cac 1énh dan cua Paste Options.

Xoa slide

Dé x0a slide ta chudt phai vao slide can xoa & khung slide bén trai, chon Delete
Slide.

An slide

Pé 4n slide ta chudt phai vao slide can 4n & khung slide bén trai, chon Hide
Slide.

3.1.6. Nhdp van bdn va dinh dang

Bai thuyét trinh can chta cac cau ngén gon suc tich hodc doan van ban dugc
danh dé& muc (bullets) hoic danh sd (numbering) nhu mét danh sach. Mot bai thuyét
trinh v6i qua nhiéu chit c6 thé 1am khan gia mat tap trung. Do vy, luong thong tin 16n
can duoc tom tat thanh cac cau ngén gon hodc cac danh sach theo dé& muc dé khan gia
c6 thé hiéu dugc tét hon.

Noi dung slide c6 thé bao gdm nhirng vin ban duoc nhap truc tiép vao cac khung
van ban, nhu tiéu dé, tiéu dé& phy, cum tir, danh sach duoc danh dé muc hodc danh s,
hozc 14 bang biéu. Yéu ciu quan trong nhit 1a ndi dung slide phai c6 dong, cho phép
khan gia co thé xem va hiéu duoc thong tin nhanh chong ma khong can phai doc ca
mot lwong 16n ndi dung. Ngudi dung c6 thé nhap vin ban vao slide theo ché do
Normal View (Standard View — ché do chudn) hodc Outline View (xem phac thao).
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l Click to add title

| j W
L - > Click to add text

3.1.6.1. Cach nhdp van ban
Déi véi slide ddu tién trong bai thuyét trinh (Title slide — Slide tiéu dé) c6 bd
cyc trinh bay gdm hai khung vin ban (placeholder): Khung tiéu dé va khung tiéu dé
phu. Khung tiéu dé hién dong chit goi ¥ “Click to add title” nghia 1a hay kich chudt
vao dé nhap tiéu dé. Khung tiéu dé phu hién chir “Click to add subtitle” nghia 1a hay
kich chudt vao dé nhap tiéu dé phu.

Click to add title

Pé nhap vin ban cho slide dau tiéu dé ta kich chudt vao khung vin ban tuong
ung dé nhap.

Déi vii cdc slide con lai (thwong la slide c6 bé cuc la Title and Content) ta kich
chudt vao cac khung van ban tuong tng dé nhép van ban.

l Click to add title

» Click to add text

" omAamanaeé

Kich chudt vao khung tiéu dé& (Click to add title) dé nhdp tiéu dé cho slide. Kich
chudt vao khung néi dung van ban bén dudi (Click to add text) d€ nhap ndi dung van
ban cho slide theo kiéu danh sach (bullets). Vi du nhu hinh duéi:
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TR T AR R AR R KRR
Kién thir co bin
H Word

Excel

PowerPoint

O khung noi dung vin ban duoc trinh bay theo kiéu danh sach dé muc (bullets)
cho nén van ban phai phai dugc trinh bay ngan gon, suc tich. Mbi dé muyc (mdi y) chi
nén chta tir mot dén hai dong chir khong nén dé qua dai 1am khan gia mat tap trung vi
phai doc qua nhiéu chit. Sau khi nhap xong mot myc ta g& phim Enter dé nhap muc
tiép theo. Mdi dé muyc ty dong hién thi kiéu ky hiéu dé muc mic dinh theo miu thiét ké
(theme) ma ta dang ap dung. Ta c6 the chinh kiéu ky hi¢u dé muc nay khac di, tuy
nhién ta nén dé theo mic dinh ctia mau thiét ké dé tiét kiém thoi gian va c6 su dong
nhat trong toan bd bai thuyét trinh.

Kiéu danh sach dé muc c6 thé duoc phan cép theo d& muc 16n nhé khac nhau
(cp 1, cip 2, cip 3....). Vi du: O hinh duéi ta c6 danh sach d& muc cap 1 (cip 16n
nhét) l1a cac muc c6 ndi dung: Kién thtc co ban, Word, Excel, PowerPoint; cac dé muc
cap 2 (nho hon cép 1) 1a cac myc c¢6 ndi dung: Thong tin va xir Iy thong tin, My tinh
dién tr, Bang ma Unicode va bd go tiéng Viét, Hé diéu hanh Window, Mang may tinh,
Virus may tinh.

» Méy tinh dién tir
» Biing mé Unicode va b g6 iéng Viét
» He didu hanh Window

2 "
- Kién thirc co bén
B » Théng tin va xi I théng tin

Word

Excel

PowerPoint

bé nhdp van ban cho dé muc & muc nho hon, sau khi Enter xuéng muc moi ta
bam phim Tab dé chuyén sang muc nho. Luc ndy muc nho s€ ty dong thut vao; ky hi¢u
deé muc, c¢& chir c6 thé thay d6i cho phu hop véi mure nhd hon.
Khi dang & muc nhd, mubn nhap muc mai c6 muc 16n hon, sau khi gé Enter ta
bam t6 hgp phim Shift + Tab dé chuyén sang ché d¢ nhép van ban vao muc 16n hon.
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Luu ¥ khong dugc bim phim Backspace dé chuyén vé muc 16n hon vi lam nhu vay
khong nhing khong chuyén dugc vé ché ¢ muc 16n hon ma con bi x6a mat ky hi¢u dé
muc.

3.1.6.2. Dinh dang vin bdn

Dinh dang van ban gém cac lua chon font chit, c& chit, kiéu chit, mau chit, cin
18,... Ngudi dung c6 thé chon font chir va kiéu chit cho phu hop véi bai thuyét trinh.
Qué nhiéu tinh nang dinh dang khac nhau, nhu font chit, c& chit, mau chir c6 thé lam
giam gia tri cta bai thuyét trinh va thé hién sy khong chuyén nghiép. Cac dinh dang
nay di duoc dinh dang san theo timg mau thiét ké (theme) ta khong nén chinh tiy tién
1am mét di sy thong nhat trong bai thuyét trinh, ta chi nén tuy chinh khi mudn nhin
manh hay mudn 1am ndi bat mot van dé nao dé trong slide. Ta c6 thé tiy chinh cac
dinh dang cua vin ban trong ché do Slide Master dé dam bao tinh dong bo trong tat ca
cac slide cua bai thuyét trinh.

3.2. Chén va dinh dang cac doi twong vao slide

3.2.1. Bang (table)

Bang bao gdm cac hang va cac cot. Giao gitra mot hang va mot cot duoc goi la
mot 6 (cell). Bang c6 thé duoc dinh dang dé hién thi c6 hodc khong c6 dudng vién.

Pé chén bang ta thyc hién nhu sau:

- Tao mdt slide méi c6 bd cuc 1a Title and Content;

- Vao thé Insert, chon Table roi kich chon kich thudc bang theo y mudn trong
menu x0 ra. Co thé chon Insert Table dé nhap so cdt va so6 hang cua bang, hodc chon
Draw Table dé v€ bang, hodc co6 thé chon Excel Spreadsheet dé chén bang Excel vao
slide.

$romAfany

Sau khi chen bang vao slide trén dai chirc nang (ribbon) s& xuét hién thém tab
nglt canh Table Tools gom thé Design va Layout. Hai thé nay chtra cac chitc ndng dé
dinh dang cho bang trong slide.
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Ta c6 thé tuy chon kiéu bang, d6 mau nén bang, duong vién, hiéu ung,... cho
bang trong thé Design. Co thé x6a hang (cdt), chen thém hang (cot), thay doi kich
thudc hang (cot), kich thudc bang, can chinh dir li€u trong 0,... trong thé Layout.

3.2.2. Hinh danh
Cheén hinh anh vao slide

Dé chén hinh anh vao slide ta thuc hién nhu sau:

- Vao Insert, chon 1énh Pictures trong nhom Illustrations;

- Xuét hién bang thoai Insert Picture, ta tim dén tép tin anh can chén trong may

tinh roi chon Open.

Organize > New folder
~
# Quick access
m Desktop
% Downloads
Documents  #
= Pictures »
& Google Drive #
HOC KV 2
Méu nhap diém
TIN HOC DAI CU
ThietKe

3 Microsoft PowerPc
@ OneDrive

% This PC w

=
=

anh

1ipg

4 & « Users » ASUS » Pictures > v O| | Search Pictures Ve

=- @ @

=
=

Camera Roll Feedback Saved Pictures
5 5 L s
. g k
2jpg 3jeg

File name:

~] [ pictures ¢emtrwmfjpgj ~

s o p—

Pinh dang hinh dnh

C6 thé thay doi kich thudc va xoay hinh anh bang cac niit didu khién hién 1én khi

chon hinh.
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Pé dinh dang cho hinh anh ta thuc hién nhu sau:

- Chon hinh anh (kich chudt vao hinh anh) can dinh dang;

- Sau khi chon duoc hinh anh s& xuét hién menu ngir canh Picture Tools v&i thé
dinh dang Format.

- Trén thé Format nay chira nhiéu cong cu dé dinh dang cho hinh anh nhu: Loai
bo hinh nén, ting d0 sang to6i cho hinh anh, chinh mau sac, cac hi€u tng, céac kiéu bo
vién, cat hinh,...

B9 0% @ 0 - Tin hoc dai cuang.pptx - PowerPoint

File  Home Insert Design Transiions Animations SlideShow  Review  View Q Tell me what you want to do

a2

re Border -

u

2 o SO0 E QO s BB
Remove  Corrections Color Arti 1 > ring Send  Select
Background . - Effects~ = Reset Picture ~ L,-Pauelayom Forward ~ Backward - me
Adjus Picture Styles & Arrange size i3 ~
1201101091817 16 15141312 1110112013 14 151617 18 19110 111112t -

ki
k

1

Click to add title

9181 71615141 3120100 1 112 1 31 415161 71 81901

Click to add notes B

3.2.3. Hinh vé (Shape)

Hinh v& gdm rat nhiéu hinh va kich ¢& c6 thé chén vao trong slide. Nguoi dung
ciing c6 thé dinh dang cac ddi tuong vé& nay voi mau sic, hiéu tng do bong, cung véi
cac kiéu duong bao va duong v&. Co thé sap xep cac dbi twong vé theo trat tu sao cho
mot hinh cu thé xuét hién trudce hay sau mot d6i twong khac, hodc c6 thé nhom lai véi
nhau dé tao ra mot déi tuong duy nhét.

Cheén hinh vé
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Pé chén hinh vé ta thuc hién nhu sau:
- Vao Insert, chon 1énh Shapes trong nhom Illustrations;
- Kich chon mét hinh v& mudn chén trong menu x6 xudng;

- Dung chudt dé v& trén slide bang cach kéo tha chudt dé c6 hinh véi kich thude
mong muon.

go03al: gt @ -

fie  Hoe WM Oeigr Tordons  Aunctos  SideSion Feiew Ven FoutfOF

IEsw BYR il CEIAGRCT0 4.
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Sides + Rt + Al e Bt Bfookr < Time Namber . o Reaurdng
Sits T I ey Used g s | cmet k! s ela A
Tk gt d E\VIOOALL o0 MEEire 8 4 100 01 23 4§ 63 4 4 e
LR
‘ o i
SAPARRALT
L Rectngles ' '
oo (cktoadd ttle
BasoShapes
: SRR ) iktoatdtot
- BlockArows
— BEE LR
oS
B Eguation Shapes:
T |geeed
' Fowdart

auauJpdl

Gelluts

A0DELAaL iy
CLAC

Action Buttons

R EAE Tk

- Citktoadd ntes

sitssifs [ vernze 2is Woret B 3 E -} tmf

Pinh dang hinh vé

Sau khi v& xong co thé thay doi kich thudc va xoay hinh vé bang cac nut diéu
khién hién 1€n khi chon hinh vé.

Pé dinh dang cho hinh v¢ ta thyc hién nhu sau:
- Chon hinh v€ (kich chudt vao hinh v¢) can dinh dang;

- Sau khi chon duoc hinh vé& s& xuit hién menu ngtt canh Drawing Tools vdi thé
dinh dang Format.

- Trén thé Format ndy chira nhiéu cong cu dé dinh dang cho hinh v& nhu: thay d6i
ki€u hinh v€, d6 mau, duong vién, dinh dang van ban trong hinh vg,...
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An . w  view Foiteor [l © Ter me whatyou want to do

V ,
2 Edit Shape - <] Zashape Fill -
- O eo@@e i A A A
Shapes ~ & Shape Effects - e fects

ElHeignt [s51em

A Rotate~ | cod Width: [1021cm 2

Click to add title

» Click to add text
(<4

=

R IR T N R R IR A R B

9181 T g5 e 32

< Click to add notes

- Pé dinh dang mau nén hinh v& ta vao Format/Shape Fill dé tuy chinh.

& Mi werPoint File Edit B3 H - || & B axE) 086Th701thg?7 Q =
m - &

9OOP R[] ~ w8 3B

- Pé dinh dang duong vién ta vao Fomat/Shape Outline dé tuy chinh. Tai menu
nay ta cé thé chinh mau sac duong vién, chinh khong mau dudong vién (No Outline),

D¢ chen van ban vao hinh v€ ta kich chon vao hinh can chén réi gd van ban hinh
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3.2.4. SmartArt

SmartArt la dang biéu do phan cAp (organisation chart) duoc st dung dé hién thi

cAu truc phan cap. Kiéu biéu dd nay sir dung cac dang va dudng nbi dé thé hién quan

hé phan cap gitra caic murc do khéac nhau.

Pé chén SmartArt ta thuc hién nhu sau:

- Vao Insert, chon 1énh SmartArt trong nhom Illustrations;

- Xuét hién bang thoai dé chon hinh SmartArt thich hop;
Gwseasmawomne X

= Al List ~
B8 tia EE| o9 @O@m —
#%  Process ==] E8] ili -
£ Cycle =1 o —— S
fB  Hierarchy =
[—] == [ |
B Relations. [:: ,i B
& Matrix = (] 5|
A Pyramid = EEE = o o I
[ Picture m— 8= &=
. [ DN
& officecom - Basic Block List
l;“ai @@ o-s-o G-@-@ Use to show non-sequential or grouped
Q B ——-— 10 0 blacks of information. Maximizes both
Q0 haorizontal and vertical display space for
shapes.
E=s gl EE B
=][E][=] = BN

- Sau khi chon mdt hinh r6i OK, s& xut hién giao dién soan thao nhu hinh:

P
httoLeft & Layout - bl L _I%I_I_

Graphic Layouts Smartart styles Reset ~
' in hoc dai cuong - 142001119019 18 17 16 15 14 131211 101112131415 16171819110 1111121

= l 5 Click to add title

Type your text here x

o [Text]
o [Text)
o [Text)

[ Text]

[Txt]

o}

91 Bt 716t 54 11302010 00 112130 415 15

| Click to add notes

- Soan thao vin ban vao cac dong trong khung Type your text here hodc c6 thé
kich chudt vao vi tri tuong ing trén hinh c6 chir [Text] dé gd van ban.

Xoa cac dong cap va cap dudi

Pé xo6a bot mot dong cip hoic cap dudi cia SmartArt ta chon cip can x6a roi
bam phim Delete hodc chudt phai vao cap d6 rdi chon cut:
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Bee5al s Mogtanc B -

Tipeyour ot hore X

[—

Thém dong cap hodc cip dudi

De chén thém mot dong cap hodc cip dudi cia SmartArt ta chudt phai vao vi tri
mot cap can chén roi chon Add Shape sau d6 chon 1énh chén vao vi tri mong mudn:
Add Shape After (chen mot ddng cdp vao phia sau), Add Shape Before (chén mot
dong cp vao phia trudc), Add Shape Above (chén mot cép cao hon phia trén), Add
Shape Below (chén mot cap dudi vao phia dudi), Add Assistant (chén mot trg gitip).

Avoglenme B - 0 X

C6 thé thay doi thiét ké va dinh dang ctia hinh SmartArt trén thé Design va thé
Format cua menu ngt canh SmartArt Tools.

3.2.5. Biéu dé (Chary)

Biéu d6 1a kiéu trinh bay dang dd hoa céc dit liéu s, nham giup nguoi xem dé
tiép can thong tin hon. Bi€u do6 c6 thé dugc hién thi dudi cac dang khac nhau, nhu biéu
dd hinh tron, biéu d6 dang cot/thanh, bi¢u do dang duong véi cdc mau sac, font chir,
ki€u chir khac nhau.

Chén biéu do

bé chén biéu do ta thuc hién nhu sau:
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- Vao Insert, chon 1énh Chart trong nhom Illustrations;
- Xuat hién bang thoai dé chon kiéu biéu do thich hop rdi OK;
o X

{Ali Charts §

© Recent
Templates mﬂl mﬂ \_Q_H Jﬂ@ J@'@ l@'@ ﬂfﬂﬂ
Column
Line Clustered Column
Pie Chart Title
Bar

Area

XY (Scatter)
| I I

Crgory 1 Calegn 2 Comairy3 Cangry 4
ssssssssssssssssssss

Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

FEEFOOXBERSMoLE

Combo

- Xuét hién mdt biéu d6 va bang dir liéu mau duoc chén vao slide. Tir bang dir
liéu mau nay ta co6 thé chinh stra dir liéu cho phu hop, c6 thé chén thém hoac xo6a bot
hang (cdt). Sau khi da chinh stra xong ta c6 thé dong bang dir li¢u mau.

S T view Foxitpor | Format  Q Tell me what you want to do
. = e — — — —

0 mE o L 1B BEds
Add Chart Qi k cn 9o Tt i il i h = ljl[tgij TIETIET ~ | switch Row/ Se\;cmx ER e @om
Element - Layout~  Color Column  Data Data~ Data ChartType

ChartLayouts Chartstyles . o

J - 12 ] Chart in Microsoft PowerPoint

A © D E F | G H -
1] Senes 1 Senes 2 Senes 3]
2 Category 1 24 2
3 Category 2 z 5 44 2
4 | Category 3 35 1.8 3
5 Category 4 4.5 2.8 5l
«

Chart Title *

I II II IIO‘ i

B Category 1 Category 2 Category 3 Category 4

C ; mSeries 1 mSeries 2 = Series 3
- : ‘ 5
et b || - ‘
[ -

Pinh dang biéu do

3
et

Dé diéu chinh thiét ké, thay d6i kiéu biéu do, thay doi giao dién hién thi, thém
cac thanh phan trén biéu do, chinh stra dir liu biéu do ta st dung céc Iénh c6 trong thé
Design ciia menu ngtt canh Chart Tools.

Pé thém cach thanh phan vao biéu do ta vao Design/Add Chart Element.
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A MG @EGbD EH v || & B axE) 0828Th701thg7 Q=

kil bt ikl wiil [l ELEE R

Column Data Data~ Data | Chart Type
Chart styles Data Type

I..I|.I| Ji

Nk

Click to add title

Chart Title

Category 1 Category 2 Category 3 Category 4
mserient mSeie 2 seder

IOODWB - a0E
- Axes: chinh hé toa do;
- Axis Titles: tiéu dé hé truc toa do;
- Chart Title: Tiéu dé biéu dd, tén biéu do;
- Data lables: Nhan dir liéu;
- Data Table: Bang dit li¢u;

- Error Bars: Thanh sai s6;

- Gridlines: Buong ludi;

- Legend: Chu thich;

- Trendline: Pudng biéu thi huéng di.

Pé dinh dang vé mau sic, font chit, kiéu hinh biéu d6 ta c6 thé chinh sta bﬁng

cac cong cu trong thé Format ciia menu ngit canh Chart Tools.

3.2.6. WordArt
Pé chén WordArt (chir nghé thuat), ta co6 thé thuc hién nhu sau:

- Vao Insert, chon 1énh WordArt trong nhoém Text;
- Chon mot kiéu WordArt thich hop trong menu x0 ra.

A

A
Click to add 1 o A

A

» Click to add text
-—

- GO van ban vao khung Your text here:
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m)
=, Your text here

™ |

3.2.7. Textbox

Mudn chén vin ban vao vi tri bat ky trong slide ta sitr dung Textbox (hdp vin
ban) dé chén. Cach thuc hi¢n nhu sau:

- Vao Insert, chon 1énh Text Box trong nhom Text;

&  Microsoft PowerPoint  Flie Edit  View  Window L = O = I |
H ©- O

ortAr Chart | Sy My Add-ins -

nnnnnnnnnnnn Adu-ins Links Comments Text Symbuls Media ~

Click to add title

» Click to add text

An wg xggf

- Con tré chudt hién thi dang chir thap, dat con tré chudt vao vi tri bét dau v& sau
do kéo chuot de tao.

- Nhép van ban vao hop van ban vira tao.

3.2.8. Video

Dé chén video vao slide ta thuc hién nhu sau:

- Vao Insert, chon 1énh Video trong nhém Media;
- Chon Video on My PC;

- Xuét hién bang thoai Insert Video dé tim dén video can chén roi kich chon
Insert;
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il

- Sau khi chén video trén ciing cong cu ribbon s& xuat hién thém menu ngit canh
Video Tools véi hai thé Format va Playback.

@ Microsoft PowerPoint  File Edit View Window

A B WEGHE s IIF=sw

49% (%) 09:47Th701thg7 Q =

Presentationl - PowerPoint

B - 8 X

Transitions Animations Slide Show Review

n i Forma Q Tell me Nong Hanh Phuc £ Share
. A e [ Video Shape 11 Bring Forward ~ [ Align~
» s T = —
e | _‘ g + [# Video Borde 0 Send Backward - Group s
Play  Corrections Color Poster Reset — — = = . Crop = width: |6.94"
~  Frame~ Design ~ &3 Video Effects - i Selection Pane A Rotate - G -
Preview Adjust Video Styles ] Arrange size i) ~
1
2
il
L
3

slide3of3 L2  English (United States)

= Notes B Comments B8 B = - 1} + 3% 4
IOOU W% ~ w338 | a7

Pé diéu chinh vé dinh dang hién thi cho video ta dung cac chuc nang trén
Format.

Dé cit Video (Trim Video) ta thuc hién nhu sau:
- Kich chon vao video can cit;

- Vao Playback chon 1énh Trim Video trong nhém Editing;
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N1 Fodc = Start |On -
[ = | Foo [£ Start | On Click E—
[ Fadeln: [0500 - 1 Play Full Sereen

Hide While Not Playing B i Hmy

ccirying

2

l‘ﬂ Ih

]

Wy

Siofd (B bgeh i Sl

- Nhap thoi gian bit dau trong Start Time va thoi gian két thic trong End Time
hodc dung chuét kéo hai nit mau xanh bén trai va nut mau dé bén phai dé di€u chinh
thoi gian. Kich OK dé dong y cat.

Ngoai ra trong thé Playback con c6 céc chic nang khac:

- Play: Chay video;
- Add Bookmark: Thém danh dau;

- Remove Bookmark: Xoa danh déu;

- Fade In: Dua video vao dan;
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- Fade Out: Lam m¢ dén;
- Volume: Chinh 4m thanh;

- Start: On Click (phai kich chudt khi muén chay video), Automatically (tw dong
chay video);

- Play full screen: Chay video ddy man hinh;

- Hide while not playing: An di trong khi khong chay;

- Loop until Stopped: Chay lap lai video;

- Rewind after playing: Cudn lai tir dau sau khi chay.

3.2.9. Audio

Dé chen tép tin am thanh (Audio) ta thyc hién nhu sau:

- Vao Insert, chon 1énh Audio trong nhom Media;

- Chon 1énh Audio on My PC;

- Xuat hién bang Insert Audio, tim dén tép tin 4m thanh dé chén rdi OK;

- Trén ving coéng cu Ribbon xuit hién thém menu ngit canh Audio Tools chira
thé Format va Playback;

o  Microsoft P rPoint le  Edit  Vie

- Play: Chay;
- Add Bookmark: Chén danh dau;
- Remove Bookmark: B6é danh diu;

- Trim Audio: Cét audio;
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- Fade In: Pua audio vao dan;

- Fade Out: Tét dan audio khi két thic;

- Volume: Am lugng;

- Start: On Click (phai kich chudt khi mudn chay), Automatically (tu dong chay);
- Play Across Slides: Chay sudt;

- Loop until Stopped: Chay lap lai.

- Hide During Show: An biéu tuong loa khi trinh chiéu;

- Rewind after playing: Cudn lai tir ddu sau khi chay.

- No style: Khong ¢6 tuy chinh nao;

- Play background: Chay nén.

3.2.10. Chii thich cho ngwoi thuyét trinh

Céc chu thich dugc chén vao phia dudi mot slide va khong hién thi khi trinh
chiéu. Cac chu thich c6 thé xem & ché do0 Normal View va Note Pages, co thé in theo
cac slide néu can.

Dé chén chi thich vao bai thuyét trinh ta thuc hién nhu sau:

- Trong ché d6 Normal View, kich chudt vao hop Notes phia dudi slide va nhap
chu thich.

Pé xem ca hop chu thich, chon View sau d6 chon Notes Page. Trang chu thich
xuat hién, hién thi slide ¢ trén va hop chu thich & phia dudi.

& Microsoft PowerPoint  File Edit View Window ABRE@EGE v || & Ew 83%E) 11:00Th701thg7 Q =

Presentation] - PowerPaint

uwant to do,

e I et Deson  Transiions swant to do
& U fh Tex B\ Ooo| O

. tD \N:I Reset Al AL L2d o) - n h:

: S SEfsacion e || L L 7] Arenee Qi

G aca e

Motesiof3 [ English (United States)

B 8 B ¥
9O T R % ~ vixie| w3 AR-WW

E—1 + 56% [

Nhap van ban va dinh dang chu thich nhu binh thuong.
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Kich Nomal View dé dong Note Pages View.

3.3. Cac hiéu wng va chén lién két trong slide
3.3.1. Thiét Igp hi¢u ikng
3.3.1.1. Hiéu teng chuyén slide (Slide transition)

Hiéu tGng chuyén slide xuat hién khi chuyén tir slide ndy sang slide khac trong
luc trinh chiéu. Ngudi dung c¢6 thé chon nhiéu ki€u hi¢u ting chuyén slide c6 san.

Pé thém hoic loai bo hiéu ung chuyén slide, ta thuc hién nhu sau:

Thém hi¢u vng chuyén slide

- Vao thé Transitions trén thanh Ribbon,;

- Kich chon mdt hi¢u ung thich hop trong nhém Transitions to This Slide. Kiéu
hiéu ung nay s€ ap dung cho slide hién tai. C6 thé chon nhiéu hi¢u trng hon trong ntt
More (miii tén) cia nhom nay.

- Windows 7 File Edit  View Actions Devices Develop window Help

B AR % o O v Il = B sox®Em 14:41Th701thg7 Q

resentati
-« oSound]  ~| Advance Slide
[©] . |Aute | On Mouse Click
] < m o |
L (L1 A=Y Aer. o000 *
Cut Fad Push Wip Split Reveal Random Bars Shape
Timing ~
Cover Flash
Drape Curtains Wind Prestige Fracture Crush Peel OFf Page Curl
s
| ]
Origami Dissolve  Checkerb Blind: Clock Ripple Honeycomb Glitter
Shred Switch Flip Gallery Cube Doors Bo: Comb
Random d 4
1cLe
el O | g i
Ferris Wheel  Conveyor Rotate Window Orbit Fly Through
| 4
Slide1of1 [[2 English (United States) = Notes Wl Col S ] = -+ 3% 4

= nts =
gOOLE W] e ~ vE<IE mr Bl

- Pé 4p dung kiéu hiéu Gmg di chon cho tat ca céac slide trong bai thuyét trinh,
kich chon 1énh Apply to All trong nhém Timing.
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- Chon tdc d6 chuyén slide trong Duration ctia nhém Timing.

- Chon am thanh chuyén slide trong Soud ctia nhém Timing.

- Pat thoi gian tu dong chuyén bang cach chon thoi gian trong hop After.
Loai b6 hiéu ing chuyén slide

- Chon None trong nhém Transition to This Slide dé loai bo kiéu chuyén cho
slide hién tai;

- Chon Apply to All dé loai bo kiéu chuyén cho tat ca cac slide.
3.3.1.2. Hiéu wng hoat cinh (Animation)
Nguoi diung cé thé ap dung hiéu tng hoat canh cho mot s6 thanh phan nhat dinh

cua slide. Cac hi¢u trng hoat canh duoc hién thi khi slide duoc xem trong ché do Slide
Show.

Thém hi¢u u’ng hoat canh

- Chon thé Animation,;

- Chon dbi tuong trong slide can tao hiéu ung (hinh anh, van ban, hinh v¢,...);

- Kich chon mét hi¢u tmg hoat canh thich hop trong nhom Animation hodc kich
chon 1énh Add Animation dé chon mét hiéu tmg hoat canh trong menu x6 ra;
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5. Share

= Reorder Animation
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sidelofl [2  Engiish (United states) A + 7% B

Céc hiéu ung hoat canh nay dugc chia thanh bon nhom:

- Entrance: Nhom hiéu ung xuét hién;
- Emphasis: Nhém hi¢u tng nhén manh;
- Exit: Nhém hiéu tmg mét di;

- Motion Paths: Nhom hiéu tmg di chuyén theo dudng dan.

(=] [

=0 -

Insert

Trinh chigu nang cao.ppt [Compatibility Mode] - PowerPoint Nong Hanh Phuc ()

File Home Design  Transitions [EEUINENGIE Slide Show  Review  View  Help  Foxit PDF Format Q Tell me what you want to do

None +* 2 Animation Pane. Start: Reorder Animation
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preview | ol ffect  Add - e e
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1 Exit
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A S ¢ y x Ok F* X *
- Disappear Fade Fly Out Float Out Split Wipe Shape Wheel  RandomBars Shrink&Tum  Zoom
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% More Entrance Effects.
More Emphasis Effects
K More Exit Effects.
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Click to add notes
Slide8of2s [ znglish (United States) 2 Notes @Bcomments | [B E8 g - 1 + 7%

Quan ly, tuy chinh cac hi€u @ng hoat cinh
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Dé mé bang quan 1y cac hiéu tmg ta kich vao nat 1énh Animation Pane, xuit hién
bang Animation Pane bén phai man hinh;

@k Microsoft PowerPoint _ File  Edil_ View  Window
= o -

i r : o . oose =
- ear Fac Fim Floatn ipe - . - . =
e Animatlion Pane — %
b Pimy rrom
=]

e Tie

Click to add title

CHE Yo ndd subtitie

| ) W -l s

Trong bang Animation Pane hién thi danh sach tit ca cac hiéu Gmg hién c6 trong
slide hién thoi. Thu ty chay cac hi€u ung theo thir tu tir trén xudng dudi trong bang
nay.

Co thé kich vao nit miii tén x6 xudng cua ting hiéu g dé tuy chinh. Cu thé khi
kich vao nit miii tén nay s€ co cac chiic nang sau:

& MensotPorerdont Fle 0L Vew Vineow BAGEHE o || 2 EmD sumong Q=

B-fx

st NoghrkPuc 5
* W 0* Mirnaiofre ) S 0rCis < ek i
;’r * * ﬁ' o Oz 051 3| & Mokl
e | b 5 :
| e o e R for g B 00| Yol
been it b sewesimn Tring ,
ki £nmaton Pane ¥
) Hyun
w08
] s
et Feious
0 Setfe s
Bepis.
1
Click to add title
Clicktozdd sbtite
ke I 1
sieled [ Bt iz 2im Womes B 5 B T -—t +i

[ BERREE T BB |]

- Start On Click: Bit dau hiéu tGng khi kich chudt (hodc khi bAm phim chuyén
tiép khi trinh chiéu);
- Start With Previous: Bit dau hiéu ung cung véi hiéu ung hoat canh trudc;

- Start After Previous: Ty dong bat dau hiéu tng ngay sau hiéu ung hoat canh
phia trudc;

- Effect Options: Céc tuy chon hi¢u ting;
- Timing: Tuy chon vé thoi gian;

- Hide Advanced Timeline: An dong thoi gian hiéu tng (Timline);

b
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- Remove: Loai bo hi¢u Uing.

C6 thé chinh duogc téc do cua hiéu tng bang cach chinh Duration trong nhém
Timing.

C6 thé chinh duoc d6 tré cta hiéu tng trong Delay.

Loai b6 hi¢u wng hoat canh

- Chon dbi tuong can loai bé hiéu ung slide;

- Kich chon 1énh None trong nhém Animation.

Hoac cach khac, kich V§10 nat mii tén x0 xuéng cua tén hiéu Ung mudn loai bo
trong bang Animation Pane, 61 chon Iénh Remove.

3.3.2. Chén lién két

3.3.2.1. Chén lién két sir dung Hyperlink

Siéu lién két (hyperlink) nham muc dich tao lién két gitra mot ddi twong nao d6
t&é1 mot vi tri khac.

Dé tao lién két cho mot ddi tuong ta lam nhu sau: Chon ddi tuong can tao, sau do
kich phai chut vao doi twong d6 chon Hyperlink (hodc vao Insert/Hyperlink). Xuat
hién bang Insert Hyperlink nhu hinh dudi:

@ Microsoft PowerPoint File Edit  View Window B ARKB@E @ E < || = E a®E) 1606Th701thg7 Q=

Point

Slide Show u want to do... MNong Hanh Phuc & Share

ign ians nt to
S B D e e B D Tl @se 42T Q OO ..

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart g py Add-ins - 1l 6 T el O o G Syl (e Ao Sawm

Slide~ - Pictures - Album=- - Box & Footer - - - Recording

Slides Tables Images Tlustrations Add-ins Links Commen ts. Text Symbols Media ~

1 Animation Pane T X
Tnsert Hyperlink
: ree:
2
§ =
euisting e | [=] @)=
| [or e Faoe TR Bgokmark...
rrrrr
I Folder

9
b
Lién k& &1
Place in This
Document Browse

Create New Regent.
Dacument Files

Adaress: || =

E-mail
Address

Cancel

Ik

Mote:

IOOE W[ ~ 8«38 e

Slide2of2 [[& English (United States)

Tir bang nay ching ta ¢ thé tim dén vi tri can lién két cho dbi twong.
- Existing File or Web Page: Lién két dén mot tép tin hodc mot trang web.

- Place in This Document: Lién két dén mét slide nao d6 trong bai thuyét trinh
hién tai.

157



Link to: | ScreenTig...

Existing File or

Text to display: |< <Selection in Document> >

Select a place in this document: Slide preview:

Web Page - First Slide &
- Last Slide
5 ~Next Slide
Place in This - Previous Slide
poAment | | & Slide Titles
L 1. Trinh chiéu nang cao
Create New 2. N&i dung chinh
Docurment 3. Nhd&n manh cac kién thic co b
4, Mau thiét k& (theme) Ia gi?
P 5. Chon mau thiét k& (theme)?  ,
E-mail Address p P — - -

S .

Show and return

| QK | | Cancel ‘

3.3.2.2. Chén lién két sir dung cdc nit lénh (Action button)

Vao Insert/Shapes, trong nhom cac 1énh Action Buttons chon 1§y mdt kiéu nat
1énh d¢€ v€ vao vi tri can chén:

Sau khi v& nat 1énh s& xuét hién bang cai dat Iénh:

& MicrosoftPowerpoint Fle Edit Vew Winoon BABRGE = || F = @D 6BnImm? Q =
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! Click to add ti
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Onject seion:
T thysond
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- None: Khong thuc hién 1énh gi;
- Hyplink to: Lién két t6i:
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+ Previous Slide: Slide trudc;

+ Next Slide: Slide tiép theo;

+ First Slide: Slide dau tién;

+ Last Slide: Slide cudi cung;

+ Last Slide Viewed: Slide da xem sau cung;

+ End Show: Thoat ché d6 trinh chiéu (két thuc trinh chiéu);

+ Custom Show: Tuy chinh trinh chiéu;

+ Slide...: Lién két dén mét slide nao do;

+ URL: Puong dan lién két;

+ Other PowerPoint Presentation...: Lién két dén bai thuyét trinh PowerPoint
khac;

+ Other File: Lién két dén tép tin khic trong may tinh.
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BAI TAP THUC HANH CHUONG 3
Bai tap 1. Lam quen v61 PowerPoint
- Tao thu muyc véi tén 1 HQ VA TEN - LOP tai 6 D.
- Tai thu muc vira tao, hay tao tép tin trinh chiéu Powerpoint voi tén “Bai
1.
- Tai tép tin vira tao chon mau thiét ké phu hop.

- Trinh bay céc slide theo mau sau:
Slidel:
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Slide 2:
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Bai tip 2. Dung PowerPoint dé soan mot bai trinh chiéu dé gidi thiéu ban
than

Yéu cau:

- Tao bai trinh chiéu m&i va luu véi tén 13 Bai2.

- Chon mdt mau thiét ké phu hop.

- Bai trinh chiéu gom 7 slide dugc danh sé trang.

Slide 1 1a slide tiéu de cua bai trinh chiéu, tiéu dé 1a: “Gidi thiéu vé ban
than”, phia dudi c6 dé tén tac gia.

Slide 2 14 slide khai quat vé noi dung s& duogc trinh bay trong bai trinh

chiéu. N6 goém tén cc ndi dung sé& trinh bay. Cu thé cac ndi dung nay la: thong
tin ca nhan, s& thich, thanh tich hoc tap/cong viéc, qué quan.

Tur slide thir 3 cho dén slide gan cubi 1a cac slide trién khai cac nodi dung da
dugc gio1 thi¢u trong slide 2. Cu thé nhu sau:

Slide 3 c6 ndi dung ghi trong hai cot: mot cot chén mot birc anh cua ban
than, mgt cOt ghi cac thong tin: Ho va tén, ngay thang nam sinh, qué quéan,
khoa, 16p, truong dang hoc.

Slide 4 ¢6 noi dung gidi thiéu vé so thich bang vin ban c6 chén hinh anh
hoac bai hat minh hoa cho sé thich.
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Slide 5 c6 ndi dung gidi thi¢u vé két qua hoc tap la mot bang diém hoc tap
gém nam cot voi tiéu dé cot 1a: STT, tén mén hoc, diém diéu kién, diém cudi ky,
diém trung binh mon. Céc tiéu dé nay dugc cin gitta trong cot tuong tng. Céc
dir liéu trong cac cot STT, diém diéu kién, diém cubi ky, diém trung binh mén
dugc can 18 gilta, con cac dir li€u trong ¢dt tén mon hoc duoc can 1& déu hai bén.

Slide 6 c¢6 ndi dung gidi thiéu vé qué quan bang cach chén mét doan clip
gidi thi¢u vé Lao Cai (tai clip trén Internet, hodc clip ty lam).

Slide 7 Két thiic bai gi6i thiéu, hién thi mot 151 chio véi ndi dung “Rat vui
duoc lam quen vdi tat ca cac ban” viét bang chir nghé thuat.

Luu y sau khi hoan thanh néi dung bai thuyét trinh thi phai kich nut luu lai
hodc bam t6 hop phim Ctrl + S dé luu lai ndé1 dung da soan.

- Trinh chiéu bai tap viua soan béng cach bam nat Slide Show hodc bam
phim F5.

- Dung c4c phim mii tén dé diéu khién bai trinh chiéu.

- Bam phim ESC néu mudn thoat khoi ché db trinh chiéu.

Bai tap 3. Thiét 1ap hiéu tmg cho cac ddi twong, tao lién két cho cac slide
cua bai trinh chiéu

Yéu cau:

- Mo lai bai thuc hanh 2 “Bai2”.

- Tao hiéu tmg chuyén slide cho céc slide (hi¢u ting tiry chon).

- Tao hiéu ung xuat hién cho cac ddi tuong trén ting slide (hiéu tng tuy
chon).

- O slide 2, mdi ndi dung duoc lién két dén cac slide twong tmg.

- O slide 3, tén qué quan duoc lién két t6i slide 6 cua bai thuc hanh, phan
tén truong dugce lién két dén website cua truong.

- Du6i mdi trang déu c6 cac nit bam: Quay vé slide dau, quay vé slide vira
xem trudc do, chuyén dén slide ti€p theo va chuyén dén slide cuoi cung.

Bai tap 4. Anh/chi hdy dung chuong trinh PowerPoint tao mdt bai trinh
chiéu khong qua 20 slide gioi thi¢u vé Phan hi¢u Pai hoc Thai Nguyén tai tinh
Lao Cai.

Bai tip 5. Anh/chi hiy dung phin mém PowerPoint dé soan mot bai trinh
chi€u khoa luan tot nghiép.
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