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Chic mung ban d&n vdéi ti sach STK qua bd sach “HUCNG DAN SU
DUNG-MICROSOFT OFFICE", mt chuang trinh tin hoc van phdng ddy quyén
nang. Trong finh vyc tin hoc van phong, Microsoft Word, Excel, PowerPoint,
Visio 1a nhidng chuong trinh thu¢c bd Microsoft Office dd va dang dugc Ung
dyng rdng rai trong nhidu linh vyc: Kinh t&, k& toan, thuong mai, quan ly, vé ky
thuat va nhiéu hon nira. Vi Microsoft Office, ban cé trong tay ddy du c4c cdng
cy va 18nh dé thyc hidn céc tién ich trong dién todn vin phong. Tai Viét Nam,
Microsoft Office r4t phé bi&n. H4u nhu cdc may tinh mdi 1&p rap déu cai dat
s&n mét trong nhirng bd Office phidn ban 2003, 2007, 2010, 2013 hay 2016.
Tuy r&t ph8 c4p va cé nhiéu sach trinh bay cdch sl dung Microsoft Office,
nhung d& c6é dugc tai lidu ty hoc kidu “Xem tdi dau thyc hanh téi d6” gitp
ngudi doc cé thé ty tham khdo va thyc hanh Ung dyng vao trong thyc té thi
khoéng nhiéu. Trong I4n bidn soan nay, TU SACH STK giéi thidu d&n c4c ban
4 chuong trinh Word, Excel, PowerPoint, Visio. N§i dung sach trinh bay
nhitng kién thic khdng qua sau, nhAm phyc vy cho nhirng ngudi mdi bit ddu
lAm quen vdi viéc soan thdo van ban (Word), bang tinh (Excel), trinh chidu
(PowerPoint) va vé ky thuat (Visio), déng thdi 1A tai lidu tham khdo chuong
trinh Microsoft Office cho gido vién, hoc sinh tai cac trung tam, trudng hoc.

B8 cyc cudn sach gém bdn phén:
PHAN 1: HUGNG DAN SU DUNG MICROSOFT WORD
e Baitap 1: Thiét IAp dinh dang van ban.
e Baitap 2: Nhitng chuc nang hidu chinh.
o Baitap 3: Tao Textbox-Table va Chart.
o Baitap 4: Tim kiém — Thay thé — Kiém tra 18i Mail Merge.
e Baitap 5: Hién thj - In.
e Bai tap 6: Nhimg 18i thudng gap khi soan thdo van ban.
e Bai tap 7: Meo hay trong Word.
PHAN 2: HUONG DAN SU DUNG MICROSOFT POWERPOINT
e Bai tap 8: Thyc hanh v8i Powerpoint.
» Lam quen vdi PowerPoint.
» Huéng dAn thit k& bai gidng héa hoc.
» Ung dung thi&t k& bai gidng ctia PowerPoint.
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PHAN 3: HUONG DAN SU DUNG MICROSOFT EXCEL
e Baitap 9: Téng quan vé Excel.
e Baitap 10: Ham trong Excel.
e Baitap 11: D4 thj trong Excel.
e Baitap 12: Bai tap Excel.
PHAN 4: HUONG DAN SU DYUNG MICROSOFT VISIO
e Baitap 13: LAm quen vdi Visio 2013.
e Baitap 14: V& md hinh té chuc céng ty.
e Baitap 15: V& so d8 quy trinh san xuét.
e Baitap 16: V& so d6 quy trinh san xudt cong ty.
Mot s& diém cén luu y khi s dung sach:

e Tai lidu bién soan trén phidn ban Microsoft Office 2013, né&u may tinh
ctia ban dung phién ban Microsoft Office cli hon nhu 2007, 2010 hay mdi
han 2016 van c6 thé thyc hanh cac bai tap trong sach do giao dién l1am
vidc gia cac phién ban nay khdng khac nhau nhiéu. Nhung phién ban
2003 s& anh hudng r&t 16n d&n viéc hoc do giao dién lam viéc clia hai
phién ban nay khac nhau.

e Céanluuy, font chlr st dyng trong céc file thyc hanh nay la VNI.

o Tai vé bai viét “CACH TAI DU LIEU TREN MANG VOl UTORRENT"
theo dudng din sau dé cé thé tai vé cac Ebook, phim, chuong trinh va
nhiéu hon nifa ma khdng m4&t nhidu thdi gian va@i viéc sif dyng utorrent.

http://www.mediafire.com/view/?4mq6yqw8xz8hftl

Hy vong cac ban sé nhanh chéng khai thac cé hiéu qué ba chuadng trinh
ndy trong cong viéc cla minh. Hay tai vé mét sé file thyc hanh trong sach trén
trang web cua ti sdch www.nhasachstk.com hay www.stkbook.com theo
dudng din sau:

http://www.mediafire.com/download/8ru78dd8d4evvvv/BT_THUC_

HANH_TIN_HOC_VAN_PHONG-MICROSOFT_OFFICE-TH.rar

http://www.mediafire.com/download/mlya07 méww644k4/DU_LIEU
_THUC_HANH_MICROSOFT_OFFICE-TH.rar

R4t mong nhan dugc nhiéu y kién déng gép, nh4t I1a y kién cla cac thdy
¢ c6 nhiéu kinh nghiém gidng day tin hgc vin phdng dé sach dugc hoan thién

hon trong 14n tai ban sau.
Céc tac gia


http://www.medlaflre.com/view/74mq6yqw8xz8hftl
http://www.nhasachstk.com
http://www.stkbook.com
http://www.mediafire.com/download/8ru78dd8d4ewvv/BT_THUC_
http://www.mediafire.com/download/mlya07m6ww644k4/DU_%c6%b0EU
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BAITAP 1
THIET LAP BINH DANG VAN BAN

Bal hoc d4u tidn dé 1am quen vél Word 2013 Ia djnh dang van ban, day
la cong viéc thudng xuyén clia ngudi st dyung Word. Céc budc thyc hién: khdl
ddng Word 2013, chon Start > All Programs > Microsoft Office 2013 > Word

2013. Clra s glao dign l1am vigc xuét hign.

P8 tao mot
tal lisu méi trong
Word 2013, chon
Flle > New (Ctrl +
N) hosc nh&p chon -
vao biéu tugng
Blank document.
Thong thudng, )
ngudi dung quen su | | -
duyng céc trang theo | : e _J
méu méc dinh ‘ ‘

V1 thé, dé tao
mot tal lidu méi tir S —
méu c6 sén: Nhip
chon File > New >
sau d6 nh&n nat
Create trong cla s§
mél m& d8 tao mot
tal 1idu méi tu méu
da chon.

¢ D|NH DANG FONT CHU
Chon menu Home me  JREEEE INSERT  DESGN  PAGELAYOUT  REFEREMY
trén thanh thufc tinh, ﬁ n& [WiTime [ A & |- |4 [i= 1= -

nh&p chon biéu tugng 3] B =
aste O-ax, | A-%-A- t % N |
tir khung Font (ho#c nhé&n - ¥ DR #-4-|d
Clipboard 1 Font Pai

t8 hgp phim Ctri + D). || I ooty |

Hop thoal Font nhu hinh trang b&n xu&t hién.
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Cha y: Tru6c khi tim hidu |
cédch djnh dang, ban nh&p mét | -
doan vin ban dé d& quan sat. VI |
dy, nh4p doan v&n ban sau: i i

Ngudi ta di cy |4y cong, | , |
Toi nay di c8y con trdng nhiéu bé. | i

Sau d6, dung con trd quét |
chon ddng van ban. ,‘

Nguoi la di ciy lay cong

61 nay di cay con trong nhiéu bé

Luu y: Méy tinh c4n phdi c6 chuong
trinh quan ly bang ma cdng nhu [ SE—
kifu gé font cha tiéng Viét nhu |

Vietkey, Unikey v.v |

e Lyachon Font

Khi da nhdp va quét chon ddng van
badn muén thay dinh dang, ta tr& lai hdp
thoai Font va chon font ch@ trong khung
Font, vin ban soan thdo thudng sU dung l

font Times New Roman, Arial, VNI-Times,
VNI-Helve... VI dy: Chon font VNI-Times,

van ban sé thay di nhu sau:
Ngudi ta di c8y I8y cong, Ngudi ta di c4y 14y cOng,
Toi nay di cfy con tréng nhiéu bé. T6i nay di c4y cdn tréng nhiéu bé,

4

o

e Lya chon Font style va Size [
D& chon kidu ch@, ta chon mdt trong
bén kiéu trong 6 Font style va chon cd chd
trong 6 Size nhu hinh ban.
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Normal: Tuy chon chl binh
thudng.

Italic: Tuy chon chl in
nghiéng.

Bold: Tuy chon chlr t6 dam.

Bold-ltalic: Tuy cheon chl
vifa in nghiéng vira dam.

Lya chon mau ch@ - Font
color

Nh&p mui tén huéng xudng
trong ® Font color s& x8
xudng hdp mau, nhdp chon
vao & mau cho chli. Néu
mudn chon nhiing mau khac
trong hdp mau nay, nh&p
chon More Colors._. sau d6
nh&p chon mau trong hdp
thoal m&l xuft hién. Chon
xong nhép OK.

Ngudi ta di c4y 14y céng,
T6i nay di c4y con tréng nhiu bé.

Nguoi ta di cly Idy céng,
Téi nay di cdy con tréng nhiéu bé.

Ngudi ta di cay lay céng,
Tai nay di ciy con trong nhiéu bé.

Ngudi ta di cdy ldy céng,
Téi nay di cdy con trong nhiéu bé.

—

Chon ki8u ch cé dudng gach duéi chén - Underline style.

Nh&p vao 6 Underline style d§ m& thanh cudn
chita cac loal dudng gach dudi chan. VI dy, chon
dudng gach dudi méng nhu hinh bén ta dugc k&t qua:

Neudi ta di cay 18y cong,

T6i nay di ciy con trténg nhiéu bé.| [T

e Underline color: Chon mau cla dudng

gach chan. Thudc tinh nay chl hién th khi | [ ]

van ban da thyc hign Underline style (van

ban c6 gach chan).

e Effect: Tao cAc hidu ing cho van ban nhu sau:
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- Strikethrough: Tao mét dudng gach Newdita diefy 1y eéns.

ngang gida van ban.

- Double strikethrough: Tao hai dudng
gach ngang gitra v&n ban.

- Superscript: Tao chl sé trén. x?

- Subscript: Tao chl s§ duéi. H,O

- Shadow: Tao béng cho van ban. Ngusi ta dicfy Wy cong

- Outline: Tao v&in ban cé dudng vién bao Ngud| ta 8l ey iy cong |
quanh. —

- Emboss: Tao van ban dang néi 8n. Ngudl ia dlely Ky cOng

- Engrave: Tao vin ban dang In sau l Ngusi a diclly Wy cong
xuéng.

- All caps: Tao chl in hoa. | NGUOI TA BI CAY LAY CONG|

- Small caps: Tao chit in hoa, ky ty d4u —
tidn c6 kich thudc binh thudng céc ky ty NGUOI TA BI CAY LAY CONG
tiép theo c6 kich thudc nhd han.

- Hidden: LaAm &n doan v&n ban dugc chon.

Ngoal vidc s dyng hdp thoal Font, ta cGing c6 th8 dinh dang font cha,
kiéu chr va c8 chlr bAng cach thay déi tryc ti&p trén thanh thudc tinh cla tab
Home. Thdng qua céc bidu tugng, Word 2013 da dua h4u hét cac thudc tinh
cho van ban d4t ngoal giao dién. Ngudi dung cé thé thao tdc d8 dang va h&u
nhu khdng cén phai m& hdp thoal Font.

e Chon font chl: M3 tab Home, nh&p vao 6 Font d§ md thanh cudn va
chon moét font chlr bAt ky tir danh sach x8 xuéng.

L

e Chon kiéu chi: Trén tab Home hién thj sfn céc ky ty dinh dang.
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[E:l Tuy chon chlf in dam. VNI-Helve .]10 .IA‘ A | AR 4
: Tuy chon chif in nghiéng. B 7 U v a¢x x | AW
: Tuy chon chr gach dudi. T T T Eont
e Chon cd ch: Nh&p chon m{i t&n INSERT DESIGN PAGE
huéng xulng trong 6 Font Size
va chon c8 chlr tif danh sach x4 [VNI-Helve  ~ _H 4
xudng, ho3c nhap tryc tiép cd 8
chlr vao trong 6 s&. o | B4 H-®
a

Trong khung Styles clia tab Home chira c4c kiéu chlr d& dugc dinh dang
sén, ta chi c&n di chuyén con trd chudt dén doan vén cén djnh dang réi nh&p
chon mot kiéu dinh dang trong khung. Doan van sé thay d8i. Word 2013 c6
nhiéu kiu m&u dinh dang, d8 xem t&t c& nhitng m3u nay hdy nh&p vao pieu
tugng tam giac bén phai khung.

AaBbCccD| AaBbCc AaBbCi
T Normal ] 7 No Spaci... Heading 1

Styles

Céc kiéu dinh dang bj &n
s& 18n lugt xuét hign.

AaBbCeD
1 Caption

[a]l ][

< D|NH DANG DOAN VAN - PARAGRAPH

P& canh 18, ban dua con tré chudt d&n doan van cin dinh dang. Trong
menu Home, nh&p chon bidu tugng L=l trong khung Paragraph nhu hinh dudi.

Hop thoal Paragraph xuét hidn, cho phép hidu chinh nhlng thudc tinh
vé khodng cach dong va canh I8 cho v&n ban.

Trong hdp thoal gém cé 2 tab chinh nhu sau:
e Indents and Spacing.

e Line and Page Breaks.
Phén trinh by ti&p theo s& gidi thiu cac thudc tinh bén trong 2 tab trén.
Trudc tidn, chon tab Indents and Spacing va xem xét céc thudc tinh

trong tab.
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Tal 6 Alignment cla muyc
General: Nh&p vao tam gldc hudng
xubng, thanh cudn s& md danh séch
céc thudc tinh.

s&n trén thanh thudc tinh clia tab Home.

Left: Canh 18 trai van ban.

Centered: Canh 1§ gida
van ban.

- Right: Canh I8 phal v&n ban.

Justify: Canh 18 déu hal bén cho
van ban.

Ta cling c6 th§ canh 18 doan vin bang cach: Nh&p cac biéu tugng cé

1: Canh tral van ban.

2: Canh giQa v&n ban.

3: Canh phai van ban.

4: Canh déu hai b&n van ban.

Muyc Indentation:

ERERERCIMIEE

Indentation
Left: Spedal: By:
Bioh: firge) - 83
] Mirror indents

Left: Djnh khodng céch 18 bén trai. VI dy: T6 den dong “Ngudi ta di cdy

|y cdng,” va dat gl4 trj Left = 2cm, réi nh&p chon OK.

Ngudi ta di cay lay cong.

T6i nay di cdy con tréng nhiéu bé.
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Right: Dijnh khoang céch 18 b&n phal. Tuy chon nay dugc thyc hién khi
ta can 18 phai cho v&n ban.

]
]

- Trong & Special c6 cac lya chon:

First line: Dong d4u tidn dugc thyt vao véi khodng cach dugc djnh trong

6 By.
Spedal: ——gp- Noudi ta di cdy 14y cong,
[First ine . T6i nay di cdy con tréng nhiéu bé.
Hanging: C4c dong b&n dudl dugc thyt vao véi khodng céch dugc djnh
trong 6 By.
Spedal: By: Nh4 p chon tang thudc tinh dé thdy dugc '
[Hangng [~} [roramH] || sy thay déi khi dp dung.
Myc Spacing:
Spadng

Before:  [3pt P Line spadng:

At

After: et FH |sngle

HCHE

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

Before: Hidu chinh
khodng cach so vdi
doan van ban
bén trén.

After: Hidu chinh
khoang cach so vdi
doan van Dban
bén dudi.

i Poanvan1 | Seadnq

i bognvdn3 .

T e
Poanvin2 . ==

' Poanvdn3 Aper: @‘

“BoanyvAnT | Soecr

 Poankan2 | gefre:

After:

oo B

Line spacing: Dijnh khodng céch gilta cAc dong trong mét doan van.
Thudc tinh Line spacing cé céc lya chon:

Single: C4ch dong dan (kiéu mc djnh).
Double: Cach dang ddi (khodng céch gilta cac dong gip doi

kidu single).

"
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e 1.5 lines: Khodng cach ddng gip rudi
kidu Single.

o At least: Khodng cach dong It nhAt 14 Single
béng véi s6 ghi trong 0 At.

e Exactly: Khodng cdch dong bing véi | |Double
s6 ghi trong 6 At; Multiple: khoang
céch ddng g&p nhiéu I&n so véi single M.ltul:
(s6 14n ghi trong 0 At).

Bbinh dang Tab cho doan

vén ban

P& dinh dang tab cho doan
véin ban, di chuyén con trd vao
trong doan vén, trén tab
Home nh&p vao biéu tugng tal
myc Paragraph, md hdp thoai
Paragraph.

Line spadng: At:

Trong hdp thoal Paragraph
chon Tabs.. d§ mé hop thoal Tabs.

el — [

Trong hop thoal Tabs cé céac [ J
muyc hiéu chinh nhu sau:

- Tab stop position: BDjnh

khodng céch tab cho doan vén I:bm" ooton: I"liaf‘:“""m |
hign hanh. G& vao khoang - 1
céch tinh tur 18 tral. Tab stops to be deared:
- Default tab stops: Djnh
khoang céch tab m#c dinh cho >
toan bd vin ban.
Trong myc Alignment chon kidu vj trf cho tab.
1. Toy chon Right: Tay chon Right:
*2. Tay chon Center: Ty chon Center:
3. Tuychqon Decimal: Toy chon Dacimal:

- Tuy chon Left: Doan van & tab ndy dugc canh trél.
- Tuy chon Right: BPoan van § tab ndy dugc canh phai.
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- Tuy chon Center: Doan v&n & tab ndy dugc canh gilta.
- Tuy chon Declmal: S§ & vj trl dugc chon canh theo d&u ch&m thap phan.

- Tuy chon Bar: S§ & vj trf dugc chon l1a mdt dudng vach diing.

Ta c6 th§ dung con trd chudt nh&p
vao nut § géc trén, bén trai thanh thudc
(ruter) BB a4 chon loal tab thich hgp. Hodc 0 Fayoner it
c6 thé thay d8i khodng céch céc tab bing ) i
céch: Nh&p chon tryc tiép vao tab va kéo 271y choniGenter:
di chuyén dé&n v| tri c&n thay déi.

D& xba tab hdy dat con trd vao dong van ban hodc vj trf cdn x6a, md
hdp thoal Tabs, rél chon nit Clear. Hodc nh&p chon céc tab trén thanh thuéc
va kéo 18n trén hodc xudng dudi thanh thudc dé xéa.

| ]| | —

3. Tuychon Decimal;

P& mac dinh cho s8 trang, trén tab Insert nh&p chon Page Number >
Format Page Numbers_ m& h)p thoal Page Number Format.

-------

| L ]

Myc Number format: Nh&p vao tam glac huéng xuéng sé md mdt danh
séch x8 xung cho phép chon kiéu hién thj s6 trang.

Muc Page Numbering dugc st dung dé thi&t 1ap s& thit ty trang.

Trong d6, Continue from previous section danh s§ trang tiép theo
phan doan lién truéc d6. O Start at: Nhap vao s8 trang sé bit ddu vin ban.
Thao tac xong nh&p OK dé hoan tét.
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Ky hidu d€u dong (Bullet)

Trén tab Home c6 3 bidu
tugng d& dat ky hidu ddu dong, chon

doan vién muén dit ky hldu diu
dong va thao tdc nhu sau:

Bullets: Tao ky hidu d4u dong
bidng ky ty. Nhdp chon bidu tugng
hinh tam gidc hudng xuéng trong

myc Bullets s& hidn ra céac biéu

tugng khac nhau dé Iya chon. -
Numbering: Nh&p chon bifu | ] | | ]

tugng canh Bullets, cac kiéu s& khac
nhau xut hién, tly y lya chon.

=Bl EE ]y
!E.gE|I§-|,g-EEIv

Paragraph My
Masmbering
Multilevel List: Danh sach céc I J | ||

kiu danh d4u hidu ddu dong vdi
nhiéu c4p dd.

g
s
i
s
o
>
«!

D& thay déi ky hidu Bullet khac, nh&p chon niit Define New Bullet trong
muyc Bullets d§ m& hop thoal Define New Bullet nhu hinh trang bén.
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[ [

-

Ban trong hdp thoal, nh&p chon nit Symbol dé m& hop thoal Symbol
sau d6 chon biu tugng ma ban muédn thay d8i. Chon xong nh&p OK.

——L

Dénh 88 ddng dfu doan vin

Trong mot file v&n ban dal, dé d& dang cho viéc tim ki§m mdt doan
van nao dé, ban cé th€ ddnh s& dong 1&n m&i doan van ban hay hé so béng
cdch: Chon doan v&n mu&n danh s6 (n§u muén d4nh s6 nhiéu doan hay
nhiu dong thl t6 den nhidu déng d6), nh&p chon tab Page Layout tU trinh
don chinh r8i nh&p vao bidu tugng trong khung Page Setup sé hién ra
hop thoai Page Setup.

Bén trong hdp thoai, chon tab Layout sau dé nh&p chon nut Line
Numbers.
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¢ THIET LAP DINH DANG TRANG - PAGE SETUP

D& d|nh dang trang, chon menu Page Layout sau d6 nh&p chon nut
ctia myc Page Setup.

FILE  HOME  INSERT  DESIGN il R
@ [-[% ID gg "o Breaks ~ Indent
> ) {0 Line Numbers» | £2 Left:
Margins Orientation Size Columns .
- v - - ba- wp"ewion f ’:! Right
Page Setup
age Setup

Hop thoal Page Setup
xu&t hidn dang djnh dang lai |
trang van ban. ‘

Bang Page Setup, c6 3
tab Margins, Paper va Layout.

e Tab Margins: Chua céc
thudc tinh dinh khé gidy,
canh |8 trang.

e Tab Pager. Bjnh dang
kich thuéc cua trang.

e Tab Layout: Thiét k&
kidu trang.
D4u tién, ta s& xem xét tab Margins dé |Orientation
mic dinh khé gify trong myc Orlentation. _[:__] =
Portralt: Djnh khé gidy dung. é] | ‘ A]
Landscape: Djnh kh§ gidy ngang. Portrait  Landscape
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Canh 18 trang:

Margins

Jop: |2em E ’
Left: J4 cm =3
Gutter: E' E

Bottom:
Right m i
Gutter position: Ileft |:Il

- Top: Canh I8 bén trén.

- Bottom: Canh 18 bén duéi.

- Left: Canh I8 bén trai.
- Right: Canh I8 bén phai.

Tiép theo, nhdp chon tab Paper, tai myc Paper size nhap kich thuéc
trang vao trong 6 Width va Height. Ho3c c6 thé sif dyng kich thudc trang c6é
s&n bing cach: Nh&p chon myc Custom size dé m& thanh cudn va chon mét

mau ti danh s4ch x8 xuéng.
Pinh  kfch

thudc trang. Papey size:

lCustom size

L

Width: |21 cm E
Height |24 cm| E_]

Multiple pages: C4ch hién thj trang.

Pjnh dang Headers and footers:

- Header: Bjnh kich thudc header (d4u trang).
- Footer: Bjnh kich thudc footer (chan trang).

—_—_-_j ]

Headers and footers
[ Difterent odd and even
[ Ditterent first page

From edge: .
Footer: 0.5 g

- Ditferent odd and even: Chia vin ban thanh hal ph4n, trang ch&n va
trang 18, theo s8 danh trang clia van ban.

- Different first page: T4ch trang d4u tidn v8i c4c trang con lai.

Cuéi cling, md tab Layout, véi tab nay ta s& sif dyng dé canh 18 doan
vin. Vao khung Page chon c4c vj trf ma ban muén thay déi.

- Top: Doan van ban sé bit d4u ngay d4u trang gidy.

7
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- Center: Doan van ban sé& ndm & chinh gia trang gidy.

- Justified: Doan vin ban sé bj gian ra sao cho cac dong trai déu ca trang
gldy bdng cdch thém c4c khoang tréng & gita cac dong.

Khung Preview: Hién thj k&t qua.

Vertical alignment: |Top

Center
Justified
Bottom

e Thiét 1dp dudng vién — Page Border
M tab Layout > Borders, hdp thoal Borders and Shading xuit hién,

hay chon tab Page Border.
|

None: Khdng c6 khung, Box: c¢6 khung, Shadow: B3 béng, 3-D: Khung
dang 3-D, Custom: Tuy chinh khung.

- Muyc Style: Chua cac kiéu dudng vién, nh&p vao hinh tam giac 1én hay
xuéng d8 xem dugc nhiéu hon.

- Muyc Color: D& t&6 mau cho dudng vién, nhdp vao hinh tam gidc hudng
xuéng. Mot bang mau xu&t hign, nh&p chon mau trong bang dé td mau.

- Muyc Width: Nh4p vao hinh tam gidc huéng xudng, nhdp chon nhing d¢
day khéc nhau trong cia s x8 xu6ng dé quy dinh d$ day cho khung.

- Muyc Art: C6 nhiéu loal dudng vién dugc trang trl bAng nhing hinh ngd
nghinh, nh&p vao tam gidc huéng xuéng sé& x8 xuéng danh sach cac
kidu dudng vién. Nh&p vao 1 kiéu dudng vién dé& chon.
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- Muc Preview: Hién thj trang dang hién hanh. Thao tdc xong, nh&p OK

dé hoan tAt.

Néu chon OK thl djnh dang sé dugc &p dung, n§u nh&p Cancel thi

khong &p dyng nia.
e Tao cdt cho viin ban - Columns.

Chon Page Layout > Columns, danh sach céc kiéu chia c§t x8

xuéng, nh&p chon kidu thich hgp.

Vin ban lap FLE INSERT  DESIGN
tdc sé dugc chia @ ¥ Breaks -
hodc nhép chon - £ ) D) Line Numbers ~
More Columns_ dé Margins Orientation bE'Hyp o
ty djnh c6t.
Paae Setun [
Hop thoai Columns xuit hién véi cc thudc S B eaks -
tinh: D line Numbe#
- Presets: Cac kidu chia cot, nh&p chudt trai b2 Hyphenation
dé chon. H=
1= | o
- Width and spacing: Chia cac thong s8 -
chia d9 rdng va khodng cach gilta cac cdt. Two
- Equal column width: N&u dugc danh diu
kiém, Microsoft Word s& mic dinh chia déu Theee
dd rdng cac cdt. N&u mudn ty quy dinh dd
rdng, nh&p bd chon d&u kiém. =
- Line between: Pudng gach & khoang gilra
cac cot. Right
- Preview: Hién thj két qua thao tac trong hp - R
thoai trudc khi dua ra v&n ban 1am viéc. [EF_More Columns.p, |
Y ]
W W W W
o Twa e Leh Bort
Nusher of cohsra: r_m
rWidth and spadng
o W ey i m
E] fox B o= : Ny = Breaks - AP
[z = BH [ H @] 0 1B I:Dliu:unben' P
r‘l l E I m Mn'gim Oriutlﬁon 9:( dw’m. 'fln
) Col cobem wadth -‘ N
Apply to: m [ start new cobsn | —
=== | |
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Trd lal thanh mdt cot: BE dua doan vin ban nhiéu cdt thanh mdt cdt,
ban chon Page Layout > Columns > One nhu hinh trén:
o Thiét Iap Header va Footer.

Tao Header: Chon Insert > Header, danh sach cac kiu Header x8 xudng,
nh&p chon kiéu Header ban mudn djnh dang cho dong tidu dé & d4u trang.

DR SGN PAGE LAVOLT EEFRENCES MARNGS EVEW VEWw

CDERnl . 8Gt~ QL ® @0 4 a8
n—:—_n—mmw :::- 3::: fCoam ebrance Commant :..".“::.. .1: :;:w-ung:pim
Bt Aggn | Mo unks Canmorts || it B

Trd gl thanh mdt cot: A8 dua dogn viin b s
:hon Page Layout > Columns > One nhu hinh

« Thiét i§p Header va Footer.

Tao Footer: Chon menu Insert > Footer, danh sach cac kidu Footer
mu s& x8 xuSng. Nh&p chon kiéu Footer ban muén djnh dang cho dong tidu
d8 & chan trang.

X6a Header: Chon menu Insert > Header > Remove Header, Header
s& dugc gd bd.

| N -
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X6a Footer: Chon menu Insert > Footer > Remove Footer.

| SN .

chon ching sau d6 nh&n phim Delete.
e Dénh s8 trang cho viin ban — Page Number

P& danh s§ trang trong Word, chon menu Insert > Page Number s&
hién ra céc kidu danh s8, vdi cac thudc tinh nhu sau:

n

- Top of page: Chén céc kiéu dénh s6 trang vao phén d4u trang.

- Bottom of page: Chén céc ki6u dénh s§ trang vao phén cuéi trang.

- Page Margins: Chan céc kiéu danh 86 trang vao khodng trdng bén tral
hay b&n phél clia vén ban.

- Curent Position: Chén cdc kiu danh 88 trang vao v| trl con trd
hign hanh.

- Format Page Number: Higu chinh hién th| 8§ trang. Khi nh&p chon
Format Page Number, H0p thoal Page Number Format xufit hi$n. Bén
trong hop thoal c6 céc Iya chon tidu biéu sau:
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Number format: Cac kiéu hién thj
clia s& trang, ta c6 thé chon ddnh s§
trang theo s&, theo ky ty A,B,C theo chi
s6 la ma ho#c nhidu kiéu khéc nia.

Start at: Djnh s§ trang bat d4u clia
véin ban, ching ta cé thé chon trang bit
d4u cla van ban bt d4u tu 5. Theo mic
djnh, sd trang khi chén la 1.

© start at: IS E

e Thiét 1ap ngdy gi¥ — Date & Time

' Page Number Format

Number format: _ﬂ

M indude chapter number

Chapter starts with style: |Heading1 | I:E
| hyphen) i'i

111~A

Use separator.
Examples

Page numbering

O Continue from previous section

© start 3t |s -

| ox

_I[ Cancel I

Trong mdt s& Header va Footer miu da c6 sén thi&t Iap ngay gid nhung ban
vln c6 th8 thiét 1ap ngay gid ridng sau khi da tao Header va Footer, cach thyc
hig¢n nhu sau: D4u tién, chén con trb chudt vao vj tf mudn thiét 1ap ngay gid.

Even Page Footes |

oo || E) @ﬁ--‘- .

b .-n..

ngny guo Thao tdc xong nh&p OK.

a 1) Hmackes = R tqustvon
o 5 ﬁ'--m I"' Et A t
N J—'=

nsert Dute sad Thea
M-ﬂhn—l-.

;

HOp thoai Date and

Language

Time xufit hidn, & khung
Avaliable formats chon kifu
ngay gl hién thj. NhEp chon
véo O Language m& thanh
cudn sau d6 nh8p chon
danh séch c&c ngbn nglr a8

H1-Jan-14 243 PM
11-Jan-14 24513 PM

thi&t 1ap ngdn ngl hién thi |20

14:4)
1414318

ngdy gld. Dénh d&u kiém
vao 0 Update automatically
dé thiét 1ap cap nhat ty ddng

cho ngay gid.

| setas petaum |
o=

e —

a] [tnotn inned staten) [~]

[ update sutomaticatty

I ot || canen |

Thao tac xong nh&p OK.
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K&t qua hién ra nhu hinh duéi.

e Thém dudng din cia file vin ban vao Header va Footer — Field_—

Khi c6 rat nhiéu di ligu phai quan ly va ta thudng khdng nhd file véin ban
ctia minh luu & dau thl chic nang nay rit c6 Ich, Word sé chl rd véin ban Iuu &
dau va dudng din sé ty ddng cap nhat néu ta thay d8i noi luu file van ban.
Céach lam nhu sau:

D4u tién, chén con [mamgeroota] |
tré chudt & nol mudn thiét -

1ap dudng din file van 28
ban nhu hinh trang bén:

Trén khung Text
cta Menu Insert, chon
Quick Parts > Field_.

Hp thoai
Field xu#t hi#n, =
trong 0 Categories | —————
chon All. Bén dudi
khung Fleld names
chon FleldName;
dénh dfu kiém vao | —
0 Add path to
fllename. Thao téc

xong nhép nat OK. | T .
K&t qua hién ra nhu o e
h'nh dua: The decument's name and lacation
[P caser | R
e = fyc hién nhu sau: |
" £:V0eoes | I 7O104 \boobtag WRCOO00T OFTCE BAE £30 RIS BAT BAS 290\ TR
U AR VAN BAN (24) goe{

¢ PHUONG PHAP SUDYNG VAN BAN MAU (TEMPLATE)

Khi cén tgo mdt don xin vigc, mdt bdn Fax. ma khong biét phdi dinh
dang thé nao thl vi§c sl dyng Template 88 rét tign Igi.
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Trong Template clia Microsoft Word c6 chifa rat nhiéu cac dang van ban
méiu, c4c miu nay da dugc dinh dang sdn, ngudi sif dyng chi viéc 14y ra s
dyng, giup tiét kidm thdi gian khi cdn tao mdt van ban méi. Trong Word c6 2
ch& 4 Template d6 14 online va offline. Khi sit dyng ch& dd online, may tinh
clia ban phai két néi internet. Vi dy dung Template cia mdt ban Fax, ti€n hanh

nhu sau:

Trédn thanh trinh don, chon
menu File > New, & gilta khung
Avallable Templates c6 r&t nhiéu
mau Template sip x&p theo chl dé,
trong ph&n thyc hanh nay ta chon
Faxes. M{t danh sach Template
trong cht dé Fax xu#t hién, nhip S—
chon mdt Template.

Phia cdt b8n phai hién thj Template vifa chon dé ngudi st dung c6 thé
quan sét dang trudc khi quyét dinh chon Template nao. Sau khi chon xong,

nh&p Download & géc phai phfa dudi d8 tai Template vira chon vé may.
i

Hop thoai License Agreement for Community Templates xuét hién,
nh&p chon | accept d§ ch&p nhdn bdn quyén clia cdng déng nhém sl dyng
Office. N6u khdng chdp nhén, nhép chon | do not accept. Trong trudng hop

ndy h@y nhdp chon | accept (d8ng y).
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Hop thoai Downloading
Template xuit hién cho thiy
tidn trinh tdi Template dang dugc
thyc hién.

Template mMAu vira tai vé, xuft hlén
tr&n man hinh 1am viéc cua Microsoft Word
nhu hinh bén. Lic nay ta c6 thé st dyng miu
nay va thay d8i dinh dang trén Template nhu
van ban binh thudng. SU dyng ch& d§ offline
tuong ty nhu trén, chon File > New. Trong
myc Home clia khung Available Templates,
chon Recent templates, Sample templates

va My templates.

Danh sach mu xuét hién, chon Template thich hgp
sau d6 nh&p chon nit Create dé m& Template. Ngoai ra,
n&u khong thich nhiing m&u da c6 sén, ban c6é thé tao

Template theo y riéng clia minh.
C6 2 céch dé tao Template.

e ThIét 1ap Template tif mdt Template c6 sfn
Chon File > New > Sample templates trong khung Avallable
Templates. Danh sdch Template m&u xuét hign, nh&p chon mot mau tay y rél
nh&p chon Create, Template vila chon 88 i3 trén glao dién Iam viéc dé ban
chinh sifa hay thay dé! djnh dang theo y thich.
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Sau khi da hiéu chinh, ta tién hanh Iuu

Template. Nhip chon File > Save As, h{p thoai Save R——

As xuit hién. Nhap tén mdéi cho Template, chi dudng l

dan luu dén thu myc Templates cla Microsoft:
HOME\WppData\Roaming\Microsoft\Templates ——

Trong khung Save As
type, chon Word Template S—————_ ~m———

sau d6 nhip Save. Sau khi
hién thj trong My templates.
e Bi€n mét vidn bén
binh thutng thanh

Template
P& tién hanh, hdy Iluu vin ban lai v6i Save as type sau d6
chi dudng didn dén thu myc Templates cla  Microsoft:
HOME\AppData\Roaming\Microsoft\Templates van ban sé thanh Template.

Sau khi thao tdc xong, md&
Template vifa tao bang cach: Chon
File > New tUf trinh don. Trong myc
Home cla khung Available
Template, nh& chon My
templates.

HOp thoal New xu&t hién,
nh&p chon Template vifa tao trong
khung Create New. Nh&p chon
Template sau d6 nh&p OK.

Sau day la mot s§ mdu Template trong ché d online:
Envelopes (Phong bl)
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Diagrams (Sd dd)

MOt val nguyén tic gb vin ban co ban

Khdng nén gd nhiéu khodng trdng lién nhau, vl van ban s& khéng dep
va bj sal l1&ch khi ta chinh sta kich thuéc chlr- Khi viét h&t doan van, nh&n
phim Enter d& xu8ng ddng. N&u ban muén xudng ddng ma khdng chuyén sang
doan van khéc thi nhan Shift + Enter. Khi thyc hién xong céc thao tac trén, ban
nén Iuu k&t qua lal sau d6 hay go ti€p van ban d& tranh trudng hgp bj mA&t dir
lidu nhu m&t dién...D& luu két qua, chon File > Save As. H)p thoai Save as
xuét hién, trong 6 File name ban go tén file thyc hién vao, chen dudng ddn aé
Iuu file (vi dy & day ta chon 8 E) sau d6 nh&p nat Save dé luu lai k&t qua.

e —— e ———” |
¢ THIET LAP WATERMARK (NEN ¢ R —
BAO V& VAN BAN) |
MOt hinh m& Ia mft &nh trong suét || e

xuét hidn ngay sau van ban trong tal lldu.
Pé chén moOt hinh md chon tab Page
Layout > Page Background > Watermark
> chon miu Watermark tuy thich ho#c

F
SONOT COPY b
|

chon Custom Watermark dé tao mot hinh — ;u
md ridng. D8 bd moét hinh md, chon 2 |t s ‘

i e e un

Remove Watermark. W longon i NGl
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Luu y: D€ c6 dugc hé th6ng dinh dang van ban theo tiéu chudn qubc gia, hdi
nh4p quéc t&. Chinh phi da ban hanh théng tu lién tich huéng din vé thé thuc
va kp thuat trinh bay van bdn s& 55/2005/TTLT-BNV-VPCP, ban doc c6 thé
tham khdo théng tu ndy d8 ndm cé4c quy tic nhu: s dyng font tiu chuln nao,
kich thudc font chd, quy uéc viét hoa, cdch s dyng ddu , . ! ? v.v. . .V1thé, khi
dinh dang van ban, nén tuan theo mdt chudn trinh bay chung théng nh4t.

< LUU FILE DUGI DANG PDF VA XPS DUQC TICH HOP SAN

Ngoai cac djnh dang
dugc hd trg trong cac phién
ban trudc d6 nhu Doc, Docx-
Office 2013 cling hd tr¢ luu file
dudi dinh dang PDF va XPS
ma khdng phai cai dit thém
Add-in nao nhu Office 2007.
Chon trinh don Flle > Save &
Send > Create PDF/XPS

Document.
¢ CHYP ANH CUA S8, UNG DUNG BUA VAO VAN BAN
Day la mot diém mdi cé trong Office 2010, chon Insert > Screenshot.

Home I Insert Page Layout References Mailings R
—_—

@ Cover Page % g@ [@ @ E

[ Blank Page ‘ |
- Table | Picture Clip Shapes SmartArt Chart i
*=x Page Break Art v
Pages Tables Hlustrations
Khi nh&p chudt vao nit 1énh ndy, [ B ®rwenne | [l Heades s

3 4 Bookmark ’ [@ Footer =

B crousr an

mdt menu hién ra cho phép ban chyp
anh m{t Ung dyng dang chay hay mét
clia 88 dang dugc mé dé chan vao ngay
tal vj trf con trd. Ngudl dang cling cé
thém Iya chon chyp tuy chon bling céch
lya chon Screen Clipping dé chyp &nh
nhimg vang minh muén.

Khi chon 18nh ndy, man hinh mdy tinh 8 md di va con tré chuyén thanh
d&u cOng mau den. Ngudi dang nh&p chudt va khoanh mdt vang cén chyp,
ving d6 s& sdng 18n. Ngay khi tha chudt, ngudi dung s& c6é dugc mét blc nh

chén vao vén ban 1 vang via chon.
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NHONG CHUC NANG HIEU CHiNH

Tuong ty nhu Word 2010, tap hgp cac lénh Clipboard (c6 sif dyng bd
nhd clia chuang trinh) nhu cét (Cut), sao chép (Copy), dan (Paste) va Format
Painter clia Word 2013 dugc b8 trf ndm & géc trén bén trdi ctia tab Home.

Khdi ddng chuong trinh Word 2013, céc 1énh ¥ cut
trong Clipboard sé trong trang thai 4n. D& hién thj Copy

céc trang thai nady, ban cn chon mdt d6i tugng bat | paste
ky trong van ban (nhip gilf chudt, kéo bdi den mot - ¥ Format Painter
doan van ban b4t ky hoac nhdp chon hinh sé chén Clipboard i
trong van ban._).

Vi dy, nhap doan van ban “CONG HOA XA HOI CHU NGHIA VIET NAM"

sau d6 td den, cac trang thai trong Clipboard sé dugc hién thij.
2 % Cut

i BR Copy

Paste
. ¥ Format Painter

GMIG [d
Nh&p vao bidu tugng Cut (Ctrl + X) a8 cAt doan van ban da chon.

Nh&p bidu tugng Copy (Ctrl + C) d& sao chép doan vin ban. Ra cop)

P& dan doan vin ban vira copy, ban c4n dua con trd chudt dén ﬂ
ndi c4n sao chép va nh&p vao biéu tugng Paste (Ctrl + V).

Paste

Trong 18nh Paste c6 2 myc cho ban lya
chon: D4n thudng Paste (nhin nhanh phim P),
ho3c dan dic biét (Paste Specal_). L&nh dic bidt
trong bang Clipboard ma It nqudi dung Word dé y

¥ Format Painter
dén 1A Format Painter , day 1a

18nh sao chép thudc tinh nhanh trong Word.

Set Default Paste...

P& str dung thudc tinh nay, d4u tidn dung chudt quét chon mdt doan vin
ban va nh&p vao bidu tugng Format Painter d& sao chép thudc tinh. K& dén,
dua trd d&n doan vin ti€p theo va kéo chon, k&t qua ta dugc cac thudc tinh
dinh dang clia doan vn tht hai dugc thay ddi gi6ng nhu doan vin diu.
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P& hidu ro han thudc tinh Format Painter, ching ta thyc hién vi dy nhu
hinh minh hoa trang bén. C6 hai doan vin ban (1 va 2) khac nhau ca vé ndi
dung, font chll _ ching ta sé gan thudc tinh tir van ban 1 sang van ban 2.

e Word danh cho ngudi bit ddu PawarPsint 2022
e Excel danh cho ngudi b4t ddu VISIO 2012
Dung chudt td6 chon van ban 1 Pua trd d&n doan van bin 2 sau d6
sau dé chon Format Painter kéo chon (cha y con trd thay ddi dang)
oo o iind

K&t qua nhu hinh dudi véi thudc
tinh ctia van ban 1 da dugc gan vao
van ban 2

KIEU CHO HOA VA CHU THUONG

« PowerPoint 2012
o Visio 2012

Dé thiét 1ap 2 kidu ch{ trén, nh&p chon biéu
tugng [se: - . Tab Home s& x3 xudng cac tuy chon

nhu sau:
lowercase
e Sentence case: Ky ty ddu in hoa cac ky ty
tiép theo in thudng. UPPERCASE
¢ lowercase: T4t ca ky ty déu in thudng. Capitalize Each Word
o UPPERCASE: T4t ca ky ty déu in hoa. tOGGLE cASE

e Capitalize Each Word: Ky ty diu tién cla md&i ti dugc in hoa cac ky ty
con lai in thudng.
e tOGGLE cASE: Ky ty in thudng chuyé&n thanh in hoa va ngugc lai.

Bk Signature Line
% Date & Time
%8d Object ~

PHONG TO KY TY PAU DONG (DROP CAP)

P4u tién, di chuyén con tré dén doan van ma
ban mudn phéng to.

+b6ng Hoa Xa H6i Chu Nghma Viét Nam =
—_== one
Nhip vao tab Insert chon myc Drop Cap, -
myc ndy sé x3 xudng nhiéu dinh dang cho ban A= Dropped

chon. V( dy: nh&p chon In margin ta dugc k&t qua i

nhu hinh duéi. :
............ = Inmargin a
b ng Hoa Xd H6iChi Nghia Viét Nam ] -

= Drop Cap Options...

I
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Ngoai ra, ban c6 thé ty thiét Iap kiéu dinh dang riéng cho minh, dé thyc
hién viéc nay chon myc Drop Cap Options_. Hop thoai Drop Cap xu#t hién,
bén trong 1a nhitng myc cho ban thiét Iap.

e Font: Chon kidu chd.
e Lines to drop: Chon s& dong dé tha ch.
o Distance from text: Khoang cach tif chr d&n vin ban.

B Signature Line ~ Drop Cap (7] x]
% Date 8 Time Pouttien
7T Object ~ I l
=—| None None Dropped In margin
Options
— Font:
A = Dro
— pped |+Body [=]
= Lines to drop: I3 E :
§ In margin Distance from text: o0 Es.
[ 0& I [ Cancel I

nt JREEEN Dot DN PAGELAYOUT
[WaTmes -0 <|A & |8

TO MAU CHO CHU
lln--,..-'|ﬁ-7-f ’

Pé ddi mau chil cho doan | ™cow
van, t den doan van mubn d8i | ogsess
mau. Trong tab Home, nhap chon | p———
vao bidu tugng tam giac hudng | 1
xudng cta & Font Color. Mot |
danh saAch cac mau xuét higncho | _...@..._.#

phép ban Iya chon mau cén déi. TOMA S b

Fomt

P& thém miu mau vao danh
séch, nhdp chon More Colors._. B

€@ More Colors...
|E Gradient

Hop thoai Colors xu&t hién, ;
chon thdng s8 mau trong cifa sé thu i
nhd cla hdp thoai, mau ban chon sé
dugc hién thj trong 6 New. Nhip
chon OK dé€ 4p dyng mau méi.
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TAO CHU NGHE THUAT ] DB AZ Bsreerriioe - | R union -
Tod'. Quid Qo 3 Date & Time Q Symbal
P& tao chlr nghé thuat, trong i Ty Cop WHOMect -
tab Insert, nh4p chon vao biéu | Bardint otV worsa, Bortlet Wortar iw

tugng WordArt d€ mdé ra danh
sach cac kidu miu c6 sén trong
chuong trinh.

VI dy, nh&p chon vao kiu va

merdart ot Mrdl Sy it |
mau chlf ban tuy chen. Khung text 3
xuét hién trén van ban, nhap dong

Jr— — ]
chr b4t ky trong khung. ' » % ' ;

Hop thoai Edit WordArt Text  ——
xudt hién, nhap dong chlr ban - 000000
muén vao trong khung, sau dé [
nh&p chon OK.

Tuy theo font ch@ ban cheon
va kiu WordArt ta c6 két qua , . =
nhu sau.

Bia it WordAnt WordArt morar: Weeti ; ¥
T

Weiakrt el bl Werikt Woran

D& chinh stfa WordArt vifa tao, nh&p dup vao WordArt vita méi tao, trén
thanh menu hién thj cac tiy chon dung chinh sifa chf nghé thu4t.

— Text: Canh 1é va tao lién két.
— WordArt Styles: C4c kiéu djnh dang sén.

FALE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MARINGS REVIEW VEW

Iél AV AL ) Y| - Q!Shlpefﬁl'

S WIWIW Woihrt Wordart | W R (Z Shape Outline -
Edit Spacing 1 —]

Text . E- *] A# Change Shape -

Texd WaordArt Styles
— Arrange: Djnh vi WordArt trong van ban.
— Size: Quy djnh kich thudc.

: == BB d~ B~ .
{aa) == Bring Forwar *[]

. Egh Send Backward ~ [~

Position Wrap =
Text~ Gt Selection Pane  ZA - SR

Auange &e

B
.sl

O
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— Shadow Effects: Tao
béng cho chi.

— 3-D Effect: Tao hiéu
ng chir 3 chidu.

VE HINH BANG AUTOSHAPES

Nhdp chon Insert >
Shapes, mt danh sach cac
hinh m3u x8 xuéng, nh&p
chon mdt hinh b4t ky, luc
nady con trd chut sé thay

a

ar &
% J P Ef<b
5

Shadow | © - 3-D
Effects ~ i Effects ~
Shadow Effects 3-D Effects
DESIGN

PAGELAYOUT  REFERENCES ;
ﬂ &+

SmartArt Chart Screenshot | Apps

ddi thanh biéu tugng d4u
cdng , dua con tré chudt

vao van ban sau d6 kéo vé
hinh.

MOt s6 vi dy vé vé
hinh b&dng Autoshapes.

- Offic|
Recently Used Shapes
g\\OoocoAl1lloldd
2N %
Lines

NNSNTLTLT QR UNG T
Basic Shapes
NDDUOD@ABOO%

0BEO0O00®A~AVN
a>NONOCI{ Y

Block Arrows

PR

PO OCRECR IS
€ vy [REICM

—0
|

Khi tao dugc hinh vé, ban nh&p dap vao hinh vé, trong tab Insert chon
Format d& hiéu chinh mau séc, tao béng, kich thudc, géc xoay va cac djnh
dang c6 s&n khac cho ban hiéu chinh tuong ty nhu sif dyng WordArt.

P& viét chil vao trong hinh vira vé, nhip chudt phai vao hinh sau dé
chon Edit Text. Tuong ty nhu chinh slfa van ban binh thudng, ban chinh slta
font chir va kiu chil cho hinh cling tuong ty nhu vay.

P& d8i mau cho hinh, nh&p chudt phdi vao hinh vé via tao va chon

Format Shape..
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Hop thoal Format Shape xu4t hién, trong myc Fill, nh&p vao tam giac
huéng xu8ng & 6 Color.

Bang mau xuAt hidn, nh&p chon
mét mau dé t6 mau nén cho hinh vé.
Trong myc Line Color, nhdp chon
modt mau & & Color dé td mau dudng
vién cho hinh vd. Sau khi thao tic
xong, chon OK dé hoan t4t.

Format Shape v
SHAPE OPTIONS | TEXT OPTIONS

O Q=

.

4 AW L —
]

1]

O Nofill

@© Sohd fill

QO Gradient fill
QO Picture or texture fill

Opgttemet =~~~ |V .=

Theme Colors
DIE]IIIIIII%

Color L]
[ ]

Jranspareny

4 |INE

O No line
® Sokd fine
QO Gradient li| Standard Colors

EREEZEEEEER
Color @ More Colors...
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CHEN SO bO BANG SMARTART

Tuy chon nay chua
nhiéu so d8 don gian giup
ban trang trl nhanh cho
van ban. Nhip chon vao
bidu tugng SmartArt.

Hop thoai Diagram Gallery Diagram Gallery {2 x|
xuft hién, trong hp thoai xuét hign Selegta SEDIERAYDE:
nhiéu miu sd d8 cho ban Ilya chon.
Nhdp chon so d8 ban cdn sau d6 lﬁ%ﬁ e}
nh&p nat OK, so d8 sé dugc chén vao %ol
van ban.

afp
O %

CHEN HINH BANG CLIPART A &

D& chén hinh bang Clip Art, Ora ik i i
0 . Tgan on
diu tién ban dit con trd chudt & nai U::,o show hierarchical relationships

én ch lip Art.
mudn chén Clip 1 0‘5_“ — l

Trong tab insert chon bidu tugng Online
Pictures, nh4p chon Go dé chuong trinh tim
nhimg miu c6 sdn. K&t qua tim dugc sé hién
ra trong khung nhu hinh dudi.
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D& chén mot hinh b4t ky tr danh s&ch
céc hinh, xac djnh vj trf ban mudn chén hinh
bing cach: Dat con trd vao vj trf d6. Nhip
chudt phai vao hinh c4n chén va chon Insert,
hozc nh4p dip vao hinh d6.

Mudn tit Clip Art, nh&p vao biéu tugng
[x] & géc trén khung Clip Art.

CAC CACH HIEN TH] HINH TRONG VAN BAN

Sau khi chén mot hinh vao van ban, ta
c6 th& bs trf cach hién thj ctia hinh trong van
badn nhu: Chén hinh néi 1&n trén chil, hinh
ndm dudi ch— D& thyc hi&n vidc nay ta chon
Wrap Text. Nhip chon vao hinh mudn chinh
slta, chon tab Format > Wrap Text sé hién
thj nhiu djnh dang cho ban chon. Hinh dudi
1A mot s6 vl dy v8 céac lya chon trong myc
Wrap Text.

P

.
& Bring Send
Exll Forward ~ Backward ~

In Line with Text

i
— M

Square

Tight

e ealin o

-
=

[Bidn thieu: Microsoft office |
ronq 1 huénq dan ban sir i
osoft Office 2013 gdm Word,

an danh cho cac déi twonq tur
rdri Goc co thé tur tham khao va

:2013 danh cho nqurdi t
dung 3 phan mém phd
Excel, va PowerPoint
hoc "xem t&i dau thur(
thue hanh rng dung v

Kiéu Tight

Gi&i thieu: Microsoft office 2013
n str dung 3 phdn mém phd bién n
rerPoint. Tai iéu duoc bién soan d
gilp ngurdi doc cb thé tu tham khao

wo1 tu hoc la giao
Microsoft Office 2
tuong tur hoc
trng dung vao

Kléu In Front Of Text

HIEU CHINH HAI HINH CHONG LEN NHAU

Bring to Front va Send to Back trong Word 2013 khic phyc 16i 2 hinh
chéng 1&n nhau, ngoai ra chiing ta c6 thé si dyng l&énh nay dé thay ddi vj trf

ctia 2 hinh véi nhau.

Trong khung Arrange cla tab Format c6 2 tuy chon hi§u chinh nhu sau:

e Bring to Front: Hidu chinh hinh néi I&n. Khi ban c6 2 hinh chéng I&n
nhau hay hinh va chir chéng I8n nhau, mudn hinh ndi I1&n trén hay nh&p
chon vao hinh va nh&p vao tam gidc hudng xuéng & Bring Forward x&
xudng céc tuy chon chi tiét. Ban nh&p chon dé higu chinh cho hinh.
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e Send to Back: Hiéu chinh hinh chim xu8ng. Tuong ty nhu tly chon
Bring to Front nhung hinh sé chim xudng.

CHINH PO SANG VA TOI

P& chinh dd séang t8i cho hinh, nhdp chon | #: Brightness - J&{ Compress Pictures
hinh c4n chinh va chon Format > Recolor. Hal |® Contrast- *GResetPicture
muc Brightness va Contrast dung d8 diéu chinh _

dd sang hay tuong phan cho hinh. Automatic
Grayscale
e Brightness: Nhip vao tam gidc huéng a::mdwm

xubng s& x8 xudng mot danh sach véi mic 1:
do sang giam dén d8 diéu chinh d0 SANG | ¢ st Transperent Cator
cua hinh.

Raset Picture

e Contrast: Nhip vao tam b=
glac hudng xubng sé x8 e
xuéng mdt danh sach cé -
mdc dd t8i ting dédn dé
diéu chinh d9 tuong phan
ctia hinh.

0000 G0
: .

-40%

Picture Coreeilon Optiona..

BRIGHTNESS CONTRAST
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CHEN HINH BANG PICTURE

Di chuyén con trd chudt d&n vj trf cdn chén hinh, sau d6 chon tab Insert
> Picture. Hop thoal Insert Picture xuit hién, chon dudng din téi thu muyc
chita hinh cia ban, chon hinh réi nh&p Insert d& chén.

i « 8000_ » Mystical Vi Tome and . b Seoren Mystice! it Tane and .. O

& wom ()
2 WINGP(O @)
e Laco Dut (K]
ca local Disk (F) .

Hinh chén vao van ban n&u
¢6 kich thu6c 16n hon, ta nh&p
chon vao mot trong nhiing diém
c§ dinh trén khung bao quanh
anh sau d6 dung chuft diéu
chinh kich ¢ hinh theo ban mong
mudn.

Sau khi da chén hinh vao vén ban nu nh&p chon vao hinh, trén thanh
trinh don s& xu&t hidn thém tab Format. Trong tab Format hién th| cac cong
cy gidp ngudi dung hidu chinh hinh.

L
(EBE® W
Pesimn Wrap  Bring
= Tat = Farward = lnl—ui Pone 2k Rotsee - | —— ]

N&u muén &y mot phén cua hinh chén vao, trong tab Format cé hd trg
cdng cu cét xén hinh (Crop) tuong ty nhu cdng cy Crop trong Photoshop.

Nh&p chon Crop trén hinh vita chén s& xufit hién céc
ky hidu dung dé kéo xén, di chuyén con trd chudt vao ky
hidu d6 nhép gl0 chudt tral kéo cAt phAn muén bd nhu
hinh. Sau d6 nh&n phim Enter d& ct bd hinh.
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TAO HINH NEN M3 CHO VAN BAN
P& tao hinh nén md& xuydn subt todn van ban, nh&p chon vao tab
Design

Trong khung Page n A S Paragraph Spacing
Background nhdp vao |; .- roo [JEfects-
Watermark, myc ndy 88 | - - © SetasDefaun
x8 xudng danh sdch mot
s6 miu sén. Nhdp vao
méu dé chon.

N&u mubn trang trf nén trang gidy b&ng hinh c6 sin trong mdy, nhép
chon myc Custom Watermari_ nhu hinh duéi.
DO NOT COPY 2 v

|§§; More Watermarks from Office.com

B Custcm Watermark... [

E‘;( Remove Watermark
Uig Save Selection to Watermark Gallery...

HOp thoal Printed Watermark xuét hidn, nh&p chon vao myc Picture
watermark, sau d6 nh&p nut Select Picture..

[ ]




BAI TAP 2 madnc cadc mARE HEW caing MICROSSFT WORD 2813 DARN cag neudi BAT /u

Hop thoai Insert Picture xu&t hién, chon dudng ddn d&n thu myc chia
file &nh ma ban mudn 1am nén cho trang gidy, sau d6 nh&p chon Insert.

l J

Liac nay dudng din hinh ban chon sé xut hién trong hdp thoai Printed
Watermark, nh&p nut OK hoan tAt thao téc

L

CHEN KY TY PAC BIET TC Equation ~

D8 chén nhing ky ty dic blét nh&p

chon Insert > Symbol, myc nay s& x8 xuéng

céc ky ty ddc blgt dé chon, ho#ic nhédp vao € £ ¥ O ®

More Symbols d8 m& rong nhidu ky ty han. Him 2 4+ g »
Trong hdp thoal Symktol cé 2 tab chua

ky ty d&c bl§t Symbole va Snaclel + X © U o

Characters. B O ¥
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Trong tab Symbols, tai d Font chon Font cho ky ty; Subset chia ky ty
theo nhém; From chon badng ma. Tab Special Characters chifa céc ky ty dac
biét va t8 hgp phim tét cha ky ty d6.
T T~ —

R
CHEN CAC KY TY TOAN HQOC

Chon tab Insert > Equation, mdt danh sdch x8 xung d& ban chon
phuong trinh thich hgp.

il I — i

Khi chén xong, trén thanh cong cy Equation Tool hidn 18n cac nut I1énh

h8 trg nhu: Viét phuong trinh, s6 mG hay cén s6..
r-_‘
[ ]

MEO NHO VE PHIM TAT

Trong Microsoft Word 2013 c6 hd tr¢g cdc Key Tip glip ngudl sl dung
khi thao tdc trén céc tab thuén tién hon, d8§ md Key Tip chiing ta thyc hién
theo cdc budc sau: Tr8n ban phim nh&n phim Alt, cdc Key Tip xuét hi§n, nh&n

céc phim trén ban phim dé thyc hién thao téc:
"

! | | |

Nh&n phim “H" cdc Key Tip trén tab Home xu&t hién, & m8I tab c6 quy
dinh ky hidu Key Tip khdc nhau n8n c6 thé & trung ky hidu. VI dy phim “1"
trén tab Home béi den chf trong v&n ban.
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L

s oM OFSiGN  PAGILAVOLT  EVERINCES  MEBER  BEVEW  VEW -

ﬂ"".ﬂ@"ﬂ.i.r — ) Da@yﬂﬁ] g:;‘::—:l:‘l:i:;:;

| o | Wi Foutr Pogn | Tt Dl Wty

e | BAE DR 8 YT e .

N&u c6 mdt hdp thoal dang md dung cung ky hiéu Key Tip vdi mt tab
ho%c mdt 18nh trén thanh céng cy, thl Key Tip cha hdp thoai dang m& nay sé
dugc uu tidn. Sau khi nh&n phim Alt ban c6é th€ s dung phim Tab dé di
chuyén gilla c4c tuy chon trén thanh céng cy. Mudn di chuy&n huéng ngugc lai
nh&n phim Shift + Tab d&n tuy chon minh c4n nh&n phim Enter dé chon.

CHUC NANG PEM TU TRONG WORD

Churc ning d&m t cho phép th6ng ké cac thdng tin vé ky ty, tu, t8ng s6
doan va téng s& dang.

Di chuyén con trd
chudt xuéng phia dudi
géc tral man hinh Word
nh&p chon Words. HYp
thoai Word Count xuét I
hién véi cac thong tin 4

nhu sau:

e Pages: Téng s& trang.
e Words: T8ng sé tu.

e Characters (no spaces): Tng [WEER&LT N

86 ky ty (khdng tinh déu | ¢ pimics:

céch). Pages 18
e Characters (with spaces): Téng ‘c"'h‘:"‘:‘dm A 1:'3:40

s8 ky tur (c6 tinh déu céch). Characters Mlthp:pates) 12:980
o Paragraphs: Téng s& doan. Paragraphs 120

Lines 354

* Lines: Tdng 86 dbng. [ include textboxes, footnotes and endnotes
e Include textboxes, footnotes

and endnotes: D&m ca tu va

doan trén phén ghi cha.
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BAI TAP 3: TA® TEXT BSN, TABLE VA CHARY

TAO TEXT BOX,

< TAO KHUNG (TEXT BOX)

BAITAP 3

TABLE VA CHART

bé thyc hién khdi tao
khung trong Word ta su
dyng lénh Text Box. Trén
menu Insert, chon Text Box
(n&m trong nhém 18nh Text).

Bén trong I&nh chita mdt bang
cung c4p nhiéu kiéu Text Box khac
nhau, cho phép ngudi dung lya chon
cac khung thich hgp cho soan thao.
C6 2 cach d& ban chén mdt khung
text.

Céch 1: Chon cac miu c6 sén
va ty tao khung b3ng cach ding
cdng cy va vd khung. Hay nhip
chon mot kidu khung trong bang
Iénh, khung s& dugc chén vao trang
véin ban nhu hinh dudi: Ta c6é thé
nhap vén ban vao Text Box va hidu
chinh chr trong khung giéng nhu
soan vén ban binh thudng.

A= [ Sgnature Line

‘ == [} Date & Time

I%' 4 A= %Signature Line ~
= 23 Date & Time
Quick WordArt Drop . )
Parts ~ v Capv th}ect -
Text
A_E Bl Signsture tine - | JT Equation =
: == [3 Dute & Time Q symbol
E’ﬁi-“‘”-“" g:' i Object -
But in =
= =
Simple Text Box Sample Text B Alphabet Quate
& 3
E
..‘_”.M. Annual Quote | Annusl Sdebae [~
BB More Vet Boeas from Office.com 5
|

[V s Selaction 1o Text Bou Gatary

Quick WordArt Drop
| Parts © - Cop ® ¥ Object ~

Grab ycur reader’s attention with a
reat quote from the document or
se this space to emphasize a key
point. To place this text box
nywhere on the page, just drag it.

Céch 2: C6 thé ty v& khung bang cach: Nhép chon 1&§nh Draw Text Box,
gir trd chudt va kéo, khi vé dugc khung thi tha chuft ra.
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Nhap ndi dung
van ban c4n chén
vao khung

Khi da c6 mot vin ban c6 s&n va ban muén chén thém khung text box
vao gilta chiing, hay thyc hién chon c4c higu ung sip xé&p nhu sau:

Nh&p chon vao khung vira tao sau dé chon Format > Wrap Text, va
chon mt hidu tng chén tir danh sach 18nh phu hgp véi van ban.

Tdu Discovery dang trén dudng trd vé
i dat tu tram v tru TRUYEN CUOI! huSc 18 Alpha_trong s6
b&n _phi_hdnh gia co: mé6t nqudi da den. B4ng
xut _hién _mét chél hdng 3 v ngodi con tdu
>An mOt naudi hy sinh Jeo_ra_khdc phuc su cd
Nhdm trudng hop moi ngudi lai va tuyén bg:

Cédc _ban, mé{ haudi trona chiing ta phdi

hy sinh d8 chita con ta u, rié ng 16 thl khé ng thé chi djnh ai. Vi vdy 16i s& ti€n hanh md
sudc ki€m tra ki§ n thic, ai khéng tré 18i dugc, ngudi d6 s€ cd vinh dy dugc chét vi su
nghié p chinh phuc khéng gian ciia nhdn logi. |

¢ TAO BANG BIEU (TABLE)

MOt bang bidu trong Word thudng cé c&u - | DESIGN  PAGEI
trdc nhiéu dong va nhiéu cdt, It nhét ta c6 2 = .
cdt. P& thyc hidn chén mot badng biéu, hdy m m @ «
nh&p chon menu Insert > Table. HYp thoal Pictures Online Shapes sl
Iinsert Table xu#t hidn, nhap 88 ddng (rows) va Rictures gy

E
:

86 cot (columns) vao r8i nh&p OK.

T

Table size

Number of columns:

Number of fows:

AutoFit behavior

® Fixed column width: |Aulo H

O Autofit to contents
O AutoFit to window

0000000
Q0000000
8[| | I I
0000000
OO000000
Q0000000
00000000
O00dOoon
00000000

Draw Table
Conyert Text to Table...
ﬂ Excel Spreadsheet

E;K ] [ Cancel ] E® Quick Tables "

B @R 10000000

] Remember dimengions tor new tables
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Cé4c tuy chon trong bang Insert Table:

Number of columns: Chon sd cit.

Number of rows: Chon sé dong.

Fixed column width: C3 dinh d) rdng cot.

AutoFit to contents: Ty ddng diéu chinh dé rong cdt theo ndi dung.

AutoFit to window: Ty ddng diéu chinh dd rdng cot theo clia s6
van ban.

Vi dy: Thyc hién mét bang he tén nhu hinh:

vV V V VvV

SG tha ty Tén
1 Thu Phuong
2 Thao Nhi
3 Xuan Huong

Mot s8 cach khac dé tao mot bang biéu nhu trinh bay sau:
o Nhip chon l&énh Table sau dé giif chudt va kéo chon s@ dong va s& ct,
sau d6 buéng chudt dé khdi tao bang.

e Nh&p chon l1&nh Draw Table, con trd chudt bién thanh biéu tugng @
lGc ndy ban cé thé k& bang véi s6 dong va s8 cdt tuang Ung véi cac 6
dugc chon trudc.

8] &
Pictures Online Shapes §
Pictuie ™ [ Draw Tab

4x2 Table = Conyert Text to Table...
BHBD [ Ié]l E] E]] E E Ea Excel Spreadsheet
RIEE Crnan 3 Quick Tables »

e Nhdp chon Iénh  Excel
Spreadsheet, clta s Excel
xuit hién. Kéo ctra s8 Excel véi
s8 dong, s8 cdt theo yéu clu
sau d6 nhip ra clta s§ Word. ™ Excel Spreadsheet
mdt bang bidu sé dugc chén o :
theo y muén.

IF Quick Tables »
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A . B C D E o}
I | B

2 i

3 I

4 | | &

« ISMII ® H (1 I O]

e Chon I&nh Quick Tables, dé c6 thé chén cdc miu bang bidu c6 s&n
trong thu vién cla chuong trinh.

|
Khi da thyc hién chén 1 bang bidu trong vin ban, déng thdi trén thanh
trinh don xu&t hién thém hai Menu Design va Layout (nAm trong tab Table
Tool). Chiing cho phép tuy chinh c4c thong s6 dé trang trf va thay d8i nén mau
sic cho bang.
Menu Design: Cung c&p cac kiéu bang véi nhiéu kidu trang trf mau sic,
tly chon tao béng hay cach sép x&p cho nhiéu kiéu bang khac nhau.

b= =] | =

Menu Layout: Cung c&Ap nhém I&nh thém, bét, hay gom nhém dong/cét
va tuy chinh c4c van ban ndm bén trong bang.

S
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Céch tuy chinh cdng gdp va chia nhé nhiéu dong, cdt trong bang thanh
mot khdi

Trén bang
biéu, dung chudt t6
den ving cdt hay —
dong mudn cdng
gdp nhu hinh bén.

Sau d6 trén menu Layout nhip chon
Ienh Merge Cells.

Ho#ic ngugc lai, nh&p chon 18nh Split
Cells va nhap s8 dong cdt d& chia nhé cot,
dong ra.

Ta dugc két qua nhu hinh dudi.

i

Cét, dan céc ndi dung trong bang biéu

Tuong ty nhu c4c van ban binh thudng, chon dang cén cit sau d6 nh&p
va ding 18nh Cut (cit) trong menu Home (Ctrl + C), di chuyén con trd chudt
dé&n dong mudn ddn vao va nhdp chon biéu tugng Paste (Ctrl + V).

Chon kh6i ddng mudn cit va nh&p chon Cut.

FILE INS FILE INS|
BN
82 Copy B3 Copy
Paste i
=, ¥ Format Painter d Format Painter
Clipboard M Clipboard (]

Bl
 Sothirty | Tén
[ otmtaie e 1
| 2 Thao Nhi
| Xuan Huong

'3
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Két qua sau khi nhdp chon Cut sé& dé lai dong hoic cdt tréng. Di chuyén
con trd chudt dén ddng mudn dan.

=l
Séthirty | Tén
Séthirty | Tén
[T 2 Thao Nhi
2 Thao Nhi 3 Xuan Huong
3 Xuan Huong | 1 — e
aj ]

K&t qua sau khi nhdp chon

dan Paste: S thar tu Tén
Hay thyc hién thao tac sao
chép, dan tuong ty nhu thao tac

cAt dan. 2 Thao Nhi
3 Xuan Huong
1 Thu Phuong

Thém dong, cdt trong bang bléu
Thém dong

1. Di chuyén con trd chu6t dén 6 cudi cang ctia bang réi nh&n phim Enter,
Tab dé thém dong. Ké&t qua nhu hinh duéi.

L Sothirty | Tén
Sothorty | Tén 1 Thu Phuong
1 Thu Phuong 2 Thao Nhi
2 Thao Nhi 3 Xuan Huong |
3 Xuan Huong
gei |

2. b8 thdm mdt dong vao bén dudi _
hay bén trén déng nao d6 trong |FER | e Tem g.g I'?I lg'l
bang, di chuyén con trd chuét X -
d8n dong l1am chudn rdi nhgp |[Delete | R Insert Insert Insert
chon Insert Below. Ho3c nh&p =i Below Left  Right
chon Insert Above dé& chén thém Rowk®: Columns =
dong bén trén dong dang chon.
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Thém cét
1. Mudn chén thém cdt vao bén trai cla
badng bidu: Nh&p chon Layout > E'E E'E .21
insert Left. Insert Insert Insert
K&t qua nhu hinh dudi. Above Below Right
Rows & Columns F)
0
SG thir ty & SS thir ty Tén
1 Phuong 1 Thu Phuong
2 e 2 Thao Nhi
3 ong 3 Xuan Huong
1. Muén chén thém cft vao bén phai:
nh&p chon Layout > Insert Right H'E H'E I'FI
K&t qua nhu hinh duéi. Insert Insert Insert
Above Below Left
Rows & Columns
&3]
S6thirtw | Tén
1 Thu Phuong
2 Thao Nhi
3 Xuan Huong
]
Xéa 6, cft va dong
Xéa 8: Thyc hién té6 den
chon mét hay nhiéu 6 ma S5 the ty | Tén
ban muén x6a.
1 Phuong
K& tip, nh&p chon Menu .
.ayout > Delete > Delete Cells, 2 Thao Nhi
10p thoai Delete Cells xu4t hién, 3 Xuan Huong
Ih&p OK.
J
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=] o Do

Insert Insert 1|
Above Below

Delete Cells

O shift cells yp
O Delete entire row
O Delete entire column

‘§’  Delete Columns
K Delete Rows
Bx Delete Table

| ox ]| cance |

K&t qua nhu hinh.
pé x6a dong, cOt va bang hay chon Sothorty | Ten
va t0 den khu viyc cén xéa va tly chon 1
nhing Iénh sau: 2 Thao Nhi
> X6a cot: Delete > Delete Columns. 3 Xuan Huong
» Xéa dong: Delete > Delete Rows. s

» Xé6a bang: Delete > Delete Table.

Hidu chinh chd trong bang biéu

T6 den & mudn chinh chl, nh&p chon -l—ﬂ
céc tiy chon trong khung Alignment. C6 tat
ca 9 kidu sdp x&p chl trong bang biéu nhu

sau:

FEE = ==
HEE HEE
= = = BEE
E F = = = =)
HE=E ==

HEE H=E
= =] = = 5
HEHE HEE
=== ==E

Ta c6 két qua nhu hinh sau:
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Tao dudng vién cho bang biéu

Mudn tao dudng vién cho ph4n nao trong bang biéu hay nh&p chon va t6
den phén d6.

Trén menu Home, nhdp chon nhém
lénh Paragraph sau d6 chon c4c biéu —
tugng Boder d& déng khung cho bang. T
N&u muén st dyng nhiéu kiéu hon nia, I
chon Borders and Shading_. md& hop |
thoai Borders and Shading. l

:= Horzontal Line

g Draw Table
| View Gridiines

Trong hdp thoai c6 cac Iya chon vé kich thudc, mau, mau séc.

=_|
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» Setting: Chua céc kiéu vién c6 sén.

> Style: Kiéu dudng vién.

» Color: Md hop mau t6 cho dudng vién.
» Width: Chon d0 day cla dudng vién.

Céc thiét 1p s& xufit hién trong khung Preview, ban c6 thé thay ddi vién
bang céch nhdp vao cac dudng vién d& xéa hodc thdm cac dudng vién vao

bang biéu.
Teo béng cho bang biéu
Trong hop thoal Borders and Shading, chon tab Shading.

Bosdess and Shading ﬂ iﬂ

» Fill: Chon mau nén.
Style: Chon kiéu hoa vin.
» Color: Chon mau clia hoa van.
Xong céac thao tic, nhdp nut OK.
Chia mét bang thanh hal bang
T den dong mudn tach thanh bang thd hai.

Trén thanh trinh don, chon tab Layout, trong
khung Merge nhép chon Split Table.

K&t qua nhu hinh trang bén.

v
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Sothaty | Tén

1 Thu Phuong
SGthirty | Tén 2 Thao Nhi
1 Thu Phuong
- Thac Nhi 3 Xuan Huong
3 Xuan Huong a Ngoc Bich
: RS : 5 Hanh Thao

Tinh t8ng céc 86 lidu trong bang bidu
Dt con trd chudt tai 8 cén tinh téng nhu hinh sau:

Sothirty | Tén Piém
1 Thu Phuong | 9
2 Thao Nhi 8
3 Xuan Huong | 9.25
4 Ngoc Bich 7

'S5 Hanh Thao 8.5
TONG

|

K& ti§p, nh&p chon 18nh Fx Formula trén thanh Menu Layout.

HOp thoal Formula xuét hi¢n, chuong B) Repeat Header Rows
tinh méc dinh gol ham SUM(ABOVE). El ECOMM 3
Trong & Number format, nh&p chon mdt Sort
kiéu trinh bay 88 cén hién th|. Thao tac n
xong, nh&p OK dé hoan t4t. Dt
Em————————
T —— T — — N ——— e —]




-
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K&t qua nhu hinh duéi.

SGthorty | Tén Diém
1 Thu Phuong | 9
2 Thao Nhi 8
3 Xuan Huong | 9.25
4 Ngoc Bich 7
5 Hanh Thao 8.5

| TONG 42

Tinh t8ng gié trj trén dong trong bang
Di chuyé&n con trd chudt dén & cén tinh tdng clia déng trong bang. Thyc
hién mdt bang tinh nhu hinh dudi.

SGthirty | Tén piém lan 1 Diém lan 2 TONG

1 ThuPhuong | 9 6

2 Thao Nhi 8 7.25

3 Xuan Huong | 9.25 8

4 Ngoc Bich 7 9

5 Hanh Thao 8.5 7.5

Trén tab Layout > chon % Repeat Header Rows
nhém 18nh Data > nh&p chon e l
lanh fi Formula. Sort m° i
Data

Hop thoal
Formula xufit hién,

chuong trinh méc —_————-——?

dinh gol ham "
SUM(LEFT). Trong & ————_'I—————-—-——-]
Number format,

nh&p chon mot kléu —
trinh bay 8§ cén hién

th|, xong nh&p OK 4§
hoan t4t.
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K&t qua tinh to4n hién thj nhu hinh sau:

SGthirty | Tén Piémlan1 | Piémlan2 [[TONG
1 Thu Phuong | 9 6 15
2 Thao Nhi 8 7.25 15
i3 Xuan Huong | 9.25 8 17
| 4 Ngoc Bich 7 9 16
S Hanh Thao 8.5 7.5 16

Sép x&p dit lidu va ndi dung £

trong bang NGAY DEN | SO NGAY O

Chitc nang sip xép di lidu
trong bang gitp ban cé thé quan sat
va theo doi dir lidu d& hon.

Cé4ch thyc hidn nhu sau:

P4u tién, chon khdi vung do
lidu cén s&p x&p nhu hinh bén

@ Repeat Header Rows
E]'E Convert to Text
fx Formula

Data

K& tiép, trén Menu Layout chon A
nhém |8nh Data sau d6 chon Iénh Sort l
dé sép xép du lidu.
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e Sort by: Chon cot sdp xép chinh.
e Then by: Chon cOt sdp x&p phu

o Type: X4c djnh kidu di lidu c4n sip x&p (Text, Number, Date).

e Ascending: S4p theo thir ty ting dédn.

e Descending: Sip theo th( ty giam dén.

e Header row: C6 ddng d4u trang.

e No header row: Khdng c6 dong d4u trang.

Thao tdc xong nhdp OK déng T P
céc hdp thoai dé chuong trinh sip x&p NGAY DEN | SO NGAY &
dQ lidu ciia bang theo nhiing tuy chon 15/1/2011 16
via thiét 1ap. 20/2/2011 | 10

K&t qua nhu hinh bén. 25/3/2011 | 13

10/4/2011 | 9
16/5/2011 | 7

Muén tuy chinh hay

_E
Separate fields at

nh&p vao nut Options &
cudi hdp thoal a6 thay d8l | o fas
thudc tinh, hdp thoal Sort ©[Cogmas|
Options xufit hign. Trong | Oote: |
d6 c6 nhiéu Iya chon sdp | sort options
x8p khéc nhau va & myc | F4sort coumn only
Sorting Language nhfp | [JGeesensuve
vdo bléu tugng tam gléc
hudng xuSng va nhfp | omnokrauec
chon ngén ngl trong [Engtish nited States) I=}
danh séch. o J[ e |
TAO B8 TH| (CHART)
D8 chén mot a8 thi m DESIGN  PAGELAYOUT  REFERENCES
vao bal soan thdo, hay
nhép chon menu Insert > E m @ e P
Chart (nAm tal nh6ém 18nh | Table | Pictures Online Shapes SmartArt Screenshot
lllustrations). v Pictures  ~ o
Tables lllustrations

Hop thoal Insert Chart xuét hign v6l céc biéu d8 dé th| dinh dang sén,
nh&p chon mdt dang d8 th| bét ky rél nh&p OK.
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All Charts l

e LLRLLI TR i

kX Line Clustered Column
® Pie

K b :
M Area B
2 XY (Scatter) K
lif Stock g .

g Surface
¢ Radar

I oK I | Cancel
Khi d6, mot d8 thj va mot bang Excel dugc chén vao bai soan thdo nhu
hinh minh hea sau. '

J

o | =
Chart Title E
6
) [¥]
3
2 — S
1 — — —
0 ——
Category 1 Category 2 Category 3 Category 4
HSerles1 WSeries2 MSerles3

U wiNN

4

1

z 1 — I
4

[}

6

b+

(11

Chu y: D& hién th] tiéng Viét trong Chart va Datasheet, nhdp chon d&l
tugng rél chinh st trong file Excel. Chen font nhu trong vén bén va thay thé dO
iu trong biéu d6.
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dl @ o- o~ Eg Chart in Microsoft Word x
y A | 8 | c | b E F | o H 1 =
(1 [Nam  cafE  uOTEU BAp | . I —

2 | 1998 43 24 2 5 _ ]

3 | 2000, 25 44 . iV R e
(4 2005, 35 18 1 ' _

5 2011 4.5 2.8 sl ' '

6 - I O = A
- | ; =
< ] (]

Biéu d8 sé ty dong
c4p nhap thdng tin dir liéu
nhu sau:

Thay d8i kiu biéu

as

Chon biéu d6 muén
thay d8i trong van ban, trén
menu Design chon kiéu
déng biu dé trong nhém |
Chart Styles.

A | , ~

Hay Iya chon loai biéu d8 theo danh sach thay ddi nhu hinh.

Change
Chart Type

Iy

Muén thay d6l todn bd hinh dang clia biéu 86, nh&p chon 16nh Change
Chart Type. Hop thoal Change Chart Type xuft hién, nh&p chon dang biéu
d4 3 chiéu nhu hinh, sau d6 nh&p OK. Ta c6 k&t qua nhu hinh trang ban.
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o=l CHART TITLE -
::— L![]L!_ﬂdﬂ_ﬁl M "!& - aca aHdTItU make !%]
™ : 3-0 Colurmn
: - i
P A £ M
s | B
et
s 19 sy
[ = J — 1011
Thay thé&, chinh sira ndi dung trén biéu A8 K
Truéc tidn, nh&p chon bidu d6 c4n chinh sla ndi 6“;‘ &
dung. Trén menu Design > Chart Layouts chon céac lLayout = | Col
1&nh trong nhém Labels hoic nhém Axes. b Axes ’
e Axes: Chinh siia, hién thj dif lidu trén tryc toa dd. 'R fosThles
db  Chart Title »
e Axis title: Tén cua tryc toa do. 5 Detalabels
e Chart title: Tan bidu dé. i DataTable
e Data Labels: Hién thj d lidu va c4c nhén gi4 trj. i Error Bars ' ]
e Gridlines: Thay d8i dudng k& mat day bidu dé. ;} f"::’ ’
eg »
e Legend: Chu gidi. g Lines t
o4 Irendline »
Xoay va hién th] biu a8 3-D |2 Up/Down Bars »

Truéc tidn, nh&p chon bléu dé
cén chinh slta. G6¢ phai man hinh hién
ra clia s§ Format Chart Area. K& ti&p
nh&p chon menu Etfect > chon 3-D
Rotation. HOp thoal Format Chart
Area xuét hidn nhu hinh:

Format Chart Area
CHARYT OPTIONS ¥ !TEXTOPT]ONS

O (@) =

A,
D SHADOW

b GLOW

D SOFT EDGES

D 3-D FORMAT
D 3-D ROTATION

Rresets [ I
XRotation |20 ]
Yrouton [15 ][] (3]
ZRotation | ©° H|
Parspective | 15° o E E
(@ Keep text flat

Distance from ground 0 pt =
[ Right Angle Ages

[4 Autoscale

Depth (% of base) 100 |
Height (% of base) | 100 . |

=

1
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o Rotation: Quay biéu dé theo chiéu doc, chiéu ngang..
o Perspective: Phdi canh.

s

2011

Tao bang bdng phim

Bing sy k&t hgp gilla phim “+” va “=", phim Enter va phim Tab trén ban
phim, chiing ta c¢6 thé d& dang tao ra cac bang tinh.

Gia sU, ban c4n tao mdt bang tinh 4 cdt va c6 4 dong, ban thyc hign
nhu sau: d4u tién ban nh&n +——+—+ + + sau d6 nh&n Enter &
cudi dong.

Mot bang tinh dugc xuét hidn, tiép theo, hay dat con trd chudt & cdt cubl
cung va nh&n Tab, m{t dong mél s& xuét hidn. DY rdng clia bang tinh chinh
bAng 88 dfu “-" ma ban d& nh&n Iic tao bang. Tuy nhién ban c6 thé thay dél
dd rdng nay khi nhép lléu.
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_m TAP 4
TiM KIEM-THAY THE-KIEM TRA LOI
MAIL MERGE

Sau khi hoan thanh mdt file van ban, ching ta sé khdng tranh khdi
nhimg 18i chinh ta c6 trong vn ban. Word 2013 da c6 céng cy hd trg phyc vy
cho viéc tim kiém, stra 18i va kim tra I8i chinh ta r&t hitu hidu va nhanh chéng,
giup cho ban ti&t kidm dugc nhiéu thdi gian.

TIM KIEM Navigation 2
D& tim kiém vij trl d&i tugng trén vin ban, [Search documers 2
trong tab Home chon biéu tugng Find . el I
Khung Navigation xu&t hién & géc bén trai cla Text comments, pictures.. Word can find
giao dién. Trong 6 Search Document, gd t T —
mudn tim vao. VI dy: Go ti “Word 2013". e e T
Navigation v x Chuong trinh sé' ty dong
danh d4u tit ca cac ky ty “Word
[Word 2013 x| 2013" trong v&n ban ma ban c6 thé
3 resuls [ER) dé& dang nhén ra.
Mot cach khac, ban c6 thé tim ki§m bang =]
cich nhép chon Find > Advanced Find trong tab # Bnd

Home. HOp thoai Find and Replace xu&t hién,

nhép ti mudn tim ki§m vao 6 Find what. . Gols-
Find and Replace 7 X
—Fm—_d—l Replace I Go To l
Frdwhot  [IEENNN ] e
[ Reading Hightight = | | Findin < | | FinaNext | | cancer |

Bén trong hdp thoai c6 cac nit lya chon vdi chic nang nhu sau:
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Reading Highlight: Khi nhip chon
Highlight All, cac ti dugc tim thdy sé dugc danh
dfu bing mau vang. Nhip chon Clear
Highlighting dé bd c4c d4nh d4u.

Trong o Find in:
Main Document: Tim trong pham vi van ban.

Headers and Footers: Tim trong Headers
va Footers clia van ban.

ki€ém sé dung lai § ky ty dugc tim thiy tiép theo.
TiM THEO YEU CAU

Trong hdp thoai, nh&p chon nit More >> dé hién thj
nhilng muyc dang &n. Trong & Search, chon chidu d& tim kiém:

e All: Tim ki&m toan van ban.
e Up: TIm ki&m tu vj trf con trd chudt trd lén.

e Down: Tim kiém tu vj trf con trd chudt

tr& xudng.

Find Next: Khi nhdp nat Find Next thl qua trinh tim

More >>

Searchx |All v

O Mata BW“
P
O] Fina yETRN -

[ lUse wildcards "‘e

Panh d4u kidm B vao c4c muc quy dinh ban duéi d€ b8 sung thém cac

yéu c4u khi tim kiém.

e Match case: Quy djnh tim ding chit hoa hay chit thudng (vf dy: Ban g
t “Word” thl chuong trinh sé& tim va danh ddu duing chir “Word" chi

khdng dénh d4u chl “WORD").

[ Find whole words only

[ yse wildcards

[J sounds like English)

[ Find alt word forms (English)

[0 match prefix
1 match suttix

] 1gnore punctuation characters
[ i1gnore white-space characters

Find

[ Format - | [ speciat = | | Mo Formatting |

e Find whole words only: Tim toan bd tu (vi dy: ban go td “An” thl chuong
trinh s& danh d4u dang chl “An” ch khdng danh d4u nhiing chi cé lién

quan nhu “Ang” hay “And" ).
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e Use wildcards: Tim b&ng ky ty dai dién (vi dy: ban go tU “stk”thl chuong
trinh s& tim va danh d&u t4t ca tur cé ky ty “stk”).

e Sounds like: Tim tif c6 phat Am gén gidng tir dang tim (chi sif dyng cho

tim tu tiéng Anh).

¢ Find all word forms: Tim tit ca hinh thdc cla tir (chi sif dyng cho tim ti

tiéng Anh).

Trong & Find what ban go tif cdn tim vao rdi nhp chon Find Next,
chuong trinh sé tim va danh d4u céc tif theo myc quy djnh ma ban da chen.

TiM KIEM THEO D|NH DANG

N&u muén tim kidm tf in dam, in nghiéng hay
gach duéi. Trong hdp thoai Find and Replace, nhdp |5
chon nit Format va chon Font tif danh sach. Hop
thoai Find Font xu4t hién, bén trong hdp thoai, thiét
dit cac thudc tinh cha font chil cdn tim. Thyc hién
xong cac thao tac, trong 6 Find what, go tir c4n tim
vao réi nhdp chon Find Next, khi d6 chuong trinh sé
tim v& danh d4u cé4c tU theo myc quy dinh da chon.

Thyc hién tim tuong ty véi
cac lya chon con lai trong nut
Format. Tim d#ic biét Special:
nhip chon Special va chon mdt
lya chon c4n tim tir danh sach hién
ra. Myc chon dugc hién thj trong 6
Find what, ban chi cdn nh4p nut
Find Next d& tim.

THAY THE

Chuc ning thay thé tuong ty
nhu chi'c ning tim ki§m. D& thay
th& mot ky ty trong van ban, ban di
chuyén con trd chudt dén vj trf
muén b4t d4u, chuong trinh sé bét
d4u tim ki§m ky ty tu vj trl d6 va
thay th& n6. Trong tab Home nhdp

chon bidu tugng [2s Replace |

[Find
Format ~ l Special =

Pas

Tabs_

Language_.

Frame__

Styte_.

HaghBght

I
Find Font (2] x]
f
|
| I
S h
|
|
s
i - |
i
[ setas Deteun | M [ ox || cancet |

HoOp thoai Find and Replace xu4t hién, trong 6 Find what, nhap tir c4n
tim kiém d& thay th&, nhap ti mudn thay thé& vao trong 6 Replace with. Sau
d6, nh&p chon Find Next d& bit ddu tim ki§m.
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Khi im dugc tif c4n tim, chuong trinh sé& d4dnh d4u va con trd chuét sé di
chuyén v8 vi trl d6. Nhdp Replace d& thay th&, con trd chuft sé di chuyén téi
vi trl k& ti&p, nu mudn thay th& ban tiép tyc nhdp Replace. N§u mudn thay
thé& t4t ca céac tur tim dugc cting mdt luc, ban nh&p chon Replace All.

THAY lrué VOl CAC [ [evure | [meomgn ] [ Brawes | [ et ]
YEU CAU KHAC Seatcn Gpman:

Trong hop thoa | fricm, O e
Find and Replace, gmmkwm only 00 ot sum

Use wildards

nhép chon More > dé [ Sounds ske Engishy [ 1gnore punctuation characters
kich hoat CAcC phén [ Find ol woed 1omms (Englishy [ 1gnore white-space characters
dang &n. Thao tac
tuong ty nhu trong |reptace
phé&n tim kiém. [ Farmat - | [ sogcin - | | Mo Parmatting |

Thyc hidn xong céc thao tac, nh&p Replace d& thay thé tiing ti mt, néu
mudén thay th& t&4t ca cung mdt lic, nhdp chon Replace All.
KIEM TRA LOI CHINH TA

D& kidm tra 18i chinh ta, ban d4t con trd hién thj ngay d4u dong van ban.

Trong tab Review chon Spelling & Grammar.
04 TIM KIEM - THAY THE - KIEM TR LOT MAIL MERGE (161.dxc [Zompatibility Plede)

ALE  HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES I

B S &% 7 |2 Gt

Define Thesaurus Word | Translate Language New  Delete Previous Next
Count » - Comment ~

language Comments

Proofing

Khi phéat hién ra 18i, hp thoal Spelling s& hién thj, I18i trong van ban xuit
hién trén ciing. Trong khung & duéi 1a nhiing tf ggi y c6 thé thay th& cho tif bj
sai dang hién thj. Nh4p chon tir d8 thay th& réi nh&p nit Change.
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CHON TU BIEN Spelling - x
Ppé thiét 1ap tu dién tay chon, chon Khi
tab Review > Language > Language Lgrore | [tgrove s | [ 4 |
Preferences..
hi
XA
Language New  Delete Pr =
| commen: - (o] [coret]
Els Set Proofing Language... l —_—
To see definitions:
Sign in Using Your Mizrosoft Account
HOp thoai Word
Options  xu&t  hién.
C4n phai cai bd tir dién |
thong qua Windows - ..,[‘ i
Setup néu bd tir dién d6 | -
. o6 1Biig = e
may tinh. |
Chon ngdén ngd ' -
hién thj 1a Vietnamese, [l [T S
sau dé nhdp chon Set S— ——
as Default. E—

Add additional languages to edit your documents. The editing languages set language-specific festures, including @
dictionaries, grammar checlong, and sorting

o
g

l [ Set a5 Defauh |

: —

M Let me know when 1 should download additional proofing tools.

Chuang trinh xu&t hidn bang thdng bao, d8ng y chon Yes, khdng déng y
chon No.

Muansott @ice Detaull [ diing Lanquage

The new editing tanguage you just chose will take effect the neut time you start Office. Some of your custom settings might change, such as your
preterred fonts in the blank doassent lemplate. Do you want to continue?

[= 1=
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o8 et 4 ngon o i - [ 1)
tra chinh t& va vidn pham cla

Mark selected text as:
doan vin ban di chon trudc, " Enalish (United Shate

chon tab Review > Set Proofing

Afrikaans
Language. Albanian

Alsatian
Amharic

Arabic (Algeria)
Arabic (Bahrain)

nhu hinh bén.

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

M po not check spelling or grammar
Hop thoal Language xu#t Detect language automatically

hién, chon ngdn nglt r8i nhp OK ok J[ cencet |

sUDYNG BO TU DIEN DONG NGHIA

P& tim céac ti déng nghia, t6 den tir d6,
trén tab Review chon bidu tugng quyén sach
Thesaurus.

v B RS
Spelling & Define IISEIITH Word
Grammar > Count

Proofing

Thesaurus v X

Glok @

2 2

4 reasonable (adj.)
reasonable
acceptable
satisfactory
okay
passable

Hop thoal Research xuit hign bdn g6c phai glao dién, go tu vao &
Search for réi nhép nut @ t d8ng nghia s& hién ra nhu hinh trén.

MAIL MERGE

Khi 1am nhiéu bao thu hay gify mdi
cing ndl dung nhung gl cho nhiéu
ngudi khac nhau, ban khdng cén phai
mé&t thal gian d& viét lai nhiéu 1an ma chi
c4n dung chuc nang Mall Merge. Cac
bu6c thyc hién nhu sau: Chon tab
Mailings > Start Mail Merge > Step by
Step Mail Merge Wizard, khung Mail
Merge xuit hidn bé&n géc phai man hinh.

[l
e " L
= & ||
Select Edit Hig
Recipients - Recipient List | Merg
Letters
Q E-mail Messages
[ Enyelopes...
{8 Labes.
El Directory
m Normal Word Document
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Nh&p chon kiéu tai liéu ma ban
Iam vidc trén d6. O day ta chon Letters,
nh&p nat Next d§ sang budc k& tiép.
Chon thiét 18p cho tai liéu clia ban:

Use the current document: Dung
tai lidu dang hién hanh.

Start from a template: Bat d4u tu
mot tr mau.

Start from existing document:
B4t d4u tu tai lidu hién c6. Nh&p chon
Next d§ sang buéc k& ti&p.

Step20of 6
=» Next: Select recipients

4 Previous: Select document ty

Tiép theo, ban chon danh sé&ch
tiép nhan:

Use an existing list: SU dyng
danh sach hién cé.

Select from Outlook contacts:
Chon dja chi tif Outlook.

Type a new list: Tao md6i, nh@p
tén va dja chl ngudi nhan.

& day, chon Type a new list, nh4p
nhit Create d& tao danh sach méi.

Mail Merge ¥ X

Select document type

What type of document are
you working on?

@ Letters

QO E-mail messages
O Envelopes

QO Labels

QO Directory

Letters

Send letters to a group of
peoplie. You can personalize
the letter that each person
receives.

Click Next to continue.

Mail Merge  ~ X

Select starting document
How do you want to set up
your letters?

® Use the current document
Q start from a template
O Start from existing document

Use the asvent document

Start from the document
shown here and use the Mail
Merge wizard to add
recipient information.

Mail Merge  ~ X

Select redpilents
O Use an existing list

Q Select from Outiook contacts

@ Type a new list

Type a new kst

Type the names and
addresses of recipients.

n cogy-

Eeate new recipient list
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New Address List

Hop thoal
New Address List
xu&t hién.

Nh&p chon

nut Customize

Columns dé& chinh

[
danh séch cét. L

Hop thoai Customize
Address List xu4t hién.

Trong khung Field Names
xu&t hién tén cac trudng, trudng
nao khéng sl dyng thl nh&p
Delete dé& x6a.

Chuong trinh hdi ban cé
chic 1a mudn xé6a hay khong?
Nhip Yes d& x6a, nhdp No
khdng x6a.

Customuze Addiess List

Field Names

First Name

Last Name
Company Name
Address Une 1
Address Line 2
City

State

P Code
Country or Reglon
Home Phone
Work Phone
E-mail Address

[

l

l

Sau khi chen trudng xong, nh&p nit OK dé ch&p nhan. BAng New
Address List xu4t hidn véi cac cdt da chon.

Ban nhap théng tin vao cac cdt, mdi 14n xudng dong, nh&p niit New
Entry d& thém ddng méi. Sau khi hoan thanh xong nh&p OK.

—
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New Address List X

Iype recipient information in the table. To add more entries, dick New Entry.
Title w | Fust Name w | Last Name w | Company Name w | Address Line 1

I l |

[nelde Entry I rCustontze Columns... l I I

HOp thoai Save
Address List xuft hién, go
t8n réi nh&p Save. )

HOp thoal Malil
Merge Reciplents xuét
hién, trong d6é hién thj
danh sach nhitng ngudi
nhan, néu muén loal tru
ngudi ndo d6, ban nhdp bd
d&u trong & checkbox,
kiém tra xong nh&p OK dé
ch&p nhan.

1. B8 dua thdng tin ngudi ‘ BIKY MO1
nh&n vao thu, dat con
trd chudt vao v| trf ban Kinh gt ng (b2):
mudn chan tan. Bén df cube bop:

Trong khung Malling, nh&p chqn insert Merge Field.
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B&m chon nhing ndl dung c4n chan. O day
chung ta chén ph4n First_Name.

GIAY MOI

Kinh gdi 6ng (ba): LE THI,
Dé€n di cudc bop:

Mué6n thém mot myc khédc vao thl dé con
trd chudt ngay vj trf cdn chén, chon 18nh Insert
Merge Flelds > nhdp chon trudng khac, xong
nh&p chon Insert.

Nh&p Next dé sang buSc ké ti&p.

2. b8 xem trudc k&t

qud, nhdp nut [
ho#c E] trén cla

86 Mall Merge.

Nh&p Next dé chuyén sang budc ké& ti&p.
3. Hoan tAt.

bé tuy chon theo nhiIng buc thu, trong bang
Mail Merge nh&p chon Edit Individual list_ dé
md& tai ligu méi véi nhiing bidc thu d& k&t hgp.
Mu6n thay d8i, nh&p chon Previous quay trd vé
céc budc trudc.

Tién hanh Mall Merge, chon tab Mallings >
Finish & Merge.

Mail Merge g

Preview your letters
One of the merged letters is

previewed here. To preview
another letter, click one of

the following
E Reciplent: 1 | o I
[D Find a reapient...
Make ch

You can alta change your
recipient st

f Edit regigient Bst.,
I \ ! 1
fad ﬁcw oplent st
When you haveTinished ]
previewing your letters, dick
Next. Then you aan print the
merged letters or edit

individual letters to add
personal comments.
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g T
E‘l (3 Rules - KM | KM [ om

- B Match Fields ”_c [ Find Recipient
reeting Insert Merge Preview
Line Field ~ @ Update Labels | Results & Check for Errors

rite & Insert Flelds Preview Results

Edit Individual Documents: Lé&nh
ndy c6 chidc ning trdn va dua két qua ra
médy In. HOp thoal Merge to New
Document xuét hidn.

All: Chon t&t ca. | ]

Current record: Chi baAng ghl hién tal.

Form _ To: TU s8 ndo dén s& nao. I I

Print Documents: Trdn va chuyén
k&t qua thanh céc tai lidu mdi.

Hop thoal Merge to Printer xuit
hién, tuong ty hop thoai Merge to New
Document.

TRON THU |

Trong cong viéc, d6i khi ching ta cdn phai in van ban gdi cho nhiéu
ngudi chdng han nhu thu mai, phiu bso diém, gify ching nhan, b&ng t&t
nghi®p- Thay vl chuing ta phai m4t thai glan gé nhiing thdng tin clia ting ngudi
vao ndi dung cla ting gify ching nhan, ban c6 thé dung cong cy Mail Merge
dé glal quyét véen dé trén mot cach nhanh chéng.

TAP TIN DATA SOURCE

Mot file chira di lidu nguén thudng dugc trinh bay duél dang bang biéu
don gian nhu table, sheet (clia Excel, Access) bdo ddm di s& cft, hang va ndi
dung trong céc 6. Trong hdp thoal Merge to New Document c6 thé chon tao
ra todn bd céac thu mai c6 trong danh sach ho#c chi chen tao thu mai cho mét
88 ngual.

Envelopes: Tao nhirng bl thu bang c4ch Mail Merge. Thyc hién tuong ty
phé&n From letter nhung chon Envelops thay vi chon From letter & budc 1.

Labels: Tao nhan bding cdch Mail Merge. Thyc hién tuong ty phén
From letter nhung chon Labels thay vi chon From letter & buéc 1.



BAI TAP &: TIM KIEM — THAY TRE — KIEM TRA LOI- MAILMERGE  MICROSSFT weap 2013 BAME ¢ neuii BAT 8/s

CATALOGES

Tao van ban kiéu danh s4ch b&ng cdch Mail Merge. Thyc hién tuong ty
phin From letter nhung chon Cataloges thay vl chon From letter & budc 1.
Ribbon cling 14 mdt cdch hliu ich d§ tao mdt Mail Merge va qué trinh xU ly r&t
gi6ng véi cac buébc trong trinh Wizard. BAng cach sif dyng thanh Ribbon, ban
s& c6 thé truy cap vao nhiéu tinh nang han, chdng han nhu ty ddng kiém tra
tim 18i trudc khi ban hoan t4t viéc hoa trdn. Ngoai ra cdn c6 nhilng y&u t8 nang
cao, chdng han nhu s dung céc trudng d& thé hién céc thao tac hodc tinh
toan trong tai li¢u.

l

Nhiing I&nh ban dung trén tab Mallings thudc trong b&n nhém sau:

Start Mail Merge: D4y I1a diém b4t d4u tir noi ban chon mot loai tai ligu
va sau d6 chon, tao, ho4c chinh sifa danh sach ngudi nhan.

Write & Insert Fields: Day la noi ban c6 thé chén
cé4c Merge Field va sir dyng Rules d8 th& hign cac thao
tac tinh todn cho tai lidu.

Preview Results: Bdn canh viéc xem lai tai lidu da
hoa trdn, ban cé thé sl dung tinh nang kiém tra 186i mot
céch ty ddng.

Finish: Hoan thanh merge va k&t hgp cac tai lidu
c4 nhan cua ban vao mt tai lidu toan dién, hay in chiing
ra ho#c gufi thu dién tur.

AUTO CORRECT VA MACRO

e AUTO CORRECT

SU dyng chuc nang AutoCorrect dé ti&t kiém nhiéu
thdi gian va cdng sitc han khi nhap ndi dung cho mgt van
ban 16n trong d6 c6 sy 13p lai nhiu 14n mdt hay nhidu
nhém td, ban cé thé thi&t 1Ap nhAm thay th€ mot vai ky ty
viét tdt cho cac tU d6 bdi cac tu Al nghia ma thdng
thudng céc tu nay dai hon.

Trong giao dién Word 2013, chen 1énh Flle > Options.. HYp thoal
Word Options xu&t hidn, cho:i mye Proofing, nhép chon vao 8 AutoCorrect

Optiong. .

n
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Word Options
General
v 5.1 Change how Word corrects and formats your text.
Display
AustoCorvect options
Save Change how Word corrects and formats text as you type | AutoCosrect Options.. |
L__languane

Hop thoal AutoCorrect ) B |
Englist nhu hinh bén xu&thien. | E—

Correct TWo  INitian
CApitals: N&u hal ky ty ddu tién _ =
trong mot tir dugc go bang chir in
thl né s& thay chif in th hai bAng
chit thudng. Thi dy: go TWo _
INitian CApitals s& dugc thay
bing Two Initian Capitals.

Capitalize first letter of
sentences: Word nhin biét sau
dfu chdm s& bAt ddu mot cau
méi va ky ty ddu cau sé dugc d8i | -
thanh chr in n§u chang ta go |,
b&ng ch thudng.

Caplitalize name of days: Ky ty d4u tién clia thi (ngay trong tudn dugc
gd bang tiEng Anh) s& chuyén thanh chi in.

Correct accidental usage of cAPS LOCK key: Khi go Caps Lock trén
ban phim, dén Caps Lock s& séng, lic ndy ching ta c6 th gé nhdm trang thai
cta ban phim bang céch gilr phim Shift gd ky ty d4u tién cia mdt tlf, sau dé
nha phim Shift gb céc ky ty con lai cha tu, sau khi gd xong tir ndy Word s& déi
tlr da go vé dang dang déng thai lam tit ludn dén Caps Lock.

Replace text as you type: Ty ddng khic phyc ti sai thanh tir ding.

Trong hop hoal trén, tir sal dugc liét k& danh sach & bén ct trél tuong
ing vdl tr ding & bén cdt phai. Nhu vay, chi khi ndo gb dung tir sal d b8n trél
thl Word s& ty dong thay thé tif ding & ban phai. Nhp ndl dung viét tit vao
hop Replace sau dé nhap ndl dung thay th§ cho ndl dung viét tit vao hdp
With va nhdp nut Add d8 dua vao danh sach AutoCorrect. Thyc hién tuén ty
cac budc d8 nhap thém céc tir viét tAt khac. Khi thyc hién xong, nh&n OK dé
thoat khdi hop thoal. Mudn x6éa tir viét tit nao, ban nh&p chon tif trong danh
séch va nh&n Delete. MuSn slfa d8i, chon tir trong danh sach va nhap lal vao
ndl dung trong khung Replace ho#c With.
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Trong khi gd v&n b&n, mudn sif dyng AutoCorrect ban nhap vao tir viét
tAt, sau d6 nhap thém dfu phan céch tr (ky ty tr&ng, ddu phdy, ddu chdm, ddu
ch&m hdl, ...) d§ dua ndi dung thay thé& tuang (ng vao v&n ban.

MACRO

Macros 14 tinh n#ng tién tién, giip ban Iam tang t6c d® hidu chinh hay
dinh dang ma ban ¢6 thé thyc thi thudng xuydn trong mot tai ligu Word. Ching
ghl lal chudl c4c lya chon ma ban chon dé cho mdt loat cdc hanh ddng c6 thé

dugc hoan thanh trong mét budc.

Ghi mot Macro: Chon tab View, nh&p vao biéu tugng Macros chon myc

Record Macro.

Nh@p i8n (cdc chd lién
nhau khdng cé khoang céch) sau
dé chon vao nol ban mudn géan
cho mdt nut (trén Quick Access
Toolbar).

Hay ban phim (chudi céc
phim). B§ gén Macro cho mot
nuat trdn Quick Access Toolbar:
chon Button. Duéi Customize
Quick Access Toolbar, Iya chon
tai lidu ma ban muén Macro c6
s&n nhu hinh bén.

s oo |

E ) View Side by Side
~ | @ Ssynchronous Scrolling
e
313 Reset Window Pesition
Window
an chon A& cho mat loat cdc hé

0y
7o

Switch
Windows *

Cl Yoew Macres

ne Psuse Recording

Assign maaa to

Putton

Store macio i
Descaription:

I o« ]| one |

Dudi 18nh chon Macro,
chon Record Macro.. thyc

n

thi cdc hanh ddng muén ghi
hay chon Macros > Pause
Recording Macros d§ tam
dimg ghi.

! % Yiew Macros
m Stop Recording
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D& gén nut ghi cho modt phim tat, nh&p chon biéu tugng Keyboard. HYp
thoal Customize Keyboard xu&t hign,nhap phim tAt ma ban mudn géan cho nut
Macro va chon Assign sau d6 chon Close dé bit ddu ghi Macro.

Chay m{t Macro phy
thudc vao ndl né duge thém vao
Quick Access Toolbar hay néu
né dugc gén la mot phim tét. D&
chay mft Macro tU Quick
Access Toolbar nh&p chon vao

biéu tugng Macro.

n-inv(.)aaai

bé chay mot Macro tu
phim tAt, chl c4n nh&n cac
phim ma ban da 1ap trinh a&

chay Macro.

TAO GHI CHU TAI LIEU WORD
CHEN MQT GHI CHU

Chon m{t doan text
ho#c d&i tugng bA&t ky trong tai
ligu mudn ghi chu. Trong tab
Review chon biéu tugng New
Comments. Nhap vao ghi chu
8 khung bén canh tai lidu nhu

hinh minh hoa dudi.

X0A aH CH) [
04 nda mdt ghi chd. nhiin chudt phd| v ghi cha muc Daists

amment. 0§ uda W cd ghi chG mét csch nhanh chéng, nhlip chudt vao mél
Em«om k. Trang tab Revisw. trong & Comments chon bifu tuong mal ¥n

H WaIBPE € Afew s agp g

XOA GHI CHU

Dé x6a mot ghl chd, nh&n chudt
phal vao ghl chi chon myc Delete
Comment. D& x6a t&t ca ghi chd mot
cdch nhanh chéng, nh&p chudt vao mjt
ghi cha b4t ky. Trong tab Review, tal &
Comments chon biéu tugng mal tdn mau
den cla myc Delete chon Delete All
Comments In Document.
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THAY D& GHI CHU

N&u céc ghi chi khdng hién th| trong
van ban, chon tab Review, nh4dp chon vao
biéu tugng mal tén cla myc Show Markup,
danh d4u kiém vao Comments. Nh&n chuft
vao bén trong mdt bong béng cé ghi chi
cén slra, sau d6 sta lal ndl dung theo y ban.

THAY D&l TEN NGUJI GHI CHU

B&n canh mdi ghi chu ludn c6 t8n clia

ngudi st dyng.

ng hién Specific Peaple »
., nhép ¢ Highlight Updates
c Show Qther Authors

Py v

Né&u ban muén thay déi t&n nay, thyc hidn cdc budc nhu sau: Trong tab
Review, nhép vao biéu tugng cta thd Tracking, sau d6 hién ra clra s6
Track Changes Options chon Change User Name_

B Comments & ipohhgtt Updates
B = B Qttver Authhors
R ond Deietions 2] Pures By C.

2 Formatting

Baioons in AR Martup view showe [Comments and formatting v |

P

HOp thoal Word Options
xudt hidn, bé&n dudi muyc
Personalize your copy of

Microsoft Office nhip vao tén cla
minh ho#&c tén khac ban chon, sau
d6 nh&n OK dé chép nhan. Luu y
la nhing ghi chu ké tU bay gio tré
di mdl c6 tac dyng vdi tén mdi.

IN TAI LIEU KEM THEO GHI CHU VA NHONG DANH DAU THAY i
Chon 18nh File > Print. Trong hdp thoai Print, chon Settings > Print va

nh&n OK d§ ch&p nhan.
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BAITAP 5

KHUNG (FRAME)

GIGI THIEU

Trong qué trinh thi&t k& trang Web chiing ta s& st dyng ca4c Frame dé
céc thong tin dugc sip x&p mot cach trat ty, ngéin ndp va c6 thé truy cap théng
tin mdt cach d& dang. Khi phan mot trang Web nao d6 thanh cac phan doan va
m&i phan doan d6 dugc trinh bay trén cac trang Web ridng biét, m&i mot phan
doan dé dugc gol 1a mdt Frame. M{t tdp hgp cac Frame thl dugc gol la mét
trang Frame. C4c Frame thudng dugc si dyng trong Web sites dé trinh bay
ndl dung ctia mdt Web site c6 nhiéu trang Web va dé cac thdng tin dugc truy
clp d& dang hon. D8I v6i céc tal liéu Word dai, ban cling c6 thé trinh bay toan
bd ndi dung tai lidu d6 trén mdt trang Frames thay vl trén nhiéu file a8 c6 thé
d& dang truy cap thong tin t tai lidu d6.
TAO CAC FRAME VA CAC TRANG FRAMES

Thong thudng trén dai Ribbon khdng hién thj cdc cdng cy Frame, ban
hdy m& hdp thoal Word Options tao tab Frame gém c4c cdng cy tao khung.
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Sau day ban sU dyng Web Page Wizard d§ tao mot trang Frames dan
glan. Sau d6 dinh dang cac Frame va dua vao thém céac trang Web hién hanh,
céc trang Web méi va céc siéu lien ké&t. B tao mot trang Frames phuc tap
han, ban hay bét ddu véi mot trang Web va sau d6 sif dung céc nut trén thanh
codng cy Frames d8 thém cac Frame vao trang Web clia ban.

1. TAO HEADER FRAME
N&u muén c6 mdt Frame tiéu dé d4u trang (Header Frame) va Frame

tidu dé cudi trang (Footer Frame) trong trang Frames, ban cén tao né trudc khi
tao thém cdc Frame vao d6.

Ppé§ tao Header
Frame cho trang Frames,
truéc tidn nh&p tab Insert
> Frame > Frames >
chon New Frames Page.

N PA
@ New Frame Above E

Trong ving soan thdo hién thj mdt khung tréng.

Trén tab Frames, nh&p vao nut New Frame Above.

Mt dudng vién sé xuét hign, ban hay nh&p vao d6 va dinh lal kich thudc
khung header cho vira y.
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2. TAO FOOTER FRAME

Pé tao Footer Frame, nhdp dit dfu nhdy vao khung dudi. Trén tab
Frames, nh&p nut New Frame Below.

e n A

thuée hgp ly cho Footer Frame trong trang Frames clia ban.
3. TAO FRAME CHO TRANG FRAMES

D& tao mot Frame cho trang Frame, d4u tién ban c4n @it diém chén vao
nol muSn Frame mdi s& xu&t hién, sau dé6 nh&p nit New Frame Left dé thém
mot Frame vao bén trai clia Frame c6 dit diém chén.
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Mot dudng vién clia Frame mdi sé lai xu&t hidn, ban c6 thé diéu chinh
kfch thuéc Frame theo y muén phu hgp v6i yéu cdu clia cong viéc.

7+ 8 & 5
ves [ v axuvan  wNEn  wuss] We  aw  oveom
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¥ ,__l:h_ [+ [T Hu—ﬂ a + ..- = ) Py M+ _ o-.-

|'. —— g | e et | oo B P tea Stut arvnt
o e —
I - L. -
]

i - - 7
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Pé diéu chinh viéc &n/hidn cac dudng vién cla cac Frame, ban hay
nhé&p nat Frame Properties trén tab Frame.

T @ Fames- =] New Frame Above ]

. Fzame Properti New Frame Below

hrmat E R Caeperi E i ® Table | Pictures
rame Ej Frame [-ENew Frame Left E [

Frame (Custom)

® Frame Propemes

i i.f"_!‘_‘f]l Borders I

General
Initial page:
l EI [ Browse... I
O tink to file
Name:
== = _
..} | Sixe |
width: 1 | Measure in: lRelaﬂve(') l-n
] Height: |1 | Megsure inc |Reh1lv¢r‘) Ivl

| oK || Cancel ]
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HYp thoal Frame Properties xuét hidn, nh&p chon tab Borders.
Bén duéi Frames Page c6 hal tuy chon:
- Nhép chon No borders n§u khdng mubn hién cac dudng vién khung.

- Nhép chon myc Show all frame borders n§u mudn hién cdc dudng
vién khung.

HOp Width of border cho phép dinh dd rdng clia dudng vién Frame.
Hop Border color cho phép chon mau cho cac dudng vién Frame.

[ ]

Bén duél Individual Frame, h)p Show scrollbars In browser cho phép
ban chon Iya sy hién thj cdc thanh cudn trdn c4c Frame:

- If needed: Hién thj n&u cén thiét.
- Always: Ludn ludn hién th] thanh cudn trén cac Frame.
- Never: Khong hién thj thanh cudn nao.
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[ ] |

———————
—— e —

|

VI dy, mu6n hién th] thanh cudn trén Frame bén tréi, hiy dit diém chén
tal Frame d6. Nh&p nut Frame Properties trdn tab Frame. H)p thoal Frame
Properties xuét hign, trong hdp Show scrolibars in browser, nh&p chon myc
Always dé hién th| thanh cudn cho Frame.

Sau khi nh&p OK dé déng hop thoal Frame Properties, thanh cudn sé
xuét hidn bdn phal Frame dugc chon.

D& ngudi sit dyng khdng thé diéu chinh kich thudc cac Frame clia ban
ti&n hanh nhé&p bd chon myc Frame Is resizable in browser.
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BAI TAP &: KNOWS (FRAME)

Ban cén luu y mot didu 1a viéc thit dat nay chi cé hidu lyc trong trinh
duyét Web, khi & trong Word van c6 thé diéu chinh kich thu6c céc Frame.
4. DAT TEN CHO CAC FRAME

N&u muén diéu khién sy hién th| trén cdc Frame trong trang Web khi
ban nh&p vao mot sidu lidn két (hyperlink), m8i Frame c&n dit mot tén riéng.

Muén gén mot tdn chon Frame nao d6, ban hdy dit diém chén vao
Frame d6, sau d6 nhdp nit Frame Properties trén tab Frames. Trong h{p

I T

—— e
—

Trong hp Name, nhap t8n cho Frame d6. Ban h&y nhé ring tén clia

céc Frame c6 phan blét dang chr va cé th st dung ca hal loal: Ky ty va s6 dé
d#t tdn cho Frame va t4n khdng dugc c6 khodng trAng.

M&i Frame trong trang Frame phal c6 mot t8n riéng. Word s& cung cép

mot cél tdn méc djnh cho Frame néu ban khéng dit tdn nhu: frame1, fame2._
5. X6A MOT FRAME

P& x6a mOt Frame, ban dit diém chan vao trong Frame d6, rél nhép nut
Delete Frame trén tab Frames.
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6. TAO MOT TRANG FRAME CHO M{T TAI LIEU DAI

N&u muén tao mot trang Frames dé trinh bay ndl dung clia mt tai ligu
dal bAng cach st dyng céc tya dé, sl dyng 1énh Table of Contents Iin Frame
dé tao mot trang Frame gém c6 mot Frame b&n tral chifa cac “siéu lidn k&t”
(Hyperlink) va mdt Frame b&n phai trinh bay ndl dung tuong Ung clia tidu dé
st dyng 1am Hyperlink dé.

P& hidu rd han mal ban tham khado va 1am theo céc buéc hudng dén
sau:

Tru6c tién mé
mdt trang mdl, sau
d6 nhép tab Insert >
Frame > Frames >
chon New Frames
Page.

Trén tab Frames, nh&p vao niit New Frame Above.

Mot dudng vién sé xut hién, ban hay nh&p vao dé va d|nh lal kich thuéc
khung header cho vUay.

D‘DI———)D, ,D,D'D' H
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Nhé&p d#t diém chén vao Header Frame va nhap ndi dung tléu dé. Sau
dé, quét chon dang tidu dé, chon font chl, kich thudc chl, canh 18 ho#c dinh
mau tuong ty nhu trong mét tal lidu Word binh thudng.

S ] |
——— :

|

Hop thoal Save As xut hidn, chon § dia va thu myc cho flle va nhap tén
file vao hop Flle name, sau d6 nhép nut Save dé luu file.
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Khi d6 hdp thoal Microsoft Word 2013 nhu hinh duéi xuét hién.
Nh&p OK déng hdp thoal Microsoft Word.

Khi d6 mdt dudng blén xuét hién chia Frame d#t diém chén thanh hal
Frame. Ban hdly nh&p vao dudng bién d6 dé diéu chinh kich thudc cho Frame
trél va Frame phal sao cho hgp Iy va phu hgp vél ydu céu cong viéc.

[ MICROSOFT WORD 2013 ]

------------- W en Gy Tyt gty o S M b

——————— ———————=———
E=] _J
Mot dong béo 181 xu&t hin bén Frame bén tral, ban ding lo, chi vigc x6a

n6é @i va nhdp vao tya dé cia mot file trong cac flle clia tal lidu (VI dy:
CHUONG 1) hodic s dung mot hinh &nh dé dal dign cho file d6 cling dugc.

Ban c6 thé dinh dang cho tya dé d6 bling cdch chon font va kich thudc
ch@_-binh thudng nhu trong tal liéu Word.

TAO LIEN KET (HYPERLINK)

A N O I

D8 tao lldn k&t cho “CHUONG 17,
quét chon "CHUONG 1". Sau d6 nhép I8nh 5 Eony
Links > Hyperlink trén tab Insert. R Paste Optioas
Ho#ic quét chon tidu dé réi nh&p chudt B0
phél, trén danh sdch xuéng nh&p chon 1énh A fore.
Hyperiink. N Bargraph.-
Bl Seve Curent Frame As...
HOp thoal Insert Hyperlink xuét hién, BB Frame Propenties...
dé k&t n6l vl mot file hotic mot trang Web Define
da c6 trong mdy thl trong khung Link to - Synanyms %
Tianglate
nh&p myc Existing File or Web Page. @ eiechwith 5y
2 New Comment .
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Trong khung Look In, chl dudng dAn d&n thu myc chita flle ho#c trang
Waeb s3 dugc trinh bay cho tidu dé trén (CHUONG 1).

Sau d6, nhép chon tén file hosic trang Web nay dé né hién th| trong
khung Address.

Nh&p tiép nit Target Frame, hdp thoal Set Target Frame xuét hidn.

Trong khung trinh bady cdc Frame, nhdp chon Frame s& trinh bay ndi
dung file d& chon, d8ng thdi khi ban nh&p chon Frame thl tdn clia Frame dé
cling xuét hidn trong hp bén canh.

N&u nhd t8n cdc Frame, ban cé thé chon tif hdp d6 clng dugc.

L |

Dé khi ban ré trd vao tiéu dé Hyperlink, mdt bAng nhd s& xuft hién trinh
bay thong tin ng&n gon vé Hyperlink dé, ban nhép vao nit ScreenTip & géc

phél trén hdp thoal Insert Hyperlink.
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HOp thoal Set Hyperlink ScreenTip xuft hidn, nhap doan van badn ma
ban mudn n6 hién thj khi r8 con trd qua tidu dé 1ién két.

Xong nh&p OK
Nh&p OK déng hdp thoal insert Hyperlink.

Khi d6 dong tldu dé s& bién ddi thanh mau xanh c6 gach dudl va khi di
chuyén con trd 18n s& hién th| ndl dung d& nhap khi tao ScreenTlIp.

¢

file:///c\users\win7 spl-64\desktop\
word-2013 cho nguoi moi\D1 lam quen voi

giao dien word 2013-28.doc !
Ciri + Qiick to follow Bnk

Chuand |

..................................

Khl nh&p vao tidu d8 “CHUONG 1" I&p tirc ndl dung chuong 1 88 xuét
hidr trong Frame b&n phal, ban cé th§ dung thanh cudn dé xem ngi dung.
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MICROSOFT WORD 2013
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N&u ban khdng tao ScreenTip cho tidu dé Hyperlink ndo dé6 thl Word sé
sl dyng dudng din cla file hay trang Web dugc chon dé lién két véi tidu dé.

Be/'e'd 1ach 2100 wneh word

e -—
¥ N S Sihg ) 4079 SEL On2 Bprg 0 Ung Papran® ofoen gn) ¢
P 0§ 46 M
Tiang R Ag =p Won M e O @G

v b € Mozmoesd ol aln
ata s ngay v 1 Ay ‘ol Saowt" &

A BB mar S PO
= o

Va sau d6 ban tiép tyc lam tuong ty theo cdc buéc huéng dén trén déi
véi cac chuang con lal trong tai ll§u. Sau khi d& hoan thanh vigc tao Hyperlink
cho todn bd tai 118u, nh&p nut Save tr&n thanh Quick Access Toolbar.

Pé chi djnh cho mot trang Web hay flle nao dé ludn dugc trinh bay trén
Frame dugc chon m&i khi trang Frame dugc m& ra. DAu tlén, ban nh&p chon
Frame d6, r8l ban nh&p vao niut Frame Properties trén tab Frames.

Hop thoal Frame Properties xuft hidn, nh&p chon tab Frame. Nh&p vao
nit Browse bén phal hop Initial page dé chon mot file.
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Budng din va tén file dugc chon da xuét hién trong h¢p Initial Page.
Nhé&p nat OK dé déng hdp thoal Frame Properties.
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BAITAP S

HIEN TH] - IN

CACH HIEN TH|

Ngoal cdc cdng cy hd trg dinh dang va hidu chinh céc chic néng dé bs
trf hay bdo vé véin ban, Microsoft Word 2013 md rdng thém tab View cho phép
tiy chon nhiéu ch& dd hién th| tai ligu gitip ban cé thé quan sét va kiém tra van
ban nhanh chéng va tién Igi.

PAGE LAYOUT REFERENCES MALINGS

HOME
[Iomh. \) (7] Ona Poge [0 View Sicta by Sida -
m E Draft [:l Gridbnes :‘:‘ e @ Maipe Page i E E ®] Synchronaia Scroliing ’ E E%
a N-vapmn Pene (0 Page Wihh w,,,_ M Reset Window Pasition | indows = | =
l_ao- Window Macion

Chung ta 88 tim hléu chic néing clia timg muyc trong tab View d8 hiéu rd
hon nhiing tién Ich ma né mang tdl ngudi dang.

DOCUMENT VIEWS

Muyc nay chla cdc ché d9 cla man
hinh lam viéc nhu: Ch8 d9 dugc dinh dang
binh thudng, ch§ dd cac thanh thudc va
thanh tidu dé b che m4t..

Print Layout dUOC | uiwemswmmmmiin T Wik w-a
cal la ch§ dd mic djnh cla ' i
chuong trinh  Microsoft BAI TAP

Jrrord 2012, HIEN THI - IN
Khi chon ché 49 nay,
ban c6 thé thyc hign t&t ca cACH HIEN TH)

Ngodi cdo 08ng oy hd tro dinh deng vi hidu chinh odo ohdo nling d b
céc thao téc dlnh dang Cho rf hay bdo v§ vin bin, Microsoft Word 2019 md réng thém tab View cho phép

van ban. Man hinh hlén thl :yncmn';h:h:';h‘“og;:‘:lwmMugiﬂpb‘ncélhlquunlllﬂki‘mhvlr
trang van ban nhu th& nao h.'.' | A ———
o T b e ﬁl;l;l;

thl khi In ra, k&t qua gl&ng ;H;:: Bean
nhu valy. Chang ta 84 tim hifu chdo nlngohlammunhomthb'd‘ nibu r&

O s o
on nhing tiYn loh ma nd mang 4l ngudi dang
@ JPOCUMENT VIEWS

) .
1 Muyc ndy ohum oo ohf d§ cda mdn !

! [anh 1am vidc nhu:. ohd 86 due dnn deng | | B IR O Ot ¢
! |pinh thudng, ohd a6 oo thanh thudo vi : | ., IR Eom |
! |nanh tidu 68 bj che miit_ ' | Mode Bl Loyout |

‘ ; ‘w :LI-
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Read Mode: Tal lidu s& chuyén sang ch& dd hién th| dang quyén séch
gém hal trang glup cho ban d8 dang quan sét. Cac thanh phén chinh sifa nhu:
thanh trinh don, thanh tidu dé, thanh trang théi.. dugc &n dl nhdm mé rdng
viing quan sét trén man hinh. B§ trd vé ché dd Print Layout, nh&n nat ESC.

ru—

AiTAPS |

HIEN TH] - IN

ohoM HIffN TH|

Ngodi odo odng ey M 1rg dinh dang vh hi¢u chinh ado chua
nding dé b6 trl hay bdo v§ viin bdn, MicrosoN Ward 2013 md rdng
thém lab View oha phdp Wy ohan nhibu ché o¢ hién th 1 ligu o o ten vty o g o g w0 Ve

.+ @iUp ban od thé quan sdt vé kidm ira viin bdn nhanh chdng vé
TR POt e L
- - - - — Read Mede: Wi ligu ad chuyln sang ché d9 hién Ih| deng
Chung ta e8 tim hiéu chue niing cda ting muc frong lab View quyén ssoh gdm hai rang giup aho ban dé ddng quan edt. Céc
4 hidu 18 hon phing lidn (ch md nd mang Idi ngudl dang. thanh phdn chinh sda nhur. thanh irinh dan, thanh Héu dé, thanh
DOCUMENT viaws treng thdi_ duge én di nhdm md rng ving quan adt trén mdn
hinh. D6 trd vé ch Print Layeut, nhdin ndt £80
-::::::c: ’u HIM- L, 6 a4 n
A Gang v Sasing, o8 d( ode ad gl L
Fam oute W e 0y o i Sw Mode !
el vom
E=es EET =

cu nd bu O aqng W MY

Outline View: Ché& d0 nay sip x&p viin ban clia ban thanh céc c&p d¢
tidu dé va than bal. Mgl thao téc thyc hidn trong chg dd nay déu s& anh hudng
dén todn bd van ban cua ban.

Khl sl dyng ché dd ndy c6 thé tao ra nhing ban dé cuong trudc khi
soan thdo cdc van ban 16n va quan sét ching vél muc d¢ bao quét han. C6 thé
sl dyng ché dd nay dé tao nhanh bang myc lyc. Diu dic bigt & day la: khl
soan thao vén ban, c6 thé trinh bay nhlng y tudng theo mot trinh ty glip cho
ngudl doc dé hiu hon.
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D4u tién 1a nhOng y chinh, trong m&i y chinh ¢6 nhiéu y nhd va trong
timg y nhd cdn c6 nhing y chi tiét hon. Va clr thé cho dén nhimg chi tiét sau
nhé&t, nhd d6 ban d& dang chuyén d8i gilla cdch quan sét téng quét va chi tiét
& tal lidu cha minh. V8l m8l y chinh hodic y chi ti§t ban c6é nhiing tidu dé va
phén van ban cla né, phén vin ban nay gol la phén than va cé thé cé hodc
khong. Trong ché dd ndy, trdn thanh menu xuft hign thém tab diéu chinh

Outlining Toolbar.

2
Chic néing clia céc ndt trén tab Outlining Toolbar:

¢ | Promote: Nang c&p tidu dé con va phén than 18n mot c&p cao hon.

Demote: Giang c&p tiéu dé con va phén than xudng mot c&p.

Demote To Body Text: Gidng c&p tidu dé con va phén than di theo
thanh phdn than cho tldu d8 con cung c&p. N&u khéng cé tidu dé
con cung c&p thl ching trd thanh phén thAn cho tidu dé con cla

c&p trube.

a | Move Up: Di chuyén tidu d8 con ho#c phén than 18n trén tidu dé con,
ho#ic phén than dung truc né, ma khdng thay déi chlc nang.

v | Move Down: Di chuyén tidu dé con hodc phén thAn xubng duéi tidu
dé con hodc phén than di sau né, ma khéng thay déi chirc nang.

t JF

+ | Expand: Hién th| tidu dé con ho&c phén than clia c&p ké ti&p duéi cp
hién hanh.

Collapse: Che tidu d8 con ho3c phén than cla cdp th&p nhét so véi
c&p hién hanh.
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Y nghfa clia céc ky hidu phan cép:

© | Phén véin ban theo sau la tisu d& con nhung tiéu dé con nay cé tiéu
dé con cép th&p hon ho#ic than bal.

© | Phén vin bén theo sau la tidu dé con nhung tidu dé con nay khdng c6
tidu d8 con cép th&p hon ho#c than bali.

® | Phén van ban theo sau Ia than bal.

Draft: Ch& dd nay cho phép xem vén ban & dang phéc thao.

Teo mot phéc thao: BD&n 9 clp dd tidu dé k& ca phén than bai, chuong
trinh 88 Ul d4u dong theo céc khodng nhdy tab Ung cho timg c&p 4§ va thudc
tinh v&n ban cGng s& thay ddl & ting cp dd. Tidu dé con c&p mot sd dugc
dinh dang bdl Style Heading 1, tidu dé con cép x (2, 3, ...) 88 dugc dinh dang
bél Style Heading x, ph&n than dugc dinh dang bdl Style Normal. Céc style
Heading va Normal d& dugc djnh nghia s&n bdl Microsoft Word. D& tao ra mdt
ban dé cuang, truéc tién phal chuyén sang phuang thidc hién th| Outline, réi
mdi bt ddu nhép van ban. Khdng nén nhap vén ban truéc béing phuong thirc
Print Layout vi n6 s& gdy khé kh&n cho viéc phan c&p tiéu dé con.

Dé dinh c&p cho céc tidu dé con, ban hdy nhé ndi dung nhap vao ddu
tién chinh 14 tidu d& con c&p mot. Sau khi nhap xong ndi dung cho tidu dé con,
nh&n Enter d& k&t thic viéc tao tidu d8 con d6 va tao ra tidu dé con ké tiép
cung c&p vdi tidu d8 con vira tao.

N&u mubhn tao ra tidu dé con k& tiEp c6 c&p nhd hon c&p cla tidu d8 con
hi®n hanh, dua con trd d&n cubi tidu d8 con hién hanh va nh&n Enter dé tao ra
tiéu A& con mdi, sau d6 nh&n Demote trén Outlining Toolbar d& gidm c&p cho
tidu dé con mdi.

N&u muéhn tao ra tidu dé con ké& ti§p c6 cp I6n hon c&p cua tidu dé con
hién hanh mot cép, dua con trd d&n cudl tidu dé con hién hanh va nh&n phim
Enter dé tao ra tidu d8 con mdi. Ti&p theo, nh&n Promote trén Outlining
Toolbar dé thang c&p cho tidu dé con méi.

N&u mubn tao phén than cho tiéu dé con hién hanh, & cudi tidu dé con
hidn hanh, nh&n Enter d§ tao tidu dé con mdi, sau d6 nh&n nut Demote To
Body Text trén Outlining Toolbar d& bi&n tiéu 48 con méi thanh phén than.

Khi thay d6i c&p cho mot tidu dé con, chuong trinh s& di chuyén t4t ca
tidu dé con thir c&p va phén than cla tidu dé con dé di theo va chuang trinh
clng s ty ddng dinh dang lal tidu d8 con theo c&p bac méi clia né.

Pé thay d8i c&p cho mt tidu dé con, ta thyc hién 1 trong 3 cach sau:

Céch 1: Chon tidu d& con cén thay déi c&p, nh&n nit Promote dé thing
cép hotic nh&n Demote d& gidm cAp.
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Céch 2: Chon tidu dé con cén thay déi c&p, nh&n t§ hgp phim Alt + Shift
+ mdl tén trél trdn ban phim d8 thang cfp va Alt + Shift + mGl tén phal dé
glam cép.

Céch 3: Di chuyén con trd tél cdc d&u phan c&p, con trd bién thanh biéu
tugng mai t8n b&n hudng. Nh&n gilr nGt chudt, rél kéo tidu dé con dén c&p bac
mél, di chuyén qua trél dé thang c&p, hodic qua phai dé gidm cép. Trong lac di
chuyén, con trd s8 chuyén sang biéu tugng mai tén hal d4u.

M3 RONG HAY THU GON TAI LIEU

D& quan sét tdng quét toan bd van ban, ban c6 thé mé rdng hay thu gon
tal lidu. Mudn md rong phén vain ban ndm dudi tidu dé con timg c&p mot: chon
tidu dé con, réi nh&p nat Expand (biéu tugng d&u cdng). MS8I 1&n nh&p nut
Expand, chuong trinh 88 md& rgng mdt cép.

Mubn md rdng tt ca tidu dé con cp dudi va phén than cla mot tidu dé
con: nhip dup chudt 18n biéu tugng d&u cdng ngay baén tral tisu dé con.
Mu6n hién th| t&t c& ndl dung phén than, bd chon dfu kiém & 6 Show First
Line Only.

P& thu gon phén véin ban ndm dudi tidu dé con ting c&p modt: Chon tiu
dé con, réi nh&p nit Collapse (bi§u tugng dfu tr). M8i 1&n nh&n nat Collapse,
Microsoft Word s& thu gon mot c&p. Mudn thu gon tét ca tidu dé con cép duéi
va phén than clia mt tidu dé con: nhép dip chuft 18n ddu cdng ngay trén tidu
dé con. D& hién th| chl ddng ddu tién clia ndl dung phén than, nh&p chon
Show First Line Only. MuSn m& rdng hay thu gon & mdt cp nao dé, ban
nh&p chon muc Level mudn md rdng hay thu gon.

DI CHUYEN VAN BAN

P& di chuyén tidu dé con hodc than bal tir v| trl ndy dén v| trf khac trong
véin badn ma khdng &nh hudng dén cép cla tidu dé con: chon tidu dé con hay
thAn bal mudn di chuyén, nh&p Move Up ho#c Move Down dé di chuyén 18n
hay xubng. Ban cling c6 th8 dung chudt dé di chuyén: Nh&n va gid con trd
trén d&u chuén bén tral van ban, con trd bién thanh mai tdn b&n d4u, ré chudt
dén v| trf méi, l16c nay con trd bién thanh hinh mGi t8n hal dfu, sau khi di
chuyén dén vj trl ban c&n thl tha chuft.

DANH SO THU TV CHO TIEU BE CON

Ban c6 thé danh s& th( ty cho céc tidu dé dé van ban dugce rd rang. MJ
rong hodic thu gon tai ligu dén cp ban mudn danh s§, chon tab Home >
BULLETS AND NUMBERING.

Né&u In hé so trong phuang thic phac thdo, Microsoft Word s& chl in
nhimg phén v&n ban & cép tidu dé con c6 hién th| trén man hinh, coén nhing
phén van ban bj che s& khong dugc hién th| sau khli in.
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SHOW: D& hién th| hodc &n mot cong cy nao d6
trong véin ban, chl cén ddnh d&u kiém vao bAt ky & nao Ruler
trong myc nay. [ Gridiines
e Ruler: Hién th| thanh thuéc trén man hinh. [ Navigation Pane
e Gridlines: Cho phép 6 Iu6l xudt hién trén vin Show
ban.

Ngoai ra, ban c6 thé thao tdc don glan tryc ti8p ngay tr8n cac nut 1®nh
ndm & géc dudi bén phal clra s8 chuong trinh.

|® m - i + 110%]

Trong hdp thoal Zoom, cdn cé nhiéu tdy chon khéc:
o Page Width: Hién th| chiéu ngang trang gify bAng d9 réng man hinh.
e Whole Page: Hién th| nguy8n mot trang trén man hinh.
o Text width: Hién th| chiéu ngang trang gify b&ng chiéu rdng van ban.
e Two Pages: Hién th| hal trang tr&n man hinh,
Many Pages: Xem nhiéu trang tdy thudc vao gia trj chon trong Percent.
One Page: Man hinh hién th| mot trang gidy.
Two Pages: Man hinh hién th| hal trang gidy.

WINDOW N

New Window: M§
mdt clta s mdl chia tai
lidu hidn hanh. ! l
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Arrange All: X&p 16p t&t ca céc clia s8 chuong trinh dang mé theo kiéu
canh n6l canh trén man hinh.

L&n lugt thyc hién
/’T S — céc tuy chon, thiét lap
e céc thdng 86§ In nhu sau:
—— Trong muyc Printer,

— nhfp vao tam gléc
| - ngugc x§ xubng danh

séch dé chon mdy In k&t
néi.

Sau d6, nh&p Printer Properties d§ md& hop thoal thiét lap thudc tinh
mady In. Trong hdp thoal vira xuéit hién c6 2 tab Layout va Paper/Quality.

B

Tab Layout:
s Orientation: Chon hudng in.
- Portralt: Kh§ gify ding.
- Landscape: Kh§ glfy ngang.
= Page Order: Thu ty trang In.
- Front to Back: TU trudc ra sau.
- Back to Front: TU sau ra trudc.
= Page Format:

- Pages per Sheet: Chon s6 trang dé In trén mdt trang gify: 1, 2, 4, 6,
8, 16.
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Tab Paper/Quality:

= Page Source: Ch& dd nap gidy vao mdy in.

- Automatically Select:

Chon ty ddng.
- Manual Paper
Cung cép gidy bAng tay.
= Color: Mau sAc Iin trang.
- Black & White: In tréng

den.
- Color: In mau.
Thiét 18p trang In:

Tru6c khi in cén kiém tra lai
thong s8. Bén dudli Settings,
thiét 1ap ché 49 in va trang In
theo céc tdy chon sau:

Feed:

nomam- aoca-
| Advanced_. |
oK ]| G |

o Print All Pages: In t4t ca s& trang trén tai lidu.
¢ Print Selection: In phdn van bdn hodc d6i tugng dé hoa dugc chon

trén trang.

¢ Print Current Page: In trang v&n ban dang d#t con trd chon.
o Print Custom Range: Nhép vao trang In cy th§ hodc nhimg phan doan

da chon dé in.

—

Chon myc Print Custom Range
néu chl mudn in vai trang van ban va
nh@p cac s6 trang phu hgp. Danh sé
trang hodic cdc vung trang dugc phén
céch bing d4u phdy, vi dy: 1, 2, 3, 5-12.
Viéc nh@p vao céc s& trang nhu trong vi
dy trén sé ra 1&énh cho Microsoft Word in
ra trang 1, 2, 3 va céc trang t 5 dén 12
trong tai ligu.

e Only Print Odd Pages: In trang 18.

e Only Print Pages: |In
trang chén.

Even

¢ Print One Sided: In mdt mit gidy.
e Manually Print on Both Sides: LAt gidy khi dugc nhic in mat sau cla

trang gidy.
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Print Cne Sided

Only print on cne side of th...

\ Print One Sided

| Only print on gne side of the page

Manually Print on Both Sides

=  Reload paper when prompted to print the second side

Khi chon in ra
nhidu ban gifng
nhau Word sé& tién
hanh céng viéc In
déng thsi vdl viéc
kiém tra d8i chigu
theo tdy chon:

¢ Uncollated: In tiing trang clia m8i ban sao.

e Collated: In ting ban sao mot.

P& tranh sal x6t, truSc khi in, c&n phdl xac dinh khd gify in, hudng gldy
in, canh |18 trang sao cho phu hgp vél trang van ban. Ta c6 thé theo nhiing
méu da dugc thist 1ap s&n hodc chon ché d6 tdy chon dé thiét 1ap cac théng s&
tdy y. Clng c6 th8 &n dinh s& trang van ban trén mot t& gidy: 1, 2, 4, 6, 8, 16
tuong ty nhu thao tac thiét 1ap trong hop thoal Printer Properties. Dt con
trd d&n cubl cac tly chon cua Settings, nh&p chon Page Setup d8 hop thoal

xuét hién.
Settings | i
% Print All Pages = L
The whole thing —_—
|® R -
Print One Sided = -
Only print on one side of th...
JEI Collsted %
== 123 123 123
3]  Portrait Orentation - Mutiple pages  [Mormal £
=
EI Custom Page Size - i
=l 827" x9.45" — -
E r—
II'J] Custom Margins v = | =
"'E—:” 1Page Per Sheet -
Pa up e
= l —=
gq Immnmm| I ot || Coneet |
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Trong hdp thoal nay cé nhiéu lya chon dé thiét dit cdc thdng s8 vé: Ché
dd nap gify vao may in, c3 glfy s dyng, hudng In gify. Sau khl chon xong,
nhé&p nut OK.

Khi d& thyc hién nhing thao
tac chinh siia, Itic nay tal ligu da sén ]
sang cho thao téc In. Trong 0
Coples, ta c6 th8 &n dinh s§ lugng
ban in b&ng cdch nhap gla tr| d8 &n
dinh s6 ban in.

Meo trénh In viin ban ngoal y muén

C6 thé vl ydu cdu an toan théng tin ma ban khéng dugc in van ban khi
chua cén thiét. Tuy nhién, van cé trudng hgp nh8 tay b&m nh&m thao tdc in vi
chic ning nay ludn thudng tryc trén Word. D& kh8ng ché chifc ning in tic
thdl khdng cén x4c nhan clia Word, ban héy thiét 1ap tdy chon thdng béo trudc
khi thl hanh I8nh in.

Tuy chinh nay rét cdn
thiét trong trudng hgp ban |
thudng xuyén xU ly hay xem ‘
lal nhimg trang tai li®u bl mat
nhét 1a trong van phdng 8O |- || —=—mcom
|

dyng mdy In n8i mang. Thiét
lap tuy chinh nay, trudc tién
vao menu Flle > Options dé
md& bang Word Options.

Trong Word Options >
Trust Center > chon nut
Trust Center Setting. Nh&p e e e e
chon Privacy Options, tim
va dédnh d4u kiém vao chuc
n&ng Warn before printing,
saving or sending a flle
that contains tracked L ——
changes or comments.
Cuéi cung, nh&p chon OK dé
hodan tat. S e
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Ngoal ra, cdn c6 mft cach
dinh dang khéc d8! véi nhirng tal
lidu mang ndl dung ridng tu, don
glan dé la giai phdp khéng cho In
van bén ra gify. Ban cén lya
chon toan bd trang vén ban (Ctrl
+ A). Sau d6 b&m nit chut phal
va chon myc Font trong trinh dan
thd xuéng, ddnh d&u vao muyc
Hidden rél &n nuit OK. Hoan tAt
thao tdc ndy, ndl dung van ban
88 dugc &n di. D& hién lal trén
man hinh, chon File > Options
sau d6 dédnh dfu myc Hidden
text rél nh&p chon nit OK.

Hoan thanh buéc nay, toan bd ngdl dung van ban hién thj trd lal trén man
hinh, tuy nhién n&u In ban s& chl dugc k&t qua Ia trang gl&y tring.

ane
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Mgo In hinh kh8 gi&y 16n bidng méy in nhé

N&u chl c6 mdt méy In mau dé in cd gify A4 nhung ban lal mudn in ra
nhimg t&m &nh c6 kich thudc “khéng 18" dé trang trl trong gia dinh. Ban méi
nh&t clia chuang trinh 12 “Rasterbator Standalone 1.2" c6 thé tai midn phf tai
http://arje.net/flles/Rasterbator_Standalone_1.21.zlp dudi dang file nén ZIP
¢6 dung lugng 866 KB.

Khi tai v8 mday xong,
ban chl viéc bung thu muyc
chda chuang trinh vao & cing
vda nhfp dip vao file
Rasterbator.exe d& chuong
trinh ty ddng chay. COng cuy
mang tén “The Rasterbator”
sé giip ban thyc hién diéu
tudng nhu bat kha thi nay.

Chuong trinh sé& khéo 160 “cAt” t&m &nh s& ra thanh rat nhiu phdn nhd
b&ing nhau véi kich thudc cia m8i phdn bing ding khé gidy A4.

Ban chi viéc in ra toan by nhitng phén nay, sau d6 ghép lal vdi nhau cho
chinh x4c nhu trdé choi ghép hinh cua trd em va dan 18n mdt noi nao d6 da
chuén b| s&n, ban s& c6 mot tdm &nh “to dung” khdng thua kém gl I&m so véi
cAc poster quang céo.

Khi cal dat, hdy nhé chon ngdn nglr ban cé thé hiéu (thudng la tiéng
Anh) réi nh&n vao “Continue” dé thyc hién cac budc:

Nh&n vao “Browse” d& tim d&n buc anh cén in réi nh&n “Open” dé hién
ra dudng d&n dén t&m anh réi nh&n “Continue”.

Chon kh8 gify cia mdy in, néu t&m anh Ia khd duang thl chon “Portrait”,
n&u 1a khé ngang thi chon “Landscape”.

3 6 “sheets”, ban lya chon s6& t& cén tal “The Rasterbator” cét ra cho
minh. Luu y s6& t& cang nhidu thl t&m &nh cla ban cang I6n va c6 thé dén muc
khéng 16.

Nén tinh todn ky mat bang dan anh trudc khi ra 18nh cho “The
Rasterbator” cét hinh. S& t& t81 da ma “The Rasterbator” cé thé cét cho ban
la d&n 1.000 t&m, dU cdc tao ndn mdt bang quang céo I6n.


http://arje.net/files/Rasterbator_Standalone_1.21
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BAITAP 7

NHING LOI THUGNG GAP KNI
SOAN THAD VAN BAN

Trong qué trinh soan thdo van ban, ngudl diing s& gip mot s rac rél
khé glal quyét. Nhing 18i nay tdy vao ting trinh soan thdo khac nhau, du6i day
la mot s& 181 thudng gép va huéng giai quyét cia ching.

L& FONT cHU

Trudc khi soan thdo phéal thyc hién thiét 1ap cac dinh dang trong chuong
trinh h8 trg gd tiéng Viét. Nhu vdy sé tranh trudng hgp nhdy chl va sal kiéu
gd, dél kiéu char-..

VI dy: Pang sl dyng font Times New Roman thi chon bang ma Ia
Unicode. N&u dang sU dyng font VNI-Times thl chon bang ma VNI Windows.

(%2 UniKey 4 0 RC2 [ X |

- Didu khién
Bang mé:  Béng
by gd: @ Kbhitnic
Phim chuyédn:
Vietnamese locale CP 1258 & Mo ring
Unicode t8 hop
UTF-8 Literal
@ Huémg dn |NCR Decimal
NCR Hex
LOI KHOANG CACH GIUA CAC CHU
— - —
Khi soan théo vin ban, dol s

khi chlr bj cach ra xa sau khi gé
dfu nhu sau: “Tu &ng Th yy". I

D8 khéc phyc, chon File > ‘
Options > Advanced, trong |
khung Cut, copy, and paste ban :
bd dfu kiém & 6 Use smart cut ‘
and paste, sau d6 nh&p OK. i
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LOAI BO CHUC NANG KIEM SOAT LOI CHINH TA

Office c6 chic nang kiém soét 181 chinh ta va ngQ phap ting Anh, nén trong
v&in ban ti8ng VIat hay xu#t hign nhirng d&u gach du6i mau db r&t khé doc.

J——ﬁ.
TUY CHINH CHO HOA THUSNG PAU DONG

Tuy chinh chl hoa thudng d4u dong la ché dd ty ddng clia Word, khi g&
mdt chl thudng & ddu dong Word 8 ty ddng slfa thanh chl hoa va ngudgc lal.
D& thiét 18p lal chic nang nay, hay chon Flle > Options > Proofing nh&p vao

nit AutoCorrect Options_

Hop thoal AutoCorrect. = =
xufit hién, néu khdng mudn
hién th| chO hoa ddu dong hay
nhp bd dfu kiém & 6 || . -

Capitalize first letter of
sentences trong tab
AutoCorrect, sau d6 nh&p OK.

Nguae lal ndy ddnh d&u k'4ém vao 'énh nay.
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S8 THU TY XUAT HIEN KEM THEO KHI NHAN ENTER

L&i nay xuét hign khl 1

nh&n Enter xuéng dong
trong vén ban, s§ thi ty 2
xufit hidn & d&u dong. 3
4
5

C6 mot cBu chuyén k€& rdng: MOt ngu
bao quanh v8l moi thi lac thd khdng
dén dén chao anh ta va néi: “Ngal c6

bri. "

Nh&p chon menu Page Layout
> chon Line Numbers > Line
Numbering Options_. HOp thoal
Page Setup xu&t hién, nh&p chon
tab Layout.

Page Selup

Mltplml Paper l mT}'

Sectionstar: RTINS - |

[ suppress endnotes

—

Trong muyc

Preview, nhép
chon nidt Line
Numbers..

Hop thoal Line Numbers xuét hign, bd
ddu trong 6 Add line numbering, sau d6

nh&p Ok.

AN VA HIEN S6 TRANG

Sau khl soan thdo ban thyc hién dénh s& trang, chi thfy xuét hién chQ
Page ma khdng xuft hidn s& trang. D8 khdc phyc diéu ndy, hay nhép chon
File > Options > Advanced. Trong myc Show document content nhép bd

dfu kiém & 6 Show fleld codes instead of their values,

sau d6 nh&p chon

OK. Ngugc lal, ddnh dfu vao d&u kiém dé khéng hién th| n(ra.
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Show document content

0 Show bookmarks

[0 Show crop marks

[0 Show background colors and images in Print Layout view
[C] Show text wrapped within the document window

[0 show picture placeholders®

Show drawings and text boxes on screen

Show text boundaries

Show field codes instead of their values

Field shading: [When selected |~ |

PUONG VIEN DANH DAU VAN BAN

Bén ngoal vién ban théng Page ma khdng xud]
thudng c6 mot dudng vién dé danh Flie > Options
d&u khodng céch soan thao. ukifma 6 Sho

Dk. Ngugc laiddnh ¢

Nh&p chon Flle
> Options >
Advanced, trong myc
Show document
content nhdp bd dfu
kiém & 6 Show text
boundaries, sau dé6
nhép OK..

Show document content

[0 Show background colors and images in Print Layout view
O Show text wrapped within the document window
O Show picture placehoiders®
Show drawings and text boxes on screen
[0 Show bookmarks
Show text boundaries
Show crop marks

| I Show field codes instead of their values

Ngugc lal, ddnh dfu dé c6 thé th&y dudng vién tuy hoi réi khi xem nhung
d8 dan trang ndi dung v&in ban

HINH CHEN VAO VAN BAN B AN

Khi hinh chdn vao vén |Show document content
bdn bj &n di, hdy dung céach [ Show heckground colors and images in Pint Liyout view

sau: Nhé&p chon File > Options [ Show tex wrapped within the document window
> Advanced. Trong khung Show picture placeholders ©

Show document content, nh&p Show drawings and text boxes on screen

bd dfu kiém & 6 Show picture O Show bookmarks

placeholders, sau d6 nhdp OK. Show text boundaries
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LOI IN NGUOC TU TRANG CUOI LEN TRANG PAU

Khi in, méy In thyc hién in ngugc thay vl in t trang ddu ma bit d4u in tu
trang cubl, kh&c phyc trudng hgp nay bAng cach: nh&p chon File > Options >
Advanced, trong khung Print nh&p bd dfu kiém & 6 Print pages in reverse

order, sau d6 nh&p OK.

Print

[J Use drsft quality
[ Print in background®

Print XML tags

E}Pﬁm pages in reverse order

[ Print field codes instead of their values
M Allow fields containing tracked changes to update before printing

CHU TREN VAN BAN B| AN

Khi soan van ban, gé chll nhung khong
hién 18n va trén thudc khdng hidn s&, dé khidc

phyc dung céach sau:
XU ly d6i v6l Windows 7:

» Trén man hinh desktop, nh&p chuft phai

chon 1é8nh Personalize.
Personalize xu#t hién,
Window Color.

HOp thoal
nhdp chon

_

Desktop Background Win lo
Solid Color Sky

HOp thoal Window Color
and Appearance xuft hién, nhép
vao hQp thoal Message Box.
Trong & Color, chon mau den,
sau d6 nhép OK

To tum on Windows Aaro, select a Wi

Accen thame.

Foty

h‘ u'h

theme. Colors and sizes salected
heva apply only i you have selected the Windows 7 Basic thema or an Ease of

ColoeL:  Color 2:

Colon

(B

Sae:
o[

Q@M |
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XU ly d&i vél WinXP:

» Trén desktop, nh&p chuft phal va chon Properties. Hp thoal
Properties xu&t hién, chon tab Appearance > Advanced, nh&p chon
vao hop thoal Message box, trong myc Color ban chon mau den, sau
dé6 nhép OK > OK.

CHU “I” THUONG BIEN THANH “I” HOA

Vi dy: ch@ “réi” = “ré1”

L3I nay do ché do auto hiéu ti€ng Viét thanh ti&ng Anh. D& khic phyc,
chon File > Option > Proofing sau d6 nh&p chon AutoCorrect.

Word Options

General Change how Word corrects and formats your text.
Display

AutoCorrect options

Change how Word corrects and formats text as you type l AutoCorrect Options... |

LL_Languege ,
HOp thoal AutoCorrect: English (U.S.) xu&t hign, nh&p bd d&u kiém & 6

Replace text as you type, sau d6 nh&p OK.

AutoComect Enghsh (United States)

| AutoFormat | Adtions
AutoCorrect [ Math AutoCorrect l AutoFormat As You Type

Show AutoCorrect Options buttons

] Correct TWo INitial CApitals

Capitalize first letter of gentences
Capitalize first letter of table gelis
Capitaiize pames of days

Comect accidental usage of cAPS LOCK key

eplace text as you fyp=|
R@blace: with: © paintext O Formatted text
| | |

KHONG CHO PHEP DANH SO TRANG

L8I xuét hién do viéc sao chép file & nhiéu ngubn khac nhau ho#c khéng
thyc hién djnh dang dang trang, khdc phyc bdng cdch: Trén menu Insert,
nh&p chon Page Number > Format Page Numbers.. H)p thoal Page Number
Format xuft hign, trong khung Page Numbering nh&p chon 18nh Continue
from previous section, sau d6 nh&p OK.

"



MICReSSFT Wonn 213 pANE coe ncvdi gA1 afs BAt TAP 7: e L1 TWine g4 P KW S84R THAS VAN BAN

Page Nl;mb(:l Fomat

Number format: Il, 23, .. Bl

Eﬂﬂ IE, ‘ O include chapter pumber

Page Tet Quick WordArt Chapter starts with style: IHead&ngl !vll

l"‘“,“ﬂbfr S BOX S Plfs I~ I Use separator. u
_1 B Iopof Page = Examples: 1-1,1-A
5 Bottom of Page »

- Page numbering
) Page Margins ’ ®|gontinue from previous section|

(%] Cument Position » Osatat [ 1N

B( Remove Page Nu
LOI KHI GO cHU HOA PAU CAU LA NGUYEN AM cO DAU TIENG
VIET THU NHO.
P& chinh sta 181 nay, hdy nh&p chon Flle > Option > Proofing >
AutoCorrectOptions.

|A; E;; Change how Word corrects and formats your text.

AurtoCorrect options

Change how Word corrects and formats text as you type LAutoContct Options... ]

L
Hop thoal AutoConmect English (United States) B

AutoCorrect xufit || AutoFormat | Adtions
hién, nh&p bd dfu || _AstoComed ||  MathAutoComed |  AutoFanmat As You Type
klém 4 6 Correct Show AutoCorrect Options buttons
TWo INitial Comect TWo INitial CApitals
CAp“ah' sau dbé Capitalize first letter of sentences
nh EP OK _E Capitalize first letter of tadble cells

TUY CHINH BON V| O KICH THUGC TRANG

Don vi méc dinh trong Word thdng thudng la 1a Inches, nhung trong khi
soan thdo chlng ta thudng ding don v| la centimeters. D& chuyén déi dinh
dang nay, hay nh&p chon Flle > Optlon > Advanced, trong khung Display & 6
Show measurements in units of chon lai 1a Centimeters.
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Word Optiens

General
Display
] Show this number of Recent Documents:
O Quickly access this number of Recent Documents: |4
Save
Show this number of unpinned Recent Folders: I
Le -

Show mesasurements in units of:

Style area pane width in Draft and Outline views
Customize Ribbon [ Show pixels for HTML features

Millimeters¥
Quick Access Toolbar Show shortcut keys in ScreenTips RN
Add-Ins Show horizontal scrofl bar Picas
= ‘

AN THANH CUQN

Khi thanh cudn doc va ngang bi&n mé&t, sé gy khé khén cho ngudi ding
quan sét va 1am vidc. Thyc hidn md thanh cudn 18n bang cch sau: Trdn Menu
Flle nh&p chon Option > Advanced, trong khung Display danh d&u kiém vao 6
Show horizontal scroll bar dé hién th| thanh cudn ngang va Show vertical
scroll bar d& hién th| thanh doc.

General
Display
Display
Procks Show this number of Recent Documents: m (0]
" O Quickly access this number of Recent Documents: Ill M|

Language Show measurements in units of: |In<hes : I
Style arga pane width in Draft and Outline views: [0°

Customize Ribbon O Show pixels for HTML features

Quack Access Toolbar Show shortcut keys in ScreenTips
Show horizontal scroll bar
Show vertical scroll bar e
Show vertigal ruler in Print Layout view

KHONG CHO PHEP X6A VAN BAN

Khi t6 chon mdt doan vin ban dé thyc hién ghi d& hodc nh&n phim
BackSpace dé§ xéa nhung khdng thyc hién dugc. D& khic phyc, hidy nhdp
chon File > Option > Advance > Editing optlons, sau d6 danh d4u vao 6

Typing replaces selected text.

Add-Ins
Trust Center

m
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— Advanced options for working with Word.
Display
Procfing Editing options
Save 1yping replaces selected text
Language When selecting, automatically select entire word
& Allow text to be dragged and dropped
Use CTRL + Click to follow hyperfink
Customize Ribbon [0 Automatically create drawing canvas when insesting AutoShapes

THEM NOI DUNG THI KY TY PHIA SAU B| XOA BO
Khi thém ndl dung b&ng cach gd vao truéc mdt doan van ban thi cac ky

ty phfa sau bj x6a bd.

Kh&c phyc bang
céch: Nh&p chon File >
Option > Editing
options va nhép bd d&u
kiém & 6 Use overtype
mode nhu hinh:

B Iyping repinces selected text

[ Allow taxd to be gragged and dropped
B Use CTRL + Click to follow hyperink

[ Use smart paragraph sefaction
[ Usg smart cursoring

[] Use oyertype mode s
) Ferpt tn update sie

] When salecting, sutomatically salec? entive word

[0 Automaticglly crests drawing caman when inserting AutaShapes

O Use the Insart key to control pvertype mode

PHIM TAT KHONG SU

DUNG DUQC

XU ly trudng hgp ndy bing
céch: nh&p chon File > Option >
Customize Ribbon, nh4p chon nat
Customize.

Hop thoal Customize
Keyboard xu#t hién, nh&p nut
Reset all ri nh&p Close.

[ —— e ———
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AN BIEU TUQONG PASTE DI KEM VOI HANH BONG.
Khi dén van ban trong Word r’ Chuc muang sinh nha

hay xufit hidn nat Paste option
kém theo, gay céan trd khi thao tac.

D& 4n biéu tugng Paste option, hdy chon Flle > Option > Advanced,
trong khung Cut, copy and paste, nh&p bd d&u kiém & 6 Show Paste Options

button when content is pasted.

Pasting Gefween Jocuments TKeep Source Formathing (DS euN]
Pasting between documents when style definitions conflict: |Use Destination Styles (Defaulkt) |
Pasting from other programs: |xupSom¢Fonmmg(Ddu§

Customize Ribbon Jrsent/paste pictures ax

Quick Access Toolbar B2 Keep bulets and numbers when pasting text with Keep Text Ondy option

Add-bs O Use the Insert key for paste

e Show Paste Optians button when content is pasted

Use smart cut and paste® | Settings...

TAT THONG BAO INVALID CHARACTER SETTING

Khi thyc hidn chén céac phép toan trén bang biéu thi xut hidn thdng bdo
invalld character setting. Nh&p chon Control Panel > Region and
Language, trong hdp thoal Region and Language chon tab Formats, & myc
Format chon English (United States), sau d6 nh&p OK.
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UNG DUNG LENH TRACK CHANGES VA COMMENT

Track Changes cho phép hién th| nhiing thay d8i da dugc thyc hién trén
mot tai lidu va luu lal mdt bdn "nhap*® nhing gl thyc hién trén van ban mdt cach
khoa hoc. TU d6 s& cho thdy céc thao tdc thay d8i vé ndi dung da dugc thém
vao, x6a di hay chinh sifa nhu th& nao.

Nhé& c6 ch& dd ndy nén khi & trang thal Print Layout, Web Layout va
Reading Layout, nh’ng ndl dung bj xéa hay dugc dinh dang lal sé xu#t hign
trong mdt vong chu thich phia ngoai 18, nhin gi6ng nhu cach ching ta thudng
dung but dé stra vin ban trén trang gidy viét hang ngay.

Thyc hién Track Changes: trén menu Review, tai myc Tracking, nhdp
chon 18nh Track Changes. Khi ban nh&p mot 14n 18n nat Track Changes, nén
cla nut sd thay d8i mau sic. Khi thao tac, van ban s& dugc danh ddu cho dén
khi t4t Track Changes va nh&p nut Track Changes I4n niia d& tit.

= %[SimpleMarkup ']

ek Show Markup *
Show % P

Comments

0 Reviewing Pane ~

Tracking F]

Ti&p theo, cac thao tac trén v&in ban nhu chadn ho3c x6a van ban, hay di
chuyén viin ban ho3c d8 hoa Track Changes s& danh d4u lal nhu hinh:

» Nhing ndi dung bj x6a xu#t hidn trong khung hinh chlr nhat b&n phai.

» Nhing ndi dung viua thém vao sé dugc gach dudi.

» Nhling dudng ditt quang ddnh d4u nhiing phén c6 sy thay ddi, noi ndi
dung dugc x6a hay thém vao.
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Sau khi thao tac xong, mudn ghi cha lai giai thich v8 nhiing thao tac vifa
thyc hién, hdy thém mot ghi chi b&ng I8nh Comment.

Thyc hién thém Comment vao vin ban: d&t con trd chudt vao cudl
dong van ban noi mudn chén Comment. Trén menu Review tai muc
Comments, nh&p chon bidu tugng New Comment.

Nho. o0 ché 00 Tmek Changes | 58 =
m.n,mrmumuugg 784 b

bi xda hav duac dinh dana iaisf yufl | |
jwdn_ong mél wing shi hich phis k
baod(i4 nhin gifng nhu calch chilng i

: d Mj . i I :.'-‘
|2l
i
Mot khung Comment xu4t hién & géc phai van ban, td muén ghi chu sé
dugc 8 sang cung mau véi mau cta hinh ch nhat cha ghi chu. Ban cé6 thé
phan bi¢t Comment va nhiing v&n ban bj x6a b&ng céch:
e Khung hinh chir nhat chifa ghi chi dugc danh d4u nhan Comment.

e Khung hinh chll nhat chfa Comment c6 td mau, con khung hinh chr
nhat chla van ban bj x6a chl c6 vién méi c6 mau.

e Khi chudt ré vao vj trf Comment s& hién thj tdn ngudi thyc hidn ghi cha.

Nhimg thay d8i do nhiéu ngudi thyc trén cung 1 van ban, ban c6 thé
nhan ra sy thay d8i do ai thyc hién. B& phan biét viéc chinh sla cta ting
ngudi tham gia hidu chinh trong cung mdt vén ban. Hay di chuyén con trd
chudt 18n vin ban ban sé thdy mt khung chl ra t&n clia ngudi sifa va céc loali
cla cédc sta d8i, chiAng han nhu "dé xéa" (deleted) hodc "chén” (inserted).
Céc ScreenTip ciing hién thj thong tin da b| x6a ho#c chén vao vin ban.

sdein, %/13/2011 226:00 P Insertad:

Nhd ¢ 6T h es ma NiGa cou ched Aol Track Changes mas 60 traing
Neb | aunutud Readina | aunut nhing chd | el i 2 s iy R A a2
. adwain, 9/13/2011 2:45:00 PM chi thich ph mmét healn trong Mol voemg chuli thich phis ngoasi

commented 148 ega vé

Ngoai ra, cdc thanh vién tham gia chinh slia cing c6 thé Iya chon mau
sic 88 danh d4u.

Luu y: Sau khi tit Track Changes thi nhidng thay d6i tiép theo cla ban sé
khéng con dugc Word danh ddu naa.

Trén menu Review, tai myc Changes c6 ) R & Previous
céac tuy chen khac nhu sau: @ 9 BY Next
e Reject: D& khdng thay d8i cung mot luc [rccept Reject

ho#ic lién tyc céc thay d8i, hodc dé ta
chdi t4t ca cac thay ddi cang mot luc. =

Changes

1L
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"« Previous: Xem titng ghi chd hoc hidu chinh theo huéng Idn trén cua tai liu.

¢ Next: Xem theo hudng xudng cudl cla tai lidu.

e Accept: Chép nhan sy thay déi cung mot lic ho#c lién tyc cac thay déi,
hosic d8 ch&p nhan t&t ca cac thay d8i ciing mét luc.

MOt 88 chic niing khéc trong Track Changes:

An tam thdi nhitng thay déi:

N&u mudn xem lal phén thay ddi van ban dugc thyc hién bdi nhidu ngudi
khac nhau. Hay di chuy&n con tré chudt vao hidn 1&n ScreenTip c6 hién thj tén
clia ngudi chinh stfa. Nhung n&u van ban 14 tai ligu dai thl s& rdt mét thai gian
dé tim Comment xem Ia ctia ngudi ma chang ta mudn kiém tra, c6 thé Iam &n
Comment clia nhing ngudl khac chi khdng &n phdn Comment clia ngudi ban
dang cén tim.

Céch thyc hién nhu sau:

Trédn myc Tracking, Bic 1 r .

§/4 [Simple Markup - &) Previous

nh&p chon Show Markup > l E} S &) Next
A esnmk

E Show Markup ~

Specific People > All Reject ¢
Reviewers d§ x6a dfu [| Y Sommens X
chon. T&t cid nhGng higu |{ ¥ Ik | Changes '
chinh sé bj &n di. v Insertions and Deletions

| v Formatting 1

Specific Pecple

|| Highlight Updates Bl winrse1-64
= Qther Authors
Sau d6, nhd&p chon Bﬁ Simple Markup ~ B &) Previous
dong Show Markup I18n nGa, | FEETEEETRIS ) Next
nhdp chon vao Speclfic — 'H
o ‘| v Comments =
People va chon tén cua
Ink Changes

ngudi dang tim. Phin W Y

Comment va phén hidu v Insertions and Deletions

chinh cla ngudi via dugc v Formatting l@ ity
chon sé hidn 18n. Khi da thyc } Balloons N
hidn xong, mubn t&t ca

Comment cla nhdng ngudi

khéc déu hién 18n, nh&p chon Highlight Updates
Show Markup sau dé chon Other Authors

All Reviewers. '
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Xem tal lidu tru6c va sau khi thay dsi

Khi vé&in ban cé r4t nhiéu Comment va
stia chlra, ban muén xem lai van ban trudc
khi chinh stfa thay ddi nhu th§ nao, thyc
hién nhu sau: Trdn menu Review tai myc -
Tracking nh&p chon Shimple Markup sé
x8 xubng 4 tily chon, nh&p chon Original.

Pé xem lai Comment, nhip
Markup va chon All Markup. Ngugc

vén ban khi céc higu chinh xong, hday nh&p

chon Simple Markup.

Hidu chinh khung va dudng
vién clia Track Changes bing céch:
Trdn menu Review tal muyc

Tracking, b&m nat Hop thoal

Track Changes Options xuét hién
cho phép thyc hién hidu chinh.

LT

Track

_hanges ~ i)

Simple Markup

%
Simple Markup
All Markup
No Markup

Trai

Simple
lal xem

4

Track

Changes ~ k

Simple Markup
B | Simple Markup

Tran No Markup

—~ Onginal

Track

%

Simple Markup ~

Tracking

Show Markup ~
Changes ~ 5] Reviewing Pane ~

]

Trong khung Balloons cla hdp thoal Track Changes Options c6 céc

ché& d9 hién th| nhu sau:

Track Changes Options

Show
M Comments

M ink

M Fommatting

[ tighlight Updates
Qther Authors

] Insertions and Deletions M Pictures By Comments

Balloons in All Markup view show: IComments and formatting | v |

Reviewing Pane:
Nothing
LAd‘ﬂ“CCd Options... | ’ Change | Comments and formatting
oK I Cancel

¢ Revisions: Cho phép ludn ludn xuét hién 6 ghi cha trong qua trinh thao

tac van ban.
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e Nothing: Khdng cho phép xu4t hién 6 ghi chu trong sudt qua trinh thao
tAc van ban.

e Comments and Formatting: Cho phép xu#t hign & ghi chu d8l véi
nhiing 16l cha giai va thao tac thay d8i trong van ban. Riéng nhiing dong
véin ban bj x6a di sé hién thj véi dudng ké gach ngang.

DANH SO HAI TRANG TREN MOT TRANG GIAY

& mot s8 van ban, ngudi st dung muén trén mot trang gifly chia thanh 2
trang va danh s§ trang nhu binh thuédng, Word khdng cé chuc ndng nay nhung
c6 cach thyc hién dya vao chic ning Header/Footer dé thyc hién diéu nay.

Vi dy: Van ban chia thanh 2 cot va dai 2 trang. Ban muén & trang tha
nh4t cOt 1 d4dnh s& 12 “Trang 1" va cOt 2 danh s6 14 “Trang 2, con trang tha hal
thi cot 1 ddnh s& 1a “Trang 3" va cft 2 danh s& trang la “Trang 4”.

Thyc hién theo cac budc sau:
e Trudc tién, m& ché dd Field code.

Nhap chon |l

File > Options, Genennl | Show document content
hop thoai Word Display | [ Show hackground colors and images in Print Layout view
Options xu4t Proofing i| DO Show text wrapped within the document window
hién, nh&p chon O Show picture placeholders©

Advanced sau ST drawings S e orAgg e

O bookmarks
d6 nhip déanh e

Show tegt boundanies

dfu kiém vao 6 CustomizeRibbon | [ Show crop marks
Show field codes Quick Access Toolbar : l_ Show field codes instead of theis values
Instead of their Add-Ins || (Fiedchading, [When selected |z
values.

e Budc tiép theo, thyc hién chia cdt va phan b8 trang:

Trén menu Page WNSERT  OesoN [ |

Layout, trong khung Page — = 2 Bresks~ Indent

Setup nh&p chon mdi tén 4 ID f

phia dudi géc phai ctia nhém e Comrmng [ Line Numbers - | £ Lef

lénh nhu hinh bén. . o b Hyphenstion- | B Right
Page Setup

.

Hop thoai Page Setup xu#t hién. Trong myc Margins clia tab Margins,
diéu chinh khodng céch tu 18 trén, 18 duéi, 18 tral, 18 nhu hinh: Trong
myc Orlentation nhip chon kiéu trang gify, gla sif ta chon trang gify n&m

ngang Landscape.

m
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K& tigp, nhdp [
chon tab Paper. o) muyc
Paper size chon khd
gidly A4 vdi Width
29.7cm; Helght 21icm,

chon xong nhip OK. T
Thyc hién chia cdt bling

céach, trén menu Page li
Layout chon Columns

> More Columns..

Hop thoali Columns xuét hidn, trong myc
Preset chon Two chia van ban thanh 2 cit.

'E Breaks ~
#0) Line Numbers
be Hyphenation

[ —
N

—

E— L]

K&t qua nhu hinh sau:

Nhd of chd dd Track Changaz md d keng hdi Prini
.ayout Wab Layout! wl Raading Layoutl nhing chd bi
hay duqc dinh dang lai sd mudthidn Fang mdt vdng chd hich;
shia ngodi i nhin gidng nhu afich ching ta hudng ding h‘
id e.la win bdn bén bang gidy vidl hdng ngdw ‘

Nhdp chon 18nh More
Column dé md hyp thoal Colums.
Trong myc Width and spacing, I " D r E
nhdp bé d&u kifm & 6 Equal SO
column width dé c6 thé ty dién
khodng cédch cla tung cft, & 6
Width dién d9 rdng tuong ung véi
cdt (Col #) 1: 9.5cm; (Col #) 2:
9.5cm. Chon xong nhdp OK nhu P 5 ot e o

hinh bén. e e
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Ta c6 k&t qud nhu
hinh bén.

e Tao Header/ Footer.

Trén menu Insert
nh&p chon 18nh Header
ho#c Footer (& day ta chon
Iénh Footer).

N Az A= S Line ~
O | E]E 4 s

Header {38 Page Ted Quick WordArt Drop
- Al Number v | Box~ Parts~ - Cap~

s

%04 Object ~

Trong Footer, chén 1 bang biéu bao gém 1 dong 3
cdt. VI trong trang gidy c6 2 cdt va gilla 2 cdt c6 1 khoang
cach khi nhin giéng nhu trang gidy cé 3 cét nén ta tao
bang 3 cOt a8 d& diéu chinh hon.

K&t qua nhu hinh duéi.
= .

I | l =

Tuy chinh thAng hang véi cft trong trang gify, ta c6 k&t qua nhu hinh.

I-Ml] | L
{ ;
1

Sau khi canh chinh xong, nh&p chon vao bang tuong ing véi cft 1 trong
trang gify, trén ban phim nhén t§ hgp phim Ctrl + F9 xu#t hién 2 dfu ngodc
nhon, nh4n ti€p d&u béng.
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Pzt con trd chudt trong 2 d&u
ngo#c nhon d6, trong khung Text clia
tab Insert, nh&p chon Quick Parts >
Field— HOp thoai Fleld xu#t hién,
trong myc Fleld names cla khung
Please choose a field, chon Page
sau d6 nh&p OK.

A= [k Signatureline ~
= [ Date & Time
I WordArt  Drop . .

part- - Cap~ '@ Object -

¥ AutoTet
[® Document Propesty

B Building Blocks Organier...
[y Save Selection to Quick Part Gallery...

Field

No field aptions availabie for this fieid

Please choose a field ———— | Feld properties
Categories Formag:
1,23 - —
l_“' .................. E 1-- 3.
a0 G-
ABC ..
LN
LN |
mit,haiba,... I
Use Default Numbenng |
Desaiption
Insert the number of the aurrent page
| Fietd Codes |

Preserye formatting during updates

l‘}_llcml

Két qua, xuét hién doan coéng thic nhu hinh dudi:

A GO RUATTY

Sau d6, gé thém *2-1 vao trong cong thic nhu hinh dudi:

Tiép tyc nh&n t8 hgp phim Shift +
F9, k&t qua s8 Ia s§ 1. VI doan cdng thuc
{=(PAGE \"MERGEFORMAT}} dugc hiéu
1a 88 1 (m#c dinh trang), khi {1*2-1}=1.

D& danh s§ trang cho cdt 2 trong trang gidy, copy s8 1 vifa tao dugc dan
vao cdt tuang dng véi cdt 2 trong trang gidy. 3 cot 2 hdy slta doan cong thuc

thanh *2.
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Sau d6, nh&n t6 hgp phim Shift + F9, k&t qua sé la s§ 2 nhu hinh dugi:
(Foomt] & - #_

1

10

Khi soan van ban thanh nhiéu trang, nhitng trang sau sé ty ddng dédnh
s§ trang ting dén. Gia sU chuyén sang mot chuong k§ tiép nén muén trang bAt
ddu khong phai 1a 1 ma la 3. Thay d8l méc djnh trang bAt ddu bding c4ach, chon
insert > Page Number > Format Page Numbers_ Hp thoai Page Number
Format xu4t hién, trong myc Page numbering & 6 Start at: G vao s§ 2, xong
nhdp OK. Footer s& ty dong thay d8i, k&t qua nhu hinh duéi.

Number format I 1,23, .. E|
F’a g& Tm Qukk WOI'dA D Indude dﬂmtf r_‘umw

N8 | Box~ Parts~ v
(hapter starts with style: IHudingl !vI
i Jop of Page |
% Use separator: l- {(hyphen) l:l

El Bottom of Page » Examples: 11,1-A

l B Page Margins ’ Page numbering
@ Current Position 8 O Continue from previous section

[ oK | I Cancel -I

3 4

LAP MAT KHAU CHO VAN BAN

Khi da soan thdo van ban xong, mudn cho moi ngudli xem nhung khdng
muén ho chinh stta ndi dung hay dinh dang trong van ban. Microsoft Word
2010 c6 chic ning Protect Document c6 thé d4p ung yéu cdu nay. C4ch thyc
hién nhu sau:

Trén menu Review, nh&p chon _
Protect Document > Restrict Editing.
Hop thoali Restrict Formatting and Compare
Editing xu#t hidn phfa b&n phal trang =
soan thao. Compare | Protect
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Trong hdp thoai cé6 3 myc: Formatting restrictions, Editing restriction,
Start enforcement.

Formatting restrictions: La chuc R 2 Y v x
estrict Editin

néng bdo v8, khéng cho thay d8i djnh 9

dang trong van ban. N6u muén kich hoat L. Formatting restrictions

chic ning ndy hdy danh dfu kiém vao 6 ﬁﬂf‘":y::;“m"“ to a selection

Limit formatting to a selection of styles. | -
Start enforcement: Nh&p chon vao 3. Start enforcement

Yes, Start Enforcing Protection. Are you ready to apply these

settings? (You can turn them off

HOp  thoai Start Enforcing later)

Protection xuét hién.

[ S

Nhé’p chon muyc Sté}t Enforang Protection

Password, & O Enter R —
new password (oPtIonal) ® Password
dlén mat khgu mdi VéO, 4 (The document is not encrypted. Malicous users can edit
0 Reenter password to the file and remove the password.)
confirm dién mat khiu lai Enter new password (optionaly. "l
I14n n@la. Thyc hién xong Reenter password to confirm: | |
nhip OK. Q User authentication
PR {Authenticated d nt protection.

i I The document Is encypted afiRestricted Accers is.
nhiu chuong trinh cla enabled)
cdc hang thu 3 cho phép o ][ cancer |
tim lai mat khéu.

Sau khi thao tAc cac buéc trén, néu khdng bit mat khu sé khdng thé
thay d8i dinh dang trong van ban clia ban. K&t qua, thanh cdng cy trong Word
nhu hinh dudéi.

C ]

——

Editing restriction: & myc nay c6 chic nang bdo v& van ban rong han,
chi cho phép ngudi khac xem ndi dung chir khdng thé thay d8i, hay chl c6 thé
thay d8i nhiing phdn do ban chl dinh. Nh&p chon Allow only this type of
editing in the document d& kich hoat chic n&ng nay va nh&p vao hinh tam
glac ngugc hudng xudng dudi cé 4 tdy chon:
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v

Restrict Editing
L. Formatting restrictions

X

[ Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

& Allow only this type of editing

in the document:
INo changes (Read only) I vI

2. Editing restrictions

[4 Allow only this type of editing
in the document: =

No changes {Read only)

Comments
Filling in forms
No changes (Read only) snd

Ehoose users who are allowed to

freely edit them.

Tracked changes: Chi dugc phép thyc hién thay d8i nhung c6 dé lai

d4u vét (c6 thd khoi phyc lai ban géc).

van ban, chl cho phép doc.

Comments: Chi dugc phép thém vao céc ghi chi trong van ban.
Filling in forms: Chl dugc phép thay d8i c4c d6i tugng trong bidu miu.
No changes (Read only): Khdng cho phép thay d8i b4t cu diéu gl trong

Luu y: 2 Tuy chon Comments va No changes (Read only) c6 thé thiét I3p

mét b loc ching thyc quydn ngudi dung.

Sau khi da thiét 1ap xong, ban chon
Yes, Start Enforcing Protection d& b4t ddu
thiét 1ap mat khfu bao vé vin ban cla
minh. H)p thoai Start Enforcing Protection

3. Start enforcement

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

xu&t hién.

C6 hai hinh thilc bao v8,
dung mat khdu (Password) va
dung bd lgc chung thyc ngudi
dung (User authentication).
Nh&p chon myc Password.

» Trong khung Enter new
password (optional) dién
mat khdu méi vao.

ol

(21X

Start Enforang Protechon

Protection method

@© Password

(The document is not enaypted. Maliac us users can edit
the file and remove the password.)

Enternew paxnwordiioptionale| oS e

Reenter password to confirm: |**

O User authentjcation

{Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is

enabled.)
[ oX :)ll Cancel I

» Trong khung Reenter password to confirm dién mat khiu lai 14n n@a.
Thyc hién xong nh&p OK dé hoan t4t.
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Céch x6a mét khéu

P& x6a bd mat khiu, trong hop thoali : N
Restrict Formatting and Editing nhap | Restrict Editing ¥ *
chon Stop Protection, HOp thoai | Your permissions
Unprotect Document xuft hi¢n, trong 6 This document is protected from
Password dién vao mét khu ma ban da unintentional editing.
tao truéc d6, xong nh&p OK. You may only view this region.

| Find Next Region1 Can Edit |

| | | show An Regions 1 can Edit |

[ l I [ Highlight the regions I can edit

K&t qua, thanh cdng cy trong Word
sé trd lai binh thudng:

FRLE INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VE
g;z”' [WiHeve <[t ~|A &7 |- |0 |EE-i= -0 || 8]
e/
P-'stegiwp.im BZUu-s&x|A-¥-A-E=sm|i=-|>-2-
Clipboard [ Font [ Paragraph [

Tuy nhién, néu ngudi dong khéc bi§t mat kh{u c6 thd ho sé dé dang hly
bd nhimg thiét 1ap trén va c6 thé chinh sifa tiy y van ban cla ban.
TRUY CAP NHANH DPEN CAC VAN BAN

Céch nhanh nh4t va théng dyng nh&t dé truy cap dén cé4c file van ban
thudng sir dyng trong Microsoft Word hién nay la chon Flle > Open rdi tim dén
vin ban c4n mé& ra. Word cdn c6 mot tinh nang &n khac, chic nang tuong ty
nhu nat 18nh Open.

. Hay nh&p chon File > Options > Quick Acess
Toolbar (ho#c ban cé th nh&p chudt phai vao bét ky dau
trén cac thanh cong cy réi chon Customize Quick Acess

Toolbar).

oolbar Below the Ribbon

Show Quick Access

Customize the Ribbon...
Collapse the Ribbon

124



MICRBSSFT WORD 2813 BARE C20 ¥l sAT 8A0

BA1 TAP 7: meme b1 Towing cAr xm so4n TRAS VAR BAN

Khi clra s Customize
xudt hién, chuyén sang
khung Choose commands
from bén phai.

Nhdp vao tam giac
huéng xudng va chon All
commands d& hién th| toan
bd tuy chon, trong danh sach
x8 xubng chon tuy chon
Word 97-2003 document.

Choose commands from:®
Popular Commands

a

I:

Popular Commands -
Commands Not in the Ribbon

Macros

Choose commands from:®
All Commands |

White Space Between Pages
Who k...
Window
\Werd 97-2003 Document
Word Count...
Word Justify

Sau d6 nh&p nhat Add, phia bén phai trong khung Customize Quick
Access Toolbar xuft hign biéu tugng Word 97-2003 Document. Ching ta da
tao ra dugc tdy chon riéng cho soan thao vdéi tén 1A Word 97-2003 Document.

K&t qua nhu hinh duéi:

-

P& x6a tdy chon vira tao, chon File > Options > Customize nh&p chon
vao biéu tugng vira tao sau d6 nhdp nit Remove.

Add >>

<< Remove

Werd 97-2002 Decument




BAI TAP 7: e Lbi TowinG GAP KM s8N TRA® VAR BAN MICRESOFT WERD 2813 RANE 00 moudi BAT 8/

Bay gid, ban c6 th& si dyng tly chon mdi nay dé luu lai nhimg file vin
ban ban thudng st dyng bding cach sau:

Hay md mét trong nhitng v&n ban thudng s dyng, sau d6 chon Word
Document, trong 6 File name gé tén dé& luu va nh&p nit Save dé Iuu van ban
vao thu myc Templates tif menu bén trai.

— o —

Nhu vay tén van ban miu da c6, sdn sang cho ban truy cap bét ci luc
nao. D& g3 bé t8n cla van ban, nh&p chudt phai vao van ban va chon Delete.

TRUC TRAC VE FONT CHU
Font chi thudng gay réc r6i cho ngudi dung. Mot s6 18i ma ta c6 thé gip
khi 1am vidc v6i Word ma ta c6 thé khdc phyc sau:

Khéng cé font chit: Nhidu ngudi dang sU dyng van ban cé font la, cho
nén khi ta m& vain ban & may khac c6 th§ khdng hién th| dang ndi dung.

1z
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Céch khic phyc la tim céch cai thém font d6 trdn may (font tai vé
trdn mang).

Véi may dung Windows 7 ta chi N .1
cn md Windows Explorer nhu hinh '

dudi. Sau d6 md thu myc chira font
cén cai dat thém va chon font nhu hinh
bén. Clra s méi xuét hidn, nh&p chudt
phéi chon Install trong clfa s méi mé.

N&u font da c6 trong mdy, clia s8
Install Font véi théng bédo nhu hinh
duéi xuét hién. Nh&p Yes.

MOt vét sdng lan dén tu trai sang phai, khi két thic cho biét qua trinh cai
dit font da xong.

Doan vin chi c6 mdt chG & hang cuéli, cén hig¢u chinh.

van ban khi trinh bay chl Poan van nhu hinh bdn chi c6 mdt
c6 mdt chit & hang cubi: VI dy chir nhu & hang cu8i, ta khdng nén dan
nhu: trang vain ban nhu thé.

C6 th8 di chuy8n chudt t6i cubi chr “trinh® hay chl “bay” sau d6 ddy
thém vai khoang trdng dé cho thém mot hay nhiéu chi roi xuéng hang duéi
cung. Ta c6 k&t qua nhu hinh dudéi.

van ban khi trinh baylchl Vin ban khi trinh bay
c6 mot chit & hang cubi: Vi du chl c6 mdt chlt & hang cubi: VI
nhu: ey  dy nhu:

MOt cach khéc la dung cach nén ch hay dan. Dung chudt nh&p va kéo
r& td chon toan doan vin sau d6 chon Home > Font va nh&p vao mi tdn nhd

& ban phai d€ md& hop thoai Font.

17
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Trong hdp thoal Font, chon tab

[ e [ o W
ﬁ — Advanced sau d6 nhdp vao mii t&n
— bén phdi muyc Spacing va chon
T ] Condensed n&u mudn dén chir lai
] hay chon Expanded n&u mudn dan

~ chl ra. Mic d dén hay dan chir tuy
|}l vao gia trj nh@p trong myc By. Chon
xong nh&p OK.
CHUYEN pOI FONT

Trong thyc t§, mdi vung mién

| — st dyng mot loai font ti€ng Viét khac
— nhau, n8u mudn chuyén d68i c4c loai
J font véi nhau ta c6 th§ dung phén

mém chuydn dung. Gia s & day ta
chon UniKey.

Céch thyc hidn: T6 chon doan vian ban cin chuyén.

By

Chon Ctrl + C d8 Iwu doan | e e o im S ——

véin ban cén chuyén sau dé6 nh&n
t8 hgp phim Ctrl + Shift + F6 dé
md& hop thoai chuyén ma UniKey
Toolkit. Chon ma Ngudn va ma
font sau khi chuyén d8i (Pich).
Chon xong nh&p nut Chuyén maé.

Khi thong bdo Result cho biét da chuyén ma font thanh cong nhu hinh
trén, nh&p nat OK sau d6 nhdp nit Déng trong hp thoal UniKey Toolkit..
Nh&p nat Ctrl + V d& chép doan vin ban vira duge ddi font vao doan van ban
cG. Chon font méi trong bd ma font vita chuyén déi.
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BAITAP S

MED HAY TRONG WORD 2013

¢ VIET BLOG BANG WORD 2013
Soan thdo Blog la mdt ing dung trén Web, cé nhiu chuang trinh
chuyén d8 soan thao.

Phién ban Office
2013 da c6 nhiéu cai tién
hd trg rat t6t 3 soan va e
tao Blog. Ngudi ding cé o
th8 dung ngay cac (ng
dung quen thudc trong
Word dé thyc hidn soan
thdo céc bai trén Blog.

Céc budc thyc hién
Buéc 1: Nhdp vao nit Office bén géc tral cua giao dign Word sau dé

nh&p chon New > Blog post.

Tal khung bén phai nh&p nit Create d§ khdi
tao Blog.

Blog post -

Dmantped dan 14 €8
By A &k & % O O vey

Word xuft hién thdng béo m ) v
nhéc ding ky tai khoan Blog truéc FLE m

khi tao bai viét. Ho#c trén menu
Blog Post nh&p chon 1énh Manage

Account d8 thiét 1ap tai khodn trén Publish Home Insert
trang dang tai Blog. v Page Category
Blog
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Buéc 2: Hop thoal Blog Accounts xust hién, nhdp New dé tao tai khoan
cho Blog. K& tip, ban chon hd théng blog dé cung cdp username va

password. § day ta chon WordPress.

Y New Change | | «/ SetAsDefault | | X, Remave

Default l Name l Host l

|New Blog Account {2 § x| 7

Welcome to the blog registration wizard. This wizard will help you
configure Microsoft Word to post to your blog. To get started, choose
your blog provider:

Blog |Choose your blog provider | v Refresh List
My prd Choose your blog provider
1don’| Blogger

SharePoint blog [ Nt || cance |
Telligent Community
TypePad l

| Other

Hép thoai New WordPress Acount xu#t hién, nh4p tén ngudi dung trong
User Name va mat kh4u tai Password sau d6 nh&p nat OK.

New WordPress Account (2 x|

Enter the information below to register your WordPress account. Click OK
to contact your provider and configure your account settings.

Enter blog information

Blog Post URL Ihttp://< Enter your blog URL here>xmhpcphp }

Help me fill out this section

Enter account information
User Name [THU PHUONG |
Password F"'l l

[0 Remember Password

l Picture Options I I OKQ_I l Cancel ]

Ldc nay, ban cé thé soan bai viét cho Blog ciia minh véi Word 2013.
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Sau khi hoan thanh, dé xu&t ban 1&8n Blog hdy nh&p nut Publish >
Publish d& ding bai ngay hay nh&p nit Publish as draff d& Iuu lai bAn nhap.
Ngoai ra, ban cé th§ dung cac nuat trén thanh céng cy Blog post khac nhu
xem trang chu (nit Homepage), chinh sifa (nit Open Existing).

& THIET LAP MYC LYC TRONG WORD 2013

D& tao mdt myc lyc cho cac vin ban hay bai tdng két trong Word, ta
dung c4c Heading Styles.

Vi dy: Ta c6 nhidu Heading 1, Heading 2_ tuy theo ndi dung cla tai lidu.
Khi thém ho#c x6a bat ky Heading nao tu tai lidu, Word sé cap nhat vao myc
lyc ty ddng. Word cling cip nhat s§ trang trong myc lyc khi théng tin trong tai
lidu dugc thém holc x6a. Khi mudn tao mdt myc lyc ty ddng, diéu d4u tién c4n
phdi Iam 14 danh d&u cac myc trong tai lidu. Myc lyc dugc djnh dang lya vao
céc cdp dd cta cac Heading. C8p dd 1 sé& bao gém bAt ky ndi dung nao dugc
dinh dang vdi kiu Heading 1.

Tao d&u myc lyc

Ta c6 th€ danh ddu cdc myc trong muyc lyc ty ddng theo mdt trong hai
cach sau: SU dung cdc Heading dugc xay dyng sén, ho3c danh d4u cac myc
van ban riéng.

SU dyng c4c Heading Styles dugc cai sén:

e Chon ndi dung mudn djnh dang thanh Heading.

e MJ tab Home chon Heading trong nhém Styles.

Az8bCcD |AaBbCc| AaBbccD AaBbCc AaBbC: AaBbCc 40BbCcDd
¥ Caption | ¥ Normal Stylel TNoSpac... Headingl Heading2 || Heading3 | Heading 4

Styles

Chon mai t&n & géc phai ctia thanh cuSn dé mé thu vign Style dé lya
chon. Ta cling c6 thé ty tao mot style bAng cach: Nh&p chon Save Selection
as a New Quick Style.
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A2BbCeD JAaBbCc | A28bCcD AaBbCc AaBb(C: AaBbCc AaSblcDd AsBblcDd
1Caption | INormal | Stylel  TNoSpac.. Headngl Hesding2 Hesdingd Hesdingd

MBBCDd AaBbCcDd AsBbceDd AQD 4aBbCe. AsBbCol AaBCel AsBbCE
HesdingS Heading6 Heading®  Title Subtile  SublleEm.. Emphesis  Intense E.

AaBbCc AsbCcD AsBSCcD AABECC AABRCC AABeCc AaBbCc
Strong Quote Intense Q.. Subtie Ref_. Interse R.  Book Tale 1 LstPara.

&‘ Creste a Style

& Clexr Formatting

4 Apply Stytes...

P4u tién, hay lya chon ndi dung mudn tao Heading. K& tiép, chon
Add Text trong nhém Table of Contents. Va chon Level mudn ap
dung cho ndi dung da chon.

Tao myc lyc ty ddng m I apt Filnsen e
D& tao myc lyc ty ddng, dit con trd [#] Do Nt Show in Table of Contents
vao tai lidu noi mudn dit myc lyc ty déng: g Leveil
Nh&p chon menu References sau d6 chon
nit 18nh Table of Contents. Fasl
Leveld
More Tables of Contents from Office.com Level5
|E _ustom Tatle cf Contente... Level6
' Level 7
EX Remove Table of Contents Level8
F‘g Save Selection to Table of Contents Gallery... Level 9

Hdp thoai Table
of Contents xuft | S .
hién, chon tab Table
of Contents va djnh
dang muyc lyc theo
phong cach riéng ||| @
cla minh.

Tuy chinh céc
nén cho myc lyc
via chon trong
khung General. S
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Cép nhét Table of contents

Khi da tao dugc mot bidu miu cho myc lyc, ban c6 thé dua ching vao
thu vién clia chuong trinh. Bang muyc lyc sé ty ddng cap nhat khi tai lidu dugc
md, mot tidn ich rdt hay khac la: Word sé ty ddng cap nhat bat c khi ndo ban
thém tén chuong ho#c tidu dé méi vao va lam thay ddi s6 trang clia tai ligu.
Chl cén thyc hién 2 bubc sau: cdp nhat myc lyc bang cdch nh&p vao menu
References va sau d6 chon Update Table (trong nhém Table of Contents).

HOME INSERT DESIGN PAGE LAYOU

. V) Add Text - ﬂi Ift;) Insert Endnote
AR Next Footnote ~

Tabie of Insert
Contents ~ Footnote [=] Show Notes
Table of Contents Footnotes [

Hop thoai Update Table of Update Table of Contents

Contents xu#t hién véi théng bao Word s updtig the tat of s*dm o
héi ngudi dung mudn cap nhét toan the folowng options: | | w"

bd myc lyc hay chl musn didu chinh GW"W"‘"*""""V] 3

s6 trang  Odategrerotate o

Chon Update page number only (chi diéu chinh s6 trang) n&u thém ndi
dung Iam téng s& trang trong tai lidu ma khang thém tidu d8 nao mdi, cdn néu
thém ho#c thay d8i ndi dung tidu dé thl ndn chon Update entire table. Nén
tranh viéc slia chlra tryc ti§p vao badng muyc lyc, vl néu da tilng cép nhét bang
muyc lyc s mét di lidu da thay déi. D& thay d8i ndi dung trong badng muyc lyc,
hay chinh sUa trén tai lidu (khéng sifa tryc tiép trén bAng muyc lyc) sau d6 nh&n
Update Table.

Xéa myc lyc

Chon menu References sau d6 chon nhém Ribbon > Table of
Contents > Remove Table of Contents.

@ More Tables of Contents from Office.com »
Custom Table of Contents...

B  Remcve Table of Contents

Efa Save Selection to Table of Contents Gallery...

Tuy chinh myc lyc
Vi dy ban da c6 mdt bang myc lyc nhung lai mudn thay asi ching.
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Ching han, tidu dé trong tai lidu c6 mau xanh nhung trong bang myc lyc
thl khdng. Ban thich mau xanh va mudn trong badng muyc lyc cling c6 mau
trang véi cac tidu dé trong tai lidu. C6 th8 bang myc luc qua dai va ban mudn
lam né ngén bét.

Ngoai ra, cling c6 th& ban da hai ldng v8 bang myc lyc nhung vn muén
c6 mot thay ddi nhd. Chdng han ban muén thay d8i cac dudng ch&m dat
quéng gilta cac dé myc va sé trang, hoc s trang ndm gén céc dé myc.

Thiét k& lai bang muyc lyc

Nhu da néi & trén, néu ban da c6 bang myc lyc, nhung mudn mau séc
clia n6 tuong ty nhu mau tidu dé. Sau day 1a cach thyc hién:

- Mg tab References chon Table of Contents trong nhém Table of
Contents va sau dé chon Insert Table of Contents.

- Trong hdp thoai Table of Contents, chic chin ring myc From template
da dugce danh d4u trong hdp Formats, sau d6 chon Modify.

- Chon TOC 1 trong hQp thoai Style d chon cfp dd cao nhi&t hoi3c
Level 1 trong badng myc lyc TOC sau d6 chon Modify. H)p thoai Modify
Style xuét hign, st dyng hdp mau Font trong phdn Formatting d§ chon
mau xanh.

- Sau khi nhdp OK hai |&n, hay xem trong myc Print Preview clia hdp
thoai Table of Contents. Ban sé thiy Table of Contents hay con dugc
viét tit 1a TOC 1 (hay Level 1) b4y gi& c6 mau xanh.

- N&u muén thay d8i TOC 2 (Level 2) hay TOC 3 (Level 3) ciing thanh
mau xanh, thl ban cling 1am theo quy trinh trdn bing cach: chon TOC 2
ho3c TOC 3 trong hdp thoai Style trudc khi di dén hdp thoai Modify
Style. Sau khi nhdp OK, mot hdp thoai xu&t hién véi ndi dung hdi ban cé
muén thay d8i bAng myc lyc hay khéng, n§u mudn nh&p OK va két qua
s8 hién thanh mau xanh nhu y mudn cla ban.

Hop thoai Modify Style cho ngudi dung nhiéu tuy chon dé chon Ilya, tuy
nhién ban c4n phai chon Style khi muén sif dyng Modity Style.

Khi chon Format, c6 thé Iya chon nhing thay d8i nhu Font, Paragraph,
Tabs_. Ban cling c6 th8 thay d8i cac cai dit cha ting phdn va xem lai ching
trong myc Preview tru6c khi 4p dyng cho bang myc lyc.

Phuong phép lam ngén va kéo dai bang myc lyc

Bang Iyc lyc quéa dai, c6 18 chl cén hai c4p d9 d4u tién TOC 1 va TOC 2
14 phu hgp vdi tai lidu. Myc Show levels & hop thoai Table of Contents 1A noi
¢6 th8 chon céc phan c4p ma ban mudn thé hién trong bang myc lyc. Word
2010 c6 d&n 9 c4p dd khac nhau.
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Lam ng&n bang myc lyc
bing cach gidm c4p d9, con

Tubles of Lomtesrts

L0 %]

mudn kéo dai bAng myc lyc )
thl hay tang c&p do 1&n.

Ban c6 thé xem trong

Print Preview ho3ic Web
Preview d& xem sy diéu chinh

|

|

ctia minh, khi nhan thdy hgp ;
ly, thi nh&p OK hal I4n. |
|

|

Phuong phép thay déi

bang myc lyc

C6 thé8 thyc hién cac thay ddi nhd ma khdng cén rdi khdi hp thoai Table
of Contents. Ching han thay d&i cac dudng gach dit quang gilta cac d8 myc va
s trang (goi 1a Tab Leader), ho#c thay ddi canh dong (align) clia s& trang.

pé thay ddi Tab Leader,
chon myc Tab leader d8 xem
lai kifu gach ngang va dong.
Né&u x6a d4u kiém trong hdp
Right align page numbers,
thi s6 trang sé di chuyén lai
g4n hon dén bang myc lyc va
tab Leaders sé khdng con
hiéu Iyc. N6u ban mudn x6a
bd toan bd s& trang thl hay bd
d4u chon & hdp Show page
numbers.

¢ THIET LAP TRANG BIA TRONG WORD 2013

a) Thém mgt trang bia

Word 2013 cung c&p sén cho ban mdt bd suu tap cac trang bla kha dep
mét. C4c trang bla luén dugc chén vao ddu tai lidu, khdng phy thudc vao vj trl

hién tai cla con trd trong tai lidu.

- Trong menu Insert, tai nh6m Pages nh&p nut Cover Page.

- Trong menu mdi xuft hién, hdy nh&p chon mdt kiéu trang bla minh
thich. Trang bla nay sé dugc 4p dung vao tai ligu va cé thé stia d6i
ndi dung cac dong chlf méc dinh bing dong chir minh thich.
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b) Xéa trang bla

Pé xba trang bla nh&p chudt vao menu Insert sau d6 nh&p nat Cover
Page trong nh6m Pages, tiép tyc nh&p Remove Current Cover Page.
CACH DUNG MAY TINH TRONG WORD

Mic du cdng n&ng chinh clia Microsoft Word [a soan thédo van ban, song
Word cling cho phép ngudi dung thyc hidn cdc phép tinh co ban théng qua
chic néng tinh duge tich hgp v6i t8n gol Tools Calculate (kha gidng vdi tign
fch Calculator trong thu myc Accessorles cla hé diéu hanh Windows).

P& khai thac cong cy nay cla Microsoft Word, ching ta cin dit bidu
tugng Tools Caculate clia n6 trén tab méi clia cla s& soan thdo van ban bing

céch:

Tao tab mdi trén Ribbon: Customize Quick Access Toolbar...
nhfp phai 16n Ribbon, chon Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon. H{p Customize the gxbbon .
thoai Word Options hién thj. Mipimize the Ribbon

Chon New Tab, 14n lugt
déi tén thanh Tab Caculator va
group Tinh Toan. 8 cot
Choose commands from, chon
All commands, di chuyén
thanh cuén chon Tools
Calculate. Nh&n nut Add dé
thém bidu tugng vao Menu
Caculator. K& tip, ban hay
nhap vao mdt phép tinh, chdng R
han ((90+10)*2)/50. Hay dénh
d4u khéi phép tinh nay r8i nhép _
chudt 1&n nut Tools Calculate. — - N

K&t qua clia phép tinh sé dugc trinh bay & géc dudi tral cla clfa s8 soan
thdo van ban (n&m ngay sau ddng ch The sesult of the calculation is).
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PowerPoint 1& mdt phan hd trong bd uUng dung Microsoft Office.
PowerPoint cung c&p c4c cong cy d€ ngudi dung cé thé tao cac Slide trinh
chiu cho céc bai gidng, bdo cdo mén hoc, quang c4o s&n phdm.. trong nhidu
finh vyc khac nhau nhu khoa hgc, gido dyc, nghién clu. Cac Slide trinh dién
¢6 thé dua hinh, &m thanh, phim minh hoa d& dat dugc hidu sust cao nhit qua
nhimg I&nh co ban, d& si dyng tir chuong trinh. Khi da thyc hién mét trinh
didn hay thuyét trinh trén PowerPoint, cdc ban c6 thé xu&t két qua ra cac dinh
dang chuén va in &n trén gify. Cac thanh phén dugc hoan thanh sé dugc trinh
chi§u tré8n cac loai may hd trg trinh didn. PowerPoint ngay cang dugc cai tién
va nang cao cac chic nang qua cac phién ban Office cia Microsoft. Hién nay,
phidn ban méi nhét 1a PowerPoint 2013, trong 86 c6 nhiéu tinh ning mdi trén
giao dién Ribbon, tao nhidu thuén Igi cho ngudi dung. D& c6 th8 hidu ré va
khai thac c6é hidu qua cac chuc ning clia chudng trinh ndy, hdy thyc hanh theo
cac huéng din (bai t4p) trong sach.

MOT SO DIEM NOI BAT CUA POWERPOINT 2013

PowerPoint phidn ban 2013 dugc xay dyng va md réng trén cdng nghé
Ribbon. C4c thanh cdng cy sé dugc md rdng va hién thj trén giao dign gilp
cho céc thao tdc nhanh chéng va hidu qua khi lam viéc. Thdng qua cac chuc
néng phat trién mdi, nhidu ngudi dung cé thé két hgp st dyng va phéi hgp lam
vidc dbéng bd trén cing mdt bang thuyét trinh.

MOt s8 diém néi bat clua phién ban PowerPoint 2013 méi

Dang menu Ribbon

Khi kh&i ddng PowerPoint, phén trén clia clta s& 1am vidc c6 cac thanh
ph&n menu dang Ribbon va thanh cdng cy xUf ly nhanh Quick Access Toolbar.

Muéhn tly chinh va sép xé&p vj trf clia cac 18nh trong menu Ribbon chi c4n
dung chudt nh&p chon va kéo dé&n diém dit.
Kha néng soan thido da phuong ti$n

Ngoai cach soan thdo tryc tiép trén chuang trinh tif may tinh c4 nhan c§
dinh, ngudi dang c6 thé soan thao trén céc trinh duyét website cé hd trg. Khi
c6 mot tai khodn Windows live (m6t sdn phdm khac cia Microsoft), ngudi diing
c6 thé truy cap website va st dyng mi&n ph.
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Gén va xt ly video trong bai gidng

Trong qué trinh soan thdo c6 thé ké&t hgp gan thém céc trinh chiéu cac
doan vide va c4c xU ly chiing cho phil hgp véi bdo c4o hay bai giAng. Ngoai ra,
PowerPoint con c6 hd trg nhiang cac doan video tryc tiép tir cAc website vao
trang soan thdo ma khdng cén thyc hién chuyén déi vé may.

Tinh néing chuyén d8i soan thdo sang video

Sau khi hoan thanh budc soan thio va ngudi dung mudn chia sé ching
trén cdc trang web va mang xa hdi- C6 thé dung dén chuc ning chuyén ddi
bai soan thdo sang dinh dang video va chia sé ching. Ngoai ra, ngudi ding cé
th§ gan vao bai soan thao céc video ti cac ngudn khac nhau trén internet.

Chuc néng chuyén d8i bai gidng sang dinh dang PDF va XPS

Chuc nang nay cho phép xuAt bai thuyét trinh ra dinh dang .PDF hoic
XPS ma khdng c4n st dyng mdt chuong trinh chuyén ddi nao khac. Pay la
chic nang giéng PowerPoint 2010.

Cheén va xif ly hinh bdng céch chyp tif man hinh

Vi cac phién ban cii clia chuang trinh, chl cho phép nhap hinh minh
hoa cho bai thuyét trinh tif mdt nguén trong may. Tuy nhién, trong phién ban
méi sé hd trg tinh n&ng chyp tryc tip t man hinh méay tinh va thyc hién cac
chinh sifa co ban nhu: T4ch hinh nén, chén thdm hidu ing.. d& tim hidu sau
hon hay tham khdo thém & phan gidi thidu tinh ning.

Hé th8ng higu ing trinh chi&u va nén dung lugng soan thao

PowerPoint 2013 cung c4p cho ngudi dung cac hiu ing chuyén ddng
nhiéu hon so véi c4c phién ban truéc dé A8 bai thuyét trinh thém phong phu va
dic sic hon. (Ung dyng cdng nghé 3D cho cac chuyén canh Slide). Khi thyc
hidu céc hidu Ung cho mdt d6i tugng, ta con céd thé sao luu va 4p dyng cho
mot d6i tugng khac ma khdng c4n hiéu chinh mdt 14n nia.

Khi mdt bang thuyét trinh c6 dung lugng qua I6n, PowerPoint con c6
cdng cy hd trg gidm dung lugng d&n muc c6 thé. Tién ich nay giap cho téc d6
trinh chi§u va di chuyén cta bang thuyét trinh nhanh.

LAM QUEN VGi GIAO DIEN VA QUA TRINH LAM VIEC
Thyc hién céi dit chuong trinh theo c4c hudng din ti cac nguén trén
internet hodc trén trang web www.nhasachstk.com hay www.stkbook.com.

C6 th& khdi ddng chuong trinh bing nhiéu céch: Nh&p chon biéu tugng
chuong trinh t0 man hinh desktop hay nhdp chon nat Start > All Programs >
Microsoft Office > Microsoft PowerPoint 2013.

Giao dién lIam viéc chuong trinh chia cac khu vyc lam viéc nhu sau:

e Khu vyc 1: Thanh quan ly c4c Slides trong bai soan thao.


http://www.nhasachstk.com
http://www.stkbook.com
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e Khu vyc 2: Thanh menu Iénh (chfa hd cdc nhém 1@nh hd trg 1am viéc).
e Khu vyc 3: Slide bidu di&n ndi dung chinh ctia bai soan.

[l

]
L

Hé th8ng cdc menu chinh chifa cdc I&nh cua chuong
trinh gdm 9 menu nhu sau: File, Home, Insert, Design,
Transitions, Animation, Slide Show, Review, View_

GIGI THIEU CAC MENU LENH

Menu File: Chua céac l1énh Save (luu trll), Open (md),
Info (thiét 1ap thong tin chinh, tao mat kh4u), Options (thi&t

gf‘TTIV|

lap thu¢c tinh hoat ddng clua chuong trinh), Save & Send Print

(luu va xuét file), Print (in &n)._ Shave
Menu Home: Chua cdc nhém Iénh Clipboard, Slides, Export

Font, Paragraph_ hd trg sao chép, cét, dan, chén Slide, Gbe

dinh dang hinh &nh, vin ban va thiét Iap cac ndi dung bén

trong clia bai soan nhu canh 18, danh s6 trang, khodng c4ach Accound

dong, kiu va c83 chir-
Options

AL -l-n ‘oas AMDow  avEw  vew
- - >

n;;ﬁ ool e R L i gl 1035 P el o0l

Y oot Parem :m.u- My R A l"..' ﬁm-m l ALY " ) g e+ | b Salat

Chat oam al o et al g n—q o iee
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Menu Insert: Chia cdc nhém lénh Tables, Images, lllustrations, Links,
Text_. gitp thiét 1ap bang, Smart Art, bidu d8, chyp &nh man hinh, chén hinh,
video, text, &m thanh, tao tidu dé d4u trang va cuéi trang..

ar ot BN 00N  TANEMON  ABUTON  SDEBOW  AVEW  VEW
igrprsDaERAR D@ ] ,,.‘EES.'

Menu Design: Chia nhém 18nh Page setup, Themes, Background.
cho phép thi&t 1ap va &p dung céc dinh dang hay kidu cho Slide nhu: Nén,
themes mAu séc nén_

s TRAMETIONI AMMATION  SUN DOW  GMW VEW

B | =T s .2

Verarey ’ e —— ]

Menu Transitions: Chifa nhém 1&nh Preview, Transition to This Slide,
Timing- gitp thiét 1ap cdc hidu ung chuyén Slide, xem trudc cac soan thao,
cal dit thém thdi gian va Am thanh cho cac higu Ung.

ke "M E @ T ®omE A
[y [y Wes Tl Arvmel Raradem

La [ Chage Unover o] Hfet
[l

L e R I

© Dursion: 2 2| 2 On Moase COrt

ClagwyToat D e )
N

Menu Animations: Chifa nhém |énh Preview, Advanced Animation,
Timing.. cho phép tao, chén cac hoat dong cho ndi dung va hinh anh trong
Slide dinh kém la phén thiét I4p thdi gian va &m thanh cho higu Ung.

L 1} NOME e DESIGN TRANEITIONS UDS SoOw m viw

L hen [ ]| e At

O Dustom llnunub

B Dutap Sl b e
=

* B Aranatnn o
r
gy~
s 5 LT e——

nl * % A& &« K w *x *

e e S Agpes Pode yn LT . Wee Sape

AT

Menu Slide Show: Chda nhém Iénh Start Slide Show, Set Up,
Monitors. cho phép trinh bay Slide, thiét 13p thdi gian trinh dién, thi&t 1ap 46
phan giai man hinh trinh chiu_

Menu Review chia nhém lénh: Proofing, Language, Comments,
Compare.. cho phép kiém tra chinh ta, tim kim, xac djnh ngdn ngd, thém
nh@n xét, so sadnh n0| dung céc Slide..

HOME INSERT TRANSITIONS ANIMATIONS SLIDE SHOW - vEW .
7&[.] "tﬂ* e B | 08" U
Spefing Ressarch Thesaurus | Translste Language New  Delete Previon Next Show Campere A«ept Reject End

- - . Comments = - [T Reviewing Pane o
Mooling Language Comments Compare

Menu View ch(ta nhém 18nh: Presentation Views, Master Views, Show,
Zoom, Color/Grayscale, Window, Macros... diing chinh sifa mau séc toan Slide,
cho phép xem lai ndi dung timg Slide, hién thj thuéc do, clia sé man hinh_
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HOME  INSERT  DESIGN  TRANSITIONS  ANBAATIONS  SLIDESHOW  REVEW
u m E@ . Du- , .'. M Cotor EAn-g-u EE
Side Hendowt Nows Zeom Rw | WCEE B Gapcan
View Sontw hg- v.- Madte Mustes Mester DG ides Window B 5 Bloct and Whae w-....t'x!umu
_ Viewn Madtor Views Shew & p ) m

Menu Format chda nhém Ignh: Insert Shapes, Shape Styles, WordArt
Styles, Arrange_. Nhém 18nh nay chl khdl dong khi nh&p chon mdt dsi tugng
nhét dinh nao d6 trén Slide. N6 cho phép chén céc hinh dang, kiéu ddng cia
khung hinh, céc kiéu cha, va ché 49 sip x8p dbi tugng trén Slide_

nr HOME D;.IT DESIGN TRANSITIONS mm‘ SLDE SHOW REVEW vEw '___ A b .
N L L ] (X S - -] & ape Fm- [-] & raara- Breg lonaa © Adgn - CI'IE_._-—’
DR [DEOEES A A ARETIET E T
Puod Dapen Tage “gwo LH ‘Warddnt Sigies | g hre "
Menu Add-ins: Tal menu hién th| cac Plug in cung
cép thém tidn Ich va chic n&ng cho chuong trinh sé dugc
cail dat va gan vao Menu.
Budc ddu tién, khdi ddng chuang trinh PowerPoint
2013. Giao dién lam viéc chuong trinh PowerPoint xuét
hién dudi dang nén tr6ng mau trdng (BLANK). —
T T ee——— ]
l__l o New
S = - Open 1 Isamloro&-mw.snmm«s
= Suggesied semrches  Business  Calencers  Charts and [
l Sove As
1
| s Take
Share tour
Expont — Weicoma o

Céch tao mdél mot bai i
soan théo:

Trén giao dign lam viéc L——E | :I

PowerPoint nhdp chon menu
Flle > New > Blank
presentation. Trén giao dién _I_
l[Am viéc, nh&p chudt phai |
chon I§nh Layout sau d6 chon
kiéu b8 trf Two Content (c6 { l | l |
thé gid méc djnh).
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Trong Slide s@ phan ra 2

phin 1a: Phdn d4u cho phep [/Clicktoaddtitle

chén tidu dé (Click to add title) (-cikweddten Click to add text !
va ph4n sau I1a chén ndi dung |
(Click to add text). Ngoai ra, con || Can -

_ - an
c6 th8 chén céc thanh ph&n khac {;55:3 EE3
b3ng céac biu tugng ma chuong ; ,'
tinh dinh kém bing cac biéu ||

tugng trong phin Add Text.
Nhép ndi dung va canh chinh trang sogn thdo

D& nhap ndi dung vao cac phén trén, ddu tién cic ban | g l A
hay thyc hién budc thiét 1ap kiu cha va kich thudc chir. Nh&p ULy
chon vao khung text c4n d8i kiéu chl, sau d6 nh&p chon menu 48 b
Home chon nhém 18nh Font va chon kiéu chir VNI-Helve. K& 9
ti&p, nhdp chon phén thiét 1ap kich thudc trong ciing nhém Iénh  |Fo| 10 | |
Font d& chon kich cd tuy y. —105 [+

_____ 11
‘ 12
14
Qs b
18 d
o
----- 2

Sau d6, thyc hién nhap tiéu

dé va ndi dung vao céc cdt trong BAI GIANG DIEN TU POWERPOINT 2013
trang soan thdo nhu hinh minh PowscPcint nghy cang |- T S
hoa bén. e S B :
cao Ci chuc g qQua |
Sau khi nhap ndi dung, ChcTphisn Dlragicyicla ;
muén canh chinh hdy kéo chon il nay. gt bin ma E:E‘ !
phén ndi dung va chon cac cdng Point 2013, iong d6 6 | i
A nhidy tinh nang mdi trén !
cy canh chinh ndi dung trong giao dign Ribbon. teo | ;
nhém I&nh Paragraph, nim trén il 4 o P
menu Home.
Céc Iénh gém: Left (canh 18 Bl - | o= IIft Text Direction -
tréi), Centered (canh gilta), Right - Y ElaignTet-
(canh 18 phai), Justify (canh déu hai |% ¥ & %I B Convert to SmartArt -
bén |6) Paragraph w
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Ngoai ra, con cé thé ding nhém 18nh [EIJI= - | o 9| 3=~ I T Drecton
Bullets and numbering cung nim trong .
Menu Home, dé& thyc hién dit cac bidu tugng Nane .
vao diu cac dong ndi dung trong céc bal .

o —

0 —

o —

soan. D& dit cac ky higu Bullet vao ndi dung . g
ctia bai soan, hdy nh&p chon doan ndi dung . Q— &
sau d6 nhdp chon kiéu Bullets hay - a— ¢ —
Numbering thich hgp nhu hinh bén. e v_

P& md& rdng thém phin hi¢u chinh hay > — 7 —

v —

nhép 16nh Bullets and Numbering & cuéi > —
béing nhu hinh bén. T —

HOp thoai Bullets and Numbering xu&t hidén, nh&p chon biéu tuong
muén chén va chon kich c3 (Size), mau sic (Color)- sau d6 nhfp nut OK dé
hoan thanh viéc gan cho ndi dung cla bai soan nhu hinh sau:

I O PowerPoint ngay cang
dugc cai thién va nang
cao céc chdc nang qua
c4c phién ban Office
i cua Microsoft.
i QHién nay, phién béan
i méi nh&t hién nay la
| Power Point 2013,
trong d6 c6 nhiéu tinh
T nang mdi trén giao dién
_“ Ribbon, tao nhiéu
. bomm— thuan Igi cho ngudi
J dung.

Nh@p hinh minh hga vao bai sogn thdo

Trong mot bai soan thao ludn cén c6
cac hinh minh hoa cho ndi dung clia né,
dé chén nhling hinh ndy céc ban phai
chuén bj s&n céc tu lidu hinh va hay thyc
hidn chén hinh bdng céach: Nh&p chon
menu Ingert > Images > Picture.

HOp thoai Insert Picture xu&t hign, nhdp chen hinh 1 trong thu myc
hinh. Sau d6, nh&p chon nut Insert d€ chen hinh vao Slide. Trong thu myc
chia hinh hay chon hinh, sau d6 nhép Insert thyc hién chén. Ta cé két qua
nhu hinh trang bén.
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Ngoai ra, con c6 th8 thyc hién chén céac
hinh minh hoa cho bai gidng bing cach: Nh&p
chudt vao bidu tugng Plctures tai khung nhap
ndi dung trén Slide va thyc hién chén hinh tuong
ty nhu hudng din trén. (HOp thoai Insert Picture

xufit hign, chi dudng din dén thu myc Iuu hinh

va nh4p chon hinh cén chén).

Ung dyng chén hinh
bing tinh nang chyp tryc
tiép td man hinh may tinh.
Lénh ndy ndm trong menu
Insert va c6 tén Ia
Screenshot. Nhdp nut 18nh
Screen Clipping va kéo
chon hinh t0 man hinh, sau
dé hinh sé ty ddng dugc
chén vao Slide.

———— |
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Chén hinh trong thu vién

Nh&p chon I18nh Clip Art trong
menu Insert 8 md thu vién chia hinh
cta chuong trinh. C§t Clip Art xuAt
hién bén phai giao didn, nhdp nut Go
va nh&p chon hinh c4n chén.

Hinh sé& dugc chén vao giao didn bai soan thdo nhu hinh duéi.
TERXTUSITES

Office.com Clip Art
G 0uudnsuhsf£cqem Iﬂ"m p]

ﬁ . ‘ ‘..“ ‘ -

;T&Wmmmt 1 itemn selected. '__w ” Cance |

Tao Album anh

Trong qué trinh soan thao bai gladng, bai thuyét trinh hay mét album anh
dé trinh didn phyc vy cho myc dich thuong mali, gidng day hay bé&o céo, gii trf.
Ngudi dung cén trinh chi§u nhidu hinh cung chi dé va k&t hgp hidu Ung, hay
4p dyng 18nh ctia chuong trinh nhu sau:

Trudc tidn, phai chuén bj cac | MDESGN
hinh cén thiét trong may tinh cd H _ o
nhan. Sau d6, nh&p chon menu ﬂ o -
Insert > Photo Album > New [cures Oniine Screenchot Jg
Photo Album_ Lé&nh nay cho phép -
tao mdt Album anh.

Hop thoal Photo Album xu#t hién, nh&p chon nut Flle/Disk.. chl dudng
din dé&n thu myc luu hinh d& chon céc hinh n&m trong Album sé tao va chén
céc hinh vao Album mdi.
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i

Sau khi nh&p chon 18nh, hdp thoai Insert New Pictures xut hién. Trong
hop thoai, hdy chl dudng didn dén thu myc chifa cac hinh cén dua vao album,
sau dé nhp nut Insert d8 chén hinh (nh&n gilt phim Ctrl d§ c6 th& chon nhiéu
hinh ciing mét lic).

Céc hinh dugc chén sé xut hién tai khung Pictures Iin album. Nh&p nut
Create & g6c phai clia hop thoai dé déng y khdi tao Album hinh.
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|

Hinh s& dugc chén vao Slide va déng thdi
xu&t hién toan bd trong thanh quan ly Slide cla
chuang trinh. S& Slide tao ra sé b&ng véi s6 hinh
chén vao Album. Tiép theo, khi muén chinh sla
céc hinh trong Album, hay nh&p chon menu Insert
> Photo Album > Edit Photo Album_ L&nh nay
cho phép hidu chinh céc hinh trong Album.

(o

od FPhoto
=k -

|} New Photo Album...

' Edit Phete &lburm., l'
T __._._____

& ™ #

Shapes SmartArt CH

Hop thoai Photo Album xu&t hién trd lai, tal myc Pictures In album >
nh&p chon hinh trong Album muén sifa. Hinh ndy xut hién trong khung

Preview, cho phép quan séat toan bd hinh.

Thyc hién thay d8i v| trl cac hinh trong album b&ng cach: Nh&p mai tén
I8n xuéng trong phin Picture In album, hoic chon hinh c4n bd di va nhép

chon Iénh Remove.

1LY
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Ngoai ra, d& hidu chinh géc xoay, dd tuong phan, sang t8i, hay nh4p
chon céc nit hidu chinh ngay bé&n dudi khung Preview.

Pictuges in album:

1 Chrysanthemum

Hydrangeas
] 4 Jelytish
05 Koala
; j(] 6 Lighthouse
i 7 Penguins

[] 8 Tulips
| I X Remoye
Ngoadi cach chinh sUa - Album Layout
hinh, con ¢6 th8 chinh sifa nén Picture layout: [Fit to slide
cho Album. Trong chl muc Frame shape: | Fit to slide

Album Layout nhdp chon mai Theme: 1 picture

td8n thd danh séch céc hinh cé C—"'ﬁm
thé chén 1am nén cho Album. e Y g |4 pictures
hackorpundiang 1 picture with title

the Edit menu.
2 pictures with title
4 pictures with title

Tiép theo, d& thiét lap {“m Layout
hinh dang cho khung hinh trong Bicture layout: |1 pidture
Album, nhdp chen kiéu khung Fameshape: [Rectangle
trong myc Frame shape. Quay Iheme: Rectangle
lai giao dién chuong trinh, Rounded
khi chén céc hinh vao AbUm thl | saceeremd and
chuong trinh ty dong thiét the Edt menu. | Simple Frame Black
lap mét Slide tidu d& cho né. Conipoimd athiyBiack
Slide nay nim & vi trf d4u tién ;;*'9‘“‘"""“""9“
trong Album. EogERetang
Nh&p chon tidu dé Album va sla ' 1

tén cho phu hgp véi hinh trong dé.
Dudi day la hinh minh hga cho Slide
m& ddu Album. Trong dé, ching ta cé PhOtO AI bum
th8 thém hinh minh hoa ho#c tén cla
ngudi khdi tao Album. 000 ey o R




MICROSSFT POWERPSINT 2813 DANN c20 ncull BAT 9/

BA1 TAP & THYC BAMR V) POWERPOINT 2810

Ngoai ra, néu mudn c6 dugc mot
Album s&ng ddng va dep hon, ta c6 thé
k&t hgp v8i céc chuyén ddng do
chuong trinh cung c4p.

Theo céc budc hudng din trén,
c4c ban da c6 thé thyc hidén mdt Album
anh ca nhan hay phyc vy cho mét myc
dich thuyét trinh.

Chadn mot video clip vao bal soan thao

Ngoal cac hinh minh hoa, trong bai soan
thdo cdn cé thdm cac doan video d€ trinh dién
thém s&ng ddng. Thyc hidn chédn video bing
cach: Trén thanh trinh don, nh&p chon Insert >
Video > Video on My PC. HOp thoai Insert
Video xu&t hidn, nh&p chon dudng din dén file

video c4n chén va nh4p niit Insert.

=
!

Ce Online Video...

=]

Trén Slide, doan video dugc chén vao nhu hinh duéi. Sau khi chén video
vao Slide, cdc ban cé th8 thyc hién hidu chinh kich thudc va vj trf clia doan
video.Sau khi chén doan video, nu muén xem lai thl hdy nh&p chon doan
video d8 m& thanh menu Format. Trén thanh menu, nh4p chon I&8nh Play dé

chay thf doan phim minh hoa.

FILE HOME INSERT

Corrections Color Poster

Adjust

o‘l@fﬂ

. v  Frame~ Dsngn =

TRANSITIONS

= =
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Ngoai ra,
c6 thé nhédp
nGat Play bén
dudi o T
Video via
chén, hodc
nh&p phim tét
Play/ Pause
(Alt + P).

P8 c6 thé sip x&p
vj trf va thiét 1ap khung
trang trf cho doan video,
nhdp chon cac kiéu | I
trang trf trong nhém
I8nh Video Style.

Ngoal ra, chiing ta con c6 th§ dung cac Iénh trong menu Format dé tuy
chinh dudng vién hay khung bén ngoai video. Khi chén phim vao Slide, kich
thu6c khung trinh didn khdéng hgp ly, hay dung 18nh Crop trong menu Format

d8 cét phén thua.
| Rl
{1 Group ~
£3 .
A Rotate - £ Width:

Size i

Ding con trd chudt cheon
phén khung phim vita chén. Sau
dé6, tay chinh bang céch thu hep
cdc phén khong cén thiét tal cac
géc cua khung nhu hinh trang bén.

Ngoal céch chén file phim
hay file Flash c& nhan, céc ban
cling c6 thé chén cac doan video
do chuong trinh cung c&p.
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Dé chan video, hdy nh&p chudt
chon 1énh Video > Clip Art Video.

Hop thoai Clip Art xu&t hidn, nhdp
chon doan video do chudng trinh cung

cip. Céac tuy chinh tuong ty nhu hudng

d&n trén.

|

.| birthday cakes, birthdays, cakes...

71 (w) x 105 (h) posels | 11 KB | GIF

Sau ph&n chadn phim minh hga cho bai
gidng, ching ta cdn cé thé chén am thanh cho
n6. Am thanh pho hgp vdi bai gidng cdn dugc
chuén bj truéc va luu tr tai thu myc riéng. Bé
chén &m thanh, nh&p chon menu Insert sau d¢
chon Audlo > Audio on My PC. H)p thoai Insert
Audio xuét hién, chl dudng din dé&n thu myc luu
am thanh. Sau d6, nh&p chon doan &m thanh
c4n chén va nh&p niit Insert.

-

) [ - Liwucen - tamic - Semple umc

|

Online Audio...

Record Audio...

L1

Oegasion »  Mow fokde

-3 0

=

|

=3 -—nnﬁ Music Rbrary -
Saic: Asunge by Folde
*.-_: e | Contrtnsnng artmis | Al ls  |rae
3 i e | L

;e
'_‘_mnp'nu B g o0l
File name: |Kakimba.mal [v] [Audio Fdes  adex®adt* s0c* |~}
Tosks - | by o] | conce |
A

Sau khl chén, doan &m thanh s& dugc hié
loa nhu hinh trang bén.

n thj trén Slide vdi biéu tugng



BAI TAP &: THYC BANE VEi POWERPSINT 2013 MICROSSET POWERPSINT2813 BAE CB8 Ncudi BAT 840

Hop thoal Record Sound xuét hién, d4t tén cho doan am thanh vao
khung Name. Sau d6, nh&p nGt Record (mau db) d§ bét ddu ghi &m. Khi ghi
&m xong, nh&p nuit Stop dé dung lai. Sau d6, nh&p nat OK trong hdp thoal dé
hoan thanh va chén doan &m thanh vao Slide. Cac tdy chinh thyc hién tuong
ty nhu huéng dén & trén.

Name: [Recorded Sound | Name: [Recorded Sound |

Total sound length: 0 Total sound lengthe 2

Pl | = {_l » m|l o
o || cance | [ or ]| canca |

Phéng to thu nhd céc cifa s8 Iam vigc

Trong qud trinh 1am viéc, vigc thyc hign phéng to va thu nhd céc cira s
hay giao dién chudng trinh gitip ngudi ding quan s&t modt cach t8ng quét ndi
dung soan thdo va so sdnh céc Slide da tao ra.

C6 nhiu céch dé diéu
chinh, hiy theo céc huéng dén
sau d§ thyc hign: Trén thanh  |ENE. High
menu View, nh&p chon 1&nh PPN [l Black and White
Zoom dé thyc hién thu phéng Color/Grayscale

trang soan thdo,

4
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Hop thoai Zoom xu4t hién, nhip chon
ch& dd thu phéng trang ma ban mudn (thé
hién & ch& d9 phé&n tram). Sau khi chon
xong nh&p nit OK dé hoan thanh. Khi
muén Slide quay lai ch§ d méc dinh binh :
thudng, hay nhp chon nit Fit to Window
trén nhém 1énh Zoom nhu hinh duéi.

-— Color

i Grayscale
[ Black and White

Color/Grayscale

Ngoai ra, ta c6 th8 nh&p chon thanh céng cy diéu chinh & géc dudi bén
phai cia chuang trinh.

Nh&p chon nat Zoom, sau d6 kéo tang va gidm dd 16n cla trang cho dén

khi thdy thich hgp.

Hién th] 1U6i va thudc canh chinh trén Slide

Khi mudn canh chinh kich thuéc Slide va ndi dung bén trong ciia 1 Slide,
céc ban hay thyc hién cho hién thj cac thudc do va luéi. Viéc nay gip cho viéc
bé trl ndi dung gon gang va va chit ché trén 1 Slide.

Trén menu View, danh d4u chon 18nh Ruler d8 dit ché do hién th| thudc
do trén d4u va tréi ctia Slide.

Thudc dugce hién thj nhu hinh trang bén.
D& hién th| thém céc Iudi va dudng giéng hady danh dfu kiém vao 2 ch§
dd Gridlines va Guides nhu hinh trang bén.
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...............................................

Céc dudng luéi va dudng giéng sé xult hidn

trén Slide nhu hinh b&n. D& hidu chinh cac thudc
tinh cta Iudi va dudng giéng, c6 thé nh&p nuat Grid
Settings ndm trong géc phai cia nhém 18nh Show.
Hop thoal Grid and Guides xuit hién, thyc hién
céc diéu chinh nhu huéng dan trang bén.

trong bdng Grid and Guides

.cac nut luéi.

[ Ruler | ]E]I
Gridli 50
otes
(] Guides
Show M
[ Ruler
[ Gridlines
Notes
Guides
Show )
. weClicktd
2o, I

(A Ruler l

[ Gridlines
Guides

otes

Show ==y

Y nghia cla c4c chdc ning

Snap objects to grid: Bit
dinh déi tugng vao Iuéi.

Spacing: Khodng céch gila l I I

Display grid on screen: MJ ho&c déng dudng ludi.

Display drawing guides on screen: BD6ng/m& ludi khi cham vao luéi

trén man hinh khi vé.

Display smart guides when shapes are aligned: Déng md Iudi théng

minh khi cham céc vat thé vao 1ién k&t ludi.
Chaén thém Slide vao bal soan thao

Khi soan thao mét bai thuyét trinh vél ndi dung 18n thl cén phéi cé nhidu
Slide d& thé hién ndi dung. D& thyc hidn hiy lam theo huéng din sau:
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Nhdp chudt phai I8n Slide du
tidn va chon 18nh New Slide, d§ thém

Slide thu 2.

Ngoai ra, cdn c6 thé nhdp chon
[8nh New Slide trén menu Home, dé
thém Slide mdi nhu hinh dudi.

l

& Copy
@ Paste Option=

BQ©

4% Duplicate Siide

R

& Cut
&3 Copy ~
<¥ Format Painter

Clipboard Ia

DESIGN
Layout ~
"] Reset
*5 Section ~
Slides

i

Slide thd 2 chén vao
thd 1 nhu hinh bén. Budc

bé&n dudi Slide
ti€p theo, thyc

hién thém Layout cho Slide mdi tao.
Layout mdi giGp bidu dién ndi dung cla
bai soan theo y mudn. Thyc hién chén

Layout mdéi nhu sau:

Trén menu Home,
nh&p chon 1&8nh Layout sau
dé chon kiu c4n cheén
trong bdng Layout nhu
hinh sau:

Chia cdt ndl dung

bal sogn trong Slide

NOi dung cua bai
soan khi nhap vao Slide,
thudng dugc biéu didn dudi
dang 1 cdt. VI viy, khi
mudn chia ching thanh
nhiéu cdt hay thyc hién
b&ng céch: Nh&p chon 18nh
Two Columns (chia 2 cft)
trdn menu Home nhu hinh
bén.

..........
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.| e 1=- [Iff Text Directi
' (5] Align Text -

== = :

Twe Celumns

h

Three Columns
IB More Columns... to ad

Ngoai ra, cdn c6 chg dd chia thanh
3 cft (Three Columns). N&u mudn hiéu —
chinh thém cft chia hay khodng céch gira R
cac cdt ndi dung, hay nhip chon lénh |
More Columns, m& hdp thoai Columns [ I l
nhu hinh bén.

Trong hQp thoai, hay nhap

o
' PowerPoaint trong phidn bdn mdi My dugc xdy dul"lgqJ

s6 cOt cldn chia vao khung {m rong wn cong v Risbon i tarh cing o

186 dugc md rong va hidn thj md rén gimo dgn glupn
Number vé khOéng CéCh cén |cho cdc thao ic nhanh chéng va hidu qué khi nm.
chia vao khung Spacing. e

'Thdng qua cdc chic ndng phdl rdn mai, nméu.

' ngudi dang cb thd k&1 hop sd dung va phSi hop nm.

Boan vén hay nOi dung sé Yviéc 86ng bo 16 n cung MmOt bdng thuydt irinh. ?

ty ddng chia thanh djnh dang cét | Ngoal cdch soan m:: 1ruc 56p rén chuong mn wen|
'mdy tinh c4 nhan djnh, ngudi dung cé thd soan|

nhu hinh minh hoa sau. {thdo rén edc rnh duydt webana c8 hd o, Khi cb 1!

.m khodn windows live sdn phdm khdc ciia Mlcmmn,l
.ngual ding cé thé truy cdp website va sl dung mém

PowerPoint trong bo trén cang mdt bdng PowerPoint Thong qua céc djnh, ngudi
phién bdn mdi ndy thuyét trinh. tong phiénbdn chuc nang phat dung cd thé
dugc xdy dyng md rong Ngoai cdch soan théo mdi ndy dugc trién mdi, nhifu soan thdo trén
tén ©  cong nghd tryc tdp wén chuonrg xdy dung m3 ngudi dung od cdc trinh duyét
Rlbbon. Cic tanh trinh trdn mdy thh ca rOng t8n c6ng thé k&t hop sit  website c6 hd
céng cy 63 dugc md nhdn c6 diph, nguoi nghé Ribbon. duyng va phdl trg. Khicd 1 ti
rong va hifn thi md ding c6 thé soan thio Céc thanh hgp 18m wiéc khodn windows

trdn gimo d¥n giup cho tdn cdc trinh duyét cdng cy 88 déng b6 tén live sén phd_m

cdc tao tic nhanh website o6 hd trg. Khi duwoc md dng cang mét bdng  khéc coa
chéng v hibu qua khi 6 1 i khodn windows va hidn hi ma  thuyéttrinh. Microsoft,
lam viéc. live san phdm khéc cua wén gao d¥n pNgoai  cach NGUdI diing cb

Tho u cdc chuc Microsoft, ngudi do giop cho cédc n thao tryc e truy cap
R ph -~ website va sl

nang phdt tridn moai, c6 thé truy cap website thao tdc nhanh ngp trén

nhidu ngudl dung ob va sl dyng mién phi. chdng vA hidu chuong trinh dung midnphi.
thé két hop s dung va 3‘1;5‘: khi BAm ygn mdy lb;

phdi hgp ldm viéc d8ng cd nhdn

(Chad y: Phdi nhdp chon doan vdn ban cdn chia truéc khi chon Iénh chia cft
trén Menu).
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Thém ngén chia Slide

N&u trong bai soan cé nhiéu Slide biu didn ndi dung, viéc quan Iy sé
khé kh&n hon. D& c6 thé phan biét cac ndi dung trong Slide, hay thyc hidn
thém céc ngén chua Section. Ng&n chifa sé gom cac Slide vao cung 1 nhém
va c6 th8 thu gon ho#c tha ra. Didu nay kha hQu ich cho nhng soan thdo cé
ndi dung Ién.

Céch thém mdt ngén chia Section nhu sau:

P4u tién, nh&p chon Slide d4u tién trong nhém Slide cn dua vao ngan
chda va nh&p chon 18nh Add Section (I8nh nAm trén menu Home). Ngén chia
s& xudt hién tai vj trf Slide da chon trudc d6. Trong mot bai gidng c6 thé thém
nhiéu ngin chia dé ngén cach cac Slide theo ndi dung.

D @ Layout -

1] Reset

Calibri (Body)
B 7 U S

= Section ~

a

I Rename Section

Shde v

Remove Section
Remoye All Sections
Collapse All

4= Expand All

| comen |

P& dit tén cho cac ngan chia, nhap phai vao ngin chda va chon 1énh
Rename Section. Ngoai ra, ta con c6 thé chon cac 18nh khac trong nhém 1énh
dé x6a ngén chia hay x6a t&t ca cac Slide ndm trong ngin.

HOp thoai Rename I Untitied O ===may
Section xuft hidn, hdy nhép 3
tén ngadn chda vao khung =% Remave Section
Section Name sau d6 nhip F Remove Section & Siides
nGt Rename hoan thanh. B} Remoye All Sections
Rename Section nmJ & Move Section Up
Section name: ¥ Move Section Down
|POWERPOINT 2013 | %S Cotapse All
[ Rename v,:‘ r Cancel g Expand All
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Dong tidu dé ngan chifa xu4t hién nhu

AL EEPOWERPOINT 2013
P4u mdi ngan chia cé6 1 mai t8n nhd 3

Collapse Section, hay nh&p vao dé thu gon -t

ho#c md rdng céc Slide ndm trong nhém.

Khi ¢6 nhiéu Slide, c6 th8 déng lai dé
thu gon gidp d& dang 1am viéc trén céc
Slide cudi ctia bai soan tho.

Nhén a6l céc Slide da dugc soan thao

Sau khi hoan thanh ndi dung ctia 1 Slide, vd mudn sao chép ndi dung
trén 1 Slide khac chén vao bai soan thdo hdy dung I8nh sau: Nh4p chon Slide
c4n sao chép va nhép phai chon 18nh Duplicate Slide.

Noi dung clia Slide sé dugc sao thanh 1 Slide khac va xuét hign bén
dudi Slide géc nhu hinh:

B 2
% cut
B Copy
™ Paste Options: 3
4 POWERPOINT 2013
: B [

Thiét ajt higu ung Slide va ddi tugng trong Slide

Pay la ing dyng quan trong trong mdt bai soan thdo hay thuyét trinh.
Céc hidu tng chuyén ddng khi trinh didn dugc chuang trinh cung c&p theo
nhiéu muc 49 khac nhau.

D4t hidu Ung cho Slide: Khi mudn thi&t d&t hidu ung chuyén ddi cho mot
Slide hady thyc hién bdng cach: nhdp chon Slide c4n dit hidu (ng, sau dé
nh&p chon menu transitions va chon cac hidu (ng ma chuong trinh cung c&p
trong nhém 1&nh Transition to This Slide.

L 1]

Revesl hndo Bars Shape Uncaver
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Ngoai ra, hay nh&p chon nit More &
cudi nhém I18nh Transition to this Slide, d¢
md& rdng cac hidu Ung khac clia chuong
trinh. Trong d6 c6 3 ph&n hidu Ung: Subtle-
Exciting-Dynamic Content.

]

Khi mdt Slide dugc dit hidu (ng sé cé
biu tugng ngbi sao & canh bén trai ctia Slide.

P& thay d8i cdc hudng chuyén ddng cla
hidu ung hay nh&p chon I8nh Effect Options
trén menu transitions, va chon hudng thich hgp
cho higu ung.

Thiét 14p thai gian chuyén ddng cho higu ing bang c4ch:

4, Sound: @

®© Duration:
G Apply To A

-

Nhép thdi gian vao
khung Duration thudc 4}, Sounc||[No Sound]
nhém [8nh Timing cla |@ Duratig:  [01.00

-
v

menu ‘Transltlons. (Thoi =3 Apply To All
glan tuy thudc vao thdi

Advance Slide
4 On Mouse Click

Timing

[ After (000000

gian clia toan bai soan). _
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Tuong ty, n6u mudn thiét dat &m thanh di

kém v6i chuyén ddng cla higu Ung, hdy nh&p
I&nh Sound, va chon mdt s &m tharh ma chuong
trinh cung cfp. Ho3ic c6 thé nh&p Iénh Other
Sound dé nhap moOt doan &m thanh da c6 duéi
dinh dang .WAV.

Mudn xem trudc cac thiét |ap S'ide, trén
menu Transitions nhdp chon nit Preview, xem
truSc cac trinh didn da higu chinh. N§u muébn &p
dung higu chinh cho toan bai soan, hday nhip
chon 1énh Apply To All.

4}, Sound: |Arrow « || Advance Slide
® Duration: (0100 - || 4 On Mouse Click

m [ Atter: [00:0000 *
TiminQ

Preview

Pat hidu ang cho ddi
tugng trong 1 Slide:
P4u tién, nhdp chon d6i

BAI GIANG DIEN TU POWERPOINT 2013
QPowerPoint ngay cang
duge cdi thign va nang

cao céc chuc ndng qua

tugng c&n dit hidu ang chuyén
dong. Sau d6 nhdp chon hidu
Ung trong nhém 1&nh
Animations.

| c#c phién bén Office
| cla Microsoft.
sQHI4n nay. phidn bin mdic

nhit hign{ nay 14 Power |
Point 2013, trong d6 c6'
nhiéu tinh ndng mai trén

giao dién Ribbon, tgo

Nhiing hidu Ung sé dugc Lo i s e
gén vao d6i tugng dugc chon. r Ngudi BN —————— o
\ AT ¢ * K K K [
Wave Disappear Fade Float Out Spiit Wipe Shape |3
Animation

Ph4n chén higu ung chuyén ddng md rdng chia Iam 4 nhém:
e Entrance: Hidu Ung chuyén ddng tir ngoai vao trong Slide.
e Emphasis: Hidu ing chuyén ddng nh&n manh tai chd trén Siide.
e Exit: Hidu Ung chuyén ddng tir trong ra ngoai.
e Motion Path: Hidu ing chuyén ddng theo cac dudng.
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D& thay déi hudng chuyén dong clia hiéu Ung, nh&p chon Idnh Effect
Options trén menu Animations, va chon hudng thich hgp cho higu ung.

F '}-n Ecttom

From Bottom-Left

l + From L eft

Ngoai ra, néu mudn md rdng céac
hidu (ng khac trong cdc nh6m hay
nh&p chon Iénh More & cudi bang hidu

*

More Entrance Effects...

Mere Emphasis Effects...

dng nhu hinh bén. VI dy: Nh&p chon |#& More Exit Effects...
Idnh More Emphasis Effects. % More Motion Paths...
Hop thoai Change Emphasis ekl ne

Effect xuit hidn, nhp chon hidu ng | Baskc

muén chén cho tidu d8. O day, c4c _A@de
&3 Grow/Sheink £ Line Color

higu Ung dugc chia ra 1am nhiéu phén & Spin A Tamparency

va 14 phdn md rdng cho céc hidu ung Subtle

trén thanh Animations. B Bold Flash 4 Brush Color
& Complementary Color  #* Complementary Calor 2
Sau khi da chon dugc higu ung #* Contrasting Color ¥ Darken

cén thiét cho t4t ca cac ndi dung va o Desatumte #' Ligheen
# Object Color By Pube

hinh d& chén trén Slide 1, cac ban B e
hdy d&t cac hidu ung khac cho hinh Moderate

minh hoa trong Slide. D theo dbl va | [# Color Puke 4 G Wt Coler
kidm tra cac hidu Ung da st dung, |[* ™ S
trén thanh trinh don, nh&p chon & Bk B Bold Revesl

Animations > Animation Pane d m& £ Wave
bing Animation Pane. |

Preview Efed I oK I Concel I
S

Khi mu&n dit thao tdc nh&p chudt trinh di8n cho céac higu ing, hay nh&p
chon hidu Ung trén bing Animation Pane.
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Nhé&p ti€p mi tén va chon Iénh
Start On Click, ho#ic dat cac thao tac

khdc ndm trong danh séach 18nh.

Add
Animation ~ '.‘3 Animation Painter

Advanced Animation

Animation Pane ~ X

)
138 Content Place..[ ]

2 et e BRENEY

Pé thiét 1ap céac thudc tinh cho cac
higu tmg, hay nh&p chon 18nh Effect
Options_ N&u 12 tidu d8 thi hdp thoai Fill
Color sé& xuft hién cho phép thay d8i

thudc tinh mau sic va thdi gian.

N&u 1A cac thanh ph&n khac trong
Slide thi s& xu&t hién hdp thoai Fly In dé
chinh sta thudc tinh Effect, Timing va

Text Animation.

Eed |[Tuming
Settings
e colon
Sige
potn Lt
St eyt

0O Astorevense

A Don t Dim
At |

[ <omrveeamenteen
Cend

Animation Pane

B

1Y ContentPlace.. |
....; Content Place.. -

) start On Click

v X

-

[

— 1

Trén bang Animation Pane n§u muén thay ddi vj trf trinh didn cia mft
d&i tugng, cac ban nh&p chon déi tugng va kéo dén thir ty ban mudn.
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Animation Pane ~ %

[ rmren] [

1Y ContentPlace...[ |
2 4 Content Place...[]

Thiét dat thai gian cho
chuyén ddng clia ting d6i

tugng bang céach:
Nhdp chon ddi tugng,
sau d6 nhap thdi gian

chuyén ddng vao khung
Duration (lénh nay thudc
nhém 1&nh Timing clia Menu
Animation).

3 47 Content Place...[]

Animation Pane

1Y Content Place...

2. % Title 3 BAOI ...

v X

[~][-]

b Start [OnClick  ~
01.00
IE

Timing

@® Duration:
® Delay:

Reorder Animation
=i & Move Earlier
¥ Move Later

" | Animation Duration
—| Specify the length of an animation.

Muén dit thao tdc nh&p chuét dé trinh dién cac hidu ing, nh&p chon
hidu Ung trén bang Animation Pane. Trong myc Start chon Iénh On Click,
ho3ic dat c4c thao tdc khac With Previous, After Previous ndm trong danh

séch 1énh.

=& Animation Pane

N ¢
Add
Animation * ¢ Animation Painter

5 Trigger~

Advanced Animation

On Click

b Start: Reorder Animation
®© Durati 4 Move Earlier
O Delay] ¥ Move Later

TAO MOT TRINH CHIEU CHO MON HOC (HOA HQC-SINH HQC).

Phén trinh bay sau 1a mdt
bali ta4p hudng din thiét k& mot
trinh chi§u cho mdn hoc (H6a hoc-
Sinh hoc). Bai tap sU dyng céc
chic néng soan thao co ban trong
PowerPoint, nhdm gidp ban doc
khai thac va van dyng cé hidu qua
PowerPoint vao céc bai soan thdo
hay b4o c4o clia minh. Giao dién

clia bai tap nhu hinh sau:

HOA HOC

Tim HiIBu VE cLO
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P3

Tai khung tidu dé, hay thyc hién nhap THéahoc
ndi dung tidu d§ HOA HQC va “TIM HIEU "TIM HIEU VE CLd
VE CLO” nhu hinh sau: A o =

D& thay d8i mau chll cho tidu dé vua ,@ﬂag == | =
nhap vao, nhdp va kéo rd chudt chon khdgi =
ch@ c&n déi mau. Sau d6, nh&p chon 18nh ddi Theme Colors

mau tai nhém lénh Font sau dé chon mau

i
HOREDEEEEER
séc vira y cho chr nhu hinh sau:
HOA HQC

) B I E B
TiM HIEU VE CLO

Tiép theo, chung ta thyc hidn chén cac Standard Colors
hinh minh hea cho tiéu dé bai gidng bing

= E EEEEEEN
cach: Nh4p chu6t vao biéu tugng Insert & Saie Colors

Picture from File tai khung nh&p néi dung Y Red

e

trén Slide. ryetiropper
(Hoac nhip

chon menu Insert, 1 -

P 2 a.

chon nhém images
sau d6 chon I|&nh
Picture, d& thém
hinh).

31 Online Screenshot Photo
Pictures v Album -~

Images

Hp thoai Insert
Picture xuit hién,
nh&p chon hinh 2.Jpg ! I___. !

trong thu muyc hinh.
Sau d6, nh4p chon nut
Insert dé chén hinh ’ ‘

vao Slide.

Chu y: Phdn di ligu hinh c4c ban cé thé chudn bj truéc va tham kh3o
ty dfa DVD kém theo sich hay tii vd tr www.stkbook.com. C4c ban hay tao
truée thuy myc chuda hinh trong 8 dia cimg cUa may.


http://www.stkbook.com
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Trén Slide xu#t hién
hinh nhu sau:

Tuong ty, nhdp chon
hinh 2.png dé chen ti§p mot
hinh nla vao Slide. Hay thiyc
hién bg trl hinh trén giao dién
Slide nhu hinh duéi. Tiép
theo, thdm mot dong text &
géc phai trang gidi thidu bai
gidng nhu hinh bén.

Hoéa hoc .

TiM HIEU VE CLO

|

L= ]
§TRINH BAY: STK

Dong ggn s6ng cho ban bi&t phdn chlr c6 18i. D& tat
phén ggn séng nay, hay thyc hién theo huéng din sau:

Nhdp chon menu File > Options, hdp thoai
PowerPoint Options xuit hién. Nhdp chon tuy chinh
Proofing sau d6 bd d4u kiém tai myc Check Spelling as
you type, thyc hién xong nh&p nat OK déng y.

Khi nhap ndi dung vao, néu dudi
chan chif ta thdy c6 gach mau dé ggn
s6ng do chuong trinh dang & ché d6
kiém tra 18i chinh ta tiéng Anh.

Sau khi bd danh dfu tuy chon
kiém tra 18, chr s& khdng cdn mang
d4u gach db nhu hinh bén.

o
§TRINH BAY: STK
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Sau khi hoan thanh, ta c6 1 Slide giéi thiéu bal gidAng nhu hinh sau:

Hdéa hoc . e .
TIM HIEU VE CLO

TRINH BAY: STK

Budc ti&p theo, chiing ta tao thém nhung chuyén ddng trinh dién cho bal
gidng. Khi c6 céc chuyén déng nay sé ting thém phin h&p din va sinh ddng
cho bai giang trong khi trinh bay.

Céc ban thyc hién theo céc budc hudng din sau:

Trén Slide 1 nh&p chon phén tidu d8 mudn dit thém hidu ung chuyén
dong trinh dién.

O~ oo

Hoa hoc “ . = =
| TIMHIEU VE CLO ]
R

A

VA

Tiép theo, trén thanh trinh don nh&p chon menu Animations > chon hiéu

Ung Float In trong nhém 18nh Animation. Higu (ng nay cho phép chuyén déng

ch tir dudi 18n trédn. Trong menu cdn cung c&p r&t nhiéu hidu ing chuyén
dadng khac nhau, cac ban cé thé Iya chon theo myc dich clia minh.

1

Tuong ty nhu vy, cac ban h&@y d&t thém céac hidu ung khac cho hinh
minh hoa trong Slide.
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Phén k& tiép 12 trinh bay ndl dung clia bai gidng SINH HQC LGP 6, céc

budc ti€n hanh nhu sau:

Budc d4u tidn, cac T e e
ban héy tién hanh thém | E a. =4
mot Slide thir 2 vao bal Table | Pictures Online Screenshot Photo
gldng bang céach: Trén - Pictures v it Album«
thanh trinh don nhdp || office Theme
chon menu Home > New
Slide trong nhém 1&nh S T |
Slides va chon kiéu trinh =3
bay Two Content. TleShide  Title and Contert _ Section Header

MOt cach khéc:
nhdp chudt phai vao ] E '

|

Slide 1 chon Iénh New
Slide trong clta s8 méi
dé thém mot Slide cho
bal gidng.

| mae

ar | mee
E E T =1

S

Comparison Title Only

4 Default Section
1

Trén thanh quan ly Slide ban phali, c4c ban s& thdy phén Siide 2 xuit
hién ngay b8n dudi Slide 1 nhu hinh trén.

Trd lai giao dién bai gidng, hay nhap tidu d8 cho Slide 2 (thyc hién tuong
ty nhu tao tidu dé cho Slide 1).

SINH HQOC LGP 6

BAI 1: SY BIEN DANG CUA LA CAY

Ti&p theo, thyc hién chén bang vao Slide 2. V| trf nAm ngay bén dudi
tidu dé chinh.
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Trén thanh trinh don, nh&p chon menu
ingsert > Table > Insert Table. HYp thoai
Insert Table xu&t hidn, nhap da lidu d8 chén
bang gém 2 dong va 2 cdt, sau d6 nh&p OK
déng y.

I [ | O |
EEDDDDDDD

|
Co0000ind

raw Table ~

D
Excel Spreadsheet

& R 00

I |

Bang bidu sé dugc chén
véo Slide 2 nhu hinh: QUANG HOP

i HO HAP

Thyc hién nh&p ndi dung
céc cdt bédn tréi cia bang nhu
hinh bén:

Tiép theo, thyc hidn sidp x&p ndi dung chil ndm & gilta cac dong trong
Table bing cach: nh&p chon 18nh Align Text (thu)c nhém i1@nh Paragraph
tr&n menu Home) > Middle, dit chd nam & vj tri gila khung. D&i v8i cac dong
phén b&n phai hay nh&p chon chudt phai va chon I8nh Merge Cells dé gin
chung lai vdi nhau thanh m{t cft.

THOATHOINUGC

-—

..........................

..........................

| ."_—_'_—__I - —
Ta c6 k&t qua clia badng nhu hinh trang bén, phén cft bdn phai trong
bang d& nhap céc hinh minh hoa cho ndi dung trong Slide 2.




e
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QUANG HQP

HO HAP

THOATHOINUGC

Céc ban hay thyc hién chén hinh

vao ph4n khung bén phai b&ng c4ch: ﬂ ﬂ-o- =z
Nh&p chon menu Insert > Images Online Screenshot Photo
> Plctum_ pktufs v Album ~
Images
HOp thoai -
Insert Picture xu&t & D’_' g TR " A= —_
Oopminn > Blowy fobiies B-06
hién, nh&p chon hinh - Ot _ E
trong thu myc hinh. | Sa=t_
Sau d6, nhdp chon | o
nit Insert dé chén | 5o
hinh vao Slide. Trong e
thu myc chia hinh
M Computer — e — g
hay chon HINH 7, “:‘“‘:‘;‘p‘:‘:' ™ -y e 1109 . 1259
sau d6 nh&p Insert m.n . i ;
thyc hign chen. ny | ] g
Ta c6 két qua Possms [ 0e11ivy 2] [A85hchom Okt py -1
nhu hinh dui: = - O H e 1)
So 86 quang hgp céia cAy xanh
QUANG HGQP
a ; CoftyOslghucess) + 8 Gy + SHO
HO HAP *'
THOAT HOI NUGC
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Budc tiép theo, ching ta sao chép phén tiéu dé va dan trd lai vao Slide,
dé tao thdm mot khung nhap ndi dung. Thyc hién sao chép bdng cach: nh&p
phal chon doan text ndi dung va chon 18nh Copy. Dén trd lai vao Slide (dung
18nh Paste) va tién hanh thay d8i ndi dung cua né.

-

L]

Hay s4p x&p céc ndi dung vira nhap

Cdc chuc nang chinh cua la cay:

So 6 quang hyp cia cAy xanh
QUANG HQP
Ctuyglgivases) ¢ 0y ¢ 81,0
HO HAP
Ands s mg mmg1 1o
THOATHOINUGC
000, 134,0

Sy bi€n d8i cda I4 cd ¥ nghia gl so vdi cdc chung ning chinh:
Ld cGa mét s§ lodi cdy bi&n dbi d8 cS thé thich nghi vdi méi
trudng s6ng va thay thé cdc chic ndng chinh cla I4 bdng cdc
chuc ndng khéc.

Sau khi sép x&p xong, ching ta hay g&n thém cac chuyén ddng cho cac
ndi dung va hinh. Hay nh&p chon céc phdn c4n gén chuyén ddng, sau d6 nh&p
chon chuyén 80ng b&ng cach:

Nhé&p chon menu Animations va chon hidu Ung Shape (c4c ban c6 thé
nh&p chon céc hidu Ung khéc).

***t:ﬁ**

Appear Fade Flyln Float In Wipe

I -Animation,

fal o]

n
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Hay tao thém Slide 3, 4, 5... va b8
trf cac hinh, ndl dung bal gidng (trong thu
myc DU LIEU THUC HANH).

Hinh 1 (HINH 8 trong thu muyc
luu): CAY NAP AM.

Gan 14 phét trién thanh binh c6 nép
day, ti&t ra nhimg chét dich thu hit sau
bo. Cay tidu héa sau bo roi vao binh.

Hinh 2 (HINH 9 trong thu muyc
luu): CAY BEO DPAT.

Trén 14 c6 nhiéu 18ng tiét ra chat
dinh, d& vira thu hat sau bo va tiéu héa
ching. Bt va tidu héa rudi dinh vao
tua cudn.

Hinh 3 (HINH 10 trong thu myc
luu): CU HANH.

Be la phinh to thanh vdy day mau
trng. Be l4 chira ch&t dy tr  cho céy.

Hinh 4 (HINH 11 trong thu muyc
lvu): CU DONG TA.

L4 phdi trén than ré c6 dang vay,
mau ndu nhat. Che chd cho m&m cay.

Hinh 5 (HINH 12 trong thu muyc
luu): CANH MAY.

L4 phdn ngon c6 dang tay méc,
tay méc giup cy bam va leo 18n cao.

cAy BEO PAT

cU DONG TA

m
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Hinh 6 (HINH 13 trong thu myc
luu): CANH DAU HA LAN.

L4 ngon c6 dang tua cuén dai,
tua cudn giup cay cubn vao cac canh
khéc va leo I&n cao.

Hinh 7 (HINH 14 trong thu muyc
luu): CAY XUONG RONG.

L4 bién thanh gai nhon, gai nhon
Iam gidm sy thoat hol nuéc.

Dya trén ndi dung ctia kich ban trinh bay & trén, cdc ban hay thyc hién
sép x&p c4c ndl dung trén nhu sau:

P4u thanh tidu d& d4u tidn hay nhap ndl dung la “CAC BIEN DANG
THUOGNG GAP”. Ti&p theo, cdc ban thyc hién chén thém mdt bang gém 2 cdt
va 2 dong va nhap ndi dung cho dong d4u tién.

Ta c6 két qua nhu hinh sau:
CAC BIEN DANG THUONG GAP

BIEN DANG LOAICAY

Buéc tiép theo, thyc
hién chén cac khung
vudng dé nhap ndl dung
bal gidng va tao hidu ung
cho nékhi trinh bay. Trén
thanh trinh don nh&p chon —

menu Home > Rectangle. l trr TS rr ey
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Quay lai Slide 3 nh&p chon m{t diém, sau dé kéo ta tao thanh mét hinh
vudng ung véi cft “ BIEN DANG” bén tr&i nhu hinh dudi:

Sau d6, hdy nh&p chudt phai vao khung vira vé dé nhap ndi dung béng
i&nh EdIt Text.

BlE‘NIt)ANG

K

\Jf ir ‘

W 0

Nhap ndi dung bai giAng vao khung vi/a vé & trén (Cha y: sif dyng cung
kidu chtr v6i cdc Slide d4u tién). DE tit dudng line bao quanh khung da vé hay
nh&p chudt phai vao khung, chon I&énh Format Shape_ L&nh nay cho phép cac
ban thiét 1ap todn bd cac théng tin clia d8i tugng da chon.

& Cut

Copy

R Paste Options:
Ext Edit Text

A Font.

Hop thoai Format Shape xust hign, nh4p
chon Tab Line Color > sau d6 chon I8nh No
Line, dé tdt dudng line bén ngoai khung. =4 Paragraph..

Format Shape EE] utes .l
= Numbering | »
SHAPE OPTIONS | TEXT OPTIONS
@ Q - ﬁ Convert to SmartArt  »
R L & Hypesink...
b FILL Synonyms »
4 |INE @— BP Tranglate
o Nolinf ‘ Format Text Effects...
O Solid e
O Gradient line

AT3
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Tiép theo, cac ban hay thyc hién chon Format Shape vx
mau nén trdng cho khung chll vita nhép. SHAPE OPTIONS | TEXT OPTIONS
Nh&p chon Tab Flll > chon 18nh So!ld fill > d QO 8
chon hop mau Flll Color > mau trdng (White, A

Backgroud1). Ta c6 k&t qua nhu hinh duéi. A LGy
O ot
BIEN DANG © sesara
O Gradient fill
L4 bién thanh gai <
nhon. Gai nhon O Siide background fill
lam giam sy thoat -
hoi nudc. :
Jeancparend
D& c6 ciu truc sédp x&p trinh bay ting “ e
ndi dung trong Slide, hay trinh bay nhdng ot
hinh tuong déng véi ndi dung cla bai gidng 8 ;‘:’:::ﬁ
vao cft bédn phadi. Cdc ban hay thyc hién EEEOENEENEE
chén hinh anh vao ph&n khung bén phai bing 1
céch:
Nh&p chon menu Insert > Images > Home _ Design
Plcture. HOp thoai Insert Picture xu&t hién, 7oy
nh&p chon HINH 14 trong thu myc hinh. L4n El g+ @
lugt chén hinh ti hinh 14 trd vé tru6c vao cot. ‘2:"’ oGl N"l’::::_
Images
LoaICAY

_,____.‘ e

-1 =

Fle maeme: [HINS gy 2] (napicwe rant 2t 25 1-1

- - o H [ ]

Ta c6 hinh cay xu#t hién trong cdt “LOAI CAY” nhu hinh sau: Tiép theo,
céc ban thyc hidn g&n céc hanh ddng cho cac khung va hinh vifa chén. Nhép
chon menu Animations va chon hi¢u Ung Float out tai myc Exit. Myc nay
cung cép céc kidu chuyén ddng thoat khdi Slide trinh dién.

17
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wors  nemt OGN TRaamons IR STESOW  AVEW  VEW O Dé thay ddi
-t 1 chidu chuyén dong
2 1 Lo o ol gﬁ cho chinh céc higu
*x # K ® X Ung da chon. O day,
T = ta nh&p chon menu
P O X % X KA K Animations > Effect
Sten mEs=me=iSSl Tl Mt e tanian o Lo Options > Float Up.
¥ k * % x Kk * P 3
Tarsparency Object Color Complame..  Line Cobky il Color Bnsh Color  Fort Color Undarfine
XXX
S " !* * A %k
Disgpew  Fode Fiy Ot Spla Wipa Tepe Wheet
KoK, R el
LoV s o)l G €k i
Lines Ay Tums Shapes Loogs Custorn Path =
Wipe Shape
Animation
.'....'...|...3...|...2-.-|...i-..|-.-0-.-|--1. b .2. -|-.3 ] 4

Sau khi sip x&p hinh va ndi dung, ta c6 biéu dién nhu sau:

CAC BIEN DANG THUONG GAP

BIEN DANG

LOAI CAY

Gan 14 phat trién
thanh binh c6 nép
day, tiét ra nhOng
chét dich thu hut
sfu bg. CAy tidu
hoé sau bo rol vao
binh.

c;v NAP AM

L
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Tiép theo, cdc ban hay thém mét —— e —
Slide 4 dé nhap ndi dung ké&t luan cho
bai gidng. Budc k& ti6p sé hudng din
c4c ban dong cac kiéu tidu dé diu
trang theo méu c6 sén.

Tao tidu dé bang cach: Nh&p chon 18nh chén khung vudng Rectangle.

Click to add title

===

e — 8
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BAI Iﬂl‘ 10
TONG QUAN VE EXCEL

Excel 12 mdt ing dung trong Microsoft Office rat phd bi&n d&i véi nhiéu
ngudi dung lidn quan d&n bang tinh. Excel hd trg ngudi dung phan tich di lidu
s@, tinh todn xU ly dua ra cac thdéng tin nhanh chéng, hiéu qua va chinh x4c.
Trong bai tap 9 chiing ta sé khdm pha céc chuc nidng co ban cia Excel 2013:

e Tao bang trong Excel va djnh dang sd trong bang tinh.

e Ap dung diéu kién djnh dang, sip x&p diI lidu AutoFilter.

e Tao cong thirc, sif dyng ham sé& trong cong thuc.

e Vé bidu d6 di lidu, A8 thj va so dé.

e Tao bang bao c4o, t8 chirc danh sach va in bang tinh.
KHOI PONG EXCEL

& géc trai man hinh, nhép chon nit Start l
> All Programs > Microsoft Office > Microsoft

Excel 2013. ' weioPuth Desigres 2013 l
¢ ndoPath Filler 2013

83 Lync 2013
» All Programs 3 OnoMowe 2013
A . Ba Ouiook 2013
l Search programs and Bes L0 Stast down |» PowesPoint 2013
@) Putsishor 2013

(9 wad 2013
Ji Office 2013 Took

Giao dién Excel xuit hién, diu tién 1a
phén yéu c4u tao mdi mdt ch& dd 1am viéc.

Giao dién nay gém 3 ph&n chinh nhu sau:

1. Hién thj menu File: C4c 1&énh tao méi, Iuu trd, in &n va cac tuy chinh
thudc tinh.

2. Hién thj Avallable Templates: T4p hgp cac bAng miu c6 sén.

3. Hién thj Blank workbook: Cho biét thong tin chi ti6t cia cac mau thiét
k& hay finh vifc da chon.
P& tao mdi mdt bang tinh, nhdp chon New > Blank workbook.

m
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Man hinh 1am viéc Excel gém mdt cla s& 16n chia mot hodc nhiéu clta
s8 nho bén trong, mdi clra s8 tuang Ung véi mot file bang tinh.

Giao di&n 1am viéc Excel xu&t hin gém 3 thanh phin:

1. Hién thj menu 18nh va thanh trinh don véi cac cdng cu b trl theo cdng
nghd Ribbon. Excel 2013 gi6ng nhu Excel 2010 thay d8i giao dién ngudi
dung tu viéc st dung cac thanh menu truyén th8ng thanh cac cym l&nh
d8 dang truy c4p dugc trinh by ngay trén man hinh gol 1a Ribbon.

2. Hién thj khung Iam viéc theo dang dong va ct.
3. Hién vuing tay chon trang Iam viéc (cac clfa sé nhd).

n
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SO LUGC CONG DUNG CUA CAC MENU

Menu Home: Chda cdc nhém nat 1énh Clipboard, Font, Alignment
Number, Styles, Cells, Editing_ c6 cac 1&énh dung cdt, dan, sao chép, canh
chinh kich ¢& chl, mau sic chi, dinh dang tai lidu, cac kidu miu cé sdn, chen
hay x6a dong hoac cdt, sdp x&p, tim ki&m, loc d liéu..

Menu Insert: Chita cAc nhém nut 1énh Tables, lllustrations, Charts,
Sparklines, Filter, Links, Text, Symboys_ cung cdp cé4c I&nh bang biéu,
cheén hinh anh, video, hinh tugng, vé so d4, dd thj, ky hiéu, chén link web,
canh chinh tiéu dé trang, chén cac ky hiéu_

Menu Page layout: Chifa cAc nhém nut Iénh Themes, Page Setup,
Scale to fit, Sheet Options, Arrange.. chifa c4c nat 18nh vé viéc hién thj bang
tinh, didu chinh céc d&i tugng trén trang Iam viéc va thiét 1ap in &n_

Menu Formulas: Chia cac nhém nuat 1énh Function Library, Defined
Names, Formula Auditing, Calculation_. gdm cac nuat I&nh cdng thuc, dit
t&n ving, cdng cy kiém tra theo ddi céng thirc, didu khién viéc tinh toan
cua Excel.

Menu Data: Chia cAc nhém nut I1énh Get External Data, Conectlons,
Sort & Filter, Data Tools, Outline_ gém céc nit 18nh dung thao tdo d8i véi di
lidu trong va ngoai Excel, cac danh sach, phan tich dif li¢u, -

Menu Review: Chia cac nhém nut 1énh Proofing, Language, Coments,
Changes_ gém céac nat 1&nh kiém 18i chinh ta, hd trg dich ti, thém chd thich
vao c4c 6, cac thiét 1ap bdo vé bang tinh.

Menu View: Chia cdc nhém nut 1énh Workbook Views, Show, Zoom,
Window, Macros._. thi&t Iap c4c ch& dé hién thj clia bang tinh phéng to, thu
nhd, chia man hinh_

Menu Developer: Menu ndy mic djnh dugc &n vl n6 chl hitu dyng cho
c4c 1ap trinh vién, nhiing ngudi c6 hidu biét vé VBA (dé m& nhém ndy nhin
vao nat Office > Excel Options > Popular sau d6 chon Show Developer tab
in The Ribbon).

Menu Add-ins: Menu nay chi xu4t hién khi Excel m& mdt tap tin cé sl
dung céc tién fch bS sung, cac ham b sung..

CAC THAO TAC LAM VIEC TREN EXCEL

Trén trang lam viéc, nh&p chon & cdn nhap chd,
ban c6 th& sl dyng nGt mai tén trén ban phim dé di
chuyé&n dé&n cac 6 ti€p theo. Trén menu Home, nh&p
chon font ch, c8 ch{ va kiéu chlr vao khung Font.

m
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Sau d6 tién hanh nhap chi, thao tdc nhap giéng nhu trong Word. VI dy:
o} day, ta chon kiéu chr 1a VNI-Helve, kich cd 1a 10.

-

r

C8 ch{ trong khung Size va kiéu chi trong khung Font Style, chon xong

nhép nat OK.

D& nhap chit trong Excel, ban cé th& nhap tryc ti&p Ién 6 da chon hoic
di chuyén con trd chudt d&n 6 Name box va nh4p chir vao d6, nhip xong nhan
phim Enter. Chll dugc nhap s& ty dgng cdp nhat vao 8 da chon trudc dé nhu

hinh trang bén.
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Al vl | X v kA HOI VA@ TEAN
A B C D E
HOVAT B
[2 ] |

Cha y: NSu vin ban nhdp vao A diy s6, sau khi nhdn Enter, k&t qua hién thi
12 #8%, ta phi ting chidu rong rong 6 08 hién thi ddy db ni dung cha.
THAY B CHIEU CAO VA CHIEU RONG DONG COT

Sau khi nhap mét ndi dung kha dai trong mdt cdt trong Excel, nhung kich
cd clia cOt khdng th8 biéu dién hét ndi dung ctia chl, vI vy ta dung cach higu
chinh nhu sau dé mé& rdong chang: Nh&p chudt chon cdt did nhap chlr va ré
chudt dén vj trf canh b&n phai ctia né.

Gilt chudt cho d&n khi xuét
hién bidu tugng ‘+‘, sau d6 kéo
sang trdi hodc phai d md& rong cot.

Tuong ty, c6 thé dang céch nay

thay dé thay d8i do rdng clia dong —
nhu hinh b&n. Cach nay cho phép md
réng tdy y sir dyng.

Céch thu 2 dé thay dél dd rdng cla 3 AutoSum * A
cdt 1a: Chon ct cén thay d8l, sau d6 trén — 7y
menu Home, nh&p chen Format > Column [ Fill- Sort &
Width.. HOp thoal Column Width xuét hign, @ Clear~ Filter v
nhgp vao kich thuéc cén thay dél sau dé Cell Size
nh&p nut OK hodn thanh. *l Row Height.. i

AutoFit Row Height 1
Columnwidthe [10 |
i AutoFijt Column Wi )
0] 4 Cancel
3 I Default Width... L

Thay d8i chibu cao clia ddng: Céc budc thyc hién tuong ty nhu thay
déi chiéu rong clia cdt, nh&p chon ddng holic 6 c&n thay dél.
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Trén menu Home, chon Format >
Row Height _ HOp thoai Row Height xuAt
hién, nhap kich thudc cén thay ddi vao &
Row height sau d6 nh&p OK déng y.

AutoFit Row Height
& Column Width...

AutoFit Column Width

Defauit Width...

DINH DANG O VA VUNG (CELLS, RANGE)

MOt & trong Excel dugc dinh dang dja chi bdi tidu dé cdt va s& tha ty clia
mot dong. Vi dy: Dja chi clia mot 6 A1 sa la két hgp <tén cft><tén ddng>, t&n
cOtla A vas8dong la 1

MOt viing 1am vidc dugc xéc dinh bang dja chl clia 8 & géc trén bén tréi
clia vung va dja chl & géc dudi bén phai cia vung (cé déu : phan cach).

VI dy: Bja chl cia mt ving A1:G10 s& la két hgp <tén 6 géc tréi>:<tén
8 géc phéi>.

THIET LAP SO THU TY NHANH

Khi phai thiét 1ap hé dir lidu gém mot day s tha
ty n6i lién nhau ma khdng mudn m4t nhidu thdi glan dé
nhép ting con s§

. Céc ban c¢6 th§ dung céch sau d8 nhap nhanh ]
chéng: D4u tidn, chi cén nhap s6 d4u diy s vao 8, sau
d6 nh&p chon 6 86 1 va khi con trd chuft bién thanh d&u
4, nh&n gi0 phim Ctrl kéo xu6ng d&n & Ung vdi s8 8
nhu hinh ban thi tha chudt. (tiy y 48 nhap d&n s6 tha ty
cén thi tha chudt).

Chu y: Néu khi kéo, khong nhdn gid phim Ctrl thl két
qQua 1a: Céc 6 chon bér: dudi déu 12 mét s6 gidng nhau.

CANH CHINH V| TRI ® TRONG BANG TINH

Sau khi d& nh@p xong d( lidu, c&n canh chinh céc 6 cho @ep mét. Trén
trang l1am vidc, nh&p chon céc 6 c&n canh chinh.
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Trén khung Alignment
cta menu Home c6 sdn céc
cdng cy trg giip canh chinh
nhanh, ban chl cdn nhdp chon
cac bléu tugng trong khung dé

Il

Ul

EEl ¥~ %WrapText
= | i ¥ | &= Merge & Center ~

Alignment L
canh chinh gém: L . ;
[ ] Canh bén trai cot
E] canhgita cit
@ Canh bén phai
cot
=| Canhbén trén
dong
=| Canh gilta dong
=| Canh bén dudi
dong
I:] Canh ti§n téi Canh chinh
trudc

Chu y: C6 thé canh chinh nhiéu cft va nhiéu ddng cing mét lic, bdng
cdch chon céc dong va cft dé réi tién hanh canh chinh.

DONG KHUNG BANG BIEU

Céac budc tao khung cho bang:
kéo chon ph&n bang cén déng khung.
Trong khung Font clia menu Home,
nhép chon biéu tugng [E] & géc dudi
bén phal nhu hinh bén.

Font

Calibri -lu <A N %
B U-~|H-

2-A- |8

|
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l

|

Hop thoai Format Cells xu4t hién, chon tab Border.

Format Cells

| Number | Atgoment | Font | Border | Fin | protection ]

above.

The selected border style can be applied by clicking the presets, preview diagram os the buttons

Presets

Text Text

Text Text

B .
[2] [&] [#] []

I:LOK || cancer |

Trong hdp thoal Format Cells cé céc lya chon sau:
Trong khung Line I céc kifu dudng vién (Style).
Khung Preset |a quy d|rk: noi d&t udng vién,

> None: Khdng cé dudngq vién,

> Outline: Dudng vién ndm bén ngoAi.

> Inslde: Budng vién n&m bén trong.
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¢ Khung Border: D3t dudng vién cho bang tai cac vj trl cén thiét.
e Khung Color: Mau clia dudng vién.

Chon xong, ban nh4p OK, ta dugc két qua nhu hinh dudi:
4 Al 8| c | o | e | F

CAC PHEP TOAN LUAN LY
‘a | b | &b | ab | a>=b | a<=b
47 | 23 | TRUE | FALSE| TRUE | FALSE
58 | 58 | FALSE | FALSE| TRUE | TRUE |
12 | 49 | FALSE | TRUE | FALSE | TRUE
35 | 75 | FALSE | TRUE | FALSE | TRUE

S !

N [(»nid W |N| =

Ho#c c6 thé tao bang nhanh bang cach P [ A[===]cx/
nh&p chon tam gidc hudng xudng cua bidu
tugng Borders va chon All Borders tif danh B Bottom Border
Fl Tog Bordes
séch x8 xudng. e
THEM VA XOA DONG, CQT E BoMt Border
Nh&p chon cdc 6 cé4n chén. Trong Fi NoBorder
khung Cell clua tab Home, nh&p chon Insert Eilile s s
Fl Outgide Bordens
> Insert Cells_. O Inick Box Border
[ Bottom Double Border
? Pt 2 Au [E] Thick Bottom Border
=S | [ A [0 Top end Bottom Border
Delete Format Top and Thigk Bottom Bordes
D Top and Doybie Bottom Border
Draw Borders
Ef Draw Border
3¢ Insert Sheet Rows fu Drow Border Grid
U3¢ Insert Sheet Columns & Erese Border
ol Line Color »
&) Ingert Sheet Line Style ’
B More Borders...

Hop thoal Insert nhu hinh trang b8n xuét hidn, trong hop thoal cé céc
thy chon: Chon Shift cells down dé thém: 6 vao bén trén & dugc chon, chon
xong nh&p OK. Ta dugc k&t qué mot & xuét hign canh 6 da chon v| trl chén nhu
hinh trang bén. Tuong ty nhu vly ban cé thé tdy chon thém ddng, thém cét
bding céc 1§nh Entire.
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m——

Insert I!I A“ B J y Y B FI)H
Insert 7

- 1| CAcP| [al_CACP

O Shift cells right h b ; N
® it ceis owr] a |
O Entire row 3| 47| 23 3| a 9B
O Entire column 4| 58 | 58 4147 38 |
’ ST [ as 1| |2 381 % |

| ox | l Cancel | 61 35 | 75 6l | 5

= 7| 35

Céc l&nh cdn lai bao gém: .
e Chon Shift cells right d& thém & vao ' I
bén phal 6 dugc chon.

e Chon Entire row dé thém doéng vao h
bén trén & dugc chon. g= Insert Celks...

e Chon Entire column dé thém ct vao

Ngoai ra, con c6 thé chén thém doéng
va cdt bAng cach:

Insert Sheet

—

Nh&p chon I&nh Insert Sheet Rows va Insert Sheet Columns trén
menu Home nhu hinh trén.

XOA O, DONG, COT VA TRANG

D& x6a cac thanh ph&n ndu trén, hay
nhé&p chon v] trl c&n x6a trudc sau dé trdn menu
Home, chon Delete sau d6 chon tip 18nh c4n
x6a. G8m c6 c4c I8nh nhu sau:

e Delete Celis: X6a 0.

e Delete Sheet Rows: X6a dong.

e Delete Sheet Columns: X6a cft.

e Delete Sheet: X6a trang lam viéc.
Ngoal ra, c6 th§ thyc hién xbéa dong, cdt theo mt cdch khédc: Nh&p

chudt phél chon I§nh Delete:
o Shift celis left: X6a 6 bén trél. o Entire row: X6a dong.
o Shift cells up: X6a 6 bén trén. o Entire column: X6a cét.
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% Cut
22 Copy
8 Paste Options:
O Shift cells up & 2
O Entire fow - Paste Special...
O Entire column ;
ll,
I o([}_l l Cancel ’
i Clear Coptents

NOI, CHIA DONG VA COT

N&i nhidu 6 thanh mdt 6 theo huéng din sau:

Khi mu&n nél nhiéu 6 thanh mdt
0, thyc hidn chon céc 6 tal vj trf cén

n&i nhu hinh bén.

Tiép theo, trén nhém
iénh Alignment cla menu
Home, nhip chon hinh tam
giac huéng xuéng clia 0
Merge & Center va chon
Merge & Center ti danh sach
x8 xuéng.

K&t qua nhu hinh dudi.

Merge Across
Merge Cells

Unmerge Cells

B B e

NoI dung cla céc 1&énh nhu sau:
o Merge & Center: N&i cic 0 d|nh theo v trl trung tAm.
e Merge Across: N&i c4c 6 theo dang ngang.
e Merge Cells: N§i tt ca cac 6 theo deng kéo chon.
e Unmerge Cell: Khdi phyc céc 6 & nél.

Chu y: N6u t4t ca cdc 6 déu cS da lidu thi cdn phai chuyén hét do ligu
18n & 8 gbc trén cong bén trél cia nhém 6 cdn nbl. VI da lidu trong 6 ndy sé
duge gi lal, da lidu cua cdc 6 khéc sé bj xbu

19
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COPY VA DAN DU LIEU TRONG O
Muén copy d ligu, chon vung dif liéu cin copy sau d6 nh4n t8 hgp phim

Ctrl + C, sau d6 nhdp [g | 9 [

chon 6 ddu tién cla van -S| - S -

cén dén va nngn 16 hop I TONG] | [0 TONGITONG
phim Ctrl + V d dan. 11 | [ i_ ]

Sao chép theo chiéu 9 T

doc: )

N&u ban muén copy |10 TONGI |
dir lidu ctia mot & cho nhidu |11 [ 4 = |
3, nh&p chon 6 chia dif ligu, 10 !
réi ré con tré chuft dén 6 |, M__{
vudng nhé & phfa dudi géc 14
phai clia 6, nhdp gilr chuét 1
va kéo sang cac 6 ma ban
mubn sao chép. Hinh duéi |16 __ I B
cho thdy mot s6 k&t qua sau |17 5 ]
khi sao chép. 18 L ho]

19 I

Sao chép theo chiéu ngang:
11

13 10 |
14 10 |

XOA DU LIEU TRONG O
Trudc khi xéa dO liéu, h&y chon cdt hodc

dong chia dr 1l8u cén xbéa. Tr&n menu Home,
nh&p chon Clear x8 xuéng cac myc chon: i:“;:ﬁ S':'“"
o Clesr All: X6a ngl dung va d|nh dang.
o Clear Formata: Chl x6a phén d|nh dang. %o Clear formats
e Clesr Contents: Chl x6a ph&n ndl dung. Clear Contents
» Clear Comments: Chl xéa chu thich (néu Clear Comments
c6 dinh kém). Clear Hyperjinks
o Clear Hyperlinks: X6a li8n két. R Remove Hyperlinks
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Ho#c chl cdn chon dit liéu c4n xéa va nh&n phim Delete d& x6a ndi dung
trong cac dong hay cét.

PAT CHU THICH CAc O DU LIEU TRONG BANG

Thém chu thich vao cac 6 giup cho viéc hiéu chinh va ndi dung théng tin
ma 6 dang chifa dugc rd rang han. B8 thém chi thich vao 8, chon 6 va chon
nhém Review > Comments > New Comment.

?ﬁ «fl Show/Hide Comment

@ Show All Comments

Delete Previous Next
" Show Ink

Comments

Khung Comments xuit hién, hay nhap néi dung cla chu thich vao:

8
9 o N | 0 2 ,,.'Dvnnmx-a. Tk
» | Win7SP1-64:
- S 10 TONG
ADMIN uﬁhbmhmgthang&l 5
10 T:ONG_P |
I L — — ~- 101

Poc chu thich chi cdn nhdp chon & cé chu thich hoidc chon Review >
Comments > Next ho4c Previous.

\,omment

ADMIN:

Tinh tién luong thang 6

AT

— __i. -

108
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Ngoai ra, ban cé thé nhdp phai ITON ""] ENE
lan & cdn chG thich va chon lé&nh ’lx -
Insert Comment. = | AR Copy
Thiét 1ap ch& d6 4&n hoic hién céc i]us Paste Options
chu thich: thyc hién bing céach, trén ®
thanh menu Review chon nhém 1énh < ;1 Paste Special..
Comments > Show All Comments. ) 1 Jset..
Trong d6 ta c6 3 18nh gém: et 8¢ Delete
e — Clear Coptents
e Show/Hide Comments: Hién va o AR
4n cha thich tai 6 chon T A X
e Show All Comments: Hién t4t ca L sant ,
céc ch hich. EXZETT—
e Show Ink: Chl hidn cac chu thich B Format Celis...
duqc chon tu dong. Pick From Drop-down Lit...
Define Name...
q » & Mk..
p v
4n céc chu thich b4ng cach: Nhdp phai TONG & ca ‘
&R Copy
chon Show/Hide Comments. i
1% Paste Options

1 m

1 Paste Special..

B €3 ¢t Py TE——

Ednt Delete Previous Next

“omment hc Ink 1( =
Comments i =5
R Delete...
o | Clear Contents
Tuong ty, mudn xé6a cha thich ta [~ <o ] Quick Analysis
chon & cin x6a sau d6 chon Review > Filtgs >
Comments >Delete. Hoic nhip phai - Sort ’
chon Iénh Delete Comment. b Edit Comment

=1 %Q Delete Comment

1 Format Cels...

sU DYNG CAC TO HOP PHIM TAT DE DI CHUYEN

Trong Ecxel, d8 rat ngin thdi gian l1am viéc va tién dyng hon, ngudi
dung cén tim hi€u thém mét s§ hé théng phim tat c6 kha nang hd trg tt cho
viéc thiét k& bang nhu sau:
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PHIM TAT

TAC DUNG

Tab, phfm

Dich chuyén sang c4c 8 bén phai

Shift + Tab, phim «

Djch chuyén sang c4c 6 bén trai

Phim 1 Dich chuyé&n sang c4c 6 bén trén.
Phim ! Dich chuyén sang c4c 6 b&n dudi.
Home Djch chuyén tdi 6 & cot A clia dong hidn hanh.
Ctrl + Home Djch chuyén tdi dja chi 6 A1 trong worksheet.
Ctrl + End Dich chuyén téi dja chi 8 c6 chua di li¢u sau cung
trong sheet.
Ctrl + Page Up Dich chuyén téi sheet phia trudc sheet hién hanh.

Ctrl + Page Down

Dich chuyén tdi phia sau sheet hi¢n hanh.

Alt + Page Up

Djch chuyé&n qua trai mot man hinh.

Alt + Page Down

Djch chuyén qua phai mét man hinh.

Page Up Djch chuyén 6 hién hanh Ién trén.
Page Down Di chuyé&n 6 hig¢n hanh xuéng duéi.
F5 M& hdp thoai Go To.

End + = Ctrl + —

Djch chuyé&n t6i & bén phai d4u tién ma tru6c hoic
sau n6 12 6 tréng.

End + «; Ctrl + «~

Dich chuyén t6i 6 bén trai ddu tién ma truéc hoic
sau né la 6 tréng

End + T hoficCtrl + T

Lén 6 phia trén d4u tién ma trén ho3c dudi n6 1a &
tréng.

End + | hodicCtrl + |

Xudng & phfa dudi d4u tién ma trén hoic dugi né 1a
6 tréng.

CAI DAT NGAY VA GIO

Viéc cai dit ngay gid 1A mdt trong nhing thao tdc quan trong khi lam
viéc trén Excel, n6 hd trg gitup thyc hién xac dinh hay nhap ngay gid trén bang
tinh. C6 2 cach dé dinh ngay gid cho Excel dé 1a:
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Thyc hién trén Windows
Cai g4t trén hé thdng Windows hoic tryfc tiép trong Excel.

Phdn trinh bay sau la mdt s6
huéng din giup thyc hién cai dat thoi
gian. Trén man hinh Windows nhép nuit
Start > Control Panel. K& tip, nhip
chon myc Clock, Language, and — —
Region (tham khao hinh dugi). = _—_T

Cla s8 mdi xudt hién, nh&p
chon myc Region and Language.
Hop thoai Region and Language
xudt hién, bén trong hday nhdp chon
tab Formats dé diéu chinh mot s6
théng tin thdi gian nhu sau:

L
W - ot Pt - o [ [T Comtont Pt

. —

1 — ]

Trong myc Format: Nhdp chon English (United States).
Trong myc Date and time formats: Chon muc Short date: M/d/yyyy
(th&ng/ngay/nam). T8t nh&t hay gilr & ch& dd mic dinh.
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K& ti&p, hdy nh4dp chon Additional settings dé m& phdn cai dit. Hop
thoai Customize Form at xu&t hién, thyc hién déu chinh cac thudc tinh cho
hién thj s&, tién t8, thdi gian va ngay thang. Thyc hién diéu chinh cho phu hgp
theo yéu cdu cia bang tinh.

Thyc hién t.én Excel

Trén menu
Home, nh4p chon
nit Format Cells,
d8 md hop thoai

hidu chinh.

Hop thoai |
Format Cells ||
xuét hién.

Hay nh&p chon tab Number dé chon myc Date. Chon céch hién thj cho
thdi gian theo c4c hién thj cho trong danh sach. Tuang ty, hay nh&p chen myc
Time d& chon céc tuy chinh hién thj thdi gian. Sau khi higu chinh xong, hay
nh&p nut OK & cu6i hdp thoai d8 déng y vdi cAc thiét 1ap trudc dé.

DINH DANG HIEN TH| KIEU S8 p—— = |

Trén menu Home, nhdp chon nut Format
Cells, d8 md hp thoai hidu chinh.

Hop thoai Format Cells xuAt hién, hay nhdp Number R
chon tab Number d& chon muyc.

<+
B-% 5 | NP
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Founat Culls- E

Number
Cumrency
Accounting
Date

Time
Percentage

Fraction
Sdentific
Text
Special
Custom

| ox >_‘| [ cancer |
Trong hop thoai cho phép hidu chinh cac théng tin ndm trong phé&n
Category.
Muc Number cho phép hiéu chinh mét d@ ligu s6 nhap vao bang tinh:
e Sample: Hién th| k&t qua.
o Decimal place: Quy dinh s& chr s& thap phan.
o Negative number: Chon ki8u hién thj s& 4m.
C6 thé danh ddu chon Use 1000 Separator(,) d§ danh dfu ngan cach
phén s& dat t6l hang nghin cia mét day s6.
ﬁmtc&ls_ — AR

[fliqnment | Font l Border l Fill I Protectionl

[Samp:‘

Currency

Accounting z . E
Date 20 Decimal places: |2

Time % [0 use 1000 Separator ()
Percentage :

Fraction i| Negative numbers:
Scientific :

Text . 1234.10

Special {1234.10)

Custom n234‘10)

Ngoai ra con cé thé thao tac tryc tiép trén cdc cong cy hién thj trén

menu Home nhu sau: D& thém phén thap phan sau mot day s&, hday chon 6
chita day s3 va nh&p chon 1énh Increase Decimal.

184
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Ta c6 k&t quéd nhu hinh sau: (Tuong ty, gidm s6 du h&ay chon 1&nh
Decrease Decimal ngugc lai bd bét). M3I 14n nh&p chon 1a thdm ho3c b6t mdt

chl sé.

|Eeneral I

Number

B - % , lﬂ% f———

Nh&p vao nit Comma Style thudc nhém k& Number. Sau khi nhép nut
Comma Style, ta dugc k&t qua nhu hinh. M3c dinh dfu ch&m la dfu phan
céch s& thap phan, d4u phdy 1a d&u phan cach c4c s6 hang ngan.

DINH DANG KIEU TIEN TE

Nh&p va kéo d8 chon nhiing con s6
cén djnh dang va chon nat Accounting
Number Format. Excel thém mot d4u d6
la, canh thing hang vél canh bén tréi clia
4 va danh khodng tréng & bén phai dqu
ngodc don néu c6 gla trf Am. Ngoal ra
con cé céc hién th tién t& khac nhu: Bang
Anh, Euro, Nhan dan té, French.

9] 1 19
Number I 20 ' 20
B - % nl “p 98 123456.00f 123,456_.“) 1
22 22 L
Number F) 23 | 23 '
S

————

19
20

1234554_ '
2

i

Viéc dinh dang kidu tién t& cé thé thyc hién trong hdp thoai Format
Cells. Nh&p va kéo d& chon cac s6 cin dinh dang. Nh&p chon myc khung
Currency trong ph4n Category. Sau d6 nh&p vao Symbol va chon biéu tugng

ddng tién c4n hién thj.

1%
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Number | Agnment | Fort | Border | P | oteron]

Category: %

General @mple

Number I—SIBASGM J
Dedmal places: |2 o E

Negative numbers:

-
!
51,254.10) |

CHEN KY HIEU TOAN VA KY TY BAC BIET

Chén ky hiéu va céng thic todn hoc
. . TC Equation ~
P& chén cac ky hiéu va cac cdng thic todn hoc
vao bang tinh hdy nhdp nat Equation trong nhém iénh 2 symbol
Symbols nim trén menu Insert. Thanh thudc tinh &n
Equation Tools xuat hién nhu hinh sau: Symbols
ni HOME aan PAGE LAYOU™ FORMARAS DATA VW vaw ' 'MAAI ‘ .
R o EEEE e -m-u---ht el 4 gl
S ([T PR8I 7 318 C][3] ] T e e i e v ey
o e
Trén thanh thudc tinh c6é cac ky B | h = 4
hiéu todn hoc hd tr¢g nhap cac coéng |*==** 1
thdc vao trang lam viéc. C6 thé chon A
cac ky hidu can thiét hoic cac mau
cdng thitc c6 s&n tai nit Equation. Binomia Thaorem
Mot cong thdc dugc chén nhu (x+a.)"=i(:)x'n"'
hinh duéi. o =
) ? bxpantion of a Sesn
; ?;5_ AR-—=y. -~ k,n— =
c(ri'aj —Z(kltl J*J Fourier Series
i ot 3 et oo L__.,_-, - =
f(x)=a°+Z(a.cos$+b,sin$
Pythagorean Theorem
a2l 4+ b2 =2
Chen ky ty déc biét TC Irsen New Equation

Truéc tign, nhdp chon & can chen ky ty.
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Chon trinh don Insert [ ]

> Symbol d& m& hop thoal | o= Lsemicace] = L. =
Symbol, chon ky ty dic bigt | “EE [ T ——
: [elc[e]€e]m][n]rs|rs|wm] B |78 7
rdi nh&p chon Insert. [sle[ale¢][~[Ofs]e n@[= ~[ale]4
[5e] s [ ]33 [ %% % [ % 9 |5 [ 3 [ %] ¥ [ %
TC Equation ~ s|e(MAVISITIR[A|Nnjv|T]a]A|TT]5]
€ Symbol L=lz] - [v[=fr|n]s]= ESZQ_-—_[Q
| Racently used symbolx:
lelef¥l@fe[~[+|[s[2]+|x[=[u]a]B]
| Symbols :_‘;‘;‘;‘“" Charsder code, [AC | toms [Uriode mea [7]
Do Lo )

CHEN HINH MINH HOA VA HINH NEN

Chén hinh minh hoa

Khi tao mdt bang tinh hay mot _ =
bdo céo cln dinh kém mdt sd hinh _ -
minh hea gidi thidu cho né. Cach chén
mot hinh minh hga nhu sau: Trén
menu Insert nh&p chon nut Insert.

Hop thoai Insert Picture xuit hién, nh&p chon hinh mudn chén tai dudng
din cla thu myc chifa, sau d6 nh&p nat Insert chén vao bang tinh.

Khi chén vao, hinh sé& xudt hidn v6i 8 nat didu chinh kich thudc va nut
diéu chinh xoay. Tuy vao muyc dich sif dyng ma diéu chinh cho thich hgp.

) umad

LY
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S N I N
TR ] |

Chan hinh nén

Mub&n chén hinh nén vao trang, trén menu Page Setup chon nhém Page
Setup sau d6 chon Background dé m& hop thoal Sheet Background.

Bén trong hop thoal, —m FORMULAS DATA

tim dudng dan dén thu myc _!ﬂ' = ‘
chia hinh cdn chén, nhép D ID l E ==

chon hinh va nh&n nut

Orientati Si Print B ks Backgre |
Insert. Hinh s& dugc chan mn- = i“ Ar::' r? 3 ‘l
lam nén cho mdt trang lam Page Setup

viéc nhu hinh dudi.

SO




MICRESOFT EXCEL 2013 BANN €20 Nevdl BAT 848

8AI TAP 16 T6nG QUAR VE EXCEL

THIET LAP MAU NEN CHO O

Trudc tidn h&y nh&p chon 6 cén thiét
Iap mau. TI&p theo, trén menu Home nhép
vao biéu tugng Theme Colors, chon mau
trong danh séch. Ta cé k&t qua nhu hinh:

]

Ho#dc c6 th dung céch sau
dé c6 thé thist Ia&p mau va hidu
Ung mau cho & trong bang tinh.
Hay nh&p chon nit Format Cells,
md hdp thoal Format Cells.

ERECEENEER

i

Trong tab Fill, nh&p chon nat Fill Effects_. HYp thoal Fill Effects xuAt
hién, trong khung Colors nh&p chon mau phél hgp vél hal 6 Color 1 va Color

2, ban chon kiéu d8 béng trong khung Shading Styles.

T
O one color Color s
® Iwo coion I:[
I | | —T]
T g i
SERENGEEES @ Horigontal
aEEEESEREED O vertiaal
aEAREEEEES I He oagemsiys
— O Oiagonat gown Sampien
| | © Frem comer
O Fiog conter
|
—_ Lo ]I cnce |
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D|NH DANG BANG TIiNH
Pinh dang bang theo miu

Excel thiét 1ap sin r4t
nhiéu biu miu dang bang
khac nhau.

Hay kéo chon ving
bang tinh cén djnh dang, sau
d6 nhip chon Format as
Table trong Menu Home.

Trong d6 sé x8 xuéng
cac kiéu bang, nhdp chon
cac miu thiét 1ap sdn n&m
trong 3 myc sau: Light,
Medium, Dark.

Néu khédng mudn chon
cac mlu c6 sén, ca&c bancé6 ||
th§ nhdp chon 18nh New o =—
Table Style_ d& ty tao bang
theo céch ridng.

Hop thoai Format As Table xuit
hién, hién thj dja chl ving chen, nhép
chon OK. Trén bang xu&t hidn dong tiéu I
dé Column nhu hinh trang bén.

24 !‘ ! |
25 |[Columnl |~ ColungBColumnE!i__v_ Column4| v~ | Column5| ¥ | Columné| ~

27

32 Q8

=AAEAL:
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dé COEZii'hffgdfﬁ,g,fﬁz ;}:'“"“ Row [ First Column Filter Button
thi nda, ban chon tab otal Row [ Last Column

Design va nhdp bd chon |4 Banded Rows [ Banded Columns

Header Row. Ta dugc két Table Style Options

qua nhu hinh:

[ [P ]]

DINH DANG VA TAO MGI VAN BAN THEO MAU

Pjnh dang vaén ban HAa I Colors - i
Excel cung c&p cac miu | Afons- | S [Ej IE % i
van ban dyng sin giip ngudi [ @ ertects - | I Onertaeon Sz P,

dung tao nén cAc van ban gl
chuy@n nghiép va dé sl dyng. ‘
Trong d6 c6 nhiéu miu khung,
kidu chl, hinh anh, d8 thj_ véi
nhiéu hidu (ng dep mét.
Ngoal ra, chuong trinh con

|

cho phép hidu chinh tiy y céc lonBoard—  Organic
miu nay. e l] A

Trén menu Page memenn) | [onemes [ =
Layout, nh&p chon Themes e s | T
va chon mé6t kidu tu Aa_ B |Aa_B |
danh sdch x§ xuéng nhu "c':;; "C:: | ey
hinh bén: —

Sau khl chon xong, hay ;_A_a_"h AA‘-’——U ;
nh&p chon Colors dé thay ddl Dvidend  Dropiet i
mau sic, nhdp chon Fonts dé I8, Browse for Themes..
thay d8i kidu chd. nhdp vao B Save Current Theme...

Effects chon kiéu hidu ung.
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Teo Themes méi

Dé tao mot theme mdi c6 phong céch
ridng, hdy nh&p chon menu Page Layout >
Themes > Colors sau d6 nh&p chon Create
New Themes Colors dé tao mau.

K& tiép, chon Page Layout > Themes
> Fonts va nh&p chon Customize Fonts tao
kiSu ch@ mél. Thyc hién luu sau khi tao
mél mdt Themes. Cac Themes dugc ap dyng
& thay dél dinh dang va khdng b| thay d&i ng!
dung.
cHE p) AN DONG BANG GROUP VA
OUTLINE

Khi mu8n d8i chi6u cac s§ lidu trén
cung mét bang tinh, nhung V! 88 lugng d(r ligu
I6n gay khé kh&n cho vigc d6l chi§u. Céc ban
c6 th§ dung cach &n dong dU ligu cung mot
nhém ho#c khdc nhém. Budc déu tién, hdy
chon céc ddng dU ligu mubn &n di. Nhép
chon menu Data, chon nhém Outline sau dé

I9nh Group-

u

in

—

l

L

CAC PHEP TOAN LUAN LY |__

J

»| & &

2 Ungroup Subtotal

® " Group...
Auto Outline
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HOp thoal Group xuét hign, hdy nh&p chon ché dd Rows dé thyc hién
&n céc dong da chon, sau dé nh&p chon nit OK dé déng y.

Trén trang lam vigc hién th| nat dfu trr va d&u cdng, tuy thudc vao
nhing hién th| trong bdng ndy. Nh&p vao d&u trir d§ &n ddng hodic cdt va
nh&p vao d&u cOng dé ching hién thi lal.

SRS T Y. T [Tz 4 | 8 | ¢ | o |
O e - - ) CAC PHEP TOAN LUAN
f 31 _© 1] TRUE 4] 4 58 s8 FALSE FALSE
3 +—=a T 5 12 49 FALSE | TRUE

] 0 » FALSE 6 30 7S FALSE TRUE

Tudng ty, cé thé nhdp chon Columns (nhém céc cdt), d8 thyc hign £n
theo dang cét.

Théo g8 cdc nhém dong cot a &n:

Khi mu6n thdo g8 cdc nhém dé thyc hién nhém tru6c dé, hay nhay chon
Iénh Ungroup, trong menu Data. Hp thoal Ungroup xuét hign, nh&p chon tly
chon ho#c Rows (hly nhém céc dong) hodc Columns (hlly nhém céc cét).
Nh&p OK dé déng y loal bd nhém.

Ungroup KB
Ungroup

©|gow|

O ;oluﬁms

[ ox m [ Cancel I

Ta c6 két qué nhu hinh sau:

2] 4 A | 8 | ¢ 4 A | B , c I D
1 CAC PHEP 1 |1 CAC PHEP TOAN LUl
[ ; :7 ; T‘:"E 2 a b a>b a<b
§ A ™ rm FALSE 3 47 23 TRUE FALSE
s 12 ™ rase] |4 58 58 FALSE FALSE
‘ 6 30 S FALSE 5 12 49 FALSE TRUE

TIM VA THAY THE GIA TR| TREN BANG TINH

Trong mot trang l1am vidc khi d& nhdp cédc da ligu, 88 cé thé xdy ra
sal 86t gid tr] hay muén thay thé cdc ky ty hay cdng thac. D& thyc hign,
hdy nh&p chon menu Home sau dé chon I9nh Find & Select ndm trong

nhém I8nh Editing.
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Tiép theo, nh&p chon I&nh Find, > AutoSum - A
hdp thoal Find and Replace xu&t hién. ] Fil- zv
Trong d6, nhdp chon tab Find va nhap tu Sort &
kh6éa muén tim vao khung Find what, @ Clear~ Filter ~
sau d6 nh&p nut Find Next tim ki&§m. Edit| 84 Find...
7 25: Replace...

NSu nhdp chon
Options n8u khdng tim théy
didu g! trong hdp thoai. Bén
trong nit Options cé chua
céc thudc tinh khéc giip cho
vidc tim kiém hidu qua han
nhu hinh bén.

K& tip, nhdp chon tab Replace, trén dong Find what nhip t0 khéa
muén thay th&. Phén cdn lai, hdy nhap tU kh6a sé thay cho tU khéa trén vao
khung Replace. Luu y: Nut Options cho phép md rdng va thu nhdé h{p thoai.

Find and Replace KB
[TFing | mepiace |
Ppdwnee | =l
Replace with: I E]
[ repacean | [ Reptace | | Findan | [ Fnanet | | close |

Ngoai ra, con c6 thé thay th& viing chon b&ng mau sic, cach thyc hién
nhu sau: trong tab Replace, tai ddng Find what hay nh&p chon nit Format
sau d6 chon I18nh Choose Format From Cell.
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——— E——— 1

Fmdmdnephce i) I
Findwhat | T=] [ NoFormatset | [ Format..[-] | [—
Replace with: | [=J [ No Format set | Fordiat.,
witi: [sheet  [7] [0 Match qase 0
search [ByRows [7] [ Match entire cel cgntents Clear Find Format
Look in: ‘IForm“hsl:Il .............................
[ Reptace s | | Reptace | | Findan || Einanet | | cClose | __‘_;;_{r
«

Nh&p vao mdt 6 c6 dinh dang mudn thay th§ nhu hinh dudi.

|

K& ti6p, nhdp chon nut Format &
dong tht 2 Relace with va chon Iénh
Format. HOp thoal Replace Format xuét
hién. Nh&p tab Fill, chon Background
Color la mau cam. Sau d6, nh&p vao biéu
tugng déng cla s8 bén géc phdi (x) dé

déng clfa sé.

[ ]
a
[ ]
2]

Choose Format From Cell...

Clear Replace Format
11

]

Trd v8 hdp thoai Find
and Replace va nhi&p chon
Replace All. Khi d6 Excel sé
thay thé& t4t ca cac 6 da chon
thanh 6 mau cam.

Replace All Replace
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HOp thoal Microsoft Excel
xuét hidn vél thdng bdo da tim céc
0 va thay thé dinh dang, nh&p nut 0 Al done, We made 6 replacements.
OK. Ta c6 k&t qud nhu hinh minh .

| | l I | l

Trd v8 hop thoal Find and Replace, nh&p Close dé déng hop thoal. Cac
ban cé thé nh&p Replace tao sy thay déi tai mdt thdl diém, n6u mudn tim dé
thay th§ cho dinh dang, nh&p Find All va Find Next dé t mau céc 0 trong
trang tinh nhung khéng thay thé dinh dang.

Luu y: Trudc khi bat ddu mot tim kiém Find hay thay thé Replace mdi, hdy
dam béo réng: Ban lam sach t4t cd djnh dang bang c4ch nhdp nut tam gidc
huéng xubng k& bén 2 nut Format va sau d6 nhdp Clear Find Format va Clear
Replace Format.

Trong hdp thoal Find and Replace, nh&p nut Format md hdp thoal Find
Format hay Replace Format. Trong d6, c6 thé Ia cac Tab giip xac djnh s§
(Number), canh thdng hang (Alignment), phdng chir (Font), vién (Border), t
mau nén (Fill), hodic bao vd (Protection) ma ngudi dung mudn tim va thay thé.

Find Format
| Number | Atignment | Font | Border | Fill || Protection |
CHUC NANG AUTOCORRECT Save

Chic néng nay giup ban stlra I18i chinh tA khi nhap —
lidu bang tiéng Anh va giup ban nhap nhanh cac ky hiéu
hay doan vin Idp di 13p lal nhidu 14n. D& thém cac cym tu

Print

vao danh sach AutoCorrect: chon File > Options, m& hdp Share
thoal Excel Options va nh&p chon Proofing. Sau d6, nhép Export
chon AutoCorrect Options_. md hdp thoal AutoCorrect -

English (United States).

| P - T — L -
Save Change how Excel corrects and formets text as you type | AutoCosrect Options... I
1 e e e H
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Trong hdp thoal
AutoCorrect: English (United
States) danh du vio 8
Replace text as you type. Trong
0 Replace, gd tif hay b| sal vao,
trong & With gd tu ding vao va
nhép Add dé thém tir vdo danh ||| ___ .
séch, sau d6 nh8p OK. Mubn stra || |(L L
ti trong danh sach AutoCorrect,
nhé&p chon tir d6 va gd lal tif mudn
slta sau d6 nh&p chon Replace.
Mubn x6a ti trong danh séach

AutoCorrect, nh&p chon tif cén P —
x6a r8i nhp nut Delete. :__
THAO TAC V&I BANG TINH

Tao mot bang tinh mdi: _ -
Viéc ddu tidn khi 1am vidc

véi Excel 1a tao mdt bang tinh méi. Open | Searchfor onkine tempiates
Chon nit Flle > New, mdt hdp Save Suggested searches:  Budget  Inwalce
thoal hién ra cung c&p nhidu Iya i
chon dé tao workbook nhu: D& tao ¢
workbook tr8ng, ban chon Blank Print ]
workbook va nh&p niit Create. Share ﬁ Il l
2.. - - - -
Export 3 S
4 (-
Close 5 | ;
Account l‘:‘ ribook ]m e j

Md bang tinh cé sén

MOt tap tin c6 sén c6 thé dugc md& bang nhidu cach nhu sau:

Céch 1: Chon menu Flle > Recent sau d6 chgn tén tap tin trong danh
sach Recent Workbooks, cé thé c6 t8i da 50 t&n tap tin dugc sif dyng gén day
nh&t trong danh séch nay. DE diéu chinh céc thudc tinh lién quan thl nhip vao
nat File > Options, hop thoai Excel Option xu#t hién chon Advance >
Display sau d6 chon gié trj trong Show this number of Recent Documents.
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Céch 2: Nh&p chon Open tr8n menu File, hp thoai Open xuit hién.
Trong hdp thoai Open, ching ta tim dé&n noi luu tap tin (tai Look In) va chon

t8n file c&n md sau dé nh4n nit Open dé md& tap tin.
V= - ———=— ]

o® 2 compu
Racard Folden

3 ay1
a o i N
® arn i
Oustoag + CTy '

@ cryen1
“aCTynt |
+ g o8 hanva- |
e Clpile
& barva-mus|
Daatnag « CTy|
@8 My Documy|
o8 Desang

JIE

Luu bang tinh

Hay nh4p t&n cla bang tinh vao Flle name, sau d6é nh4p nut Save dé
luu file lai.

m
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Luu y: Khi Iam vigc trén mdy tinh phai thyc hién Iénh Iuu lai cOng vigc da
thuc hién thudng xuyén. Viéc ra iénh Iuu khdng tén nhidu thdi gian nhung néu
mdy bf hdng hay cup dién ddt ngét c6 thé mat bao cdng sic lam vigc. Nhdm
tao an toan cho di kéu, hdy bat tinh ndng Auto Recover, Excel sé ty dng thyc
hién Knh luu theo thdl gian qui dinh (mdc dinh 1a 10 phat luu mét Idn). DE sU
dung tinh ndng Auto Recover, hdy nhdp chon Flle > Excel Options > Save,
sau d6 danh d4du chon vao Save AutoRecover Information every minutes va
chon sau bao nhiéu thdl gian médy sé ty ddng Iuu.

Proofing Save workbooks

Save files in this format: | Excel Workbook (*dex) =)
Language Save AutoRecover information every ﬁo a minutes
Advanced mmu.mwmndmwﬁm%

Thiét d§t mit ma cho bang tinh
Khi luu, hop thoal Save As xuét hién. Chon Tools > General Options

(bdn dudi géc phai ciia hp thoai)- HOp thoal General Options hién ra, nhép
mat ma m& va hidu chinh bang tinh (hai mat ma nay nén khac nhau dé ting

bao m4t). Sau d6, nh&n nut OK déng y.

] l |

. SEEE——
Céc tuy chon trong hdp thoal [
General Options:
o Always create backup: Tao ban sao cé dudi *.xlk tru6c khi gdn mét ma.
e Password to Open: Mat m& d8 m& bang tinh.
¢ Password to modify: Mat ma dé cap nhat ndi dung cho bang tinh.
¢ Read-only recommended: MY bang tinh dudi dang chi doc.

Khi m& lal bang tinh, céc
ban s& nhn dugc thdng béo,
yén cfu nhadp mat khéu
(Password), hdy dién ding mét ]

khdu da thist 1ap tru6c A6 va
nh&p nit OK dé mé bang tinh ra.
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Sép x6p béang tinh

Khi ta cuing lam viéc v6i nhiéu bang tinh khdc nhau, d& cé thé cung lam
vidc, d6i chi6u hay quan sét t4t c& ching. Céch t&t nh&t 1a sip x&p céch hién
th| clia c4c bang tinh trén cing mdt trang lam viéc.

Hidy nh&p chon g |  —
Arrange All trong menu View, :;
dé thyc hign sip x&p bang tinh.

Hop thoai Arrange Windows xuét hign, nh&p
chon céc ch& dd sip x&p bang tinh thich hgp.

o Tiled: S&p x&p nhu gach mosaic trén man hinh.

e Horizontal: Sip x& chdng l1an nhau theo
phuong ngang.

(o] Cascade
e Vertical: S&p x&p theo phuong thing ding. .
[C] Windows of active workboo
e Cascade: Sip x&p chdng I&n nhau trong 1 ting.
3 . o l oK l Cancel
Sau cuing, nh&p nut OK dé déng y.
—— o [ —— - B—
| - | | 1 S ! g
- 5 = L { | -— | S| —

il

%‘: - E— :‘,‘—__;'"“ ; ‘* S o s — e

ll,.1 D | 4 e -

Thao téc vél bang tinh

C6 nhidu céch thyc hién: Cach d4u tién, hay nh&n vao nut (New
sheet) trén thanh Sheet Tab.
z7 | o
TR 5 | Sheet1 | Sheet2 ]
READY
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Cach thd 2: Ding t§ hgp |
phim <Shift+F11> chén bang @ 2 AutoSum - A?
méi vao trudc bang hidn hanh. oekscTor 3 ¥ Fin~ o
Nh&n chon Home > Cells > . - | @ Clear~ Filter -
insert > Insert sheet. Insert Cells.. Editing

Céach tha 3: Nh&p phai
chuft lén thanh Sheet Tab >
Ingsert. HOp thoai Insert xu&t
hién, chon Worksheet va nh&n
nut OK. Bang tinh mdi sé chén
vao tru6c bang tinh hidn hanh. l

2 Insert Sheet Rows

ufY  Insert Sheet Columns

—

D4t tén bang tinh
Hay nhép phai chudt 18n t&n bang tinh c4n d8i tdn & thanh Sheet Tab >
chon Rename > nhip t&n m6i vao > nh&n phim Entor

o> )

« > | binglr Sheet4 | SheeB I Sheet2 | ®

Tén bang tinh c6 thé dai t6i 31 ky ty va c6 thd dung khoang tring, nhung
khdng dugc dung céc ky hidu dé it tén nhu: : /\ ? .

Xéa bang tinh
Mudn x6a mdt bang tinh, hay Iam theo cac cach sau: Chon bang tinh
muén x6a, sau dé6 chon menu Home > Cells > Delete > Delete sheet.
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Sip x&p thad ty nhidu bang tinh

Céach thyc hién 1: Nhép
chudt 18n tén bang tinh cén sép | |
x6p sau dd gid chudt kéo dén v| V———
trf m6i va tha chudt.

Céch thyc hién th 2: Nh&p phal chudt 18n tdn bang tinh cin sép xé&p,

chon 1&nh Move or Copy- HAp thoai Move or Copy xuét hidn, hay nh&p chon
18n t8n bang tinh trong danh sdch ma ban mué&n di chuyén bang tinh dén truéc

né, sau dé nh&n OK.

T |
—|EX Delete
Rename [ ]

& Yiew Code

& Protect Sheet...
Jab Color >
Hide
Unhide...

| v | | R
Sao chép bang tinh m l

Nhép phai chudt I16n Move selected sheets
Sheet, chon Move or Copy Io book:
sau dé chon v| trl dit ban |Book2.xtsx [}

sao trong viung Before Before sheet:

sheet. Ddnh dfu chon vao
hdp Creat a copy, sau dé
nh&n nat OK.

[ | Cancel I




MNCESSSFT EXCH 2013 BAM €30 new¥) BAT a/n 8AI T4P %% Téme quAR ¥ EXCEL

Bang tinh dugc chén vao vj trf I | ]
truéc ctia bang tinh sao chép va cé ghi 1 bing 1 (2 bdng 1 I Sheetd
chu 1a 88 lugng bang sao chéo & dudl.

Ngoal ra, d§ sao chép nhanh hiy nh&n gil phim Ctrl r8i ding chudt
chon 18n t8n bang cén sao chép va gilr tral chudt kéo dén vj trl d&t ban sao
chép tha trai chuft.

Chon mau cho bing tinh

Khi c6 nhidu bang tinh cing luc,
dé quén ly t6t bang tinh ta thyc hign
thiét aat mau séc cho chiing. S

D& 16 mau cho céac bang tinh, hay
nhép chudt phai 1&n tén bang cén dat
mau, tip theo hay chon I8nh tab Color
va chon mau thich hgp. I —

An va hién bang tinh

Khi phdi Iam viéc véi nhidu bang
tinh cuang mot lic, vd khdng mudn
ngudi khdc xem tu ligu ridng, hay thyc
hién thao tdc cho &n cac bang quan
trong di bAng céch: nh&p phal vao bang |
cén én va chon 1§nh Hide. bing 1 @)

Ngugc lal, khi mudn hién trd lai bang tinh d& &n, hdy nhép phai va chon
Iénh Unhide. Hp thoal Unhide xu#t hidn, nh&p chon t8n badng mudn hién trd

lal va nhép nat OK dé thyc hién md lal.
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Thiét 1ap Macro

Khi thyc hién nhiéu budc 1am gidng nhau trén cdc bang tinh Excel, cac
ban hay thyc hidn ddng tac ndy lai bAng chic nang Macro va &p dyung cho céc
thao tdc con lai. Macro |a mdt dang hanh ddng ho&c mét by hanh ddng ma
ban c6 th& chay nhiéu 14n nhu mong mudn. Khi tao mdt macro, Iuu lai c4c 14n
nh&p chudt va vién khéa. Sau khi tao macro, c6 thé chinh stta dé tao nhimg
thay d&i nhd vé cach lam viéc.

Trudc khi thyc hién 1 macro, hdy khdi ddng menu Developer cho hién
th| trén thanh Ribbon. Theo méc djnh, tab Developer khdng hién thj, cach thyc
hién nhu sau: Nh&p chon menu File > Options va sau d6 nhdp chen danh myc

Customize Ribbon.

—
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Bé&n dudi Store macro In, chon Workook luu tr@. Sau d6, nh&p OK

dé b4t d4u ghi.

*] : [ x v & worvagTeAn

3. Thyc hién mot s8 thao [a1
tdc trong worksheet, P

E

|

nhu sau: [0 vA T8

2 |

Nhap mot vai van ban, nhdp chon mét
s& cOt, hang hoic dién mot vai d liu.

4. Trén tab Developer > thudc nhém
Code, nh&p chon Stop Recording.

SU dyng céc I1énh diéu chinh trong
Excel

Khi 1am viéc vél cac bang tinh, ngudi dung
thudng cin phai thyc hidn phéng to thu nhé khung
lam vidc d&€ phyc vy cho qué trinh d8i chiéu, hay
xem xét cac bang tinh. C6 2 céch dé thyc hién thu
nhd va phéng to bang tinh nhu sau: Trén thanh

menu View, nh8p chon 18nh Zoom.

Hop thoal Zoom xuét hidn, hay nh&p chon ti 18 thu nhd khung hinh 1am
viéc va nh&p nit OK. Ngoai ra, trong nhém 18nh cdn cé céc tuy chon dattl 18 la
100% va ch& d6 chon viung cén thiét dé thyc hién thu phéng la Zoom to

Selection.

Céch thd 2 dé thyc hién diéu chinh nay
la: Hay nh&p chon nut trugt trén thanh Zoom
dinh tl 18 ung y. (Thanh Zoom dugc b8 trl &
géc phai bén dudi clra s§ Excel).

| m - i+ + 100%

Hidu chinh va In &n bang tinh

Viéc d4u tidn cén phai 1am trudc khi in
mot bang tinh Excel Ia thiét 1ap 1 tiéu dé cho
trang in.
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Trén  thanh
menu Page Setup, N
nhdp 18nh chon —
Print Titles.

L]

HOp thoal it
Page Setup xuft
hién, nh&p chon tab
Sheet. BuSc déu
tion, nh&p chudt
vao khung Print l l
area. I

Sau dé, trong bang tinh quét chon vang c4n in va ving chon nay s& xuft
hién trong khung Prlnt area nhu hinh dudi.

que Setup Pnnt atea

Budc thd 2, nhdp trd vao khung Rows to repeat at top. Sau d6, trong
trang tinh, quét chon ddng s8 1. Nhép trd vao khung Columns to repeat at
left, sau d6 trong trang tinh quét chon céc cét clia bang tinh.

Page Setup KE

[“Page | Margins | HeaderFooter | Sheet |

Print area: [$AS2$F$3
Print titles

Rows to repeat attop: |22
Columns to repeat st left: |$A:SH
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Ty chon céc dic diém khi in:

e Gridines: In ludn Iudi trén trang tinh.

e Black and white: Chi in trAng den.
o Draft quality: In nhép.

e Down, then over: Thi ty in tir trén xudng rél sang phai.

e Over, then down: Thi ty in tif trdi sang phai réi xudng dudi.

Print

[ Black and white
D Draft guality

Comments:

(None)

Cell errors as: | displayed

O Row and cojumn headings

G|

Page order
® Down, then over
O Ovyer, then down

1

Print...

Print Previeyy Options...

—

Cancel

Tuy chinh thanh phén Header /Footer
Cong duyng cls tdy chinh cho phép thém thong tin vao ddu trang va cubl

trang.

Tiéu dé d4u trang va cudl trang ia nhing dong van ban do Excel cung
cép sén holic do ngudi dong thiét 1ap dé in & phia trén va phia dudl cia mdi
trang bang tinh. Trén thanh Page Setup, nhp chon nit Page Setup.

HOp thoal Page
Setup xuft hign, nhép
chon tab Header/Footer
sau 46 nh&p nat
Custom Header hay
Custom Footer dé tao
tidu dé tay y.

INSERT

O 3

Margins Orientation Size

FORMULAS DATA

D &= )

Print Breaks Background Print

v Area
Page Setup

A4

REVTH|

Titles

‘ |
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HOp thoal Header xudt . e
hign, hdy nhap théng tin diu P —
trang vao trong céc vung sau:

o Left section: Tidu dé sé
dat 8 géc tréi trang in.

e Center section: Tidu dé
sé dat d gida trang.

e Right section: Tidu dé
sé dit bén phai trang.
Mudn chén hinh, hay

nh&n nat Custom Header >
Insert Picture. Mubn djnh

dang hinh, dat con trd vao
khung hidu chinh va nh&n nut

Format Picture [3],
Dbé dinh dang vin ban trong cdc phédn trén: Hay chon vin ban, sau d6
nhép nut Format Text

Al #]GE] B ] %

Mubn chén s& trang, ngay, thdi gian, dudng dn file, tén file, hay tén tab,
nhép chon vj trf mudn chén trong khung hidu chinh, sau d6 nh&p niit thich hgp.

Xong, nhdp OK déng céc hdp thoai.
Heade uga
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Luu y: Do Excel dong ky hiéu & dé bdt ddu ma Idnh, do vy van ban
trong Header/Footer néu cdn dung ky hiéu & thl ban nhdp ky hiéu ndy 2
I4n (&&).

Muén xem lai va hidu chinh
Header/Footer, nh4p tab View >
Workbook Views > chon nat
Page Layout. (Trang xem truéc
(Preview) hién thj, nh3p chon
Header hay Footer).

|
— | S S |

1

Tab Design hién thj trén thanh Ribbon cho phép, didu chinh
Header/Footer tryc tiép trong ch§ d) Preview.

BEERY XX

A Poater Header & Footer Bements

[ Different Frst Poge [ Scaie with Documant
[ Diftcrent Odd & Even Pages [ ASign with Page Masgim

Opitans

L =

Muén nhap thdm ndi dung Header/Footer, hday nhip dit d4u trd vao vj
trl c4n chén vao doan van ban Header/Footer. Sau d6, trén tab Design cla
Header/Footer Tools, nhdp chon céac chi tiét cdn b8 sung thém.

e Current Time: Gid
hién tai.
e Current Date: Ngay Number Current File  File Sheet
hién tai. of Pages Date Path Name Name
Header & Footer Elements
Header

[&(Time]BAI TAP 1 i
2:19 PMBAITAP 1

Pdéng h8 sé xust hién & géc tral cla trang nhu hinh trén.
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Céc bang ma va nut 18nh trong Header/Footer:

NUT LENH

MA LENH

CHUC NANG

&[Page]

Hién th| 8§ trang tai ligu.

&[Pages]

Hién th| t6ng s& trang dugc in.

&[Date]

Hién th| ngay hién tai.

Current
Time

&[Time)

Hién thj gid hidn tai.

File
Path

&[Path]&[File]

Hién th| dudng ddn d&n thu myc
luu file.

File
Name

&[File]

Hién th] tén file.

Name

&[Tab]

Hién th| tén sheet.
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=

Céc lya chon khéac cia Header/Footer.

¢ Different odd and even pages: C6 th§ dit Header/Footer trdn céc trang
khéc nhau.

o Different first page: C6 thé thiét 1ap thdng tin Header/Footer clia trang
d4u tidn khéc v6l céc trang sau.

e Scale with document: Kich thudc chl cia Header/Footer ting giam
theo tal ligu khi tal ligu s dung chic néing in c6 diéu chinh ti 1§ phéng
to/thu nhd.

o Align with page margins: L8 trai va |18 phai cia Header/Footer canh
déu vdi 16 tréi va 16 phai cla tai lidu.

Thiét 18p hdp thoal Print
Nh&p tab File > chon Print hodc nh&n t6 hgp phim Ctrl + P. Trén man
hinh hién thj cdc tuy chon cén thiét 1ap cho méy in nhu:

e Coples: S5 ban in sao chép.

o Printer: Chon mAy in két n&i.

( : ate cio MR N 6€ DS BSA BER

E=ECEREE
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trang gidy |a ndm ngang.

Thiét 18p kh§ gify (Paper Size)
1.
2.

m

Print area: Chon ving in, trang in.

» Print Active Sheets: Chi in_sheet hidn hanh ho3c cac sheet dang
dugce chon.

» Print Entrie Workbook: in toan b workbook.

> Print Selection: Chl in ving dang dugc (IR X |3 [& =
L3

chon. BB O icntation Sze  Prirt Bresks B

- - Arva ™ -
> Ignore print areas: Khi chon, Excel bd e

uc_;_secﬁ,
. o Togx 25" Bottome 0°

:'uea tt c& cac thidt 13p vang in da thyc | [[]| e oz ke o
ién

MNoswaal

Thiét 1ap Page Layout l @ jor L w0z
Nh&p tab Page Layout. e R ==l
Nh&p Margins trédn thanh Page Setup, mt b Borom1°

L 1° Right: 1°
trinh don x8 xuéng. U-I; Hesder 05°  Footer, 05°
Nh&p chon Wide, didn ta cAc thiét 1ap canh Marres

» » . Topz 075 Bottor: 075
18 cla cua Wide. D’ Lt 05 Rghe 025°

Header: 03° Footer 03°
Thiét WBp hudng trang gifly (Page .
Orlentation). e

Nh&p tab Page Layout.

Nh&p chon Orientation trén thanh Page
Setup, m{t trinh don x8 xuéng.

I ]

Nh&p Landscape, Excel thiét 1a8p hudng

Nh&p tab Page Layout.

Nh&p chon Size trén thanh Page Setup,
mot trinh don x& xuéng.

Nh&p chon kh8 gidy ban si dung, Excel
thiét 14p kich thudc trang gidy.
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Ngan khdng cho in mft 88 ving

Trong mdt s& trudng hgp, da T avosom - Aw “
liu c6 céc thong tin ma ban khong @ 2
muén in ra. Khi d6, hay thyc hién S Clear~  Fiper Select~
theo cac cach sau: { S »
Py S Row Height..
An céc cft hay dong cé céac AutoFe Row Height
thong tin d6: & Column Width..
Autoft Cohumn Width
Nh&p menu Home > Cells > o
Format > chon I8nh 4n phu hgp. —
Ovganire Sheets Hede Cotumns
Rename Sheet Hide Sheet
Jab Color G Unhide Cojumns
Protection Unhide Shest...
& Protect Sheet_
P N e
& Format Celk...

Ngin khdng cho in céc ddi tugng
Mot s6 d6i tugng trén bang tinh nhu dé thj, hinh vé, n§u khdng muén in,
ban nh&p chudt phai 1&n d8i tugng va chon Format _

- N R
Bpge

Oplens

6 Raset to Mgtch Dyle
A ford_
. t : () Changs ChaiType. [
1 - - ) H ; ~| ] Save as Tamgplate...
[, SgactData. |
TRUE | ' | ' ! Moys Chast.
G 3-0Rotstion_
B Geowp ’
B Bring to Fromt s
W Send to ach I
Asagn Macro—.

ocE¥BEXEEaE

L] [] st <a

alainl mtenl aSeE) aselsd II
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Trong hdp thoai Format_ tai Properties nhip bd chon nut kiém vao

Print object.

Format Chart Area
CHART OPTIONS ¥ | TEXT OPTIONS

O Ee—

v X

v 3
Rotation :‘ —_
Scale Height
Scale Width 100% S

[ Lock aspect ratio

[ Relative to original picture size

4 PROPERTIES

@© Move and size with cells
O Move but don't size with cells
QO Don't move or size with cells
B Print object

Locked ©
O Lock text
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BAI TAP 11

HAM TRONG EXCEL

CONG THUC VA HAM EXCEL

CONG THUC

Cong thuc Excel la cac cong thiic tinh 4p dyng cho viéc xt ly cac di liéu
s& trén bang tinh. Cdng thirc tinh hd trg cho viéc soan thdo bang tinh dé dang
va n6 sé ty ddng cap nhap va ty ddng tinh cac k&t qué nhanh chéng.

Cu phép cbéng thiic:

D&u b3ng (=) Tr| 88 — Todn Tl — Ham — Bién s8 tham chiéu

B4t d4u cong thuc bang mdt ddu b&ng “=" va két hgp v6i cac thanh phén
toan tl kh4dc nhu: todan tu, cac trj s§, cac dja chl tham chiéu va c4c ham.

Céc toén ti nAm trong céng thuc:

Toén t Chuc nang Cdng thuc Két qua

+ Cong =5+2 7

- Trd =5-2 3

* Nhan =52 10

/ Chia =5/2 2,5

A Lay thira = 582 25

% Phé4n tram =5% 0,05

& NGi chudi = “Thu"&" "&“Phuong” “Thu Phuong”
= Bing = (A1 =B1) FALSE (sai)

Trong d6: A1=2,B1=4

> Lén hon = (A1>B1) FALSE (sai)
< Nhd hon = (A1 <B1) TRUE (ding)
>= L6n hon ho#c bAng | = (A1 >=B1) FALSE (sai)
<= Nho hon ho3c béng | = (A1 <= B1) TRUE (dang)
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<> Khéc = (A1 <> B1) TRUE (dung)
, D&u c4ch cac tham | =SUM(A1,B1) 6
chiéu Trong d6: A1 = 2, B1
=4
Tham chi§u mang =SUM(A1:B1) 6
Khodng | TrA v8 cac & giao | =A1:A5 A1:C2 Tra v8 vung giao
tréng | gilla 2 viing giao. lao
Thd ty céc todn tl trong 1 c8ng thic
TOAN TU MO TA THU TY UU TIEN
Hai ch&m -1 khodng | To4n ti tham chi&u 1
trdng -d&u phdy
- S&8 Am (vl dy —1) 2
% Phén tram 3
A LOy thoa 4
*va/ Nhan va chia 5
+va- Cong va tru 6
& N&i chudi 7
=<><=>=<> CA4c phép so sanh 8
HAM TINH

Ham trong Excel dugc Iap trinh s&n dung tinh todn hay thyc hién mot
chdc néing tinh todn nao d6. Viéc tim hiu va st dyng ham sé gitp cho ngudi
dung tinh todn nhanh va tiét kiém nhiéu thdi gian.

Tén ham: Bugc quy dinh s&n trong Excel va khdng phan biét chir hoa
chif thudng.

P&l 88: C6 mdt hodic nhidu d8i s8 va dugec ngin cach bdi ddu phiy (,).
D&i s8 gop phén thay d8i gi4 trj trd vé cla ham, khi trinh bay cAc ddi s§ viét
dudi dang in nghidng. D&i s6 c6 thé 1A s&, van ban, bidu thic toan tir v vay
ching ta phai cung cfp d6i s8 theo ding kiéu dir lidu. Chuing ta s& tim hiéu
céch sl dyng ting ham trong cdc nhém ham trinh by & cac phén sau.
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Cach nhap cdng thic va ham

Nhap cdng thic trong Excel rit don gian, mudn nhap cdng thuc tinh, hay
nhap d4u “=" va sau d6 két hgp clia c4c toan tl, cac trj s8, cac dja chi tham
chiéu va cac ham. Khi nhap mdt cong thic ham, hay nhdp chon vj trl 6 sé xut
hién két qua cia ham tinh trudc. Sau dé thyc hién budc nhap cdng thiuc ham.
C6 2 c4ch dé nhap cdng thic 1a nhap tryc tiép vao 6 trén bang tinh va cach
nhap cong thuc trén thanh Formula.

Vi dy: Nhap cong thdc tim ma xu&t nhap kh4u cla bing sau:

Trén thanh Formula nhap céng thic nhu hinh sau:

X v & || =teFr(e3,2)

Vi trf chon clia ham tai khung trong bang nhu hinh:

5] R —
] DANH SACH NHAN VIEN
MA XUAT TEN SAN
STT|MA SO | NHAP PHAM sO HIEU
, KHAU
1 [xxGoo1 |-LEFT(B32)||

Chu y: D c6 thé nhin thdy dugc tron cbng thic hdy nhdp chon khung két
qua va quan sat thanh Formula. Khong nhdp tryc tiép cdc con s6, gia trj vao
cdng thic ma phai dong c4ach tham chiéu, nhu vdy méi cho két qua dung.

Cheén tén vung vao cdng thic

Céach chén mdt ham vao bang tinh nhanh nhAt 12 két hgp viéc truy xust
cac ham tu thu vién Excel, cach goi ham trong thu vién thyc hién nhu sau:

Trén menu Formulas nh&p chon nut 1&nh Insert Function nhu hinh:

2 EBE BE R DB B

AutoSum Recently Financial Logical Text Date8: Lookup & Math8&  More
- Used ~ - - v  Time~ Reference~ Trig~ Functions~

Function Library
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HOp thoai Insert
Function xu&t hién, nh&p
chon nhé6m ham muén chén
trong khung Or select a
category. K& tiép, nhdp
chon ti§p ham muédn chén
vdo bang tinh tal khung
Select a function, sau dé6
nhdp nat OK d8ng y. Gia su
ta nhdp chon ham LEFT
trong khung Select a
function. Trén bang tinh,
ham sé dugc chén vao khung
nhu hinh sau:

Search for a functiors

Type a brief desaiption of what you want to do and then I Go

Or selecta meqovy

Select a functiogy

COMBIN
PROB
Sum
AVERAGE
F

mm‘ — s 1o [R—
2]

AVEDE
Returns the average of the absolute devistions of data points fram theirs
mean. Arguments can be numbers or names, arrays, of references that
contain numbers.

EXACT
FIND
FIXED

LEN I g
LOWER

MID
LEFT (text, mamn_chass)

[
Helo on this function [ ox || cance |
7 - 5
1 DANH SACH NHAN VIEN
MA XUAT TEN SAN
STT|MASG | NHAP PHAM SO HIEU

, o KHAU

1 [XxKGo01 |=LEFT(Q
a4 | 2 [NKDOO1

béng  thei,

hdp thoai Function
Arguments  xuét

hiégn, hday nhap
bi&n cac chudi hoac
tr| s& vao cac dong
ma ham yéu céu.

C6 thé chon tham
chiSu trén bang

tinh.

Sau khi thyc hién, nh&p niit OK hoan thanh. D& tim hidu thém vé ham
da chon hay thu vién ham, hdy nhdp chon dang I8nh Help on this function dé
tim hidu chi tit huéng din cta chuong trinh. Ngoai ra c6 thé ding cach chon
va chen tryc ti§p cadc ham théng dyng trdn thanh Formulas. Hay nh&p vao miii
t8n, x8 danh sach c4c ham xu8ng va chon 1 trong sé chiing.

2



MICROSOFT EXCH 2813 DANE 3 neu¥i sAT 840

BAI TAP 1t: RAM TRORS EXCH

N&u mudn chén thédm cac ham

Tl i[x v 5]

khac, nh&p chon I&nh More Functions, 48 |

md& hdp thoai Insert Function va thyc hién ||*

chén vao nhu huéng din & trén. P08
Tham chi§u trong cdng thic ham AVERAGE
Céc tham chiéu sl dyng trong cOng [ ,.eenunc

thuc gitip ngudi dang khdng mat nhiéu thdi || couw

gian sifa chllfa cdc cong thic khi €0 SU ||\ runcions.

thay d8i c4c gia trj tinh to4n.

D
SACH NHAN VIEN

COMBIN

SUM

MX XUAT
NHAP
KHAU

TEN SAN

PHAM

s6 HIEU

C6 3 loal tham chiu nhu sau:

e Tham chiéu dja chil tuodng d8i: Cac dong va cdt tham chiu s& thay ddi
khi sao chép hay di chuy8n cong thic dén vj trl khac mdt lugng tuong
Ung vdi s dong va s6 cOt ma da di chuyén.

e Tham chiéu dja chi tuydt d8i: Cac dong va cOt tham chiu khdng thay
ddi khi ta di chuyén hay sao chép céng thic.

e Tham chiéu h8n hgp: K&t hgp gilra 2 tham chi8u dja chi tuong d8i va

tuyét déi.

Luu y: D&u $ trudc thir ty cOt hay dong la dung d& c6 dinh cdt va c8 dinh
dong. Nh&n phim F4 nhiéu 14n d€ c6 dinh hay bd c8 djnh dong hay cdt d& chon

trén bang tinh.

Céc 18i thdng dyng clia cong thiic ham (Formulas errors)

LI GIAI THICH
#DIV/0] Trong cdng thic c6 phép tinh chia cho s§ khong.
#N/A Khi gié trj khdng dung dugc.
#NAME? Trong céng thic c6 modt tén ma Excel khong hiéu.
#NUM! Céc d{ lldu c6 sy sai s6t.
#REP! Cong thic tham chi§u dén mot dja chi khdng hgp 18.
#VALUEI Cong thifc d cé cac todn hang va toén tir sal kidu.
#NULL! Khi xéc dinh sy giao nhau gilia hal vung, nhung thyc t§ 2
vlung d6 khdng glao nhau.
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CAC HAM CO BAN TRONG EXCEL
1. CAC HAM XU LY CHUOI
Ham LEN: Cong dyng d&m s& ky ty van ban hay tinh d dai cia mdi
chudi trong bang tinh.
Céng thic | =LEN(text)
» Text: La ndi dung van ban cdn xac dinh dd dai.

Vidy: D&m s8 ky ty clia 6 B2, go ham =LEN(B2) ta dugc gi4 trj 6.

Thyc hién (e -] [ x o g | <emes
nhdp chon két qud 4 al 8 b |
va kéo doc theo 1 DANH SACH NHAN VIEN
MA xXU& - .

céc cdt con lai va STT| MA s [s6 kI TY e | TENSAN | | MASG |s6RITY
cong thic sd ty 2 xuky | PHAM o

dong tinh cho cac  [DhPocollimay d

cdt con lal. s | 3 [NKD002 2

Ham LEFT: Cong dyng |8y cac ky ty bén trai cia mét vén ban hay 1
chudi dya vao s& ky ty d& chi dinh. N&u khéng ghi s& ky ty sé trich ra, ham sé
tyhiéula 1.

Cong thic =LEFT(text,num_chars)
> Text: La ndi dung van ban cén trich ky ty.
» Num_chars: 1a s§ ky ty cén trich ban tral chudi.

Chuy Num_chars: khong phdli 1a s6 &m, I6n hon d§ dai cta chudi
thl s& trd vé toan bd chudi, néu bd qua thl méc dinh 14 1.

VI dy: Trich 2 ky ty bén trél t m& s6 cla bang danh séch nhén vién.
Nhép cong thidc la =LEFT(B3,2).

| e Ji[x v & | aemm2
(4] A o NN _ o | ¢ | MA XUAT
1 DANH SACH NHAN VIEN MA s6 NHAP
MA XUAT R
STT| MA S6 | NHAP ﬁp:xgn s HIBU KHAU
2 xnku XKGO01 [XK
1 |XXGO001 {=LEFT(B3 2 NKDO001
4 | 2 [NKDOOI
s | 3 |NKDOD? | NKD002

K&t qua nhu hinh trén: M& xuft nhap khéu dugc trich ra 2 ky ty ddu tién
trong ma 86§ cot B3.
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Ham RIGHT: cong dyng trich cac ky ty bén phai mdt chudi van ban dya
vao s6 ky ty da chi djnh. N&u s& ky ty bing 1, khdng cén ghi.

Coéng thikc =RIGHT(text, num_chars)
> Text: LA ndi dung van ban cén trich ky ty.
> Num_chars: La s& ky ty c4n trich b&n phal chudi.
Chay num_chars: Khong phéi 1a s6 am, 16n hon dd dai cia chudi
thl s& tra vé toan bd chudi, n§u bd qua thi méc dinh 1a 1.

Vi dy: Trich 3 ky ty bén phai tir ma s8 cta bang danh sach nhan vién.
Nhap cong thic 1a =RIGHT(B3,3).

= i x v £ -mouress)

4 A| ¢ oy | « €

1 DANH SACH NHAN VIEN n

MA XUAT | TENSAN MA 6 MA XUAT

, STT| MA SO | \uapkiku| pukm | SOHIEU NHAP KHAU
1 |XKGoo1 |=RIGHT (B33 XK G001 Joo1 |

+ | 2 [NKDOO1

s | 3 |NKD002

Ta c6 k6t qua nhu hinh trén: Mé& xuft nhap khéu dugc trich ra 3 ky ty
cubl trong mé& s& cot B3.

Ham MID: Cong dyng trich mot chudi con tir mot chudl viin ban, bét ddu
ti vi trf ky ty ddu tidn d&n s8 ky ty dugc chil dinh.

bén th! ham trd vé chubl rdng; néu nhd hon 1 thl ham tra vé

151 #VALUEI.

Num_chars: chudl mét Ia gi4 tr] &m thi tr v 18] #VALUEL.

Cong thic =MID(text,start_num,num_chars)
» Text: 1 chubi véin ban hay tham chi§u dén chudi.
» Start_num: v| trl bAt ddu trich lpc chudl con trong
chudl vén ban.
» Num_chars: 8§ ky ty cla chull mél cén trich t
chudl vén ban.
Chay Start_num: s6 ky ty ddu c6 chiéu dal I6n hon chull vén
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VI dy: Trich 3 ky ty tif ma s§ cla bang danh sach nhan vidn. Nhap céng

thic 1a =MID(B3,2,3).

Vi dy: Trich 3 ky ty b&n phai tr ma s& cla bang danh sach nhan vién.
Nhap cong thic 1a =MID(B3,2,3).

[1eFy NEES

v £ || win(e323)

45| o EEEENN o |

1 DANH SACH NHAN VIEN
MA XUAT | TENSAN Mi s6 | MA XUAT
: STT| MA 56 NHAPKHAU| PHAM s6 mIkU NHAP KHAU
1 [xKGoo1 |-MID(B3 2 3)] XKG001 [KGO
4 | 2 [NKDOO1 [NKDOO! N8
s | 3 [NKDO002 NKD002 j¥8)

Ta c6 k&t qua nhu hinh trén: Ma xu&t nhap khdu dugc trich ra 3 ky ty gid

trong mé s& cdt B3.

Ham VALUE: Cong dyng dua chudi van ban dai dién cho mt s8 thanh

dr lidu s6.

Cong thic =VALUE (text)
> text 1a chudi van ban dai diédn cho mot sb.

Chiy Text |2 dinh dang s68, ngay/thang/nam, hay thdi gian b4t ky
dugc cho phép nhap. N&u khdng phai cac dinh dang trén s
tra vé 181 #VALUE!

VI dy: Trong bang danh sach nhan vién hay d8i 3 ky ty cudi cba chudi
trong cOt ma s& thanh do lidu s&. K&t hgp véi ham trich 3 ky ty cudi bAng ham

RIGHT, nhap cong thic 1a =VALUE(RIGHT(B3,3).

[ i x v & | =vawericHT(823)
VNI - B
1 DANH SACH NHAN VIEN
MA XUKT | TEN SAN
STT| MA 56 NHAPKHAU| PHAM s6 HIEU

1 [XKG001 [=VALUE(RIGHT(B3 3))

4 | 2 [NKDOO1

3 |NKD002

MA 6 NHAPKHAU

MA XUAT

XKGO001 1

Ta c6 két qua nhu hinh trén: M& xuét nhap kh&u dugc trich ra 3 ky ty gia

trong ma s& cft B3.
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Ham TRIM: Cdng dung x6a t&t cA cac ky ty khoadng tring cia chudi
ngoai trf nhitg khodng cach don bén trong chudi.

Coéng thikc =TRIM(text)
> text chudi cln xéa céc ky ty tréng.

VI dy: X6a khoang trAng ctia chudi sau, nhap céng thic nhu hinh sau:

| X « J& || STRIM(" VINAPHONE")

Ta c6 két qua nhu hinh sau: MA xUAT | TENSAN
NHAPKHAU PHAM
1[VINAPHONE
2. CAC HAM LOGIC 1

Ham AND: Cdng dyng lién k&t cac didu kién lal v8i nhau va cho két qua
la ding (TRUE) n&u c6 mot didu kidn la ding va trd v8 két qua sai (FALSE)
né&u 1 trong céic didu kidn sal.

Cong thikc =AND(logical_1,logical_2,...)
> logical_1,logical_2 Ia c4c déu kidn cdn kiém tra.

Chay Logical_1,logical_2: C4c didu kidn c6 thé 1a bidu thuc, vung
tham chi§u ho#c 1a mang gid trj va phal c6 gia tr 1a TRUE
hosic FALSE. N&u 1 trong cac didu kidn c6 gia trj khdng phal
Logic, ham AND tra vé 151 #VALUE!

Vi dy: Thyc hién so sanh céc cdt diém trong bang dudi.

PIEM TOAN PIEM VAN SO SANH
3 9|=AND(C28>D28) ,
s 4 )
Ta c6 k&t qua nhu hinh dudi.
PIEM TOAN DIEM VAN l SO SANH
3| ’ FALSE
s 4 TRUE

Ham OR: Cong dung li&n k&t cdc diéu kidn lai vél nhau va cho két qua 1a
ding (TRUE) n&u c6 mdt diéu kién la dring (TRUE). Trd v8 két qud sai
(FALSE) khi tét ca c4c dléu kidn déu sai (FALSE).
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Cong thic =OR(logical_1,logical_2,...)
> logical_1,logical_2 Ia c4c déu kign c4n kiém tra.
Chay Logical_1,logical_2: C4c diéu kidn c6 thé 1a bidu thic, vung

tham chiéu hoic mang gid trj va phai c6 gia trj 1A TRUE hoic
FALSE. N&u 1 trong cac didu kidn c6 gia ti khdng phai
Logic, ham AND tra vé 16i #VALUE!

Vi dy: Ham c6 2 didu kidn 3>4 sal va 8<9 dung nén ham tra vé TRUE.

| i | x «v & | -or@s)

C

D

E_|

F

|

L]

Ham NOT: Cong dung tra vé phi dinh ctia mdt bidu thuc Logic.

Céng thic

=NOT(loglcal)
> logical_1,logical_2 1a cac déu kidn cén trd vé gl4 tr|
ph dinh.

Vi dy: Tra v8 phi dinh khi so s&nh 2 gi4 tr| sau:

Tra vé gia tr| False.

ILEFT

| i [ x v & | =NoT(s>2)

D

.

2 |

=NOT(5>2)

Tré vé gié tr| True.

| i [ x v £ | =Not(s<)

C

D

E |

HAM IF: Céng dyng trd vé mot gla tr| n&u diéu kign Ia dung va tra vé mot

gl4 tr| khdc n8u diéu kidn A sal.
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Céng

thac

=IF(logical_test,value_if_true,value_if_false)
> logical_test: Didu kidn dé xét, né c6 thé 13 két qua ciia
mot ham logic nhu AND, OR,...

> value_If _true: Gia trj trd vé ndu didu kidn logical_test

la TRUE.

> value_if_false: Gia trj trd vd néu diéu kién logical_test

1A FALSE.

L <3

C6 thé 16ng 7 ham IF vao nhau dé tao nén cdng thic phuc
tap hon.

Céc didu kién phai c6 gia trj 1a TRUE ho3c FALSE.

N&u didu kidn cé gia tri khdng phai Logic, ham AND tr3 v 15
#VALUE!

VI dy: Xét két qua x&p hang cua bang sau blng I8nh IF theo céng thic:
=IF(E3>=8,"g1dl" IF(E3>=7,"kh4" IF(E3>=5, "trungbinh" IF(E3<=4,"y&u"))))
Ta c6 k&t qua nhu hinh trang sau:

Ada A B C D E F

1 |STT| HOQ VA TEN |PIEM VAN|PIEM TOAN|PIEMTB| KE&TQUA

2 | 1 |Nguy&n Thj Nga 5 10 75|KHA

3| 2 |Huynh Vin Hiép 6 2 40|YEU

4| 3 [TrfnTém 7 3 5.0[TRUNG BINH
5 | 4 |Trddng Thj Thu 8 8 8.0/GIOI

6| 5 |[HS Thi An 7 5 6.0 TRUNG BINH

3. CAC HAM THONG KE PON GIAN
Ham SUM: Tinh téng céc s6 n&m trong day s6.

Cong thic =SUM(numberi,number2,....)
» number1, number2: céc s§ trong ddy mub6n tinh téng.
Chay Sé, gia trf logic, hay ch( dal di&n cho s& dugc nhép tryc tiép

vao cong thic thl dugc tinn. COng thifc tham chi8u té1 gl4 tr|
logic, text dal dién cho 8§ thi gia tf d6 dugc bd qua.

VI dy: Tinh téng diém cho hang Toén = 5, V&n = 10.

Trong c6t DIEM TONG CONG, nhiap ham =SUM() dat con trd vao gllra 2
dfu ngodc va kéo chon hai 6 C2:D2 sau d6 nh&n Enter.
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Khi 6 ham =SUM(C2:D2) cho gié tr| 15.

Chu y: D& tinh t8ng diém cho céc déng cdn lai, chi cAn nh&p chon 8 via
tinh t8ng va dua con trd vao 6 vudng nhd & géc phai clia 6 cho d&n khi xuét
hién d&u cdng B9 thl nh&n giT, déng thai nh&n phim Ctrl va kéo xudng cac 6
cin tinh t8ng bén dudi.

B C D F
HO VA TEN |PIEM VAN|PIEMTOAN| TONG |PIEM TB
Nguyén Thi Nga | S 10|=SUM(C2:D2)
Huynh Vin Hiép 6 2
Ta c6 két qua nhu hinh sau: C__ o E
Ham AVERAGE:Tinhtrung  |PIEMVAN|PIEMTOAN| TONG
binh cdng clia cac d8i s& trong day. : lg 1;
7 3 10
8 8 16
7 b 12
Cong thic =AVERAGE (numberi,number2,...)
» number1, number2: c4c s& trong day, c6 th cé tu 1
dén 30 s8.
Chay N&u d&i s& 1a tham s& kiéu chudi, logic, & tr6ng thl gi4 tri d6
dugc bd qua. N&u la 0 thi dugc tinh.

VI dy: Tinh diém trung binh 2 mén toan va vin véi diém s&: Toan = 5,
V&n = 10. Trong cOt BDiém Trung Binh nhap ham =AVERAGE(C2:D2), ham c6
k&t qua béing 7.5. Thyc hién tuong ty huéng din & trén a4 thiét 1ap két qua cho

céc dong con lal.

C D E G
PIEM VAN|PIEMTOAN| TONG DI!M TB| KET QUA

HQ-VA TEN
Nguy&n Thj Nga 5 10 15|=AVERAGE(C2:D2)|
Huyoh Vin Hiép 6 2 8

Ham ASB: Tinh gi4 tr| tuy8t d6i cla s6.

Cong thic

= ASB(number)
» numberi1: La céc 88 cén |4y gla tr| tuyét d6i.
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VI dy: Mudn |8y tri tuyét d8i cta -8, trong cdt trj tuyét ddi (cot G, dong
50), nhap =ABS(), dit con trd vao gilta 2 d4u ngoZc va nhip chon 6 F50 (6
chua gié trj -8), sau d6 nh&n Enter. Khi d6, ham cho ra gia trj b&ng 8.

4 A [ 8 [ ¢ [ o [ e [ ¢ [N |
46 1
[a7]

STT HO TEN aT TOAN TIN TRITUYET

oéi

48
? 1 Huing Nam 4 -7 7

2 [Binh NG 6§ | -a  i=ABS(PSO) |
51 3 |van NG 8 | 6 | [AsStwmben])|

Ham ROUND: Lam trdon s& cho dén s& chi djnh.

Cong thic = ROUND(number, num_digits)
» number: con s3 sé 1am tron

> num_digits: S8 chil s§ 1am trdn phfa sau dfu phdy,
ho&c 1am trdn téi hang chyc cla s8 nguyén.

num_digits > 0: LAm trdn dén s& thap phan dugc chl djnh
num_digits = 0: LAm tron dén s8 nguydn gan nhit

num_digits < 0: LAm trdn d&n phdn nguyén dugc chl djnh.
Theo m#c djnh, Excel sé lam tron nhu sau:

N&u s& cubi cung bé han 5 thl bd di. N&u I6n han ho3c b&ng
5 thl ting 1 cho s& hang dung trudc né.

Vi dy: Tinh 1am trdn cho diém trung binh Ia 7.5, khi d6 két qua 1am trén
sé 12 8. Trong cdt Lam tron s8, nhap ndi dung ham =ROUND(F2,0).

Sau d6 nhin
Enter ta dugc gia trj
b4ng 8. D& hidu thém,
hay tham khao vi dy sau:

e Lam tron 2 s8 phia
sau hang dan vij.

E

F

H

TONG |PIEMTB|LAMTRONSO| KETQUA
15 7.5|=ROUND(F2.0)
8 40
| a1 *| : | x « £ | =Rounp(123.3456,2)
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Lam trdn 1 s6 phfa sau hang don vij.

B1 v| ¢ | X « J& || =ROUND(123.3456,1)

4 A : c | o | E | F G
12335  123.3] B

2

e Lam trdn dén hang don vij.

ca *| i | X « J& || =ROUND(123.3456,0)

4 A | B p | e | £ | 6
12335 1233 123 | |

2 | | |

e Lam tron dén hang chyc.

D1 v| ¢ | X « K& || =ROUND(123.3456,-1)

4 A B | D e | fF | @

12335| 1233 123 12 ; |

Ham INT: Cong dung trd vé k&t qua 1a phin s& nguyén.

Cong thic = INT (number)
»> number: Con s& sé& dugc tra vé dang s nguyén.

Vi dy: Nhap s6 345,567. Go ham =INT(345.567) va nh&n Enter, két qua
cho s nguyén 345 va phén sau d4u phdy dugc b di.

Al v| s X v Kk =INT(345.567)
y B C By ik o E F
345 S :
- 2 i

Ham PRODUCT: Céng dyng tra v8 tich cac s6

b4 1)
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Coéng thic =PRODUCT(number1, number2)
» numberi, number2: c4c con sd trong day sé dugc tr3
vé tich céc sé.

Vi dy: Tinh tich cha s& 2 va 3. G6 ham =PRODUCT(A2:B2), kéo chon
ving A2 va B2. Ham cho gi4 trj b&ng 6.
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Ham MIN: Cdng dyng tim va tra v& k&t qua nhé nhAt.

Céng thic =MIN(number1,number2,...)

> number1, number2: cic con s& trong day s8&, c6 thé cé
tUr 1 dén 30 s8.

Chay Céc tham s6 c6 thé 12 s6, 8 tr8ng, gia trj logic, ho#ic chudi dai
dién cho gia tri s&. Néu 1a gia trj 18i, chudi khdng thé ddi
thanh s& thl ham tra vé 18i.

N&u cac d6i s& 1a mdt mang hodc ving tham chi&u thl ham
nhitng 6 trdng, chua gia tr| logic, chudi, hay gia trj 18i déu
dugc bd qua.

Vi dy: Tim diém TIN nhd nhét tai cdt F. Go cu phap =MIN(D2:D6), ta
dugc k&t quad bAng 2 nhu hinh du8i.

v & ” =MIN(D2:D6)
C D E

PIEM VAN |PIEM TOAN NG
5 10 15
6 2 8
7 3 10
8 8 16
7 5 12

PIEM CAO .

NHAT

pIEM THAP;

NHAT 2

B e

4. CAC HAM THONG KE CO PIEU KIEN

Ham COUNTIF: D&m c6 so sanh s8 lugng cac 6 trong mét vung thda
mét didu kién cho trudc.

Cong thic = COUNTIF (range, criteria)

> Range: Ving so sanh c6 thé 1A 6 chua sé&, text, tén,
mang, hay tham chi§u d&n cac 6 chda s6. O réng sé
dugc bd qua.

» Criterla: Tidu chuin d8 so sanh va né cé thé & dang
s&, biu thire, hoic text.
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Vi dy: D&m trong cdt diém v £ || <countirozos, 10
TOAN c6 bao nhiéu ngusi 10 diém. ¥ =
G ct phap =COUNTIF(D2:D6,10) va S T iee
nh&n Enter cho gié tr| bAng 1. 3 10 5
Ham SUMIF: Cong dyng tinh téng céc : ; I:I
0 trong mét ving thda man mdt didu s 3 7
kién cho truéc 7 5 12
PIEM CAO 5
T
Ef}am(p )
T
[THONG K& )
Céng thic = SUMIF (range, criteria, sum_range)
» Range: Vung so sdnh d§ tinh tdng, c6 thé 1a 8 chu
s6, t&n, mang, hay tham chi6u d&n céc 6 chda s6. O
tr8ng va O chia gié trj text s& dugc bd qua.
» Criteria: Tidu chu&n d& tinh téng, c6 thd & dang s
biéu thuc, hay text.
> Sum_range: LA vung thyc sy dé tinh tng. N&u bd
qua, Excel sé xét nhu sum_range = range.
Chay Vung so sénh va vung tinh téng nédn c6 s8 dong va s& cdt

b&ng nhau. Ham cho ké&t qua 1a téng cla céc s6 trong vung
tinh téng ma s& hang tuong Ung & vung so sanh thda tiéu
chuZn so sénh. N&u khong ghi ving tinh t8ng, thl viing so
sénh cling 12 vung tinh tdng.
Tidu chuén so sénh Ia van ban c6 dang todn tlf so sanh Gia
tr| so sanh (khdng cén ghi toan tlf =).

VI dy: =SUMIF(A2:E2,1,A1:E1)> 82 (t8ng céc 6 A1, D1 v1 8 A2, D2 =1).

X v kK

F1 -

=SUMIF(A2:

E2,1,AL:E1)

4|

C D

3 2

A | B
1

2|

82
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=SUMIF(A2:E2,“<=3") & 7 (t8ng c4c 6 A1, B2, C2, D2 <=3)

G1 v X K || =SUMIF(A2:E2,"<=3")
4 A B c D E F H

23 71 20 59 84 82 7 )
2 B BEE BE M 6 |

=SUMIF(A2:E2,">=3";A1:E1)->136 (t6ng c4c 6 B1, E1 vi 8 B2, E2 >=3)

| i | x « & | =SumiFazE"><3"ALE)
A B C o | E | fF | 6 I
23] @ 2 s9 84 2 7| 155
1 3 2 1 6/ |
5. HAM THAO TAC TREN CHUOI

Ham UPPER: Ddi van ban sang chir in hoa.

Cong thic =UPPER(text)

VI dy: Béi t&n t chlr thudng sang in hoa, gd ham =UPPER(A2) cho ra
k&t qua “NGUYEN VAN LINH".

Q v X « J || =UPPER(A2)
I I o
1 |Ho tén S Kt |dbi sang chi? in hoa

Nguyén Vin Linh 17INGUYEN VAN LINH
3

Ham LOWER: B8i chir in hoa sang chi thuéng.
Cu phéap: =LOWER(text)

Vi dy: D6l ten | c3 | i [ x «v £ | -owerias
e ey .| A :
chd thudng, g6 F "p ne, SGKity a8 mngch¥inboa |
ham =LOWER(A3) [ "\ @ = VinLinh |  17NGUYEN VANLINH
ta dugc gid tl ENGUYEN VAN LINH oguyén van linh i
“nguydn vin linh". [ l S S :




MICRGSSFT EXCEL 2013 BARR ¢o8 Re¥il BAT 948 BAI TAP 11 RAM TRORS EXCH.

E - ] i [ X v A ” =LOWER(A3)
4 Lt o
1 Hotén Sb“h ty |d8i sang chi? in hoa
2 |Nguyén Vin Linh ﬂ 17’NGUYEN VAN LINH
HNQU_YEE VANLINH ___ |bguyén vinlinh _
4 ] :

Ham PROPPER: D§i in hoa ky ty d4u, cac ky ty cdn lai in thuéng.
Ct phép: =PROPPER(text)
Vi dy: Go ham =PROPPER(A4), cho k& qui “Nguyén Van Linh”.

ca ~ | : [ X « L& || =PROPER(A4)
y | A 8 D
1 |Ho tén SG ki tyt |35 sang chi¥ in hoa |
2 |Nguyén Vin Linh ~_ 17NGUYEN VAN LINH
3 (NGUYEN VAN LINH nguy&n vin linh

Hnguyén vinlinh Eguyén Vin Linh
5

6. HAM NGAY GI0
e Ham I&y ngay gi¥ hién hanh: Cong thuc =now()

Al w| i X v Kk =NOW()

A : B c D
14/01/2014 23:38

e ——— e

2

Céch tinh thdi gian:

1. Nhap thdi gian thir nh&t vao mot 8, n&u ban khéng nhap AM hoéic PM thi
chuong trinh Excel m#c djnh 1a AM. N&u ban mu&n chuyén sang PM thi

phai nhap PM.
2. Nh@p thdi gian thd hal vao mét 6.
3. Nh4p chon 6 ma ban mudn hién thj k&t qua.
4. Nhap d4u béng (=).
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la *| i [ x v £ | =mop(B2-a21)
4 A 8 D
1 |GIO KHOGIHANH| GIOPEN |THOI GIAN BAY
2:20 AM 11:15 AM 8:5
3 6:35 AM 7:40 PM
4 10:22 AM 12:30 AM
5 11:10 AM 9:05 PM
6 11:35 PM 3:00 AM

5. Nh&p vao & thdi gian chdm hon.
6. Nhap diu trif (-).
7. Nh&p vao 6 thdi gian sém hon.
K&t qua hién th| mét gié tr| chudi
Luwu y: Trong thdi gian trir di qua nlta dém, nhu 11 PM dén 2 AM, cén
mot dén ham I4p trinh goi 12 modulus, hodc MOD. C6ng thuc 1a =MOD (thdi
gian cham - thoi gian sdm hon, 1). N8u tnr gio hodc ngdy dem lai gio hodc ngdy
am, 18i nay dugc phan 4nh bdi mit loat diu (######).
Céch tinh ngay
1. Nhép ngay bit d4u.
2. Nhap ngay két thuc.

3. N6u ban muén tinh todn cAn nhic ngay nghl, nhp ngay cla cac ngay
nghl gilla cdc ngay bAt ddu va két thic.

4. Nh&p chon 6 mudn hién th| két qua.
5. Nhép nut Insert Function.

me  rome  wax paciavouT [INREEEEE OA'A  ROVEW  VEW  DEVELOPER  Na
G=] Define Name =
AlZ BEBRBE B | Shmee-
et | AutoSum Recently Financisl Logical Tt Date & Lookup & Msth&  More Name
Funcdon o lUmed- - . ©  Times Aed « Trg= Functions= | Manager Bi5 Creste from Sele
Function Librasy Defined Nemet
[fs\ Jrx v £
\,
A [ ] D E F
1 [INGAY BAT PAU[NGAY KET THUC [NGAY LAM VIEC NGAY NGHI| NGAY
0102201 2802201 L 03402 03202/2013
3 01032013 19032013 30/04] 300472013}
P 2003/2013 23/04/2013 T 02/09]02/09/2013
s 2400472013 14052013 L 1
6 15052013 24/0512013 (4 ,
7 2540512013 074092013
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HOp thoal Insert
Function xuét hién.

6. Nhdp vao khung Or
select a category va
chon Date & Time.

7. Nh&p dap vao
NETWORKDAYS.

HOp thoai Function
Arguments xuét hign.

8. Nhdp vao 0 chua

ngay bit ddu hoic
nhap dja chi 6.

9. Nhdp vao 0 chua
ngay két thic hoic
nhép dja chi 8.

10.Nhdp va kéo chqn
ving cua cac ngay
nghl hodc nhép

L™

vlng.
11. Nhép OK. —
O két qua véi dinh dang hién th| ngay Iam viéc thyc gilia hai ngay.
A B
NGAY BAT PAU|NGAY KET THUC
01/02/2013 28/02/2013
01/03/2013 19/03/2013
20/03/2013 230472013
24/04/2013 140052013
| 15/05/2013 240052013
250052013 07/09/2013

Chu y: Khi tihh todn NETWORKDAYS, néu ngay bét ddu cla ban la sau ngady
két thuc, Excel trd vé mot s6 &4m.

L]
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7. HAM DO Tim
Ham VLOOKUP: dd tim 1 gia tr| & cdt ddu tidn bén trai cha 1 bang d
lidu. N&u tim thdy s& tra vé gia trj & cung trén ddng vdi gid trj tim thdy trén cot
ma da chi djnh. N&§u khdng tim thfy ham xuAt ra k&t qua #N/A — Not Avalilable.
Ham VLOOKUP thudng dung d& dién thdng tin vao bang da lidu ti 1 bang d

lidu phy.
Cong thic | =VLOOKUP(lookup_value,table_array,row_index_num,
range_lookup)

> lookup_value: Gia trj do.
> table_array: Vung tim kiém.

» row_Index_num: S& th( ty cla cdt trong viung tim kém
cla bang.

» range_lookup: Cach thic tim.

Chay N&u ghi 0, Excel s& tim chinh x4ac va khdng y8u cdu vung tim
kim phai sdp x&p. N&u ghi 1 ho&c khong ghi, Excel s& tim
gén ding va ydu cdu vung tim kim phai dugc sip x&p ting
dén theo cdt ddu tidn clia bang. N&u lookup_value nhé han
gia trj nhdé nh4t trong cft d4u tidn cla bang dir ligu phy, ham
tra v8 1581 #N/AL. Khi xu&t hién 181 #N/A! c6 th8 mac 18i nhap
du mdt khoang tréng & phla sau gia tri do tim ho#c trong
bang d ligu, bao gém ca chinh va phy. Khi dung ham
VLOOKUP dé dién d lidu cho mdt bang dl ligu thl trong
cong thic cén phai tao dja chl tuydt d8i cho bang da liéu phy
table_array dé codng thuc ding cho cac hang cdn lai khi sao
chép cdng thitc xudng cac 6 bén dudi.

Vi dy: Trong bang tinh didm cudi nam, tim TEN TINH cta thf sinh.

SU dyng ham VLOOKUP, tim gi4 trj cha 6 E4 tU vung tim kiém (bang
phy) b8n duéi: ban gd cong thifc =VLOOKUP() dat con trd vao gilla d4u ngoéc
ban nhdp chon 8 E4, boi chon vung tim kiém: E14:E21, gb s& thi ty cla cft
cén I4y gié tr| trong vung tim kiém 1a 2.

Cong thic: =VLOOKUP(E4,E14:E21,2)

Ham HLOOKUP: Do im mt gia tri & dong ddu tién clia bang dUf ligu. Tuong
tif nhu ham Viookup, nhung s& do tim & dong d4u tidn clia ving 8m ki&m (dd tif tréi
sang phal Horizontal Lookup) va thay vi s8 thit tyf cdt s& la s8 thir ty dong.
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4] A 8 | ¢ | o | & | °F A | 8 | ¢ | o [ € | F

1 1 e

2 2

. [ 324 »o TN ar ;A Tiue | TRN TiNN . sTY w0 TN ar [mA vhin| TN Thet
. 1 [Hing  fmam  Jan [ 1 [Heng  (Mem (a8 [Anameg
3 | 2 | na v 3- 2 |wws ne v [ha vina
i 3 |vaa na v 6| 3 [vam na i frea Ve
| 7] 4 Bk Mam ad == e Bn = ad Ofs The
5 S  [Doasd  [Mam LA ] 8 [Dessd  |mem a Lang An
ot 6 |ioan na sT 9 o |Lean na Lowy An
10 7 |asn Mam  wT 10 7 |ama mem  |uv Loy An
(1 " [Th Ma T 1| o [t na Cid Bt T
12 22l

ul [aA viouns | TR i 33 k visin | TR N TiNM
1| ve. Vink Long " Vet Long
15 Wy Ninh Thatn 15| e Miah Thg 0
16 As @ mng 18 = Aa Giang
17/ |2 [ade Trang 17] i i o sT [Sde Triag
.__ Beh Thaga 18 ] T Bk Theg 0
13 v S Tho [19] I joda The
20 LA Lowg An El e Long As
n rv e Vine n frv frea vink

Néu im thdy s& trh v8 gia trj & cung trdn cdt vdi gla tri tm thdy trdn hang ma
da chl dinh. Ham HLOOKUP dung dé dién thdng tin vao bang dr ligu tif bang dl lidu
phu.
Coéng thic | =HLOOKUP(lookup_value,table_array,row_index_num.,rang
e_lookup)

> lookup_value: gia trj do

> table_array: vung tim kiém

> row_index_num: s8 thit ty clia cdt trong vung tim ki&m

cua bang

> range_lookup: cach thdc tim
Chay N&u lookup_value nhd hon gia trj nhd nhét trong cdt déu tidn
cla bang dir lidu phy, ham trd v& 18 #N/Al. Khi xu#t hign 18
#N/A! c6 th8 mic 18I nhap du mdt khodng tréng & phia sau gia
tr| do tim ho#c trong bang d( lidu, bao gém ca chinh va phy. Khi
ding ham VLOOKUP @8 dién dir lidu cho mdt bang di ligu thi
trong cdng thitc c4n phéi tao dja chi tuyét d&i cho bang di ligu
phuy table_array d§ cdng thic ding cho cAc hang con lal khi sao
chép cong thic xudng cac d bén dudi.

Vi dy: Tim t8ng s6 tién thu dugc clia xe higu Honda tgi clfa hang Tam
vao ngay 13/11/2013. Céac budc thyc hign nhu sau:
- Tim s8 lugng xe Honda tal clfa hang Tam.

w7
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88 *] i [ x v £ || HoOKUP("HONDA" $BS2SESS,3,1)
4 A c | D E | F G
il - L i ¥
2 lHONDA] sYM [uLTIMD| NGAY | GIA BAN
3 THUAN 132 26 65]10/10/2013{ 15,000,000
ol TAM 56 45 34/25/10/2013| 20,000,000
5 HUY 7 98 15/1122013] 18,000,000
6 R i e | L S T e | S
7/ __i56 Imgng xe HONDA ctia cita biog TAM: |
8 .;56 .....
9 H
Tim gia ban [ B10 *] i [ x v £ ] -vooxup(ps,srsa:s655.2.0
vao ngdy |, . WENEKNEN c | o | ¢ | s
1311/2013. [1] !
2 HONDA| SYM [ULTIMO| NGAY | GIA BAN
IR TChnhyiey ~ [muan 132 2% 65]10/1022013| 15,000,000
Xx4c: n TAM 56 45 34/25/10/2013 20,000,000
Tim gén |2 HUY n 98 89| 15/11/2013] 18,000,000
ding  Idy 7| S6lyng xe HONDA ciia cda bing TAM: |
ngay 8| | %6 q " ]
15/11/2013. 9 | _E*zc'“ bongdy: | /M0 1
h_ @ [_eva <f—— kRONGTIMTHAY| !
11

Nhan hai k&t qua vira do tim ban s& c6 két qua téng s§ tién thu dugc vao
ngay 15/11/2013.

> K&t qua: 18.000.000

[ 812 ~] i [ x « £ | =viookup(p11,sFsa:568s.21)
4 + NN D E F 6
1 |
2| HONDA| SYM [ULTIMO| NGAY | GIA BAN
3 65107102013 15,000,000
4 | 34/25/1022013| 20,000,000
(s | 89[15/112013] 18,000,000
LA —
7
8
9
ln ..... N—— - Y VSRS VR ———
1u Gif bén ngidy: 15112013

18,000,000 |
13 !
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BAI TAP 12

B0 THI TRONG EXCEL

1. TAO PO TH|

Excel cung c& mot thanh thu vién chia cdc mau dé thj, h8 trg cho
ngudi ding danh gia bang tinh sé lidu.

Trdn menu Insert, nh&p
chon nhém 1énh Charts sau dé
chon 1&nh m&u d8 th| nhu hinh
bén. MS8i 18nh chda cidc miu
cung m{t nhém

Tuy vado yéu clu cla
ngudl dung ma Iya chon miu
cho thich hgp. B& tao dé thj,
d4u tién cdn phai tao bang dt
ligu bao gém céc thdng s& cén
biu di&n trén d8 thj, tham khio
bang d{ lidu sau nhu hinh dudi.

0= %-
i an W

Recommended o PwvotChart

Charts @~ [~ .
Charts =

y| A B c D

1 [HOCKY |l 1B n

2 [MON TOAN 9 8 9

3 |MON VAN 6.5 6 S

4 (MONLY 8 7 6.5

S |MON HOA 8 5.5 7.5

- |

Tao cOt cho d8 thj
b&ng céach: Tién hanh
kéo chon t&t cad & cé6
chda di ligu cén thé hién
trén d6 th|.

K& ti§p, nhdp chon
nit [E] (Creats Chart),
trén tab Insert va & géc
phal bén phal khung
Charts, nhu hinh bén.
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Hop thoai Insert Chart xust hién, khung bén phai hién thj cac kiéu d8
thj, m8i kiéu d8 thj c6 nhidu miu khac nhau cho phép Iya chon.

Nh&p chon kiéu d8 thj 1a Column va chon miu Clustered Column, sau
d6 nhdp nut OK ddng y khdi tao.

-

Scuvwsanven
svwuswasom

Excel tao mdt dd thj Clustered Column nhu hinh duéi.

|

|
R
TRl
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P& thém nhing hién
thj trén d8 thj hay thyc hién ' E
b&ng céach: II+

Add Chart

Nhdp chon vao dé Element -
thl, sau dé nh&p chon Chart L
tab Design. ~—

Trong khung Chart
Layout > Quick Layout, l
nhdp nat cudn d€ xem A .
cac kidu b trf A8 thj c6 1 [HOC
sdn. Nh&p chon kiéu = 'MG.N —
Layout 5 dé 4p dyng kiéu =i | A | H
bé trf cho d8 thi. 2 [MON |

| l l

| l _ | | |
Thong thudng d8 thj gm céc thanh phén sau:
e Chart Title: Tén d6 th| e Chart Area: Mién-d6 th.
e Trendline: Dudng xu thé. o Data Serles: Day s§ lidu.
e Value (Y) Axis: Tryc gia tr|. e Axis Label: Nhén tryc.
e Axis Title: Tidu dé tryc. e Legend: Chu thich.

Data Label: Nhan d( ligu.

e Tick Mark: D4u vach.
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TAO TIEU DE CHO PO TH| (CHART TITLE)

Trong m&i d8 th|, thanh phé&n quan trong la tidu dé 48 th|. D& tao tidu dé,
hay st dyng cac hé 18nh cho tidu dé cia dé th| va tén cho céc tryc XY.

Trén d6 th| nh&p chon Chart Title.

(=

0
1l

———— :_T

Phén tidu dé sd xu&t hién trong dé thj, thyc hidn quét chon ndi dung cla
né va thyc hién nhép lai tdn ctia d8 thj trong khung.

Thyc hién quét chon chd Chart Title, nhap vao chd: BANG DANH GIA
DIEM sau d6 nh&n Enter.

ir
I —
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BAI TAP 12 06 TH TRORS EXCHL

D& hidu chinh kich c¢& hay kiéu ch@l, mau séc cla tiéu dé. Trén menu

Home chon font cht VNI-Helve, Size: 20. Ngoai ra,

dé va chon cac chinh stfa nhu hinh duéi.

c6 thé nhép phai chon tidu

L L

Nh&p chon phén tidu dé va thyc hign thay d6i mau sic chd va mau nén
tidu dé béing 18nh Color trén thanh menu Home ho#c béng 18nh hién th khi

nh&p phai vao tidu dé.

EECEEERENR

X

6.5

© MoreFill Colors...

[e] Picture... _
Gradient r |-

fd Iedure e

="
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Ta c6 két qua nhu hinh dudi.

BANG DANH GIA PIEM

CACH DI CHUYEN D6 TH|

Khi da tao dé thj, Excel s& ty ddng gan dé thj vao trang tinh. Tuy nhién,
van c6 thé di chuydn db thj vao trang khac hoac mdt trang tinh d thj. Trang tinh
dé thj 12 mdt trang tinh danh riang cho mdt dé thj bidu dién chi tiét. Theo mic
dinh, Excel dit t&n lién ti&p cho mdi trang dd thi, b4t ddu v6i Chart1.

Ngudi dung cé thé thay tén khac cho trang tinh trudc
khi thyc hidn budc di chuy8n. Thyc hidn di chuyén d8 thj I'_
theo hudng din sau: D4u tién, nhdp chon d8 th| cén di
chuyén. K& tip, nhdp menu Design va chon nit Move Move
Chart trong nhém Location. H)p thoai Move Chart xuét Chart
hién, nh&p chon tdy chon New Sheet va nhap tén clia trang Location

tinh d6 thj 1a BANG DANH GIA DIEM sau dé6 nhdp nut OK. <

| D_one Ci\ért :

Choose where you want the chart to be placed

m O New sheet ]Chartz l
]| ©oveain | EE— — T ———————

K& tiép, Excel
tao mot trang tinh 48
thi c6 tén: BANG
DANH GIA PIEM va
dat 4a8 th] vao -
trang nay.
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THAY &I KIEU PO TH)

Khi cac d8 th| da dugc xay dyng xong, c4c ban c6 thé lya chon cac miu
biéu d6 va thay thé.

Budc thay ddi nay la tuy thudéc vao md hinh
dé th| va dir lidu ctia ching. Dé thay d8i kiéu 48
thj, hay nhdp chon 18nh Change Chart Type trén Move
menu Design. H)p thoai Change Chart Type Chart
xu#t hign, nh&p chon mdt trong nhing kiéu d3 thj Type  {Location
mudn thay d8i va nh&p nat OK.
Change Chart Type 2 %]

lRuonnuMedGuﬂilchytEJ

S AN SN AN -
lad Column

F_‘ Line

dv
{

i
d-uJ-

Ta c6 d6 thj bidu dién hinh dudng thing nhu hinh dudi.

—
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THAY D& NEN CHO DO TH|

Trén d8 thi cho phép hién th| ndi

dung va con phép ngudi dung chinh sira [[Format Walls s
céac thanh ph&n bén dudi cla dé thj nhu WALL OPTIONS ¥
nén va tudng. D& thay ddi tudng va san,
ta ti§n hanh céc budc nhu sau: Trudc tién, & Q
nh&p dip vao biu d8 cén thay déi, cla —‘/‘ml : =
s8 Format Chart Area xust hién bén géc F
phal man hinh. HOp thoai Format Walls O Nofil
xuét hidn, nh&p chon myc Fill va lya chon O Sobid il
céc tuy chinh nén clia d8 th| theo céc 1§nh o 5_" P
hu sau: No fill: Nén tr6ng =
n : ‘ O Pattern fill
e Solid fill: Tao mau nén don va tay © Aytomatic
chinh dd md.
Gradent fill: Tao mau nén véi ché Lolor I_:I
dd tron nhidu mau. 4 BORDER
Picture or texture fill: Tao nén tu O No fine
céc anh va cdc m&u nén cé sén cla O solid line
chuong trinh. O Gradient fine
Pattern fill: Tao nén tif cdc khudn © Automatic
méu hoa van. 5% r~-1
e Automatic: Ch& dd mic djnh. © Gradient fill qmm—
Format Wa"S v X O Picture or texture fill
Orgttemfit [
WALL OPTIONS ¥ O Automatic
Q Q Preset gradients -
A = Type
4 -
AL = Direction
O tpfil Angle
O Solid fll Gradient stops
QO Gradient fill
O Picture or texture fill
O Pattern fill Color I
@© Agtomatic Position |~

Thyc hién kiéu td nén Gradient fill.
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BAI TAP 12 36 T} TROWG EXCEL

Nh&p chon ch& dé t6 nén nay thl cac thudc tinh tlly chinh s& xu&t hién
ngay b&n duéi hdp thoai va cho phép ban thay d8i va chinh sla.

C6 thé dat nhiéu mau dé hoa trdn nén, hay nhip chon c4c thanh trén
thudc mau va didu chinh cach phan b8 cac dudng mau. Sau dé, nhdp nut
Close dé d6ng hdp thoai. Khi d6, Excel sé thay d8i mau td lén cac tudng clia
biéu d8. Quan sat két qua nhu hinh minh hga sau:

Ch& dd thyc hién d8i nén
Picture or texture fill.

Nh&p chon 1énh File dé nhap
mot anh 1am nén cho d8 thj, file &nh
ndy phai dugc Iuu trir sn trén may.

Hop thoai Insert Picture xuit
hién, nh&p chon &nh muén chén va
nh&p nit Insert.

|0

4 FLL

O Nofill

QO Solid fil

QO Gradient fill

@ Picture or texture fill
O Pattern fill |
O Aytomatic

Insert picture from

q |§l|pboardl LOnlmg |
Textyre

pmremey [

A Tite picture as texture
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D& thay déi san bi6u d8, hdy nh&p phdn san cua biéu dé, cla
s8 Format Floor s& hién ra g6c phai man hinh va I13p lai cac budc gidng
Format Wall.

Ta c6 két qua nhu hinh trang bén.
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2
BIEU CHINH TRYC BIEU D0 Format Floor X
Céc budc thyc hién HOORORTIONETS.

Nh&p menu Layout, chon I6nh Axes & QO
trong nhém Axes. Chon Primary Horizontal o
Axis, mot trinh don sé xu&t hidn. Nh&p chon - FLL
mot tuy chon trong danh séach Primary O Nofil

Horizontal Axis. O sobid fil
Excel s& thay d8i hién th ctia biu dé 82:":"::;“6“

theo tryc ngang, dé thay d8i céc tryc doc, e

nh&p chon Primary Vertical Axis. © Automatic
b8 thay d8i cac tryc chiéu sau, nh&p o ]

chon Depth Axis.

THAY D& BUONG LUGI L :::"
Céc budc thyc hién: O Solid line
O Gradient fine
1. Nhip vao tab Layout. © Automatic
2. Nhip chon Gridlines & nhém Axes. - r= 0

3. Nhip vao Primary Horizontal Gridlines, mdt trinh don sé xu&t hién.
Nh&p chon m{t tuy chon cua trinh don.

F'Deslgn 1 layomﬂgz( 1 l' e

ID E ’ T 08 cnart wan - | tines ~ [
—— (M Chart Fioor - (4] upDown Bars -
Axes Gridlines | Plot Trendline Pro
| Area - (J)3-D Rotation [l Error Bars -
Primary Hotirotal Axis # | —— None
Primary Vertical Axis > D oEidipiayAxis
—a e
Display Axis order and
labels

numbers represented

=

——q Show Axis in Bidlons

Display Axis with numbers represented
in Billions

LB Show Auxis with Log Scale

' Eh Display Axis using a log 10 based scale

=

! More Primary Horizontal Axis Options...
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e None: Khdng hién thj dudng Iudi.

e Major Gridlines: Hién th| dudng Iu6i chinh.

e Minor Gridlines: Hién th| dudng ludi nhd.

e Major and Minor: Hién th| dudng Iudi chinh va dudng Iudi nhd.
Excel thay d8i viéc hién th| tryc ngang.

Luu y: DS thay d&i kich thuéc mot biéu d6, hdy nhdp chon bidu db va dua
con trd t9i cdc géc bibu d8. Khi mii tén hai ddu xuft hién, nhdp chudt va kéo
d& thay d6i kich cd bibu db.

Chu y: Khi thay d&6i kich thuéc c6 thé kéo xién biéu d6 va bép méo ndi

dung trinh bay. V1 vy, khi kéo c4n nh4n gid phim Shift a8 tl 1§ thay d6i niita
chidu rdng va chibu ngang bang nhau.
THAY p&1 VUNG DU LIEU
Excel cho phép ban thay d8i ving di ligu ctia biu dé dugc tao truéc do,
céc buéc thyc hién nhu sau:
1. Nh&p chon biu d6 cén thay d8i di lidu.
2. Nh&p tab Design.
3. Chon Select Data trong khung Data, hdp thoai Data Source xu4t hién.

4. Trong khung Chart Data range, nhap vao vang di li¢u mdi. Hodc quay
lal trang tinh va kéo chon vang da liéu mdi. Khi ban kéo chon vung di
lidu mdi thi ndi dung trong 6 Chart Data range ciing thay d8i theo.

5. Nh&p OK. Excel dinh nghia lai khu vyc cac day da li¢u.
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| [ ] ] ’ j
i .
!
—_ 1]
S :
..... — T
. E .
! | |
— 4 S
BO SUNG BE MYC CHU GIAI
Céc budc thyc hién:
1. Thyc hién céc budc td 1 dén 3 nhu trén dé md hop thoal Select Data
Source.

2. Nhdp Add, hdp thoal EdIt Series xuét hién.

] | I

3. Nhép vao 6 vdl tén ddy d 11§u méi holic nhdp céc dla chl 6.
4. Nhép va kéo dé chon cédc ddng da lléu hodic nhdp ving.
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5. Nh4p OK.
Excel thdm céc dong df lidu va t&n cha thich vao biéu dé.

Luwu y: D€ xb6a da liéu to bi6u d8, nhdp cheon dad liu ban muén
x6a trong khung Legend Series cia h@p thoai Select Data Source va nhdp
vao Remove. Hodc nhdp chon dé myc chu gidi trén biéu d6 va sau dé nhdn
phim Delete.
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BAI TAP 13- BAI TAP 60 DY EXCH

BAITAP 13

BAI TAP UNG DUNG EXCEL

BAI TAP 1: UNG DUNG TINH TOAN NGAY/THANG/NAM BANG HAM
DATE/TIME FUNTION.

a. Thyc hién mét bang tinh bao gém céc cdt serial, ngay, thang, nam, s6
thir ty ngay trong tuéin, tao lai ngay thang nhu hinh duéi.

E I

4 A | B | ¢ | o] F

1 [CAC HAM NGAY THANG THOI GIAN (DATE / TIME FUNTION)
ial Ngiy | Thing [Ndm| Sttngiy Tia013i ngdy thing

seria .
2 @) | (4) | trongtuin |ndm t¥ (2), (3) vi (4)

2

3 36500

4 38500

5 39000

6 40000

Hudng ddn: Dung cidc ham Day, Month, Year, Weekday dé 14y gia trj
ngay thdng nAm cua s§ Serial nh3p vao bang trén.

Dung ham Day(m,d,y) d& tra vé dang ~ya, thdng.
Bai giai: Nh&p chon vao 6 cén tinh va nh4p ham.

e =DAY(A3) e WEEKDAY(B3)
e =MONTH(A3) e =DATE(D3,C3,B3)
e =YEAR(A3)
P] A | 8] ¢ | o | E | F
1 |CAC HAM NGAY THANG THOI GIAN (DATE / TIME FUNTION)
ial Ngidy | Thing | Nim Stt ngdy Taolaingdy thing
Fena @ | 6 | @ | tongtuin |nimt¥(2),(3) vi (4)
2
3 36500 6 12 1999 6 06/12/1999
4 38500 28 5| 2005 7 28/05/2005
5 39000, 10 10| 2006 3 10/10/2006
6 40000 6 7| 2009 6 06/07/2009

b. Thyc hién mot bang tinh bao gém céc cot serlal, gidy, phat, gid, s§ thd
ty gidy — phut, gid, tao lai ngay thdng nhu hinh trang bén.
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Serial Gidy | Phit | Gid Tz:xo lai thdi
mmber | 2) | @ | @ [&" tif (2),
- 3)vi (4
15 0.32
16 0.75
17 0.64
18 0.45

Y8u clu: Dung cic ham ung dung ngay/thang/nim dé dién vao céc o
tréng & bang bidu trén.

Huéng diin: Dung cdc ham Day, Month, Year, Weekday d& |4y gi4 trj
ngdy thang nam clia s§ Serial nhap vao bang trén.

Dung ham Day(m,d,y) dé tra vé dang ngay théng.

Bai gial: Nhdp chon vao 8 cén tinh va nhap ham.

e =SECOND(A15) e =HOUR(A15)

o =MINUTE(A15) e =TIME(D15,C15,B15)
—

Serial | Gidy | Phit | Gia | 1*° l:; (2)’

gian »

be 2 3 4

/s PEEER (2) 3) 4) 3) v (4)
15 032] 48] 40 7] 7:40 AM
16 075 o of 18] 6:00PM
17 064 36| 21 15 3:21PM
18 045| o0 48 10 10:48AM

BAI TAP 2: HAM XU LY cHubI

UNG DYUNG CAC HAM XU LY cHUOI RIGHT, MID, IF BE GIAI BANG
LIET KE HANG HOA SAU:

4 A .l 0D 4 B.] F- ] 6 | H

1 BANG LIRT KE HANG HOA

o |MAt hing| Mi HD | MA loai | STTHD | Pdn gi{ S§ lugng |Gidm gi (Thinh tién
3| Kaki2 | K1252 80,000 15

4| Jeanl | 2011 200,000 24

S| Jean2 | JO982 150,000 12

6 | Kak1 | K5801 120,000 30




MICRSSSFT EXCEL 2013 DANE C38 Re¥ii BAT 9/0 BAIL TAP 13: BAI TAP 60 DYRE EXCH.

YEU ciu

1. Lap cong thic cho cOt Ma Loai, biét rAng: Ky ty cudi cung clia Ma HD la
Ma Loali.

2. Lap cdng thic cho cdt STT HD, biét réng: 3 ky ty gilla cia Ma HP 1a
STT cla héa don.

3. Tinh cft gidm gia sao cho:
e N&u Ma loai la 1 thl Gidm gi& = 30%*Don gi4 * S8 lugng
o N&u Ma loai Ia 2 thl Gidm gia = 50%"DPon gia * S& lugng
4. Tinh cdt thanh tién = Don gia * S& lugng - Gidm gia
HUGNG DAN: Chu y riing, k&t qua trong c6t ma loal 1a kiu Text nén
phai dung ham Value(text) d& d8i thanh gla tr| s6 ho#c phai so sanh véi dang
ky ty nhu *1°, *2".
BAI GIAL: Nh&p chon vao & cén tinh va nhap ham.
e =RIGHT(B3,1)
e =MID(B3,2,3)
o =IF(C3=2,50%,30%)"E3"F3

e =E3'F3-G3

4 A [ 8 [ ¢ T o [ €& T F T 6 T H

1 BANG LIET KE HANG HOA

, |Mathing| M3 HP | M3 loai STTHD | Ddn gid (S6 luyng| Gidm gid |Thinh tién
3| Kaki2 | K1252 2 125 80,000 15| 360,000 840,000
4| Jeanl | J2011 1 201 200,000 24| 1,440,000 | 3,360,000
5| Jean2 J0982 2 098 150,000 12| 540,000 | 1,260,000
6 | Kakil | K5801 1 580 120,000 30| 1,080,000 | 2,520,000

BAI TAP 3: UNG DUNG DO TIM KET QUA BANG HAM VLOOKUP.

Thyc hidn mot bang x8p hang bao gém céc cdt ho va tén, diém trung
binh (BDTB), x&p hang, hang nhu hinh sau:

Ngoal ra, hly thyc hin thiét k& thém 1 F | G
bang phy 1a bang x&p loal gém céc cdt diém BANG XEP LOAI

| .
trung binh (DTB) va x&p loal p— Xép logi
Yéu clu: P
. 0 |Yé&u
1. Lap cong thuc d8 dién da lléu cho cot
x8p loal. 5 _[Trung binh
2. X6&p hang cho céc hoc sinh theo thir ty! t z K?f.
cao dén thép. 9 __|Gioi
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A A | 8 | ¢ | o
= BANG XEP HANG

o | Hovitén | DTB Xéploai| Hang
3 [Tran Minh 59

4 (Nguyén Bao 8.6

s |Lé Héng 9.2

6 {Pham Tuin 95

7 |Cao Bich 35

8 [Ly Tuin 6.4

9 (Phan Céng 8.6

Hudng dén: Dung ham Viookup, dya vao diém trung binh (BTB), do tim
trén Bang X&p Loai.
Dung ham Xé&p hang Rank (number, ref, [order])
Bai giai: Nh&p chon vao 6 cén tinh va nhap ham.
e =VLOOKUP(B3,$F$3:$G$6,2,1)
e =RANK(B3,$B$3:$B$9,0) e
Chui y: Phai c8 dinh gia trj cha vung chon trong bang phy b3ng céach
nh&p phim F4.

4 A | 8 f«.c. .| o

1 BANG XEP HANG

o | Hovd tén | PTB Xép loai Hang

3 [Trdn Minh 5.9 |Trung binh 6

4 |Nguyén Bao 8.6/Khd 3

5 |Lé Hong 9.2|Gioi 2

6 [Pham Tudn 9.5|Gioi 1

7 |Cao Bich 35(Yéun 7

8 [L§ Tuin 6.4|Trung binh 5

9 (Phan Céng 8.6/Khi 3
BAI TAP 4;: UNG DUNG DO TIM KET QUA BANG HAM HLOOKUP VA
VLOOKUP.

Thyc hidn mdt badng danh séch hang héa bao gém céac cdt M& Hidu, Tén
H&ng, Phan Kh&i, Tén Xe nhu hinh trang bén.
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A i B ¥ C | D

BANG DANH SACH HANG HOA
MA HIEU|TEN HANG [PHAN KHOI| TEN XE
S11
Y11
HI12
S12
Y10
H11

Ngoal ra, hay thyc hien [;0] BANG MA PHAN KHOI

thiét k& thém 3 bang phy la — — -
bdng ma phan phéi, bang ten |11 MA PK PHAN KHOI

[ Y

® N (W (N (e

xe, bang t&n loal xe loal gém 12 10 100
cac cdt ma PK, phan phéi, ma 13 11 110
hang, tén hang_nhu hinh bén. 14 12 125

16 BANG TEN XE

17 [MA HANG H S Y

18 |TEN HANG HONDA SUZUKI YAMAHA

19

20 |IBANG TEN LOAI XE

21 100 110 125

22 [HONDA DREAM WAVE SPACY

23 [SUZUKI S100 VIVA FX

24 [ YAMAHA CRYPTON SIRIUS MAIJESTY

Yéu clu:

1. L&p cdng thirc dién di lidu cho cdt Tén IH&ng, biét rAng: Ky ty d4u tién
clia Ma Hidu |1a M& Hang Xe.

2. L&p cong thuc dién d liu cho cdt phan phéi, biét rAng 2 ky ty cudi clia
Ma Hidu la Ma Phan Khél.

3. L&p cong thuc 4y di ligu cho cot tan xe.
Hudng din:
Dung ham Hlookup, dya vao ky ty ddu tién clia M& Hidu dé dd tim va

I&y két qua tir bAng Tén hdng xe.
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Dung ham Viookup, dya vao 2 ky ty cudi cha Ma hidu dé dod tim va 14y
k&t qua tir bAng Ma Phan Khéi.

Bal giai: Nhdp chon vao 6 cin tinh va nhap ham.
e =HLOOKUP(LEFT(A3,$B$17:$D$18,2,1)
e =VLOOKUP(VALUE(RIGHT(A3,2)),$A$12:$B$14,2,1)

o =IF(B3="HONDA",HLOOKUP(C3,$B$21:$D$24,2,1),IF(B3="SUZUKI",H
LOOKUP(C3,$B$21:$D$24,3,1), HLOOKUP(C3,$B$21:$D$24,4,1)))

A A | B | C [ D
1 BANG DANH SACH HANG HOA
,| MAHIEU | TENHANG |PHANKHOI| TENXE
3 Sil SUZUKI 110 VIVA
4 Y11 YAMAHA 110 SIRIUS
5 H12 HONDA 125 SPACY
6 S12 SUZUKI 125 FX
7 Y10 YAMAHA 100 CRYPTON
8 H11 HONDA 110 WAVE
BAI TAP 5: UNG DUNG PHUONG PHAP TINH TOAN TU BE TiM KIEM
KET QUA.

Thyc hién mot bang chiét tinh gid thanh bao gém céc cft: S§ thua ty
(Stt), Tén mit Hing, don v| tinh (BVT), Bon glé nh§p (PG), SL, Phi VC,
Thanh Tién, DG Xuft nhu sau hinh duél.

' BANG CHIET TINH GIA THANH
5 |STT|TEN MATHANG| BVT [PGNHAP| SL |PHIVC THANH TIEN |PG XUAT
| 1 |PUONG KG 7500 [ 150
| 2 |TRONG CHUC 10,000 | 225
| 3 [BO KG 40,000 | 118
4 |SOA HOP 7,800 | 430
5 [MUOI1 KG 3500 | 105
6 |GAO KG 6,000 | 530
[ 7 [BOT KG 43000 | 275
Yéu cfu:
1. Lap cong thuc cho cdt phf van chuyén (Phi VC), biét ring: Phi VC = (DC
Nhip *SL)*6%.
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2. Lap cdng thuc cho cdt thanh tién biét: Thanh tién = DG Nhép * SL +
PhiVC.
3. Lap céng thic cho cdt DG Xuit d& cé6 muc 1i 1a 10%.
4. Pjnh dang cac 6 chufa trj dang s8: Khdng c6 s8 1& va c6 d4u phan cach
phé&n nghin.
Huéng dén:
Dung céc toén tif cdng, nhan, chia dé thyc hién cac yéu c4u 1 va 2.
Yéu cdu 3 thyc hién bing cdng thic: PG Xu#it = (Thanh Tién +
10%*ThanhTién)/S8 Lugng
Yéu céu 4: Dung Ianh Comma Style va Decrease Decimal trong nhém
I&nh Number cia menu Home dé bd phén 18 clia cAc trj s& va dit d4u phan
cach phan nghin.

[Custom '] Jr a.-l;tom 'j' i ﬁ

$ - % (i 8 $ - % » | %3[|| Conational
“~— | Formatting ~

> :

"Number e 3 . Number

Bal giai: Nh&p chon vao 6 cén tinh va nhap ham.

o =D3*E3*5%

e =D3*E3+F3

o =(G3+10%*G3)E3
2 A | BN GO B Ra . LB e R U G 'L H
§ BANG CHIET TINH GIA THANH
, |STT|TENMATHANG| PVT [PGNHAP| SL |PHf VC |[THANH TIEN |PG XUAT
3| 1 [PUONG KG 7500 | 150 | 56250 1.181250 8,663
s | 2 [TRUNG CHUC 10000 | 225 | 112,500 2362500 | 11,550
s| 3 [BO KG 40000 | 118 | 236,000 4956000 | 46200
6| 4 |SUA HOP 7,800 | 430 | 167,700 3,521,700 9,009
7| 5 [MUGI KG 3500 | 105 | 18375 385,875 4,043
8| 6 |[GAO KG 6,000 | 530 | 159,000 3,339,000 6930
9| 7 [BOT KG 43,000 | 275 | 591250 12416250 | 49,665

BAI TAP 6: UNG DYUNG HAM IF, COUNTIF VA LENH TUY CHINH

FORMAT BE TIM KIEM KET QUA.

Thyc hién mdt bang thanh toan luong bao gém cac cdt: S8 thi ty (Stt),
ho va tén, Luong ngay, S8 ngdy cdng, Luong thang, Chic vy, Thudng,
Phy c8&p chuc vy, Thyc lanh nhu hinh trang bén.
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A

H | ] { ]

i 81 [ rAD v oE Gl =i F

4 &
. BANG THANH TOAN LUONG
o HO TEN LUONG si LUGNG| CHUC | s - | PHU cAp THUCI
Q NGAY NGAY THANG| VU NG CHUC VY| LANH
4 CONG
a2 1_|Cao Vin C5t 50,000 26 )
. 2 [Bai Thj Béo 45,000 2 PGD
5 | 3 |P8 Vin Pfu 40,000 25 PGD
8! 4 [Nguyeén Vin Cam 37,000 26 TP
kE 5 |Bach Thj Tang 45,000 22 NV
ne 6 |Trang Vin Sinh 40,000 20 NV
1 7 |Pham Thi Lugt 37,000 18 NV
m 8 T3 Van Tén 50,000 25 TP
n 9 [Dinh Thj Sét 50,000 26 NV
2| 10 |Lsm Van Tye 37,000 n NV
: TONG
13 CONG

k& thém 2 bang tinh phy d& tinh s6 |LUONG CAO NHAT
luong cao nhét, thdp nhidt va thdp |LUONG TRUNG BINH

nhét, s8 ngudi 1am hon 22 ngay va LUONG THAP NHAT
Iuong >1000000 nhu hinh.

Ngoai ra, hay thyc hién thiét

S& ngui 1dm hdn 22 ngay
SG ngudi c6 ludng hdn 1,000,000

Yéu céu:

. Tinh ¢t Luong Thang = Luong ngay*“sd ngay cong

Lap cong thuc cho cdt thudng, véi muc thudng dugc &n dinh nhu sau:

> N&u s8 ngay cdng >=25: thudng 20%* Luong Théng

» Néu s8 ngay cong >=22: thudng 10%"* Luong Thang

> Né&u s8 ngay cdng <22 : khdng thudng

Lap cong thic cho cdt phy c4p chic vy, biét r&ng:

> Né&u chirc vy: GD: 250,000; PGP:200,000; TP:180,000; NV: 150,000

. Tinh cOt Luong = Luong thdng + Thudng + Phy cdp chic vy

Lap cong thic 14y s6 lidu cho céc 6 t8ng cdng, Luong cao nhit, thdp
nhét, trung binh.

Lap cdng thuc 18y s8 lidu cho cdc ngudi 1am hon 20 ngdy, s§ ngudi
luong hon 1 trigu.

. Bjnh dang céc 6 thudc cét luong sao cho:

> Né&u luong >= 1,000,000 thl in ra véi mau dd.
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» N&u 500,000 < luong < 1,000,000 thi in ra v6i mau xanh (Blue).

» Né&u lugng < 500,000 thi in ra véi mau tim (Magenta).

Huéng dén:

Yéu cdu 1, 4, 5: DUng c4c toan tl nhan dé thyc hién.

Yéu cdu 2: Thyc hién bdng cong thic ham If(s8§ ngay céng >

25,25%*Luong thang,if(_))

Yéu cdu 4: Dang ham IF

Yé&u c4u 6 thyc hién bing cdng thic ham Dung ham Countif.
Yéu cdu 7: Dung Iénh Conditional Formatting trong menu Home.
Bai glai: Nh&p chon vao 6 cin tinh va nhap ham.

Cot luong thang: =D3*E3

Thudng: =IF(E3>=25,20%"F3,IF(E3>=22,10%"F3,0))

Phy cdp chuc vy:
=IF(G3="GD",250000,IF(G3="PGD",200000,IF(G3="TP",180000,150000)))

e Thyc lanh: =F3+H3+I3
e T8ng cdng: =SUM(H3:H12) (cha y ving chon thay ddi).

P C frdo g TEYR FA Bt 3Gs ", J1vioH 1 | ]
: BANG THANH TOAN LUONG
sé ) P
LUONG| .~ | LUONG | cHUC PHY CAP| THYC
STT HQ TEN NGAy |NGAY | oinG VU THUGNG amevy| LANH
§ CONG
3 1 |Cao Van C6t 50,000 26| 1300000 |GD 260000 | 250,000 | 1,810,000
. 2 |Bai Thi Béo 45,000 23] 1,035,000 [PGD 103,500 | 200000 | 1338500
s | 3 [P3 Vin Pju 40,000 25| 1,000,000 [PGD 200000 | 200000 | 1.400,000
6 4 |Nguyln Van Cam 37,000 26| 962,000 [TP 192400 | 180,000 | 1.334,400
7 |5 |Bach Thi Tang 45,000 22[ 990,000 [NV 99,000 | 150,000 | 1,239,000
8| 6 |Traing Vin Sinh 40,000 20/ 800,000 [NV 5 150000 | 950,000
a 7 [Pham Thj Lugt 37,000 18] 666,000 [NV E 150000 | 816,000
10} 8 [T3 VinTé6n 50,000 25[ 1.250,000 [TP 250000 { 180,000 | 1.680,000
1| | 9 |inh Thi sét 50,000 26 1300000 [NV 260000 | 150,000 | 1,710,000
12| 10 [Lim Vin Tjc 37,000 17 629,000 [NV B 150000 | 779,000
TONG
3 CONG | 1364900 | 1.760,000 | 13056900
Luong cao nhét. -
=MAX(F3:F12) LUONG CAO NHAT 1,300,000
Luang trung binh. LUGNG TRUNG BINH 993 200
~ o
=AVERAGE(F3:F12) LUONG THAP NHAT 629,000
Luong th&p nhat.
=MIN(F3:F12)
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e S&ngudi lam hon 22 ngay: =COUNTIF(SE$3:$E$12,">22")

e S8 ngudi cé luang hon 1000000: =COUNTIF($F$3:$F$12,">1000000")
S6 ngudi 1am hdn 22 ngiy 6
S6 ngudi ¢S lubdng hdn 1,000,000 4
Dé c6 thé in mau cac thanh phén gi4 trj cdt luong clia bang ludng, hay

nhdp chon Ignh Conditional Formatting trong menu Home. Tuy vao yéu ciu
clia bai tdp ma lya chon hinh thic mau in cho thanh ph4n.

Trudc tién, hay ; ﬁ
nh&p chon cdt luong ! ‘
sau dé nh&p chon Iénh |
nh hinh. ey |
Hop thoai yéu . ——
ciu nhip gia trj gidi ‘ ) e
han vd mau khi in ra Less Than_
va nh4p chon nat OK. I
I:l Between_
@I Equal To.
=] lcon Sets * | gy Text that Contams_
_ Bl NewRule... A Date Oc .
5 Clear Rules »
m Mamge l_lules... w Valves..
More Rules...
—————_— i — B i ——

BAI TAP 7: UNG DUNG HAM VLOOKUP, MOD, INT VA LENH TUY

CHINH BE TiM KIEM KET QUA.

Thyc hién mdt bang tinh tién khach san bao gdm céc cdt: S8 thir ty
(Stt), tén, logi phdng, ngay d&€n, ngay di nhu hinh trang bén.

mn
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I B TR T D N B
i BANG TINH TIEN KHA CH SAN
str| TEN | 2?1 | NGAY PEN | NGAY BI
2 PHONG
3| 1 [THANH | LI1A 14/0272013| 190272013
4| 2 [HA L2C 30/0472013|  24/05/2013
5| 3 |VAN L1A 30/11/2012] 31/01/2013
6| 4 [NGQC L1B 09/1012012|  16/10/2012
7z | S [LIEN L2A 31/122012(  28/0212013
g| 6 |[PHONG | L2C 04/0312013|  24/03/2013
g | 7 [DONG LIC 14/092012]  24/09/2012
10 8 |[NAM L2B 30/09/2012  30/11/2012
11| 9 [MINH L1B 1420272013 29032013
12| 10 |HONG L1A 30/112012|  14/1212012
13| 11 [TAI L2C 3171272012  09/01/2013
14| 12 |SON L2B 3171272012  09/0172013
1s| 13 |LAN LIC 04/0312013|  14/0372013
15| 14 [TAM L1B 30/1172012|  04/12/2012
17| 15 [NGHI L2B 30/1122012|  04/12/2012
Ngoai ra, hay thyc BANG GIA KHA CH SAN
hién thiét k& thém 2 bang =
tinh “BANG GIA KHACH L(?AI GIA TUSN GIA NGAY
SAN” phy gém céac cdt loai |PHONG
phdng, gié tudn, gia ngay. L1A 50.00 9.00
Yéu cdu: L1B 47.00 8.50
1. Dién cft STT ty ddng. L1C 44.00 8.00
2. Thdm cdt S8 tudn L2A 41.00 750
&, Tinh cot nay dya
vao NG)fs DéyN ga L2B 38.00 7.00
NGAY PI. L2C 35.00 6.50

SG TUAN 0 = INT((NGAY DI - NGAY DEN)7)
3. Thém cot DON GIA TUAN, va tinh cdt ndy dya vao Loai phdong va Bang
gia khach san.
4. Tham cot SO NGAY LE &, va tinh cot ndy dya vao:
SB NGAY LE 3 = MOD(NGAY PI - NGAY DEN,7)
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5. Thém cdt DON GIA NGAY, va tinh c6t ndy dya vao loai phdng va bang
gid khach san.

6. Thém cit THANH TIéN, va tinh c¢t nay dya vao:

Thanh Tién = (S8 Tuén & * DON GIA Tudn) + (S6 ngay 16 & * Don gid
ngay). Tuy nhién, n8u (s8 ngdy 18 & * don gia ngay) > Don gia tudn thi
I8y don gia tuén.

7. Hay tinh SUBTOTAL theo Nhém Loai Phdng, va tinh theo téng cla
thanh tién. Gilr nguyén k&t qua cau trén, tiép theo tinh trung binh cla
Thanh Tién.

8. Sao chép bang 1 sang vj trl khac, sau d6 sip x&p theo THANH TIEN
tang dé4n.

Bai giai: Nhdp chon vao 6 cén tinh va nhap ham.
COt s6 tuén &: =INT((E3-D3)/7)
Don gi4 tudn: =VLOOKUP(C3,$C$22:$E$27,2,0)
S6 ngay 1& &: =MOD((E3-D3),7)
Pon gia ngay: =VLOOKUP(C3,$C$22:$E$27,3,0)

Thanh tién: =IF((H3*13)>G3,G3,H3"13)+F3*G3

_‘ A B N i D | E | F | G H i ] } J
2 BANG TINH TIEN KHA CH SAN

str| 16N | O* | NGAY PEN | NGAY BI TégN ?-.i? s8 T ;();(l’f [THANH

PHONG A LEG > | TIAN

2 3 | TUAN NGAY
3| 15 [NGHI L2B 3012012  o#12n012] o0 3800 4 700 2800
o] 14 [TAM L1B 30112012  o4122012] O 14700 4 850 3400
s| 1 [THANH | L1A 1422013 1940202013 0 5000 S 900 45.00
's| 4 INGQC L1B 09/102012]  16/10n2012] 1 4700 o 8.50| 47.00
7 | 11 [TAI L2C 3v1n012]  ovmino3| 1 3500 2 6.50] 48.00
s | 12 |SON L2B 317122012 09/0122013| 1 38,00 2 700 5200
9| 7 [DONG | LIC 14092012]  240902012] 1 4400 3 800 6800
1| 13 [LAN LIC 0432013  14m3non3] 1 400 3 800 68.00
nl 10 [HONG | LiA so/mnon| 14/mnr012] 2 5000 o 900 100.00
12| 6 [pHONG | L2C 04/032013] 24372013 2 3500 6 6.50] 105.00
13| 2 [HA L2C 30/042013] 24052013 3 3500 3 6.50] 12450
1| 9 [MINH LiB 140202013  29m3n013] 6 47.00 1 8.50] 290.50
15| 8 [NAM L2B 30092012] 30/112012] 8 3so0] S 7.00] 339.00
1| 5 |LIEN L2A 3U122012] 280272013 8 4100 3 750 350.50|
17| 3 [VAN L1A 301112012  31012013] 8 5000 6 9.00] 450.00]

o

BAI TAP 8: UNG DUNG HAM IF, RANK VA TUY CHINH FORMAT BE
TIM KIEm KET QUA.
Thyc hién mt bang thanh toan luong bao gém céc cdt: S8 thir ty (Stt),
tén, ndm sinh, gi¥ xullt phét, ngay di nhu hinh trang bén.
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A7 A B - EE - Con i e D b EEEL M Foan - G RPN
J BANG TINH THANH TICH VAN DONG VIEN
G
STT| TEN |NAMSINH xul,?l' GIO BEN | THOI | UU (THANH HANG
PICH |LUGNG| TIEN | TICH
2 PHAT
3| 1 |THANH| 20/03/1986|07:00:00.00(07:10:01.00
4| 2 HA 01/10/1989|07:02:00.00(07: 11:20.00
s | 3 |[VAN 15/03/1987|07:05:00.00(07:15:30.00
6| 4 INGQC | 20/05/1992|07:02:00.00|07:12:50.00
7| 5 |LIEN 25/02/1996(07:02:00.00(07: 13:06.00
8| 6 |PHONG | 17/04/1993|07:05:00.00|07:16:09.00
o | 7 IDUNG | 20/10/1990{07:00:00.00(07:09:53.00
10| 8 |[NAM 04/05/1990(07:05:00.00|07:19:18.00
11| 9 [MINH | 07/11/1992|07:00:00.00(07:10:25.00
12| 10 [HUNG | 15/2/1989]07:05:00.00|07:20:02.00
13| 11 |TAI 20/12/1993(07:05:00.00(07:18:47.00
14| 12 |SON 04/01/1989|07:05:00.00{07:19:24.00
15| 13 |LAN 18/04/1991|07:05:00.00(07:17:38.00
16| 14 [TAM 23/06/1995 |07:00:00.00(07:10:57.00
17| 15 Ncm‘] 19/11/1996/07:00:00.00{07:11:03 .00

Yéu céu:

Dinh dang hai cdt gid xust phat va gi¥ dén dich theo dang hh:mm:ss:00

Tinh thdi lugng, bit Thai lugng= Gid dén dich - GI& xu#it phat. Sau d6

cling djnh dang tuong ty nhu trén.

Thém cdt uu tidn sau cdt thdi lugng va tinh cdt nay theo tiéu chuén:

> Né&u dudi 18t: gidy (khdng uu tién).

> Né&u tir 18t d&n dudi 20t: 1 giay.

> Né&u tu 20t dé&n 25t: 1,25 gidy.

> Né&u tur 25t trd 1&8n: 1,50 gidy.

» Trong d6 tudi dya vao nim sinh.

Thém cdt thanh tich sau cdt uu tién va tinh:

» Thanh tich = Thdi lugng - uu tién. Sau d6 ciing dinh dang tuong ty
nhu trén.

Tinh cdt hang dya trén Thanh tich theo dang “Hang .*

» Vidy: "Hang 3°, "Hang 5"

. Sao chép bang tinh thanh 1 bing khac va sip x&p theo thi ty ting dén

cla hang.

. Sao chép bang tinh thanh 1 ban khéc va sip x&p theo thd ty tang d4n

clia tén.
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Huéng dén:
Y8u cfu 1: Danh dfu khéi 2 cot trén, dung Iénh Format\Cell > Thé

Number > myc Custom.

VVVYy

Trong myc Type, chon HH:MM:SS:00 (N&u khdng c6 ta nhap vao).
Yéu cfu 2:

Nén tinh c{t nay theo dang Time > Bal to4dn don gian
0(glay) > 00:00:00

1 gidy > 00:00:01

1.25 > 00:00:01:25

1,5 glay => 00:00:01:50

VI dy: if(~,Timevalue("00:00:01:25)),-)

Bai giail: Nh4p chon vao 6 cén tinh va nhap ham.
Thoi lugng: =E3-D3

Uu tién: =IF(YEAR(NOW())-
YEAR(C3)<18,TIMEVALUE("00:00:00.00"),IF(YEAR(NOW()-

YEAR(C3)<20,TIMEVALUE("00:00:01.00"),IF(YEAR(NOW())-
YEAR(C3)<25,TIMEVALUE("00:00:01.25"), TIMEVALUE("00:00:01.50")

)
Thanh tich: =F3-G3

hon.

e Coithang: ="HANG"&" "&RANK(H3,$H$3:$H$17,1)

AR EEaT e e | E | F [sad =4 H i 1
4] BANG TfNH THANH TICH VAN PONG VIEN

e GIO R

o GIOPEN [ THOI THANH

| {STT| TEN INAMSINH XUuAT | rugne |UUTEN | "oy | HANG
2 PHAT

‘3| 1 [THANH| 2003/1986]07:00:00.00(07:10:01.00|00: 10-01.00(00:00:01.50| 00:09:59 S0]HANG 3
4| 2 HA 01/10/1989{07:02:00.00/ 07: 11:20,00{ 00:09:20.00/ 00:00:01.50( 00:09: 18 50|HANG 1
‘5| 3 [VAN 15/03/198707:05:00.00(07: 15:30.00| 00: 10:30.00{ 00:00:01 50| 00: 10:28.50| HANG 5
6| 4 [NGQC | 20/5/1992|07:02:00.00{07: 12:50.00(00: 10:50.00( 00:00:01.25]00: 10:48.75 |HANG 6
7| 5 |LIEN | 25/02/1996]07:02:00.00{07: 13:06.00/ 00:11:06 00| 00:00:01.00/00: 11:05.00/HANG 9
‘8| 6 [PHONG| 17/04/1993(07:05:00.00(07:16:09.00]00:11:09.00|00:00:01.25|00:11:07.75 |[HANG 10
‘9| 7 |DONG | 20/10/1990{07:00:00.00|07:09:53.00| 00:09:53 .00/ 00:00:01.25|00:09:51.75[HANG 2
10| 8 [NAM | 04/05/1990(07:05:00.00{07: 19:18.00{00: 14:18.00{00:00:01.25| 00: 14:16.75[HANG 13
21| 9 [MINH | 07/11/1992(07:00:00.00(07: 10:25 00| 00:10:25 00| 00:00:01.25| 00:10:23.75|HANG 4
12| 10 [HONG | 15/02/198907:05:00.00|07:20:02.00| 00: 15:02.00|00:00:01.50|00: 15:00 50| HANG 15
3] 11 [TAI 20/12/1993 | 07:05:00.00| 07: 18:47.00| 00: 13:47.00( 00:00:01.25| 00: 13:45.75{HANG 12
14| 12 [SON 04/01/1989 07:05:00.00(07:19:24.00| 00: 14:24.00 00-00:01 50| 00: 14:22 SO/HANG 14
15| 13 [LAN 18/04/1991{07:05:00.00(07:17:38.00| 00: 12:38.00{ 00:00:01 25| 00:12:36,75[HANG 11
16| 14 [TAM | 23/06/1995(07:00:00.00{07: 10:57.00/ 00: 10:57.00 00:00:01.00 00: 10:56 00|HANG 7
‘| 15 [NGHI | 19/11/1996{07:00:00.00/07:11:03.00|00: 11:03.00|00:00:01.00{00:11:02.00|HANG 8
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LAM QUEN V01 VISID 2013

Visio 1a mdt trong nhimg ph4n mém (ng dung giGp ngudi s dung tao
nhimg ban vé nhanh, Visio cho phép ban th§ hidn ban v& mdt céch tryc quan.
Hon nira, n6 cdn cung cép nhidu dic tinh 1am cho ban v clia ban ¥ nghia va linh
dong va phu hgp hon véi nhu c8u clia ban. SU dyng Visio rét don gian, chuong
trinh c6 giao dién than thidn va rat quen thudc véi ngudl da timg sl dyng bd
Microsoft Office, chi c4n nhiing thao tadc nh&p chudt va kéo rd 1a c6 thé tao ra
nhimg so @8, Iuu dd, nhimg ban v ky thu4t. Hidn nay, Visio dugc &p dung trong
nhidu linh vic khac nhau nhét 1a trong ky thuit nhu Xay dyng, Kién trac, Co khl,
Ky thuat dién, cac mdn khoa hoc cd ban nhu Toén, Ly, Héa, Sinh_ cho d&n cac
finh vyc quén ly va van phdng. Chuang trinh rét thich hgp cho nhing ngudi ding
khdng chuyan v& tin hoc.

Véi Visio, ban c6 thé tao cac s d8 lidn quan d&n cong viéc nhu:

Vé biéu dé dong (flowcharts), so d6 t§ chdc, va lich trinh dy 4n. Ngoai
ra, Visio con cho phép ban tao cac sd d8 mang tinh ky thuat, ching han tao
céc ban vé xay dyng, thiét k& nha, so dé mang, so d8 ph&n mém, so dé trang
web, sa d6 may méc, va cdc so d8 ki thuat khéc.

Thu vién cua Vislo tich hgp s&n nhidu biéu tugng, hinh v& céc thanh phén
cho nhiéu nganh nghé nhu dién, dién tl, xay dyng, co khl, kién tric_ Ngudi si
dung chl c&n chon ra va két n&i ching lal d§ tao ra nhimg ban va theo duing
y8u c8u sU dyng. Microsoft Office Visio con c6 nhing ung dyng chuydn biét
han 1 tao ra nhing hinh vé so d6 t6 chuc, hé thng quén Iy cac co quan, cdc
doanh nghidp; nhing luu d8, giai thuat trong 1ap trinh, céc kiéu biéu d8.. Visio
cdn cung c&p nhimg ban vé mAu dé ngudl dung tham khdo. Nhiéu trang web
gldi thidu cach dung Vislo rét tryc quan.

Mot th8 manh cla Visio 1a chuong trinh tuang thich hoan toan véi céc
chuoang trinh trong Microsoft Office nhu: Excel, Word, Powerpoint v.v... Cac
ban v8 trong Vislo c6 th§ d& dang nhing vao cdc chuong trinh ndy dé tién sl
dyng cho cdng viéc cla ban va cé thé chinh sira cdc ban v& nay ngay cé khl
dang lam viéc trong nhing m#éi trudng ung dung khéc vél Microsoft Office.

Ngoai ra, ban c6 thé chia s& bdn vd mdt cdch d& dang trén Microsoft
Sharepoint Server hay trong Excel, Word, Powerpoint. Tal day, ngudi st dyng
c6 thé tiy chinh ban va vél kich thuéc duge phéng to hodc thu nhd ma khong
b| nét hinh do day la chuong trinh v Vector.
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Chic nang cla Visio cdn nhiéu khdng trinh bay hét trong sach, cac ban
c6 thé tham khao bai viét theo dudng din sau dé tai Ebook, chuong trinh, phim
hoc lidn quan ciing nhu hidu rd, khai thac ¢6 hidu qua Visio va nhitng chuong
trinh khéc trong b Office 2013.

Trong phén 4 chuyén dé nay, cdc ban hay kham pha céac tinh nang cla
Visio qua gi6i thidu chung vé giao dién lam viéc va cac cdng cy cla Visio. Sau
d6 thyc hién céc bai tap Ung dyng trong c4c bai tap tiép theo.

Sau day chiing ta hay thyc hanh kham phé4 stfc manh cua Visio:

P4u tién, khdi ddng chuang trinh Visio bAng cach: Chon Start >
Programs > Microsoft Office > Microsoft Visio 2013. Giao dién lam viéc
chuang trinh Visio xu&t hién nhu hinh duéi.

Glao di§n Iam vidc chuong trinh xuét hién véi 3 phén chinh nhu sau:
1. Hién th| menu File: C4c 18nh tao mdi, luu triZ, in &n va tdy chinh: Tap hgp
céac miu thi&t k& va inh vyc sé chon trudc khi thist ké.
Hién th| Detailed: Cho biét cac thdng tin chi &t cia cac miu thiét k& hay
lanh vyc da chon.
Trong myc Choose a Template, cho phép Iya chon cdc miu thiét k&,
myc ndy cé 3 tdy chon: Recenterly Used Templates (cdc méu thit k&

d& dung trong thdl glan gén nh&t), Template Categories (danh myc céc
miu thiét k&), Other Ways to Get Started (c4c miu so d6 cung cép tif trang

web khéc).
Phén cén chud y nhét Ia Template Categories: Phan chia cdc mau thi&t
k& thanh nhiéu nh vyc khac nhau.
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e Business: So d8 m6 hinh quan trj ndi bg t§ chuc, kinh doanh.

e Engineering: So d8 ky thuat.

e Flowchart: So d6 ti&n dd (Iuu dd), thir bac.

e General: Sd d8 tdng quat.

e Maps and Floor Plans: So d8 ban d8 va mat bang kién trac.
e Network: So d8 mang may tinh.
e Schedule: Sa dd lich 1am viéc.

e Sofware and Database: So d8 phdn mém va cd s& da ligu.

Khi muén tao mot so d8
thi§t k& méi, trdn giao dién
d4u tién, hay nhdp chon 18nh
New, chon mlu tal muc
Template Categories sau d6
chon mdt méu thich hgp cho
Mnh vyc cén thi&t ké.

K& tiép, trong phdn Detall
nh&p chon don v| tinh kich
thuéc, nh&p nat Create khdi
tao. Chuong trinh cung c4p cho
ngudi s dyng 2 dan vj tinh 1a:

1. Metric Unlits.
2. US Units.

FEATURED  CATRGONES

_

EPC Diagram

Crasts Bverd-drivan Frocess Ohain (EPQ) disgrame
[ businem b. 4
procmie.

o pia U]

O BUns

Cua s8 chuong trinh xu#t hién gém 3 khu vyc thiét k& nhu sau:



AT TAP 14; LAM gWER ¥6I M5I0 2018

MICROSSFT N310 2813 BANE CB Newdl BAT 9Au

¢ Khu vyc 1: Hién thj thanh chifa cac cdng cy phyc vy cho vidc thiét ké.
e Khu vyc 2: Biéu di8n céc thu vién céc chi ti&t d§ thyc hién so dé.

e Khu vyc 3: Trang thiét k& so d8, biéu d8 va nhap ndi dung.

Trong chudng trinh, hd thdng cdng cy (ng dung cdng
nghd Ribbon hoan toan m&i. Céc trinh don déu dugc bd trf theo
c4u tric mé trén giao didn dé ngudi doc dé dang thist k&.

H& th8ng trinh don bao gém: File, Home, Insert,
Design, Data, Process, Review, View.

Trinh don File: Chla cdc nhém 1&nh cho phép tao mét
bal thiét k6 méi (New), hidu chinh céc thdng tin thudc tinh
chuong trinh (Options), luu trr (Save) va m& (Open) céc file
da thi&t k&, in &n (Print)._

Trinh don Home: Chuda cdc nhém 18nh: Clipboard,
Font, Paragraph, Tools, Shape, Agrange.. cho phép hi§u
chinh, cét dédn tal 1iéu, chon kiéu chl, cd chl, ndi dung
trang, cdng cy thiét k&, hinh dang, sip xép-

e —
IEE Z‘-'-'__...__..:F_';!lj'I.l-u I

e l@ Anm-
4

oo B i
—

LT T
E “e;.h-‘u. .

T Pt (37 1 = | '..'v".JAIu G | o — Wiy
. - = i S a8

Trinh don Insert: Chla cdc nhém 18nh gém Pages,
lllustrations, Dlagram Parts, Links, Text. cho phép
hidu chinh, x6a trang phac thdo, chén hinh &nh va phim,
chén biéu d8, chén dudng din web, chén céac biéu tugng
todn hoc..




MICRESSFT Visi 2013 BANE cB0 ¥l AT 840 BAI TAP 1& LAM QUER VéI Misi0 2013

FRE DESIGN DATA PROCESS REVEEW VIEW

5
mmun B & @ EeMan
New Pictures Onfine Chat CAD | Container Callout Connector | Hyperlink [ Text ScreenTip Object Field Symbol
Page ~ Pictures Drawing i . Box - O
Pages Mustrations Diagram Parts Links Text

Trinh don Design: Chita cdc nhém Iénh gém Page Setup, Themes,
Backgrounds, Layout.. cho phép hiéu chinh thudc tinh trang, kiéu nén, mau
nén, ch thich, chuyén hudng céc ddi tugng trén trang._

=~ O .
woa seettr [ o4 moas  mame  vew

Sackgrownds Sarden & lﬂq— c.—a—

| E

Trinh don Data: Chia cac nhém I&nh gém External Data, Display Data,
Show/Hide_ cho phép hidu chinh di lidu thdng qua cac chuong trinh co sd
dir lidu Excel, Access, 4n hay hién co sd di lidgu dé hd trg cho viéc nhap cac
s§ ligu..

&QJ @

- fedpmna o Loyt a
—— —

H -0
FLE  HOME  INSERT

ig c’g. ”’[‘é 2 ELH';I E]smpenmunnm

. i [Z] Extemal Data Window
Link Data Automatically Refresh Data Insert
to Shapes Link All- | Graphics ~ Legend ~
External Data Display Data Show/Mide

Trinh don Process: Chua cac nhém 18nh gém Subprocess, Diagram
Validation, SharePoint Workflow_ cho phép thyc hién kiém tra, xif ly cdc mo
hinh hay cu tric cia ban thiét ké, truy cp hay xu&t Shapepoint Workflow_

DESIGN PROCESS REVIEW VEEW

INSERT DESIGN DATA

FLE
ﬁ‘j] [_];1, ﬂ.]] (i} Ignore This lssue =
Create Linkto Creste from Check O suses Windo~
New Existing * Selection | Diagram *
Subprocess Diagram Validstion
Trinh don Review: Chita cdc nhém !3nh gém Proofing, Language,
Comments, Markup, Reports.. cho phép thyc hién kiém tra chinh ta, ngdn
ngl, tao ddnh gia hay ghi chu trong trang thiét k&, ddnh dfu..
- O s
HOME INSERT D-~TA VIEW

J&l L%ﬁ*‘@ I”ﬁ%

Spelling Research Thessurus | Transiste ngungt New Comments Ink Shape
Comment Pane~ Reports

Proofing Language Comments Reports

REVEW VEW
A © ol -
Import Export Stage Creste

Outfine Workflow
SharePoint Workilow
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Trinh don Review: Chita cdc nhém 18nh gém Views, Show, Zoom,
Visual Aids, Window, Macros... cho phép thyc hién quan sat ban vé dudi
nhidu dang khac nhau, giup hién thj lIugi trén nén bai thiét k&, hién thj trang
dudi dang nhiéu clra s8 khéc nhau..

ni - O s
FLE HOME INSERT DESIGN DATA PROCESS REVEW

oy i Goi -
B (o G [ B[S (DR Ry (D
P i Tast Ed Fages [} AuteCannec New Amange Cascade |  Switch Ma:m Add
resentation Geid Guides Y nge Cas el -
wode | o Pones- | B3PageWicth | [4 Cannection Points | window Al Windows * Ons-
Views Show s loom WVisual Aids [ Window Magos

CHEN CHU (TEXT) VAO GIAO DIEN

Budc d4u tidn, khi thist 1ap mot ban thiét k& hay so d8 ching ta cin
nhip tén tiéu dé. Thyc hién budc nay bang cach: Nhdp chon Iénh Text trén
thanh trinh don Home. Sau khi nh&p chon xong, hiy kéo va tao thanh khung
cho phép nhép text vao giao dién nhu hinh duéi.

h Pointer Tool [ ]~
,5—9 Connector X

og

Tools

Khi nhap xong, c6 th8 (ng dung mdt s& I&énh khac thudc thanh trinh don
Home d§ hidu chinh kidu chif (Font), ¢ chif (Size) va mau sic clia chir (Colors).

INSERT DESIGN DATA PROCE|
Hiw i KSR
VN-Heve  ~[16pt <[ o SODOTHIETKE [» /¥ uA- 2L ¢
b B I U axhua- |4 - ;::‘n
Font 5 ® pane
A Fom.
Ngoal céch dung céc cong = T
cy trén thanh trinh don Home, cac L=l
ban c6 th§ nhdp phal vao chir vira —
nhap va chon céc céc 18nh hidu B Lok vy..
chinh dinh kém nhu hinh bén. B ome =

TiM HIEU cUA s6 SHAPE

CUa sé Shape ndm & khu vic thit 2 trén giao dién Iam viéc chuong trinh
va chifa céc tab d&n dé&n thu vién cé céc bléu tugng, chi tiét hinh hoc danh cho

viéc thiét ké.
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2 tab chdc nadng truy nhap
vao thu vién gém: More Shape va
Quick Shape. Ngoai ra, cac tab
con lai 12 tab chira thu vién biéu
tugng lien quan dén miu thiét k&
da chon khi tao ban thi&t ké.

Trong mdi tab 1a 1 stencil
chirta cac biu tugng tng véi mau
thi&t ké&.

Khi mudn goi thém céac thu
vién khac hay thyc hién nhu sau:
Nh&p chudt vao mai t&n & cudi tab
More Shapes sau d6 chon céac
nhém thu vién mudn m&. Bén
trong tung nhém thu vién 1a céac
Stencil chita cac biu tugng cung
mot nhém.

Mudn thiét k& trong finh vyc
nao, hay nh4p chudt chon Stencil
thudc lanh vyc d6. Quan séat hinh
trang bén dé tim hiéu vé céach goi
thu vién.

A

Shapes

| SEARCH

More Shapes

'S

OE‘-:“N 12 group

Pt

[
() atatn procen () Componant B
O oy |F

»
Flowchart ’
== General »
- (__] runction Maps and Roor Plans
D""_—" Ow MNetwork »
Schvedule »
@M @u Software and Database »
Visio Extras ’
Irdormation/
®"" Iateriad Open Stencil

New Stencil (US Units)
New Stencil (Metric)
Show Document Stenci

Buziness Process
Charts and Graphs
Organization Chart »
PwotDisgram 4

|

Connecion
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Céc bidu tugng dugc sdp x&p nhu [aendarshaps ]

hinh b&n. N6i dung clia cdc ch& dd sép

x8p khac ban trong bang I&nh nay gém : 1 monen T weex =

e Icons and Names: Cho phép hién g e ] Tombaat

thj tdn cang vdi bidu tugng. Eegl o s
e Names Under Icons: Hién th| tén — —

ban dudi bidu tugng. @ npottment T Sl ™™
o Ingons Only: Chl cho phép hién thj ® ooa g wo

biéu tugng.

‘ Resmindes (D Important

e Names Only: Chl hién thj tén.

e Icons and Detalls: Hién thj bidu T L T e

tugng va théng tin chi it v& né. W oasesin QP e =
Céach d8 sép x&p biéu tugng bén trong Float Window
cdc myc chiia thu vién thiét k& (Shape) la: — )
Trudc tidn, nh&p chon myc chia bidu tugng fecns and Tameny,
cén sdp x&p. Sau d6, nhdp chudt phai vao mai [B] Names Underkcons
tén cudi myc Shapes va chon 18nh Icons and BE cons Only
Names (ch& dd chi cho hién th| biéu tugng). Names Only
Tuong ty nhu vdy, hdy nh&p chon céc .
ché& dd con lal d8 sip x&p bidu tugng thich hgp ] Jcons and Detaits
cho d& dang Iam viéc. Search Options...
CACH CHEN, DI CHUYEN VA Closg All Stencils
DINH KICH THUGC w™mOT BIEU S FOA
TUQONG THIET KE Hide Wincow

Pé chén mot bidu tugng vao giao dign thiét k&, cdc ban hay nh&p chon
va gil biéu tugng dé trong thu vién Stencll d& m& va kéo né tha vao trang thiét
k& (tham khéo hinh dudi).

=l

om Dlmch| | 1

oo | |

Om O
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Sau khi chén vao trang thiét k&
mudn di chuyén vj trf clia ching, ta
chl cdn nh&p chon va dich chuyén
sang vj trf m&i nhu hinh bén. Ngoai
ra, dé thyc hién phéng to thu nhé ma
khong cén dinh kich thuéc, chl cén
dung chudt d& chon vj trf doc, ngang
va diéu chinh. Lic nay con trd chuft
sé xuét hién dang mii tén 2 d4u.

Né&u mubn xoay biéu tugng, chl c&n nh&p chon nét trdn trén biéu tugng,
khi thdy con trd chudt xuit hién dang cong thl gilf chudt trdi va xoay theo

huéng nao tuy thich.

Budc ké ti&p, 1a budc djnh kich thuéc cho mot bidu tugng da chen.

Nh&p chuét chon hay xac djnh
biu tugng c4n thay d8i kich thudc. Sau
d6, nhdp chon chon vao myc Width,
Height, Angle ndm & thanh ngang cuéi

clia s§ chuong trinh.

Chu y: Kich thudc tay vao ché df

x4c dinh hé don vi tinh truéc do.

!_ E X 87.3289 men.

- ® Y 205 mem. O

A E Width 43.9634 mm.

&E- ' Heght |32.9862mm.

| E] Angte |0deg.

il X PinPos |Center-Centex

a [
| ma | @

1 |WIDTH 48.868 MM.  HEIGHT: 32.986 MM.

CACH TAO CAC KET N&I GIUA CAC BIEU TUONG TRONG SO PO

THIET KE

Sau khi thyc hién chén c4c d6i tugng c4u thanh so dé vao trang thiét ké&,
ching ta c4n thiét 1ap két néi gilta ching d& c4u thanh so dé.
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Céch thyc hién nhu sau: Trén
thanh trinh don, nh4p chon Home >
Connector.

=E_ ,:: I A R Pointer Tool [J ~
== b x
E: B ] iE i{E ATet +
Paragraph ] Tools

-170 |-160 |-150 |-140 |-130 |-120 |-110 |-100 |-90 |-80

Trd lai giao dién
thi&t k&, nh&p chon débi
tugng cén két nSi va gid
chudt kéo thanh dudng
két n&i dén dGi tugng

thd 2 nhu hinh bén.

Sau khi tao dudng ké&t ndi
xong, trén trinh don Home, céac
thudc tinh clia dudng k&t néi sé
xu&t hién. Trong d6, dé hiéu
chinh do dam nhat, mau sic
cho duéng k&t ndi, nhdp chon
Iénh Line, sau d6 chon mau
sdc va kich c3 thich hgp. Ngoai
ra, ban c6 thé tuy chinh thudc
tinh tryc ti&p bang cach: nh&p
chon d6i tugng day két ngi, nh&n
gir chudt phai chon thudc tinh
cén thay d8i. C4c 1&nh dugc thu
gon va dinh kém trén ting dGi
tugng, giap cho ngudi dung cé
th& rat ngén thdi gian hiéu chinh.

Quan sat hinh minh hoa
bé&n duéi dé dé& dang thyc hién.

sSEEEEEN
SEECEERREN
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Bubc trén,
giip thay ddi
chiéu huéng cla
két n&i tir diém bét
ddu va két thuc la
ddu mui tén. Ta
c6 k&t qud nhu
hinh bén.

Céch thi&t 1ap ké&t nSi thu hai: Ngoai cach k&t ni dugc hudng dan trén,
chuong trinh Visio con hd trg ngudi thiét k& dung cach két ndi ty ddng.
Muén thi&t 1ap budc két ndi ty ddng gia cac ddi tugng, hdy thyc hién theo
cach sau:

Trén thanh trinh don, nh&p chon View sau d6 danh diu chon vao 18nh
AutoConnect (thudc nhém Iénh Visual Aids), I&nh nay cho phép khdi ddpng ché
a0 két néi ty ddng cho cac déi tugng chén vao bai thiét k&. D& thyc hign két ni
ty ddng, nh&p chon ddi tugng va chon mdt trong 4 mii tén xuAt hign trén n6, sau
dé6 thyc hién chon két ndi mong mudn (xem hinh minh hoa duéi).

procEss  REVIEW |[REael
n (] Dynamic Grid ‘ !
Window | Bl AutoConnect T
Width Connection Points - _
om Visual Alds ]
Sau khi thyc hién mdt két ndi %r— -
gilta 2 d6i tumgﬁléyethmohien xac LRl it AngiciConnestor
dinh kidu dudng két néi nay. Nh&p "\, Straight Connector
phai vao d6i tugng, chon cac Ignh ) || "2, Curved Connector
cho phép xac dinh kiéu két néi. ! Reset Copnector
Céc I&nh nay gém cé: |
¢ Right-Angle Connector: B A pzro@- C)- =
Pudng ké&t n6i g&p khic. ) .
& |[=- B~ T3 - B - |Styles
e Straight Connector: Budng -

ké&t n&i thdng.

e Curved Connector: Budng k&t néi cong.
e Reset Connector: Tra v8 mic dinh.
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CACH B|NH V| TRI CHO CAC D3I TUGNG TREN BAI THIET KE

Trong khi thi&t k&, dé dé dang cho viéc sip dit va trinh bay cac d&i
tugng, ching ta cdn dung dén cac hé I&nh sau: Gom thanh nhém, thu gon c4c
két n&i, sip x&p d&i tugng..D& gom nhém céc déi tugng, sif dung 18nh Group
(n&m trong nhém Iénh Arrange thudc trinh dan Home).

Trén bai thiét ké, nhdp chon ko {1 t3grngto Front - @ Py
céc ddi tugng cén gom thanh nhém =" T g o o0 . £ Layers
b&ng céch: Nh&n gid nat Ctrl, dung [an Position g e Select~
chudt chon cac déi tugng, thyc thi diting

Idnh & trén. Ngugce lai, dé thdo rdi,

chung ta nhdp chon I1@nh Ungroup.

130, |20, i1 s"""""I Group (Shift +Ctri+G)

Tiép theo, khi thiét k& xong so

dé va mudn thu gon chiing, ta ding F: Tl Bring to Front ~
céach sau: Nh&p chon 16nh Home > . %3 Send to Back ~
L Positicr
Arrange > Position > Auto Align & ,9 % Group ~
Space.
P Space Shapes

ode Distribute Horzontally

Céc d6i tugng sé dugc thu gon lai nhu hinh duéi.
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Khi trong bai thi&t k& c4n bd trl cac
chi ti&t nAm che khu&t mdt phén cua nhau,
hdy thyc hidn theo cach sau: Chon déi

tugng cén chinh n&m da 18n d6i tugng khéc, . « |4 Bringto Fromt
sau d6 chon lénh Bring Forward ho#c Amange T
Bring to Font.

Hinh dudi minh hoa cho céc I&8nh trén nhu sau:

L

N&u muén dua d6i tugng Iui v8 sau, hdy chon I18nh Send Backward va
Send to Back. Ngoai cach canh chinh trinh bay & trén, chuong trinh cdn cung
c&p mdt hé gém 6 v| trf khac va céch tra v8 v| trf ban du.

Trudc khi thyc thi 1énh, kéo — |
chon toan bd thanh phén trén so d6
thiét k§. Tiép theo, trén trinh don j
Home, chon 1&nh Position > chon ‘ l
| I

mot trong s6 18nh cén canh chinh.

%3 Bring to Front +
% Send to Back ~
|| Group ~
-———L Space Shapes
.A"' Shq’es & 8b  Auto Space
| 8" Auto Align E g5 Auto Align & Space
IS Align Left
& Align Center o0 Distribute Horizontally
=| Align Right & Distribute Vertically
ffi  Align Jop Orient Shapes
o}  Align Middle Rotate Shapes >
it Align Bottom Rotate Diagram »
T
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V| trl canh chinh bao gém:

e Align Left: Sip x&p theo 18 trai.

¢ Align Right: Sip x&p theo 18 phal.

e Align Top: S&p xé&p theo vj trf d4u.
Align Middle: S&p xé&p theo v| trf trung binh.
Align Bottom: Sip xé&p theo vj trl dudi ciing.

e Auto Align: Tra v8 v| trl mic djnh.

khodng céach gilta cac d8i tugng.

Align Center: S4p x&p theo v| trl trung tam.

Auto Space: S#&p x8p theo cach md rdng

|

Nh&p chon 1&8nh Spacing Options dé m& hdp thoal hidu chinh thudc tinh
Spacing Options. B&n trong hdp thoal c6 cac thudc tinh:

e Horizontal: Binh chiéu ngang.
¢ Vertical: Bjnh chiéu doc.

e User same spacing for both: Ap
dyng cho t&t ca cac ddl tugng
con lai trong sa dé.

CACH CHEN ANH, BAN VE VAO
sd bl THIET KE

Distance between shapes

Horizontat [N E

Verticat

Use same spacing for both

@l ” D”c.nm[

Trong thiét k&, c6 nhidu thanh ph&n cAn chén vao trong so d8. Cac
thanh phén nay dugc chén thdng qua nhém I&nh llustrations ndm trong trinh
don Insert. P& chan mot &nh, nhdp chon 18nh Picture. HYp thoal Insert
Picture xu&t hidn, nh&p chon anh cén chén, sau d6 chon nit Open dé md.
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Anh s& dugc chén vao trang thiét k& va
c6 cac nat & cac géc khung. Céc nat nay cho
phép hidu chinh kich thudc clia &nh theo cac
géc. Khi nh&p chon vao &nh thl trinh don
Format s& xu#t hidn trén thanh trinh don.
Trong trinh don s8é cung c&p c4c 18nh cho phép
hidu chinh céc théng s& v8 &nh sang, vién &nh,
dd tuong phan, géc xoay -

i CHEE

INSERT DESIGN DATA PROCESS REVEW VIEW

FILE HOME

[ ;',--‘ (..

* O H L D%ad
Brightness Contrast AutoBalance Compress Line Bringto Sendto Rotate Crop
- - Picture v Front> Back~> ~ Tool

Adjust a | Picture Styles Arrange

Muén thay d8i 4nh sang
va dd tuong phan, hay nhép
chon nat 1&nh Brightness va
Contrast. Khi nhdp chon 2
I8nh ndy, mdt bang cung cép
c4c muc dd a&nh sang xuét
hién, cho phép lya chon muc
dd phdn tr&m anh sang gén
cho &nh vira chén. D

N&u khdng hidu chinh ting ph4n, ban
c6 thé chon 18nh AutoBalance d& can bing
anh sang va d$ tuong phan cho anh.
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Tiép theo, sU dung |énh Compress
Picture d& chinh slfa dinh dang va xU ly &nh
mdt cach don gian. HYp thoai Format Piture
xu#t hién, trong d6 c6 c4c thdng tin cén hidu
chinh nhu sau:

Théng tin 1
chinh slra tai
tab image Control
bao gém: —
Brightness (dd —
sang); Contrast —

1

(B9 tuong phéan);
Gamma (D) sang =

t8i); Transparency e
(bd trong suét); (|| i

Blur (B md hinh I
&nh); Sharpen (D6 ol —
sic nét cla hinh _—:J

anh); Denoise (D§ =
nhidu). J
P& xem tryc ti€p trong khi chinh stfa, hdy danh d&u chon ch& d Live
Preview updates.
Nh&n  chon e
tab Compression | [mese Controt] Compression |
va thyc hign hidu c ”

chinh cac thOng 86 9 Compress pictures
nhu sau: Qualy: JJ | so% |
Quality (Ch&t Low quality/smaller file High qualtyAarger file
Iang Cﬁa énh) ' D Delete aopped areas of pictures
Delete cropped
Change resolution
areas of picture O witraan
(X6a phin cét cla O Pt N
hinh anh); Web/ ® No Change

Screen (Hinh anh
tr web va man

hinh); Print (In &n).. @ [ aon |Lho: J[ G |
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Sau khi da thyc hién chinh slta anh
theo cac huéng din & trén. Tip theo, dé
thiét 1ap dudng vién cho &nh, nh&p chon
I8nh Line (n&m trong trinh don Home).
Hop mau Theme Colors xuét hidén, nh&n
chon mau thich hgp cho dudng néi.

Budc k& ti&p, thay d8i dd day cho
cac dudng n&i. BE thay ddi, nh&p chon
I8nh Welght bé&n trong 1&nh Line. tiy vao
dd 16n cla bidu d6 ma cac ban chon d9
day thich hgp cho dudng néi.

L7 - N

. Use Default .q
| | Theme Colors rd
ED.D_..-...;‘_’
[

Dé tuy chinh thém céc thudc tinh khac, hdy nh&p chon 1énh More Lines.
Hop thoai Line xu#t hidn, tly chinh céc thudc tinh sau: Dash Type (Kiéu
dudng line), Welght (B rdng dudng line), Color (Mau sic), Cap (Tuy chinh
d4u cla dudng néi), Transparency (D9 dam nhat).

[ ™Y
Send .

- nuou.un J25 Group ~ Shape~ R Seles
range Editing
=} [ |
iliiiiiiiiin T
Variant Colors
EEEEEER
Standard Colors
AEEREEEEEEN
0] totie
@ More Colors_.
% pt
= Dmhs "
»
E Arrows » "
5 Line Options... Ypt
1pt
1% pt
2Ya pt
3” EEEee———————
% pt More Lines
6pt See advanced options for

Format Shape N
O Q
4 LINE =]
O Nofine r
@© Solid line
O Gradient fine
Color [
Tasparney +—— [F1]
ey [oaw 1]
Compound type .
Desh type
Cap type Round ~
Rounding presets L
Rounding size -
Begin Arrow type
Begin Arrow size
End Arrow type D
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Ngoal céc tuy chinh trén, ban cdn cé thé tdy chinh bo trdn cac géc cla
dudng ndi (Round Conners) va m{i tdn (Arrows). Sau khi hoan thanh cédc
thi&t d&t, nh&p nut OK & cudi hop thoai dé ch&p nhan.

CHEN BAN VE AUTOCAD

D& chén mdt ban vd ky thuat cé sén dugc thiét k& td mdt chuong trinh
khéc vao trang thit k&, cdc ban hay thyc hi§n nhu sau:

Trén thanh trinh don, nh&p m
Ingsert sau d6 cheon lénh CAD LME i
Drawing. '
Cla s§ hop thoal Insert I
AutoCAD Drawing xu#t hién, Pictures Online Chart
nh&n chon file thiét k& Sau d6, Pictures
nh&n nat Open dé mé file. Nustrations
' & « BAVETVISIO 2010 » tasfieu T Search toi liew
A T
S Libraries I i P |
@ Documents |
& Music
Pictures
B Videos
ca WINGP(Q) (D)
Ca Local Disk (E)
= localDisk () o
Lt
; ]

HOp thoai CAD Drawing Properties xu&t hidn, nh&n chon tab General
dé thiét 1ap mot s§ thudc tinh nhu sau:

- Pre-defined scale: Thiét Iap cdch dan trang khi chén so d6.

- Custom scale: Tuy chinh thong sé.

- CAD drawing Units: Thiét 1ap don vj.

- (CAD drawing pratection: Ct.8 d) gil nguyén ban va.
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Tiép theo, nh&p
chon tab Layer dé tuy
chinh céc thudc tinh
mau séc va dudng nét
cho céc dudng thiét
k&. Mudn thay d8i mau
séc cla dudng line
nao, hay nhdp chon 6
mau tal myc Color d6.

— 1
| 1
]
[ )
] ]

HoOp thoal Color xufit hién, nh&p chon mau sic cén thay déi trong bang
mau va nh&n nut OK thi&t 1ap.

P& thi&t 1ap dd day cac dudng Line,
nh&p chon nut 18nh Set Line Weight trén tab
Layer. H)p thoal Custom Linewleght xu&t
hién, nhap thdng s8 vao khung Lineweight
rél nh&n nat OK dé dinh dd day.
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Bén v dugc chén vao trang thiét k& nhu =
hinh ban. Ny

Céac chi tiét dugc thist k& sé xuft hién ™ N A
dinh kém véi kich thudc. Cac géc chidu cta chi = -

ti6t cing xu4t hign mdt cach ddy du. Khi mudn
tuy chinh lai thdng tin ban vé chén vao trang,
héy thyc hign nhu sau:

Nh&p chon trinh don
Design, chon ddu mai t&n
m& hdp thoai thiét 1ap thdng
s8 Page Setup (Hoac dung
phim tét Shift + F5).

Trong hdp thoal Page Setup, chon tab Printer Setup dé thiét Iap trang
in &n cho ban v&. Phén thiét 1ap bao gém céc thong tin sau:

- Printer paper: Lya chon khé gify cho ban thiét ké.
- Portrait: Kh8 gidy doc.
- Landscape: Khé gify ngang.
- Adjust to: Diéu chinh thdng s8 phén tram ty 1§ phéng to thu nhd trén
trang thi&t ké.
|

2

|

| ]

Trong tab Printer Setup, nh&p chon nut Setup dé md& hdp thoal
Prir:t se.up.

20
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HOp thoai nay cho phép Iya chon khd gi&y, canh chinh |18 ctia ndi dung ban
trong ban thi&t k& mot cach chi tiét. Sau khi didu chinh xong, nh&p nit OK dé hoan
thanh. Tiép theo, nh&p chon tab Page Size d8 tuy chinh cac thdng s8 sau:

- Let viso Expand the page as needed: Md rdng trang.

- Pre—defined size: Tuy chinh don vj va khé gidy.
i, ]
I ———

——| e —

Tai tab Drawing Scale cho phép hidu chinh thdng s§ nhu sau:

- No Scale (1:1): Ty |& ban vé 1:1

- Pre- defined scale: TUy chinh theo cAc ty 18 c6 sén.

- Custom Scale: Thong s8 djnh dang.

- Page size: Tuy chinh kich thudc trang.

1 |
J |

l I
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Tal tab Page Properties, thyc hidn tly chinh cac thdng s sau:
- Type: Foreground (Nén trudc); Background (Nén sau).

- Name: Nhap tén ban vé.

- Background: Lya chon nén.

- Measurement units: X4c djnh don v| do.

Tal tab Layout and Routing, thyc hign tdy chinh céc théng s& sau:
¢ Style: Cac kiéu md hinh ¢ Direction: Binh vj trf md hinh.
c4u tric.
o Separate: Kiéu ngan cach.

o Appearance: Kiéu néi
th&ng hodc cong.

Overlap: Kiéu s&p x&p chéng l&n nhau.
e Add line Jumps to: Thdm cac dudng k8.
Line Jump style: Kiéu dusng ké.

L




MICRESOFT ViSia 2813 BAE coe neudi BAT 8A8

BAI TAP 1& LAM QUER ¥6I N3I0 2013

Mt trong nhdng chldc ndng cé
thé glup ngudi dung déng bd mot c&u
trdc cta mot so dé thiét k& 1a 18nh
Relayout Page trong tab Design >
Layout > Relayout Page

Nh&n chon 18nh Re - Layout
Page dé chon céc kiéu sép x&p b6 trf
mo hinh.

Khi mu8n hidu chinh céc
thong s§ thudc tinh cla céc kiéu
s&p x& mod hinh, nh&p I1énh More
Layout Options dé§ md& hop thoal
Configure Layout.

Trong hOp thoai Configure
Layout, thay d8i céac thudc tinh
nhu hinh,

o o
|orders 8 (Connectors
Titles »

| =l
| %5 8
s

s ol

€ W e

1T

[ 111
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Trén thanh trinh don,

nh&p chon Insert

>

Container > chon céc kiéu

khung chua thich hgp.

C6é thé thém
céc biéu tugng phan
nhém va dit tdn cho
céc khung nhu hinh
minh hoa bén.

P& tién cho
vidc dich chuyén v|
trf, hay thanh ddi cac
déi tugng trong cung
mdt nhém quan ly,
hdy sU dyng Iénh
Lock Container d&
khéa cac nhém lali.

Céc kiéu sdp xép c6 thé
thay d8i md hinh hay céc déi
tugng trén trang thiét k& nhu
hinh bén.

Phén ti&p theo 1a huéng
din chung v8 cdc Container:
Cho phép phan ving chén
cdc d8i tugng thanh tung
nhém khéc nhau.

Nhu vy, khi thay d8i v| trl s khdng m&t théi gian va xdo tron cac dsi

tugng bén trong.
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e

[

Heading
Style -

Select Disband
Contents Container

Membership

1

Nh&p gilr phim Ctrl va chon bang Container k&t hgp cac biéu tugng
thanh 1 nhém. Chon I18nh Lock Container khéa céc biéu tugng lai.

Khi mudn thay d8i cac thudc tinh cho nhém biéu tugng, hdy nh&p chudt
phéi vado nhém da khéa > chon I16nh Container > Fit to Contents.

I @ Paste
I Group
€, Hyperink... Lock Container
2 Add Comment Select Contents
A EHdit Ted Disband Container
Data » Add to New Container
Format Shape Add to Underlying Container
Dé thay d8i cac kiéu
nén va céch trang trl ddu 2 N
trang cta hdp chia nhém I—q o =7
Container, nh&p chon 18nh COL‘:‘F CS"':dB C‘:‘:’_"d
Heading Style va chon ainer ~onten L
kiéu thich hgp véi thiét k§ |{ No Heading .
d6i tugng. Sau khi hoan d
thanh céc thiét k& ban vé | .
hay sg d8, thyc hién canh
chinh trang hay khoang
cdch gila céc d&i tugng Heading Styles

bén trong trang in.

]

Nh&p chon 18nh Margins sau d6 chon kich thuéc 2.5mm.
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Thyc hién Iuvu bai thiét ké
b&ng céch: Nh&p chon trinh don
Flle > Save.H)p thoai Save As

xuét hién, dit tén va chon kiu du
lidu xuft thiét k& ra |a Drawing
- (*.vsd). N&u muén thyc hién gli
h - bai thiét k& qua Internet, hdy nh&p
m chon I§nh Save & Send > Send
10 mm. using E-Mall, sau d6 nhap céc
15 mm. thdng tin cén thi&t va gin bai dén
20 mm. dja chl email c&n dén.
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) ‘ BAI Tﬂl’ 1]
VE M0 Hint Td cHUC cong TY

Bal tap 14 hudng din thi&t k& mdt md hinh t8 chic clia mdt cdng ty. Cac

md hinh c6 nhiéu dang khdc nhau, vl vay tdy vao nhu cfu va két c&u cla t6
chifc ma cé céac kiu lya chon thist k& khac nhau. Trudc khi thyc hién thiét k&

cén xdc dinh cdc chi thé hay ca thé d8i tugng dé quy dinh k&t néi va biéu
tugng dung dé thiét k& cho chinh xéc.

Hé th8ng thu vidn thiét k& cé nhiu mAu 4p dyng cho céc t§ chic va
kiéu so d8 khac nhau. Ta c6 hé cdc md hinh trong thu vién Business (danh
ridang cho cac mo hinh trong cac doanh nghiép) trong hinh duéi.

Info
Open
Sove

Sove As

Print

Share Qrgantration Chart Vahas Stream Map Gesic Diagsam

Phén trinh bay sau hudng d&n ban doc thiét k§ mé hinh t8 chuc cong ty
TNHH nhu sau:
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Budc d4u tian dé thiét k& I1a khdi ddng chudng trinh Visio 2013. Trén giao
dign chuang trinh, tao ban v& thi&t k& sa dd t8 chic bang cach:

Trén thanh trinh don, nh&p chon Menu File > New sau d6 chon chi dé
Business. CAc chl dé con xuét hidn, hdy nhdp chon Organization Chart.

Dl [

Tai cft bdn phai cla giao dién chon don vj thi&t k& |a Metric Units (Hé
mét), sau d6 nh&n nit Create d& khdi tao trang thiét ké.

Tiép theo, trdn thanh trinh don nh&p chon Menu Design > chon
Orientation >Landscape, dé chuyén sang kh8 gify ngang.

Organization Chart

Provided by: Microsoft Corporation

Creste disgrams for human resources
——— 9 staff organization, office
inistration, and struciures.

Download sae 9 KB

o P T

O Us Units

.
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Budc tiép theo, thyc hién d|nh c3 gidy cho
sd d6 bang céch: Tal Menu Design nh&p chon
I16nh Size > chon c3 gify A4.

Sau khi thiét 1ap xong, hay thyc hién chan
céc d6l tugng nhu sau:

Tal cOt Shapes, nh&p chon biu tugng
Executive trong thu vidn c6 sfin Origanization
Chart Shape (Metric).

Organization Chart Shapes

=1 Executive =] Manager

=] Position T ¥} Consultant

L= =] Assistant

=
Orientation

-

Page
3§
[
R
=
= g

=

Letter

Legal

Execwtive

[0 I

GI0r chudt kéo chon
biu tugng thd vao trang
thi6t k&. Tiép theo, nhép
dip chudt vao bléu tugng
dé nhap ndl dung. Hay
nh&p chon kich c¢3 ch va
kiSu cht tal menu Home

DB anx 1N cm

1359 cmx3556 am

1841 an x 2687 am

truéc khi bét ddu nhap.

E

Quay lai trang thiét k& nh&p ndl dung cho d8i tugng ddu tién 13" HOI

PANG QUAN TR/", nhu hinh duéi.

_—

1 X

Paragraph F]

I

Chén xong ndl dung, hdly dung céc
cong cuy tal menu Home dé canh chif vao vj H QUAN
trl § gifa biéu tugng nhu hinh bén. TRI|
———— e
Tiép theo, hay thyc ), Hyperink...
hién xac 14p thdng tin ¥2 Add Comment
cho biéu tugng béng A EdgTet
céch: Nh&p phai vao biéu E] ShepeDota...
tugng chon 1&énh Data > Format Shape
Define Shape Data.. 1 Properties <4 Edit Data Grapffc...
) Remave Data Graphic
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& day cac ban cé thé thiét 1ap thdng tin cho da lidu bao gém: Céng ty;
Pién thoal; Ho va Tén; Chic vy; Emall. H{p thoal Define Shape Data xuft
hién, cho phép hidu chinh d@ llu clia cdc Label.

L&n lugt nh&p chon céc
Laber  [Depariment || Label & myc Properties va thiic
bov MMM ~] srouece [guh vtedsiten 7] | pian thay dél kidu d@ li8u. Tuy
pome [ Jp] ewer [ TJ| yvao ting Label ma chon kidu d@
yave: [Department '] 1iéu nhu sau:
Prompt
Ivpe:
Properties:
[Labei_ [ e | romame Eormat |Number
Department String Fixed List
:::"'"‘ ::":: Value: |Variable List
™ = e
£-Mal String omp
¢ e " Date
AT Duration
@] [new [ petete | [ oc || cancn |
Labet |Céngty |
Iype:  |String [E] Language: |English (United States) El

Eormat:l JE Salendar: | E!

Value: [TNHHTodn Thing T |

Prompt:
Properties:
Label | Type | Format
String
Dién thoai String
Ho va tén String
Chirc vy String
E-Mail String
T D

[
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Sau khi thiét 1ap xong [A
céc Label cén thi&t, c4c ban
hay nh&p phal vao biéu tugng
chon 18nh Data > Shape dé
md& bang nhap dlr lidu.

tdit Texdt

Format Shape
Properties

<4 Edit Data Graphic...

Trong hdp thoal Shape Data -
Executive mdi xu#it hidn, hdy nhap

céc thdng tin cén thiét nhu hinh ban.

Phén ti6p theo, cdc ban s&

dugc

hudng d&n thi&t aat mau sAc biéu trung va

tidu dé ridng clia bal thiét ké.

Hay nh&p phal vao biéu tugng va
chon biéu tugng cho phép thay déi mau

séc qua céc buSc sau: Styles > Fill.

Tiép theo, nh&n chon nut 18nh

Borders & Titles d§ chén tidu dé
cho so d8 thi&t k& (hdy lya chon

kiéu boders thich hgp).

D& thay d6i tya d8 cho tidu dé
hay nh&p chon trang Vbackground -

1 & cubi glao dién thiét ké.

n-u-nn-—,

| m—— (-

Thyc hién nhép ndi dung tiéu
dé va ngady thang tao so d6 nhu hinh
trang bén.
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(4.3 o

: 9 _
2CONG TY TNHH TOAN THANG @ Ngdy 151022013
,- -

Tidu dé khi chén vao sd cé kifu va mau séc méc dinh. N§u mudn thay
dél toan bo ban vé, dé c6 sy thdng nhat vé mau séc hay thyc hién bang cach:
Trén Menu Design > nh&p chon 18nh Colors > Varlants > Colors > Create

New Theme Colors.

Lénh nay cho phép higu chinh mau séc cho cac b phan trong sa dé.
Hop thoal New Theme Colors xuét hidn nhu hinh dudl.

LU0

HEEEEEE
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Trong d6 khi mudn thay d8l mau sic & phén nao cla bdn va, hay nhdp
vao mal t&n & myc d6 va chon mau séc cén thiét.

Ta c6 k&t qué hidu chinh nhu hinh sau:

CONG TY TNHH TOAN THANG | NGAY 151072013
CHU TICH HON
|_DONG QUANTR|_| [N
Hay sp bl&U |More Shapes »
tugng d4du tién & —
glCa so dé nhu hinh S S
3 trén. K& tiép, hay |[SERUCCHE pe 3;
thyc hién chén céc
bléu tugng Manager =7 ¢\ cutive =- — -
dé thé hién phén | E LN
con lal cla so d§. |Il Posith 'Ya stant E_

Biéu tugng Manager n&m
trong khu wvyc thu vién
Organization Chart Shapes
(Metric). Quay lal so d8, nhé&p
chon vao bléu tugng va chon
k&t n&l ty ddng nhu hinh bén.

Biéu tugng tiép theo xuét l Ill
hién, h8y nh4dp ndl dung la:
“BAN GIAM OC".

Khi chén xong, gilfa cac d6i tugng s& c6 két néi.

K&t n8l 88 c6 dang gép khic méc dinh. Mubn thay d8l dang clia cac két
n&l ndy, hdy thyc hién nhu sau: Nh&p phal vao dudng k&t nSl. Chon I8nh
Straight Connector. Ta c6 k&t qua cGa dudng két n&i nhu hinh dudl.

CHU TICH HOI
PONG QUAN TR] R

[LJ Right-Angle Connector CHU TICH HOI
A\, Straight Connector DONG QUAN TR]
", Curyed Connector l

— Reset Copnector
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Tuong ty nhu biéu tugng ddu tién,dsi véi bidu tugng ndy chung ta cling
thyc hién thiét d&t thong tin dr tigu. Hay nh&p phal vao biu tugng chon Iénh

Data > Shape Data.

Format Shape Define Shape Data...
Properties ¢4 Edit Data Graphic...
Remove Data Graphic
HOp thoali Shape Data - | qupeDaTA- MANAGER x
Manager xuét hién, hdy nhép thong
tin c4 nhan vao tung myc clia hdp (e LR | N TOAN THAN £
thoal nhu hinh bén. Bifn thopl | 090 9070 456
Howvdtén |L&AN

Budc tiép theo, thyc hign thém | 5" [16mc cim odc "
nhimg bléu tugng & cép thi 3 clia SO | fmm Po——p— ;

dé. Calendar [o
Céc biu tugng
ndy clng A dang ﬂ X |14815 mm.
Manager va cé kich E ® v 114 mm.
thuéc sau: Rong w s Width |55 mm.
55mm; Caa: 21mm =, Height |21 mm.
(thyc hign thist 1ap kich | = Consuant A
- ngle |0 deg.
thuéc nhu huéng din & = -
céc bal tap truoc). l____, Assistant X Pin POS Cemer-Centef

Ta c6 k&t qua t&t ca cac bidu tugng c&n chén nhu hinh dudi.
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Dung k&t n6i ddu tien kéo tir bidu
tugng “BAN GIAM DPOC" néi véi bldu tugng
“PHONG QUAN LY CONG TRINH" nhu hinh
dudi.

BAN GIAM P6C

q PHONG KE HOACHJ

P& mot ddu hudng tdi d8l tugng cé
hinh mGi t8n, hay nh&n chon 18nh Line trén
Menu Home > chon 18nh Arrows > chon
mGi tén thich hgp nhu hinh bén.

Pudng ké&t ndl khi chén vao cé kich
thuéc nhd nén s& khé cho viéc quan séat. VI
vly hay dung 1énh Line > Welight sau d6
lya chon d9 rdng thich hgp cho dudng nél.

Tuong ty cdc budc thyc hién trén, céc
ban h@y n6l cdc bléu tugng khéc lal véi
nhau nhu hinh dudi.

—

PHONG QUAN L ¥
CONG TRINH

e
b
¥

CHU T|CH HOI
DONG QUAN TR]
Vi
BAN GIAM PSC
PHONG THI CONG PHONG KY¥ THUAT PHONG KE HOACH PHONG QUAN L ¥
CONG TRINH
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Ti&p theo, h&y dung céc bléu tugng Manager dé tao thém phén tht 3
clia 80 d6 nhu hinh duéi.

Hay nh&p ndi dung thdng tin va ghi cha rléng cho céc biéu tugng nhu
huéng d&n & trén.

Sao khi nhap xong, &p dung budc két n6l dé tao so dé hoan chinh nhu

hinh dudi.

]

HUONG DAN KET NOI NOI DUNG MO RONG CHO P8I TUONG
TRONG SO p0.

D6l véi cac dbi tugng trong so dé c6 ndi dung trinh bay tuang déi chi tiét
va cén trinh bay rd rang dél vél ngusl dung ban dé.

Chung ta cén c6 céc k&t nél trinh bay riéng cho ting d6i tugng nay. Dé
thyc hidn két néi riéng cho a8l tugng c&n cé hé thdng tin ddy dau va thyc hign
theo huéng din sau:

Trudc tién, hay nh&p chon biéu tugng
cén md lien két. [[1 m

Sau d6, trén thanh trinh don nhén Linkto Create from
chon Menu Procsess > Create New, d§ tao Existing~ Selection
inft trang lién k&t méi. I Subprocess
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Khi nh&p chon biéu tugng déu tian thi trang “CHU TICH HOI pONG
QUAN TR|” xuét hidn nhu hinh duéi.

< I
rJPage-l | nmnﬁmm-m | VBackground-1 | Ana | @

TI&p theo, thyc hién chén ndi dung vao trang vita tao b&ng céach:
Nh&p chon Menu Ingert > Object.

dae =R

Text ScreenTip Field Symbol
Box~ v
Text
HOp thoal Insert Object xu&t hidn, nh&n chon kiéu nhap d lidu tw

Word.

(Tuy vao ndi dung clia so d8 ma céc ban c6 thé nhap cac ndl dung khac
nhau).

Insert Object X

Objeigpe:

Microsoft PowerPoint Slide

Microsoft PowerPoint 97-2003 Slide
Microsoft PowerPoint Macro-Enabled Slide
Microsoft Visio 2003-2010 Drawing
Microsoft Visio Drawing

Microsoft Visio Macro-Enabled Drawing
Microsoft Word Document
Elyoracaft e 9T 002 Diavument
Microsoft Word Macro-Enabled Document
OpenDocument Text

Wordpad Document

©® Create new O Create from file [ Display as icon
- Result

Inserts a new Microsoft Word 97 - 2003 Document object Iinto your

document.

. oK I Cancel |
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Cua s8 chuong trinh Word xu#t hign, hdy ding cac thi thudt Iam viéc
trén né dé nhap ndl dung, hinh &nh ho#c thiét ké .

Sau khi nh&p ndl dung, thi t&t ca ndl dung s& dugc chén vao trang tao ra
trudc d6 nhu hinh dudéi.

—_—

|

e — ———

1

HQ VA TEN: NGUYEN VAN A

P|A CHI: Q7/TP.HO CHI MINH

CHUC VY: CHU TICH HO1 DONG QUAN TR|
DIEN THOAI: 0937749722

i

Quict Ouno-]

CONG TY TNHH TOAN THANG | NGAY 15/10/2013]

HO VA TEN: NGUYEN VAN A

piAcHl: a7/ 1O cH MINH

QT Vi: CHU TICH HO! ODNG QUAN TRY
VPN | O8N THOW: 0937749722

Hay nh&n phim F5 dé thyc hidn xem biéu di&n toan bd so d6. B m& két
nél trang, h&y nh&n vao biéu tugng c6 d&u két nSi nhu hinh dudi.

CHU TICH HOI ,
PONGQUAN TR1 | )¢

i



MICRESOFT 1510 2813 DA 08 Ncu i sAT a/u BAI TAP 18: VE 3¢ 96 euY TRimm 8AN XuAT

. ‘ . BAI I&P 18
VE S0 80 QUY TRiNH SAN XUAT

Bal tap 15 huéng din thyc hidn vé mdt quy trinh san xuéit cho mdt san
phém cdng nghidp nhu hinh duéi.

[

Loal so d8 dugc diung dé thé hidn quy tinh Ia Cross—Functional
Flowchart. Cross—Functional Flowchart 1a loal sd 48 bidu difn cho mdt quy
trinh hay mdt ludng xir Iy thong tin. So d6 thé hién theo huéng tif trén xudng duéi
clia mdt quy trinh. Trong d6, céc glal doan dugc thé hidn bl mdt cdt thong tin va
céc xU Iy bén trong phén chia theo céc cdt nay. Phén trinh by sau huéng dén

céac ban vd so d8 Cross—Functional Flowchart vél Visio 2013.

Céc budc thyc hidn: Khdl ddng chuang trinh Visio 2013. Trén glao di$n
chuong trinh, tao mdt bang thiét k& so @6 t§ chic bang céch:

Trén thanh trinh don, chon File > New sau d6 chon chli dé Flowchart.
Céc chii d8 con xuét hign, hdly nh&p chon Cross—Functional Flowchart.

Tal cOt bén phali clia glao dign chon don v| thi&t k& 1a Metric Units (Hé
mét), sau d6 nh&p nGt Create dé khdi tao trang thist ké.
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Hop thoal Cross—
Functional Flowchart xuét
hién yéu cdu chon kh8 biéu
di8n quy trinh. Hay nhép
chon chuén Vertical (so 48
doc), sau d6 nh&p nat OK
déng y.

Glao dién

lam viéc chuong
trinh xufit hién
kém vdl khung
cta mot quy
tinh nhu hinh

bén. Tiép theo,

thyc hién thay

déi ndl dung cla
tidu dé clia quy |——————

trinh san xuét.

Hay chon ¢3 chlr va kidu chl trudc khi
nhap n§i dung vao nhu hinh duéi.

QUY TRINH SAN XUAT

Font M
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BAI TAP 16 VE 39 96 quY TRinn SAN XUAT

Trén sd d8 chu trinh c6 céc cdt thé hidn céc glal doan clia mot qué trinh

san xufit hay cong viéc..

N
Ml

Truée khl thyc hign thay —
8l ndl dung cho céc cot nay, ||QUY TRINH SAN XUAT
cdc ban h&y thédm cdt cho T S
phan doan nhu huéng din.

Nh&p chon menu Cross—Funtional Flowchart sau d6 chon 18nh Swimlane
dé thém mot s& cdt cho phan doan xif ly clia quy trinh.

Ti&p theo, nhap thdng tin vao céc cdt, ta cé k&t qua nhu hinh dudi.

QUY TRINH SAN XUAT

pAu vAo XU LY PHAN LOAI

CHE BIEN

pAU RA

Khi hoan thanh xong viéc nhép
thong 88 cho cdc phan doan, hdy thyc
hién céc budc thay dél mau sic nén cho
quy trinh.

Tuy vao ndi dung clia phan doan ma
ngudi thit k& Iya chon c4c mau sAc minh
hoa cho thich hgp. Béng thdl glip ngudi
xem s0 d8 d& nhan bi&t ndl dung cla né.

Nh&n chon 1&nh Fill tai menu Home
sau d6 chon mau séc thich hgp. Ta c6 céc
phén doan sau khl thay d8I nhu hinh duéi.

. Use Default
Theme Colors
ml m (111 ] 1]

(ARG

Standard Colors
EEEINEEEER
[] NoFin

€@ More Colors...

9 Fill Options...

1))
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Phé&n k& ti§p, hdy thyc hién
thi6t k& cac budc trong quy trinh.
Budc déu tidn, chon biéu tugng
Process trong thu vién Cross—
Funtional Flowchart Shape, sau dé
kéo tha biéu tugng vao cdt ddu vao
trén sa dé.

Cross-Functional Rowchart Shapes

Basic Rowchast Shapes (Metric)

Y <> Dedsion

Sau khi chén xong, hdy nhp n§l dung cho né la “ SAN PHAM THO". K&
ti8p, nh&p phai vao bléu tugng chon 18nh Line dé thay déi dd ddm cla vién

nhu hinh dudl.

BA W
' CE R -TR -

AN PHAM

m] fwl J T VL] ]

1%
Standard Calors

SEECEEEEER

O Nora

© More Calon_.

& Fll Optiom..

Ta c6 k&t qua nhu
hinh bén.

pAu vAo

o

4
EAN PHAM THOi
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K& ti&p, hdy thyc hién chén biu tugng thir 2 clia quy trinh bdng céch:
Nh&p chon vao biéu tugng ddu tidn va chon két néi ty ddng nhu hinh trén.

Ngoal ra, c6 th§ dung céch
nhfp chon biéu tugng Decision
(xU ly) va kéo tha vao vj trl cla cit
xi ly phan loal. H&y nh&p chon vao
biéu tugng va nhdp ndl dung 14
“PHAN LOAI". Ta c6 k&t qua nhu
hinh duél.

Tiép theo, tal biéu
tugng phan loal héay
chén thém 2 biéu tugng
thé hidn cho 2 sdn phdm
16t va x&u sau phén XU
LY PHAN LOAI nhu hinh
sau.

Céch chén
biéu tugng
Declslon (xu ly)
tuong ty nhu

huéng d&n trén.
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[

Hay gitr chudt kéo tha bidu tugng
vao cOt d4u ra clia sd d6 nhu hinh sau:

|

Tal bidu tugng “SAN PHAM
XAU", hay chon két n&l d4u ra Ia
két thdc chu trinh.

! o
sAN PHAM xKu | g )
v [55]

MOt cdch khac d§ chén biéu
tugng hly Start/End 14 nh&p chon
né & thu vién Cross—Funtional
Flowchart Shape.

Basic Rowchart Shapes (US units)
Process ODedlion

[ 1) subpeocess =WEI

Document /_/ Data

Nhénh cdn lal clia qué trinh h&y chén 2 bidu tugng Decision (xif ly) va
Subporcess (xi ly phy). Ti6n hanh s&p x&p céc biéu tugng theo cac budc.

“CHE BIEN" sang “DONG GO! VA LAM VE

SINH" nhu hinh trang bén.

Basic Rowchart Shapes (US units)

[] process <> Dedsion
QW O start/End

l_'__l Document _[_7 Data

Budc cudi cung 1a chén tao

v

biu tugng Start/End két thic BONG GOl /‘—;
“THANH PHAM". LAM VE SINH ( THANH PHAM
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Sau khi tao
xong, hdy nhép
phadi vao céc
dudng két néi
chon 1énh Right—
Angle Connector
dé chinh stra kiéu.

Tuong ty, tién
hanh xac lap mau
sic cho cac dadi
tugng trong so dé
bing céach: Nh&p
chon Color trong
Menu Design >
Variants > Colors
sau dé chon mau
b4t ky. Ta c6 két
qua hoan chinh nhu
hinh dudi.

L
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Sau khi hoan thanh thit k&, hay thyc
hién Iuu so d8 ba&ng céch: Trén thanh trinh don
nh&n chon Flle > Save, d& Iuu k&t qua. Hop
thoal Save As xu&t hidn, hday nhap tén clia so
a6 1a QUY TRINH SAN XUAT.

Sau cting, nh&p chon nit Save dé luu.

(Cha y: Hay chon dudng din dén thu muyc
Iuu truéce).
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BALTAP 17

VE $0 B0 QUY TRiNH SAN XUAT CONG NGHIEP

Bai tap nay huéng din thyc hidn thiét k& mot quy trinh san xu&t mdt san
ph&m cong nghiép. Loai so dd dugc dung dé thé hién quy trinh Ia Cross —
Functional Flowchart. Day 12 loai so d8 biéu dién cho mdt quy trinh hay m{t
ludng xif ly thdng tin. So d8 thé hién theo hudng tir trén xubng dudi clia mot
quy trinh. Trong d6, c4c giai doan dugc thé hién bdi mdt cdt thdng tin va cac
xU ly bén trong phan chia theo cac cdt ndy. Hinh dudi 1A so d8 cho mdt qud
trinh ché& bi&n ctia sin phdm ma chuing ta thyc hién trong bai tap nay.

Ul

|

Budc d4u tién, thyc hidn khdl ddng chuong trinh Visio 2013. Trén giao
didn chuong trinh, tao mdt file thiét k& so d8 t8 chic béing cach:

Trén thanh trinh don, nh&p chon menu Flle > New > Flowchart. Cac chu
dé con xu4t hidn, hay nh&p chon loai sa dé Floor Plan.



gAI TAP 17: vE 54 of quv Taimm sin XUAT chae nemEP

MECROSOFT VIS0 2813 DA CR8 Neudi AT 8B

Tal cOt bén phai
cla giao dién chon don
vj thiét k& 1a US Units,
sau d6 nhdp nut Create
dé khdi tao trang thiét
k8. Giao dién chuong
trinh xu&t hién kém véi
mot s8 thu vién cé lidn
quan n3m trong cot
Shape nhu hinh dudi.

Chu y: O bai tap
nay, so dé nha mdy thiét
k& duwdi don vi INCHES.
Céc ban cd thé dya theo
cdch thiét k& va dong hé
don vj khac dé thyc hién
sd dé.




MICROSOFT VIS8 2813 BAME B9 WUl BAT 8/ BAI TAP 17: VE 56 96 quY TRimm SAn XUAT COne memEP

Trén thanh trinh don nhép

chon menu Design > Page setup
(Shift + F5). Clta s8 hp thoai Page
Setup xu#t hién, tai Tab Printer I

paper nh&p chon kh§ gify Letter:
8.5 in x 11in va ch& do trang ndm

ngang Landscape.

—

| [ ] — L

Nh&p chon Tab Page Size, sau d6 nhdp chon Custom size va nhap kich
thudc 1a 35 in x 28 in.
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Tiép theo, nh&p chon Tab Drawing Scale dé thyc hién xac thyc lai djnh
dang don vj va ty |6 thiét k8. Hay nh&p chon hé dan vj thu-phéng Architectural
va ty 18 thiSt k& 1a %" = 1°0”.

| [ [
-

Nh&p chon Tab Page Properies k& ti§p, thyc hign 33t 18n cho bai tniét
ké&. Sau khi thiét 1ap xong, hdy nh&n nat OK dé hoan thanh.

| [ [ |

Phén ti&p theo, hdy thyc hidn goi thu vién thiét k& dé thyc hién chén céac
phén tf vao trong so d8 nha xudng. D4u tién, cAc ban hdy md thu vién cho
phép chén tudng, clia I6n dé djnh dang khung nha xudng.

Tradn cdt Shapes nhdp chon nit mi t&n & cudi myc More Shapes > chon
Map and Floor Plans > Building Plan > Wall, Shell and Structure (Metric).
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Pwes and Vaives - Pipes 1

= m;.,,., » Trmtaatson sred Arwsric WEn
(Hcrary A B Business » Irigation
Drawing Teol Shapes Enginessing » Office Accessones
Bertical and Tatecam Flowchart 5 Offuce Equipement
Potrdn of Petee— General » Office Fumiure
= Mﬁ Perking end Roads
2] Network ] Mep »
D-o- et = Schechde
PP, [1""' Software and Database
Visio Bxtras

&'\'l-_ ET- @& Open Stencd

B New Stancil (US Unatx)
“ =

hln %" Space B New Siencil (Metric)
%Ts—u et wett Show Document Stendll

v

Gacter
T et vt EST 0

(omrms [Vioose
N T

®—-n. e Pt

p— —_—— [ s || «m. @

Pipes ond Valves - Pipes 2
Pipes and Vahves - Valves 1
Pipes and Vaives - Valves 2
Panting

Phmding

Powts of Inferet
Registers Grills and Dffusers

Shop Roor - Machines and Equipment
Shop Foor - Storage and Dustnbution
Site Accessories

Sport Furlch and Rex restion

Vehicles

Video Survellance

Walh, Doors and Windows

PAGE1OF3  ENGLISH (UNNED STATER 23

1

Warehouse - Shipping snd Racelvi

Thu vién via goi sé xuét
hién trén cft Shapes bao gém
c4c bidu tugng thiét k€ bén
trén. TO cOt chda cac bidu
tugng, hiy nhdp chon Exterior
Wall (buc tudng ngoai) va gid
chudt kéo tha vao trang thiét ké.
Tiép theo, thyc hidn xa&c djnh
kich thu6c va vj trf cho buc
tudng vira chén vao giao dién.

Points of Interest

Walls. Shell and Structure

| v

ulm

(s

u—-nm

-

[4]

T space @

N Cuved wall :EE

window

Ta c6 doan tudng nha xudng nhu hinh
dudi. B8 dinh kich thuéc cho doan tuéng, f
hday nh&n chon nit Length & goéc trai giao

dién chuong trinh.

PAGE1OF1 QA ERUINN ANGLE: 0°

ﬂ-[f:;":imngm val

Hop thoal Size & Posion — Wall

hién, hdy nhap kich thuéc cho buc tudng
bao gém: Chiéu dai (Leght) 1a 129 ft Sin;

toa dd tudng nhu hinh bén.

B seginx |5n

:i; BeginY [110ft

E EndX (134fLSin

§ Enay 10

{ [Length [129M5in
xuft Angic |0 deg.

X Height |Gin
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Ta c6 mdt doan tudng nhu hinh bén.

I — e SN I
K& tiép, kéo
chén thém mot tudng
doc vudng géc véi buc
tudng vira chén. Kich
thuéc clia buc tudng E bl
doc 1a 105 ft va géc > P p—
xoay la -90deg. E En:x Fp
Tuong ty, héay =
chén thém céac buc ? En st
tudng khac tao | Length (105ft
khung nha xudéng nhu 9 Angle |-30deg
hinh dudi. X Height |6in
™ - Bi-fold
amalll
Garden
JTT], Guet

Sau khi hoan thanh khung nha, hdy nhdp chon biéu tugng clta cuén
Overhead door trong thu vidén Wall, Shell and Structure, gill chuft va kéo
ching vao khung nha. Cac khung clfa chén vao cé chiéu dai va chiéu cao
dugc dinh 12 10 ft; 4 In.

1680"

mi:
I
x F —usodmi=




MICRESSFT VISie 2813 BANE coe meudi BAT 3/u BAI TAP 17: vE 3¢ 96 quY Tnimm sAn X9AT cOn nemEP

mot clra nAm trén cung mot

Tuong ty, chén thém
budc tudng nhu hinh bén. [

Sau khi chén clfa cho nha xudng, héy thyc hién chén céc k& chia hang
dé tao thanh nha kho cla xudng. Trén cdt Shapes nh&p chon nat mui tdn & cudl
myc More Shapes sau d6 chon Map and Floor Plans > Buliding Plan > Wall,
Shell and Distribution(Metric).

== e —— T
= Office Fumnlure
G| Newe » Map » .
Shaia Y Pipes and Valves - Ppes 1
Saftware and Databese » Prpes and Vahves - Pypes 2
bl . Pipes and Vaives - Valves 1
N (B Open Stenci Pipe and Vaves - Vohvet 2
B Nes Stenc (US Unity) Planting
e B Nee Sencd (Metric) Phuibing
Show Document Stencil D e e e
t. = Raoquters Grills erad Dnfhusers
< H = Ly Y s
C LA | LYY
E i T i
G T wee [in v Semieer S mNAtY
3 [ -] Aagle |99 dep. Sk A corione.
T n e | Comter Comter
3 I

trén cOt Shapes bao gém céac biéu

tugng thiét k&. T cdt chia cac bidu u Powered ' Standard
tugng, hdy nhdp chon k& chia palict jack palict
(Standard sheft) va gitr chudt kéo tha . o . Rofles
vao trang thiét k&. Sau d6, dinh kich P

thuéc cho k& nay la: Chiu rong gmm [ Beidge crane
(Width) 1a: 1 1.8 In.

Eepe Ovarbrace b po— Undarbrace
aane

E X AT AD42in Po e
R v B 6in. Pe=== wall jib cane IM Floos aane
g Width [1f.8in

R Ty I Gantry crane . Mobie shet!
Bl Angle [0deg ] d&m .’
X PinPos |Center-Center

F mooeea B
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Tuong ty, c&n chén thém mot s8
cdc k& khac dé doc theo tudng clia
xudng. Céc ban c6 thé st dyng céc phim
tAt d8 sao chép céc ké nay thanh nhiéu
ban va sép x&p chuing lal. Dung 2 phim
tAt Ctrl + C dé sao chép va Ctrl + V dé W
dan chang trd lai trang thi&t k& nhu hinh
bén: -

Ap dyng phim tAt nhu trén, | pr—————
hay sao chép buc tudng doc thanh
1 bdc tudng thd 2 tao thanh véch
ngan d6i dién ctia nha kho nhu
hinh sau:

H 8 jlo

Tiép theo, sao chép cac k& chia va sip x&p ching doc theo vach ngan
via tao & trén. Chu y: Buc tuong sé nam & vj trl song song vdi tuong doc cla
nha kho va c6 toa df nhu sau:

E BeginX |40TL
R BeginY |36in

EndX |40

EndY [1296in
{ length |105M
ﬂ Angle 90 deg.
X Height |6in

]

Quay lal thu vién Walls,
Shell and Structure (US
nits}, nh&n chon bidu tugng
Double (clUa ddl), gid chudt
kéo tha vao trang thiét ké. Sau —
dé6, hay dinh vj trf cho clria &8 vj
trl trdn buc tudng tha 2 tao P
thanh clfa nha kho nhu hinh
trang bén.

Kich thuéc cua la: Rdng

7 ft.
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§ x BN
By 876in.
g width |7n

6in

90 deg-

Tiép theo, thyc hién

tuong ty dé chén thém 2 cla
ddi va cac ké chua hang bén
trong nha kho nhu hinh duéi.

n.
‘_’

A D ISR [;H
EH-p-G-%-

ucd

L

O~ ———O——

—

$ Cu
R Copy

Contaings

¥3 Add Comment

A g Tet
Data 3

P& thuan tién cho viéc di chuyén va sip x&p cac ddi tugng bén trong so
déi thist k&, hdy gom cac d6i tugng thanh nhém bang cach: Chon céac débi
tugng trong cung mot nhém > sau d6 nh&p phai chon 1énh Group.

Ta c6 két qua clia nha kho nhu hinh duéi.
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Phén tiép theo, thyc hién chén cac
buc tudng bat ddu tir buc tudng tha 2 cla
nha kho va ndm song song véi buc tudng
ngang va cé kich thudc djnh nhu hinh bén.

Begin X |480in
BeginY | 960 n.
End X 116 ft.

x [ — nowsod % 37s

EndY |S0ML
Length |761L
Angle |0deg.
Height | 6in

K& tiép tao 1 buc duéng déi xing va
céch buc tudng via chén & trén mdt doan

K Beginx
khodng 40 ft. Dinh kich thuéc cho doan R BeginY |64t
| EndX (92ft6in
EndY [641L
{ length |40ft
| —] | Angle |0deg
X Height (6in
Thyc hién
tuong ty, hay tao . E BeginX |92ft 6in.
bic tudng vudng R BeginY [64f
géc vél buc tudng g EndX |82t 6hn
ngang vUa tao.
it vj trf clia buc 2 fEdy ¥R
tudng & cudl buc { 7 Lengih “4at
tudng ngang va gal Angle | -30deg
c6é vj tf xac dinh X Height [6in.
nhu hinh bén.

Hay tao thém 2 buc tudng doc dung kich
thuéc va déit song song nhu hinh bén.

Khodng c4ch giGa chung khoang 60 ft va
40ft. Tao thém mot bdc tudng ndm ngang bén
dudi cac buc tudng doc va dinh vj trf va kich
thuéc nhu trong bang Size & Position.
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B Beginx |47n.6in
® BeginY |16ML

§ EndX |119M6in
§ EndY 167t

| length |2R

n Angle 0 deg.

X Height |6in

Tiép theo, tao thém buc tudng khéac dé tao thanh khung phdng quan ly
trong nha xudng. Canh tudng diu tién sé c6 kich thuéc va toa d nhu sau:

X |47t éin
35
836.5714 in.
420 in.

221t 2.5714 as
0 deg.

x [ — noursod % 3z

Thyc hién tuong ty nhu trén dé
hoan thanh phong quan ly va cac khu
vyc khéac. Ta cé6 k&t qud khung nha
xudng dugc dyng nhu sau:

Céc khu vyc nha xudng sé& phan
chia ra tir 1 dén 6 (hinh trang bén).

Dya trén sy phan chia ndy céac
ban 1&n lugt thyc hién thi6t k& theo
huéng d&n bén dudi.

Khu vyc d4u tién chimng ta thiét k& sé la khu vyc 1. Tai vj trl nay, sé dat
mot hd thdng bing chuyén chda san ph&m hoan thanh clia nha xudng.

Céc biéu tugng thyc hidn thiét k& bing chuyén n&m trong thu vign Shop
floor — Storage and Distribution, goi thu vién bng céch:

Tran cdt Shapes nh&p chon nat mii tdn & cudi myc More Shapes > chon
Map and Floor Plans > Bullding Plan > Shop floor — Storage and
Distribution (Metric).
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Wl Shcll smat Sruchse Ganand > T ]
Office Equapment
Office Fumiture
Network »
Mep E Parking and Roads
Schedude »
Pipes and Vaives - Ppes 1
Saftware and Database  » -
Pipes and Valves - Pipes 2
Viono Bdras »
Pipes and Vaives - Valves 1
& Open Stenci Pipes and Vaves - Valves 2

1
X 1SR Min
\d CLXLY

Plating
Phumbing

¢ Pomnts of iterest
Registers Geills and Dhners

« Shop Roos - Sorage and ibut

Sate Accessores

Thu vidn sé xu&t hidn trén cot
Shapes bao gém céc biéu tugng thiét ké.
TU cdt chira cac bidu tugng, hdy nhip
chon bé nang (Standard Pallet) va gilr
chudt kéo tha vao trang thiét ké. Sau d6,
dinh kich thu6c cho k& nay la: Chiéu
rdng (Width) 1a: 5t va chidu cao (Hight)

la 4ft 11.4885in.

tt 1}

Shap Floor - Starage and Distribution

¥ toran Y pa

Iz W
Pt
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| 1 | E X 56 ft. 4.875 in.
T ] Ry 104 ft. 11.25 in.
Width (ST
| | s
Height |6t 9.75in.
1 1 El Angle |90 deg.
| | X PinPos |Center-Center
Thyc hidn thay d8i mau BlLKm s 0@
séc cho bd nang vita chén GECHLIE S
bing cdch: Hdy nhdp phai |1 [1 [ 1 |vet=sipe

vao bidu tugng va chon biéu — : ' ] ]. : j [:] D D D

tugng cho phép thay déi mau I
séc. Tiép theo, chén thém céc I Ty
k& dai ién trédn cdc bé nang
b&ng cach goi thu vién nhu
sau: Trén cdt Shapes nhip
chon nat mbi t8n & cudi muc

REENEREE
More Shapes > chon Map and Standard Colon e
Floor Plans > Bullding Plan > D RS e
Shop floor — Machines and @ More Colore.
Equipment (Metric). O i Optiors.. o =
Walks, Shall 2nd Struchse Flowchart » .
Office Acc essonies
- 2 Office Equipment
Office Fumiture
¥ tonan B [l N 1 Mep ' Parking and Roads
] s . Pipes and Vaives - Pipes 1
Diesed foan e - ] .
“ s E ) ™ ’ Pipes and Vaives - Pipes 2
E fast) .""" . i Pipes and Valves - Valves 1
[T — ] & Open Stencd Pipes and Vaives - Vahves 2
B paiet jack B New Stencil (US Units) e
I ::-- . Rola B New Stencil (Metric) R
Show Document Stencil @ Paintz &l
‘A-ﬂl_ mmm L]
1] Registers Grills and Diffusers
[ [ “| B x 56N ASTS In
amne B came r oy 104N 1025 In.
Do uyadl iy crana lu Fsor cana B Wt SR
—_ Hesoht SRATSE +  Shop Floor - Storage and Distribution
TN R rrea— S Ao

Thu vién xuft hidn trén cdt Shapes, hdy nhip chon k& dai (Work
bench) va gir chudt kéo tha vao trang thiét k&. Sau dé, djnh kich thudc cho ké
nay la: Chiéu rdng (Width) I1a: Oft. 7.4961 in va chiéu cao (hight) 1a 5 ft.
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l wcwsse [ H x S4ML6in
B Compressor J fetom g 104 1. 1125 in.
i ot Z widh [3n
_w e F Height [STt
B sondwdbox @ Do Angle |0 deg.
i X PinPos |Centes-Centes

Thyc hidn sao chép cac k& nay va sip x&p chung lai nhu hinh duéi.

ey

i

K& tiép, cling thyc 54 1L 7.5 in.
hién chén thdm céc ké N
ndy véi kich thuéc nhd S
hon 12 réng 0 ft. 2 In va ons&n
cao 5ft. Tham khao hinh it
minh hoa trang bén. 0 deg
Centes-Center

Thyc hién thay d8l mau cac k& dai va s&p x&p ching thanh nhém nhu
hinh dudi.
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Khi hoan thanh k&, hay dat mai tén chl huéng trugc sdn phdm khi dat
trén k& nay béng cach: Goi mai tén trong thu vién b&ng cach nhap tén “PUSH
ARROW" vao khung Search. Bidu tugng mi t&n sé xuét hién trong cdt Shape,
hay kéo chon né va tha vao trang thiét k&, déng thdi djnh vj trf 1a & gilr bang
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Khu wyc déu tién ching ta Shop Floor - Storage and Distribution
thiét k& sé la khu vyc 2. Tai v| trf " .
nay, s& dit mot hd thdng bing $hop Floor - Machines and Equipment

chuyén san xuét ctia nha xudng. = ———
Céc biéu tugng thyc hidn Stacking “ e
Ovrder piciver
thi&t k& béng chuyén con lan nam fOskEn
trong thu vién Shop floor - || Powered ‘ Standard
B palet truck paliet

Storage and Distribution, goi thu
vién bang cach:

= Conveyor
i bett

Thu vién xuit hién trén cdt Shapes,
nh&p chon bing chuyén con lin (Roller
conveyor) va gild chudt kéo tha vao trang
thist k&. Dinh kich thudc cho ké nay Ia:
Chiéu rdong (Width): 3ft va chiéu cao
(Height) 1a 20 ft. Hay d#t thdm cac san
phém 18n bAng chuyén vifa thiét k& & trén.
Trdn cOt Shapes nhip chon nit mii tén &
cuSi myc More Shapes > Open Stencil_

Begin X |67fLGin
BeginY |T1fL6in
EndX |67fL6in
EndY [74ML6Gin

x ] — wnouwsod 2 ams

Height |20ft6in
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HOp thoal Open Stencil xust hidn, hay nhdn chon thu vidn vihecles.vss,
sau d6 nh&n nat Open dé mé ra.

Trong thu vién vihecles nhin
chon bidu tugng bicycle (xe dap), n6 e ——
1a s&n phdm cla xudng.

—m—
— — e
e

i

Thyc hién chén céc bidu tugng vao bang chuyén nhu hinh sau:

S—"

—

N | I E

Sau khi hoan thanh bu6c kh# tao khu viic 2 clia nha xudng, cac ban hay
thyc hidn khi tao khu 3 la van phdng quan ly, nhu hu6ng din sau:

Trdn cdt Shapes nhip chon nit mii tan & cusli myc More Shapes > Map
and Floor Plans > Building Plan > Cubicle (Metric).

Shapes R

Shop Hoor - M hines and Equipment HVYAC Conirok Equipment

wans Buiding Mt
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Thu vién xuét hién trdn cdt Shapes, hay nh&p chon cac ban chifa cac
mdy tram (L workstation) va giTr chudt kéo tha vao trang thiét k& sip x&p
ching nhu hinh duéi.

Fawvorites

Cube

Straight ol . Counci
workstation @ workstation o
L shaped B | shaped \
workstation workstation
Tuong ty, hay
kéo tha céc biéu tugng
vao trang thit k& va
s&p x8p chung lai nhu
hinh bén.
Sau khi Sép XGp xong, Walls, Shell and Structure

hdy thiét k§ mdt clla ra vao
cho phdng quan ly nay bing
cach: Nh&p chon thu vién
Wall, Shell and Structure va
nh&n chon bidu tugng Door |
(clia don), sau d6 kéo tha vao
trang thiét ké.

Shop Floor - Storage and Distr‘)‘ution
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Pinh kich thudc va vij trl cho clta dan !
la: Chidu rong (Width) Ia 30 in va chiéu  x T3 %
cao (hight) 12 6 in. v 225 i
g Width |30in.
- oo ]
hal Angle -50 deg.
X PinPos |Center-Center
Tiép theo, nh&p chon
nut Text trén Menu Home, —_
sau d6 kéo thanh khung
vudng tal khu 3 va nhap l
thong tin 1a “VAN PHONG
QUAN LY”.
[& Pointer Tool []~
,rPConnector X rI—l ﬂ

- —
F Tools jﬂ
Budc ké& tiép, tai khu viic 4 clia nha xudng thyc hién chén c4c biéu tugng

Drill Press (may khoan c6 nit nh&n) trong thu vién Shop Floor — Machiner
and Equipment.

|
L

=

Ti&p theo, chén bidu tugng may cét b8 méat (Surface grinder) trong
cung thu vién vao giao dién thiét k& nhu hinh trang bén. Thyc hién dinh v| trl
va kich thudc nhu trong bang Size& Position.
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Shop Foor - Sovage and Distnbution

o B x s > = s

Py BR2Sin m 1
Shasa SSwing Tusret pxiliing
- machine -
e :_- S Width (3fSin [ﬁ:? L_‘— E
machine -l--:u- ' Height |4t 9 | ﬁ-Q

N, § Angle | 90 deg. .
o, Foion im X PinPos |Center-Center & i o s

Ké& ti&p, chén biéu tugng mdy tién (Centre lathe) trong cing thu vién
vao giao dién thi&t k& nhu hinh dudi.

bjnh kich thudc cho né la: Rong 7ft. 3 in
va Cao 3 ft.10 in.

K x Qfr32817in

L { S2ft. 1Sin

; Width (7ft3in
Height (3ft.10in.

El Angle |90deg.

X PinPos |Center-Center

Gi6ng nhu trdn, hday chén chén
biu tugng may phay (Vert. milling
machine) vao khu vyc 4 va djnh kich
thudc va v| trf nhu hinh trang bén.

E X 56 ML 6 in. DT

e v 6Oft3in | 1 o ie—m— —

g Width 4f. 1lin. l l
Height |5ft2in. } I l l

i Angle |180deg.

X PinPos | Center-Center I l
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Sau khi chén xong
may phay, héy thyc hign
sao chép thém mt may
khac va dét song song
véi né nhu hinh bén.

]

.......

T

—

:

Tiép tyc, chén thdm mdt mdy han (TIG
welder) vao vj trf song song véi may tién nhu

hinh bén.

Trong thu vign hay chén thém
mdt may han (MIG welder) vao vj trf
song song v6i may cét bé mit nhu

hinh bén.

Sau d6, djnh vj trl nhu bang

thufc tinh dudi.

S1ft

431 7in

2. 6in

Jft4in

0 deg-

x 1 -usod»irs

11

Center-Centey

Shop Floor - Machines and Equipment

hSulhg dh Tusret miling

machine oS my/c
Vet miling Hor. mBng
machine machine
grinder machine
Folding Sheanng
machine Wachine
Hand roler .

‘:ﬁ: D'-"’“ . TIG welder

g n
C Ptatform
g l trolley

Cubi cung, héy thyc hién chén 2 ghé dai (Workbech) & vj trl song song
v6i 2 may han via chén nhu hinh trang bén.
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," &2 Driling
‘\_ﬁ;m

ﬂ TIG welder

E MIG welder E Genesatos
C Platform

g preso E trolley
mw box

Ta c6 k& qua nhu
hinh.

Tiép theo, nh&p chon
thu vién Walls, shell and
Structure (US units), sau
dé6 chon Dbiéu tugng
Opening kéo tha vao vj trf
tudng ctia phong ché tao
may nhu hinh dudi.

1
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CHE TAO MAY
Tuong ty nhu vdy, héy thyc
hién dit cac cla vao céac vj trl nhu
hinh bén: Kich thudc cla cac clta xac
dinh: Width: 6ft va Height: 6in.
E X 839.5714 in.
Ry 564 in. )
g Width |6 |
' Height [6in ‘A
Angle | -50 deg.
X  PinPos | Center-Center
Tiép theo, héy thyc hién
mot dudng 6ng din tu xudng
ché tao may ra ngoai béng cach
gol thu vién Stencll cla chuang SeCmmlSi———
trinh b&ng céch sau:

Trdn cdt Shapes nhép
chon nut mii td&n & cubi muyc
More Shapes > chon id8nh Open
Stencll. H)p thoal Open Stencll
xufit hign, hay nh&p Open.
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Trong thu vidn xu&t hign biéu tugng Long Vertical segment, hay nh&p
chon va kéo tha vao v| trf tai clra th(f nh&t clia xudng ché tao may nhu hinh duéi:

e

SO DO KY THUAT
Orop Quick Shapes here 4]

\90' curve 2

Pinh kich thudc clia dudng phan khiac nay: Rong (Widht) 1a 1ft 3 in va
Cao (Height) la 3ft 10 In. Vj td d&t Pin Pos |a Center — Center. Khi da d:t
xong, hdy tuy chinh v| trf cia dudng 8ng ndm bén dudi clia cla, vi n6 1a dudng
6ng ngdm bén duéi clia ra vao cac phong. Hay nh&p phai chon dudng 8ng
phan khuc va chon 1énh Send to back > Send to back.

1 [
;—g X GBft. 1L.0% in. _.AA AvB 7 g@. 9'
Ry 47142044 in. R
S Wi |1m 35120 & |E- .- .q'l Styles
F Height |3t 101879 in. (& Send Backward
El Angle |-50deg
X PinPos | Center-Center r

K& tiép, chon bidu tugng 90° curve 2
dé ké&t n6l dudng 6ng qua cac vj trl cla. 5O DO KY THUAT

Drap Queck Shapes here

Nh&p chudt chon va kéo tha biéu tugng vao
s0 d6 va tuy chinh kich thudc: Cao 2ft 5 Iin
va ROng 2ft 5 Inches nhu hinh dudi.

Long) vertical

“ 7 Hinh Vuong I segment

721025 in
%n375n
21t SSin.
2155

0 deg.
Center-Center

x ] usod®izs

R

Thyc hién tuong ty va tao ra dudng 8ng ngdm trong sa d8 nhu hinh sau:
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Shop Floor - Machines and Equipment

L

K& ti§p, hay chén m{t méy nén

Sawing Tusret miling
‘“ machine * m/c

- £ Driling
tal phong thi 2 ma dudng &ng di qua. 1 Joierss { TG weider
Chon thu vién Shop Floor—Machines E i I
and E quipment, va nh&p chon biéu
tugng Compressor va kéo tha n6 vao ﬂ Piatform
vi trf géc phong nhu hinh duéi. g i
Dinh kich thuéc cho may nén véi .
Caola 61t 10 In va Rdng Ia 2 1t 8 In. K XN SR 21650
F- — — . Y 61 M 8125in
g Width (2ft&Sin
Height |SML61731in
E]l Angle |-950deg
X PinPos |Center-Center

Phén k& tiép, thyc hidn chén thém céac
ban lam viéc (Work bench) vao ph&n bén
phai ctia phan xudng.

Thyc hién chén bang cach: Nh&p chon
myc Shoop Floor - Machines and
Equipment, chon va kéo bidu tugng Work
bench tha vao giao dién thiét ké.

Xé&c djnh kich thudc clia ban thd nhit
nhu sau: ROng 18 ft va cao la 6ft.

Shap Flonr Machines and Equipmert

bim I

LM-' Hos. miling
machine machine
Moo=

-

=0 [ e

¢ Dvilling
« N xachine i TIG weldes
' MG e=de Generator
o
Q Cmu&m o
v frolley

u7
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g x 1231
; Y S4ft6in
% Width |13ft
Height |6ft
n Angle 0 deg.
X PinPos |Center-Center
Tuong ty, thyc hién e —
chén thém 2 ban lam viéc nita E 128ft 6in
vad xac dinh kich thudc cho -] 64 fit.
ban tht 2 nhu sau: Rong 3ft - T
i) :
va Cao 10ft. P Height |10M
Cél ban tha 3 dinh kich
: Angle |0
thuéc: Rong 16ft va Cao 6ft. & - deg.
X Pin Pos | Center-Centes
LS.
A x 1221t
m
b
g Width [161L
T Height |61t
n Angle 0 deg.
X PinPos |Center-Center

Bubdc k& tiép, nh&p chon
myc Shop Floor — Storage and
Distribution va chon kéo biéu

tugng Roller conveyor (béng tai)
chén vao giao dién thiét k& nhu
hinh dudl. Sau khi chén xong,
thyc hién sép x&p ban lam viéc
va bang tal vao phan xudng nhu
hinh dudl.

0000000 0O
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—

R e—— |

Budc cubi cung d€ hoan thanh thiét k& phan xudng ndy, cac ban hay
thyc hién trang trf cho Background va mau séc cho t4t ca cac bidu tugng da
chen. Viéc nay gidp cho ban thiét k& thém rd rang va h&p din hon.

Trén thanh trinh don, chon Design >
Background va chon mot nén thich hgp sau dé
chon mau nén cho nén trong myc Theme COIor.V 1

—
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Tudng ty, nh&p chon céc biéu
tugng c&n déi mau, sau dé nhdp chon
Fill > chon mau sic thich hgp.

Thyc hién I4n lugt cac bidu tugng
trong bang thiét k&, d& hoan thanh bing
thiét k& nhu hinh duéi.

Sau khi hoan thanh thiét k&, hay
thyc hién Iuu sa d8 bang céach:

Trén thanh trinh don nh&n chon
Flle > Save dé luu file. HOp thoai Save
As xuét hidn, hay nhap tén cta so dd 1a
QUY TRINH CHE BIEN. Sau cung, nhép
chon nat Save dé luu. (Cha y hay chon
dudng din dén thu myc luu trudc).

[l UseDefault
Theme Colors

Standard Colors

(] NoFm
© More Colors...

OE(EEEEEER

4

3y il Options...
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PEAN 1: THYC SANE V01 MICROSOFT WORD
BAI TAP 1: D|JNH DANG VAN BAN
BAI TAP 2: NHUNG CHUC NANG HIEU CHINH
BAI TAP 3: TAO TEXTBOX, TABLE VA CHART
BAI TAP 4: TIM KIEM - THAY THE - KIEM TRA LOI MAIL MERGE
BAI TAP 5: KHUNG (FRAME)
BAI TAP 6: HIEN TH| - IN
BAI TAP 7: NHONG LOI THUONG GAP KHI SOAN THAO VAN BAN
BAI TAP 8: NHUNG MEO HAY TRONG WORD

Prin 2: TRyc NANE V61 MICROSOFT POWERPOINT
BAI TAP 9: THYC HANH VG1 POWERPOINT 2013

PRANS: THYC BANE V1 MICRGSOFT EXCEL
BAI TAP 10: TONG QUAN VE EXCEL
BAI TAP 11: HAM TRONG EXCEL
BAI TAP 12: b TH| TRONG EXCEL
BAI TAP 13: BAI TAP UNG DUNG EXCEL

PEAN 3: THYC BANN V01 MICROSOFT VISIO

BAI TAP 14: LAM QUEN V@I VISIO

BAI TAP 15: VE MO HINH T8 CHUC CONG TY

BAI TAP 16: VE SO D6 QUY TRINH SAN XUAT

BAITAP 17: VE SO & QuUY TRINH SAN XUAT CONG NGHIEP

Myc LyC

TRANG
3

61

91
103
129

137

177
225
249

rigs
303
315
323
351
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PHAM QUANG HUY — TRAN TUGNG THYY

Chiju trach nhié@m xu&t ban
Giam d&c - Tdng bién tap: Nguy&n Xuan Trudng
Bién tap: Mai Duyén
Suta ban in: Trdn Tudng Thyy
Thiét ké bla: Cdng ty TNHH Thuong mai STK

NHA XUAT BAN THANH NIEN

62 Ba Triéu — Ha Noi — DT: (84.024). 39434044 - 62631719
Fax: 024.39436024. Website: nxbthanhnien.vn
Email: info @xbthanhnien.vn

Chi nhanh: 278 Nguyd&n Binh Chiéu, Phudng Pa Kao,
Quan 1, TP. H3 Chi Minh — DT: (028) 62907317

Website: nxbthanhnien-cn.com.vn

LIEN KET XUAT BAN

CONG TY TNHH THUONG MAI STK
742 bién Bién Phi, Phudng 10, Quén 10, Tp. H8 Chi Minh
bién thoai: (08) 38334168 - 0903728344
Fax: 08 38334168
Website: www.nhasachstk.com hay www.stkbook.com
Mail: nhasachstk@yahoo.com.vh — stkbook@yahoo.com.vn

In 1.000 cudn, khd 16 x 24cm, tai Cdng ty C8 phén in Viét Nam 185/4 dudng s 8
phuding Binh Hung Hoda B, Quan Binh tan TP. HCM. S8 dang ky k& hoach xuét
bAn 3940-2015/CXBIPH/07-190/TN clia Cyc xust ban theo Quyét dinh xuit ban
s8: 636/QD-TN/CN ngay 16 thang 12 n&m 2015.

Ma S& ISBN: 978-604-64-3319-4

In xong va ndp Iuu chidu quy 1 nam 2016.


http://www.nhasachstk.com
http://www.stkbook.com
mailto:nhasachstk@yahoo.com.vn
mailto:stkbook@yahoo.com.vn

TU SACH TIN HOC VAN PHONG

PHAM QUANG HIEN

STIE Lo

TIN HQC VAN PHONG i i i

Microsoft Office

DANH CHO NGUUI Ty HQC
O Word O €Excel
O Visio O Powerpoint

jx:

o B
g
£

STIE

GIAO TRINH
THUYC HANH

EXCEL 2013

PHAM QUANG HUY
TRAN TUONG THUY

[ 3 acxn

CONG TY TNHH THUONG MAI STK-NHA SACH STK ‘
742 Pién Bién Ph(, Q.10, Tp.HCM - (08) 38334168 5

Ma ISBN: 978-604-64-3319-4

PHAM QUANG HUY
TRAN TUONG THUY

g
WORD-Office

2013

Microsoft Office 2013

Danh cho ngudi b4t ddu

433194
VND

786046
85,000
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