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6 Ngat trang

- Vao Insert=»Break=Page Break= OK

Ché dd ngat trang rét hivu ich trong khi chinh sira, thém b6t ndi dung tai liéu, vi phan chinh

stra clla mot doan van ban sé khéng anh hwdng dén viéc dan trang clia phan con lai ctia van ban.

6 Chon cac Tab

Trén thanh thwédc @ man hinh

Tab can trai Tab can gitra Tab can phai Tab sb thap
3¢ T U IR O I SORUICE RO SR JON NS 2L PLN SR RO SRS ICE (| OIS § ORI PO
123 123 123 123.45
12345 12345 12345 1234.456
12 12 12 12.45
Hod&c vao Format, chon Tab, chon vi tri Tab & - X
Tab stop position, chon kiéu giéng Tab & Alignment, =5 = e |
chon ky tw dan & Leader. Click OK. I e e g 3
T
Algrment:
(@) Left O Center O Right
© pecmal Opgar
Leader
@ibone  Ozew O3~
(B
Clear Al
o (o
6 Béng biéu Insert Table rg|
Vao table= Insert table: chon sb cot Table size -
(column), s6 hang (rows) twong rng. Number of columns: E =]
Number of rows: '2 ‘:'
AutoFit behavior
(%) Fixed column width: |Auto 3
O AutoFit to contents
© AutoF# to window

I

[[] Remember dimensions for new tables
Lok J[ concel ]

C6 thé thay dbi do rong clia dong va cot bang cach dua con tré vao
dwdng bién clia dong va cot, sau dé kéo do gian tuy y
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Thém cét

Dat diém tré vao cot bén trai, chon Table = Insert » Column to the right
(chen thém mot cot vao bén phai cét dang chon), Column to the Left
(chén thém mot cot vao bén phai cot dang chon).

Thém dong .

Pat diém trd vao dong trén muodn chén vao, chon Table = Insert = Row below
(chon mét dong vao bén du¢i), Row above (chon dong vao bén trén).

Tach gop 6 )

Tach 6: B6i den 6 muon tach, vao Table = Split cells, lwa chon tay chon tach 6, click vao OK
Gop 6: Boi den 6 mudn gdp, vao Table » Merge cells.

D6 hoa trong van ban
Vé hinh
Néu thanh céng cu Drawing (thanh céng cu vé€) chwa c6 trén man hinh, vao View =» Toolbars = Drawing.

Draw~v .¢ | Auteshapesv . N [ (O &J dt:? 4l

- Cac buwdce vé hinh: )

- Click vao biéu twong hinh mudn vé

- Dung chudt vé& hinh d6 1én tai ligu

- Ngoai ra ciing c6 thé dung nhiéu hinh anh & Autoshapes

av Lnes

17 Basic Shapes
‘B Hock Arows
So Bowchart

v v wv w

Sars and Banners |r
D Callouts » WA

B R Y
@ More AuteShapes.. 0 w1 e

Draw > N3 @ || Agtoshapes ~ . ™ [ TERD
S .gro-==E0g
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Thanh céng cu Drawing cung cip nhiéu nut tinh ning gnip ban dinh dang trén khéi

hinh vé:

.EJ: Niit nay dung dé chon dé1 twong can dinh dang

= Chon & diy méng cia duong

ZZ: Chon kiéu nét ciia duong

= o i S s o e B
22 - Chon chiéu mii tén (khi vé mii tén trén hinh)

L I: Chon mau sac cho duong

&

A- - Chon mau sic cho chit

—: Tao bong cho hinh vé

" - Té mau nén cho mét hinh kin

ﬂ Chon khéi hinh trong khéng gian 3 chiéu (3D)

G - Dé quay hinh vé.

Gom nhém, g& nhém va nhém lai hinh vé

Gom nhém

-Nhan phim Shift chon céc hinh vé can nhom
-Nhan phai chuét, chon Grouping = Group

Ovo O

b i ¥

= 4
Copy
Paste

G&' nhém hinh vé

(%

Order

Set AutaShape Defaults Regroup
ot ety

3 T

E

- Click vao nhém hinh vé
- Nhay phai chuét, chon Grouping, chon Ungroup

Nhom lai

- Click vao mét trong cac hinh vé can nhém lai thanh mét khéi cac hinh vé
- Nhay phai chuét, chon Grouping = Regroup

' Chirc ndng gom nhém nay rét tién dung khi ngudi ste dung mudn copy nhiéu hinh anh sang mét tai

liéu khac ma khéng lam mudn lam thay dbi vi tri lién két gitra cac hinh anh dé.

Chen anh Ién tai liéu

Vao Insert »Picture, chon céac tuy chon twong tng:
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Insert | Fomat Toos Table Widow Help
Break... REEN - S AR RN AN S
Page Numbers... .| B I _E = ;
) Picture v s | Clip Art... anh tlr thuw vién co sdn
] ¥ From File...
From Scanner or Camera... P anh ti file
MNew Drawing
" AutoShapes
Wordart... Chir nghé thuat
Qrganization Chart Cac so dbd td chire
Chart
—)| Biéu dd

<& Tron tailisu

Khi can phai viét thw hoac gidy moi dy hop dé gli cho nhiéu nguwéi, thay vi phai viét tirng la thu,

B

dién tén va dia chi ctia ttrng ngwdi nhan, thi chi can viét mot la thu hoac gidy moi, roi 1ap mét danh
sach tén va dia chi ngu®i nhan, chirc ndng Mail Merge (tron thu) Microsoft word sé tw déng ho tro
viéc dién tén va dia chi cta tirng ngwdi nhan vao tirng 1a thw hodc gidy moi.

Dé thyc hién trén in van ban, can hai yéu té: file van ban chinh (Main Document) va file van ban
chira dir lieu (Data Source). Muén tao thw tron, can thuwc hién qua 3 blroc sau:

- Bwére 1: Tao file van ban chinh

- Bwére 2: Tao file van ban div liéu

- Bwére 3: Tron dir liéu vao van ban chinh va in ra.

- Bwére 1: Tao file van ban chjnh (Main document)
Soan thao mét file van ban binh thuwong (vao File, chon New). Soan xong lwu file van ban nay lai.
Gia str giay moi dwgc soan theo mau sau:

GIAY MOl

Trén trong kinh moi

Bia chi:

Dén tham dy hoi thao “Chia sé khai niém chung vé phwong phap day va hoc tich cuc”
Thoi gian: 7h 30 ngay 20/02/2009

Dia diém: Trwéong Dai hoc Pham Van Déng, Quang Ngai

Rat han hanh dwoc don tiép

Ban té chirc héi théo

- Buwée 2: Tao file van ban dir lieu (Data Source)
Soan thao mot file van ban di liéu binh thwdng (vao File chon New),
vao Insert chon Table, tao di¥ liéu nhw sau:

Danh xwng Ho va tén Bia chi
Ong Tran Van A Trwerng BH Quang Nam
Ba Nguyén thi B Trwdng BH Hué
Ong Lée Vvan C Trwdng DH Da Nang

Soan xong lwu van ban nay lai
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-Bwée 3: Tron div liéu
- M@ file van ban chinh, vao Tools = Letters and Mailings = Mail Merge
- Sé hién ra mét hop thoai & géc phai man hinh, trong dé:

- What type of document are you working on? Click vao Letter (Thw) néu dang lam viéc trén thu.
- Click vao Next: Starting document, trong do: ] ]
- How do you want to set up your letters? (Ban mudn tao thw nhw thé nao?), Click vao Use the current D e
document dé chon van ban hién thdi [ van ban chinh Heading 1
- Click vao Next: Select recipents, click vao Browse, chon van ban di liéu gao ooz ' (omant] (]
- Click vao View = Toolbars = Mail Merge, mét thanh cong cu mo'i xuat hién Ve 3% I Gl Seng Hemding 1 P Sovematting o oely
Clear Formatting
Ol |nsertwordFieldx | e 1 25 A M 41 b W 4]
Heading 2 '
Click vao biéu twong Insert Merge Field ﬂ dé chon trwéong trdn vao Vi tri clia bire thw (Danh xwng, ho Hoodng 3 .
va tén va dia chi) heading .
- Click Next: Complete the Merge .
- Click vao Print néu mudn in toan bo, khong can phal xem lai
- Click vao Edit individual letters, néu muén xem c&c trang in va hiéu chinh ndi dung.
- C6 thé luu trir cac thw, bang cach vao File = Save, ho&c nhan Ctrl- S
@ Tao muc luc ty dong trong tai liéu 1
pé sap xép cac muc trong tai liéu mot cach co hé théng, ngwoi st dung nén dinh dang cac muc trong -
tai liéu theo cac cap, kiéu mau khac nhau.  — R T v

Page | Sec | 1] ML W2 CaN gt U5 G

-Dinh dang mau trong tai liéu:
- Cach 1: Vao hop Style » More...

Clear Formatting
Heading 1
Heading 2 1 Formatting of selected text
. | d6i lai dinh dang Heading 1 | .
Heading 3 L Heachng 1 ’
heading# ' [ seled Select All 1 Instance(s)
Normal 1 pick for Clear Formatting
More... New Style...
Cl
1 wodry..
- Cdch 2: Hoac vao Format =» Style and Formatting...
He e Promote
Format. | Tools Table ‘Window Help
. < Demote
Font He
~ Pparagraph... Reveal Formatting.. .
Bullets and Mumbering. .. Heaulng 5] Y
Borders and Shading. ..
Theme...

- Trén man hinh sé xuét hién panel Style and Formatting bén phai, chon Heading1:
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Xuét hién hop thoai Modify Style: Modify Style @
. Properties i
Mo d]fy Style EI Name: Heading 1
Properties ' - _
Mame: Heading 1 Style based on: | 9 Normal v
Style for following paragraph: . 1 Normal v
- Formatiing —
Style based on: 1 Normal v Arial M+ ||B] 7 |U|A-
< ' — == =E = |=|= = | A= = | = =
Style For Following paragraph: 1 Normal v ol i i e
: | Font...
Formatting :
e — Paragraph...
Arial v+ ¥||(B|] 7 u |A- | Tabs..
== = = | =]l — — | *= = | ;= ;= Border...
IE‘ = = = || ‘— =  y= s=  IF =
— P Language...
tial, 14 pt, Bold, Underline, Font color:
Frame... e Before: 12 pt, After: 3 pt, Keep with
T}-I_jvll' le:_II |'1I dinh d ang He -'!Ijlrl-;] 1 Lhrnbering,,, ”deae
| Shortcut key... Automatically update
Format ~ [ ok || cancel |
Normal + Font: (Default) Arial, 14 pt, Bold, Font color: Orange, Kern at * Font...: M& hdp thoai Font, thay déi dinh dang phéng chir
16 pt, Space Before: 12 pt, After: 3 pt, Keep with next, Level 1
Font EWX]
[] add to template [] Automatically update Fogt | Character Spadng | Text Effects |
Font:  Font style: ~ Size:
Format ~ [ oK ] [ Cancel ] fuial | [Bod | 14 |
Arial A |Regular 9 A~
Avial Black | italic [10
Arial Narrow :W :;
Arial Rounded MT Bold ic .
* Name: Tén Heading Balloonist SF A
* Formatting: Dinh dang font chir. ) ) ) For. color: Underine style: Underine color:
* Add to template: Ap dung dinh dang méi nay cho ca nhirng file sau. Néu khéng danh dau thi | ————— | [ Automatic v/
chi ap dung cho file hién tai. . : : :
* Automatically update: Khi thay doi thém dinh dang khac cho Heading sé tw dong cap nhat ma Effects
khéng can phai vao hop thoai Modify Style dé stra doi. [] strikethrough [ shadow [ Small caps
* Nat Format: Mét so dinh dang cho Heading bao gém: [[] Double strikethrough [ outline ] all caps
[[] superscript [[] Emboss [ Hidden
[] subscript []Engrave
Preview

Thay doi lai dinh dang Heading 1 _|

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

[ ok || cancet |
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* Paragraph...: M& hdp thoai Paragraph, thay ddi dinh dang doan v&n ban.

Paragraph

General

Preview

Indents and Spacing Line and Page Breaks |

migrmert: | v

Indentation
Left: _0 cm 3_:
Right: om 3
Spacing
e [ip
After: |

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

Special: By:
(none) v |
Line spacing: At
Singe | | =

Thisy e b dh dumy Bicadimy |

[ ok ][ cancel

* Tabs...: M& hop thoai Tabs, dat Heading cé dinh dang tabs.

Tab stop position:

Alignment
() Left (O Center (O Right
O Decimal O Bar

Leader
(%) 1 None £z ... e
Os__

Tab stops to be cleared:

OK | | cancel |
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* Border...: M& hop thoai Border, dat Heading c6 dinh dang dwdng vién.

Borders and Shading

Borders |
Setting:

Style: Preview

Automatic v

e iidth: D @

[e=] apt ————— » Apply to:
EI Custom L J I
L) |

Paragraph

Click on diagram below or use
buttons to apply borders

[ ok || cancel

]

* Language...: M& hop thoai Language, thay d6i kiém tra 16i chinh ta ngén ngir.

Language

Mark selected text as:
Cegsh0s)
Vietnamese —
Afrikaans

Albanian

Amharic

Arabic (Algeria) v

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

[ ] Do not check spelling or grammar

t language automaticall

QK [ Cancel ]

31_



[" education for development

* Frame:... M& hop thoai Frame, dat Heading thanh frame c6 thé di chuy&n & moi vi tri file v&n ban.

Frame [z|
Text wrapping
\
None
Size —
Width: lﬁ.uto v At | ﬂ
Height: |Aute v At | s
Horizontal _ _
Position: | Left v | Relative to: |C0|umn VI
Distance from kext: 0em El
Vertical

Position: |0 cm v | Relative to; Paragraph v
Distance from text: |0 cm 2

Move with text
[] Lock anchor

[ Remove Frame _] l OK ][ Cancel J

* Numbering...: M& hop thoai Bulleted and Numbering.

D4t Heading c6 danh sé thiy tw, ky tw dau dong tw dong.

Bullets and Numbering

. Bulleted | Numbered | Outline Numbered | List Styles

%)

|
. =} .
None B e— .
. o "
.‘ e > Y/
& — || ¢ » v
%> — o ¥ ¥
[ ok ][ Cancel ]
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* Shortcut key...: M& hop thoai Customize Keyboard,
stra hodc bd sung phim tat dung cho loai Heading.

Customize Keyboard rzl

Specify a command

Commands:

Specify keyboard sequence
Current keys: Press new shortcut key:
Alt+Cerl+1| ]

Currently assigned to: ApplyHeadingl
Save changes in: | Normal, dot v ‘

Description

Normal + Font: (Default) Arial, 14 pt, Bold, Underline, Font color:
Orange, Kern at 16 pt, Space Before: 12 pt, After: 3 pt, Keep

- Sau moi thao tac chon nut OK hoéc Close dé hoan thanh viéc dinh dang Heading
Sau khi thiét Iap dwgc dinh dang cho tai liéu, dat con tré vao van ban can dinh dang,
click vao dinh dang twong wng géc phai man hinh (Phan Pick formatting to apply)

Hién thi muc luc tw dong theo cac dé muc da tao
1. Lwa chon vi tri dat muc luc: (Thwong dat & cudi file hodc dau file)
2. Vao Insert = Reference= Index and Tables...

Page Numbers. ..
Date and Time. ..
AutoText »
Field...

Symbal...

Comment

Reference Pl | Footnote...

9 ‘Web Component... Caption...

Picture » | Cross-reference. ..

Diagram... Index and Tables...
A4 Text Box

File...

Object...

Bookmark. ..

Hyperlink...  Ctr4K
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Xuét hién hop thoai Index and Tables, chon thé Table of Contents * Nut Modify...: M& hop thoai Style, stra ddi dinh dang font chir cho ndi dung phan muc luc tw dong.
Index and Tables rg]
Index || T || Table of Figures | Table of Authorities | Style rz]
Print Preview ‘Web Preview PI l b th iate st I F
HEAAIAG T ucwnaiasussmviaries 1 |# | |Heading 1 » 335? select the appropriate style ror
HeadiNng 2 ...cocovvvvveeerinnnn. 3 Heading 2 your index or table entry
Heading 3. i 5 Heading 3 |
| Styles:
|TOC 1
= . [ toc:n |
[¥] show page numbers Use hyperlinks instead of page numbers q TOC 2
Right align page numbers 1] TOC 3
Tapleader: ....... v/ 9 TOC 4
General _ i 1' TOCS
Formats: | Fromtemplate v | Show levels: |3 - 1 TOC6
[ Show Outlining Toolbar | [ options... | | Modify... | 1 70C7
- 4 1 T7OCS
[ ok || cancel | 1 TOCS
* Show page numbers: Hién thj s6 trang. ) ) -
* Right align page numbers: Hién thi s0 trang bén lé phai. Preview
* Use hyperlinks instead of page numbers: C6 str dung lién ket tir muc luc t6i trang dat Heading.
* Tab leader: Chon loai dwong tab tlr cudi cac Heading dén so trang. Verdana OCR Y«
* Show levels: S0 cap d6 Heading. R
* Nut Show Outlining Toolbar: Cho hién thi thanh céng cu Outlining trén ctra sO MS Word :
* Nut Options...: M& hop thoai Table of Contents Options: Tuy chon thém mét so tinh nang khac. Normal +, Automatically update
Chon cap dé thich hop.
Table of Contents Options El
1 OK | Cancel |
Build table of contents from: w
Available styles: TOC level: Truwdng hop trong file da co muc luc tw déng, va ban déng y thay déi dinh dang font chi¥ béng hép thoai
Body Text Indent | | A Style sé xuat hién thong bao: “Ban c¢6 mudn thay thé dinh dang cho bang ndi dung muc luc khéng?
Body Text Indent 2 | . )
Microsoft Office Word g}
Footer | :
Head ] )
= ; ‘ \ ? J Do youwant to replace the selected table of contents?
¥ Heading 1 1 ‘

v Heading 2 2 'v ues ﬂ [ Mo ] [ Cancel ]

outline levels

[] Table entry fields Chon nut Yes: Péngy. Ngoai font chi¥ clia néi dung bang muc luc thay ddi, MS Word con tw dong cap
nhat lai sO trang cho cac dé muc.

[k ][ cance | - Click vao OK d& MS Word hién thi muc luc.
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MUC LYC

Phim tit sir oft Word

Turin danh séch phim td rong Microsolt Word — I
Witledbcosdn
Mﬂ?ﬂ‘lbﬁlfﬁhﬂﬂ‘ﬂlhﬂﬂﬂhﬂﬂhm (bcobnfie)

SR

CanMvanbdn —— —

Quay trang doc. frang noang

Thidt o Béu 84 rang. chén trang (header, footer) cla trang chin néng, rang K ndng. 9

Wudn kihdng cd header, Footer & vang Odu tidn chafle vinbda 9

Ind A5 word 10

iy b8 Wehin n
Mudntimidmchd.trngrongfle 13

Mubin thay thil tir nod rong ndi dung file van bin 13

D chuydn nhanh dén cac v i cha thidt "

Too béu 34 (Footer) trong MS Word 15

Dinh dang phing chir 8

Thay 63 60 ghdn chr. . = —m

Trang tri ¢hir cho sinh 33ng 2

Bich dang doen viin bin 2

Bidnsdthowr kyrdbudbogmrddng  0M :'
Mubn b chi 84 tur 8ing Ganh sb thir tur ddu dbeg. 3 .
Teo dsong wén (border) bao quash doanvnbda %2 .

e e AR

O tai phan muc luc nay, tw dong c6 lién két cho phép ban click chuét (hodc ding két hop phim
Ctrl + click chudt) qé nhay den ding muc va s0 trang can den.

Trwdng hop ban tiép tuc lam viéc vai file, ¢ thé xda ndi dung muc luc dé tao va lam lai thao tac
“Cho hién thi muc luc tw dong theo cac dé muc da tao” dé cap nhat lai cac d& muc chinh xac
tai s6 trang hién thi.

(Tw http://nmduc1.blogspot.com/2007/08/cch-to-mc-Ic-t-ng-trong-word.html )

6 In van ban

B

- M& van ban can in. )

- Vao File chon Print hodac nhan Ctrl-P

Cé cac tuy chon in nhw sau:

-Alllain tat ca

- Current page la in trang con tré dang ding o )

- Pages 14 in trang cu thé: DAu phay dé phan cach trang in, dau nGi la in tt trang dén trang.
(vidy, 8, 12 lain trang 8 va trang 12, 8-12 |a in tlr trang 8 dén trang 12)

- Selection la in phan d& dwoc chon (da dwgc danh dau chon)

- Muc Copies tai dong Number of Copies danh s6 ban can in.

- Tai muc Zoom, chon so trang in trén mai t& gidy bang cach click chon vao Pages per
sheet. Chon loai giay bang cach click vao Scale to paper size.

- B&m OK dé thwc hién Iénh in.

Khi in chi ra ch@ con hinh vé thi khéng ra

- Nhay vao Tools = Options

- Chon Print, danh dau kiém vao 6 Drawing Object
- Bam OK

Khi in lai khéng ra duoc sé trang

- Vao Tools =» Options = Print

- Hay dau kiém trong 6 Allow A4/Letter paper resizing
- Click OK

(Théng tin tw http://my.opera.com/dmhung1/blog/ )

In hai mat cua gidy, cach lam nhw sau:

- Vao File =» Print » Properties

- Click vao Finishing

- Banh dau vao 6 chon Print on Both Sides

- Click OK

Yéu cdu: May in phai la may co thé in hai mét
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% s
A Trong phan nay......

Microsoft Excel

Buwéc dau lam viéc voi MS Excel

Diéu chinh mét sb cu hinh co ban (tly chon, freeze)
Nhap di liéu

Bién tap va biéu dién d lieu

Thao tac sao chép, di chuyén, x6a, chén cac 6
Thém, xoa, diéu chinh dong va cot

Stra dbi di¥ liéu: thao tac dinh dang 6

Tim kiém va thay thé

Sép xép dir liéu

Quan ly worksheet (chén, déi tén, x6a, sao chép
va di chuyén worksheet)

Tao cong thirc co ban (phép toan)
Nhan dién cac théng bao 16i

Mot s6 ham théng dung

Canlé

Tron 6 dé tao tiéu dé bang biéu
S dung biéu db, db thi

Bién tap, stra ddi biéu do, db thi

38
39

39
39
39

40

40

41

41

41

41

41
43
44
44
45
45
48

Trang

37_



Tai liéu tap huan ky ndng CNTT_ VVOB- 2009

Hoc phan llI:

Bang tinh dién tw vé&i MS-Excel

Muc tiéu

Hoan thanh hoc phan nay, hoc vién cé thé biét:

- Cac thao tac co ban trong MS-Excel

- Lam viéc vai cac 6, worksheet, biéu thirc va ham
- Binh dang

- Céach tao cac ban db va dé thi

- Binh dang trang in

banh gia

- Bai tap thuc hanh trong cac budi hoc
-Quan sat )

- Ban phan héi 5 phut sau mdi budi hoc

Cac hoat dong tap huan

- Trinh bay

- Hoat déng thyc hanh (hand-on practice) theo ca nhan, cap, nhom
- Q-A: phan héi ca nhan

Phwong tién

- May vi tinh/hoc vién

- May in

- May projector

- Hand-out cac bai tép thwc hanh
- Céac bai tap soan san

Ej
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Bwdc dau lam viéc véi MS Excel

Mé& Excel

-Vao Start All programs

-Chon Microsoft Office = Microsoft Office Excel

Thoat khoi Excel

-Cach 1: Vao File, chon Exit

-Cdch 2: Kich nat [ trén thanh tiéu dé & goc trén bén phai clra s6
-Cédch 3: Bam t6 hop phim Alt+F4

Phan biét workbook va sheet
Workbook: tap tac nghiép, la mét sé trong Excel lwu cac trang bang tinh (sheet).

Diéu chinh mét sé cau hinh co’ ban (tuy chon, freeze)
Click vao Tools = Options, va thiét lap cac tuy chon twong &ng (nhw & Word).
Trong do Click vao thé Save dé thiét lap thoi gian may tw dong lwu dir liéu.
Co dinh cét, hang tiéu dé

O cac bang tinh lon, khi cudn xem hodc nhap di liéu & phan dwai thi khéng con thay tiéu dé cot
clia chiing & hang trén cuing, do d6 rat dé bi nham lan gira cot no vai cot kia. Twong tw nhw vay,
khi cudn xem ho&c nhép dir liéu & bén phai thi khdng con thay cac cot trai nhat rat dé bi nham
I&n hang no v@i hang kia. Chtrc nang Freeze sé hf) tro gidi quyét van dé nay. o
Puwa con tré vé 6 chuan dé cb dinh. O nay phai ndm ngay duéi hang va ngay bén phéi cét can cé
dinh. Vi du can cb dinh cac cot A, B va cac hang 1,2 nguwdi st dung dwa con tré vé 6 C3

-Chon Window, Freeze Pane. Tai 6 chuan xuét hién 2 duwong ké doc va ngang
-Bé huy b viéc c¢6 dinh c6t, hang tiéu dé, chon Window = Unfreeze Pane

Nhap dir liéu

D@ liéu mét 6 clia bang tinh sau khi nhap sé dwgc MS-Excel tw ddng phan loai va dua vé mot
trong cac kiéu dir liéu sau: o o

- Kiéu sO (Number): (bao gom di liéu kiéu so va dir liéu ngay thang) Khi nhap di liéu kieu so
vao 6 thi né ty ddng canh phai 6

- Kiéu van ban (Text): Kiéu dir liéu nay tw dong canh trai 6 sau khi nhap

- Kiéu Logic

- Kiéu ma 16i (Error)

Cach nhap dir liéu: )
- Dwa con tré vé 6 can thiét
- Nljép' di liéu theo loai dang thic
- Dé ket thuc viéc nhap di liéu, thao tac mét trong cac cach sau:
* An phim Enter con trd sé xudng 6 dwoi . )
* An mot phim mdii tén dé& dwa con trd 6 sang 6 can thiét
* Chon nut (mau xanh la cay) trén thanh cong thirc
* Tré chudt vao 6 can t&i, nhay trai chudt

Bién tap va biéu dién dir liéu

Swa d6i néi dung da c6 trong 6

- Cdch 1: Nhap dup chudt vao 6

- Cdch 2: Chon 6 va nhan phim F2

- Cdch 3: Chon 6 va chinh swa dir liéu trén thanh céng thuc dé chuyén 6 sang ché d6 hiéu chinh
- Nhan Enter dé két thuc viéc chinh sra
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Thay thé néi dung da tén tai trong 6
- Chon 6 va nhap di liéu can thay thé, di¥ liéu cl sé ty dong bi xoa di

Xuéng hang trong 6 o ] ]
- Chuyén 6 sang trang thai hiéu chinh, d&t con tré nhap & vi tri can xuéng hang va nhan Alt-Enter

Dién s6 thir tw tw dong :

Vldumuonnhapday 1,2,3,4,5,6,7...

- Nhép so dAu tién cta day

- Nhan gil¥ phim Ctrl vira tré chudt vao géc dwoi bén phai & d6, con tré chuyen thanh dau cong c6 md

- Nhan va kéo chuét theo chiéu doc hodc chiéu ngang, sé thay cac sé tiép theo ty ddng xuat hién o
nhirng 6 tiép theo ;

- Tha chubt va tha phim Ctrl

Dién chuo: div liéu tw dong

- Ky ty cudi i cling cla chu0| phai la chi¥ s6. Vi du : tao day CP01, CP02, CP03,vv

- Nhéap chubi d4u tién cua day (CP01) . ]

- Tré chuét vao goc duoi bén phai 6 do, con tré chuyén sang dau cong ]

- Nhan va kéo chudt theo chiéu doc hoédc chiéu ngang, cac chudi tiép theo ty ddng xuat hién
(Cp02, CP03) o nhirng 6 tiép theo

- Tha chudt

@ Thao tac sao chép, di chuyén, x06a, chén cac o6

Saochép:

- Chon cac 6 can sao chep )

- Nhan nuat copy 4 trén thanh céng cu hoac vao Edit, chon Copy, hoac nhan Ctrl+C
- Chqn vi tri can sao chép ]

- Nhan nut Paste & trén thanh cdng cu hoac vao Edit, chon Paste hodc nhan Ctrl+V

Dichuyén

- Chon cac 6 can di chuyén ,

- Nhan nat Cut & trén thanh cdng cu hodc vao Edit chon Cut, hodc nhan Ctrl+ X

- Chon vi tri dinh di chuyén

- Nhén nut Paste (@ trén thanh cong cu hodc vao Edit, chon Paste hodc nhén Ctrl+V

Xoa néi dung i
- Danh dau chon vao cac 6 can xéa
- Chon Edit =» Clear Content hoac nhan Delete

Thém, xéa, diéu chinh dong va cét

Thém dong

Dé thém dong gilra dong 1 va dong 2 :

Chon dong 2

Nhap chon thyc don I1énh Insert = Rows, hodc nhay phai chudt chon Insert

Thém cot )

Dé chén thém mot cot nam gilra cOt Ava B:

- Chon c6t B

- Nhap chon thyc don [énh Insert » Columns, hodc nhay phai chudt, chon Insert
Xéa dong .

- Click vao triw¢c dong can xoa

- Nhay phai chuét, chon Delete

Xoa coét .

- Click vao trén cbt can xo6a

- Nhay phai chuét, chon Delete

D¢

¢ ¢

& O
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Stra doéi div liéu: thao tac dinh dang 6

Ms Excel cung c&p nhiéu dang biéu dién dir liéu trong 6 gém:

General: Dang mac dinh cua Excel

Number: Dang s6

Currency: Dang tién té

Date: Dang ngay thang

Time: Dang th&i gian

Text: Dang van ban

Custom: Dang do ngwoi dung ty dinh nghia theo cac quy dinh ma Ms- Excel hé tro

Bi€u dién dw liéu sé thuwc
Chon vung 6 can dinh dang }
Chon Format = Cells = Number, hodc nhay phai chuét chon Format cells va chon cac muc muén dinh dang

Tim kiem va thay the (cach lam twong tw nhw & Word)

Xem trang 20

Sap xep div liéu

- Chon bang di liéu can sdp xép

- Vao Data =» Sort

- Chon khéa sdp xép dau tién o Sort by, néu chon tiép khda sap xép thi click vao Then by
- Chon huwong sdp xép: Ascending (Tang dan), hoéc Descending (giam dan)

Khoa sap xép
La cbt can sap xep

Quan ly worksheet (chén, ddi tén, xéa, sao chép va di chuyén worksheet)
Chén mét trang bang tinh

- Cach 1: Vao Insert, chon Worksheet ) ]

- Cdch 2: Nhay chuét vao tén trang bang tinh bat ky, chon Insert

Déi tén béang tinh o ] ]
- Nhan nhay phai chudt vao bang tinh can doéi tén, chon Rename, nhap tén moi va nhan
Enter

X6a mét trang bang tinh
- Chon trang tinh muén x6a ] ]
- Vao Edit = Delete hodc nhan phai chudt vao trang bang tinh muén xoéa va chon Delete

Sao chép trang bang tinh
- Chon trang bang tinh can sao chép o
- Gilr phim Ctrl - r6i kép tha trang bang tinh d6 sang vi tri moi

Sao chép nhiéu trang tir bang tinh nay sang bang tinh khac

- Chon cac trang bang tinh can sao chép )

- Vao Edit, chon Move or Copy, hodc nhap phai chudt vao vung trang dwgc chon, xuat
hién hép 1énh, chon Move or Copy

- Chon Create a copy & hop thoai Move or Copy

- Chon bang tinh nhan bang sao chép o phan To Book ) o

- Trong phan Before sheet, vi tri dat trang sao chép la trwoc trang nao hoéc dé vé cudi
day trang co trén bang tinh (move to end)

Di chuyén trang bang tinh

- Nhap chon tén trang can di chuyén )

- Kéo tha trang bang tinh d6 sang bén trai hodac bén phai danh sach trang. Trong qua trinh
kéo tha, mot mii tén nhd se xuét hién phia trén danh sach, xac dinh vi tri cua trang dang
dwoc di chuyén
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® Tao céng thirc cor ban (phép toan)

ﬂa Cong thirc dwoc tao ra dé tinh toan va tra lai gia tri cho 6 bang tinh. Phai nhap ki tw

trwéc khi nhap noi dung cong thire. Ki tw nay giip MS-Excel nhan biét va thwc hién cong

thire.

Vi du, muén tinh téng gia tri c6 trén 6 E3, E4 va két qua déat trén 6 G4, nhap cong thirc

"=E3+E4" vao 6 G4.

Két qua tinh toan s& hién thj tai 6 két qua, con ndi dung cong thirc (gom ca ki t =) co thé
nhin thay trén thanh céng thirc - Formula Bar. )

C6 thé chinh stra ndi dung cong thirc va cudi cung la nhan phim Enter dé coéng thire dwoc
tinh toan lai va tra vé gia tri cho 6.

a Phép toan trong céng thirc sé hoc

Danh sach cac phép toan va cac ki ty khac dung trong cong thirc sé hoc duoc liét ké trong bang sau:
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Cach nhép céng thirc vao 6

Nhay dup chudt chon 6.

Nhép ki tw =, sau d6 nhap ndi dung cong thtrc.

Nhan phim Enter dé két thuc va thuc hién tinh toan cong thirc.

Nhén biét va stra 16i

Céng thuwc sai Nguyén nhan gay 16i Céng thuwc dung

=1A Nhap sai dia chi 6 =A1

=3+*4 Hai toan tr drng canh nhau =3+4

=4x7 Khdng dung ky hiéu X dé biéu dién cho =4*7

phép nhan

=777.55.44 Thira dau cham thap phan =77.5544
=A1+A2+ Thtra dau coéng phia sau =A1+A2
=SUM(A:1:A7) D&t dau hai cham sai vi tri =SUM(A1:A7)
=SUM(A 1:A7) Thra dau cach =SUM(A1:A7)
=SUMA1:A7) Thiéu ddu mé ngoac don =SUM(A1:A7)

Ki ty Dién giai
+ (cong) Phep cong
- (trw) Phep trw
* (sao) Phep nhan
/ (gach cheo) Phep chia
()  (cap dau ngo&c don ) Toan tu trong d4u ngo&c don ludn dwac tinh toan trvoc
A (dau mu) Phep mu

Phép so sdnh trong céng thirc LOGIC
Cong thire logic co két qua trd vé chila TRUE (dung) hoac FALSE (sai).
Danh sach cac phép so sanh dung trong cong thirc logic dwoc liét ké trong bang sau:

Toan tw

Dién giai (vi du)

Bang (A1=B1)

Lon hon (A1>B1)

NhG hon (A1<B1)

Lon hon hodc bang (A1>=B1)

Nho hon hodc bang (A1<=B1)

<>

Khéng bang (A1<>B1)

Ther tw tinh todn

Khi tinh toan, MS-Excel s& wu tién cac phép toan logic trwdc rdi moi dén phép toan sé hoc.
Tho tw thwe hién cac phép toan so hoc trong MS-Excel cé6 mirc wu tién nhw sau:

Thw tw Phep toan Chuwc nang
1 - Dao dau
2 % L&y phan tram
3 A Phep lay thwa
4 *va Phep nhan va chia
5 +va Phep cong va trw
6 & Phep néi chudi
7 Cac phep toan so sanh

D& lam thay ddi trat ty tinh toan, chung ta chi dwoc ding cap du ngodc don dé nhém céac

biéu thtrc wu tién tinh trwdec.

Vi du;

=10+5*2, két qua duoc 20.
=(10+5)*2, két qua duoc 30.

Nhén dién cac théng bao loi
Li xay ra khi chiéu rong cot khong da dé hién thj két qua tinh toan. Stra 16i bang cach tang chiéu
réng cét do hodc thu nhé kich thwéc phdng chir.

| ¢ | o | B | F | e | H | 1 ]

DOANH THU BAN HANG

Daily 1 | 15890000 Dai Iy 1 15890000

Daily 2 59035000 Daily 2 59035000
Daily 3 35874000 Daily 3 35874000
Daily 4 10005000 Daily 4 10005000
Téng thu |[###E#FHEY Téng thu | 120804000
VALUE ‘
L6i xay ra do st dung d liéu hodc toan tlr tham gia vao céng thirc khdng ding yéu cau cla
cbng thire,
vi du:

Cong thire toan hoc song lai tinh toén trén & chira di liéu kiéu van ban. Stra 16i bang cach
nhap lai dia chi dinh dang lai 6 chra di liéu. . R

Céng thirc s dung di liéu la dia chi 6 chira cong thirc khac. Stra 16i bang cach thay dbi cong thirc.
#DIV/0!

L&i xay ra khi chia mot s6 cho 0 hoac mau sb cta phép tinh 1a mét 6 khéng c6 dir liéu. Stra 16i
bang cach nhap céng thirc khac.

#NAME

L&i xay ra khi MS-Excel khéng xac dinh dwgc cac ki tw trong cong thire, vi du st dung mét tén
vung 6 chwa dwgc dinh nghia.

#N/A

L6i xay ra do khoéng c6 dir liéu dé tinh toan.

#NUM

L&i xay ra do st dung di¥ liéu khong dung kiéu sé. Can dinh dang lai di liéu tham gia vao
cbng thure.
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® M6t s6 ham théng dung

Nhdp ham vao bang tinh . o

Dé nhap ham: dwa con trd & vé 6 can thiét rdi chon mot trong cac cach sau:
-Céach 1: G6 ter ban phim

*Go dau =

* G6 vao tén ham, d4u (, cac tham bién theo dung dang thrc quy dinh, d4u)
-Cdch 2: Dung menu .

*Chon muyc Insert, Function. Xuat hién hop thoai Function Winzard

* Chon ham can dung, click OK, chon cac doi so, Click OK.

D6is6 ,
Dai s6 co thé la gia tri s6, dia chi 6 hay vung 6

Mot so ham théng dung

- Ham ROUND:

Lam tron mét sd dén mot sb thap phan nhét dinh.
Dang thirc: ROUND (Déi s6 1, D6i s6 2).

Vi du: = ROUND(2.75,1)- két qua la 2.8.

- Ham AVERAGE:

Tinh trung binh céng céac gia tri clia danh sach dbi sb.

Dang thirc : AVERAGE(DGi sb 1, D6i s6 2, Dbi sb n).

Vi du: =AVERAGE(A1,B5,B12) tinh trung binh céng cac 6 trong pham vi tir B5 dén B12 va 6 A1.

- Ham SUM: o

Tinh tbng cac gia tri clia danh sach déi s6.

Dang thire: SUM(DOGI s0O 1, Doi s0 2, DOi s0 n).

DOoi so co the la gia tri so, dia chi, 0, vung 6.. )

Vi du: =SUM(B1:B5) tinh tdng sé trong pham vi tir B1 dén B5.

- Ham IF:

Néu biéu thirc diéu kién dang thi ham nhan gia tri khi dung, ngwoc lai ham nhan gia tri sai.
- Dang thirc: = IF (Biéu thirc diéu kién, gia tri dang, gia tri sai)

Biéu thirc diéu kién Ia biéu thirc logic bat ki, nhan gia tri dung hoic sai.

Vi du: =If(E2>=100, “A”,"B")

Néu gia tri tai E2>=100 thi 6 xép loai s& nhan gia tri A

Néu gia tri tai E2<100 thi 6 xép loai s& nhan gia tri B

E2 |a 6 chira gia tri tham gia trong bidu thirc diéu kién

Xép loai la két qua cta mét cot trong bang tinh

< can e

]

Khi nhap di liéu vao bang tinh, MS-Excel s& phan tich xem néu di liéu dang van ban thi ty dong
can Ié bén trai, néu di¥ liéu dang so6 thi can 1€ bén phai.
Tuy nhién ngwoi si dung cé thé chon cach can 1€ khac phu hop voi muc dich trinh bay bang tinh

Can Ié theo chiéu ngang

Chon cac nut EX R néu muén can Ié theo di liéu theo cdc vi tri trai, gitra, phai trong 6.

Can I€é theo chiéu doc(trén, giwa, duoi)
Trén Giwa Dwoi

Sl B | C |
STT

STT

STT

-Nhap chon viing 6 muén dinh dang ] ] ) )

-Vao Format = Cells =» Alignment, chon Horizontal néu muon cén 1€ theo chiéu ngang, chon Vertical
néu muon can lé theo chiéu doc. (Hoac nhap chon vao 6 can dinh dang, nhay phai chuét chon Format
Cells)

-Trong 6 Vertical, chon Bottom néu can dwoi, chon Center néu can gidra, chon Justify néu can

trén, va Distributed, néu can dan déu.
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Trén 6 dé tao tiéu dé bang biéu
- Chon 6 can trén

- Cach 1: Click chuét phai, chon Format Cell, click vao thé Alignment danh d4u kiém

vao Merge Cells o phan Text Control

- Cach 2: Nhan vao Merge and Center =34| o trén thanh céng cu

Format Cells E]

| Mumber | Alignment . Font | Border | Patterns | Protection |
Text alignment Orientation
Horizontal: . ‘
General v 0_ ‘
: O - T
Vertical: o |8
' 1 ® || rext —e | |
Bottom v X .
et R o A : |
. +
Text control e |
[] wrap text ; _
| P
[] Shrink to fit 0 3| Degrees
[ Merge celis:
Right-to-left
Text direction:
Context v
[ OK I [ Cancel

Pwa cac 6 da tron veé trang thai ban dau:
Chon 6 da trén

Vao Format = Cells =thé Alignment

B& chon muc Merge Cells o phan Text Control

Str dung biéu do, dé thi ‘ o
- M& bang tinh mé&i, chon vang di¥ liéu can vé biéu do
- Cac bwéc thwe hién tao biéu dé nhw sau:

A | B | ¢ | b |

E |

1
2| BAO CAO THU MUA LUSNG THUC
3| Pon vi: Triéu tdn
4 | Qui 1 Qui2 Qui 3
Bl 80 180 150
6 | 70 50 40
7] 70 60 60
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