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TUYEN BO BAN QUYEN

Tai liéu nay thudc loai sach gido trinh nén cac ngudn thong tin cd thé duoc phép
dung nguyén ban hoic trich dung cho cac muc dich vé dao tao va tham khéo.

Moi muc dich khac mang tinh Iéch lac hodc sir dung v61 muc dich kinh doanh
thiéu lanh manh s& bi nghiém cam.



LOT GIOI THIEU

Trong nhimg nam qua, day nghé da c6 nhiing budc tién vuot bac ca vé sd luong
va chit lugng, nham thyc hién nhiém vu dao tao ngudn nhén luc k¥ thuat truc tiép dap
mg nhu cau x3 hoi. Cung véi sy phat trién cta khoa hoc cong nghé trén thé gi6i, linh
vue Cong nghé thong tin ndi chung va nganh Quan tri mang may tinh ¢ Viét Nam noi
riéng da co nhiing budc phat trién dang ké.

Chuong trinh khung quéc gia nghe Ung dung phan mém di duoc xdy dung trén co
s& phan tich nghé, phan k¥ thuat nghé duoc két ciu theo cac moédun. Dé tao diéu kién
thuan loi cho cac co so day nghe trong qua trinh thuc hi¢n, viéc bi€n soan gido trinh k¥
thuat theo cac modun 1a cip thiét hién nay.

M6 dun 07: Tin hoc Van phong 1a mé dun duogc bién soan theo hinh thirc tich hop
1y thuyét va thuc hanh. Trong qua trinh thyc hién, nhom bién soan da tham khao nhiéu
tai liu trong va ngoai nudc, ket hop véi kinh nghiém trong thuyc té.

Mic du c6 rat nhiéu cb gang, nhung khong tranh khoi nhig sai sot, rit mong
nhan dugc sy dong gop ¥ kién ciia doc gia dé gido trinh dugc hoan thién hon.

Xin chdan thanh cam on!

Can Tho, ngay 15 thang 5 nam 2018
Tham gia bién soan

1. Chau Mui Khéo
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MO PUN PAO TAO TIN HQC VAN PHONG

Tén mé dun: TIN HOC VAN PHONG
Ma mé6 dun: MD 07
Thoi gian thywe hién md dun: 90 gio; (Ly thuyét: 30 gio; Thuc hanh: 54 gio;  Kiém
tra: 4 gio)
I. VI TRi, TINH CHAT CUA MO PUN:
— Vi tri: M6 dun duoc bd tri sau khi sinh vién hoc xong cac mén hoc chung.
— Tinh chit: Tin hoc van phong 1a mé dun co sé nghé bat budc ctia chwong trinh dao
tao Cao dang Cong nghé thong tin (tng dung phan mém).
II. MUC TIEU CUA MO PUN:
1. Kién thuc:
Sau khi hoc xong md dun, ngudi hoc co thé:
— Trinh bay dugc cach dinh dang trang van ban, tao muc luc va chu thich tron
thu, dinh trang va in an;
— Biét cAch tao duoc cac van ban hoan thién;
— Hiéu duoc cac cach nhap van ban, can chinh dinh dang, tao cac hiéu ung, tao
cac lién két cho cac slide;
— Hiéu duoc cu phap, cong dung clia cac ham trong Excel;
— Hiéu duoc phuwong phép tao va quan 1y Macro;
2.  KY nang:
— St dung thanh thao cach dinh dang trang van ban, tao muc luc va chu thich;
— St dung thanh thao céach tron thu trong Word;
—  Sir dung thanh thao cach Thiét lap trang , In an , Két xuat;
— Tao duoc cac chuong trinh trinh chiéu séng dong, dién dat y twong mot cach
hiéu qua;
— Van dung dugc cadc ham trong cac bai tap phuc tap;
— Sép xép, trich loc duoc dit liéu theo mot sb yéu cau ¢6 do phtic tap cao;
— Xay dung duoc ham méi trong Excel bang VBA;
3. Nang luc ty chi va trach nhiém:
+ Reén luyén tinh ky luat, kién tri, can than, tich cuc, chu dong va sang tao trong
hoc tap.
+ Co tu duy logic, tinh can than, khoa hoc, sang tao khi xay dung Macro;
+ Reén luyén tinh can than khi thiét 1ap bang tinh;

IIL. NOI DUNG MO PUN:
1. Noi dung tong quat va phdn bo thoi gian:
S6 Thoi gian
TT Tén cac bai trong mo dun Tén Ly Thue Kiém
g s6 | thuyét hanh, tra
Bai tap
Bai 1: Hé soan thao van ban
L Microsoft Word nang cao 15 4 10 !
Bai 2: H¢ trinh dién dién tr
2 Microsoft PowePoint 15 4 10 .
3. | Bai 3: Bang tinh Excel nang cao 60 22 36 2
Tong cong 90 30 56 4
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Bai 1: HE SOAN THAO VAN BAN MICROSOFT NANG CAO
Ma bai: Mb07-01
Gioi thiéu:

B0 Microsoft Office 2003 ngudi st dung quen thudc véi thanh menu chuan
nam & phia trén cira s6 thi Microsoft Word 2010 sir dung thanh menu theo giao dién
Ribbon, cac chirc nang s€ dugc chia ra theo tung tab riéng biét trén menu. Ngoai
nhirng tinh ning co ban, phan mém soan thao vin ban con cung cip cho ngudi st dung
nhirng tinh ning gitip nguoi st dung c6 thé giao tiép véi cac trinh tmg dung khac.
1.Muc tiéu:

—  Sur dung thanh thao cach dinh dang trang van ban, tao muc luc va chu thich;
— St dung thanh thao cach tron thu trong Word;
—  Su dung thanh thao cach Thiét lap trang , In an , Két xut;
Co6 tinh can cu, can than, cham chi trong cong viéc.
2. NOi dung bai:
2.1 Style, muc luc, chi thich:
Thiét 1ap font chit va doan vin nang cao

Phan nay s€ on tap lai mot s6 dinh dang co ban, déng tho1 hudng dan cac dinh
dang nang cao, cu thé: Cach co gidn va ghép chix, cach thiét 1ap cac hiéu Gng va kiéu
mau vin ban.

4+ Dinh dang font chir

Nhu ta thuong thdy c6 3 chirc ning dinh dang ma trong qua trinh soan thao vin
ban chung ta st dung nhiéu nhat dé 13 in dam (Ctrl +B), in nghiéng (Ctrl+I) va gach
chan (Ctrl+U). Va hau hét cac dinh dang van ban thuong gip ciing da duoc liét ké
trong nhém 1énh Font cia Tab Home:

FILE HOME INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEV

ulln P & - o -— 11— 11— — A
D Calibri (Body) -|11 - A & Aa- =iz v i &3S Al
Paste B I U ~abe x, X & -3 AlEE=E= s M.
: = ¥ Farmat Painter = : 3 " o A = = = | = i
Clipboard Ta Font T Paragraph M

Hinh 1.1 — Cac dinh dang Font chit co ban

Ta chi can bdi den doan van ban can dinh dang sau d6 chon cac 1énh ¢ trong
nhoém Font nhu hinh 1.1

Dé thiét 1ap cac kiéu Font chit dic biét, ta chon biéu tuong Text Effects ( . ):
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A A

ﬂ Qutline 4
& Shadow 3
2 Reflection b
B Glow k
123 Mumber Styles 3

Ligatures ]
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Ti

Styles
B e B

3"?'3"""'

LOI DAY CUA KHONG TU

1. Tam con chua thién, phong thuy vo ich.

2. Bat hiéu cha me, thir cling vé ich.

3. Anh em khing hioa, ban bé vo fch.

4, Lam vige bt chinh, doc sfch vb feh.

(0 A e Mo ot Ehoes maibyo) ich
6. Wiing gl nguyén ki, tude bi vi el
7. Thiri vin khéng théng, mwu ciu vé ich.

Hinh 1.2 — Cdc hiéu irng ndng cao cho Font chir

+ Sir dung Font Dialog

Pé dinh dang Font chir ning cao ta ciing c6 thé md cira sd Font Dialog bing
cach bam vao bi€u tugng mé rong trong nhom Iénh Font cia Tab Home (hodc nhén t6

hop phim Ctrl+D hoac Ctrl+Shift+F):

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Foxit PDF
5 Cut " P s S L= L4%T. e=s= A
[ K & Aa- e |2 %2 &= 8l T || sambeene mssboepe AaBbC
opy
. - L ek P Lo B .
? Format Painter I U ~abe X, X A~ - A = == | | fe] T MNormal = T Mo Spac.. Heading

Font
1o

aboard [}

Tab Font:

Dung dé dinh dang Font
chit, kiéu chit, ¢& chit, mau
chit, gach chéan, chir hoa,
cht  thuong, Superscript
(X?), Subscript (H20).

Tab Advanced:

Dung dé hiéu chinh co gidn
chit, ghép chi...

Text Effects:

Dung dé thiét 1ap hiéu ung
nang cao.

Set As Default:

Dung dé thiét 1ap thong s&
mac di nh theo y muén

? . ?
At anciv NG o Al ne

Font Advanced

Font:

Times MNew Roman

Sylfaen
Symbol
Tahoma
Tempus Sans ITC

Times Mew Roman b

Font color:

Underline style:

Bold Italic

Underline color:

Automatic :I | {none)

Automatic

[ |

Effects
[ strikethrough
I:l Double strikethrough
I:l Superscript
I:l Subscript

Preview

|:| Small caps
I:l All caps
[] Hidden

Times New

Roman

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

| setAsDefault | | Text Effects..

Hinh 1.3— Cita s6 Font Dialog




Thong thudng khi soan thao vin ban ta st dung mot kiéu dinh dang dong nhét
dé nang cao tinh chuyén nghiép, do d6 ta dinh dang hét cac thong sb rdi chon chirc
ning “Set As Default”. Vi du: Ta thiét 14p Font chit “Time news roman”, Font Style =
“Regular”, Font Size =13 roi nhan nat “Set As Default”, man hinh sau hién thi:

Microsoft Word

D |- |

~1 This document anly?

Do you want to set the default font to (Default) Times New Roman, 13 pt for:

@ Al documents based on the Mormal. dotm template?:

[

Ok ]I Cancel I

b

Hinh 1.4— Thiét ldp dinh dang mdc dinh

Sau khi chon “All documents based on the Normal.dotm template” rdi bam

OK, Microsoft Word s€ luu lai dinh dang nay, mdi 1an m& mot tap tin maéi 1én thi tap
tin mdi nay ciing c6 dinh dang gidng nhu ta da thiét lap

Khi in an doi khi ta gap truong hop: C6 mot
vai tu r01 xuong trang maéi lam xau trang in, hoac
ta mudn dong cudi cung chir duoc gidn diy dong
cho dep thi ta xtr tri nhu thé nao? Khi gip trudng
hop nay ta s€ dung chtic nang co gian chir ¢ trong
tab Advanced cia ctra s6 Font Dialog:

Normal : Chir dé binh thuong

Expanded : Gian chit

Condensed : Co chir

Vi du: Néu cung mot cum tur “Khong so¢ thiéu, chi
s¢ khong cong bang”, néu nhu ta thict 1ap 3 kiéu
khac nhau thi s€ c6 3 két qua khéac nhau:

Hinh 1.48 — Thiét 1ap co gian chir
Normal Khéng so thiéu, chi so khong cong
bang
Expanded Khong so thiéu, chi sg khong
cong bang
Condensed  Khéng so'thiéu, chi sokhdng cong bing

4 Cheén biéu twong va ky tu dic biét:

Font

Do) |

Advanced

Character Spacing
Scale: 100%:

Spacing: |Expanded

[=]

Position: Normal
[T Kerning Condensed

OpenType Features
Ligatures: MNone
Mumber spacing: | Tabular
Mumber forms: Lining
Stylistic sets: 4
Use Contextual Alternates

Preview

By: |1pt

By:

oints and above

B EETE]

L RIS

Normal

[ Set AsDefault | [ TextEffects... |

[ o

| [ cancel

D61 khi trong qua trinh soan thdo van ban, ta can chén mot s biéu tuong hay
ky tu dac biét nao d6 nhung ta khong thé nhap vao tir ban phim dugc, Microsoft Word
da cung cap mot kho céac biéu tuong va ky tu dac biét rat phong phu, n6 du dap Ung

moi yéu cau cuia nguoi st dung.
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Pé hién thi cira sb6 chén Biéu tuong va ky tu dac biét nay ta vao: Tab Insert/
chon Symbol/ More Symbol (Atl+N+U+M):

- — . \
Trong tab Symbols c6 pretd L9 i
danh sach Font chir: Ung Symbdls | Spedal Characters
voi moi loai font chir Eont: Wingdings [=]
khiac nhau thi c6 biéu K| 2 8 B Q|| F|e=ebE s
twong khac nhau, cac ) v BESR RE - =— B RV e I i~ N P5S
bi€u tugng dugc s dung =¥ |8|o|z|=|=|4|P | E]O|B|6" 2R
nhléun_hét_lénémtrong B[] o] ] 2] ¢ x| 2| Cle|a[#]V]y
Font Wlngdlngs. Recently used symbols:
D'eAcheéncackytl_Idac ~lelele|e|®™£][<[>[+]x|o|ula|p
biét chang han nhu (©,®
, ™ § ..)’ ta VaO tab Wingdings: 74 Character code: |74 from: | Symbal (dedmal)|z|
Special Characters (o) (St | surctier

[ Insert l[ Cancel ]

Hinh 1.5 — Cheén biéu twong va ky tw déic biét
+ Thém Drop Cap vao tai ligu:
Nhu ta d3 biét, Drop Cap la trong mot doan van c¢6 1 ky hodc 1 mot nhom cac
ky tu & dau doan vin “roi” xudng cac dong bén dudi (vao tab Insert/ chon Drop Cap):

INSERT DESIGMN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW Foxit PDF

e .7_..' gl ) Hyperlink D D . . Q A [ signature Line -
j E g‘ r\|/ EN T -’ E'j" [ Boakmark LJ 4 [E% Date & Time
able | Pictures Online Shapes SmartArt Chart Screenshot | Appsfor | Online Comment | Header Footer Text Quick WordArt Drop
© Pictures - Office~ | Video [ Cross-reference © Number Box~ Parts - Cap~ [ Object
ibles INustrations Apps Media Links Comments Header & Footer
T L 2 e e 3 A e S e e Nene
A= biopped
A

trong: nhitng- hanh- phuc- lén- In mergin
Motﬂ-k‘::at cuE} -doingudila-hd trova- A= Drap Cop Options.
in- théy- nhiing nguot- quanl}-
minh-hanh-phtic-va-phat-trién-ban-than-vi-nhu-thé-
duong-nhién-minh-ciing-hanh-phuac-va-phat- trién |
ban than; Cho khong chi dé nhin(cho dénhéin) ma-
1a-cho- thi- dong‘ tho1-ngay - tai-thor- diém-dé-da-1a-
nhan-ro1,-dau-can-phai-dgi-dé nhan.-Cho-nghia-la-
hanh-phuc.-Cho-la-nhan! 4
Hinh 1.6 — Thém Drop Cap vao doan van
Mobi mot doan vin c6 thé thém 1 Drop Cap. Méc dinh ky tu dau tién ctia doan
van khi thiét 1ap Drop cap né s€ dugc roi xudng, nhung néu ta boi den mot tir dau thi
n6 sé roi ca tir dau tién d6 xudng (nhiéu ky tu nhu hinh trén). Poi khi doan van lai
khong cho phép ta thém Drop Cap thi hdy kiém tra xem doan vin dé c6 bi go du
khoéang tring & dau dong hay khong hodc kiém tra xem con trd vin ban c6 dang dung
trén dong ma khong c6 chir nao hay khong.
4+  Tao va chinh stra Style
Trong qué trinh soan thao van ban, ¢6 nhitng ndi dung c6 dinh dang giéng
nhau, néu dinh dang lan luot cho tirng ndi dung riéng s& mat nhiéu thoi gian va khong
nhat quan. Mét trong nhitng cach don gian dé thyc hién diéu nay la ding Style.
Style 1a mot tap hop cac dinh dang duoc tao truéc va cd mot tén. Style rat can
thiét khi soan thao gido trinh hozc tai liéu c6 nhiéu muc, nhiéu loai vin ban khéc nhau.
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4 Chon céc Style c6 san

DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Foxit PDF

Calibri Body) ~[11 | A a7 Aa- Ao | T

. == 8
7ro== 2 pashcene assboeD: AR
B I U-~axx, x° A-"/-A ==== Igv .Q‘_' TMNormal T No Spac...

Font ] Paragraph G AoBbCcDe AaBbCeDe

]

sl b 4 ntense B Strong

- R

A4 Createa Style

A9 Clear Formatting
24, Apply Styles...

CACH-DUY-NHAT-BUDC-NGUOT-KHAC-LAM-BAT-CF-VIEC- GI-LA-KHIEN-CHO-HO-THICH-CAN-DIED-
209

Nghi-khéng-cli-vé-van-d&-khéng-maei

*Thanh-cong:lén-vdi-céc-budc-nho-hon-la-thanh-cong-nho-
v@i-mot-budc-long]
Suy-cho-cting, -cudc-dor-la-mat-chudicdc-thuyét-phyc. Vi-viy thanh-cing:

trong-cudc-sdng-phu-thudc-rat-nhiu-vao-cach-ta-Gn-noi,-trng-xd; -cdch-ta-
hiing-bién.§

Style c6 thé &p dung cho cho doan van (Paragraph), cho ky tu (Character) hoac
ca hai (Linked). Word c0 san c&c Style mac dinh, nguoi dung c6 thé dinh nghia thém
Style. Cac Style duoc chira trong trong Group Styles trén thanh Ribbon cia tab Home.

Boi den doan vin ban mudn gan Style, trong nhom 1énh Styles ctia tab Home
nhan chon kiéu Style mong muodn:

paBbcel AAB| aasbeer acsbeenc aosboen
Title Subtitle  Subtle Em...

Emphasis

AABBCCOL AABBCCDC AoBbCeDi AaBbCcDe

Hinh 1.7 — Chon Style ¢6 san ciia Microsoft Word

4 Tao méi Style
- Chon mé rong Style trong nhém Styles (s6 1)
- Click biéu twong New Style (s6 2)

:: - . 3 TNormal | THNeo Spac.. Heading 1 Heading 2

Paragraph ] Styles

Styles

Properties
MName: Stylel
Style type: Faragraph Z
Style based on: T Hormal z
Style for following paragraphe T Stylel T
Formatting

MW [catbrigody [w][11]v]| 8 7 u Automatic ||

N Bl===|===|2 & =

]

e

clieh duy riht budie nguedi khibe lhen bt ol vigie gi 1 kFiin cho ha thich im digu d6

Do not chegk spelling oF grammar
Right: 1.257, Style: Show in the Styles gallery
Based onc Normal

[+#] Add to the Styles gallery [ ] Automatically update
(@) Qnly in this gecument () New documents Based on this template

Farmat = [ ox |

Hinh 1.8 — Tao mot Style mdi
— Name: Nhap tén Style méi (vi du trén 1a dntu_style).

2BbCcDr AaBbCeDr [

Subtle Em...  Emphasis

1

Clear All

Normal

I

Subtie Reference
Intense Reference
Book Title

List Paragraph

Default Paragraph Font &
No Spacing T
Heading 1 13
Heading 2 puc:}
Title pLE]}
Subtitie b
Subtie Emphasis a
Emphasis a
Intense Emphasis a
Strong a
Cuote na
Intense Quote na

a

a

a

T

Show Preview
Disable Linked Styles

FRE"

|2 Options...

Subtle Ref... IntenseR.. BookTitle T ListPara..

2. Editing restrit
[] Allow only t
inthe docul

Ma changes [R

3. Start enforce
Are you ready t
settings? You ¢
later)
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— Style type: Chon loai Style (paragraph, character, linked).

— Style based on: Chon Style lam co s& cho Style dang tao, Style dang tao s€ bao
gdm cac dinh dang cta Style nén.

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

— Formatting: Chon cac dinh dang cho Style.

— Click nat Format cho phép mé rong cac dinh dang nhu: Font, Paragraph, Tabs,
Border, Language, Frame, Numbering, Shortcut Key, Text Effects.

— Bam OK dé tao Style mdi, sau khi bAm OK thi style dntu_style s& dugc dua
vao Quick Style Gallery (hinh 1.53)

+ Gan Style

- Chon khdi van ban can dinh dang

- Chon Style da tao ¢ trén (dntu_style), luc nay khéi vin ban s& c6 dinh dang
giong nhu duoc thict 1dp trong dntu_style:

AaBbCcl | AaBbCcl AaBbCcl AaBbC: AaBbce AAD aesbee %

T dntu_style | TMormal TMo Spaci.. Headingl  Heading 2 Title Subtitle = gthfl'”'éle
vles

Styles
Hinh 1.9 — Gdn Style cho khéi van bdn
+ Chinh sira Style
Pé hiéu chinh Style, ta bAm chudt phai vao Style/chon Modify (s& xuat hién
man hinh chi tiét dé thay d6i dinh dang giéng nhu & muc tao méi Style, tai day ta doi
cac thong sb theo nhu cau cu thé):
—
AaBbCcl | AaBbCcl AaBbCcl AaBb(C: AaB

T dntu_style | T Mormal T Mo Spaci.. Headingl Head
Update dntu_style to Match Selection
— Y4 Modify... |
Select All: (Mo Data)

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Hinh 1.10 — Chinh sita Style
Tuong tu ta c6 cac chirc nang ¢ trong man hinh 1.10:
- Rename...: Doi tén Style
- Remove from Quick Style Gallery...: Xéa Style khoi danh muc
- Add Gallery to Quick Access Toolbar: Bua Style nay vao thanh Quick
Access Toolbar
Tao muc luc hinh, bang, biéu cho van ban
Ta c0 thé tao 1 style riéng cho ghi chl caa hinh, bang biéu sau d6 thuc hién nhoy tao
muc luc ndi dung, hoac sir dung cdng cu Insert Table of Figures nhoj sau:

- Chon hinh can doja vao myc lyc.
- Chon References \ Insert Caption
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Caption:

[Figure 1|

Label: Figure EI

Position: |Below selected item

[] Exdude label from caption

|-}) Insert Table of Figures New Label. .. Yelete Labe

Insert RS
Caption J:) Cross-reference [A_utoCapﬁon... ] OK ] [ Cancel ]
Captions >

- Chon New label dé nhap nhan mai cho hinh (vd: hinh, biéu do, bang,...). Luu y
khong nhap so thir tu cho hinh, So tha tu hinh ty dong tang dan.
- Pua con nhay vé vi tri can chén muc luc hinh chon Insert Table of Figures
Panh so thit tr cho trang vin bin
% Chén sb trang vio vin bén

“ Home Insert Page Layout References Mailings Raview View
B CoverPage» = el EE D ey o [ 8 Hyperiink 5 Header ~ A=
= bd g8 @ 2 (ai+ |

|} Blank Page g Bookmark d Footer =
Table Picture Clip Shapes Smartirt Chart Sereenshot e, Text
Art

, 0 &
>ﬁ Page Break - - - i) Cross-reference |.3} Page Numberf! quv

£ S,

Pages Tables liustrations Links Top of Page

"1 Simple Bottom of Page

In L3l

PR oo

| Plain Number 1 Page Margins

ol pAw

Current Position

Farmat Page Mumbers..,

Remaove Page Mumbers

- Plain Number 2

Hinh 1.11: Pdnh s6 trang van ban

- Chon thé Insert — nhom Header & Footer, nhin nut Page Number

- Trong menu xuat hién, tré t5i Top of Page (chén sb trang vao phan
Header) hoac Bottom of Page (chén vao Footer)
% Thay d6i dang s6 trang

- Nhéan dup vao Header hay Footer, noi can dit sd trang.

- Tai thé Design, nhdn Header & Footer, nhin nat Page Number, chon
tiép Format Page Numbers.

+ Number format: Chon dang sé thtr tu
+ Include Chapter Number: Sé trang duoc kém véi s6 chuong
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+ Continue From Previous Section: S6 trang ndi tiép voi section trudc do
+ Start at: S6 trang duoc bat dau tir sb

+ Trong hdp thoai Page Number, tai muc Number format, chon mdt kiéu
danh s6 minh thich, sau d6 nhan OK.

+ Xoba so trang da danh

Thé Insert, nhan Header & Footer, nhan nat Page Number, sau d6 chon Remove Page
Numbers & cuoi menu.

¢ Dinh dang trang van ban
% Chinh sira 1@ trang:
+ Chon tab Page Layout — Page Setup, Nhap chon Margins
v Chon Default Margin, hoac
v Chon vao Custom Margins va hoan thanh hop thoai

Home Insert Page Layout References

j n' 1 _fj Orientation v %= Breaks ~
'''' - - ™ Size v #3) Line Numbers ~
Th-—mP \Margms B =5
-' | == Columns ~ be Hyphenation ~
___Themes || Last Custom Setting
[:]_l_z‘ — | Top: 1% Bottom: 0.5"
S B8— | | Left: 0.7" Right: 0.7"
Normal
Top: 1" Bottom: 1"
| Left 3 Right: 1"
Narmrow
- Top: 05" Bottom: 0.5"
;- ‘ ‘ Left: 0.5" Right: 0.5"
- I I Moderate
- ‘ Top: 1" Bottom: 1"
- —— Left 075" Right: 0,75
= EnT—7: Wide
& Top: 1 Bottom: 1"
4 Left: 2" Right: 2"
Mirrored
. Top: 1" Bottom: 1"
- Insicde: 1.25" Outside: 1"
~
Office 2003 Default
Top: 1% Bottom: 1"
- Left: 1.25" Right: 1.25"
S Custom Margins...

< Pinh hwéng 18 trang, Nhap thwéc hay cdt cia trang:

v Chon thé Page Layout — nhdm Page Setup, Chon Orientation, Size
hay Columns

v Chon kiéu thich hop.
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Insert Page Layout

_J Onentatlon = = Breaks ~

References

(Line Numbers »

= Margins | ‘ Portrait _
- ' v w iHyphenation v
Themes . | e
. Landscape I S
i__, VT
Hlnh 1. 12 Dinh hwong trang

Ap dung dwdng vién trang va mau sic
Chon tab Page Layout — nhom Page Background, Chon Page Colors va lya
chon mau muodn ap dung cho trang hoac Page Borders va chon duong vién thich hop

cho trang.

{3 Trientation ~ 'é,‘ Breaks ~

‘1 R j q Ryor
===l %] E=d [§size~

I

Themes —, | Margins

v

Hinh 1.13

mét ngat trang:

Insert

£ Columns ~

Page Layout References
%_] Line Numbers
be~ Hyphenation v

Setup e

m

Pag

Tao vién trang va mau sac

Mailings

A Watermark ~

3 Page Color ~
[ | Page Borders

Page Background

% Tao
mot
ngflt
tran

DPé cheén

Chon tab Page Layout — Page Setup, chon menu Breaks, chon Page Break.

Page Layout References Mailings Review View
sntation ~ mﬂ Breaks [ |4 watermark ¥  Indent
L= 2 Page Breaks
umns ~ Page

2age Setup| )
—rr—— -

Mark the point at which one page ends
and the next page begins,

SOy

Column
Indicate that the text following the column [*
break will begin in the next column.

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

Section Breaks

v

=3

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

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

Even Page
Insert 3 section break and start the new
section on the next even-numbered page.

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

Hinh 1.14: Tao ngat trang

% Chén m{t Trang bia
bé chen mot trang bia:

ir 4

Paragl

Chon tab Insert — nhém Pages, chon nat Cover Page , chon mét kiéu trang

bia.
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< Chén m{t trang ;r("mg
bé chén mot trang trong:
Chon tab Insert — nhom Page, chon nut Blank Page.

Home Insert f
=2

j Cover Page ~ = ‘

I L

_] Blank Page
Table | Picturi
>,T_q' Page Break -

Pages Tables

Hinh 1.15: Cheén trang trong

2.2. Tron thw (Mail Merge)
Muc tiéu:
- Xac dinh dung dang van ban can thye hién tron thu
- Thuc hién thanh thao thao tdc trén thu
2.2.1. Cac khai niém
Chute nang tron thu la gi? Va tai sao ta nén biét chirc nang nay? La nhéan
vién van phong ta thuong phai thiét ké cac biéu mau (thu moi, thu ngo, phiéu _thong
bao, quang cdo...) va phai in an hodc guri email cho rat nhiéu khach hang, cac mau nay
da phan la glong nhau toan bd vé hinh thic trinh bay ciing nhu ndi dung, chi khac
nhau chut it v€ thong tin khach hang. Danh sach khach hang thi cong ty (ta) da co san
va dugc thu thap tir [au. Cau hoi dat ra la ¢ cach nao chi can thiét ké mot 1an biéu mau
va ¢ thé dugc nhan ban ra rit nhiéu cac biéu mau khac twong tng véi thong tin cua
khéch hang mot cach chinh x4c va nhanh gon hay khong? D6 1a nhiém vu cta chiic
nang tron thu. Cu thé ta s& tim hiéu cac chirc nang dudi day:
+ Thiét 1ap chirc ning tron thu
+ Thuc hién chite ning trén thw
+ Tao mot thw trgn sir dung tir danh sach ngoai
+ Tao nhin va bao thw
2.2.3.Thiét 1ap chirc ning tron thw
Pé tién hanh lam chirc ning tron thu thi ta phai c¢6: Biéu mau va danh
sach (ding dé d6 thong tin vao bicu mau khi tron thw). Nhu vy ta thiét ké bieu mau
that dep dé dap tmg nhu ciu sir dung sau do dung chirc nang tron thu dé nhan ban cac
biéu mau nay ra theo dung véi sb luong va thong tin trong danh sach (vay ta c6 2 tip
tin doc 1ap).

Vi du ta can 1am thiép méi theo mau sau (luu véi tén thumoi.docx):
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o

6\

L& Tri An Khach Hang VIP
Kinh Gtri Anh/Chi: ...,
Piachi: ...
SO AN thoAi: .........ovcveeeeeeeeeeeee s

Quan 1

L& tri 4n lic 10h00 ngay 01-09-2013 tai khach san S. rc 2p

J

—/

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

access... hodc nhap vao trong qua trinh tron thu):

Tén khach hang Dia chi S6 dién thoai
Nguyén Vin Hung Phong pht — Binh Chanh | 0981131140
Tran Duy Thanh Phuong 5- GO Viap 0977777888
Pham Thi Xuan Diéu Kha van can-Thu e 0981234567
D6 Cong Thanh Phuong 1 — Quén Téan Binh | 0973224244
Nguyén Cam Huong Phuong 3 — GO Viap 0903335656

Thuc hién chitc nang tron thu
Phan nay gido trinh s€ hudng dan séu budc cy

thé dé thuc hién chirc nang

tron thu (danh sach nhap trong qua trinh tron thw). O ddy ta quan sét luu biéu miu vao

6 dia véi tén bat ky (vi du thumoi.docx):

:(-} * F .« DongMai » GiaoTrinhBE » MailMerge v & Search MailMerge o
~ & »
‘v Favorites Mame Date modified Type
B Desktop M5 ThuMoi.docx 28/12/201312:29 ... Microsof

E] H ©- 0 & [O = ThuMaei.docx - Waord . ? B O—- 0O %X pf

FILE HOM INSE DESI PAGE REFE MAILI REVIE VIEW DEVE Foxit OFFI FORMAT copcon -
LE---l---l---l---2---|---3---|---4---|---5---|---E~---‘
I - Lé Tri An Khich Hang VIP
) Kinh Giri Anh/Chiz e
N T T8 w1 1 g
] S0 BT TIOAET +onmeeeeeeeeeeemeee e eeeeeaeeeesermeeee e e s emnmenens
- L2 tri an lae 10h00 ngay 01-09-2013 ta1 khach san Sheraton Qudn 1

PAGET1OF1 27 WORDS

Letters

Budéc 1: M¢ tap tin thumoi.docx, vao tab Mailings/ Start Mail Merge / chon
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E INSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW

|E| .F%.‘ 7, = = =5 D Rules

T ¥ Match Fields

Start Mail  Select Edit Highlight Address Greeting Insert Merge

Merge = Recipients = Recipient List | Merge Fields EBlock  Line Field [2 Update Labels

& Letters Write & Insert Fields

f2  E-mail Messages 'E'"""1"""'1"""'3'

Frualnmar

=
- Bwdrc 2: Vao Select Recipients/ chon Type New List...
E IMNSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS

= G 52 D B =

Start Mail = Select Edit Highlight Address Greeting Insert Merg

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

23] Choose from Outlock Contacts...

Man hinh nhap danh sach xuét hién sau khi ta chon Tipe New List...:

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

Ta vao Customize Columns... Dé hiéu chinh cot thong tin (thém, stra, x6a cdt)
cho theo dung v&i1 muc dich st dung:
- Nut Add...: Bé thém mot cot mai.

- Nt Delete: D& x6a cot dang chon. miE
- NUt Rename...: D{e chinh Sfxg cot dang chon. Fis e [ .|
- Nat Move Up: bé di chuyén thir ty ciaa cot | | comeanytiane
dang chon Ién bén trQn. 7 e n 2
- NUt Move Down: B¢ di chuyen thtr ty cua cot | st
dang chon xuong bén dudi. County r Region
Vi du: Ta muén thém || Werkeene .
mot cOt mdi tén la -
T — £3
Bam chuft vao nut [ o || cancal |

“Add...”/ cia s6 Add
Field hién thi 1én nhu bén dudi, ta nhap thong tin roi
nhan nat OK dé thém cot moi. Tuong tu nhu vay ta dung cac thao tac Delete dé xoa
cac cot khong can thiét.
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Field Mames

Tén khach hang
Bia chi

Delete

Eename..,

E IIIb
o
=1

Move Down

| | Cancel

Hiéu chinh du 3 c¢6t nhu trén roi nhan niat OK dé tré vé man hinh

Type recipient information in the table, To add more entries, click New Entry.
Tén khdch hang ~ | Biachi ~ | Bién thoai - |
= Mguyén Vin Hing Phong Phi - Binh Chanh 0931131140
|__| Trén Duy Thanh Phuteing 5 - Ga Vip 0977777388
| Pham Thi Xudn Diéu Kha Van Can 0981234567
| 2t} Cdng Thanh Phugng 1 - Quadn Tan Binh 0973224244
L[] 0903335656
| NewEntry | | Find... |
| Delete Entry | | Customize Columns... | | oK | | Cancel |

Nhap thong tin khac hang theo nhu cau sir dung.
- New Entry: Thém dong mai dé nhap dit liéu (ta c6 thé nhan phim Tab ¢ dong
cudi cung dé tu dong tao thém dong mai).
- Delete Entry: X6a dong dir li¢u dang chon.
- Bam nat OK dé luu danh sach (nén luu cing chd véi tap tin thumoi.docx dé dé
quan ly):
Tap tin dugc luu nay s€ c6 dinh dang la Microsoft Access, ta xem man hinh
chup noi luu trit danh sach (dudi .mdb):

@ = 1 . « GiaoTrinhB » MailMerge v & Search MailMerge o
<% Favorites ~ MName Date modified Type
B Desktop ThuMeoi.docx 28/12/201312:29 ...  Micros
i Downloads DanhSach.mdb 28/12/2013 4:22 PM Micros
"2 Recent places o DanhSach.laccdb 281272013 422 PM Micros

- Buwdc 3: Hiéu chinh danh sach (néu c6), bdm chon Edit Recipient List dé hi¢u
chinh:
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SIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE FC
= Rules = 1
= B B e e | B B
- T Match Fields Find Recipient
Edit Highlight Address Greeting Insert Merge Preview Finish &
| Recipient List | Merge Fields_Block ___Line Field - Update Labels | pecyiis o Check for Errors Merge ~
vierge

o 0 o o o §loon

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

Data Source

I~

DanhSach.mdb

Tén khach hang

Mguyén Vin Hiing

~ | Bia chi

~ | Dién thoai

Phong Phi - Binh Chanh | 0981131140

Danh5ach.mdb [+ Tran Duy Thanh Phudng 3 - Go Vap 0977777888
DanhSach.mdb [¥  Pham Thi Xuén Digu KhaVan Can 09231234567
DanhSach.mdb [¥ B8 Céng Thanh Phugng 1 - Quén Tan ... 0973224244
DanhSach.mdb [¥ Mguyén Thi Cim Huong Phuéng 3 - Go Vip 0903335656

Data Source Refine recipient list

2| sort..
T2 Eilter...
¥4 Find duplicates...

DanhSach.mdb

[® Eind recipient...
[ validate addresses...

Man hinh cho phép hi€u chinh danh siach
Tai man hinh nay, muén bé dong dir liéu nao thi ta bé Tick khoi dong d6, chirc
nang nay it dugc st dung vi mac nhién danh sach nhap vao chinh 1a mong mudn nhan
ban biéu mau ciia nguoi st dung.
- Buéc 4: Chén dit liéu vao biéu mau, muén chén dit liéu vao vi tri nao thi di
chuyén con tré van ban vao vi tri dé truéc, roi vao Insert Merge Field / chon dung tén
cot hiéen thi:

REFEREMCES MAILIMNGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMC
D B (3 Rules - @ Wi,
] == IEﬁl\m‘latch Fields ] Find Recipient o
Address Greeting Insert Merge Preview Finish &
Is Block Line Field - Update Labels | Resuits [+ Check for Errors Merge -
Write & I Tén_khach_hiang Preview Results Finish
|---§---| Bia_chf [ SRR SR SECHRCRNCI. SULRCR SECRURR: S
i Dién_thoai
|4

Lé Tri An Khach Hang VIP

Kinh Giti Anh/Chi: ..............«Tén_khich hangy........................
Bia chi: e @BA CRID
SO dién thoai: .. eeeeceeeereeeeeenee 4DPED ORI oo

- Buwéc 5: Xem trudc két qua, chon Preview Results:

REFEREMCES MAILIMNGS REVIEW VIEW DEVELOPER Foxit PDF OFFICE REMOTE
ENE B e BT By
- EIE' Match Fields . Find Recipient o
Address Greeting Insert Merge Preview Finish &
iz Block Line Field ~ Update Labels Results @ Check for Errars Merge ~
Write & Insert Fields Preview Results Finish
. j o

View Merged Data

[ IR g LI T T T T SR T IR N T S
| Plug info from your recipient list
| into the merge fields to see how the

Lg Tri “! K finished decument will look.

_[. 4.

Kinh Giri Anh/Chi: -...........-...Nguyén Van Hiung ...
5 Piachic.........cecceeeeeeeeeeee... Phong Phai - Binh Chanh..... ...
SO dién thoaiz uemeeeeeeeeeeeeeeeeeeeeaeee . 0981131140 e

L2 tri 4n lac 10h00 ngay 01-09-2013 tai khach san Sheraton Quan 1
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bé di chuyén qua lai gitta cdc nhan ban cua bi€u mau, ta bam vao cac bi¢u

tugng ké bén nut

- Bwéc 6: Két thdc qué trinh tron thu, trong tab

4 1 4

Mailings ta chon nut Finish & Merge:

Lettersl.

4 thi tron danh sach tir dong tha 2 tgi dong tha 4).

Edit Individual Documents...: Xuat cac
nhan ban biéu mau vao mot tap tin (mdi dong dit liéu
s& tao 1én mot biéu mau nam ¢ 1 trang riéng biét, tac 1a
néu ta c6 5 dong dir liéu thi s& ty dong tao ra 5 biéu
mau nam & 5 trang khac nhau), tén mic dinh Ia

Merge to New Document ?

Merge records

() Current record

i) From: To:

Cancel

All: Tron toan bo danh sach.

PreView Results:

B

Finish &
Merge ~
ED Edit Individual Documents...

! E:g, Print Documents..,

D Send Email Messages..,
I

Current record: Tron dong dir liéu hién tai dang xem (¢ budc 5).
From ... To : Tron danh sach tur vi tri X toi vi tri Y (vi du From: 2, To:

Bam OK d¢ xem két qua:

"I

FILE HOME INSERT DESIGM PAGE LA REFEREMN MAILING REVIEW VIEW DEVELOP Foxit PDF OFFICER FORMAT copcon -

| .| |:| ] =] Outline
5 [=] Draft

Read Print Web

Mode Layout Layout

L

7006 005 004 003 02 01

¥ [0 s

Letters1 - Word

| Ruler Q I:E) E] One Page

Gridlines
Zoom 100%
Navigation Pane B Page Width

Views Show Zoom

PAGE3 OF5 181 WORDS

£ EIE Multiple Pages EArrangeAII

o ? B - O X

L-E MNew Window [ ED'_] D

) Switch Macros
[ split Windows ~ <
Window Macros ~
1 g 120304151 847 -

Ta nén luu lai két qua cuing chd véi danh sach va biéu mau (vi dy:
ketquatronthu.docx)
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+ MailMerge v O Search Maill
Marne Dati

ME ThuMoi.docx
M= KetQuaTronThu.docx
[#[5 DanhSach.mdb

“ﬂ MambCarl lamsdls T

M Mt M
w=] [= =]

[e=1 =

Vay cudi ciing ta c6 tong cong 13 3 tap tin nhu hinh trén, tir day ta c6 thé in 4n,
gui email trong tdp tin ketquatronthu.docx.
- Print Documents...: Dung dé in 4n két qua tron thu ra gidy truc tiép trong qua
trinh tron thu

[ Merge to Printer ? | | - All: In toan b danh sach tron thu.
- Current record: In dong dir liéu hién tai

Print records dang xem (& budc 5).
9 Al - From ... To : In danh sach tron tu vi tri X
Claal t&i vi tri Y (vi du From: 2, To: 4 thi tron
) Erom: I danh sach tir dong tha 2 téi dong thi 4).
Lok [ concel | - Send E-Mail Messages.... Gui thong tin

tron thu qua email (tat nhién phai sia lai
danh séach 1a bo sung thém cot email, chirc nang nay ta it sir dung, vi ta thudng
tach ra tap tin dé in an hozc giri email trén website bang tap tin két qua, hoic do
may ta dang st dung chua cu hinh Mail Server dé gui).
Tao mot thw tron sir dung tir danh sach ngoai
Phéan nay sé trinh bay chtic ning tron thu st dung danh sach ngoai (danh
sach co san), danh sach nay cé thé duoc luu trong 1 tap tin Word, Excel, Access ...
Thuong thi khi ta 1am cho mot cong ty nao d6 (cong ty vira va nhd), ta luu danh sach
khach hang vao Excel (hién nay Excel van 13 giai phap tdi wu cho cac cong ty vira va

nho).
Tronthu_ngoai - B “
:(-:l - 1 )« Giao.. ¢ Tronthu_.. v O Search Tronthu_ngoai 2
 Favorites & Mame Date modifi
B Desktop B DanhSachxdsx 28/12/2013
4+ Downloads =] ThuMoi.docx 28/12/2013
=il Recent places

Nhap danh sach vao tap tin Excel nhu sau (dat tén danhsach.xlIsx):
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H - O @t = DanhSach.xlsx - Excel ? EH - O X%
HOM INSER PAGE FORM DATA REVIE VIEW DEVEL Foxit OFFIC TEAM Macr copcon -

D6 | 2 v
A E C D -

1 Tén khach hang Pia chi S6 dién thoai | Khach hang VIP

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

3 Tran Duy Thanh Phudmg 5- Go Vap 977777888

4 |Pham Thi Xuan Diéu Kha van can-Tha Pic 081234567

s D& Cong Thanh Phuong 1 —Quén TanBinh|  973224244|VIP

& |Nguyén Thi Cam Huong |Phuong 3 — Go Vip 903335656 -
Sheet1 ® [ v

) Tap tin thu mérj ta s& bd sung hién thi néu cot “Khach hang VIP” dugc danh
dau 1a VIP thi trong bi€u mau s€ xuat hién dong chir “Moi khach hang té1 phong 017,
con khong c¢ thi ghi “Moi khach hang té1 phong 03”.

9

é = 2 - -

\ | : Leé Tri An Khach Hang VIP
Kinh Giri Anh/Chi:.veeeeerees Pbd Cong Thanh...........ee...e.
Pia chi..eeeeeeee Phueéng 1 — Quén Tan Binh ...
S dién thoA i cooveeeeeeceeeereeeeeeeeanne 073224244 ..o

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

N\t
- Bwoc 1: Vao Mailings/ Start Mail Merge/chon Letters

= G

Start Mail ~ Select
Merge = Recipients -

[(] Letters

&1 E-mail Messages
- Bwdrc 2: Vao Mailings/ Select Recipients/ chon Use Existing List...

!

L7 ]
Select
Recipients = I q

E2 Type a Mew List...
[ Usean Existing List...
2] Choose from Qutlook Contacts...

Trong man hinh Select Data Source: Ta tim t6i dung tap tin danhsach.xIsx roi bAm
Open.
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@ « P |« GiaoTri.. b Tronthu_ngoai v O Search Tronthu_ngoai
Organize Mew folder =~ [l @
&) Music ~  Name Date modified Type
[ Pictures = -
i vid | DanhSach.xlsx 28/12/2013 3:44 PM  Microsoft
ideos L - ;
ThuMoi.docx 28/12/2013 3:39 PM Microsoft
D Homegroup
v <
| MNew Source...
File name: |DanhSach.xst v| |AII Data Sources (*.odc*.mdb;* V|
Tools = | Open | | Cancel

Mame Description  Modified Created Type
12:00:00 AM  12:00:00 AM  TABLE

L4

First row of data contains column headers

Chon Sheet1$ vi ta nhap dit liéu & Sheetl, bam OK dé chon danh sach.

- Buwéc 3: Hiéu chinh danh séch, bAm vao biéu trong Edit Recipients:

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.

Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK,

Data Source |7 Tén khach hang w | Dlia chi w | 53 dién thoai w | Khach hang

| Phong phi — Binh Cha... | 981131140

Danh5ach.xlsx [¥ Tran Duy Thanh Phuing 5- Ga Vap 977777883
Danh5ach.xlsx |7 Pham Thi Xuén Diéu Kha van can-Thi Pc 481234567
Danh5ach.xlsx [¥ BéCéng Thanh Phugng 1-Quan Tan ... 973224244 VIP
Danh5ach.xlsx [¥  Nguyén Thi Cdm Huong  Phuting 3 - Gé Vap 903335656
£
Data Source Refine recipient list

Danh5ach.xdsx " %l Sort...

] Eilter...
[¥5 Find duplicates...
o [70 Find recipient...
Validate addresses...
Edit... Refresh

Hiéu chinh nhing gi can thiét rdi bAm nit OK.
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- Bwéc 4: Chén dir liéu vao biéu mau, twong tu nhu di 1am ¢ phan trudc, ta di
chuyén con tro vian ban vao noi can chén rdi vao Insert Merge Field/ chon dung cot
théng tin can chén.

MAILINGS | REVIEW  V

s o
j ? RL”E-.
g
od

: S Match Fiel
ting Insert Merge

e Field ~
LELr Tén_khach_hang
Bha_chi

54_dién_thoai
Khach_hang_VIP

Ngoai ra dé cheén dit liéu theo ding diéu kién: Néu cot

“Khach hang VIP” dugc danh ddu la VIP thi trong biéu miu s& xuat |7 Rules~ )
hién dong chit “Moi khach hang td1 phong 017, con khong co6 thi Ack...
ghi “Moi khach hang t6i phong 03”. Ta di chuyén con tré t6i noi Fill-in...
can hién thi, roi vao Rules/ chon If ... Then...Else... b
If...Then...Elze...
Man hinh Insert Word Field: IF xuét hién: Merge Record #
- Field name: Chon cot mudn so sanh (& day 1a cot khach Merge Sequence #
héng VlP) Mext Record
- Comparison: Phép so sanh, tiy vao kiéu di liéu trong Field
name ma phep so sanh sé
khac nhau. I[')I'rol[;g bai nay thi mseiordTeete :
ta chon Equal to (50 SANh || rusmeme comparson comparete
béng) [knach hang vie RIS v v
Con co cac phep so sanh khac: | i immensor .
Not equal to (so sanh khong bang), .
Less than (nhd hon), Greater than | gmenwieinsetniste:
(16n hon), Less than or equal (nho ||~ " e :
hon hoic bang), Greater than or -
equal (16n hon hoic bang),.... —

- Compare to: Gia tri so
sanh, ta nhap vao tu VIP.
- Insert this Text: Gia tri xuat hién khi diéu kién dtng.
- Otherwise insert this Text: Gia tri xuét hién khi diéu kién sai.
- Bam OK dé chén diéu kién va quan sat két qua.
- Bwéc 5: Xem trudc két qua (nhu phan trudc).
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9

y = a

\ | : Leé Tri An Khach Hang VIP
Kinh Gi#i Anb/Chi:........... Pham Thi Xuin Diéu ................
Pia bl Kha van cin-Thi Pic..ne.........
S6 FIEN thOAL: weeeeeeeeeeeeeeeeeeeeeene 981234567 coomeeeeeeerereeees

L& tri 4n lac 10h00 ngay 01-09-2013 tai khach san Sheraton Quan 1
Moi khach hang tdi phong 03

\_/
- Buwoc 6: Két thuc qué trinh tron thu (da trinh bay ¢ phan trudce).

Tao nhian va bao thw
4+ Chirc niang tron bao thu:
Chtrc nang nay ciing dwa vao danh sach c6 sin cua phan trude di minh
hoa, cac budc lam nhu sau:
- Bwéc 1: Mo tap tin maéi/ vao tab Mailings/ Start Mail Merge / chon

Envelops...
e A
= @55
Start Mail  Select Edit Higk
Merge = Recipients = Recipient List | Merge
D Letters
2 E-mail Messages
E1 Envelopes..
Ctra s chon bao thu s€ xuat hién nhu bén Envelope Options ?
dudi:

Printing Options

- Preview: Xem trudc dinh dang ||| Envelope size:

bao thu- khl dUOC in ra. Size 10 41/23x91/2in) W
- Envelope Size: Luya chon kich || Defivenaddres
thudc cua bao thu. Eont... From left: |Auto =
- Delivery Addres: Hié¢u chinh font From top: |Auto .
chir in trén dia chi ngudi nhan. Return address
- Return Address: Hiéu chinh font Fant... From left: |Auto :
chit in trén dia chi nguoi gui. Fromtop: |Auto :
- Bam Ok dé¢ luu hiéu chinh. Preview

Hinh 1.85 — Ctra s6 chon bi thu

- Buwéc 2: Chon danh sach dé tron
bao thu (danh sach khach hang ta muon
gui thu téi), ¢ vi du trude ta luu trong tap oK
tin Excel(danhsach.xlsx): [_ox |

Cancel
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A B C D
o Tén khach hang Pia chi S6 dién thoai Khich hang VIP
2 Nouyén Vin Hiing Phong phu — Binh Chanh 0981131140 VIP
3 Tran Duy Thanh Phuong 5- Go Vap 0977777888
4 Pharn Thi Xuan Diéu Kha van cin-Tha Dic 0981234567
5 D6 Céng Thanh Phuong 1 —Quin TanBinh  [0973224244 VIP
6 Nguyén Cam Huong Phuong 3 — Go Vap 0903335656

Vao tab Mailings/chon Select Recipients/chon Use Existing List... roi tro toi
ding tap tin ma ta luu trir danh sach muon guri thu toi.

@ * T ) « Giao.. » Tronthu_.. v 0 Search Tronthu_ngoai 2
2 Marme B Date modifi
K Computer -
= ) pm' O | B DanhSach.xlsx 28/12/2013
& ocal Lhsl : - -
=y = @E ThuMoi.docx 28/12/2013
ca cop (D
—a con (B
—a data (F)
<2 CD Drive ()) v < 3
2 itemns q=| =

Chon dang Sheet luu trit danh sach khach hang:

Mame Description  Modified Created Type
sheet13 1200000 AN 12200000 AN TABLE

L4

Ok | | Cancel |

First row of data contains column headers

Vi ¢ day ta luu ¢ Sheet 1 nén ta chon Sheet1$ roi nhan nut Ok.
Budre 3: Hiéu chinh danh sach (néu c6 nhu cau), chon nat Edit Recipient List.
Buéic 4: Chén dir lidu vao bao thu. Bude nay gidng nhu phan tron thu da huéng
dan, & day ta thiét ké va chén dir liéu sao cho phu hop, vi du:
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Truong Pai Hoc Cong Nghé Pong Nai

«Téen_khach_hang»
«Dia_chi»
«S6_dién_thoaiy|

- Buéc 5: Xem trude két qua (bam chon Preview Results nhu d3 huéng dan &
phan trudc).

- Budc 6: Két thiic qua trinh tron bao thu (bam chon Finish & Merge nhu da
hudng dan & phan trudce).

Trwbmg Dai Hoc Cing Nghé Ding Nai

Trwbng Dai Hoc Céng Nghé Ding Nai

Mguyén Vin Hing
Phong phii - Binh Chénh
0981131140

Trin Duy Thanh
Phwrimg 5- Go Vap
0977777688

Trwbmg Dai Hoc Cing Nghé Ding Nai Trwbng Dai Hoc Céng Nghé Ding Nai

Pham Thij Xudn Diéu

[ D6 Cong Thinh
Kha van cin-Thu Birc Phwréng 1 - Quédn Tén Binh
0951234567 0973224244

Trwong Pai Hoc Cing Nehé Bing Nai

Nguyén Cm Hwong
Phwimg 3 - Go Vip
0903335656

Hinh 1.16 — Két qud sau khi trén bao thu
4+ Chirc nang tron nhan:
Tuong tu ta cling c6 cac bude dudi day:
- Buéc 1: Trong tab Mailings vao Start Mail Merge/ chon Labels...

° Printer Information: | el opsons 2 [ |
Lua chon loai khay in, mac dinh [ e rfmsten
& Default tray (di nhién nd phu || © conneusfeedoters

thugc vao may tinh ta dang sir || ©7ecPmee  Tor Mendfed ]
dun ) Label information
: g) Label yendors: | A-ONE

e Label information: Lua chon |
N Z e R A - Find updates on Office.com
nha cung cap giay, ¢ day ta s€ Chon || sodactngmber:

Label information

loai va kich c& giay phu hop véi "l e A kb
nhdn ma ta s& in (nén chon A-ONE). || ioc ane | widh:  2r
A-ONE 28814 Page size: 8,27 = 11.69"
A-ONE 23843 S
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e Product number: Ggi ¥ chon A-ONE 28787 dung cho loai 30 nhan, tuy vao
hhu cau ma ta chon céc product number khéc nhau. D€ xem chi tiet cho tung loai ta
bam vao nat Details

A4 size / 30 labels A-DNE 28787 information [ 2 el

Preview

Side margins
Top margin i r— Horizontal pitch —'1

T ‘ ‘ Mumber down
Vertical pitd1 ’» Width Heifht [; k
I 1

Mumber across————*

Label name: A-ONE 28787
Top margin: 0.85" 2 Label height: 1" z
Side margin: 0.75" 2 Label width: 2.1" £
Vertical pitch: 1" 2 Mumber across: 3 -
Harizontal pitch: 2,257 - Number down: 10 -
Page size: A4 (21x 29.7 am) Izl
L Page width: 8.27 : Page Height: 11.69 :
[ Ok l ’ Cancel l

Hinh 1.17 — Théng tin chi tiét cho tirng logi version
- Bwéc 2: Chon danh sach dé tron (nhu hudng dan ¢ cac phan trén).
- Buwéc 3: Hiéu chinh danh sach (néu c6 nhu cau), chon nit Edit Recipient List.
- Buwéc 4: Cheén dir liéu vao van ban.
- Buédc 5: Xem trudc két qua (nhu huéng dan & cac phan trén).
- Buwéc 6: Két thic qua trinh tron (nhu huéng dan ¢ cac phan trén).

2.3. Thiét 1ap trang , In 4n , Két xuat
2.3.1. Bdo mat
Muc tiéu: Bao vé do an toan cho van ban bcing mdt khdu
Tao Password cho van ban:
+ Tai thé File, chon Info, chon Protect Docunment, chon Encrypt with
Password
+ Tai hop Encrypt Documnent g6 vao Password, sau d6 chon OK
+ Tai hop Confirm Password, G lai Password va nhan chon OK

Encrypt Document ‘ lﬂ' e e

Encrypt the contents of this file

Password:

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

[ Ok ][ Cancel ]

Hinh 1.18: Hop thoagi tao Password

2.321Indn
Muc tiéu:
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- Dinh dang van ban truoc khi in
- In van ban soan thdo ra giay.
2.1 Pinh dang trang in

Moi khi tao file moi, trong ctra s6 van ban da c6 san moét trang giay trang dé bat dau

soan van ban (thuong 1a gidy letter hoic gidy A4)

- Tab Page Layout, nhom Page Setup, chon miii tén du6i goc phai dé mé hop thoai

Page Setup

Insert Page Layout References
2 Orientation ~ %= Breaks ~

]3 Size v

£Z Columns ~

#3) Line Numbers ~

b~ Hyphenation

Page Setup D
Hinh 1.19: Chon nhom Page Setup

Page Setup
Paper size:
‘Letter b ‘
Height: 11" -

Hinh 1.20: Hép thoai chon loai gidy in(Paper)

Chon loai gidy — Tab Paper

- Paper Size : chon loai gidy, Nhap thudc twong tng s& hién ra trong width va height,
néu chon Custom phai cho s6 do Nhap thudc giay trong width va height

2.2. Pit 18 cho trang in

Page Setup

Lawouk

ZIB<]

Margins
Top: Eottonn:

LeFE: Right:

Gukker: Gutber position: LefE

Crientakion

A =

Porkraik

Landscape

Pages

Mulkiple pages: | Mormal o

Prewieuws

Spply bo: | ‘whole docurmenk B

——

Cancel

J

Hinh 1.21:Ddt Ié trang gidy

- Top : L& bén trén
cua trang in

- Bottom : Lé bén
dudi cia trang in

- Left : Lé trai cua

trang in
- Right : L& phai cua
trang in
- Gutter : Khoang
cach dung dé dong
gay sach

- From edge: Khoang
cach tor mép cua to
gidy dén header hoic
footer
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- Orientation : chon hudng in
o Portrait : Gidy doc
o Landscape : Glay ngang
- Mirror margins : Bat 1& d6i xtrmg nhau. Néu 1énh nay c6 dung, glay s€ dugc phan
biét 14 c6 trang 1é va trang chan (Odd and Even), thuong ap dung dé in sach.
2.4. Review tai liéu
-Thé File, chon Print

= oo Insert Page Layout References

= Ssave
o 3 Print
L save As =)
L= ~
e = Copies: 1 =
. Print
4 <lose
Info Printer
Recent & HP 2500C Series
Reacd
New
Share + Print All Pages
it = the entire document
Pages: :
3 Options
- Y1 Print One Sided
E3 Exit ! Only print on one side of the .
Collated
EHE] o T =
Portrait Crientation -~
Letter
Normal Margins
S Left: 1 Right

1 Page Per Sheet -
sge Setup

Hinh 1.21 : In tai liéu

- Copies: chon s6 ban in
- Printer : chon tén may in twong tmg di duoc cai dit trong Windows. Néu may in
dang str dung khong co6 tén trong danh sach nay (nghia la chua dugc khai bao) thi phai
thuc hién cac budc sau:

o Nhap Start, chon Settings va nhap Printers.

o Nhip dup vao biéu tuong Add Printer.

o Thuc hién cac budc cai dat may in ctia chirc nang Add Printer

‘Wizard

- Pages : in s6 trang chon lua bang cach g céc s6 trang vao, dung dau «,” dé
phan cach cac trang roi, dau gach ndi “-“ dé in céc trang lién tiép
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BAI TAP THUC HANH WORD 1

KIEN THU'C
Cau 1: Trinh bay cac budc va cach thuc hién tron van ban?
Cau 2: Gia st ¢6 vian ban thuctap.doc. Hiy thuc hién cac yéu cau sau:
Xem van ban trude khi in

Cau 3: Trinh bay cac chirc nang hop thoai Page Setup?

In c4c trang chin

In céc trang 1¢

In tat ca cac trang

In 3 ban thuctap.doc

Page Setup

Lawouk

Margins
Top:
LefL:
Gukker:

Crienkakion

A

| II

Pages

Mulkiple pages:

Preswism

Porkrait Landscape

Botkbom:

Right:

Guktker position:

|N|:|rma|

Apply Eo: | whole docurment B

LefE

Set As Defaulb

X

[

kD

J

Cancel

]

KY NANG:
YEU CAU :
Dung chirc ning tron van ban deé in giay quyeét dinh lwong
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BO GIAO DUC VA PAO TAO CONG HOA XA HQI CHU NGHIA VIET NAM
TRUONG CAO PANG NGHE DA NANG Doc 1ap - Tw do - Hanh phic
S6:1234/TCCB-QPNL s --
Pa Nang, ngay 31 thang 12 nam 2011

QUYET PINH CUA HIEU TRUONG
V/v nang bac lvong cho nhan vién

HIEU TRUONG
- Can ctr Nghi dinh s6 25/CP ngay 23/05/1993 cuia Chinh phi ban hanh tam thoi ché d6
tién lwong cia Cong chure, vién chirc hanh chinh, sy nghiép;
- Can Thong tu s6 04/1999/TT-TCCP ngay 20/03/1999 ctia Ban T6 chtrc Can b Chinh
phu, hudng dan thyc hién Nghi dinh $6 95/1998/ND-CP ctia Chinh phu vé tuyén dung,
st dung va quan ly cong chirc;
- Theo dé nghi ciia Ong/Ba Trudéng phong TCHC.

QUYET PINH
Pidu 1: Nang bac luong cho Ong (Ba):
Pon vi :
Ngach : Ma s6:
Tur hé s6 :
Lén hé sb: ké tir ngay

Pic¢u 2: Ong (Ba) c6 tén & diéu 1 chiu trach nhiém thi hanh quyét dinh nay.

HIEU TRUONG

Noi nhan:
- Nhu diéu 2.
- Luu VT, TCHC

1) Soan danh sach nhén vién dugc nang lurong va luu vao file ¢6 tén
“DanhSachNangLuong.doc”

TT Ho tén Tén ngach Ma Tu; TET Iien; Tén don vi
ngach | h¢s6 | ngay | héso
1 |Lé Van Thanh | Chuyénvién | 1003 | 2.67 | 1/10/11 | 3.0 Ph%?]?nr;]a”h
2 | Ngo Van Hién Chuye,n vien | 000 30 11/10/1 333 Phong hanh
chinh 1 chinh
3 N%uyen Van ChuyenAVIen 1001 | 5.08 | 15/55/11 | 5.42 Phong' thict
Liém cao cap bi
4 | Pham Minh Kysr | 6033 | 333 | MWL | 535 | Phongky
1 thuat
5 | L& Lan Chuyenvien | 1002 | 5 5g | 1574711 | 542 | PhOnEquan
chinh tri
6 | Nguydn Huong | Chuyén vién | 1003 | 3.66 | 5/9/11 | 3.99 ngﬁa'
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1. Soan mau nhu sau luu véi tén QPNangLuong.doc va thyc hién tron QD nang
lurong tu dong cho cac nhan vién

2. Tao PassWord 123456 cho file QPNangLuong.doc cho file
4. In file QbNangLuong.doc
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Bai 2: HE TRINH DIEN PIEN TU MICROSOFT POWERPOINT
M3 bai: MP07-02

Muc tiéu cta bai:

— Hiéu duogc cac cach nhap van ban, can chinh dinh dang, tao céac hiéu tng, tao cac
lién két cho cac slide;

— Tao duge cac chuong trinh trinh chiéu séng dong, dién dat ¥ twong mot cach hiéu
qua;

— Co¢ tinh sang tao, ti mi, can than trong cong viéc.

2. N¢i dung:

2.1. Cach tao mdt trinh dién

khoi dong va két thuc 1am viée vai Office PowerPoint

** Khéi dong va thoat:

*. Khéi dong:
C6 nhiéu cach dé khoi dong chuong trinh Powerpoint 2013, tuy vao muc dich
st dung va s¢ thich ban c6 thé sir dung mot trong cach cach sau:
Céch 1: Nhap dup vao biéu trong Microsoft Powerpoint ngoai Desktop.
Cach 2: Vao Start / Program files / Microsoft Office / Powerpoint 2013. Cach
3: Vao hop thoai Run (bdm phim Windows + R), nhap “powerpnt” (khong c6
du ngoic kép). Bim Enter.
Cach 4: Dbi voi Windows 8 va man hinh Metro, gb “Powerpoint 2013” dé tim
kiém.

Hau Dinh -

New

Search online templates and themes yol

Suggested searches:  Business Calendars  Charts and Diagrams  Education Medical Nature Photo Albums

Take a G;
tour

Blank Presentation Welcome to PowerPoint Dark

\VZ

NYZ \Vt*\w N\YZ \Vl N\YZ \w
ZAYZATZAN \ I Q I*
;1\1\1\ 7\
\I\I\I\l\
\* * *1 NVZNVZAN I
IA\ ZANYZANVZANVZANYZANYZANY S
INTEGRAL

Account Organic
= &

Options

Organic Integral

Retrospect

Facet Slice Retrospect



34

*. Thoat:

- Chon menu File, Exit

- Nhap chu6t vao phim L=l trén goc cao bén phai cua cira s6 lam viéc

- Nhap chudt vao biéu tuong ciia MS P.Point trén gbc cao bén trai d¢ mo hop diéu
khién (Control Box), chon menu Close.

1.2. Man hinh chwong trinh Office PowerPoint
i; H ©- O @ = Presentation3 - Microsoft PowerPoint Preview RIBON MENU 2 = - -o x

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW¢ VIEW Hau Dinh ~

HES Em i e (8 la
Pasts Mf sn::v '6' B I U SQTAVTHANH CO§§£CU _)hapes A"avnge c‘:k::k _m Ediiing
i ’ ’ MAN HINH LAM VIEC CUA 1 SLIDE |

5 Click to add title ¢
‘ ] » Click to add text

()

DANH
SACH
SLIDE

“« w4

Click to add notes

SUDE20OF2 [ ENGLISH (UNITED STATES) = NOTES W COMMENTS E

Hinh : Man hinh giao di¢n

Giao dién:
Truéc khi bit dau tao ban trinh dién (presentation), chiing ta 1am quen véi giao
dién caa Powerpoint va khung tac vu.
1.1.1 Tao mét tdp tin trinh dién mdi:
Ban bim vao Tab INSERT / chon New Slide (hodc bam Ctrl + M)
BHS OB
FILE HOME INSERT DESIGN TRANSITIONS

Sl E dbd ai B DT

New  Table Pictures Online Screenshot Photo  Shapes Smar
Slide ~ ® Pictures > Album ~ »

41

Sliqersr Tabrlres _I}m»agres Ilustrz

New Slide (Ctrl+M)

Add a slide to your presentation.
0 Tell me more
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2.1.2. Cdc cdch hién thi mét Slide
Khi vira khoi tao, mét trinh dién chi mot hodc vai slide, sau d6 co thé thém vao,
chinh stra, x6a bé slide mot cach tuy thich.
Thém slide va trinh dién dang mé( dang thiét ké):
*Cach 1: M& Menu ngir canh tai mdt slide nao doé trén khung slide.
Kich chon Iénh New slide
Khi d6 c6 mét slide moi1 duge chén vao ngay sau slide ma ta mé menu ngtr canh(
slide hién tai). Slide méi thém vao c6 layout gidng nhu Layout ctia slide hién tai.
*Céach 2: Trén Tab Home, trong Group slides, Kich vao biéu twong danh sach New
slide d¢ m& hop danh sach cac Layout theo chu dé.
Kich chon mdt mau Layout ma ta muén.
Khi d6 c6 mdt Slide méi voi Layout nhu da chon va Slide nay cling tr¢ thanh
Slide hién tai, sin sang cho viéc thiét ké cua ta.
2.1.3. thay d6i Layout(dan trang) ciia cac slide.
Ta c6 thé thay d6i layout cua 1 slide ma ta da thiét ké(da nhap noi dung vao).
+Kich chon céc slide can thay doi
+Trén Tab Home trong group Slides : Kich vao biéu tugng layout d¢ md hop danh
sach nay.
+Kich vao mau layout ma ta mudn chon.
Mau layout vira kich chon s€ tdc dong dén tt ca cac slide da chon.Viéc thay doi layuot
cta 1 slide khong lam mat dit liéu .
wbé danh diu chon nhiéu slide khac nhau ta 4n phim Ctrl va 1an luot kich vao céc
slide ma ta mudn danh dau chon.
Ciing cho thay ta c6 thé kich vao biéu twong Delete dé x6a slide da chon.
2.2. Thiét ké Slide
2.2.1. Nhdp van bdn vao slide
Pé chén vin ban vao Slide ban phai sir dung t6i text box. Qua tab INSERT /
Chon Text Box. Sau d6 nhap ndi dung va tuy chinh font chit (trong bai viét nay
minh s& khong gidi thidu cach tuy chinh font nhu nhu ¢am, nghiéng, mau séc...)

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

AE L EOR S B 4aBE

[ m] E‘* &+ [:L‘ L =] II Ly E= ¥1 L ‘ﬁ,

ictures Online Screenshot Photo  Shapes SmartArt Chart  Hyj C Comment Th Header WordArt Date &  Slide

Pictures v Album ~ v Box &Footer -~ Time Numb
Images Illustrations Links Comments Text

Draw a Text Box

Draw a text box anywhere.

This is a great way to get the exact
St Gtk e
2.2.2.Cach dinh dang Fonts chir

Font mac dinh trong Powerpoint 2013 la Calibri

Dé chuyén font chit, ban chon vin ban. Néu ban chon toan bo hop vin ban hay vin
ban trong khdi, thi nhirng thay doi nay s& ap dung cho toan bd khu vuc chon. Néu ban
chon mét doan van ban riéng biét, thi thay dobi nay chi ap dung cho phén ban chon do6.
Trong nhom Font, dudi Home, ban chon vao hinh tam giac huéng xuéng dé hién thi
danh séch céac font.
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Home Ribbon Font Face drop down Font Group

(@ v Title Slide2.pptx -fMicrosoft PowerPoint m =)
Home Insert Design Transit Animations 1de Show Review View Format (] o
_] 5~ Calibri (Body) ~136 -~ = |Ip-~ L{j ) | g #
P ] e e ﬁ' ! '3. S A / Edl n
h. k ith
“.’“ J s.fgi’. J-- Ak Ax D EHEam B " "’.""’ 5?,:‘;‘,- @ |~
Clipboard & Stides Font » Paragraph . Drawing
H9-™ =
Stides | Outline | x| -
X ‘
- Chck to gdd tltle
1 . Sample Text to be cut/ copled and pasted 1 t
2 |
e » Sample Text in error
~Byrad | :
'* Organized |
- -
3 } ‘
108 | |
1 |
| "
I N
| |
a O o s o e e e e e e e e e e () =
2
3
m Click to add notes e
Stide2 of 6 | “Office Theme® | 5 English (US) | [Elanz a% o 0 ON

2.2.3. Diéu chinh khodng cdch dong, cich doan
Budce 1: Chon mot ndi dung van ban ma ban mudn thiét 1ap khoang cach dong. Ban
c6 thé chon toan by doan van hoac ngay vi tri ctia con tré.

Budce 2: Truy cap vao nhom Paragraph & dudi Home tab.

Home Ribbon Paragraph Group
Y Title Slide2.pptx - Microsoft PowerPoint L el E et
Home Insert Design Transitions Animations Vk Show Review View Format a e

= - CabriBody) v 36 - \':-f'?i—- o= it~ E') ?_IEJJ |j 2

B B Z U § abe N iFEifK EE- [T 5 : Z-Edn
Paste New £t PR Shapes Arrange Quick ng
- F sieer 5 AA AA Y EEEE OB . + Styes- =4 |~

Clipboard 1% Shdes Font A Paragraph . Drawing

2.2.4. Diéu chinh Ié vin bin

Buwdc 1: Chon mot ndi dung van ban ma ban mudn lam thut. Khong giéng voi hau hét
cac thiét 1ap khac, chirc ning nay lam viéc voi mot doan vin, vi vay, bat ké ban chon
doan vin ban 1 bao nhiéu thi n6 ciing s& ap dung cho ca doan van. Tuy nhién néu hop
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van ban ma c6 nhi€u doan, ban c6 thé c6 cac vet 10m khac nhau cho cac doan van
khac nhau.

Budc 2: Vao nhom Paragraph ¢ dudi Home tab.

Home Ribbon Paragraph Group

v Title Slide2.pptx - Microsoft PowerPoint q [ESNEEE )

Home Insert Design Transitions Animations ¢ Show Review View Format A 0

__J G- calbriBody) + 36 = It~ EP = [1:‘ / :a ey

¢ B 7 U § abe AY- v _}_I- Eait
Paste New < PR Shapes Arrange Quick l"O
- F sider I° AtA AN Y E§ EE P - . St)'lﬂ'-"

Clipboard 1% Shdes Font A Pavaqrapn . Drawing

Budc 3: Chon mdt tuy chon do thut. Ban chu y réng theo mac dinh thi doan van dugc
thiét 1ap ¢ do thut vao la thap nhat, vi thé ban khong thé gidm n6 dugc nita. Ban phai
tang nd 1én néu day la lan dau tién ban stir dung tinh nang nay.

Increase Indent option enabled

f ?] Title Slide2.pptx - Microsoft PowjerPoint m =@
Home Insert Design  Transitions Animatiofs Slide Show  Review  View Format ) e
BN % ;—l - CalibriBody) v 32 - T 'F 35 Ik~ ’-TJ) Eh ]} 25
e et -BE PR E LR T I T ~al 2
Paste New T =] Shapes Arrange Quick ng
v F | sider ST AvA (AN S (EEIE B St Sctzyles'-" -
Clipboard s Shides Font A Paragtaph . Drawing
d9-¢ 5
Sides | Outline | x B
- \ Cllck to gdd tltle
| By e =3
, lSample text for paragraph mdentatlon :
R ‘ ;demonstratlon Sample text for paragraph :
- = :lndentatlon demonstration. Sample text for { =
lparagraph indentation demonstration. Sample | s
|
r‘ltext for paragraph indentation demonstration. o =
3 : g
o8 :Sample text for paragraph indentation !
|demonstration. {
| |
| 1
— , !
- - G m e e m ey o) '
St 2
- Click to add notes 5
S St 54 b
Slided of &6 | “Office Theme™ | (3  English (Canada) | [Elsme ax (00— () B3 .

2.2.5. Chén ky higu, sé dau dong
Budc 1: Ban chon Iénh Slide Number trong nhém Text & Insert trén Robbon
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Slide Number

Insert Ribbon Text Group
command

e

®

lHomc Insert ]‘ Design Transitions Animgtions Slide Show Review View a 0

E @Gﬁpm P Shapes ~ 90 L;) F\;—_] L% A g ﬂ d

&+ Screenshot = B Smartart :
= Myperhink Action MdText  Header WordArt sl Symbols Media

Table  Picture
e B ehoto Album ~ | gli Chant % .BiFooter. v
Tables Images | Thustrations | Links | Text | |
H9-0 =
ER [ sos e
2 Insert the slide number,
g Slide #3 The slide number refiects the
= position of the slide within the
v ol presentation.
* CompareText 1 * Compare Text 2
Ll
Rt
=
Mt
- 2
it - T
Click to add notes 2
v -
- Vi g ] o £ - +) g

2.2.6. Doi kieu chir
Buwdc 1: Chon van ban ma ban muon chuyén kiéu

Budre 2: Vao nhom Font trong Home tab

Budc 3: Tur danh sach cia Change Case, chon mdt kiéu ma ban mudn st dung cho
ban.
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Change Case command

® Presumtlo f - MicrosoftPowerPomt

File

'E& E] : -2 -'—'lwlln' (@) |[a

= - U 8 ety iEgE|m-
€ ew
- F | slider F7 A A AN Y [E=== -

Clipboard & Slides Sentence case. Paragraph [

Drawlngf Ecﬁungl

lowercase
UPPERCASE
Capitalize Each Word
tOGGLE cASE

Sample Text

:
s

Click to add notes

2.3. Cong cu vé Draw - Cach tao chir ngh¢ thuat

2.3.1. Str dung cdc biéu twong trén thanh céng cu Drawing
Dé chén hinh v& (hinh vuén, tron, tam giac, sao,...): Ciing tai Tab INSERT / ban
chon Shapes / lyra chon hinh v& muén chén vao.
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INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIE
9] D D B =
e ai 2 KB Ml G [
ctures Online Screenshot Photo Shws SmartArt Chart Hyperlink Action Commen
Pictures v Album - v
Images Recently Used Shapes omment:

BEXNOOOALLDYG

i T o VO O i ¢

Lines

NN NLLLRIRAGL %
Rectangles

DDDQ | I I 0

2.3.2. Tao chir ngh¢ thugt
2.3.3. Quan ly cdc doi twgng
2.4. Quan ly, tao nén cho Slide

bé thay dbi mau nén hodc hinh nén cho Slide, ban
bam chudt phai vao Slide muén thay doi / chon
format Background / luc nay bén trai ctra s6 lam

viéc s€ xuat hién

cong cu “Format
Background”
Trong cira  sd
“Format

Background” sé co
4 tuy chon: - Solid
fill : tuy chon nay
cho phép ban t6
man nén bing 1
mau  duy  nhét.
Gradident fill : tuy
chon nay cho phép
to
nén

& v

i%rmat Background S
A N =
C I,
4 FILL
Color _{_2
oAl Automatic
- : Transparenq =
= Geachient Hl Theme Colors

Picture or texture fill E EEm EEE
Pattern fill
Hide background graphics I I I I

Preset gradients D v “ I I I I I

- ' Standard Colors
Type Linear - m o » EEWm
P S

2 S wey More Colors...

Direction v

- ‘ - /F Eyedropper

Angle 90* =

Gradient stops b

' an
[j[—l ,I ,E]j ?j k] may Grﬂ}ent stops
M~ [ [
Color S ||:J IJJ:Ij '@ ﬁJ .
Position 0% =
‘ = Color

Transparency | _ Q% =
Brightness —1 | 95% = Position

chuyén sic. Picture or texture fill

0% 3

: tuy chon nay

cho phép ban doi hinh nén bang hinh cua ban hodc
mau Texture c6 san. Dé chon hinh nén thi ban bAm
vao nat “File” rdi dan t6i thu muc chta hinh anh
ban. Pattern fill: tuy chon nay cho phép ban to
mau nén v&i cdc mau Pattern (soc, luédi, theo mau
Néu ban danh ddu vao muc “Hide background
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graphics” thi hinh anh ¢ cac template s€ khong con nira. b6. Cach thay
déi Template (giao dién miu) cia Slide:

Trén thanh Ribon / ban chon Tab DESIGN / ltc nay trén thanh cong cu
RIBON s& xuat hién nhitg Template (giao dién mau) ban bam vao dé

thay déi. |
DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
PR XL B EE
K6 IS I R
5 FELEE
'@‘ batatatels Aa - ,
. - =1 mm .

Luwu y: Néu ban bam truc tiép vao Template thi tat ca cac Slide sé& thay
doi

theo, dé thay ddi Template cho mot Slide nhét dinh thi ban bam chuot phai vao
Template chon mdt trong cac chirc nang sau:

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VI
PEE PSS CE
g Apply to All Slides -
Apply to Selected Slides
Th

Set as Default Theme

Add Gallery to Quick Access Toolbar

+ Apply to All slides : thay d6i cho toan bo Slide
+ Apply to Selected Slides : thay doi cho Slide dang chon.

+ Set as default Theme : dit mic dinh cho 1an sau.

2.4.1. Quan ly cac Slide

2.4.2. Pinh nghia lai kiéu Slide
2.5. Chén cac di twong vao Slide
2.5.1. Chén hinh énh

a. Ban qua Tab INSERT / bim vao Picture va din téi thu muyc chira hinh anh cia
ban.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS ‘

= B DEE; a, B Bl

New  Table Pict Online Screenshot Photo  Shapes SmartArt Chart
Slide ~ v Pictures > Album ~ >

Slides Tables Images

- pe []
Illustrations

Pictures
1

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

Ngoai ra trong Powerpoint 2013, cho phép ban chén ca mot album hinh vao
trong trinh chiéu bang cadch bam vao nut “Photo Album”.
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2.5.2. Chen am thanh o
Tai Tab INSERT / ban bam vao nut Audio / chon “Audio on My PC...” / r6i dan téi
thu muc chura tap tin Audio

AR ) B
18 T O Oe
le Object Equation Symbol Video Audio
ber % v >
Symbols Me 4% Online Audio... A

L) L\\@udio on My PC... L]

Audio on My PC

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

vl

Ban chi c6 thé chén céac dinh dang nhu : mp3, wav, wma, au, aiff, midi, mp4, ADTS.

2.5.3.Chén, thiét lgp biéu do

Tai Tab INSERT/ Ban vao nhom lllustrations /Nhan vao tiy chon Chart dé mé hop
thoai Insert Chart . Trong danh sach cac biéu dd, ban chon mot loai phu hop véi muc
dich thé hién cua ban.

[ Insert Chart m
;j Templates ” ’CWE - - e ;
e =8 | B2 ] || 08| 98 .
& Pie = all s | 1 il T ol |
£ - i) a8 |08 | 9] |l ol A4
RA  Area e T —5 -

T || ] 8] ] b
@) Surface Le
Tl =
92 Bubble l 1
¥ Radar s — - - — e —

A Va VP h=l AR an o 2
[ﬁanage'l’ bes...] [Setasoefaultdwt] —-— [ Cancel ]
Chart Category Chart Types

Sau khi chon xong ban nhan OK hodc nhan dap chudt vao loai biéu dd d6 dé chén nod
vao slide.

2.5.4.Chén doi twong tiv chwong trinh khdc

2.5.5. Chén sé trang, tiéu dé diu cudi trang
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Dé cheén tiéu dé dau trang hodc cudi trang ban qua Tab INSERT / chon Header
and Footer

SLIDE SHOW REVIEW VIEW

D ENEA4 BE O T

erlink Action Comment  Text Header WordArt Date & Slide Object Equatior
Box & Footer v Time Number v

Links Comments Text Sym
Header & Footer

The content of the header and
footer repeats at the top and
bottom of each printed page.

This is useful for showcasing info,
such file name, date and time.,

TIN HOC SOC| @ Telimemore

Trong hop thoai Header and Footer dé chén ngay thang ban danh dau vao “Date

anf time”, d€ chen ndi dung cuoi Slide ban danh dau vao “Footer” va nhap noi

dung. Dé chen ndi dung trén dau Slide ban qua Tab “Notes and )
Header and Footer ?

Slide | Notes and Handouts [k

Include on slide Preview

[] Date and time

® Update automatically i g

11/4/2012 ; .

Language Calendar type:

English (United States) Western
Fixed
11/4/2012

[] slide number

[] Footer

[] Don't show on title slide

Handouts” danh dau vao “Header” va nhap noi dung.

Sau khi thiét 1ap xong néu ban bém vao nut “Apply” thi cac thiét lap nay s€ ap
dung cho Slide hién tai. Néu ban bam vao “Apply to All” thi cac thiét lap nay s&
ap dung cho toan bd Slide trong trinh chiéu.

2.6. Céc hiéu &rng chuyén dong ciia mot Slide

2.6.1. Ché d¢ chuyén cinh
Mic dinh sau khi hét mot Slide, thi trinh chiéu s& chuyén sang Slide ké tiép
va hiéu ing chuyén tiép thi khong c6 gi dé noi. Dé thay doi hidu tmg chuyén tiép nay
cho bat mét hon, ban lam cac thao tac sau.
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Trén thanh cong cu Ribon / bqn chon Ta}b TRANSITIONS / tai day ban s&
thoai mai chon hi¢u ing chuyén Slide rat dep mat. Khi ban dang chon Slide nao thi
hiéu trng s€ ap dung cho Slide do6.

©r & 1_? x Gido an powerpoint 2013 - Microsoft PowerPoint Preview
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

g =T “ m

Subtle ‘(.
s— — 2o p—— =
A 1 Ef
O B BB & @3 & 8B W © -
i None Cut Fade Push Wipe Split Reveal Random Bars Shape %
4 4 B8
efau ‘ R
—  Uncover Cover Flash
Exciting
= B OB M O B O K
" "-'.'-!.": ES ll")-l !
Page Curl Dissolve Checkerboa... Blinds Clock Ripple Honeycomb Glitter Vortex
J— —— QL — W S N T
« il ¥ B £ 0 O 0 = X
Shred Switch Flip Gallery Cube Doors Box Comb Zoom
(2]
Random

Dynamic Content

Hiéu trng chuyép Slide i
Dé chinh thot gian cho hiéu tng chuyén Slide, trén thanh Ribon trong
muc “Duration” 1a thoi gian hiéu ing s€ chay méac dinh 1a 1 giay 50.

Hau Dinh
E 3 q) . v i
‘ O ’ 12| |("f')| [k % Sound: |[No Sound] N Advance Slide
- = © Duration: 01.50 . | ¥/ On Mouse Click
= ec 5
Shape = Ontors: = Apply To All After: |00:00.00

Timing

Néu ban mudn c6 4m thanh kém theo lic chuyén Slide thi trong muc
“Sound” ban chon 1 hiéu tng 4m thanh.

Mic dinh thi khi hét 1 Slide mudn qua Slide khac thi ban phai click chudt
hodc bam ban phim. Tuy nhién trong mdt vai truong hgp ban mudn hét mot Slide thi
trinh chiéu s& tr dong chuyén qua Slide tiép theo trong khoang thoi gian nhit dinh thi
ban bé diu chon vao muc “On Mouse click”, danh dau vao “After” va nhap khoang
thoi gian trinh chiéu tu dong chuyén Slide (gid / phat / gidy). Mudn ap dung cho toan
bo Slide thi ban bAm vao nut “Apply To All”.

2.6.2. Ché dé chuyén dong ciia mot doi twong trong mét Slide bit ky
Dé tao hiéu ung cho chir, trong Slide dang thiét ké ban chon chir mudn tao
hi€u tng. Trén thanh Ribon ban chon Tab ANIMATIONS / lic nay phia duéi
s€ hién ra danh sach céac hi¢u ung.
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ﬂg H ©- 0 .@ @~ = Gido &n powerpoint 2013 - Microsoft PowerPoint Preview DRAWING TOOLS
FILE HOME %NSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
> n 5
, A » . * 'l* @4 Animation
p*? * .* k ﬁ W 1k ) . ¥ e ¥l Trigger -
review None Appear Fade Fly In Float In Split Wipe = ect —
v Options ~  Animation ~ # Animation
Preview Animation Advanced Animatior

4 Default Section

4 Untitled Section

-}
k V4 r
3 - v Giao an powerpoint 2013

Sau do chi viéc bam chon hi€u tng, muon hién thi nhi€u hiéu tng hon nira
ban bam vao phim miii tén mau den.

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

X w W w X ﬁ x

Fade Fly In Float In Split Wipe || FEffect
Options
Animation .
’ More

Tuy chinh cho hi¢u @ng:

REVIEW VIEW Hau [
t = == 'l* 4 Animation Pane P Start: |On Click ~ | Reorder Animation
’ 8 & Trigger ~ ® Duration: (0200 .| 4 Move Earlier
Darken |=| Effect Add o _ —
i Options~ Animation ~ #% Animation Painter @ Delay: 0000 _| ¥ Move later
I Advanced Animation Timing

Start : hiéu ing xuét hién tu dong hodc bam chuot.
Duration : thoi gian hiéu (mg xuat hién (gidy)
Delay: thoi gian 1ap lai hi¢u tng

Néu ban mudn copy hiéu tng d3 lam dé ap dung cho cac chir khac thi bam
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vao nat “Animation Painter”. Liic nay con tro chudt cua ban s€ c6 thém biéu
tuong hinh “cay c9”, ban chi vi¢c bam vao chit muon &p dung hi¢u nay ctua chir
trudc.

Poi v6i hinh anh thi ban lam twong tyw nhw chit.

Ban ciing nén chu ¥ diéu nay, trong mot Slide c6 thé c6 mot hodc nhiéu
chtt, hinh anh. Viéc sap x&p thur tu cho ching cling rat quan trong.

Vd: Khi ban da trinh bay xong 1 Slide trong d6 ndi dung la mét bai toan

hinh hoc bao gém cau hoi, dap an va hinh hoc, trinh bay rat dep nhung khi trinh
chleu thi d4p 4n lai xuat hién trudc, r6i mai téi cau héi rdi cudi cing 13 hinh hoc
xuét hién. Ban nghi xem diéu gi s& xay ra.

Dé sdp xép chung trén thanh Ribon ban chon Tab ANIMATIONS / sau d6
bam vao nut “Animation Pane”

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
2 "(* 754 Animation Pane
s k I/\\f' v ’ Trigger -
Grow/Shrink  Desaturate Darken -  [Fffect Add SER S :
Options~ Animation~ © © Animation Painter
ation M Advanced Animation
=
21 Animation Pane Start: | On Clich Reorder Animation
I
ivanced Animation Timing »

Animation Pane ~ %
P Play All

1§3 Title 1: Gido a..,
23 Subtitle 2: Dic...

il

l

Cura s6 Animation Pane xuat hién phia bén phai, trong nay thi hiéu ing nao
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Animation Pane ~ X

P Play From v

183 Title1: Giao a...
23 Subtitle 2: Dic...

s,

ding trén cung s€ dugc xuat hién trude roi ti€p theo
cho dén hét.

Ifi

7 7 , Animation Pane ~ X
D¢ di chuyén ban chi viéc ndm gilt chudt

va kéo td1 vi tri moi. P Play From -
X Y N 1T 2 2% Title1: Gido 3
D¢ tuy chinh chi tiét hon cho chit/ hinh anh 13 Title1: Gidod.. [
A 2 . . s e ~ Py . .0
thi tai ctra s6 “Animation Pane” , ban bam chuot 2§ Subtitle2: Dic.. [ [+
phai vao hi¢u ing muon tuy chinh chon “Effect Start On Click
Options” Start With Previous
(@  Start After Previous
Effect %tions...
Timing...

[SGrow/Shrink : IEN

Effect | Timing ?TextAnimation_

Settings — —
Size: 150% v
Smooth start: 0 sec s
Smooth end: ' 0 sec =
Bounce end: 0 sec =

[ ] Auto-reverse

Enhancements -
Sound: [No Sound] v ¢
After animation: ' Don’t Dim v
Animate text: All at once ¥
Tab Effect

Cura s6 Grow/Shrink xuét hién:

Dé tao am thanh luc xuét hién chit trong muc “Sound” ban chon mot am
thanh.

After animation: hanh dong sau khi hi¢u ing chay xong.
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Animate text : chit xuat hién theo kiéu nao? (ting ky tu, ting chir hay ca

doan van).

Tab Timing: Effect TimirD} Text Animation

Start : chay hiéu rng bang cach nao? start: s onclik ¥

Delay : thoi gian tri hodn. Delay 075 {5} sseconds
Duration: |2 seconds (Medium) v

Duration: tho1 gian chay hiéu Ung. depesk  [fnond =

Repeat: 14p lai hanh dong. []Rewind when done playing
Triggers ¥

2.7. Tao siéu lién két - tao nhom Slide - thiét 1ap trinh chiéu
2.7.1 Tao siéu lién ket

Bude 1: Cac ban can chon (bdi den chit) hodc chon khéi hinh cén tao lién két, sau d6
cac ban chon Insert -> Hyperlink (Ctrl + K) hoac nhan chuot phai chon Hyperlink.

Bwéc 2: Xuat hién hop thoai Insert Hyperlink, cac ban c6 4 lya chon lién két:
- Existing File or Web Page: lién két dén cac file hoidc cac trang web.

- Place in This Document: lién két dén slide bat ky trong file PowerPoint.

- Create New Document: lién két dén mot thu muc mdi tao.

- E-mail Address: lién két dén dia chi email.

2.7.2. Tao nhom Silde trinh chiéu ’ ’ i
Sau khi hoan tat cac Slide, viéc cudi cung luc nay la cai dat cho trinh chiéu. B¢ trinh
chiéu chay “mugt” hon va ding theo y dinh cia minh.

Dé tién hanh cai ddt cho toan bo Trinh chiéu, trén thanh Ribon ban chon Tab SLIDE
SHOW / bam vao nut “Set uo Slide Show”
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@ EH S ¢ BT -

Gido &n powerpoint 2013 - Microsoft PowerPoint Preview

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
. CJ : A v i = ; 5
» ¥ B B W LA kD Zeterion Sonon o :
v| Use Timings
From From Present Custom Slide Set Up Hide  Rehearse Record Slide i S Data e \han
Beginning Current Slide Online~  Show~ Slide Show Slide  Timings  Show~ 1/ Show Media Controls
Start Slide Show Set Up

Set Up Show N » IEl

Show type Show slides

(® Presented by a speaker (full screen) @ Al

(") Browsed by an individual (window) () From: 1 2| To: |s =
C

Custom show:

Show options

[T] Loop continuously until ‘Esc’ Advance slides
[] show without narration

() Manually
[] show without animation

(® Using timings, if present
D Disable hardware graphics acceleration

Pen color: :2 - Multiple monitors

; ] Slide show monitor:
Laser pointer color: _}2 . Automa{ic

Resolution:

Vlee Cprrent Resolut}on

[] Use Presenter View

| Cance

Hop thoai “Setup Slide Show” xuét hién, chiing ta s& tim hiéu mot sé chtic nang trong
hop thoai nay.

Trong Group “Show type” ¢6 3 tuy chon
Show type

(® Presented by a speaker (full screen)

() Browsed by an individual (window)
() Browsed at a kiosk (full screen)

+ Presented by a speaker (full screen): tuy chon nay ltic trinh chiéu s& hién thi toan
man hinh, c6 nguoi thuyét trinh.

+ Browsed by an individual (window): tuy chon nay lic trinh chiéu s& hién thj c6 kém
cta sO Window.
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QE PowerPoint Slide Show - [Giao an powerpoint 2013] - Microsoft PowerPoint PreviewO - 0 x

+ Browsed at a kiosk (full scrqen) : tuy cl}on néy coO tac dung khi chay to1 slide cudi
cung s€ tu dong 1ap lai khong can nguoi diéu khién (chay ¢ ché do toan man hinh).

Show options

] Loop continuously until ‘Esc’
[ ] Show without narration
[ ] show without animation

[ ] Disable hardware graphics acceleration

r}

Pen color: BV 18 4
: ol e

Laser pointer color: 2.4

Trong group “Show options” c0 cac tuy chon sau:

+ Loop continuously until ‘Esc’ : danh ddu vao tuy chon nay thi khi toi Slide cudi
cung s€ ty dong ldp lai Slide dau tién. Néu khong danh dau thi khi chay hét moi Slide
s€ xuat hién mot man hinh den.

End of slide show, dick to exit.

+ Show without narration : chay trinh chiéu tit 1oi tuong thuat.

+ Show without animation: chay trinh chiéu  khong co bat ky hi¢u trmg nao.

+ Disable hardware graphics acceleration: tit chirc ning ting toc phan ctng dd hoa.
Pen color va Laser pointer color: Mau nét v& cta tré chudt trén Slide luc trinh chiéu.
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Show slides

@ Al

) From: 1 2] 100 |5 s
Custom show:

Group “Show slides”:
+ All : danh dau vao tuy chon nay thi tit ca cac Slide déu duoc trinh chiéu.

+ From : chi trinh chiéu tir Slide a dén Slide n. (vi du tir 2 dén 10)

+ Custom Show: tuy chon slide.
Advance slides

() Manually
(® Using timings, if present

Group “Advance slides”:

+ Manually: Khi trinh chiéu cac Slide khong ty dong chay ma phai ¢ tic dong bang
chudt hodc ban phim.

+ Using timings, if present: khi trinh chiéu cac slide s& tu dong chay (néu c6 thiét lap).

2.7.3. Bién tdp thoi gian trinh chiéu

. Chon slide can thay do6i
. Trong truong Duration ciia nhom Timing, dién thoi gian mong muon. Vi du,
tang thot gian chuyén slide 1én 2 gidy d€ 1am cho hi€u ung chuyén trang cham hon.
l_'} "ﬂ, Sound: [[Mo Saund] = | Advance Slide
I 5 Duration: 02.00 :L} v| On Mouse Click
Effect -
Options ~ 'E';Appl}an All After: [00:00.00 |

Timing

2.7.4. Khéi tao ché dp trinh chiéu
2.8. Dong goi va in an
2.8.1. Dong goi
Dong goi bai trinh chiéu PowerPoint con hd tro xuét ra dia CD (néu may tinh c6 6 ghi)
de ghi dia CD lam tai li¢u luu trir hay gui cho nguoi khéc.
M¢ Slide PowerPoint can déng géi => Vao File => Chon Save & Send =>
Chon Package Presentation for CD => Chon Package for CD
Trong cira s6 Package for CD:
Name the CD: Pit tén cho CD mudn déng goi.
Option: Trong muc Option cho phép dit Password dé bao vé file duoc dong goi.
Copy to Folder: Chon kiéu déng goi Iuu lai dang Thu muyc trén mdy tinh.
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Copy to CD: Chon kiéu dong gbi xuat ra dia CD dé ghi ra dia CD néu may tinh c6 6
ghi.
2.8.2. Trinh chiéu File da déng géi
2.8.3. Thiet ldp lai kho giay
Néu ban dinh s dung bai tl}uyét trinh cua minh voi cai dat khong chuin, ban s& mudn
tao cac kich thudc trinh chiéu tuy chinh cho slide. Hay thuc hién cac budc dudi day:

. St dung thanh ribbon, mé tab Design.

. Phia bén phai thanh ribbon, nhip chon Slide Size.
. Sau d6, chon Custom Slide Size.

. Nhap ti 1&é ma ban mudn trong ctra sd pop-up.

. Cubi cing, nhan OK dé luu thay doi.

Luu y: Néu ban mudn kich thudc slide thong thudng, khong phai 1a 4:3 hay 16:9 (vi
du nhu Letter, Legal, A4,...), ban c6 thé thuc hién thay doi trong hop tha xuéng
trong Slides sized for.

2.8.4. In in

Dé in céc slide, ban phai truy cap vao Backstage view & dudi File tab va chon Print.
Bang dudi md ta céc tinh ndng in c6 trong Powerpoint.

File Tab Print Option

| /

g . 3
7 Title Slide2.pptx - Microsoft PowerPoint E=E™)
Home Insert sign Transitions Animations Stide Show Review View 0
ol save
5 Print -
& save As ‘ h
2 L= Copies: 1 -
7 Open
o Print
[ Close
Info Printer
/ Microsoft XPS Document ...
Recent 22 Ready
p“ntrr p.'o . _
New
Settings
s Print All Slides E

I[E - * Sample Text to illustrate
‘== Print entire presentation

Save & Send
Slides:
Help Full Page Slides =
= Print 1 slide per page
:] Options
2, Collated "
£3 eit 8,53 123 123

‘ Color v

Edit Header & Footer

4«7 ofl4 » 5% (=)-0 e
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Bai 3: BANG TiNH EXCEL
Ma bai: MP07-03
Gidi thi¢u:

Pé viéc tinh toan tro nén dé hon va c6 thé tinh toan duoc nhirng phép toan phirc
tap nhung chi can ban hanh mot cong thire co thé ap dung cho nhiéu ddi tuong dugc
tinh dén. Excel cung cap cho ta mgt thu vién Ham phuc vu cho tung nhu cau cy thé.
Thé Ham 1a gi? Cach sir dung Ham nhu thé ndo trong viéc ban hanh cong thuc? Dé
viéc tinh toan nay dat hiéu qué cao thi ta cAn nghién ctru k§ hon trong bai nay nhé.

1.Muc tiéu cua bai:

Van dung dugc cac ham trong cac bai tap phtc tap;

S'Eip xép, trich loc duoc dit liéu theo mot s6 yéu clu ¢ do phtrc tap cao;

Hiéu dugc phuong phap tao va quan Iy Macro;

Xay dung dugc ham méi trong Excel bang VBA;

Co tu duy logic, tinh can than, khoa hoc, sang tao khi xay dung Macro;

Sinh vién phai c6 dugc tinh can than va sang tao khi thiét 1ap bang tinh;
2.N0i dung chinh:
2.1. Mot s6 ham trong Excel
2.1.1 Cu phap chung cac ham
2.1.1.1 Ham la gi?

Ham trong Excel duogc lap trinh san dung tinh toan hodc thu’f: hién mot ChI’I,C
néng nao do. Viéc st dung thanh thao cac ham s& giup chung ta tiét kiém dqu rat
nhiéu thot gian so voi tinh toan thu cong khong dung ham. Cac ham trong Excel rat da
dang bao trum nhi€u linh vuc, c6 nhiing ham khong yéu cau doi so, co nhiing ham yéu
cau mot hoac nhiéu doi so, va cac doi so co thé 1a bat budc hoac tu chon.
=Rand(): ham khong c6 dbi s6
=If(A1>=5,"Pat”,”R6t”): ham 3 d6i s6
=PMT(10%,4,1000,,1): ham nhiéu ddi sb va ddi sb tiy chon
2.1.1.2 Tham chiéu trong céng thirc
Céc tham chiéu sir dung trong cong thirc giup cho ching ta khoi tén cong stra chira cac
cong thue khi céc gia tri tinh todn c6 sy thay doi. Cé 3 loai tham chiéu sau:

« Tham chiéu dia chi twong ddi: Cac dong va cot tham chiéu s& thay ddi khi
chung ta sao chép hodc di doi cong thirc dén vi tri khac mét lugng twong ng
voi s0 dong va s6 ¢t ma ta di doi. Vi du A5:B7, C4

o Tham chiéu dia chi tuyét di: Cac dong va cot tham chiéu khong thay dbi khi ta
di doi hay sao chép cong thirc. Vi du $A$5:$B$7, $C$4

«  Tham chiéu hon hop: Phoi hgp tham chiéu dia chi twong doi va tuyét doi. Vi du
AS$5 nghia la cot A twong doi va dong 5 tuyét doi.

Luu y: Dau $ trude thir ty cot 1a 6 dinh cot va truge thir tw dong la c6 dinh dong.
Nhan phim F4 nhiéu lan dé (tuyét doi) co dinh/ bé ¢6 dinh dong hoac cot.
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Vi du: Tinh thanh tién béng S6 luong nhan Gia. Poi sang gia tri Thanh tién sang VND.
Tinh tong cac cot Thanh tién va cdt VND.

A B C D E
1 | Nguwréi mua| 56 hrong Gid | Thanh tién | Tién VND
2 Binh 4] §2.50 My
3 [Binh 2] §250 = A B C D L b G
4 Binh 1 82501 4 | wguwoi mua|Sé leong Gia | Thanh tién | Tién VND
L 3| 52500 "5 Binh 45250 51000 160000| D2=B2°C2
6 [Bure 1 81251 3 'Binh 2| 5250 5500 80000| D3=B3C3
I |Bic 4] 5125 4 Binn 1 $2.60 5250  40,000| D4=B4*C4
6 Bic 6l $1251 7 ginn 3| 5240 5760 120,000 D5=B5CS
9 |Hoa 2| 31000 5 [puc 1T 5125 $105| 20,000| DB=BE*CE
10 Hoa 2| $1.00 7 [Bic 4 1025 §5.00| 80,000 D7=B7C7
11 Hoa 3] $1.00 8 Dot 6 5125 §7.50 | 120,000 D8=B5Cs
12 |Thanh 1] 5125 9 [Hoa 2| s1.00 5200 32.000| D9=B9°CY
13 Thanh 2l §1.25] 40 Hoa 2 5100 5200| 32,000 D10=B10*C10
14 Thanh 2] 51251 4{ Hoa 3 51.00 53.00 | 48,000 D11=B11°C11
15 Tong 12 Thanh 1 5128 5125| 20000| D12=B12°C12
16 13 [Thanh 2| 5128 5250 | 40.000] D13=B13°C13
14 Thanh 2| 5125 5250 | 40000| D14=B14°C14
15 Téng $52.00 | 832,000
6

Hinh 8.1: Mﬂnfrhmmong dob wastuyebddi E2=D2°BS17
B1. Tai 6 D2 nhap vao =B2*C2 va Enter. Sau d6 quét chon ca vung D2:D14 va gd
<Ctrl+D>. Vao céc 6 D3, D4... D14 ta thiy cong thiic cac dong ty dong duoc thay doi
tuong tmg voi khoang cach so vo1 6 D2. Truong hop nay chung ta dung dia chi tuong
d6i cia B2*C2 1a vi chung ta mudn khi sao chép cong thirc xudng phia dudi thi dia chi
cac 6 tinh toan s& tu dong thay doi theo.

B2. Tai 6 E2 nhép vao =D2*B$17 va Enter, sau d6 chép cong thirc Xufr)n,g> cac 0
E3:E14. Chung ta can 6 dinh dong 17 trong dia chi ty gia B17 vi ta mu6n khi sao
cong thirc xuong thi cac cong thirc sao chép van tham chiéu dén 6 B17 dé tinh toan.
B3. Tai 6 D15 nhap vao =Sum(D2:D14) va chep sang 6 E15.
Luu y:
« Tham chiéu dén dia chi & worksheet khac nhung cting workbook thi c6 dang
o Tén_sheet!Dia chi 6. Vidu:
=A2*Sheet2! A2
=A2*’Thong so’!B4
Khi tén sheet cé chira khodng tring thi dé trong cdp nhdy don *’
« Tham chiéu dén dia chi trong workbook khac thi c6 dang
[Tén_Workbook]|Tén_sheet!Dia_chi é.
=A2*[Bai2.xIsx]Sheet3!A4
=A2*’[Bai tap 2.xIsx]Sheet3’! A4
Khi tén Sheet hay Workbook cé chira khodn trdng dé trong cdp nhdy don
=A2*’C:\Tai lieu\[Bai tap 2.xIsx]Sheet3’! A4
Khi tham chiéu dén workbook khédc ma workbook nay khéng mo
=A2*\\DataServer\Excel\[Bai tap 2.xIsx]Sheet3’! A4
Khi tham chiéu dén tai nguyén chia sé trén mdy chii trong mang
* Cac 16i thong dung (Formulas errors)

«

Céc 16i thong dung
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Loi Gidi thich

#DIV/0! Trong cong thirc c6 chtra phép chia cho 0 (zero) hodc chia 6 rong

#NAME? | Do déanh sai tén ham hay tham chiéu hoic danh thiéu dau nhay

#N/A Cong thirc tham chiéu dén 6 ma c6 dung ham NA dé kiém tra sy ton tai
ctia dit liéu hodc ham khong co két qua

#NULL! Ham st dung dir li¢u giao nhau cua 2 ving ma 2 vung nay khong c6
phan chung nén phan giao rong

#NUM! Van dé doi voi gia tri, vi du nhu ding nham s6 am trong khi ding phai
1a s6 duong

#REF! Tham chiéu bi 15, thuong 13 do 6 tham chiéu trong ham bi x6a

#VALUE! Cong thirc tinh toan co chira kiéu di liéu khong ding.

2.1.2 Cach sir dung ham

2.1.3 Cac ham thong dung

2.1.3.1 Ham xi¢ ly div liéu dang so:

CAC HAM TOAN HOC VA LUONG GIAC

1.Ham ABS(Number)

Trong do : Number 1a mot s6 ma ta mudn lay gia trj tuyét doi .
Cong dung: Tra vé gia tri tuyét d6i cua mot sO

Vidu:

ABS(2) bing 2

ABS(-2) bang 2
Néu A1 chira s6 -20 thi ABS(A1) bang 20
2.Ham COS(Number)
Trong do : Number 14 goc theo Radian ma ta muén 14y Cosin. Néu goc 13 do

thi ta nhan n6 vai PI()/180 dé chuyén sang Radian.

Cong dung :  Tra vé Cosin ctia goc di cho.
Vidu:
COS(1.047) Bing 0.500171
COS(60*PI1()/180)  Bang 0.5 (Cosin cua goc 60°).
3.Ham COUNTIF(Range, Criteria)
Trong d6 : Range La ving cell ma ta mudn dém. Criteria La tiéu chuan dé

duoc dém.

Tiéu chuan dugc cho dudi dang van ban c6 dang Todn tw so sanh Gid tri so

sanh. (Khong can ghi toan tir =). ‘ ‘
Vidy “>=107, “L1A”, A20 (Bang gia tri 6 A20), 10 (Bang 10), “G*” (So sanh
bang vdi chuoi co ky tu dau tién 1a G)

Cong dung : Dém sb cell trong mot ving thoa diéu kién da cho.
Vidu:
Gia su A1:AS chira cac gié tri IQ, 60, 20, 65, 40
COUNTIF(A1:A5,7>307) bang 3
4. Ham EXP(Number)

Trong d6 : Number 13 s6 mii duoc gan cho co sb e
Cong dung:  Tra vé liy thira ciia e (e 1a co sO cua logarit tu nhién)

Luu ¥ : Dé tinh toan lily thira ctia cac co sb khac, dung toan tir liy thira (%)
EXP la phép tinh ngwgc cia LN
Vidu: EXP(LN(3))Bang 3
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5.Ham INT(Number)
Trong d6 : Number 13 s6 thuc ma ta mudn 1y phan nguyén.
Cong dung : Tra vé phan nguyén ciia mot sb thuc
Vidu INT(6.7) Bing6
INT(-6.7) Bang-7
6.Ham LN(Number)
Trong do : Number 13 gia tri thue dwong ma ta mudn 14y Logarit ty nhién
Cong dung : Tra vé Logarit ty nhién cua mdt sb
Vidu
LN(EXP(3))  Biang3
7.Ham LOG(Number,Base)
Trong do :
Number 13 gia trj thuc dwong ma ta muén liy Logarit

Base La co sb ciia Logarit. Néu khong ghi Base, gia tri mic nhién 1a
bang 10

Cong dung : Tra vé Logarit ctia mot s6 theo co s6 ta chi dinh
Vidu LOG(10) Bangl
LOG(8,2) Bang3
8.LOG10(Number)
Trong do : Number 1a gia tri thiue duong ma ta mudn 1ay Logarit co s6 10
Cong dung : Tra vé Logarit co s6 10 ctia mot s6
Vidu LOG(10"5) Bing 5
9.Ham MOD(Number, Divisor)
Trong do : Number 1a s6 bi chia ma ta mudn tim s6 du. Divisor 14 sb chia
Cong dung : Tra vé phan du cta phép chia nguyén. Két qua c6 cung ddu nhu sd
chia
Vidu MOD(-3,2) Bing 1
MOD(3,-2) Bang-1
10.Ham PI()
Cong dung : Tra vé gia tri hang s& Pi chinh xac dén 15 chit s6
Vidu SIN(PI()/2) Bang 1
11.Ham PRODUCT (Numberl, Number2, ...)
Trong do : Numberl, Number2, ... 1a 1 dén 30 d6i s6 ma ta mudn nhan
Cong dung : Nhan tt ca cac ddi s6 dugc cho va tra vé gid tri tich
Vidu Gia sir cell A1:A3 ¢6 chira gia tri sd 1, 2, 3
PRODUCT(A1:A3)  Biang6
PRODUCT(A1:A3,2) Bing 12
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12.Ham ROUND(Number, Num digits)
Cong dung : Lam tron mot s6 theo s6 con sb duge chi dinh

Trong d6 :Number 1 sé thyc ma ta mudn lam tron. Num digits 13 s6 ky s6 ma ta
muodn lam tron

Néu Num digits >0 thi Number s& dugc lam tron téi vi tri thap phan duoc chi
dinh.

Néu Num digits =0 hoic bo qua thi Number s& dugc lam tron t6i s6 nguyén gan
nhat.

Néu Num digits <0 thi Number s& duoc 1am tron toi bén trai ddu cham thap
phan.

Vidu ROUND(4.56,1) Bing 4.6
ROUND(34.56,-1) Bing 30
13.Ham SIN(Number)
Cong dung : Tra vé Sin cta goc di cho.
Vidu: SIN(PI)/2 Bangl
SIN(30*P1()/180) Bang 0.5 (Sin ctia goc 30°).
14.Ham SQRT(Number)
Cong dung : Tra vé can bac hai ciia mot sb khong am.
Vidu: SQRT(16) Bing 4
15.Ham SUM(Numberl, Number2, ...)
Cong dung : Tra vé tong tat ca cac gia tri sO trong danh sach cac ddi sb.
Vidu Gidsucell Al:A3 c6 chtra gia tri 62, 3,4
SUM(A1:A3) Bing 9
SUM(A1:A3,2)  Bing 11
16.Ham SUMIF(Range, Criteria, Sum Range)
Cong dung : Cong cac cell trong mot ving thoa diéu kién da cho.
Trong do :
] Range la ving cell duoc kiém tra qua tiéu chuan Criteria.

[ Criteria la tiéu chuan ban hanh dé x4c dinh gia tri duoc tinh tong. Tiéu chuan duoc
cho duéi dang vin ban c6 dang Todn tir so sanh_Gid tri so sanh. (Khong can ghi
toan tir =). Vi du “>=10", “L1A”, A20 (Bang gia tri 6 A20), 10 (Bang 10), “G*”
(So sanh bang véi chudi c¢6 ky tu dau tién 1a G).

] Sum Range 1a céc cell c6 thé duoc cong, cac cell trong Sum Range duogc cong chi
khi cell twong Ung véi né trong Range thoa man Criteria. Néu Sum Range dugc
b6 qua, ta hiéu Sum Range tring vi Range (Tuc 1a cac cell trong Range duoc
cong)

Luuy: Range va Sum Range nén c6 sb hang va s cot bang nhau
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Vidu:

A B C|D
1|L1A | GI103A | 10 | 30 =SUMIF(C1:C5,7>30”,D1:D5)  bang 150
2 | L2B | GO12B | 60 | 50 =SUMIF(C1:C5,”>30") bang 165
3 | L3A| T213A | 20 | 20 =SUMIF(A1:A5,A2,D1:D5) bang 90
4 | L2B | G112B | 65 | 40 =SUMIF(B1:B5,”T*”,D1:D5) bang 80
5| L1A | TO01B | 40 | 60
17.Ham TAN(Number)

Cong dung : Tra vé TANG cua goc di cho.
Vidu: TAN(45*P1()/180) Bing 1 (TANG cua goc 45°).
18.Ham TRUNC(Number, Num digits)

Trong d6 : Number 13 s6 thuc ma ta mudn cit. Num digits La s6 chi dinh d6
chinh xéc ctia phép cat. Gia tri mac nhién 1a 0.

Cong dung : Cit bo phan thap phan ctia mot s6 dé tao thanh mot s6 nguyén.

Luu y : TRUNC va INT cung tra vé mot gia tri nguyén, nhung TRUNC bo di
phan thap phan, con INT tra vé s6 nguyén nho hon va gan nht.

Vidu TRUNC(-4.6) Bang -4
INT(-4.6) Bang -5

2.2 Ham xir Iy dir liéu dang chubdi:
2.2.1.Ham LEN(Text)

Trong d6 :Text 1a mot chudi
Cong dung : Tra vé chiéu dai cia mot chudi.
Vidu: LEN(“Tin Hoc”) Bang7
2.2.2.Ham LEFT(Text, Num Chars)
Cong dung : Tra vé cac ky tu du tién cia mot chudi

Trong d6 : Text 1a chudi ma ta mudn trich ra mot phan caa né. Num Chars chi
ra s6 ky tu duoc LEFT tra vé. Num Chars phai 16n hon hay bang 0. Néu Num Chars
16n hon s6 ky tu c6 trong Text, LEFT tra vé toan bo chudi. Néu khong ghi Num
Chars, c6 gia tri mic nhién bang 1

Vidu LEFT(“Tin Hoc”,3) Bang “Tin”
Néu cell Al chta gia tri “G102A” thi LEFT(A1) bang “G”
2.2.3.Ham LOWER(Text)
Cong dung : Chuyén tit ca cac chit hoa trong chudi thanh chir thuong.
Vidu LOWER(“Tin Hoc”) Bang “tin hoc”
2.2.4.Ham MID(Text, Start Num, Num Chars)

Trong do : Text 1a chudi ma ta mudn trich ra mot phan. Start Num 1a vi tri ky tur
trong Text. Num Chars chi ra so ky tu dugc MID tra vé ké tur vi tri Start Num
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Cong dung : Tra vé mot so6 chi dinh cac ky tu tir mot chudi, bat dau tai vi tri
mong muon.

Vidu MID(“G102A”,2,1) Bing “1”
2.2.5.Ham PROPER(Text)

Cong dung : Chuyén sang chit hoa chit cai dau tién ctia cac tir co trong chudi va
cac chir di ngay sau mdt ky ty khong phai la chir cai. Cac chir cai con lai chuyén sang
chir thuong.

Vidu PROPER(“TIN HOC”) Bang “Tin Hoc”
2.2.6.Ham RIGHT (Text, Num Chars)

Trong do : Text la chudi ma ta mudn trich ra mot ph"?m. Num,Chars chi ra sb ky
tu dugc RIGHT tra vé. Num Chars phai 16n hon hay bang 0. Néu Num Chars 16n
hon s6 ky tu ¢6 trong Text, LEFT tra vé toan b chu6i. Néu khong ghi Num Chars,
N6 ¢6 gia tri mdc nhién bang 1

Cong dung : Tra vé cac ky tu cubi cung ctia mot chudi.

Vidu RIGHT(“Tin Hoc”,3) Bang “Hoc”

Néu cell Al chura gia tri “G102A” thi RIGHT(A1) bang “A”
2.2.7.Ham TEXT(Value, Format Text)

Trong do : Value la mdt gia tri s6, mot cong thuec tra vé gia tri s0, hay mét tham
chiéu té1 mot cell chira dung mdt gid tri s6. Format Text La moét dinh dang s6 xac
dinh bd1 ma khudn dinh dang.

Cong dung : Chuyén mot gia tri thanh chudi theo khuén dang s6 dugc chi dinh.
Vidu TEXT(2.715,“$0.00”) Bing “$2.72”
TEXT(“15/4/2002”, “mmmm dd.yyyy”) Bang “April 15.2002”
2.2.8.Ham TRIM(Text)
Cong dung : Tra vé mot chudi da dugc loai b tat ca cac khoang tring thira
Vidu TRIM(“ MicroSoft Excel “) Bang “MicroSoft Excel”
2.2.9.Ham UPPER(Text)
Cong dung : Chuyén tit ca cac chit thudng trong chudi thanh chit hoa.
Vidu UPPER(“Tin Hoc”) Bang “TIN HOC”
2.2.10.Ham VALUE(Text)
Trong do : Text 1a chudi dit & mot khudn dang bat ky cua sd, ngay, hay gio.
Cong dung : Chuyén chudi cac ky sb thanh gia tri s6.

Luu y : Trong nhiéu truong hop st dung cong thirc, Excel c6 kha ning ty dong
chuyén chuoi thanh so khi can thiét.

Vidu VALUE(“$1000”) Bang 1000
VALUE(“12/31/2001”)  Bing 37256
2.3 Ham xir ly dir liéu dang ngay thang:
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2.3.1.Ham DATE(Year, Month, Day)
Cong dung : Tra vé gia tri clia thoi gian theo nam, thang va ngay chi dinh
Trong d6 :

Year 14 con sb chi nim c6 gia tri tir 1900 dén 9999

Month 14 con s6 chi thang ciia nim c6 gia tri tir 1 dén 12. Néu Month>12 thi phan du
s€ dugc chuyén sang nam ké ti€p

Day 1a con sb chi ngay cua thang c6 gia tri tir 1 dén 31 Néu Day 16n hon s ngay co
trong thang thi phan du s€ dugc chuyén sang thang ke ti€p

Vidu: DATE(2001,12,31) Bang 12/31/2001
DATE(2001,12,33) Bing 01/02/2002
2.3.2. Ham DATEVALUE(Date Text)
Trong d6 : Tra vé s thir tu ctia ngay khi biét gia tri ngdy & dang chudi

Trong d6 : Date Text 1a chudi tra vé mot ngdy trong khuon dang ngay. Néu phan
nam cua Date Text khong cd, ham s€ dung nam hién tai ciia dong ho hé thong. Cac
thong tin vé gio, phut trong Date Text bi bd qua.

Vidu: DATEVALUE(“12/31/2001”)  Bing 37256
2.3.3.Ham NOW()

Cong dung : Tra vé gia tri ngay va gio hién hanh cua dong ho hé thong
2.3.4.Ham TODAY/()

Cong dung : Tra vé gia tri ngay hién hanh ctia déng hd hé thong
2.3.5.Ham DAY (Serial_Number)

Trong do : Serial_Number la ma ngay dugc dung boi MS Excel.
Serial_Number c6 thé 1a dang chuoi, dang ham tra vé gia tri thoi gian hay dang so thir
tu chi gié tri thoi gian

Cong dung : Tra vé S(A’), thr ty cia ngay trong thang. Gid tri duoc tra vé 1a mot sb
nguyén trong khoang tir 1 dén 31.

Vidu: DAY(Today()) Bang s6 tht ty cia ngay hién hanh

DAY (“4/30/2002”) Bang 30
DAY (37256) Bing 31
2.3.6.Ham MONTH(Serial_Number)

Cong dung : Tra vé s tht tu cua thang trong nam. Gia tri dugc tra vé 1a mot sb
nguyén trong khodng tir 1 dén 12.

Vidu: MONTH(Today()) Bang s6 thr ty cua thang hién hanh
MONTH(*4/30/2002”)  Bing 4
MONTH(37256) Bang 12

2.3.7.Ham YEAR(Serial_Number)
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Cong dung : Tra vé gia tri nam. Gia tri duoc tra vé 1a mot s6 nguyén trong
khoang tir 1900 dén 9999.
Vidu: YEAR(Today()) Bing gia tri ndm hién hanh
YEAR (“4/30/2002”) Béng 2002
YEAR (37256) Bang 2001
2.3.8.Ham WEEKDAY (Serial_Number, Return_Type)

Cong dung : Tra vé gia tri ngdy trong tuan. Ngay duoc cho nhu 1a mot sé nguyén
trong khoang tur 1 dén 7.

Trong d6 : Return_Type La mot sb dinh kiéu gia tri tra vé
Néu Return_Type =1 (hoic khong ghi), ham tra vé tir s§ 1 (C.nhat) dén s6 7 (T7)
Néu Return_Type =2 ham tra vé tir s6 1 (Tht hai) dén s6 7 (Chu nhat)
Néu Return_Type =3 ham tra vé tir s6 0 (Tht hai) dén s6 6 (Chu nhat)
Vi du :=WEEKDAY (Today())=>Bang sb th ty chi ngay trong tuan hién hanh.
=WEEKDAY (“4/30/2002”) > Bing 3 (Thit ba)

2.4 Ham thong ké va thong ké c¢é diéu kién
2.4.1.Ham AVERAGE(Numberl, Number2,...)

Cong dung : Tra vé gié tri trung binh s6 hoc ctia cac doi so.

Trong do : Numberl, Number2, ... La 1 dén 30 dbi s6 c6 gia tri s6 ma ta mudn
tinh gia tri trung binh

Vidu: Giastr Al:A5 chira dung céc s6 1, 2, 3, 4, 5. Khi d6
AVERAGE(A1:A5) Bang 3
AVERAGE(A1:A5,9) Bing 4

2.4.2.Ham COUNT (Valuel, Value2, ...)
Cong dung : Pém c6 bao nhiéu gia tri s6 c6 trong danh sach cac di sd

Trong d6 : Valuel,Value2, ... La 1 dén 30 d6i séHam COUNTA(Valuel,
Value2, ...)

Cong dung : Bém sé luong gia tri c6 trong danh sach cac dbi s6. Ta thuong ding
Ham COUNTA dé biét so luong cell ¢6 dir liéu trong mot vung cac cell.

2.4.3.Ham MAX(Numberl, Number2,...)
Cong dung : Tra vé gia tri 16n nhat trong mot danh sach cac ddi sé.
Vidu: Giastr Al:A5 chita dung cac s6 4, 2, 1, 3, 5. Khi d6
MAX (A1:A5) Bang 5
MAX(A1:A59)  Biang9
2.4.4.Ham MIN(Numberl, Number2,...)
Cong dung : Tra vé gia tri nhd nhat trong mot danh sach cac doi sb.
Vidu: Giasir Al1:AS chtra dung cac s64,2,1,3,5. Khido
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MIN (A1:A5) Bang 1
MIN(A1:A5,9) Bang 1
2.4.5.Ham RANK(Number,Ref, Order)
Cong dung : Tra vé hang cua mdt ) trong mot danh sach cac $0.

Trong d6 : Number la s6 ma ta mudn tim hang. Ref la mot ving chira cac gia tri
sO. Order 1a s6 chi dinh cach ddnh hang. Néu Order=0 (Hodc khong ghi) thi hang
duoc danh theo tht ty giam dan so véi Ref. Néu Order 1a mot gia tri khac 0 thi hang
duoc danh theo thir tu tang dan so voi Ref.

Vidu: Néucac cell Al:A5 lan luot chira cac gia tri 6.5, 7, 6.5, 6, 5 thi
RANK(A1, A1:A5) Bing 2
RANK(A4, A1:A5) Bing 4

2.5. Cac ham Logic
2.5.1.Ham AND (Logical 1, Logical 2, ...)

Trong d6 : Logicall, Logical2, ... 1a tir 1 dén 30 ddi s6 c6 gia tri logic

Cong dung : Tra vé gia tri TRUE néu tat ca cac ddi s6 1a TRUE. Tra vé gia tri
FALSE néu c6 it nhat mdt do1 so cia n6 la FALSE

Vidu: AND(1+1=2, 2+2=4) Bang TRUE
AND(1+1=2, 2+2=5) Bang FALSE
2.5.2.Ham OR(Logicall, Logical2, ...)

Cong dung : Tra vé gia tri TRUE néu c6 it nhat mot di sé cia n6 1a TRUE. Tra
vé gid tri FALSE néu tat ca cac doi s6 la FALSE

Vidu: OR(1+1=2, 2+2=5) Bang TRUE
OR(1+1=3, 2+2=5) Bing FALSE
2.5.3.Ham IF(Logical_Test, Value_if_true, Value_if false)

Trong d6 : Logical_Test 1a biéu thirc tré vé gia trj logic. Value_if_true 1a gia trj
s€ tra vé khi Logical_Test la True. Value_if false la gia tri sé tra vé khi Logical_Test
la False.

Luu ¥y : cac ham IF c6 thé 16ng nhau dén 7 cap, khi d6 Value_if true,
Value_if false lai la cac ham IF khéc.

Vidu

A B |C D E * Piém TB bang (LT+TH)/2 va néu PH la “F” thi DTB

duoc tang thém 1 diém

1 PH LT [TH PTBKQ | (a)=If(A2=-T”, (B2+C2)/2, (B2+C2)/2+1)

> F U5 1o |a) (b) | * Neu TB>=5 thi KQ la “Pau”, nguoe lai la “Rot”
(b)= If(D2>=5, "Pau”, "R4t”)

3 [T 65 45

4 F B0 6.0
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2.6. Cac ham tim kiém va tham chiéu
2.6.1.Ham CHOOSE(Index_Num, Valuel, Value2, ...)

Trong do : Index_Num=1..29

Cong dung : Néu Index_Num = i, ham tra vé gia tri cua d6i sé Value i.

Vidu CHOOSE(2, “lst”, “2st”, “3st”, “Finish”) Bang “2st”
SUM(A1:CHOOSE(3,A10,A20,A30)) Bing SUM(A1:A30)

2.6.2.Ham VLOOKUP

VLOOKUP (Lookup_Value, Table_array, Col_Index_ Num, Range lookup)

Cong dung : Tim kiém mot gia tri trén cot dau tién cua Table_array va tra vé gia tri
cua cell dugc xac dinh trén dong tuong tmg va cot thor Col_index_num trong
Table array.

Trong do :

H
[
[

Lookup_Value 12 gia tri duoc tim kiém trén cot dau tién cua Table_array
Table_array 1a bang chira dit lidu duoc tim kiém

Néu Range_ lookup bang 1 (Hoic bang TRUE, ‘Hodc khong dung), thi nhimg gia
tri trong cot dau tién cia Table _array phai sap xép theo thir tu ting dan, néu
khong ham s tra veé gia tri khong chinh xac
Néu Range_lookup bang 0 (Hoac bang FALSE) thi Table_array khong can phai
duoc sap xép trudc.
Ham khong phan biét chit hoa chir thuong trong treong hop Lookup_value la gia
tri chuoi

] Col_Index_Num La sé tht tu cot trong Table_array

] Range_lookup 1a gia tri xac dinh viéc tim kiém 1a chinh x4c hay gan ding.

Néu Range_lookup bang 1 (Hoidc bang TRUE, Hoic khong dung) thi khi gid tri
giong véi Lookup_value khong dugc tim thay thi ham s€ tim gia tri 1on nhat ma
nho hon Lookup_value.

Néu Range_lookup bang 0 (Hoic bang FALSE) thi ham s& tim gia tri gidng véi
Lookup_value. , ‘ N
Néu khong c6 gia tri nao duoc tim thay thi ham s€ tra vé ma 1oi #N/A

Vi du: Gia st ta c6 bang tinh sau

2.6.3 Ham HLOOKUP
CP: HLOOKUP(Lookup-Value, Table-array, Row-Index_Num, Range-lookup)

A B € D ]=VLOOKUP(“B”,A2:D4,3,0) Bing 45
1 00 L P |FVLOOKUP(Right(“G102C”),A2:D4,2,0)  Bing 30
2 |A P00 J0 0 |=VLOOKUP(20,B1:D4,3,0) Bing 60
3 B |5 W5 5 |=VLOOKUP(27,B1:D4,2) Bing 45

Cong dung : Tim kiém mét gia tri trén hang dau tién cua Table_array va tra vé
gia tri cua cell dugc xac dinh boi cft twong ing va hang thr Row_index_num trong
Table_array
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Trong dé6 :
] Lookup_Value 1a gia tri duoc tim kiém trén hang dau tién cua Table_array
[] Table_array la bang chua dit liéu dugc tim kiém

] Néu Range_ Iookup bang 1 (Hodc bang TRUE, Hodc khong dung), thi nhiing gia
tri trong hang dau tién cua Table _array phai sap xép theo thtr tu ting dan, néu

khong ham s€ tra veé gia tri khong chinh  xac
Néu Range_lookup bang 0 (Hodc bang FALSE) thi Table_array khong can phai
duoc sap XEp trudec.

Ham khong phan biét chit hoa chit thuong trong truong hop Lookup_value la gia
tri chuoi

) Row_Index_Num La sé tha t hang trong Table_array

O Range_lookup 1a gia tri xdc dinh viéc tim kiém 1a chinh xdc hay gan ding.
Néu Range_lookup bang 1 (Hodc bang TRUE, Hoac khong dung) thi khi gia tri
giong voi Lookup_value khong dugc tim thay thi ham s€ tim gia tri 16n nhat ma
nho hon Lookup_value.
Néu Range_lookup bang 0 (Hoic bang FALSE) thi ham sé& tim gia tri giong voi

Lookup_value.
Neéu khong c6 gia tri nao dugc tim thay thi ham s€ tra vé ma loi #N/A

Vidu

Gia st ta c6 bang tinh sau

A|BJ|]C]|D HLOOKUP(“B”,B1:D4.4,0) Bang 50
1 A | B | C HLOOKUP(Right(“G102C”),B1:D4,2,0) Bing 70
2 60 | 65 | 70 HLOOKUP(60,B2:D4,3,0) Bing 40
3 50 | 55 | 60 HLOOKUP(67,B2:D4,2) Bang 55
4 40 | 50 | 60 HLOOKUP(80,B2:D4,3,0) Bing N/A

2.6.4.Ham INDEX(Array, Row_Num, Column_Num)

Cong dung : C6 hai hinh thitrc cia INDEX, Tham chiéu va Diy. Hinh thtrc tham
chi€u ludn tra vé mot tham chi€u. Hinh thic day ludn trd vé mot gia tri hay mot day
cac gia tri

Trong do :

Array la bang chura dir licu.

Row_Num 14 s6 thir tu hang trong bang dit liéu.

Column_Num 1a s6 thir ty cot trong bang dit liéu.

INDEX theo hinh thirc day:

Néu ca hai d6i s6 Row_num va Column_num dugc dung, INDEX tra vé gia tri
tai cell 1a giao diém ctia Row_num va Column_num.

Néu Array chi c6 mot hang hay mét cot thi Row_num hay Column_num tuong
ung la khong can thiét
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Néu Array c6 nhiéu hon mdt hang va nhiéu hon mot cdt va chi c6 mot doi so la

Row_num hay Column_num dugc dung thi ham INDEX tra vé mot diy ctia toan bo
hang hay cdt tuong ing.

INDEX theo hinh thtrc tham chiéu :

S& tra vé dia chi cua cell nam tai giao diém caa Row_num va Column_num

Vidu
A | B | C|D
1 =INDEX(B2:D4,2,3) Bang 55
2 60 | 65 | 70 | =INDEX(B2:B4,2) Bang 45
3 45 | 50 | 55 | =SUM(B2:INDEX(B2:D4,3,1)) Bang 135
4 30 | 35 | 40 | =SUM(INDEX(B2:D4,3,) Bang 105
2.6.5.Ham MATCH(Lookup_Value, Lookup_array, Match_type)
Cong dung : Tra vé vi tri twong dbi ciia mot phan tir trong mot bang.
Trong d6 :
] Lookup_Value 1 gia tri ma ta dung dé tim kiém trén Lookup_array

[
H

Lookup_array la mdt vung thuéc mot dong hodac mat cot.

Match_type bang 0, 1, -1.
Néu Match _type bang 0, tim gid tri trén Lookup_array bang voi gia tri
Lookup_value

Néu Match_type bang 1 (hoic khong dung), tim gia tri trén Lookup_array 1a 16n
nhét, nho hon hay bang voi gia trj Lookup_value. Lic d6 Lookup_array phai
duoc dat theo thur tu tang dan.
Néu Match_type bang -1, tim gi tri trén Lookup_array 1a nho nhat, 16n hon hay
bang voi gia tri Lookup_value Luc do Lookup_array phai dugc dat theo thar tu
giam dan.

Vi du: Gia st ta c6 bang tinh sau

2.2.

2.2.
Co

A| B |C | D =MATCH(“B”,B1:D1,0)  Bang2

1 Al B ]| C =MATCH(“B”,A1:D1,0) Bing3

Co sé dir liéu
1. Khadi niém
s0 dir liéu (Database) 1a tap hop cac thong tin duge t6 chtrc va luu trix theo 1 cau

tric théng nhat nham phuc vu tot nhat cho mot nhu cu khai thac dir liéu nao d6

1.2.

2.2.
2.2.

2.2

2.3.
2.3.

2. Thao tdc co bdn trén co so dir liéu
3. Cdc ham thao tdc trén co so dir li¢u
4. Tong hop theo tirng nhom

5. Kiém tra

Macro

1. Dinh nghia Macro
Macro 1a cong cu cho phép ghi lai cac thao tac (cac 1énh) ciia nguoi su

dung dudi dang mot danh sach céac 1énh. Khi ta goi td1 mot macro (chay macro), nd s€
thuc hién lai cac thao tac (cac I¢nh) d6 mdt cach tu dong.

2.3.

2. Tao Macro
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Dé lam viéc vdi Macro, ban can thuc hién mot so tuy chon sau:

Genera E-E Customize the Ribbon.
Fermulas
] Choose commands from: & Customnize the Ribbon:
Procfing |Popu|ar Commands |M3i” Tabs
Save
All Chart Types... A Main Tabs
Language . P b Home
Advanced Calculate Now Insert
% Cond|t|o.nal Formatting 4 Formulas
Save As Quick Access Toolbar B Ez;:ectmns [ [¥] Data
Get Bxternal Data
Print AddIns Eﬁfom o Connections
Trust Center A Decrease Font Size Sort & Filter
T %ﬂc Delete Cells... DatalTools
% Delete Sheet Columns Outline
5% Delete Sheet Rows Add >» Review EI
07 Emil S View
O Fill Color | || [5<Bemove []
Y E"te' . Add-Ins
A Fz:: Color | ; Foxit FDF
Account Font Size Ir TEAM
i Format Cells... Background Removal
¥ Format Painter
Options B Freeze Panes '
A" Increase Font Size
Insert Cells...
T

Insert Function... | New Tab | |NewGroup| | Rename... |

B Insert Sheet Columns

a R o

&= Insert Sheet Rows Customizations: ®

b Macros -~
':'—:'| Merne R Center ¥ |mQUrUEI(P0rt L

G |
Ener @ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps te protect your privacy,
please see the privacy statements,
Language
Show the Microsoft Excel privacy statement
Advanced ] ]
Office.com privacy statement
Customize Ribbon Customer Experience Improvement Program
Quick Access Toolbar Microsoft Office Feedback "Send a Smile” Privacy Statement
Add-Ins Security & more

Visit Office.com to learn more about protecting your privacy and security.

Microsoft Trustworthy Computing

Microsoft Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your -
cemputer secure. We recommend that you do not change these settings. I Trust Center Settings... I
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Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents

Trusted App Catalogs

Macro Settings

i) Disable all macros without notification
() Disable all macros with notification

() Disable all macros except digitally signed macros

Add-ins (® Enable all macros (not recommended: potentially dangerous code can run)
ActiveX Settings Developer Macro Settings
Macro Settings

Trust access to the YBA project object model

Protected View

Message Bar
External Content
File Block Settings

Privacy Options

2.3.3. Tao Macro theo kich bdn
- Vao Developer - Code - Record macro

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
¥ D #3 Record Macro d{:} [ =1 /~ Properties @ & Map Prope
¥ K
] L Use Relative References o -n — g1 View Code 2 Expansion |
Visual Macros Add-lns  COM Insert Design Source
' Basic ! Macro Security Add-Ins o Mode Run Dialog [#1 Refresh Dad
Code Add-Ins Controls XML

- Dit tén cho Macro, chon phim tit néu can, OK

(7 [

Record Macro

Macro name:
TimKiem |

Shortcut key:

ci+| |

Store macro in:
|This Workbook El

Description:

ok || concel |

- Thuc hién céc thao tdc mudn ghi lai. Trong vi du nay ghi lai thao
tac loc bang Advanced Fillter: loc bang dix liéu goc véi ving diéu kién loc, két qua
loc tham chiéu dén vung két qua. (Xem lai phan trich loc nang cao)

- Bam nit Stop Recording dé két thic
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER

ﬂ DJ; .StopRecording .aﬁ' D.ﬁ. -lT h/ 22| Properties @ X Map Propert

53] Use Relative References == & View Code 'j Expansion Pz
Visual Macros 2 Add-Ins  COM Insert Design 2 Source o

Basic ! Macro Security Add-Ins +  Mode . Run Dialog Refresh Data
Code Add-Ins Controls XML

2.3.4. Tao Macro sw dung Visual Basic for Application
Budc 1: Vao File -> Option

Muc Customize Ribbon, nhin sang bén phai s€ c6 Ribbon mang tén Developer, tick
vao do6 rdi nhan OK

Xuat hién ribbon Developer ngay

P R Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Office Tab Foxit PDF
::1 ¥ Record Macro {9,,,‘}3 ?| "—V:al \ 9 jﬁProper’ties E | i Map Properties :ﬁlmpor’t ‘Bﬁ‘
=3 @Use Relative References _5';6} N . QjView Code ' @Expansvon Packs {85 Export =
Visual Macros Add-Ins COM | Insert { ) Source .. R Document
Bisic /A\ Macro Security Adddns |+ Mode 1 RunDialog ‘@ Refresh Data Panel
Code Add-Ins Controls XML Modify
Al v |
@)Bookl x | |
A B ¢c | Db E F G H | | J K | L M
1
2
3

Vao Option, muc Popular, tick ao 6 Show Developer tab in Ribbon nhé

sl e e
I L& Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection (i
V| Enable Lj i ;
Advanced
V| Show Developer tab in the Ribbon .
Customize Color scheme: | Blue I_:J
Add-Ins ScreenTip style: | Show feature descriptions in ScreenTips El
Trust Center Create lists for use in sorts and fill sequences: | Edit Custom Lists.., ]
Resources
When creating new workbooks

2.3.5. Qudn ly Macro

2.3.6. Xb6a Macro

Sau khi bat dé x6a macro ban chi viéc vao Developer --> Macro

1 cira s6 quan 1y 4t ca cac macro ban di timg chay sé& hién thi mudn x6a cai nio bi chi
viéc chon sau d6 click vao Delete dé xoa
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Macro ? X
Macro name:
Sheet2.DeleteBlankRows1 R Run
Sheet2.DeleteBlankRows1 —_—
[} \ Step Into ‘
Edit
GrEGLE
[ Delete \
} Options...
Macros in: | vforum.vn.xlsx :}
Description
‘ Cancel ‘

1 théng bao xac nhéan hién thi chon Yes dé x6a Macro nay
Microsoft Excel

ﬂ Do you want to de{kte macro Sheet2.DeleteBlankRows1?

Yes \ No \ ”
= = P O

2.3.7. Thuc thi Macro
Dé thuc thi Macro, ta c6 thé thuc hién mot trong ba cach:
1. Hop thoai Macro
- Chon Developer & Code = Macros. Xuit hién hop thoai

Macro.
- Chon mot Macro muon thuc thi, nhan Run
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER
’Qj 2] Record Macro .ﬁ? o =1 b{‘ Properties @ Ef Map Propert
W= L
53] Use Relative References -iT = a7 View Code 2] Expansion Pz

Visual |Macros Add-Ins  COM Insert Design Source
Basic ! Macro Security Add-Ins o Mode Run Dialog E#1 Refresh Data

Code Add-Ins Controls XML
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Macro name:

TimKiem| .5

I3
c
3

Create

Delete

£

Macros in: | All ODpen Workbooks Izl

Description

Cancel

2.3.8. Thuec thi Macro bang phim tit
- Trén Tab Developer >Macro - Option ,
- Trong hop thoai Macro Option nhap phim tat ban muon str dung.

Macro name:

TimKiem|

TimKiem

Macro name: Create

TimKiem

Delete
Shortcut key:

Ctrl+ Dptions...

Drescription:

- ChonOK.

- Vay dé sir dung Macro ban chi can g té hop phim tat via gén 1a
Macro sé duoc thuc thi.

2.3.9. Thye thi Macro théng qua trinh quén Iy Macro
Gan bang biéu tugng trén thanh Ribbon
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- Trén Tab File = Options = Customize Ribbon =>Macro (
trong Choose commands from )

G I i [
enera E-E Customize the Ribbon.

Formulas
Choose commands from: '

Proofing [

Save

Language .535 TimKiem

Advanced

Customize Ribbon

Cluick Access Toolbar
Add-Ins

Trust Center

- Chon New Tab dé thém lénh Macro vao mot Tab mai.
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Customize the Ribbon: (i)

N |~ |

ain Tabs
Home
[¥]Insert
Page Layout
Farmulas
Data
Review
[¥] view
Developer
Code
Add-Ins
Contrals
XML
> | Modify
—— |®[¥]Add-Ins
‘mave | Foxit Reader PDF
Background Removal
SmartArt Tools
Design
Format
Chart Tools
Design
Layout
Format
Drawing Tools
Format

O HHMBKBKK

[+

m

-

Mew Tab | Mew Group | | Eename...

Customizations: -.'i:'
Import/Export ™ |1

- Gan cac Macro vao Tab vira tao.

—

Foxit Reader PDF
— = ab [(Custom)
|_ Add New Tab w Group [Custom)
[ Add New Group round Remaoval
ols
Rename h
v ShowTab t
Remaove h
Move Up X
Move Down Is
|| Format
Picture Tools
[+ [ Format
l Mew Tab ] l MNew Group l [ Rename... l
Customizations: -'iI'
Import/Export = |

o ][«
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— N —

s TimKiem Formulas

Data

Review

V] view

=l [¥] Develaper
Code
Add-Ins
Caontrols
XML
Modify

[¥] Add-Ins

m [ Barl AD 1
- Chon OK dé hoan thanh

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER Foxit PDF TEAM

&%

TimKiem

TrichLoc

2.3.10. Thure thi Macro truc tiép tic VIBAIDE

2.3.11.Xay dung ham mdi trong Excel bang VBA

2.3.12.Khdi ni¢m vé ham trong Excel

Ham 1a nhitng cong thitc dd duoc dinh nghia sin trong Excel thuc hién tinh toan dua
trén cac sb liéu dau vao, goi 1a tham sb, theo mot trinh tu da duoc 1ap trinh s&n nham
thue hién cc phép tinh tir don gian dén phirc tap.

2.3.13.Tgo ham méi bang VBA

Ham trong VBA c¢6 thé dugc dir dung trong cac chuong trinh con ciia VBA

Str dung nhur mot ham c6 san trong cac bang tinh.

Ciu traic Ham: [Private/Public] Function<Tén ham> ([cic_tham sd]) as <kiéu dit
ligu>

[Khoi 1énh]
End Function
Vi du don gian :1ap ham tich dién tich HCN véi cac tham s6 nhap vao la :chiéu dai va
chiéu rong
Function DT(rong As Double, dai As Double) As  Double
DT = dai * rong

End Function

2.3.14.Ham trd vé 16i va cdch khic phuc

Excel 1a mot cong cu hd tro tinh todn phd bién nhét hién nay ma bit cir cong ty ndo
cling st dung. Khi lam viéc véi bang tinh Excel, chac chan khong thé tranh khoi
nhitng 101 phat sinh ra khi thao cac ham, cac cong thirc tinh toan, cac thao tac khac trén
bang tinh. Vi thé vi¢c nam bat dugc nguyén nhan phat sinh cac 101 nay la rat can thiét
deé ban c6 thé xtir Iy mdt cach hi€u qua nhat

1. L&i khong thay tén dong, cot

Faoxit Reader PDF
: [l [¥] Macro [Custom)
e
5 TimKiem

m

Macros
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Ban m¢ bang tinh ra nhung khong thiy tén céc cot (A, B, C, D....) va tén cac dong (1,
2,3, 4...) dau ca. Khdc phuc: vao menu Tools/ Options/ View va déanh dau chon muc
Row & column headers trong Windows Options roi nhan OK

2. Lbi bi mat dwong ké — 156i thwong gip trong Excel

Khi bang tinh Excel khong hién thi cac duong ké doc, ngang bao quanh céac 0 thi ban
hdy vao menu Tools/ Options/ View, trong muc Window Options ban danh dau vao 6

Gridlines. Trong Gridlines color, ban c6 thé chon mau cho nhitng dudng ludi ma ban
thich r6i nhan OK.

3. L6i mat sheet tab

Trong bang tinh ¢6 rat nhiéu sheet nhung khong thay sheet tab dau ca lam cho ban
khong thé m¢ duoc cac sheet khac. Khéc phyc: vao menu Tools/ Options/ View va
trong vung Window Options, ban hdy danh dau chon trong muc sheet tab r6i nhan OK.
Véi Excel tir 2007 tro vé sau thi vao Excel Options\Advanced\Show sheet tabs.

4. Cot hién thj s6 1,2,3... thay vi A,B,C...

Khi mé bang tinh ma khdng thy tén ciia céc cot hien thj boi cac chir cai A, B, C... ma
thay vao do6 la nhimmg chit so 1, 2, 3... thi ban vao menu Tools/ Options, chon thé
General trong 0 Settings, hity dau chon muc R1C1 Reference style/ OK.

5. Hién thi cong thire thay vi két qua

Céc cdt trong bang tinh rat rong va trong cac 0 lai hién cong thirc ma khdng hién két
qua. Khac phuc: vao menu/ Options/ View, trong vung Window options hiy dau chon
trong muc Formulas. Vi Excel tir 2007 trd vé sau thi vao Formulas va chon Show
Formulas

6. Nhan Enter con tré nhay lén

Khi nhan phim Enter dé két thic nhp liéu thi con tro lai nhay Ién 6 bén trén, 6 bén
phai hay 0 bén trai ma khong nhay xuong 6 bén dudi. Khac phuc: vao menu Tools/
Optiqns/ Edit, trong muc Direction ban chon Down va nhan OK. Véi Excel tir 2007
tré ve sau thi vao Excel Options\Advanced, trong muc Direction ban chon Down va
nhan OK.

7. Ldi phim miii tén — 16i thwong giip trong Excel

Khi nhin cac phim mii tén trén ban phim thi lai cuon man hinh chi khong nhdy sang
0 bén trén, dudi, trai, phai. Deé khac phyc, ban hdy xem dén cua phim Scroll Lock c6
sang khong, néu co thi ban nhan phim Scroll Lock dé tat no di.

8. #NULL! Li dir li¢u rong

Dung mét ddy toan tir khdng phu hop

Dung mot mang khéng c6 phan cach.

(Ldi nay xay ra khi str dung cac phep toan tir nhu =SUM(AL:A5 B1:B5), giita hai ham
nay khong cé diém giao nhau, d¢ khac phuc ban phai xac dinh chinh xac diém giao
nhau gitra hai ham).

0. ###H#H# 161 do rong — 16i thwong gip trong Excel

Khi cot thiéu d6 rong. Dung chudt kéo do rong cot ra cho phil hop

Khi ban nhap gi4 tri ngay thang hoic thoi gian 13 s6 am.

10. #VALUE! Léi gia tri
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Ban nhip vao cong thirc mot chudi trong khi ham yéu ciu mot sé hodc mot gia tri
logic.

Pang nhap mot hodc chinh sira cac thanh phan cta céng thirc ma nhan Enter.

Nhép qua nhiéu tham s cho mot toan tir hogc mot ham trong khi chiing chi diing mot
tham s6. Vi du =LEFT(A2:A5)

Thi hanh mot marco (Iénh tu dong) lién quan dén mot ham ma ham do tra vé 15
#VALUE!

(Xuét hién khi trong cong thirc ¢ cac phép toan khdng cing mot kiéu dir liéu. Chang
han cong thirc =A1+A2, trong d6 Al c6 gia tri la 1, A2 la Tay Ninh.Vi 1 1a mét ky tu
s hoc, con Tay Ninh lai 1a m6t chuoi mau ty nén khéng thuc hién duoc phép tinh. bé
khac phuc, ban phai chinh sura cho gia tri ctia cac phép toan c6 cung mot kicu dir liu
la ky tu s0 hoc hoac chu6i mau tu.)

11. #DIV/0! Léi chia cho 0

Nhép vao céng thtc sé chia 12 0. Vi du = MOD(10,0).

S chia trong cong thirc 1a mot tham chiéu dén 6 tréng.

12. #NAME! Sai tén — 16i thwong gip trong Excel

Ban dung nhimg ham khong thuong truc trong Excel nhu EDATE, EOMONTH,
NETWORKDAYS, WORKDAYS,... Khi d6 can phdi vao menu Tools — Add-in.
Panh dau vao tién ich Analysis ToolPak.

13. #N/A Ldi dir liéu

Gia tri tra vé khong tuong thich tir [color=] [/color] cac ham do tim nhu VLOOKUP,
HLOOKUP, LOOKUP hoic MATCH.

Dung ham HLOOKUP, VLOOKUP, MATCH dé tra vé mot gié tri trong bang chua
duogc sap x€p.

Khong dong nhat dir liéu khi ban sir dung dia chi mang trong Excel.

Quén mot hodc nhiéu ddi sb trong cac ham tu tao.

Dung mét ham tu tao khéng hop ly.

(Xay ra khi cong thtrc tham chiéu dén mot 6 trong mang nhung 6 d6 lai khong cé gia
tri. Loi nay thuong xay ra voi cac ham tim kiém nhu VLOOKUP, HLOOKUP... Ban
chi can xem k¥ lai cOng thirc va chinh stra & ma ham tham chiéu ti.)

14. #REF! Sai ving tham chiéu

X6a nhirng 6 dang dugc tham chiéu boi cng thirc. Hodc dan nhitng gié tri duoc tao ra
tir cOng thire 1&n chinh vung tham chiéu cta céng thirc do.

(Pay 1a 16i tham chiéu 6, chang han ban x6a dong hay cot ma dong cot d6 duoc ding
trong cong thirc, khi d6 sé bi bao 161 #REF!)

Lién két hoac tham chiéu dén mot ung dung khong thé chay duoc.

15. #NUM! L&i dir liéu Kkiéu sb

Dung mét dbi s6 khong phu hop trong cong thire sir dung ddi sb 1a dir liéu kiéu sb. Vi
du ban dua vao cong thirc s6 &m trong khi no chi tinh s6 duong.

Dung ham 1ap di lap lai dan dén ham khong tim duoc két qua tra vé.
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Dung mot ham tra vé mot sd qua 16n hodc qua nho so voi kha ning tinh toan cua
Excel.

(Gid tri s6 trong cong thirc khdng hop 18, s6 qué 16n hodc quéa bé. Chang han nhu phép
tinh =997999 s¢ bi bao 161 #NUM!, ban chi can giam bét gia tri tinh toan lai).

Bai tAp va san pham thuwe hanh bai 07.8

Kién thirc:

Cau 1: Ham Ia gi? Trinh bay ct phap chung cta ham.

Cau 2: Trinh bay ct phap va cong dung ciia mot sé ham théng dung di hoc.
Cau 3: Khi sir dung ham IF t6i da ta c6 thé 10ng ghép bao nhiéu ham?

Bai tp ting dung:

Bai tap 07.8.1:

Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chtra dit ligu)
Cong hoa xa hg¢i chi nghia viét Nam
Poc lap - Tw do - Hanh phuc
BANG K PHAN BO HANG HOA

T | TEN PO |DVIQDOANH| BVITAP |TUNHAN | TON| TY
T | HANG N THE G | LE
GIA [SOLG |[TTIEN| SO |[TTIE| SO [TTIEN| TIEN
LG N | LG
1 |Ximing | 100 | 120 (@ | 100 | (b) | 50 () | (d) (e)
2 | Sat 50 140 100 60
3 |Phanbén | 60 160 50 30
4 | Trsdu | 120 70 40 40
5 | Son 150 30 20 10
6 |Daulea | 30 20 10 30
7 | Xang 40 40 50 50
8 | Gao 20 250 120 20
9 | Puong 30 560 60 10
10 | Sira 35 35 40 30
11 | Caphé 40 40 20 10
12 | Thudc La| 16 16 10 50
TONG TIEN ? ? ? ?
TY LE ? ? ?
YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu thé (cha y Font tuy ¥)
2. Tinh toan cac cot
- Cac cot thanh tién = s luong *don gia
- Cot tong tién (d) = Téng 3 ¢ot TTién (Dung ham SUM)
-CotTy e (e) = Tong tlen clia tmg moén hang /0 téng cong (chu ¥ dia chi tuyét d6i)
- D4u ? : + Tinh tong tién cua ting don vi (Dung ham SUM)
’ + Tinh ty 1¢ = Tong tién cua ting don vi/6 téng cong (chu y dia chi tuyét
doi)
3. Doi cac cot thanh tién sang dang tién té (Currency), 0 sd 18
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Doi cot va hang Ty 18 thanh dang s6 % (Percent), 2 s6 18
4. K¢ khung nhu trén va ghi lai véi tén THOS5.XLSX

Bai tap 07.8.2:

Thanh 1ap bang tinh sau : (Xac dinh lai d6 rong cho cac cot du dé chura dit ligu)
BANG PIEM THI TOT NGHIEP

TT HO VA TEN TOAN | VAN | NNGU | PTB | KQUA | XLOAI
1 Tran Duy Tri 4 7.5 8 (@) (b) (c)
2 | HO6 Thi Tuyét 75 6.5 6.5
3 Lé Van Murng 8.5 8.5 8.5
4 L& Ngoc Trong 9 9 9
5 | Tran Ha Diing 4 8.5 4
6 |TranThanh  Thanh | 6.5 6.5 6.5
7 Nguyén Vi Truc 7.5 7.5 7.5
8 Lé Chi Hung 8.5 4.5 6
9 | Poan Huan 5.5 5.5 5.5
10 | Hoang Nhi 9.5 8 3

DIEM THAP NHAT ?
DIEM CAO NHAT ?

YEU CAU:

1- Thanh 1ap bang tinh va vao s6 liéu tho

2. Tnh toan

- Cot (a) = (Toan + Van + NNgir)/3
- Cot (b) = “Pau” Néu DTB >+ 5 vi “Rét “ Néu PTB <5
- Cot (c)= “XS” Néu bTB <10
= “Gi6i” Néu DTB >=7 via PTB=<9
= “Kha” Néu DTB < 7 vi DTB >=5
= “Kém” Néu DTB <5
- Pinh dang lai cho c6t DTB thanh dang Number, 2 s6 1&
3. Luu bang tinh vao dia voi tén THO03.XLSX va Pong tap tin lai
4. LAy lai tap tin THO3.XLSX vao bang tnh

5. Chén Thém cot PHAI vao sau ¢§t TEN, nhap dit liéu cho cot nay
- Chén thém 2 dong vao dudi dong BANG PIEM

Nam hoc 2011 - 2012

R¥ S

nhdp thém vao

Stra lai “BANG PIEM . .” Thanh “BANG KET QUA. . . . “ ghi lai tap tin vao dia
5. Thoat khoi Excel

Chuy: C thé tao Font nhu trong bai hoic tiy y

Bii tap 07.8.3:
Thanh 18p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)
Truong Pai hoc Pa Ning
KET QUA THI TUYEN
TT) MA | HOVATEN | NS | NGAY | D1 | D2 | D3 PTC|PKQ KO
SO SINH
1 |T1A |TranDuy Tri | (a) 12/05/80| 4 | 7.5 8 | ] (¢ | ()
2 | Q4D |HOThi | Tuyét 24/04/80| 75 | 65 | 6.5
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3 |D2B |LéVan | Mung 12/12/80| 8.5 85 | 85
4 | N3C | Lé Ngoc | Trong 30/04/79| 9 9 9
5 |TID | TranHa | Diing 15/10/80| 4 8.5 4
6 | Q4D | Tran Thanh 17/12/81| 6.5 6.5 | 6.5
7 |D2B | Nguyén | Truc 25/09/79|75 | 75 | 75
8 | N3C | Lé Chi Hung 14/11/80| 8.5 4,5 6
9 | Q4A | boan Huan 08/09/81| 5.5 55 | 55
10 | TIC | Hoang Nhi 22/06/78| 9.5 8 3
YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd
@ Chuy : binh dang cho c0t ngay sinh dang DATE

2. Tinh toan

- Cot (a) = Néu 2 ky tu dau cia M sb 1a
T1 thi dién vao “TP HCM” ; D2 thi dién vao “Daklak” ; N3 thi diém vao “Ninh

thuan”

Q4 thi dién vao “Pa Ning”
- Cot (b) = D1+D2+D3 Va dinh dang 1a dang NUMBER, 2 s6 1&
- Cot (¢)= Néu DTC >=22 thi iy PTC, nguoc lai :
+ Néu ky tu cudi cung cia MASO 1a B thi cong thém 1.5 vao PTC
+ Néu ky tu cudi cung cia MASO 1a C thi cong thém 1 vao DTC
-Cot(d) = Néu bKQ >= 22 thi dién vao “Pau”, nguoc lai “Héng”
3. Luu bang tinh vao dia voi tén TH04.XLSX

Bai tap 07.8.4:

Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)

BANG THANH TOAN TIEN TIEU THU PIEN

T TEN CHISO | CHISO |[SO SO THUE TTIE
T| KHACH cU MOI LUONG |TIEN |GTGT N

1 | Tran Duy 100 250 (a) (b) (c) (d)
2 | HO Thi Hoa 50 172

3 | L& Van Lich 60 182

4 | Lé Ngoc Sang 120 350

5 | Tran HAa Thanh | 150 241

6 | Tran Thanh 30 172

7 | Nguyén Vin An| 40 312

8 | Lé Chibtc 20 125

9 | boan Huong 30 109

10 | Hoang Xuan Ha| 35 153

11 | Lé Hoai Tran 40 183

12 | Tran Van Anh 16 321

YREU CAU

1- Thanh 1ap bang tinh va vao sd liéu thd (chi y Font tuy )

2. Tinh toan cac cot

- Cot (a) = chi s6 moi - Chi s6 cti

- Cot (b) = sb lugng * gid theo cac dinh mirc sau cua ) lugng :
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+ Tiéu thy 100 Kw dau, chi tinh gia 450 ¢
+ Tiéu thy 100 Kw tiép theo, tinh gia 650 d
+ S6 Kw con lai, tinh gia 850 d

- Cot (c) = sb tién * 0.1

- Cot (d) = Sb tién +thué GTGT

- Tinh ho thanh toan tién cao nhat va ho thanh toan tién thap nhat (Dung ham Max,
Min)

3. Chen 1 hinh tuy y vao gitta bang tinh

4. D1 chuyen cot thué GTGT vao trudc cot s0 tién

5. Sap xép cot thanh tién theo tht ty giam dan

6. Ké khung nhu trén va ghi lai véi tén TH06.XLSX

Bii tap 07.8.5:
Thanh 13p bang tinh sau : (Xac dinh lai d0 rdng cho cac cot du dé chira dit ligu)
&?X CUIVO BANG GIA
% C-cap | K-doanh
Xang 150 500
OBEND Gasolt | 120| 450
BAO CAO PHAN PHOI NHIEN Djy 100 260
Tir 1/4/00 dén 30/4/00
(s6 ngay phuc vu :25)
T| CHUN| PON VI SO XANG o _
T GTU NHAN LUON|SO | TIEN SO LG| TIEN| SO LG | TIEN
G |LG
1 | X001C | Cty du lich 100
2 | GOO1 | XN van tai 150
K
3 | X002K | Boi bao vé 200
4 | L0O01C | N-may Z75 100
5 | G002C | Xudng 304 50
6 | GOO3K | Xn Dién Lanh 120
7 | X004C | Xn co khi 80
8 | LOO3K | Cty luong 250
thuc
9 | X004C | Cang tin 180
1 | L002C | Ddi van tai 120
0
YEU CAU:

1- Thanh 1ap bang tinh va vao sé liéu thé (chu ¥ Font tuy ¥)
2. Tinh toan cac cot
- Cac cot s6 luong cin ctr vao ky tu dﬁu tién cia s6 ching tir dé phan bo s6 luong vao
cho céac cot : XANG, GOSOLT hay DAU LUA
+ Néu ky tu dau tién bén trai 1a X thi phan bo vao cot XANG
+ Néu ky tu dau tién bén tréi 1a G thi phan bd vao c6t GOSOLT
+ Néu ky tu dau tién bén trai 1a L thi phan bd vao c6t DAU LUA
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- Cac ¢t thanh tién = s6 lugng*don gia; Pon gia can ctr vao ky tu cudi cia so chung
tur.

+ Néu ky tu cudi 1a C thi ldy gia C-cap

+ Néu ky tu cudi 1a K thi 14y gia K-doanh
= Huwéng din : Dung ham IF két hop véi ham LEFT va ham RIGHT dé tinh
3. Chén 1 hinh tuy y vao gitra bang tinh
4. K¢ khung nhu trén va ghi lai voi tén THO7.XLSX

Bai tap 07.8.6:

Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dit ligu)
CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

oS el
BANG THANH TOAN TIEN KHACH SAN
T | LOAI| TEN ngdy | ngaydi| sb | sb | gia | gia | ten | ten
T | PHON dén tudn | ngay | tudn | ngay ®) | ®
G
1 [L3B |[Tri [10/05/00 [23/06/00 | (@) |[(b) | (c) | () | (&) | (P
2 | L2A | Tuyét |23/07/00 |11/08/00
3 | L1A | Mung |12/06/00 |19/06/00
4 |L1B | Trong |26/05/00 [07/06/00
5 | TRA |Diing |19/08/00 |25/08/00
6 | TRB | Thanh |12/08/00 |22/09/00
7 |L1A | Tryc |23/09/00 |05/10/00
8 |L2B |Hung |13/09/00 |27/10/00
9 |L1B |Huén |24/11/00 |26/12/00
10 [ L3A | Nhi  |24/11/00 [26/12/00
11 | L2A | Luong |24/11/00 |26/12/00
12 | L1A | Téng [24/11/00 |26/12/00
13 [L3B | Puong|24/11/00 [26/12/00
14 | TRB | Triéu [24/11/00 |26/12/00
15 | TRA | Minh [24/11/00 26/12/00
16 | L3A | Thic [24/11/00 |26/12/00
Cong thanh tién ? ?
BANG GIA KHACH SAN BANG THONG Kk
LPHONG | G2 | Gia LPHONG| SO SO | TIEN
tuan ngay TUAN | NGAY (%)
TRA 50 10 TRA
TRB 45 8 TRB
L1IA 60 12 L1A
L1B 50 10 L1B
e s | 10
L2B
L3A 40 7 3
L3B
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| L3B | 30| 5 |

YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd (chi ¥ Font tuy )

2. Tinh toan cac cot

- C6t (a) : Tinh sb tuan luu lai khach san (Dung ham INT)

- Cot (b) : Tinh sb ngay 1& luu lai khach san (Dung ham MOD)

- Pon gia ngay va don gia tuan cin clr vao loai phong va bang gia khach san (Dung
ham VLOOKUP)

- Cot (e) = sb tién tinh theo tudn (s6 tudn *don gia tuan)+ SO tién tinh theo ngay (S6
ngay * don gia ngay) . Nhung sb tién tinh theo ngdy vuot qua don gia 1 tuan thi lay
don gia tuan. (Dung ham MIN va MAX)

- Cot (d) = cot (e) *14680 ‘

- Tinh Téng thanh tién cho ¢t TIEN (8) va tién (D)

3. Tinh toan bang thong ké bang 2 cach : data Table va data consolidate

4. K¢ khung, trinh bay theo mau va ghi lai véi tén TH06.XLSX

Bai tap 07.8.7:
Thanh 18p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)
ohT H“fl\llf SACH GIAO KHOA XUAT
,53 T = TRONG THANG 03/2011
5 Lo
BANG GIAM GIA

TI LE giAm (%)
TREN PON GIA |
15%
12%
10%
5%

MA NGAY | KHOI| loai| SO | PONGIA| GIA [T TIEN
TT|SGK LOP | sachLUQN({  BAN M
1 |L12 10/05/00 | (a) | (b)| 125 | 4.000,00 | (c) (d)
3 |Vv12 | 12/06/00 80| 4.500,00
4 | T09 | 26/05/00 150 | 3.200,50
5 |HO9 | 19/08/00 175| 3.750,20
6 |H12 | 12/08/00 240|  5.200,00
7 |H11 | 23/09/00 120| 4.700,00
8 |T10 | 13/09/00 150| 5.123,00
9 |T12 | 24/11/00 140|  2.980,00
10 | H10 | 24/11/00 90| 3.400,00
11 [ L09 | 24/11/00 150 |  4.300,00
12 | L11 | 24/11/00 150 | 3.125,00
13 | V11 | 24/11/00 75|  3.900,00
14 | V09 | 24/11/00 130| 4.720,00




82

15 | L10 24/11/00 75 5.500,00
16 | V10 24/11/00 160 3.750,00
YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd (chu ¥ Font tuy )
2. Tinh toan cac cot
- Cot (a) : Dya vao 2 ky tu cudi cing cia cot MA SGK dé 1ay khdi16p Vidu: V10
Ttc 16p 10
(Dung ham IF va ham RIGHT)
- Cot (b) : Dya vao ky ty du tién cta c6t Ma SGK dé ban hanh cong thirc :
Néu 1a L thi sach Ly ; Néu 1a T thi sach Toan ; Néu 1a V thi sach Vatly ; Néu
la H thi sach Hoa
- Cot (c) :( chira murc glam cua tung loai sach) tinh :
GIAM = DON GIA BAN* T LE GIAM (%) (cho ting khéi 16p)
Vi ti 1€ giam (%) dugc ra ctru trén bang mau (dung ham vlookup)
- Cot (d) =s6 luong * (don gia ban - giam)
3. Ké khung, trinh bay theo mau va ghi lai v6i tén THO7. XLSX

Bai tap 07.8.8:
Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)

| BANG TiNH PIEM HOQC SINH |

TT|MA SO HO VA TEN TEN MON | DPIEM | XEP
TRUONG THI THI LOAI
1 |AO1T |Tran Duy Tri (a) (b) 8 (c)
2 |A01V |Hb Thi Tuyét 5
3 |BO1T |Lé Van Mung 9
4 |C02S |Lé Ngoc Trong 9.5
5 |[B02T |Tran Ha Diing 9
6 [CO1V |Tran Thanh | Thanh 7.5
7 |B02S |Nguyén Vian | Tryc 8.5
8 |A03T |LéChi Hlng 9.5
9 |D03S |boan Huan 6.5
10 |H10 Hoang Xuan | Nhi 9
11 | A02T |Tran Biru 7
12 |BO3T |Lé&Hoa Hai 6
13 |BO1T |Tran Binh Chuong 9.5
14 |B03S |Lé Phudc Hoa 45
15 [C02V |Nguyénvin |Hau 3.5
16 | CO3T | Tranky Ha 8.5
BANG TRA TEN TRUONG BANG TRA TEN MON
THI Ma S T V
X'a t\fg ggﬁi — Monthi | Sinhngd | Toan |Van
B Dinh tién hoang
C Hoa Binh
D Nguyén Du
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YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd (chi ¥ Font tuy )

2. Tinh toan cac cot

- Cot (a) : Tén trudng cin ctr vao 1 Mi bén trai cua Ma sb va Bang tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Mén thi cin cir vao 1 ma bén phai ciia Ma sb va bang tra tén mon thi
(Dung ham HLOOKUP)

- Cot (c) : T diém thi, Hay ban hanh céng thirc cho ¢t xép loai

3.S4p xép bang tinh trén dya vao cot diém thi

4. Tir bang tinh trén trich ghi ra 1 bang riéng gdm nhitng hoc sinh thudc truong v
truong toin

5. Tir bang tinh trén trich ra 1 bang riéng gém 5 hoc sinh xép hang cao nhit

6. Tao bang thong ké sau :

Théng ké s hoc sinh di thi theo truong va mon thi

Mon thi| Sinh ngit | Toan Vin
Truwong
Dinh tién hoang
Vo Truong Toan
Hoa Binh
Nguyén Du
7. Ta hiy thir ni cot Ho va cot tén thanh 1 cot 1ay tén HQ VA TEN (dung toan tir &)

8. Ghi vao dia voi tén THO8.XLSX
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Bai tap va san pham thyc hanh bai 07.8
Kién thire:
Cau 1: D6 thi 1a gi? Néu cach hiéu chinh do th.
Cau 2: Trinh bay Iénh In bang tinh va chon chiéu in.
Bai tap ing dung:
Bai tap 07.9.1:

1- Goi lai bang tinh THO7.XLSX

2. Str dyung tinh ning SUBTOTAL tao tong con (chi tiét) cho biét Tong THANH
TIEN heo khéi 16p

3. Str dung tinh ning AUTO FILTER loc bang tinh chi con cic mau tin chta khéi cac
16p cép 3

4. TUr bang tinh trén trich ghi ra mot bang riéng gdm nhiing loai sach 1a ly va hoa

5. Luu lai bang tinh.

Bai tap 07.9.2:

Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)

| BANG TINH PIEM HQC SINH |

TT|MA SO HO VA TEN TEN MON | DPIEM | XEP
TRUONG THI THI LOAI
1 |AOLT |TranDuy |Tri (a) (b) 8 (c)
2 |AO1V |Hb Thi Tuyét 5
3 |BO1T |Lé Van Mitrng 9
4 |C02S |Lé Ngoc Trong 55
5 |B02T |Tran Ha Diing 9
6 |CO1V |Tran Thanh | Thanh 7.5
7 |B02S |Nguyén Vin| Truc 8.5
8 |A03T |LéChi Hung 9.5
9 |D03S |[Doan Huén 6.5
10 |H10 |Hoang Xuan: Nhi 9
11 |A02T |Tran Biru 7
12 |BO3T |Lé Hoa Hai 6
13 |BOLT |Tran Binh | Chuon 9.5
g
14 |B03S |Lé&Phuéc | Hoa 4.5
15 |C02V |Nguyén vin | Hau 3.5
16 |CO3T | Tran ky Ha 8.5
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BANG TRA TEN TRUONG BANG TRA TEN MON
THI
Ma |tén truong iz s = N
A V0 truong toan a__ . . ; -
B Dinh tién hoang Mon thi Sinh ngit Toan Vin
C Hoa Binh
D Nguyén Du
YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd (chi ¥ Font tuy )

2. Tinh toan cac cot

- Cot (a) : Tén trudng cin ctr vao 1 Mi bén trai cua Ma sb va Bang tra tén truong
(Dung ham VLOOKUP)

- Cot (b) : Tén Mén thi cin ctr vao 1 ma bén phai ciia Ma sd va bang tra tén mon thi
(Dung ham HLOOKUP)

- Cot (c) : T diém thi, Hay ban hanh cong thirc cho cot xép loai

3.S4p xép bang tinh trén dya vao cot diém thi

4. TUr bang tinh trén trich ghi ra 1 bang riéng gdm nhitng hoc sinh thudc truong VO
truong toin

5. Tur bang tinh trén trich ra 1 bang riéng gém 5 hoc sinh xép hang cao nhat

6. Tao bang thong ké sau :

Théng ké s hoc sinh di thi theo truong va mon thi

Mon thi| Sinh ngit | Toan Vin

Trudong
Dinh tién hoang
Vo Truong Toan
Hoa Binh
Nguyén Du
7. Ta hiy thir nbi cot Ho va cot tén thanh 1 cot 1ay tén HO VA TEN (dung toan tir &)
8. - V& do thi ty 1¢ hoc sinh tham gia thi mon Sinh ngir gitra 4 trudng (D6 thi Tron)

- V& d6 thi minh hoa su twong quan s hoc sinh tham gia 3 mén thi theo cac trudng
(D6 thi khbi)

9. Ghi vao dia voi tén TH10.XLSX
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Thanh 13p bang tinh sau : (Xéc dinh lai d0 rdng cho cac cot du dé chira dix ligu)

BANG THANH TOAN TIEN CONG TAC PHi

VIEN NGHIEN CUU KHOA HQC

PINH MUC THANH
TOAN NGAY
Téi thiéu :
150 N
TT| TEN |[LCB|Cip| KHU| TU BENGa | HE | HE SO| TIEN
bac | VUC| NGAY | N@AY | SO| THUC
1 | Tri 2.88 | KS | HNI | 10/05/00 | 23/06/00 | (a)| (b) (c)
2 | Tuyét 3.10 |[CN | HUE | 23/07/00 | 11/08/00
3 |Mung | 250 |CN | HUE | 12/06/00 | 19/06/00
4 |Trong | 4.40 |KT | SGN | 26/05/00 | 7/06/00
5 | Diing 2.88 | KS | HNI | 19/08/00 | 25/08/00
6 |Thanh |3.10 |KT | SGN | 12/08/00 | 22/09/00
7 | Truc 450 |CN | HUE | 23/09/00 | 05/10/00
8 | Hung 2.50 | CN | HNI | 13/09/00 | 27/10/00
9 | Huan 5.60 | CN | SGN | 24/11/00 | 26/12/00
10 | Nhi 450 | CB | HUE | 24/11/00 | 26/12/00
11 | Biu 2.80 | GD | HNI | 24/11/00 | 26/12/00
12 | Hai 2.80 |CN | SGN | 24/11/00 | 26/12/00
13 | Chuong | 450 | KS | SGN | 24/11/00 | 26/12/00
14 | Hoa 2.88 | KS | HUE | 24/11/00 | 26/12/00
15 | Hau 2.50 | KT | HUE | 24/11/00 | 26/12/00
16 | Ha 3.50 | CN | HNI | 24/11/00 | 26/12/00
BANG HE SO CONG TAC PHI
HNI | HUE| SGN
CN 150| 145| 160
GD 150 160| 180
KS 160| 150| 175
KT 155| 165| 170
YEU CAU:

1- Thanh 1ap bang tinh va vao sd liéu thd (chu ¥ Font tuy )
2. Tinh toan cac cot nhu sau :
- Cot (a) : Dya vao cot Cép bac va bang hé s6 dé tinh toan cot hé sd (Dung ham

VLOOKUP va HLOOKUP)

- Cot (b) : Dya vao bang dinh muc thanh toan ngay

Néu Hé s6 >175 thi lay 175; Néu hé s6<150 thi 1dy 150 (Dung ham Max va Min)
- Cot (c) = SO ngay cong tac * hé s6 thuc *LCB
3. Tao Bang thng ké sau :
THONG KE SO NGUOI CONG TAC THEO CHUC VU VA KHU VUC

HNI

HUE

SGN

CN

KS
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KT
GD
C6 thé thuc hién bang thong ké nay bang may cach ? thir thuc hién
4. Dung 1énh Théng ké tong tién cho tirng nhém khu vuc cong tac.
5. Ivu bang tinh vao dia vé1 TH11.XLSX
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