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BAN BIEN SOAN CHUYEN PE

Chi bién: Thac si Dang Thi My Hanh, Giang vién, Khoa Ngoai ngir - Tin hoc

Tham gia bién soan: (ghi ré hoc ham, hoc vi, ho tén, chirc danh, chirc vu,
don vi cOng tac)

1. ThS. Bang Thi My Hanh

Gidng vién, Khoa Ngoai ngir - Tin hoc — Churong 1

2. TS. V6 Thi Huyén

Gidng vién, Khoa Ngoai ngir - Tin hoc — Chwrong 2
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HOQI PONG THAM PINH CHUYEN PE
(Thanh Idp theo Quyét dinh sé 775 /0P-T05, ngay 10 thang 04 ndam 2025 ciia
Hiéu truong Truong Dai hoc Canh sat nhan dan)

) Chirc danh
R Pon vi As A
TT Ho tén , R .| trong hoi dong
Chirc vu cong tac P .
’ tham dinh
1. PGS, TS. Nguyén Thanh Phiic | Phd Hiéu Trudng TO5 Chu tich HD
x ) . uv
2. ThS. Nguyen Thanh Trung Trudong Phong T05 o a
phan bién 1
, Y uv
3. ThS. Ta buc Giamdoc TT T05 o
phan bién 2
4, ThS. Nguyén Huy Thong Canbo TO5 Thu ky
5. TS. V6 Thanh Pat Truong Khoa T05 uv
6. PGS, TS. Ngb6 Phan Nhén P. Truéng Phong T05 uv
7. | ThS. Tran Quang Phic Can bo TO5 Uy vién

(Thu ky hanh chinh: ThS Nguyén Thi Mai Thanh — Can by Phong QLNCKH)
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LOI NOI PAU

Hién nay, kha ning soan thao vin ban trd thanh yéu cau quan trong trong da sb
cac cong viéc. Pac biét, Microsoft Word cling 1a cong cu can thiét khong thé thiéu
cho sinh vién, vién chtrc, can b0 va nhan vién van phong. Viéc stt dung thanh thao
Microsoft Word mang lai nhiéu loi ich vuot tri va co hoi thanh cong khi thyc hién
cong viéc. Ung dung khéng chi gilp tao 4n twong manh véi nha tuyén dung ma con
dam bao trng vién hoan thanh cong viéc chuyén nghiép va hi¢u qua. Microsoft Word
ap dung rong rai trong nhiéu nganh va linh vuc quan trong hién nay, cu thé: Nganh
van phong - Microsoft Word 12 cong cu chinh dé soan thao va xur Iy vin ban tai vin
phong. Phan mém duoc sir dung dé tao cac tai liéu nhu bién ban hop, bao cdo, hop
d6ng, email va thu tir. Gi4o duc va hoc tap - Trong nganh gido duc, Microsoft Word
1a cong cu hitu ich cho viéc soan thao bai luan, nghién ctru, bdo c4o hoc tap va van
ban giang day.

Excel 1a mot phan mém da nang khi c6 thé str dung cuc da dang trong nhiéu
nganh nghé, cong viéc va tinh hudng khac nhau. Vi thé, cac cong dung ctia phan
mém nay ciing da dang khong kém. Dudi ddy 1a mot s6 cong dung nodi bat cua Gng
dung Excel: Trong nganh ké toan, kiém toan - Phan mém duoc str dung thudng
xuyén va phé bién dé nhap li€u, tinh toan va xur 1y s6 liéu, 1ap bao cdo thuong nhat,
bao céo tai chinh. Trong nganh gido duc - Vira 1a phan mém hd trg cho cong viéc
giang day, vira giup quan 1y toan bo thong tin, diém s6 nguoi hoc hay quan 1y nhan
su cho don vi trudng hoc. Pay 1a mot phan mém cuc da nang va tdy vao nganh nghé
yéu cau gi thi nguoi dung ¢ thé sir dung phan mém dé c6 thé hd tro cho cong viéc
va hoan thanh cong viéc dat hi¢u qua tdi wu

Hién nay mon Tin hoc co ban (Word, Excel, PowerPoint) da dugc cac truong
Pai hoc dua vao giang day chuyén sau bang tiéng Anh dé sinh vién cd thé thi chiung
chi Tin hoc quéc t& nhu ICDL, MOS, IC3. Véi hy vong mang lai nhitng kién thirc
méi nhat cho sinh vién truong Pai hoc Canh sat nhan dan, nhom tac gia xin duoc
dong gop Chuyén dé “Tim hiéu nhitng tinh nang mdéi ciia MS Word va MS Excel
2021”. Chuyén dé gdom 2 chuong chinh:

Chuong 1: Microsoft Word 2021

Chuong 2: Microsoft Excel 2021

Trong qua trinh bién soan, nhom tac gia dd bam sat cac quy dinh vé thé thuc
trinh bay chuyén dé. Tuy nhién, qua trinh bién soan khong tranh khoi nhitng thiéu
sot. Chung toi rat mong nhan duoc nhimg y kién dong gop quy bau cia thay co va
sinh vién dé san pham duoc hoan chinh hon. Xin cam on.

TRUONG PAI HQC CSND
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Chuong 1
MICROSOFT WORD 2021

|. GIOI THIEU VA NHUNG THIET LAP CO BAN
1. Man hinh khéi dgng

Mo Microsoft Word 2021, chiing ta s& thay 5 théng tin va sy lya chon hién thi
tai man hinh khéi dong (Xem hinh):

- Céic file dd mo gan ddy nhéat, dudi cing néu click chon Open Orther
Document, nguoi dung sé mo dugc cac file Word tir trong may tinh hoac tir dién toan
dam may voi tai khodn One Driver cia chu sé hitu.

- Anh dai dién va théng tin vé chii sé hiru.

- C4c mau Template do nha san xut cung cap mién phi.

- Tim kiém hoic lya chon cac kiéu mau Template mién phi.

- Lua chon Blank Document: Tao van ban méi chua ¢6 dinh dang. Néu khong
chon céc Template do nha cung cap, ngudi dung click st dung lua chon nay.

Account

O :
>
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Luwu y: Cac miu Template mién phi do nha cung cip thiét ké 1a nhitng miu
duoc luu trir trén internet. Néu mudn sir dung, may tinh cta ngudi ding can phai két
ndi internet. Sau khi click chon mét trong cac mau nay, bang thoai hién ra, ngudi
dung nhén Create dé hoan thanh tao mot Document theo Template da lya chon. o)
day, nguoi dung c6 thé Iya chon mau khéac khi gd 2 phim sang trai hodc sang phai
hoac click chon 2 miii t€n & canh trdi va canh phai hoac nhéan phim co dau “x” dé
hay viéc ndy (c6 thé click ra ngoai thay cho viéc nhan dau “x”’) nhu hinh duéi day:

Banded design (blank)

TlTLE Provided by: Microsoft Corporation

HEADING A simple starting document featuring the Banded

design. It has distinctive headings that provide clear
structure, while still maintaining an inviting and
light look. This template is great for when you want
to start from blank, but don’t want the default look.
To take advantage of this design simply format
headings and other text using the Styles gallery on
the Home tab.

Go sl ol et started

[]

Man hinh lya chon mdu Template do nha cung cdp thiét ké mién phi
2. Thanh cong cu nhanh (Customize Quick Access Toolbar)

Click chon n(it Custommize Quick Access Toolbar (¢ hinh tam gi4c tré xudng)
bén goc tréi trén cling s& x6 ra mot menu. O day ngudi ding ¢6 thé lya chon cac nit
cong cu nhanh cta chuong trinh PowerPoint bang cach click chon (nhu hinh bén).
Céc cong cu duoc danh dau tich 14 nhimng cong cu s& hién thi trén thanh cong cu
nhanh cua Microsoft Office Word.

Ho 04D

Home Insert [ Customize Quick Access Toolbar

~ v N
e Cut -

. Tmes | Gpen
Paste B I
ast
- ¥ Format Painter v save

Clipboard ) Email
L Quick Print
Print Preview and Print
Spelling & Grammar
+  Undo
¥ Redo
Draw Table
v Touch/Mouse Mode
More Commands...

Show Below the Ribbon
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3. Sir dung céc tiy chon hién thi (Ribbon Display Options)

Ribbon I ¢ng cu chua toan bo ndi dung diéu khién ciia chwong trinh, bao gdm
cac Tab (hay con goi 1a cac thé) va cac commands thue thi, diéu khién.

=] 0 < GIAO TRINH POWERPOINT 2016.docx - Word Thanh 8 B - fa X
Home Insert Design Layout References Mailings Review View Q Tell me what you want to do
B X Cut T o v Py T U= . e=3= A - AP Find ~
D) 5m oy TimesNewRo-[14 -| A A" Aa- | R iZ-i=-%z- &3 8 T |asBbed AaBbC AAd | AaBE AaBbC AaBbce assscco AAB o 5 sz
=B Copy 5 o —— Mk
Paste B I Usaex, x* A~¥-A~| === 1= i

TNormal = TNoSpac.. TAmount Date Heading1 Heading2 Heading3 Title

. ¥ Format Painter [§ Select~

Click chon vao nat Ribbon Display Option (&) bén géc trén phai cia man hinh
ctia van ban. O day ta co 3 su lya chon:

Auto Hide Ribbon: Lya chon nay s€ an toan bd Ribbon, gitip cho viéc  soan
thdo van ban rong rai hon.

Show Tabs: Khi str dung lua chon ndy, toan bo cac Commands sé an, chi hién
thi cac Tabs, khi can Command trong tab nao, ta click chudt vao Tab do.

Show Tabs and Commands: Lua chon ndy s& hién thj toan bo Tabs va cac
Commands ctia Document.

4. Luu trir file Word véi nhiéu dinh dang khac nhau

Khi thuc hién luu trix van ban ta nhan vao menu File chon Save hodc Save As.
Véi Word 2021 c6 mot sé dinh dang co ban trong phan Save as type nhu sau:

Save as type: | Word Document (*.docx) ~
i Word Document (*.dood)
sodss Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dot)
Word Macro-Enabled Template (*.dotm)
Word 97-2003 Ternplate (*.dot)
de Folders PDF (*.pdf)
XP5 Document (*.xps)
Single File Web Page (*.mht;*.mhtml}
Web Page (*.htm;*.html]
Web Page, Filtered (*.htrm;*.html)
Rich Text Format (*.rtf)
Plain Text (*.tu)
Word XML Document (*xml)
Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

- *.doc: DPinh dang cii cia Office tir 97-2003.
- *.docx: Pinh dang méi Office 2007, 2010, 2013 va 2021.
- *.pdf: DBinh dang sang dang File PDF.

- *.Xps: Pinh dang chi doc trén Windows.

-* dot: Tao ra mau Template theo Office tir 97-2003.
3
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- * dotx: Tao ra mau Template theo Office 2007, 2010, 2013 va 2021.

- * dotm: Tao ra mau Template cho phép sir dung Macro.

Il. TAB HOME (CAC NOI DUNG PINH DANG VAN BAN, POAN VAN
BAN)
1. Clipboard (lwu dir liéu tam thoi truwée khi xix 1Y)
- Cut (Ctrl+X): Cat d6i tuong duoc chon.
- Copy(Ctrl+C): Sao chép ddi twong dugc chon.
- Paste(Ctrl+V): Dén d6i tuong da copy hoic cut.
- Format Painter: Dinh dang giéng hét ddi tuong duoc chon.

alls

[

Paste . _
. % Format Painter

Clipboard T

2. Font (Pinh dang font)
- Dong thir nhét tir tréi qua phai:
- Lua chon kiéu chir.
- Lua chon c0 chir.
- Tang c& chit.

- Giam c0 chtr.

Times NewRo ~[14 -~ A A Aa-~ &
B- I H - ab.E H} Hz '_.;:. - a_t? - A -

Faont ra

Thay d6i chir thuong chit hoa, click vao dau tam giac nguoi dung sé& ¢ c4c su
lwra chon nhu sau:

+ Sentence case: Viét hoa chit cai dau tién ciia moi cau trong doan van ban
duoc chon.

+ lowercase: Doi tat ca doan van ban di lya chon thanh chir in thudng.
4
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+ UPPERCASE: D6i tit ca doan vin ban da chon thanh chit in hoa.

+ Capitalize Each Word: Viét hoa tat ca cac chir ci dau tién ctia doan vin ban
duoc chon.

+ tOGGLE cASE: Viét thuong tit ca c4c chir cai dau tién va viét hoa cac chir
cai con lai trong mdi cau cta doan vin ban duoc chon.

o - — 11— 1-
Aa ’ - - a
- - - 2 -

e Ep—

Sentence case,
lowercase
UPPERCASE
Capitalize Each Word

tOGGLE cASE
- Clear Fomatting: X06a bo dinh dang. Dong thir hai tir trai qua phai:
- Dinh dang chit in dam (B).

- Binh dang chit in nghiéng (1).

- Pinh dang chir gach chan (U): Click chon biéu twong tam giac tro xudng (hinh
bén) ching ta co cac su lua chon kiéu gach chan va chon kiéu mau gach chan cho
doan van ban dugc chon. Ngoai ra Click vao dong More Underlines... sé hién thi
thém bang thoai Font cho nguoi dung c6 thém lya chon.

U +abe x, x* [0 - 3.

il

Flaone

More Underlines...

ﬁ Underline Color 3

- Binh dang gach ngang chir.
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- Dinh dang chi s6 dudi (x2) va chi sb trén (x2)

- Binh dang kiéu chit ngh¢ thuat.

- Text HightLight Color: T6 mau nén cho doan van ban duoc chon
- Font Color: Té mau chit cho doan van ban dugc chon.

Click vao nat = ¢ géc dudi phai ciia phan Font (hoic nhan t6 hop phim Ctrl+D),
ta s& m& bang thoai Font, tai Tab Font ching ta c6 thé Iya chon c4c dinh dang co ban
nhur ndi dung da trinh bay (hinh bén). O day, chiing ta can luu Y mét s6 ndi dung tich dau:

- Skikethrough: Ké-ngang-ehir1-dongke
- Double skikethrough: keé-nrgang-ehi2 dongke.

- Superscript: Chi sb trén (x?)
- Subscript: Chi s6 dui (X2)

- Small caps: Doan vén ban dugc chon s€ dugce chuyén sang chit in hoa nhé hon.
Vi du: DONG CHU SU DUNG SMALL CAPS

- All caps: Poan vin ban dugc chon chuyén sang chit IN HOA.

- Hidden: Poan vin ban dugc chon s& an di sau khi click chon ndi dung nay.

Font 7 X

o

Font: Font style: Size:

Times Mew Roman Regular 14
the King & Queen font A~ mm 9 A
The Last Soundtrack Italic 10
the Poison Bold n
the quiet scream Bold ltalic 12
v R
Font color: Underline style: Underline color:
Automatic e (nonej w Automatic
Effects

I:‘ Strikethrough |:| Small caps

D Double strikethrough |:| All caps

I:‘ Superscript |:| Hidden

|:| Subscript

Preview

Times New Roman

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

Set As Default Text Effects... Cancel
Trong ndi dung Tab Advanced chiing ta c6 mot s6 lya chon sau:

- Scale: Co gian chir theo Iya chon %.

- Spacing ... by: Kéo gidn chir néu chon Expanded, co chit néu chon
Condenset. O ddy, ngudi dung co thé co gidn chit theo don vi point (pt).
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- Postion: dinh vi tri cho 1én trén néu chon Raised. Dinh vi tri Xuéng dudi néu

chon Lowered.

Luu y: Khi lya chon cac thudce tinh cho ddi tuong dugc chon, ngudi dung cha

¥ phan Preview dé kiém tra két qua truc tiép trén cira s6 dinh dang.

Sau khi lya chon, nhin Ok dé hoan thanh, néu nhan Set As Default thi cac dinh
dang nay sé& ap dung cho tit ca cac vin ban vé sau.

Font ? X
Font Advanced
Character Spacing
Scale: 100% ~
Spacing: | Normal ~ | By
Paosition: | Normal ~ By:
D Kerning for fonts: +| Points and above
OpenType Features
Ligatures: Mone ~
Number spacing: | Default ~
Number forms: Default ~
Stylistic sets: Default ~
[] use Contextual Alternates
Preview
Times New Roman ‘
This is a TrueType font. This font will be used on both printer and screen.
SetAs Default | | Text Effects.. Cancel

3. Paragraph (Pinh dang doan van ban)

. — 1— 1— —_— = 5
#— o I— w O— =— = :l 1T
- —_— T — i= —_—— r

1|
1|
Ml
_}
1
4
4
4

Faragraph P
CAc chtrc nang dong thtr nhat tir trai qua phai:

- Bullets: Tao cac ky hiéu dau dong (nhu hinh dué6i day). Ngoai ra ngudi dung
c6 thé tu chon céach ky hi€u khac khi nhéan vao dong Define New Bullets.

- Numbering: Tao danh sach ky hiéu dau dong bang cac ky tu s 1, 2, ... cac
ky tu A, B, C,... hodc cac chir s6lamil IL IL,... hay cacky twa, b, c ... hay 1.1,
2.1,3.1,...

- Multilevel list: Tao danh sach danh s thi tu phan cép.
- Decrease Indent: Thut 1& vé bén trai cua van ban.

- Increase Indent: Thyt 1& vé bén phai cua van ban.
7
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- Sort: Sap xép theo thu tu tir A dén Z.

- Show/Hide: Hién an cac ky tu an.

CAc chire nang dong thir hai tur tréi qua phai:

- Align Left (Ctrl+L): Can doan van ban dugc chon theo 18 tréi.

- Align Center (Ctrl+E): Can doan vin ban dugc chon theo 1& giira.
- Align Right (Ctrl+R): Can doan vin ban dugc chon theo 18 phai.
- Align Justify (Ctrl+J): Can déu hai bén doan vin ban dugc chon.
Line and Paragraph Spacing: Gién dong theo nhiéu su luya chon.

- Shading: T6 mau nén doan vin ban duoc chon.

- Border: Tao khung vién cho doan vin ban duoc chon.

Click chon nat = gb6c dudi phai cua Paragraph, s€¢ mo ra bang thoai
Pragraph. Trong ndi dung Indentation, ngudi dung can chii y mét sé chirc nang:

- Left: Pay vian ban dugc chon sang trai

- Right: Pay vin ban dugc chon sang phai.

- Special: C6 2 su lua chon, néu chon First line thi dong dau s& dich vao mot
tab theo mic dinh, nguoi dung co thé thay ddi thong sé ndy. Néu chon Hanging thi
dong dau gitr nguyén cac dong tir thir hai tré di sé 10i vao mot tab hodc theo thong sd
nguoi dung lya chon.

Trong ndi dung Spacing, nguoi dung co cac su lya chon nhu sau:

- Before: Poan van ban s€ cdch trén theo don vi ngudi dung lua chon.

- After: Poan van ban s€ cach van ban duédi theo don vi ngudi dung lwa chon
trong phan By.

Phén Line Spacing la su Iwa chon cho sy gidn céch gitra cac dong ma nguoi
dung Iya chon trong phan At.
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Paragraph 7 >

{ Indents and Spacing { Line and Page Breaks

General
Alignment: Centered ~
Qutline level: |Body Text e Collapsed by default
Indentation
Left: Oecm  Fs Specdial: Ey:
Right: Oem = (none) o =
DMirrnrindents
Spacing
Eefore: & pt = Line spacing: At
After: 6 pt = Multiple ~| 1.2 =

|:| Don't add space between paragraphs of the same style

Preview

Sumrple Teal Scmple Teur Songprle Tewn Sinphe Teun Sinple Teon Sonple Teon Sonple Teo Saple Tean
Somyle Tenl Soapsle Tenl Somysle Tewn Somyle Tenl Syl Texn Sumyle Texn Soaple Tedr Sumyple Texn
Sumtyprle Tenl Sompde Texn Somple Ten Somyple Texn Soaple Tex

Tabs... Set As Default Cancel
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4. Styles (mAu dinh sin)

bay lanoi dung gilp nguoi dung dinh dang nhanh van ban va ciing la n6i dung
trong thu thuét tao muc luc tu dong trong MS Word.

AaBbC: AaBbC: AaBbC 4aBbC sasbced AQB asebcer 4aBbCi -

TMormal = TMNo Spac.. Heading1 Heading2 Heading 3 Title Subtitle  Subtle Em... |5

Styles Ta
a. Dinh dang Style c6 san
Néu khong mudn st dung cac dinh dang ctia Styles ¢d san, nguoi ding cd thé
tu minh dinh dang cho doan vin ban d6 bang cach nhu sau:

Chon doan vin ban, nhan vao Style mAu.

Dinh dang doan van ban da xac dinh Styles (font va paragraph).
Nhay phai chudt vao Style, click chon

Update ... (nhu hinh bén).

BbCi| AaBbCt AaBbC 4aBb(

Update Mormal to Match Selection
f,: Meodify...
Select All: (Mo Data)

Rename...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar
Luwu Y: Nguoi dung c6 thé chon Modify... dé dinh

dang lai cho Style c6 sin hodc c6 thé chon Remove from Style Gallery dé loai
bo Style d6 hodc c6 thé thém vao thanh cdng cu nhanh khi nhin chon Add Gallery to
Quick Access Toolbar.

b. Tao Style mai
Céach 1. Nhan n(t <! bén phai Styles, chon Create a Style (nhu hinh bén).
Céach 2. Nhan nit ™= goc dudi phai ciia Styles chon ndt dudi cuing bén trai (nGt
ngoai cung) dé thém méi mot Style.
Sau khi lya chon, mot bang thoai hién ra, ngudi dung thuc hién cac dinh dang
cho Style m&i nay (luu y nhé dét tén cho Style).

AaBbC: AaBbCi AaBbC 4aBbC sesbced AQD assoces 4aBbC:

TNormal | TNoSpac.. Heading1 Heading2 Heading 3 Title Subtitle  Subtle Em

AaBbCt AaBHCi AaBbC AaBbCe AaBbC: AABBC AABEC AaBbC
Emphasis  IntenseE..  Strong Quote  Intense Q.. SubtleRef... IntenseR.. Book Title

AaBbCe AaBbC(

TListPara.. TTOC He.

Create a New Style

L APPIY| Create a style based onthe
see| formatting of the selected text.
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5. Editing (tim kiém, thay thé va chon ddi twong)
- Find: Tim kiém theo tir khoa.
- Replace: Thay thé mét tir hodc bang 1 cum tir tim kiém bang mot tir hodc mot
cum tur khac.
- Select: Chon céc dbi tuong trong van ban (text, anh, ...).
1.  TAB INSERT (CHEN CAC POI TUQNG VAO VAN BAN)

B CoverPage - D [ Online Pictures i chat &8 store W | B, Hyperlink "l'j [ Header~ A=| [E QuickParts~ [¥ SignatureLine ~ 7T Equation ~
[) Blank Page e F) 2 Shapes ~ — O““]"?a [> Bookmark [3) Footer~ e 4 WordAt~ 53 Date & Time Q Symbol ~
able  Pictures » Add-ins ~ Wikipedia Onfine — ~ °  Comment
# Page Break 2 T SmartArt 4 Screenshot~ | &My Add-ins Video [ Cross-reference [ PageNumber~  goy- “ DiopCap~  []Object =
Pages Tables Illustrations Add-ins Media Links Comment its Header & Footer Text Symbols ~

Tab Insert va cac Commands trong MS Word 2021
1. Pages (Thém trang bia, tae trang trong va ngit trang)

Cover Page (Tao thém mot trang bia): Click vao nat tam giac bén phai, mot cira
s6 hién ra cho nguoi dung nhiéu su lua chon cac miu bia c6 san trong MS Word.
Click chon mot mau, Word sé& tao ra mot trang bia tai trang dau tién cta vin ban
nguoi dung dang thyce hién (Xem hinh bén phai).

Blank Page (Ctrl+Enter): Lya chon nay s& tao ra mot trang tréng chua c6 noi
dung gi dudi trang nguoi dung dang thuc hién.

Page Break: Lya chon ndy s& ngit trang va tao va nhay sang trang méi.

B3 Cover Page~ H |_|_ D@Online Pictures o Chart

Built-in
.
ezt
..... i
! - u“

Austin Banded Facet

L LIMENT 1
Filigree Grid Integral

@ More Cover Pages from Office.com
D.; Bemove Current Cover Page
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2. Tables (Tao bang biéu)
Click chon ndt tam giac nho phia dudi, & day c6 mot sd lya chon:
Nhén giir chudt kéo dé chon sé dong va sb cot ctia bang (nhu hinh bén).

Insert Table... : Click chon, mot bang thoai hién ra cho ngudi dung xac dinh s6
dong, s6 cOt cla bang s¢ tao ra.

Draw Table: Cong cu vé bang.

Quick Table: Click ndi dung nay s& c6 mot s6 mau bang biéu da dugc dinh
dang sin. Click chon néu mau phu hop véi yéu cau.

Convert Text to Table: Khi chon doan van ban, Click muc nay, doan van ban

s€ duogc dua vao bang.
D [.& Online Pictures
-

= F{;‘Sha gz
Table  Pictures P

- r""|:|Sr'ﬂarl'_-ﬂkrt
10x3 Table 1
| O
R | O
N
| O O
N o
B Insert Table..,

T Draw Table
E['g Excel Spreadsheet
Bl Quick Tables 3

Ngay sau khi tao bang biéu, mot cdng cu dinh dang Table Tool s& xuat hién voi
2 Tab la Design va Layout:

+ Header Row |+ First Column == }% -
Tatal R Last Cal SEEEE] : Ve pt
otal Row ast Column - V2 p - -
EEEEE —| Shading Border' —; Borders Border
~| Banded Rows Banded Columns T - Styles - '-__' Pen Colar ~ +  Painter
Table Style Options Table Styles Borders [P
Tab Design cuia Table Tool trong MS Word 2021
N i = 7 re (=2 BEEE === ===z I =) B = = BEEE A3 A F
| | | | ’ “« [ > % [ Height: [0.77 cm B Distribute Rows EX=S
NE e B0 HE | Bk i w.} & B2 = g B | LlHeight [077em T B —— Zd
== Convert to Text
Sclect| View Properties | Draw Eroser. | Delete | Insert Insert Insert Inset | Merge Split  Split | Autofit | ESwiatr: [266em 3| Distrbute Columns | o gy oy o 120 | ol | Sot e
v Gridlines Tabl - Above Below Left Right el Cells Table - Direction Margins Jr Formula
Table Draw Rows & Columns = Merge Cell Size ] Alignment Data

Tab Layout cua Table Tool trong MS Word 2021
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O trong ndi dung nay, Tab Design sé dinh dang vé dudng vién, d6 mau,... cho
bang biéu. Tab LayOut s& dinh dang vé ndi dung trong bang biéu ciing nhu viée
thém, x0a, stra cac dong, cdt cua bang.

3. Hlustrations (Minh hoa)
a. Pictures va Online Pictures:

Day la phan chén anh tir may tinh, internet, dién todn dam may va mang x& hoi
vao Word. Sau khi chén dnh vao van ban, cong cu Picture Tool xuét hién véi Tab
Format:

EJ —Corvecllons' =l Compress Pictures —— ;P\(ture Border~ %Posmon' ‘b‘p“ tlf6asem =
- [& Color~ B Change Picture = -l |- et el _ \E| - | Q@ Picture Effects~ 2= Wrap Text ~ El; SelectionPane  “ARotate~ =

emove o Crop =107
Background =3 Artistic Effects ~ 0 Reset Picture ~ *| BL Picture Layout ~ [& Align~ P 31057 cm

Adust . Pidure Styles [ Arrange

- Adjust (Céc didu chinh cho anh):

+ Remove Background: Pay |a chiic niang loai bo hinh nén, tuy nhién ciing chi
loai bo duoc nhitng nén c6 moét mau duy nhat, néu mau nén co6 pha tron voi hinh thi
khong nén str dung chirc nang nay.

+ Corrections, color, artisic effect: C4c chirc nang tao hiéu tmg, mau sac cho anh.
+ Compress Pictures: Chirc nang nén anh.

+ Change Pictures: Thay thé anh hién tai, Click vao diy mot bang thoai hién ra
cho phép ngudi dung c6 thé chén anh thay thé tir mdy tinh, internet, dién toan dam
may va mang xa hoi (Xem hinh bén).

Insert Pictures

Ay From afile

files on your computer or local network

Browse »

> Bing Image Search

t

arcn the web

See more »

Browse »

+ Reset Picture: C6 hai chuc ning trong ndi dung nay, reset picture sé& phuc hoi
lai anh nhu ban dau. Reset Picture & size s& dwa anh vé dung kich thudc that cia no.

- Picture Styles: Bao gdm 2 ndi dung, chon cac mau ¢6 san hodc ty dinh dang
anh cua nguoi dung khi lya chon céc hiéu ung:

+ Picture Border: Tao dudng vién cho anh.
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+ Picture Effect: Lua chon cac hiéu g c6 sin cho anh.

+ Picture Layout: Lwa chon cic Layout theo mau c6 san cho anh.
- Arrange: X4&c dinh vi tri ctia anh

+ Possition: Dinh vi tri anh (it dung)

+ Wraptext: Chirc ndng Xac dinh vi tri cta anh véi Text, bao gdm:
In Line With Text: Vin ban va anh s& nam trén cling mot dong.
Square: Vin ban s& nam xung quanh anh.

Tight: Van ban nam 4p st hai bén anh.

Behind Text: Vin ban hién thi bén trén anh.

In Front of Text: Vin ban hién thi bén dudi anh. Top and Bottom: Vin ban nam
trude va sau anh. Through: Vin ban nam sat xung quanh anh.

Edit Wrap Points: Chuc nang nay cho phép thay doi hinh dang, vi tri caa van
ban bao quanh hinh anh.

Khi c6 cac anh chén 1én nhau, ta stir dung cac chirc nang Bring forward va

Send Backward dé dua anh nay lén trén hoic xubéng dudi anh khac.

+ Align: Xac dinh vi tri cta anh.

+ Group: Nhom céc anh va hinh vé.

+ Rotate: Chtrc nang xoay hinh anh.

- Size: Chinh kich thudc anh, & day c0O chirc nang Crop cuc ky hiru ich khi thuc
hién viéc cit anh. Dé thuc hién nguoi dung Click chon Crop va diéu chinh cét trén
anh, hoan thanh Click lai ndt nay. Ngoai ra, phan Crop to Shape s& gitip nguoi ding
thuc hién dua anh vao cac hinh vé& co san.

# t0[s48em -

Crop

-

E 0.4 cm -

H  Crop

[&' Crop to Shape
Aspect Ratic ¥

s Fill

Il Fit
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b. Shapes

Cong cu v&, Click chon Shape dé lua chon hinh can v&. Nhan gitr chudt va kéo
dé thyc hién v& hinh, tha chuot khi hoan thanh. Luu y: Khi nhan gitr phim Shift nguoi
dung s& v& dugc cach hinh canh déu. Chang han, v& duoc hinh vudng, hinh tron khi
nhan giir Shift. Noi dung vé cac thao tac v&, dinh dang Shape ngudi dung xem thém
trong trong gido trinh PowerPoint.

C. SmartArt

Chén cac gian dd thong minh. Click chon SmartArt, bang thoai Choose a
SmartArt Graphic xuét hién, Click chon gian dd, nhan Ok.

Choose a SmartArt Graphic ? =

All
List
Process

Cycle

Hierarchy

Relationship

Matrix

Pyramid
Basic Block List

Picture

@uDP ST B0 §

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes.

Office.com

Trén Ribbon xuat hién cong cu SmartArt Tools. O day, c6 2 tab la Design va
Format. Noi dung nay twong tu nhu v& hinh bang cong cu Shape.

d. Chart
Cong cu vé& biéu do. Click chon Chart, bang thoai sau xuét hién:

Insert Chart ? x

i €harts

= oo 00/ (80 (B8 Ho Jef 02 40

|l Column

¢ Line Clustered Column

® Pie

ar
M Area
[ XY (Scatter) I I II I

|t Steck

@ Sufoce

% Radar

BE Treemap

@ Sunburst
lfly Histogram
| Box & Whisker
R waterfall

|y Combe
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Click chon biéu d6 nguoi dung can, tiép theo nhan Ok dé hoan thanh. Trong
ndi dung xuat hién (nhu hinh duéi day) ngudi ding chi can nhap chinh xéc sb liéu
dé xay dung biéu d6 nhu yéu cau.

==
A B C D E F G H E
1 Series 1 Series 2 Series 3
2 |Category 1 43 24 2
3 |Category 2 15 4.4 2
4 |Category 3 35 18 3
5 |Category 4 45 28 5 ~ E|
[4]
.“
5 ey
.
03 )

5]

[

[]

Category 1 Category 2 Category 3 Category 4

B Series 1 MSeries2 MSeries 3
O O o

O phan dinh dang ciing c¢6 2 tab xuét hién cua Coéng cu Chart Tools 1a Design
va Format. Viéc dinh dang cling twong tu véi vé€ hinh véi Shapes.

e. Screenshot:

Cong cu chup anh man hinh, Click chon man hinh s& mo di, nhan gitr trai chudt
va bao quanh ving can chup. Khi hoan thanh, hinh anh s& duoc dan vao noi ngudi
dung dang dat tré chudt trong van ban.

4. Add-ins (thém cac plugin vao phan mém)

Pay 14 nhimg phan tich hop trong Word, khi click chon Store bang thoai nhu
hinh bén sé& hién ra dé ngudi dung lya chon cac plugin. Can plugin ndo ngudi ding
chi can Click chuong trinh s€ tai vé may, tu cai datva tich hgp vao trong MS Word
tuong tu nhu khi nguoi dung st dung Smart Phone.

Office Add-ins
MY ADD-INS =~ STORE
Add-ins may access personal and document information. By using an add-in, you agree to its Permissions, License Terms and

Privacy Policy.

Search el Suggested for you v

Category B Template Chooser Free o
L'g An easy way to manage, discover and use your
templates in Office.

Best Apps of the Year * % %k k

All

Communication
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5. Media (chén Video vao van ban)

Day la chtrc nang gitp nguoi dung chén Videos vao trong van ban Word tu
internet, Youtube. Pac biét, Word 2021 con cho phép nguodi dung chén code cua
Videos (ngudi ding c6 thé 1iy code cuia cac Videos ndy trong phan chia s¢, roi chon
ma nhung videos).

Insert Video

i [i Sea
> Bing Video Search Search Bing ®
Search the web

Tou YouTube

o Search YouTube
= The largest worldwide video-sharing community! .
From a Video Embed Code
Q,;_, Paste the embed code to insert a video from a web Paste embed code here =
site

6. Links (tao lién két ndi bd, lién két ngoai)

Day 1a mot chtrc nang quan trong trong MS Word, n6 gitp ngudoi ding lién két
dén mot trang Web, mot chuong trinh ndo do6 trong may tinh hay lién két dén noi bo
ngay trong Word. )

5&. Hyperlink
|" Bookmark
E|I_I| Cross-reference
Links
a. Hyperlink (lién kéy

Pé thuc hién lién két, chon doan vin ban can tao lién két tiép do Click chon
Hyperlink, bang thoai Insert Hyperlink xuat hién (xem hinh duéi). Tai day ngudi
ding c6 thé tao lién két dén Website, lién két dén mot file hay chuong trinh trong
may tinh hodc c6 thé tao lién két truc tiép dén cac noi dung di danh déu trong van ban.

Insert Hyperlink ? >
Link to: Text to display: http://suphamyenbai.edu.vn/cntt screenTip...
L) Look in: Nam hoc 2016-2017 v [2 7ol
Existing File
or Web Page Bac cac Hoi thae NCKH Cum Trung Bac Eookmark...
T Chueng trinh he 2016
= Folder T +F
| Du thi Sang tao KHKT tinh ¥B arget Frame...
Pace s || e | Lop OV
Frnges Tai lieu hoe MOS
Create Mew Recent
Document Files
_lj Address: http:/fsuphamyenbai.eduvn/ontt
E-mail
Address
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b. Bookmark (tao ddnh déiu)

Pé tao bookmark, trudc hét nguoi ding chon mot doan vin ban, click chon
Bookmark. Néu nguoi ding mudn an khéng cho ngudi dung biét chd dugc danh dau,
click chon Hidden bookmarks

Tiép @6, chon doan van ban can lién két dén bookmark vira danh dau, click
chon Bookmark, chon tén Bookmark can nhay t¢i roi nhin nit Go to dé hoan thanh.

Bookmark ? x

Eookmark name:
Namel Add

Sort by: @ Name
() Location

D Hidden bookmarks

Cancel

c. Cross-reference

Day 1a phan gitp nguoi sit dung dbi chiéu chéo dé chu thich, dan lién két dén
mot thdng tin tham khao khac trong cung mot van ban. Chirc nang nay sur dung thong
tin tham khao tir rat nhiéu loai, trong do phé bién nhat 1a sir dung muc luc va danh
dau trang (bookmark).

Dé tao Cross-reference, boi den doan vin ban can dbi chiéu, tiép d6 Click chon
Cross-reference, mdt bang thoai hién ra, nguoi dung co thé chon dén cac ndi dung
trong Word nhu céac Style, Bookmark,... da tao san (nhu hinh bén). Tiép do, Click
chon dén muc can dbi chiéu, nhan Insert dé hoan thanh.

Cross-reference ? x
Reference type: Insert reference to:
CETTEI - | | Page number v
Insert as hyperlink ] Include above/below

Separate numbers with

Faor which heading:
1, Gidi thiéu va nhimg thiét |ap co ban A
1.1, Man hinh khadi dénag
1.2, Thanh cdng oy nhanh (Customize Quick Access Toolbar)
1,3, 50 dung cac tay chon hién thi (Ribbon Display Options)
1.4, Luu trir file Word vai nhigu dinh dang khac nhau
2. Tab Home [Cac néi dung dinh dang van ban, doan van ban)
2.1, Clipboard {luu dif ligu tam thai trudc khi wd 1)
2.2, Font (Binh dang font)
2.3, Paragraph (Binh dang doan van ban)
2.4, Styles (mau dinh san)
2.5, Editing (tim ki€m, thay th€ va chon déi tugng)

3. Tab Insert (chén cac ddi tugng vio vin ban)
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7. Comments (tao nhan xét, binh luan)

Pé tao Comment, chon doan vin ban can tao Comments, tiép d6 Click
Comments mot bang nhu hinh bén hién ra, g6 ndi dung rdi nhan Reply dé hoan thanh.

Thanh B A few seconds ago

Pan nhain 28t 50 vim ban

H Thanh B & &wseconds age

£ togly P Rexobea

8. Header & Footer (Tao dau trang, chan trang, danh sé trang)
Pay la cac chirc nang tao dau trang, chan trang va danh sé trang cho vin ban.

Header ~
D Footer =
Eil Page Mumber -~
Header & Footer
9. Text (chén vin ban, chir nghé thuit, chir cai 16n dau dong,...)

Trong ndi dung nay, chung ta s€ chén hop van ban, chir nghé thuat, thoi gian,
chir céi 16n dau dong, ... trong nodi dung ciia vin ban. Ngoai cac ndi dung trén ching
ta co thé chén thoi gian va mot sé ddi tuong (Object) vao trong vin ban.

- Quick Parts: Pay 1a chiic niang chén AutoText (ndi dung niy chung toi s& dé
cap dén phan riéng) va mot s6 phan goi tat vin ban.

- WordArt: Chen chit ngh¢ thuat, click chon kiéu mau chir ngh¢ thuat, tiép do
g0 noi dung cho chit nghé thuat.

- Drop Cap: Chén chir cai 16n dau dong, truéc hét nguoi dung cho vin ban ra
dau dong (khong st dung tab).

Drop Cap 7 X

Paosition

: W W

Mone Diropped In margin

Options
Font
Times Mew Roman
Lines to drop 3

Distance from text: |0 cm

AF[[4F
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10. Symbols (chén cong thire toan, ky tw dic biét)
a. Chen cbng thirc toan
Click chudt chon vi tri can chén.

Click chon Equation (nhu hinh bén). O day c6 mét s6 ndi dung can luu y:

+ Lya chon cic miu c6 sin bao gdm Area of Circle (cong thirc tinh dién tich
hinh tron), Biaomial Theorem (lily thira ctiia mot tong 2 sb), Expansion of a Sum, ...

+ More Equations from Office.com: Céc cong thirc bd sung voi mau co san.

+ Insert News Equation: Tu chén cong thiic todn truc tiép vao vin ban. O day,
khi ngudi dung gb cong thic s& xuét hién thanh céng cu Equation Tools voi tab
Design s& xuat hién (nhu hinh dud6i). Dé go cong thirc nao, ngudi dung can Click
chudt chon kiéu cong thirc toan (phan so, can bac hai, tich phan,...) roi gd ndi dung
vao cong thirc.

[A=] © Quickparts+ [¥ SignatureLine - 7T Equation -

Built-In

Area of Circle

A=mr?

Binomial Theorem

n
(x+a)" = Z (n)x"a“"‘
k
L=n
xpansion o n

Expansion of a Sum

N nx n(n—1)x?
A+x)"= 1+f+T+

Fourier Series

fx)=a +i(a cos@+b sin@)
- Yo _ n I, n L

Ig' More Equations from Office.com r

TT  Insert New Equation
[#] InkEquation

Click chon Lnk Equation s& mé ra ctra s6 Math Input Control dé nguoi dung
c6 thé sir dung chudt hodc dung cam tGng dé thiét ké cong thire toan (nhu hinh bén).
O day c6 cac cong cu Write (viét cong thirc), Erase (x6a), Select and Correct (chon)
va Clear (x06a toan b0). Sau khi thuc hién xong nhan Insert dé hoan thanh.

#| Math Input Control *®

Iaz+bz:c2 \

| a\f —+ g—: CZC

insert | | Cancel
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b. Symbol (chén ky tw ddic biér)
Chon vi tri can chén ky tu dic biét.

Click chon Symbol, & day ¢6 mot sb Ky tu dic biét thuong sir dung s& xudt hién,
nguoi dung chi viéc click chon cac ky tu nay. Ngoai ra, khi Click dong More
Symbols... s& md ra mot bang thoai, & day ngudi ding c6 thé lya chon céc ky tu dic
biét dé chén vao van ban. Sau khi lya chon, nhan nat Insert dé hoan thanh.

Symbal ? x

Symbols  Special Characters

Font: | Symbaol i

B v 2] a]el&l s (D =]+ -] .|/ "
ol1]2]3]4]5]6|7]8|o|:|;]<[=]>]2
=|a|B|x|a|E|o|T[H|1|9|K[A|M|N]O
nlelp|z|T|Y|c|ol=lw|z |11 .
Becently used symbaols:

. ~lelglx|o|®m™ ]| <[>]+] =
ot graracte cones[32_| o symoot aecmay |-
AutoCorrect.., | | Shortcut Key.. | Shorteut key:

Cancel
IV. TABDESIGN (CAC THIET KE)

Home  Insert = Design  layout  References
a2
hl

le
hemes | 2oy o

Q Tell me what you want tod
= e [A[ZEe B0

| Colors Fonts Watermark Page  Page
i R « @ Setas Default 2 Colars Harden

Page Background

Cac Commands cua tab Design trong MS Word 2021
1. Document Formatting

Day la cac thiét ké cho toan van ban, Click chon c4c miu c6 sin, toan bd vin
ban cta ngudi dung s& chuyén theo miu ma ngudi dung di lua chon. O day, co rat
nhiéu miu Themes dé nguoi dung lwa chon, ngoai ra ngudi dung c6 thé dinh dang
lai cho Themes vé& mau séc, font chit, Paragraph, ... Trong tab Design, miu Theme
ma nguoi dung lya chon hodc tu xay dung s¢€ xuét hién ¢ 6 dau tién.

2. Page Background

Watermark: Pay 1 chiic ning tao mot dong chif trén nén ciia vin ban. Dé thuc
hién duoc didu nay, nguoi ding Click chon néi dung nay s& c6 mot sé mau 6 san dé
nguoi dung lya chon.
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+ Custom Watermark: Click Iya chon nay s& xuat hién bang thoai Printed
Watermark, thuc hién céc nodi dung nhu hinh duéi day, ching ta c6 két qua nhu hinh
bén canh:

Printed Watermark ? *

O Mo watermark
() Picture watermark

Scale Auto Washout

@ Text watermark
Language: English (United 5tates)

Text: D4 Trung Thanh-5u pham Yén Bai

Font: Times New Roman

Size: Auto w

Colar: w Semitransparent

Layout: (® Diagonal () Horizontal

Apply can

+ Remove Watermark: Hiay bo dong chir nén di tao.

+ Page Color: Click chon chiic ning nay sé& thay doi toan bd hinh nén cta van
ban hién hanh.

+ Page Borders: Chtic nang nay tao ra khung vién cho toan bd van ban.
V. TAB LAYOUT (PINH DANG TRANG CHO VAN BAN)

1. Page Setup (Thiét 1ap trang in)
Tir trai qua phai cua Page Setup, chiing ta can luu Y mot s6 chic ning nhu sau:

@ Dn‘ o "H Breaks -
I:LI ]D £ Line Numbers -

Margins Orientation 5ize Columns

- * - -

be Hyphenation =
Page Setup P

- Margins: Thiét 1ap 18 trén, dudi, trai, phai ciia van ban.

- Orientation: Thiét 1ap khé gidy thang dung (Portrait) va kho gidy nam ngang
(Landscape).

- Size: X4c dinh kho gidy: A1, A2, A3, A4,..

- Breaks: Ngat trang.

Click vao nutr= ¢ goc dudi phai ctia phan Page Setup. C4c thiét 1ap co ban trong
tab Margin trong bang thoai nay nhu sau:

Margin: Thiét 1ap can 18 trén, dudi, trai, phai (Margin) va thiét 1ap kho gidy
thang dumg hodc khé gidy nam ngang (Orientation).
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Page Setup ? X

Margins Paper

,_
&

2
S
c
3

Margins
Top: 2cm Bottom: 2cm
Left: 3am = Right: 2em
Gutter: 0cm Gutter position: Left ~

Orientation

Portrait Landscape

Pages

Multiple pages: Mormal ~

Preview

4
4
H
a
a
<

Apply to:

Multiple Pages: Trong ndi dung nay, can luu y cac chirc ning sau:
+ Normal: Ché d6 in binh thuong.
+ Mirro Margins: Ché d6 in 2 mit.
+ 2 Pages per sheet: In 2 trang trén mot mat
+ Book fold: In theo dang gap sach.
2. Paragraph va Arrange
Pragraph: Noi dung nay chinh 1a phan dinh dang doan vin ban
Arrange: Day la c4c thiét 1ap cho cac d6i tuong khi chén vao Word
VI. TABREFERENCES
1. Table of Contents (Tao muc luc tw dong theo Headding)

Budc 1. Tao céc tiéu dé cho tai liéu theo cac Heading tir 1, 2, 3,... tdy theo nhu
cau cta ngudi dung. O ddy, chi y dinh dang cac Heading theo nhu cau tir font chit,
Paragraph. Sau khi két thiic, nhay phai chudt vao Heading chon Update Heading...

Budce 2. Dbat trdé chudt & noi nguodi dung s€ tao muc luc, click chon tab
References, tai day click vao niit tam giac tré xudéng cua Table of Contents. O day,
¢6 3 kiéu miu cho nguoi dung lya chon kiéu muc luc tu dong (nhu hinh bén).

Pé thiét 1ap theo nhu ciu cia nguoi dung, Click chon Custom Table of
Contents... Bang thoai duéi ddy s& xuat hién:
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1WC | AaBbC #aBbCcD AaBhle
Update Heading 1 to Match Selection

4 Modify...
Select All: (No Data)
Rename...
Remove from Style Gallery

Add Gallery to Quick Access Toolbar

) Add Text - AR 7 Insert Endnote B{

[ Update Table AB] Next Footnote ~
Table of P I B Insert
Contents » Footnate (= Show Notes Citation
Built-In

Automatic Table 1

Contents
Heading | 1
Heading 2 1
Heading 3 1

Automatic Table 2

Table of Contents
Heading 1 1
Heading 2 1
Heading 3 1

Manual Table

Table of Contents
Type chapter e (RVel 1), ... 1
Type chapler title (level 2) 2
Type hapler GUE (VET 3) oo oo 3

[Z More Tables of Contents from Office.com 3
E) Custom Table of Contents...
EX Remove Table of Contents

Tai day, nguoi dung cd thé lwa chon cac dinh dang cho muc luc ty dong:
Tab Leader: Chon kiéu ... hodc --- khi muc luc con thiéu.
Formats: Chon kiéu dinh dang cho muc luc.

Show levels: Chon sé cap cho muyc luc tu dong. Sau khi hoan thanh, Click Ok
dé két thuc.

Table of Contents ? X

Index = Table of Contents = Table of Figures = Table of Authorities

Print Preview Web Preview
5 ~ . -~
Heading | ............ 1 Heading 1
Heading 2......... 3 Heading 2
Heading 3..... 5 Heading 3
'] W
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... ~
General
Formats: [From template |{%
Show levels: |3 =

Options... Modify...
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2. Footnotes (Tao ch thich cudi trang cho vin ban)
Dit tré chudt tai vi tri cAn ghi chd thich.

Click chon Insert Footnote, tiép d6 go théng tin vé chd thich.

Vi du. Trong van ban: Tai liéu thao khao! Noi dung cht thich & cudi trang:

1 B3 Trung Thanh Treimg Cao ding Sw pham Yén Bai
1 |_|Tﬁ'] Insert Endnote

AE, Next Footnote ~
Insert

Footnote

Footnotes ]

3. Citations & Bibliography (quan ly trich dAn va tham khao)

Citations & Bibliography |a phan tao trich dan va tai liéu tham khao khi thuc
hién cac dé tai, luan van, khoa luan, ... Thuc hién nhu sau:

Budéc 1. Tao Citation mai:
+ Click chon Insert Citation, tai day chon Add New Source... (nhu hinh bén).

+ Click chon Manage Sources, bang thoai xuét hién, click chon New.

._.ﬁ E‘I, Manage Sources D 51 Manage Sources
T Shvle: |APA - E@ style: |APA -
[F:h,St}IE. APA neert |2

|nsert ~ A
Citation - = [ Bibliography -

Citations & Bibliography

Citation = & [ Bibliography ~
2E Add New Source...

[ Add MNew Placeholder...

Budc 2. Pién cac thdng tin cho tai liéu trich dan:

Edit Source 7 *

Type of Source | ERTTIIIINNNNNNNN Language |Vietnamese v
Bibliography Fields for APA

Author |Thanh, B4 Trung Edit
[] corporate Authaor
Title | Gido trinh Microsoft Word 2016
Year 2016
City |Yén Bai
Publisher |Nha xudt ban Giao duc

|:| Show All Bibliography Fields
Tag name

Thal6 Cancel
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Budc 3. Xay dung Citations cho tai liéu:
+ Click chon céc tai liéu trich dan trong Master List.

+ Click chon Copy dé D Mo 1 trich dan sang Curent List.
v
, ~ [ES':}'IE: Harvard - ) n N . ;) 9 - gen ,
Budc 4. bBat trich dan t_™" ¢, siiogepry- (16 chudt vao vi tri can dat tai liéu trich

dan, Click chon Insert Citat 21w tr4 xudng), ti€p d6 chon tai liéu tham
khao (Xem hinh bén).

2016, (2016)

Budc 5. Liét ké danh sach cac tai liéu tham khao: Dat trd chudt tai vi tri can
list ké céc tai liéu tham khao, tiép d6 Click chon Bibliography (D4u tam giac
tré xubng), Click chon Insert Bibliography.

Buéc 6. Chon kiéu dinh dang cho tai li¢u tham khéo: Click vao dau tam giac
tré xudng trong hop thoai Style dé Iwra chon kiéu dinh dang danh sach tai liéu tham
khao [% Style: |Harvard -

Budc 7. Thay ddi hodc xda tai liéu tham khao: Click chon Manage Sources dé
mo bang thoai Source Manager (nhu hinh dudi day) dé thuc hién viéc thém méi
(New...), Stra (Edit...), Xo0a (Delete) tai li¢u tham khdo trong danh séach.

Source Manager ? *

Search: Sort by Author ~

Sources available in:
i Browse.., X
Master List Current List

Thanh. £6 Trung: Giao trinh Microsoft Word 2016 (2016} Copy - Thanh, B4 Trung; Gido trinh Microsoft Word 2016 (2016)

Delete

Edit...

¥ cited source
? placeholder source

Preview (Harvard - Anglia):

Citation: (Thanh, 2016) ~

Bibliography Entry:
Thanh, . T., 2016. Gido trinh Microsoft Word 2016. Yén B&i: Nha xuat ban Gido duc.

Close
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4. Captions (Tao phu luc cho hinh &nh, bang biéu,...)

Churc nang nay s€ giup ngudi dung tao ra cac chu thich cho hinh anh, bang
biéu,... trong tai li¢u. Tiép do, nguoi dung co thé tao ra mot muc luc cho danh sach
cac hinh anh va bang biéu mot cach don gian va dé dang.

Buéce 1. Chén mot hinh anh vao van ban

Budc 2. Click chon hinh anh, tiép do mo tab References Click chon Insert

Caption hoac nhay phai chudt chon Insert Caption. Trong bang thoai Caption Click
chon New Label, trong bang thoai New Label g kiéu ch( thich. Chang han nhu:

hinh, bang,...
Budc 3. Nhan Ok dé hoan thanh viéc tao Caption.

Budc 4. Dat chuét tai vi tri mudn tao muc luc cho hinh anh, bang biéu,... véi
Captions da xac dinh. Click chon Insert Table of Figures

Ngoai viéc tao Captions trong ndi dung nay con c6 Cross-reference 1a myc dan
ngudn tham khao. Cross Reference gilip ngudi sir dung Word d6i chiéu chéo dé cha
thich, dan lién két dén mot thong tin tham khao khac trong ciing mot vin ban.

Caption:

Options
Label: Figure ~
Position: | Below selected item ~

|:| Exclude label from caption

MNew Label... Numbering...

AutoCaption... OK Cancel

VII. THIET LAP GO TAT VA SUDUNG AUTO TEXT
1. Thiét 1ap go tat véi Auto Corect

Chon Menu File, Click chon Options, trong bang thoai Word Options, Click
chon Proofing. Tiép do, Click chon AutoCorect Options...
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AutoCorrect: English (United States) 7 x

? %
AutoFormat Actions =
AutoCorrect Math AutoCorrect AutoFormat As You Type
AutoLorrect ops
Change ho rd corrects and formats text as you type: | AutoCorrect Options...
Language
‘When correcting spelling in Microsoft Office programs
Advanced
| lgnore words in UPPERCASE
Customize Ribbon
| Ignore words that contain numbers
Quick Access Toolbar /| Ignore Internet and file addresses
Add-ins ] Flag repested w
Trust Center
Writing Style: | Grammar ~ Settings...
Check Decumen t
Exrentinns for: Rl GLAO TRINH MICROSOET WORD 20106 doce _» =
QK Cancel

Trong bang thoai Auto Corect (nhu hinh bén). Panh dau chon Replace text as
you type (luu ¥ phai chon muc nay thi méi c6 thé thyc hién viée gd tat).

Phan Replace, gd ky hiéu viét tit.

Phan With, g& phan ndi dung cua tir viét tat.

Click chon Add dé thém tir viét tit vao trong Word.

Click chon Ok d¢ hoan thanh.

2. Thiét 1ap va sir dung Auto Text
Budc 1. Xay dung van ban can thiét 1ap Auto Text, bdi den chon toan bo ndi dung.

Budc 2. Chon tab Insert, Click chon ndt tam gi4c tro xudng ctia Quick Parts,
chon Save Selection to Quick Part Gallery... Trong bang thoai Create New Building
Block, g tirkhda can viét tat cho phan Auto Text trong muc Name (nhu hinh bén).

Hoan thanh, Click OK.

Dé str dung Auto Text, trong van ban gb tir khda di tao Auto Text, tiép d6 nhan
Enter hodc nhan phim F3.

Create Mew Building Block ? *
[£] Quick Parts~ [# SignatureLine =~ TL E Name: Tir khéa viét tat Auto Text]
&)l AutoText b Gallery: Quick Parts
[=1 Document Property » Category: General v
(] Field... o
Description:
[ Building Blocks Organizer...
g Save Selection to Quick Part Gallery... Save in: Building Blocks.dotx i
Options: Insert content anly ~
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VIII. THIET LAP HEADER & FOOTER VA PINH DANG SO TRANG
1. Thiét1ap Header&Footer cho tat ca c4c trang

Chon tab Insert, click chon Header dé léy ndi dung vao Header (chon Footer
dé 1ay ndi dung vao Footer). O day, nguoi diing cd thé chon cac mAu ¢d san (chi can
thay noi dung) hoic chon Edit Header (hoic Edit Footer) dé dinh dang theo ¥ tudng
cuia minh.

Tai ndi dung Header (hodc Footer), ngudi dung c6 thé dinh dang cac ndi dung
v6i phan Font va Paragraph nhu da trinh bay ¢ tab Home.

Véi céch thuc hién néu trén, noi dung dau trang (header) va cudi trang (footer)
s& xuat hién & tat ca cac trang cta van ban.

Header~ [A=] [ QuickParts~ [ Signature Line ~ =
Header - =
Blank 4

Text

[C] Footer -

| o [#] Page Number ~ Bax -
i Biank Three Colamns) B Topof Page r
e lww [z] Bottom of Page *
Aust ls] Page Margins 4
[#] Current Position 4
Banded Erj Eormat Page Mumbers...
: [ Remove Page Numbers

118 More Headers from Office.com

2. Thiét 1ap va dinh dang s trang

Pé thiét 1ap s trang chon tab Insert, chon Page Number, ¢ day nguoi dung co
thé chon theo cc mau c6 san trong Word: Top of Page (thiét 1ap ¢ dau trang), Bottom
of Page (thiét 1ap ¢ cudi trang), ...

Pé dinh dang sb trang, Click chon Format Page Numbers...
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3. Thiét 1ap mdi trang mot tiéu dé

Dé thiét 1ap mbi trang mot tidu dé (gia sir viée thiét 1ap ¢ phan dau trang). Dau
tién, dat tré chudt & mot trang, tiép do6 chon tab Layout, Click chon Breaks, chon
Next Page (nhu hinh bén). Khi d6 md header bang cach nhay dap chudt vao dau
trang nguoi ding sé thay co 2 Sections xuét hién nhu hinh dudi. O déy, vin ban da
chia thanh 2 phan riéng biét.

Tiép theo, Pat tro chudt & phﬁn Header-Section 2, Click bo chon Link to
Previous dé bo thiét 1ap lién két dén trang trude.

Dén day, nguoi ding c6 thé gd vin ban cho timg Header véi mdi Section mot
tiéu dé khac nhau.

'ﬁ Breaks ~ Indent Spacing
Page Breaks

Page
Mark the point at which one page ends
and the next page begins.

-

P B L

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

Footer -Section 1-

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

[Z14 Previous
iy Mext

w
m

reaks

Next Page
Insert
sectio

=

21T

ction break and start the new
the next page.

| [ :
Tresderseqionz | - a_: Link to Previous

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

Even Page
Insert a 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.

IX. PHUONG PHAP TRON THU VOI MAIL MERGE

Viéc thuc hién tron thu ¢6 nhiéu cach khac nhau, dit liéu ¢ day nguoi dung cé
thé tao ra truc tiép hodc str dung & nhiéu ngudn khac nhau nhu: Excel, Access, Sql
Server, ... hoac chinh ngay thuc hién & mdt bang dit liéu trong file Word. O day,
chung t6i s& hudng dan nguoi dung thuc hién 1y dit liéu tir mot file Excel dé thuc
hién cong viéc tron thu.

Budce 1. Két ndi véi dir liéu: Chon tab Mailings, click chon nat tam giac trd
xubng cua Select Recipients chon Use an Existing List... Mot bang thoai hién ra,
& day nguoi ding chon duong dan dén File dir liéu Excel (hoic file Word), tiép do
Click chon Open.

Budc 2. it tro chudt ¢ vi tri can chén céc Field (cac truong dir liéu, thuc chét
day 1a tén cac cot trong bang di liéu da két ndi). Click chon Field can chén vao thu.
Két qua: Ho tén: «hoTen»
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Budce 3: Xem trude két qua cua vi¢c trdn thu.
Budc 4: Hoan tat viéc tron thu bang cach click chudt vao Finish > Edit
Individiual = All > OK.
X. NHUNG TINH NANG MOI NHAT CHO NGUOI DUNG WORD 2021
1. Tinh ning déng tac gia
Véi tinh ning dong tic gia trong phién ban Word 2021, ngudi dung va dong
nghi¢p co thé mo va cung lam viéc trén mot tai li€u dugc chia sé trén Onedrive hodc
SharePoint. Khi sir dung tinh ning ndy, ngudi dung c6 thé hoan toan thay d6i ndi dung
cua nguoi khac mdt cach nhanh chong va tién loi hon. Nguoi dung s€ khong con phai
gri email hodc gui ghi cht cho moi ngudi vé nhimg chinh stra d6, tat ca s& déu duogc

thong bao dén chinh chii link bai khi ¢ cap nhat méi trong tai lidu.

Luu y: Tinh niang dong tac gia khong duoc cai dit san trong Word LTSC 2021.

Word

Bring out your
best writer with ‘
Microsoft Editor 1

2. Lam méi trwe quan

Mot trai nghi€ém mai la trén trang Start dugc hién dai hoa va cac tab madi dugce tao
dung trong Ribbon. Giao dién méi mé nay s& duoc trinh by gon gang, rd rang va day
du hon. Danh muc biéu tuwong céc tinh ning dugc tai thiét ké kiu méi véi nhitng nét
don, ap dung mau sac trung tinh va goc cira s6 mém hon. Nhitng cap nhat méi nay sé
mang dén mot giao dién tryc quan mdi mé véi cac tinh ning va hinh anh duoc biéu thi
don gian.

Luu y: Lam méi giao dién truc quan ciing khéng co san trong Word LTSC 2021.
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Ve raded

Experiences

built for focus v

3. Luu céc thay déi tw dong trong khi thue hién

bay la mot tinh nang luu tu dong maé1 duge xay dung khong chi trén Word ma
con ¢6 phan mém Excel va Powerpoint hd trg ngudi ding ty dong luu lai tép chi trong
vai gidy. Tinh nang luu ty dong cac diéu chinh sé& duoc cai dit mic dinh khi mot tép
duoc luu trir trén Onedrive, Onedrive for business hodc Sharepoint.

4. Giam méi mit bang cai dit ché do toi

Néu nhu trude ddy, khi nguoi dung phai ngdi hang gid dé soan thao van ban trén
giao dién nén mau tring, nd s& nhanh chong khién mat cua chung ta dé bi mét méi va
trd nén nhay cam vi anh sang hon.

Chinh vi thé, sang dén phién ban Word 2021 méi ndy, cac nha phat trién da thiét
ké mot giao dién mau téi v6i chir mau tring hay con duoc goi 1a Black Office theme

deé tao mot khong gian lam vi¢c thoai mai va hi¢u qua nhat cho nguoi dung.

W' AutoSave (@ off Document2 - Word

File Home Insert Draw Design Layout References Mailings Review View

utline M ~\- [ v Ruler E
[Z] outl o | Rul ( [

| L s e O
Read | Print | Web El oraft Focus Immersive  Switch Vertical| Side 0 Gridlines Zoom 100% EEm

Mode |Layout Layout Reader Modes to Side [ Navigation Pane ™7 pag

Views Immersive Dark Mode  Page Movement Show
v

1 2
H
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5. HO tro' tim kiém bang hép cong cu

DPbi v6i hé diéu hanh Windows, khi cai dit phién ban Microsoft Word
Office 2021, ngudi dung co thé dé dang nhan thdy hop coéng cu Tim kiém cua
Microsoft, voi vai tro giip nguoi dung nhanh chong tim ra cac ndi1 dung quan trong: tu
van ban tim kiém cho dén céc tinh nang hodc 1énh tro gitip va nhiéu hon nira.

6. Cai thién kha ning doc hiéu ciia nguoi ding bang tinh ning Trong tam Dong

Tinh ning tap trung trong tim dong cho phép nguoi dung doc hiéu tai liéu trong
Word, theo tirng dong ma khong bi mat tip trung. N6 gitp nguoi ding diéu chinh tiéu
diém dé xem mot hodc nhidu dong cung luc. Tinh ning nay thuong xuat hién ngay khi
nguoi dung dang doc va chinh stra.

Ngoai ra, bd doc tap trung con dong vai tro cung cip cac tinh chinh ngay lap tirc
dé nguoi dung c6 thé xur 1y thay d6i nhanh chong va dé dang. Tinh ning cho phép
nguoi dung phong to vin ban dé doc hodc sap xép lai bo cuc vian ban cho phu hgp nhu
stra doi gidn cach dong, mau sic ki tu va mot s chirc ning khac nira.

7. Cap nhat tab vé

Nha diéu hanh Microsoft dd thuc hién mét sd cai cach cho trai nghiém tab vé
trong tong hop cac kién thirc co ban vé Word 2021. Tab v& nay bao gdm cac tinh
ning hiru ich cho viéc sang tao nhu but v& cac nét, cuc tay, thudc do, bat highlight va
bang mau muc da dang.

Tab v€ nay dugc thiét ké voi cac cong cu ve tay va co thé Iva chon mau muc tuy
thich. Cong cu nay s€ gitip don gian hoa vi¢c nguoi dung té6 di€ém thém cho ndi dung
van ban cua ban, hoac danh dau vao nhirng thong tin quan trong can duoc luu y.

P Search (A

AutoSave (@ Off) D) =
Insert Design Layout References Mailings Review View Help
~H O BU & E D

Shape Math Canva

ng |

Replay

Drawing Toc nsert Replay
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8. Ting cwong kha ning tiép cin ndi dung

Trong nhitng ban gi6i thiéu kién thirc co' ban vé Word 2021, cac nha phat trién
c6 nhic dén mot tro nang gitip nguoi dung kiém tra va theo ddi tai liéu ma nguoi dung
dang chinh stra. Thong bao s& duoc hién thi trén thanh trang thai, nhic nhd nguoi dung
vé ndi dung ma nguoi dung nén xem xét ma phan mém tim thay. Dé sir dung tinh ning
nay ngudi dung hiy nhin vao muc Xem lai 2 Kiém tra tro ning.

9. H6 tro dinh dang OpenDocument (ODF) 1.3

Hién nay, phién ban Word 2021 di hd tro luu trit tai licu dudi dang
OpenDocument (ODF) 1.3. Pay Ia mot dinh dang tai li¢u mé dua trén XML, duoc su
dung cho céc tng dung vin phong, 1 nhing tai liéu c6 chira van ban, bang tinh, biéu
d6 va cac phan tir 46 hoa khac. Tinh ning méi nay ctia Microsoft Word Office 2021
s& 161 kéo nguoi dung str dung phan mém nhiéu hon.

10. Thém hoeic bét cac vién vin ban dwgc phac thao bing tay

Nguoi dung cé thé tao giao dién trinh bay cho vin ban ciia minh véi nhiing vién
ngodi van ban dugc biéu thi véi cac nét vé tay. Nhitng nét nay cé thé tuy chon dang
cong, dang ludi cua hodc nét vé tu do. Cong cu nay hién thi & muc dinh dang hinh -
V& - Hoa tiét.
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Chwong 2
MICROSOFT EXCEL

I. GIOI THIEU MICROSOFT EXCEL

Microsoft Excel 1a ph?m mém vé bang tinh dién ty dong dé luu trit, to chie va
thao tac trén dit liéu. Vung lam viéc ciia Excel 1a mot bang gdm nhiéu hang va cot.
Hang (row) dugc dugc nhan dién boi s6 (1,2,3,...) va cot (column) dugc nhan dién
boi ky tu (A,B,C,...). Giao giitsa hang va ¢t 1a 6 (cell) va c6 dia chi la <cot-hang>
vi du A7. O 1a don vi co s dé luu trit dit liéu ciia bang Microsoft Excel 1a phan mém
vé bang tinh dién tir dung dé luu trit, o tinh.

1. C&c thanh phan trong cira s6 Excel

& 5| ) Tn Bx [T | ZAvtosum ~ A /O

Y J i B

e Ep [0 s B¢ @ = zY

9y | Conditional Formatas Cell “NJnsert Delete Format Sort & Find &
Formatting~ Table~ Styles~ - - £ Clear~ Filter - Select ~

Cells Editing ES

Ribbon

Sheetf ®

ii Sheet tab
25
26| . —

€3l [

Giao dién MS Excel 2021
Céc thanh phan trong ctra so Excel gom:
i. Title bar: Thanh tiéu dé.
ii. Tab bar: Thanh 1énh.
iii. Ribbon: Thanh chira cac Group cong cu. — Formula bar: Thanh céng thirc.

iv. Sheet Tab: Chira cac sheet trong workbook.
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2. Cau tric cia mot workbook
a. Workbook

Mot tap tin ctia Excel dugc goi 1a mot Workbook va co phﬁn phan loai mac
dinh 1a .xlsx. Mot Workbook duoc xem nhu 1a mot tai licu gém nhiéu trang goi la
sheet, mot workbook co t6i da 255 sheet.

b. Worksheet
M®bi mot sheet 1a mot bang tinh gdm céc hang va cot
- Hang: C6 t6i da 14 1.048.576 hang, duoc danh s thir tu tir 1,2,3,...
- Cot: CO toi da 1a 256 cot, duge danh so tir A,B,C.,...

- O: La giao cua cot va hang, dit liéu dugc chira trong céc 0, giita cac 6 co ludi
phan céach.

- Mbi & 6 mdt dia chi dugc X4c dinh bang tén cua cot va sé thi ty hang.
<Tén cot><Chi s6 hang>
- Con tr6 6: La mot khung nét doi, 0 chira con tré 6 dugc goi 1a 6 hién hanh.

- \Vung (Range): Gom nhiéu 8 lién tiép nhau, mdi viing c6 mdt dia chi duoc goi
la dia chi vung. DPia chi vung dugc xac dinh bdi dia chi cua 6 goc trén bén trai va 6
goc dudi bén phai, giita dia chi cua 2 6 nay 1a dau hai cham (:) vi du C5:F10

- Gridline: Trong bang tinh c6 cac ludi (Gridline) dung dé phan cach giita cac
o, cac ludi nay s& khong xuat hién trong trang in.

- Muén bat/tit Gridline, chon 1énh View --> (Group Show)--> Gridlines
c. Céc thao tac trén sheet
- Chon Sheet lam viéc: Click vao tén Sheet.
- Doi tén Sheet: D_Click ngay tén Sheet can di tén, sau 6 nhap vao tén méi.
- Chen thém mot Sheet: Chon 1énh Insert - WorkSheet.
- X6a mot Sheet: Chon Sheet can x6a, R_Click = Delete.

3. CA4c kiéu dir liéu va cach nhap
a. Kiéu dir ligu sé
Khi nhéap vao sb bao gom: 0.9, +, -, *, /, (, ), E, %, $, ngdy va gid thi s6 theo
dung quy udc trong mdi truong Windows s& mic dinh dugc canh 1 phai trong 6.

Pé dit quy dinh vé cach nhap va hién thi s6 trong Windows: trong Search Box
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tim va mo ing dung tén Control Panel - Regional and Language - Formats -

Additional Settings = Number.

¥ Customize Format
Numbers Currency Time  Date

Example

Positive: | 123,456,789.00

‘ Negative: |-123,456,739.oo

Decimal symbol: ‘ ]

No. of digits after decimal: 2

Digit grouping symbol: | ;

Digit grouping: 123,456,789
Negative sign symbol: ‘ =

Negative number format: -1.1

Display leading zeros: 0.7

List separator:

Measurement system: U.S.
Standard digits: 0123456789
Use native digits: Never

Click Reset to restore the system default settings for
numbers, currency, time, and date.

- Dit liéu dang s6 (Number):

+ Decimal symbol: Quy udc dau phan cach phan thap phan.

+ No. of digits after decimal: S6 chir s6 thap phan.

+ Digits grouping symbol: Dau phan cach hang ngan.

+ Digits grouping : Sb s6 hang trong Group.

+ Negative number format: Pinh dang s6 am.

+ List separator: Quy udc ddu phan céch ngan.

b. Kiéu dit ligu dang tién té (Currency)

Excel cho phép nguoi dung dinh dang cach hién thi cac loai tién té khac nhau.
Dau phan céch giita cic phan theo quy dinh cta hé thong nhu kiéu Number. Kiéu
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dir liéu tién té dung sé ty dong canh phai.

Kiéu dir liéu dang ngay (Date)
Excel s& hiéu dir liéu kiéu Date khi ta nhap vao dang theo sy quy dinh cta
Windows, dir liéu s€ canh phai trong 6. Nguoc lai Excel s€ hiéu 12 kiéu chudi.

c. Kiéu dit ligu dang gio (Time)

Excel s& hiéu dit liéu kiéu Time khi tanhdp dang theo quy dinh cua
Windows, mac dinh la gio:phut:gidy (hh:mm:ss AM/PM).

Dir liéu sé canh phai trong 0.
d. Kiéu dir lidu kiéu chudi (Text)

Dir liéu chudi bao gom Ky tu chit va sb, khi nhap thi mic dinh & canh bén tréi
trong 0.

e. Kiéu cong thirc (Formula)

Cong thirc bat dau bang dau =, gia tri hién thi trong 6 12 két qua ciia cong thic,
c6 thé 1a mot tri s6, mot ngay thang, mot gid, mot chudi hay mot thong bao 16i.

- Cong thire 12 sy két hop gitta C4c toan tir va toan hang.
- CAC toan ti nhu: +, -, *, [/, &N, >, <, >=, <=, =,<>, ...
- C4c toan hang nhu: hang, ham, dia chi 6, dia chi ving, ...
4. CA&c loai dia chi va cac thong bao 16i thuong gip
a. Pia chi twong doi

La dia chi ma nd tu dong cap nhat theo sy thay doi ctia dia chi 6 ngudn khi
thuc hién thao tac copy cong thirc dé bao toan mdi quan hé twong ddi giira cac 6
trong cong thuec.

Quy udc: Pia chi tuong ddi cia 6 ¢6 dang:
<Tén c6t><Chi s6 hang>
b. Pia chi tuyét doi
La dia chi ma n6 khong thay doi khi thue hién thao tac copy céng thic.
Quy udc: Dia chi tuyét dbi ctia 6 ¢ dang:
$<Tén cot>$<Chi sé hang>
C. Bia chi hén hop
La dia chi ma no chi thay d6i mot trong hai thanh phan (hang hoic cot) khi
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copy cong thirc

Quy udc: Dia chi hdn hop 6 dang. gitr ¢b dinh cot khi copy cdng thirc
$<Tén cot><Chi s6 hang>

Hoac:

<Tén cot>$<Chi s hang>

Cach chuyén doi giira cac loai dia chi

Khi nhap mét dia chi trong cdng thirc va nhan phim F4 dé chuyén tir
dia chi tuong doi sang tuyét déi va hon hop.

F4 74 F4 74
Al > $AST > A%1 g 2 \! > Al

d. Céc thong bao I6i thwong gdp trong Excel

Khi Excel khong tinh duoc mot cong thirc thi chuong trinh s& bao 15i sai, bat
dau bang dau #, dudi day la danh sach cac thong bao 18i thuong gip.

Thong bao _Y .
e Nguyén nhan
loi

=DIV/0! Trong cong thirc co phép tinh chia cho 0.
ANJA Cong thnc tham cliéu dén o co gi1a trn khong

0 tum thay hoac nhap ham thiéu dos so.
#ENAME? Trong cong thnkc co tén ham hoac tén o sa1
i Xay ra kh1 xac dinh giao gitta 2 ving
#NULL ° o XS =

nhung ving giao nhau la rong.

ZNUM! Dit liéu s6 bi sai.

Xay ra khi trong cong thitc co tham chisu
dén mor dia chi khong hop 1é.

Trong cong thntc co cac toan hang va
toan fr sa1 kiéu.

=REF!

=VALUE!

Il. MOQT SO HAM TRONG EXCEL

Ham dung dé tinh toan va tra vé mot gia tri, trong 6 chira ham sé& tra vé mot gia
tri, mot chudi ky tu hodc mot thong bao 16, ... Excel c6 mot tap hop cac ham rat
phong phi va dugc phan loai theo tirng nhom phuc vu cho viéc tinh toan trén nhiéu
kiéu dit liéu va nhiéu muc dich khac nhau.
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1. Cu phap chung va céch sir dung
a. Cuphéap chung

= TEN HAM ([Danh sach déi s6])

Pa s6 cac ham cua Excel déu c6 ddi sb nhung ciing c6 nhirng ham khong
cO d6i s6. Néu ham co nhiéu ddi sé thi giira cac ddi sé phai dugce phan cach bang
ky hiéu phan cach, cac ky hiéu phan cach dugc quy dinh trong Control Panel...

vO1 mac dinh la dau phay

b. Cach sir dung

Néu cong thirc bit dau 1a mot ham thi phai c6 dau = (hodc dau @, hodc dau +)
& phia truge. Néu ham 1a ddi sé ctia mot ham khéc thi khong can nhap cac diu trén.

Co 2 cach nhap ham:

— Céch 1: Nhap truc tiép tir ban phim
+ Dt tro chudt tai 6 mudn nhap ham.

+ Nhép dau = (hodc diu @, hoic diu +).

+ Nhap tén ham cling cac ddi s6 theo ding ¢l phap. + Nhan Enter dé két thc.

— Cach 2: Thong qua hop thoai Insert Function

+ it tro tai 6 mudn nhap ham.

+ Click chon Insert Function hoac Shift+F3.

| FORECAST

| sum

| AVERAGE
IF

| HYPERLINK

Insert Function ? >
Search for a function:
Type a brief description of what you want to do and then
click Go
Or select a category: Most Recently Used g
Select a function:
~

)

COS(number)
Returns the cosine of an angle.

+ Chon Group ham trong danh sach Function category. + Chon ham can st

dung trong danh sach Function name.

+ Click OK dé chon ham.

+ Tuy theo ham dugc chon, Excel s& md hop thoai ké tiép cho phép nhap céc

d6i s6 (nhap hoic quét chon). Tién hanh nhap cac ddi sb. Vi du danh sach cac ddi sb

can nhap ctua ham IF:
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Function Arguments ? X

IF
Logical_test | ] = togical
Value_if_true | LE':-: = any
Value_if_false g}‘é —r

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

2. Cac ham thong dung

a. Cac ham toan hoc (Math)

CU PHAP Y NGHIA VA VI DU
: Tra vé gia tr; tuyet do1 cua mot so thue.
ABS(number) —ABS(12 - 20)58
Tra vé s0 nguyén 1on nhat khong vuwot qua
INT(number) ill}g’l‘?g.s) B
=INT(-5.6) = -6

MOD(number, divisor)

Tra vé 5o du cua phép chia nguyvén number
cho divisor (number, divisor la cac $0 nguyén).

=MOD(5. 3) =22

Lam tron 1én té1 mdt $6 nguvén Ié gan nhat.

ODD(number) =0DD(3.6) =5
=0DD(-2.2) =2-3
PRODUCT (numberl. Tinh tich cua cac gia tri trong danh sach tham

number2. )

s0.

=PRODUCT(2. -6. 3. 4) =-144

Tra vé mot s0 ngau nhién trong khoang tix 0

RAND() dén 1.
=RAND( ) 2S5 ngau nhién
Lam tron s number vo1 @0 chinh xac deén
num_digits chit s6 thap phan (vé1 qui woce 0 1a
ROUND(number. 1am tron té1 hang don vi. 1 1a 1ay 1 chit s6 thap

num_digits)

phan. -1 la lam tron té1 hang chuc. ..).
=ROUND(5.13687.2) 25.14
=ROUND(145.13687.-2) =100

SQRT{(number)

Tinh can bac 2 cua mot s dwong number.

=SQRT(36) 26

SUM(numberl. num-
ber2, ...)

Tinh téng cua cac gia tr1 trong danh sach tham
s0.
=SUM(2.-6.8. 4)=2> 8

SUMIF(range. crite-
na [. sum_range])

Tinh téong cac 6 thoa man diéu kién.

- range: ving ma diéu kién sé dwoc so sanh.
- criteria: chudi mé ta didu kién. Vi du: "10".
=) o i ' § K

- sum_range: ving duoc tinh tong. Cac 6 trong
viing nay sé dwoc tinh téng néu cic 6 trong
g trong vung range thoa diéu kién. Néu
khoéng ¢ sum_range thi ving range <& duoc
tinh.

=SUMIF(C4:C12. "==6"_. F+:F12)
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b. Cac ham théng ké (Statistic)

C.

CU PHAP

Y NGHIA VA VIDU

MAX(numberl. number2. ...)

Tra vé gia tr1 Idn nhat cua cac g1a tr1 50
trong danh sach tham so.

=MAX(1.2.3.5) =25

MIN(number]. number2. )

Tra vé g1 tr1 nho nhat cua cac gi1a tr1 $0
trong danh sach tham so.

=MIN(1.2.3.5) =21

AVERAGE(numberl.
number2, ..)

Tra v& gia tri trung binh céng cua cac s0
trong danh sach tham so.
=AVERAGE(1.2.3,5) =2 2.75

COUNT(vahuel. value2. ..)

Dém s6 cac gia tr1 50 trong danh sach tham
50.
=COUNT(2. “hai”. 4. -6) 2 3

COUNTA(valuel, value2. ...)

Dém 56 cac o khong rong trong danh sach
tham so.
=COUNTA(2. “hat”, 4. -6) 2 4

COUNTBLANK(range)

Dém s0 cac 0 rong trong vung range.
=COUNTBLANK(B4:B12)

COUNTIF(range. criteria)

Pém cac 6 thoa man dicu kién criteria
trong vung range.

- range: la ving ma diu kién sé duoc so
sanh.

- criteria; 1a chudi mo ta diéu kién. Vi du:
110 el <20,
=COUNTIF(B4:B12. ™

=67)

RANK (number. ref [. or-
der])

Tra vé thit hang cua number trong ref. véi
order 1a cach xép hang.

Néu order = 0 hoac dwoc bo qua thi ref
duoc hidu 1a cd thi te giam. ]

Néu order <= 0 thi ref dwoc hiéu la 6 thi
ey tang.

Cac ham logic

CU PHAP

Y NGHIA VA VIDU

AND(logicall. logical2. .. )

Tra '\‘é~ 14 tri TRUE néu tat ca cac diéu
kién déu la TRUE.
=AND(3=2. 5=8. 9=-12) 2 TRUE

OR(logicall. logical2. . .)

Tra vé gia tri FALSE néu tat ca diéu kién
1a FALSE.

=0R(2>3. 12=8. 9=3) D TRUE
=OR(2-3. 12=8. -9-3) DFALSE

NOT(logical)

Lay phu dinh cua gia tri logical.
=NOT(2=3) 2TRUE

IF(Jogical_rest, val-
ue_if true, value_if faise)

Tra vé gia tri value_if_true néu diéu kién
logical_test 1a TRUE. ngwoc lai sé tra vé
g1a tri value_if false.

=IF(Al ==3. "DPau"."Raét")
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d. CAac ham xi Iy chudi

CU PHAP

Y NGHIA VA VIDU

LOWER(text)

Chuyén chuoi text thanh chi thuedng.
=LOWER("Da: Hoc Cong Nghiép )
=>dai hoc cong nghiép

UPPER (text)

Chuyén chuoi text thanh chit in hoa.
=UPPER("Pa1 Hoc Cong Nghiép )
->DAIBEOC CONG NGHIEP TPHCM

PROPER(text)

Dé1 cac ky te dau cua moi tix trong chuos
text thanh chi® in hoa. con lai déu la chit
thuong.

=PROPER("PAI HOC CONG NGIEP™)
= Pai Hoc Cong Nghiép

TRIM(text)

Cat bo cac ky tw trong vé ich trong chudi
text.

=TRIM(" Dai Hoc Cong Nghiép ")2Pa
Hoc Cong Nghiép

LEN(text)

Tra vé d6 dai cua chu§i text.
=LEN("DAI HOC CONG
NGHIEP)=219

LEFT(text. num_chars)

Tra vé num_char ky te ben trai chuot text.
=LEFT("PAI HOC CONG NGHIEP™. 7)
= DAITHOC

RIGHT(text. num_chars)

Tra vé num_char ky ti bén phai chuoi
text.

=RIGHT("PAI HOC CONG NGHIEP™.
11)> CONG NGHIEP

MID(text. start_num.
num_chars)

Tl_ré ve chuoi kv tw co do dai num_chars
bat dau tr v1 tri start_num cta chudi text.
=MID("PAI HOC CONG NGIEP". 5. 3)
—2HOC

VALUE(text)

Chuyeén chuoi co dang s0 thanh tr1 50.
=VALUE("123") +2 =125
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e. Cac ham ngay va gio' (Date & Time)

CU PHAP

Y NGHIA VA VIDU

TODAY()

Tra vé ngay hién hanh cua hé thong.

=TODAY( )

NOW()

Tra vé ngay va gi& hién hanh cua hé thong.
~NOW()

DAY (date)

Tra vé gia tri ngay trong thang cua bidu
thirc ngay dare.

=DAY(A1)>14

MONTH(dare)

Tra vé gia tri thang trong nam cua biéu
thie ngav dare.

=MONTH(A1)= 8

YEAR(dare)

Tra v¢ gia tri nam cua biéu thitc ngav date.

=YEAR(A1)->2010

WEEKDAY (dare)
day.

Tra vé so thir te ngay trong tuan cua biéu
thwe dare.
Gia tr1 1: Sunday. 2:Monday. .... 7: Satur-

=WEEKDAY(A1)=>3

DATEQear, month, day)

Tra \é gia tri dang Dare theo quy dinh cua
hé thong.

=DATE(2010.08.14) ->14/08/2010
=DATE(10.8.14) =14/08/2010

TIME(hour, minute,

second)

Tra vé gia tri dang Time.
=TIME(8.25.28) =8:25:28 AM
=TIME(17.2.46) = 5:2:46 PM

f. Cac ham danh cho danh gia duw &n (NPV & IRR)

CU PHAP

Y NGHIA VA VI DU

NPV(rate,valuel,[value2],...)

Tinh toan gia tri hién tai rong cua mét khoan dau
tu bang cach dung lai suat chiét khiu va mot chudi
cac khoan thanh toén (gié tri &m) va thu nhap (gia
tri duong) trong tuong lai.

NPV: Net Present Value (Gia tri hién tai rong)

« Rate (Bt budc): Lai suit chiét khau trong

ca mot ky.

« Valuel, value2, ... Valuel la bit budc, cac gia
trj tiép theo 1a tlly chon. 1 téi 254 d6i sé thé hién
cac khoan thanh toan va thu

—nhap.

- Valuel, value2 v.v. phai c6 khoang cach

thoi gian bang nhau va xdy ra vao cudi moi

ok}‘/.
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- Ham NPV st dung thur tu cua valuel,
value2 v.v. dé dién giai thir tyr cuia cac dong tién.
Hay bao dam nguoi dung nhéap cac gia tri thanh

n va thu nhap theo dung thir ty.

- Nhirng d6i s6 1a cac 6 trong, gi tri 16-gic
hodc dang biéu thj s6 bang vin ban, gia trj 15i hodc

van ban ma khong thé chuyén thanh

s¢ duoc bd qua.

- N€u doi s 1a mang hay tham chiéu, chi
cac so trong mang hay tham chiéu d6 méi dugce
tinh. Céac 6 trong, gia tri 16-gic, van ban hodc gia

tri 16i trong mang hodc tham

&u bi bo qua.

Vi du: mot dy an gia sir 13i suat chiét khau
hang nam r=10% va dau tu ban dau la 10.000,

thu nhép cac nam 1,2,3 lan luot 1a

00, 4200, 6800 thi: NPV =

V(10%, -10000,3000,4200,6800)

$1,188.44

IRR (values, [guess])

Tra vé ty suét hoan von ndi bd cua mot
chudi dong tién duoc thé hién bang s trong cac
gia tri. Nhiing dong tién nay khong nhét thiét
phai chdn, vi ching c6 thé ding cho mot nién

kim. Tuy nhién, céc dong tién phai xay ra tai cac
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IRR: Internal Rate of Return thoi khoang déu din, chang han nhu hang thang
hodc hang nam. Ty suat hoan vbn noi bo 1a 14
sudt nhan dugc tir mot khoan dau tu bao gdm cac
khoan thanh toéan (gié tri &m) va thu nhap (gié tri
dwong) xay ra trong cac ky han déu dan.

Values Bit budc. Mot mang hodc tham
éu t6i cac 0 co chtra nhitng sb ma nguoi dung

muon tinh toan ty suat hoan von noi bg.

ess Tay chon. Mgt s6 ma ngudi ding doan la
gan
voi két qua cua IRR.

Vi du: mot dy 4n dau tu ban dau 1a 70.000,
thu nhdp cac nam 1,2,3.45 lan luot 1a
1200,15000,18000,21000,26000 (Xem dit

liéu ca 6 chay tir A2 dén A7) thi ty suat

hoan von noi bd ctia khoan dau tu sau nam

m s& la:

R(A2:A7) => 8.7%

g. Céc ham tim kiém (Lookup & Reference)

- Ham VLOOKUP

Chuc ning: Tim gia tri lookup value trong cdt trai nhit cia bang
table array theo chuin do tim range lookup, tra vé tri tuong tGng trong cot thir
col_index num (néu tim thay).

Cu phap:

VLOOKUP(lookup value, Table array, col _index _num, range _lookup)

+ range_lookup = 1: Tim tuong d6i, danh sach cac gia tri do tim cia bang
Table array phai sip xép theo thtr ty ting dan. Néu tim khong thay s& tra vé
gia tri 16n nhat nhung nhé hon lookup value.

+ range_lookup = 0: Tim chinh x&c, danh sach cac gia tri do tim ctia bang
Table_array khong can sip xép thtr tu. Néu tim khong thay sé& tra vé 151 #N/A.

- Ham HLOOKUP

Chutre nang: Tim gié tri lookup_value trong dong trén cung ctia bang table_array
theo chuan do tim range _lookup, tra vé trj tuong tng trong dong thu
row_index num (néu tim thay).
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Cu phap:

HLOOKUP(lookup_value, Table array, row_index_num, range_lookup)
Y nghia cta cac dbi sé ctia ham Hlookup tuong tu nhu ham Vlookup.

- Ham MATCH

Chirc nang: Ham tra vé vi tri ctia lookup value trong mang lookup_array
theo cach tim match_type

Cu phap:
MATCH(lookup_value, lookup_array, match_type)

+ match_type = 1: Tim twong d6i, danh sach cac gia tri do tim cua bang
Table array phai sap xép theo thtr ty ting dan. Néu tim khong thiy s& tra vé vi
tri ctia gia tri 1én nhat nhung nhé hon lookup_value.

+ match type = 0: Tim chinh xac, danh sach cac gia tri do tim cua bang
Table array khong can sap xép thtr tu. Néu tim khong thay sé& tra vé 161 #N/A.

+ match_type = -1: Tim tuong d6i, danh sach phai sip xép cac gia tri do
tim cta bang Table array theo thir ty giam dan. Néu tim khong thay s& tra vé vi
tri ctia gia tri nho nhat nhung 16n hon lookup value.

- Ham INDEX

Chtrc ning: Tra vé gia tri trong 6 & hang tht row num, cdt thir column_num
trong mang array.

Cu phap:
INDEX(array, row_num, column_num)
h. Cac ham kiém tra (I1S_function)

Cac ham kiém tra dung dé kiém tra xem kiéu ctia mot gid tri hay ciia mot 6 c6
théa min mot diéu kién nao do khong. Chéng han: 6 dit li¢u c6 phai la gid tri s6
khong? C6 phai 1a chudi ky tu khong?...

Céac ham kiém tra ludn tra vé mot trong hai gia tri TRUE hodc FALSE. Nhu
vy cac ham nay c6 thé dap tng duoc trong cac trudng hop ma cé mot sb dir licu
ngoai I¢ trong mot bang dir licu can tinh toan.

ISERROR(value): Tra vé gia tri TRUE néu value 1a mot 16i bat ky, nguoc lai
thi tra vé gia tri FALSE.

— ISNA(value): Tra vé gié tri TRUE néu value 12 16i #N/A, nguoc lai thi tra vé
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gid tri FALSE.

ISNUMBER (value): Tra vé gia tri TRUE néu value 1a gié tri s6, nguoc lai thi
tra vé gia tri FALSE.

— ISTEXT(value): Tra vé gia tri TRUE néu value 12 mot chudi, nguoc lai thi
tra vé FALSE.

I. CONg thirc mdng

Hb trog thong ké, tinh toan dwa trén nhiéu diéu kién khac nhau va dugc thuc
hién trén mang dir li¢u.

Khi thuc hién tinh toan bang cong thitc méang thi cong thirc dugc bao boc bai
hai dau ngodc {}. Hai ddu ngodc ndy ngudi dung khdng gd ma duogc tu phét sinh khi
nguoi dung thuc hién tinh toan bang cach nhan t6 hop phim Ctrl+Shift+Enter. Néu
khi thuc hién tinh todn hodc stra chita cong thirc ma quén nhan t6 hop phim trén thi
cong thirc sé tra vé gia tri khong dung hay thong bao 16i #VALUE! Error.

Vi du: Tinh téng s6 luong dién thoai do Minh ban:

A B C D
1 STT|TEN SAN PHAM |NGUGI BAN |SO LUGNG
2 1|May Lanh Tron 2
3 2|MayLanh Minh 5
4  3|Dién Thoai Minh 7
5 4|May Quat Tron 8
6  5|Pién Thoai Minh 5
7 6|May Quat Tron 3
8 7|Dién Thoai Tron 7

Thuc hién:

{=SUM((B2:B8="Di&n Thoai")*(C2:C8="Minh")*(D2:D8))}

Néu phan tir Bi 1a DPién thoai, tirc 13 1 (True) duoc tra vé nguoc lai 0 (False)
dugc tra vé. Néu phan tir Ci 1a Minh, 1 duoc tra vé nguoc lai 0 duoc tra vé. Cudi
cung phan tir Di duoc tra vé. 3 gia tri ndy dugc nhén lai voi nhau. Sau d6 ham Sum
& ngoai s& tinh tong cho tat ca cac dong.

J. Cac ham co so dir li¢u

Céac ham co so dit liéu mang tinh chat thong ké nhimg mAiu tin trong CSDL ¢6

truong thoa diéu kién ctia ving tiéu chuan da dugc thiét 1ap trude.

Cu phép chung:
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=Té&n ham(database, field, criteria)
- database: Pia chi viing CSDL (Chon dja chi tuyét ddi dé sao chép).

- field: Cot can tinh toan, field co thé 1a tén trudng, dia chi cia 6 tén field hodc
s6 thir tu cta truong d6 (cot thir nhat cua ving CSDL di chon tinh 13 1 va
tang dan sang trai).

- criteria: Dia chi ving diéu kién

Tén ham Y nghia va vidu
Tinh trung binh cong cac gia tr trong
DAVERAGE(darabase, cot field cua cac mau tn thoa didu kién
field, criteria) criteria.

=DAVERAGE(5AS1:5D$8.D1.F1:F2)

Tim tri 16n nhat trong cdt field cua cac
mau tin thoa diéu kién crireria.
=DMAX(SAS1:SDS8 D1 F1:F2)

DMAX(database, field,

criteria)

Tim tri nho nhat trong cdt field cua cac
mau tin thoa diéu kién crireria.

=DMIN($AS1:SDS8.D1.F1:F2)

Dém cac o kiéu s6 trong cot field cua
cac mau tin thoa diéu kién criteria.
=DCOUNT(SASI1:SDS8.DI.F1.F2)
Dém cac 6 khac 1‘81_1g trong cdt field cua
DCOUNTA(darabase, cac mau tin thoa didu kién criteria.
field, criteria) =DCOUNTA(SAS$1:3D$8.D1 F1:F2)

DMIN(database, field, cri-
teria)

DCOUNT(database, field,

criteria)

I1l. THAO TAC TREN CO SO DU LIEU
1. Tinh tong theo tirng nhém (Subtotals)

Chtrc nang: Thong ké dit liéu theo timg nhom trong co so dit liéu. Vi du tinh
tong tién luong theo timg nhém PON VI

Thuc hién: Xét CSDL BANG LUONG duéi day. Van dé dit ra 12 can tinh tong
tién luong theo timg nhém PON VI.
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A B g i e |0 B G
1 BANG LUONG THANG 8/2006
iz LUONG|NGAY | PHU TONG
2 NIE( HOVATEN |RONNY CB |CONG| CAP LUONG
3 | [NguyénNam |TSX 30000 19| 300000 £70,000.00 YND
4 | 2|L&Hoing PKH 40000 27| 400000]  1,420,000.00 YND
| 5 | 3|Pinh Tritu TSX 28000 29| 300000/ 1,112,000.00 VND
B | 4|LyTéng PGB 60000 30| 500000] 2,300,000.00 YND
7 | 5|NguyénHoang [PKH 32000 26| 4o0000]  1,232,000.00 VND
8 | 6|Phong Vi TSX 30000 27| 300000[ 1,110,000.00 YND
9 | 7|TrénHing TSX 26000 18| 300000 768,000.00 YND
10| 8|HoangVi PKH 30000 28| 4o0000]  1,240,000.00 YND
11| 9[Lé Minh PGH 70000 28| 500000]  2.460,000.00 YND
12| 10|Hoai Bio TSX 31000 29| 300000  1,199,000.00 VND |

Dung 1énh Data = (Group Sort & Filter) = Sort dé sap xép dir liéu theo
DON VI, muc dich dé cidc mau tin ¢ cung DON VI thi nam lién ké nhau.

Chon bang CSDL can tong hop véi tiéu dé 1a mot hang.

Vao Data > (Group Outline = Subtotals), xuat hién hop thoai Subtotal véi
cac tuy chon sau:

Subtotal ? X

At each change in:

Thuc finh v

Use function:
Sum v

Add subtotal to:

[___] Loai ~
[Jiee

[CJise

[ Thudng

[Jphu cép

[J1am Ung v

Replace current subtotals
I:I Page break between groups
Summary below data

Remove All Cancel

At each change in: Chon tén truong can tong hop.

+ Use function: Chon ham st dung tinh toan hay thong ke.

+ Add subtotal to: Chon tén trudng chira dit liéu can thuc hién tinh toan hay
thong ké

+ Replace current subtotals: Thay thé cac dong téng hop cii dé ghi dong tong
hop mai.
+ Page break between groups: Tao ngit trang giira cac nhom.
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+ Summary below data: Thém dong téng hop sau mdi nhom. Két qua:

[1]2] NamaBox} | B [N D EZN|IGE G
4 BANG LUONG THANG 8/2006
ia LUONG |NGAY| PHU TONG
| EeA T BONY CE |CONG| CcAP LUONG
[[-1 3 4LsTéng PGD €000 3| 300000 2,300,00000 YND
4 | 9|LéMina FGD 70000 23| 500000|  2.450.00000 VD
= |5 PGP Total 4,760,000 00 YND
[ - 6 2[|LéHoang PEKH 40000 27| 400000|  1.430,00000 VHD
7 5|H guyin Hoang |PKH 00 25| 400000] 123200000 ¥ND
8 | 2|HoangWi PEH 20000 22| 400000 124000000 YND
[ 19 PKH Total 395200000 YHD
[+ 10 1|Ngwyénban  [TSX 20000 19] 300000 27000000 VHD
11 3|Dirk: Tsitu TSX 28000 29| 300000 1,112,00000 VND
12 #[Phong 71 TSX 000 27| a0m00|  1.110,00000 VD
13 7|TednHang TS 26000 12| 300000 75200000 YND
- |14 | 10|HoaiBio TSX 31000 25| 300000 1,199.00000 VHD
= 15 TSX Tetal 505900000 VNI
=] 1B Grand Total 13.771,01000 ¥ND

Lam viéc véi man hinh két qua sau khi tong hop.

Click vao cac nut [1,2,3] dé chon cac mire dir liéu ngudi ding mudn xem.

+ Chi hién thi tong chinh (Grand Total Only).

+ Hién thi tong chinh va tong phu (Grand Total And Subtotal).

+ Hién thi chi tiét tit ca c4c mAu tin cung cac tong hop (All Record).

112]3] ) B (o B ] Exmjumnt €5
1 BANG LUONG THANG 8/2006
? — LUONG |[NGAY| PHU TONG
2 bﬁ] HONATNY, | DS CB |cOnNG CAI}’ LUONG
* 5 PGP Total 2,760,000.00 YHD
# 9 PKH Total 3,852,000 00 YND
+ (15 TSX Tetal 505 0000 YND
- 16 Grand Total 13,771,000.00 YND

2. Chirc nang PivotTable

Chtrc nang: Thong ké dit liéu theo nhiéu cap do khac nhau voi nhiéu hinh thic

da dang tir mot bang dir liéu chinh.

Thuc hién:

bat con tro trong bang dir li¢u.

Chon 1énh Tab Insert > (Group Tables) = PivotTable = PivotTable xut hién
hop thoai yéu cau chon ving dit liéu 1am thdng ké va noi xuit bang thdng ké.
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Create PivotTable ? X

Choose the data that you want to analyze
(@) Select a table or range
Table/Range; | E,lﬁ
O Use an external data source
Connection name:
Use this warkbook's Data Model
Choose where you want the PivotTable report to be placed

@ New Worksheet
() Existing Worksheet

Location; ﬁ

Choose whether you want to analyze multipie tables

D Add this data to the Data Model
24

Select a Table or range: Cho phép chon vung dir li¢u la Sheet hién hanh.

+ Use an external data source: Cho phép chon viing dit liéu tur file Excel c6 san.
+ New Worksheet: Phét sinh bang thdng ké trén sheet moi.

+ Existing Worksheet: Phat sinh bang thong ké tir dja chi dugc nhap vao. Click
OK xuét hién hop thoai cho phép kéo tha céc field 1a diéu kién thong keé.

A B (& 4|

22 PivotTable Fields AT
ij Choose fields to add to report: <~ ,
25 I : — I Search yol
26 To build a report, choose fields from the ‘
27 PivotTable Field List ST -~
28 HO TEN
29 1 NGAY SINH (MM/DD/YYYY)
30 BIA CHI
31 GIGI TINH
32 PHONG BAN
33 THUGNG |
34 MORE TABLES... A
35 e
36 Drag fields between areas below;
;; Y FILTERS Il COLUMNS
39
40
41
42 = ROWS > VALUES
43
44
45
46 .
47 ! L__li~¥
1 . [l s @ Eim vl | Defer Layout Update

A
\
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-\Ving Row Labels va Column Labels s& chira Field 1am diéu kién théng ké

-\Vung Values chira nhitng Field s6 liéu mudn thong ke.

Drag chu6t kéo Field vao viing tuong tmg két qua s& tu dong cap nhat tao
thanh bang thong ké.

3. Chirc nang Consolidate

Dung dé thong ké dit liéu tir nhiéu bang co s& dit liéu ngudn & nhiéu tap tin khac
nhau.

Budc 1: Tao bang théng ké, bang thdng ké 13 mot khung gom row header hoic
column header, hoac c4 hai.

Column header: Chira tén cac field mudn thong ké, trong d6 cot dau tién 1 cot
lam diéu kién théng ke.
Row header: Chira gia tri muén thong ké
Budc 2: Panh dau chon bang thong ké

Budc 3: Chon 1énh Tab Data-->(Group Data Tools)-->Consolidate xuat hién hop
thoai Consolidate

Consolidate ? X
Function:

Sum ~
Reference:

‘5-D'1SAS3:5GS19| % Browse...
Albreferences. 3 -
['s-Disasa:sgsig | Add

Delete

Use labels in

I Top row
[] Left column [T create links to source data

+ Function: Chon phép thong ké.

+ Reference: Dia chi cia bang co sé dir liéu mudn théng ké, click nit Add. Néu
c6 nhiéu bang dit liéu thi click nat Add dé thém vao khung all references.

+ Click nut Browse dé chon dit liéu ¢ tap tin khéc.
+ Use labels in: Chon column header, row header theo mau ctia bang thong ke.

+ Create links to source data: Bang dit liéu thong ké lién két véi dir liéu nguon
néu muc nay duoc check, khi dit liéu ngudn thay d6i thi dir liéu trong bang théng ké
ciing thay d6i theo.
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IV. TAO BIEU PO TRONG EXCEL

Khi can trinh bay dir li€u ctia bang tinh thi viéc hién thi cac su kién va con sb
dué6i dang biéu dd rt cO y nghia. Biéu do cho phép biéu dién su twong quan cua di
liéu trong bang tinh trén phuong dién dd hoa, bién dbi cac hang, cot théng tin thanh
nhitg hinh anh c6 ¥ nghia. Biéu d6 gitp ngudi ding so sanh sb liéu trong bang
tinh mgt cach truc quan, tranh vi¢c phai doc céc s6 liéu chi chit trén bang, tién
doan dugc su phat trién cta dit liéu mé ta trong bang, lam cho bang tré nén sinh
dong va thuyét phuc hon.
1. Céc loai biéu db

C6 3 loai biéu do thuong gip 1a biéu d6 dang cot (Column), dang duong thang
(Line) va dang banh (Pie). Tir 3 dang nay Excel trién khai thanh 14 loai biéu d6
chuan (Standard types) va 20 kiéu biéu d6 tuy chon (Customize types) c6 thé ding
dé biéu dién sd liéu trong bang tinh thanh nhiéu cach nhin khac nhau tly theo yéu
cau cia nguoi dung.

Cac loai biéu d6 chuan trong Excel va cong dung co ban ctia mdi loai:

Loai biéu do Chtrc nang

Column So sanh céc loai di liéu v&i nhau theo chiéu doc.

Line Cho xem sw thay déi di¥ liéu trong moét giai doan.

Pie So sénh ty 1& ctia cac thanh phan trong mot téng thé.

Bar So sanh céac loai di¥ liéu véi nhau theo chiéu ngang.

Area Nhan manh tdm quan trong twong dbi clia cac gia tri qua mot giai
doan.

XY (Scatter) M0 t& quan hé gitra hai loai di liéu lién quan.

Stock Két hop dd hoa Line va dd hoa Column. Buoc thiét ké dac

biét la dé tao vé gia cd phiéu.

Tao vét cac thay ddi trong hai bién sé khi bién sé thir ba (nhw thoi
gian) thay déi, la mét dd hoa 3 chiéu.

Surface
Radar Chi ra cac thay ddi trong di liéu hodc tan sb di¥ liéu twong dbi voi
tam diém.
Treemap Thé hién méi twong quan di liéu theo cap bac.
Biéu dién d lieu theo th& bac. Mdi thir bac sé dwoc biéu dién
bang mét vong tron. Cac vong tron phan cap dong tam, véi vong cang
Sunburst réng, thir bac cang giam.
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Biéu dién hinh thai phan bé cta div liéu qua dé thiét Iap muc tiéu va xu
Histogram huwéng khac phuc cho tirng van de.

Biéu dd thé hién phan phéi dir liéu ctia cac thudc tinh sé théng qua cac
Box & “t&¢ phan vi” dung d& mé ta sw phan bd va sy phan tan cda tap di liéu.
Whisker
Waterfall Biéu dién nhirng thay déi tich cwc va tiéu cwc dbi véi mot gia tri trong

moét khoang thoi gian.

2. Cac thanh phan cia biéu do

Value (Y) Axis Chart Title

BANG THONG KE TI LE SINH VIEN THEO LOAI

0 Legend
50
40
m DATHOC
30 = CAODANG
u TRUNG CAP
20
10
; Category (X)
Gidi Khi Trung bink Yéu Axis

- Chart Title: Tiéu dé ctia biéu db.

- Legend: Chui giai, ding dé mé ta day sé liéu trong biéu d6. — Category (X) axis :
Tiéu dé truc X.

- Value () axis: Gié trj ctia cac dé myc.
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3. Tao biéu do

Mot biéu dd trong Excel dugc tao ra tir dit liéu trong bang tinh hién hanh. Vi
vay trudce khi xay dung biéu dd can tao dir lidu.

Vi du:
PAIHQC| CAOPDPANG TRUNG CAP
Gioi 40 45 34
Khéa 35 36 46
Trung binh| 55 40 35
Yéu 41 38 47
Cach tao

Quét viing dit liéu can tao biéu dd, chon Tab Insert > Group Charts > Chon
loai biéu dd (Column, Line, Pie, Bar, Area, Scatter, Other Charts).

= s - - .
I ?? \[\,I‘,\'v IIIl - i“ - l M
Recommended 2 kl' PivotChart
Charts AT & v
Charts IS
[l B
2-D Column
A 1AA
i |
3-D Column

o 03 i

| =] I
1

HE

I

w

-D Bar
=, (=
==

lid More Column Charts...

11

Biéu do dugc phét sinh ngay trong sheet hién hanh
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THONG KE CAC BAC HQC

50% -_/’ o

a5%

0% 1

35% +

so% ® DAl HOC
25% + w CAO PANG

20% 1
15% 7
10% 7
5% 1~ ,

0% _r'f;,,,_A,,i_A,;,,,,,,A.-_ ——p— —
GIO! KHA T BINH YEU

4. Hiéu chinh biéu d6

¥ TRUNG CAP

Sau khi tao xong biéu d9, ta c6 thé hiéu chinh biéu do nhu thay d6i loai biéu
d6, viing dit liéu, hiéu chinh céc tiéu dé, ...bang cach: Click chuot 1én biéu dd, chon
Tab Chart Tools.

Design

Group Chart Styles cho phép chon Style cho biéu do.

TILIEETs  ELITETITEE

Chart Styles

Change
Colors ~

Group Chart Layout cho phép chon cac cach bb tri cho biéu db.

+ Add Chart Element: B4 tri cac thanh phan cho biéu d6.

Chart Title: Thém, xda, dinh vi tri cho tiéu dé cua biéu do.

Axis Titles: Thém, xda, dinh vi tri cho tiéu dé cac truc cua biéu do.
Legend: Thém, x06a, dinh vi tri cho chu thich.

Data Table: Hién thi gia tri dugc lay tir bang 1én biéu do.

Axes thay d6i dinh dang va bd tri ciia c4c truc trén biéu do.
Gridlines bat/tat hién thi ludi trén biéu do.

+ Quick Layout: Cho phép chon cac mau Layout duoc thiét sin.
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i ' il

Add Chart Quick
Element ~ Layout ~

Chart Layouts

— Group Data:
+ Switch Row/Column chuyén d6i Legend Ia hang hay cot.

+ Select Data cho phép thém, xda, stra cac field cua legend hay chuyén d6i qua
lai gitra legend va category axis.

PSR fe=r ]
gy
Switch Row/ Select

Column Data
Data

Group Type:
+ Change Chart Type cho phép chon lai kiéu biéu d6.

Change
Chart Type
Type

Group Location:

+ Move Chart di chuyén biéu d6 sang vi tri khac.

Group Background:

+ Chart Wall: Binh dang cho vach cuta biéu do.

+ Chart Floor: Binh dang cho san cta biéu do6.

+ 3-d Rotation: Xoay biéu db dé c6 cac goc nhin khac nhau.

Format

Group Current Selection:

+ Combobox Chart Area: Cho phép chon cac thanh phan cua biéu do.

+ Format Selection: Cho phép dinh dang céc thanh phan biéu d6 da chon.

+ Reset to Match Style: Bo moi dinh dang do ngudi dung thiét 1ap.
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Chart Area v
:r'}' Format Selection
“7) Reset to Match Style
Current Selection
Group Shape Styles: cung cap hé théng Style mau nén phong phu, dep mat.
Nguoi ding can mé rong dé thay tit ca Style va click chon Style ung V.
£ Shape Fill -
Abc Abc Abc « L Shape Outline ~
| L@ Shape Effects ~

Shape Styles P
Shape Fill: Mau nén; Shape Outline: Mau duong vién; Shape Effects: Hiéu tmg.
Group WordArt Styles:

+ WordArt Styles: Chon kiéu Style chir cho biéu dd; Text Fill: Mau chit; Text
Outline: Mau dudng vién chit; Text Effects: Hiéu tng cho chit.

WordArt Styles T

Group Size:

Thiét 1ap chiéu cao chiéu rong cho biéu do.

V. MOT SO TiNH NANG MOI CUA MS EXCEL 2021
1. Chirc nang Co-authoring

Nguoi ding va déng nghiép c6 thé md va lam viéc trén ciing mot s6 lam viée
Excel. Pay duoc goi 1a dong thao tac . Khi c¢6 chirc ning ndy, ngudi dung cé thé thay
nhing thay d6i ctia nhau mot cach nhanh chong — chi trong vai giay.

Néu dang st dung phién ban Excel hd trg Co-authoring, nguoi ding c6 thé

chon Chia sé & goc trén bén phai, nhap dia chi email, sau dé chon vi tri ddm may.

2. Cong tac tot hon véi cac Comment hién dai
C6 quyén kiém soat thoi diém nguoi dung giri comment cho Co-authoring va 1am
viéc hiéu qua véi trai nghiém nhan xét nhat quan trong so lam viéc va cac tng dung
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Office khac.

@ Marissa Navarro e 1

Please confirm the link URL. I'm getting a 404 & f Edit comment
when | try to follow it.

]E Delete thread
@ Parvin Radina

The URL is correct, there was a server probl
now fixed,

+" Resclve thread

| Reply... |

3. Nhan dang trong cira so lam viéc
Xem nhiing nguoi khac dang lam viéc cung vo1 nguoi dung va vi tri ciia ho trong
s6 lam viéc.

= When others are co-authoring,
they'll show up here.
Inzert LCICELE | Wl aL El:ll't & Finn:l Eﬂl.
- - - Clear~ Filter ~ Select -
Cells Editing

4. Lam moi hinh anh
Lam viéc véi trai nghiém Bit dau duoc hién dai hoa va cac tab dugc lam méi
trong ribbon. Trai nghiém phong cach rd rang véi hinh tuong don sic, bang mau trung
tinh va cac goc cira s nhe nhang hon. Cac ban cap nhat nay truyén dat hanh dong va
cung cip céc tinh nang véi hinh anh don gian.

L)
- oo ==
« v =
= e - o=
- L :
= ST o
-~ ’ # '
Experiences

built for focus A
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5. Ham XLOOKUP
Tumng hang, tim bét cir thtr gi trong bang hoic pham vi véi XLOOKUP.
Tra vé cac két qua phi hop chinh xac theo mic dinh — khéng can chi dinh.
6. Ham LET
Ham LET gan tén cho két qua tinh toan. Diéu nay cho phép luu trit cac phép tinh
trung gian, gid tri hodc xac dinh tén bén trong cong thirc. Nhitng tén nay chi ap dung
trong pham vi cia ham LET.
Tuong tu nhu cac bién trong lap trinh, LET duoc thuc hién thdng qua ci phap
cong thirc gbe cua Excel.
7. Mang dong
Viét mot cong thirc va tra vé mot mang gia tri. Pay nhanh tinh toan va hiéu biét
sdu sac voi sau chire nang maéi hon.

Ad o6 - 8 Dynamic Arrays
e Insert Draw Page Layout Formulas Data Review View Acrobat
A B C D E F G H I J K L M
2
3
4
5 Names Sorted Names  NoDup Names Choice Veg Only
6 lMary ={ | Peter Mary Meat
7 Peter Jane Peter Veg
8 John Jane John Veg
9 Simon % Alison Simon Meat
10 Charles Simon Charles Veg
11 Jane Mary Jane Meat
12 Alison Simon Alison Veg
13 Charles
14 Charles
15 John
16

8. Ham XMATCH
Ham XMATCH tim kiém mot muc duogc chi dinh trong mot mang hodc pham vi
0, sau do tra vé vi tri twong d6i ciia muc do.

Nguoi dung ciing ¢6 thé sir dung XMATCH dé tra vé mot gid tri trong mot mang.

F3 - e || =xmaTcH(E3,c3:c7) |

A B C D/ E F

Product Position

Apple Grape 2
Grape

Pear

Banana

Cherry

—_—

L

PN Oy B W N e
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9. Ché d xem trang tinh
Tao dang xem tuy chinh trong trang tinh Excel ma khong lam gian doan nhiing
nguoi khac.

File Home Insert Formulas
Default New Sheet View . l}
4
€ New Editing R
View
Sheet View Documeny
; . NN IV L IIMINAN YT I VLNV Y W BN

10. Mt cach méi dé tiép can cac cong cu HH tro tiép can
Ribbon HJ tro tiép can dit tit ca cac cong cu ngudi dung can dé tao ndi dung co
thé truy cap vao mot noi.

Accessibility

N=PE:: @
Alt  Define Rename Accessibil
Text Mame Help

MNames Resource

11. Tang pham vi tiép c4n ndi dung
Trinh kiém tra theo ddi tai liéu va cho ngudi dung biét thong tin. Hay thir bang
cach nhap vao Review > Check Accessibility. .

Keep an eye on it

We will keep track of accessibility issues while
you work and tell you about them here.

Click the status bar message to investigate
issues we find.

Page 1of 1 239 words LM &»‘«(((‘f-&:b'xly Investigate
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12. Cai tién hiéu suit
Trai nghiém hiéu suat, d6 6n dinh va toc do dugc cai thién trén Excel.
Tinh toan nhanh hon tir cac ham Excel phd bién nhu SUMIF, COUNTIF va
AVERAGEIF.

SUM o B fx  =SUMIF{A2:A5,">160000"

A B c D 3 v G 4 I J
1
2 (S 100,000 | $ 7,000
36§ 200,000 | $ 14,000
48 300,000 | $ 21,000
5% 400,000 | $ 28,000
6
7 =SUMIF(A2,A5,">.160000" Sum of property values more than $160,000
8 SUMIE (tange, eriterls, [sum_range])

9

13. Hién nhiéu trang cung mét lic
Khoéng can phai hién timg trang mot nira — hién nhiéu trang bi an cling mét lic.

19
20 Q nsert
21 EX% Delete
53
— Fename...
23
24 Recrder..
25 Hide
( -
« 4 Sheet1 Jnhide..

I ———
14. Xem c6 gi méi trong Stock Media
Microsoft lién tuc bo sung thém nhiéu ndi dung da phuong tién hon vao bo suu
tap Noi dung Sang tao Cao cip cua Office dé gitip nguoi dung thé hién ban than,
chéng han nhu mot thu vién ¢ sén cac hinh anh, biéu tuong va hon thé nira.
15. Tim nhiing gi ngudi dung can véi Microsoft Search
O dau cac tng dung Microsoft Office trén Windows, ngudi ding sé tim thay hop
Tim kiém ciia Microsoft méi. Cong cu manh mé ndy gilp ngudi ding nhanh chéng tim
thdy nhitng gi ngudi dung dang tim kiém, chang han nhu vin ban, 1énh, trg giup, v.v.
16. Lwu cac thay déi ciia nguwdi dung khi ching xay ra
Tai tép ctia nguoi dung 1én OneDrive, OneDrive for Business hoac SharePoint
Online dé dam bao tat ca cac ban cap nhat dugc luu ty dong.
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17. H6 tro dinh dang OpenDocument (ODF) 1.3
Gio day, c6 bao gdm hd trg cho dinh dang OpenDocument (ODF) 1.3. Pic ta
ODF 1.3 bd sung hd trg cho nhiéu tinh ning méi.

File name: | ODF 1.odt

Save as type: | OpenDocument Text (*.odt)

Word Document (*.docx)
‘Word Macro-Enabled Document (*.docm)

Authors:

Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

» Hide Folders POF (*.pdf)

XP5 Document (*.xps)

Single File Web Page (*.mht;*.mhtml) |—
Web Page (*.htm;*.html)

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

Word XML Document (*xml)

Word 2003 XML Document (*.xmil)
Strict Open XML Document (*.docx)

OpenDocument Text (*.odt)

18. Cap nhat tab Vé
Nhanh chéng truy cap va thay doi mau cia tat ca cac cong cu viét tay.
Pon gian hda cach nguoi ding lam viée voi muc bang céch sir dung cac bo sung
tab Draw méi: Point Eraser , Ruler va Lasso .

File Home Insert Draw Design Layout Reference
~ L BR8N

S M VVY VWY
e, 1) ] ] ] v I +

Drawing Tools

19. Nhan ban tom tit nhanh vé nhirng gi trong sé lam viéc
Excel cung céap théng ké s6 1am viéc dé gitp nguoi ding.

Home Insert Page Layout Formulas Data Review

B (& | O 5% | &

hesaurusfWorkbook Check Smart Translate | Comment or
Statistics Accessibility | Lookup @Mention
Proofing Accessibility Insights Language
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20. Chon mau hoan hao
Hop thoai Colors cho cac gia tri mau Hé luc phan. Khéng can chuyén doi gia tri
mau Hex thanh gié tri RGB.
Péi voi bat ky thude tinh ndo ma ngudi ding cé thé xac dinh mau, bay gid ngudi
dung co thé nhap gia tri mau Hex vao hop Hex , vi du: # OF4C81 hoac 444.

Colors ? x
Standard Custom l oK l
Lolars Cancel

Color mogle! RGE o

Red - New
Qree 176

-
n 5 =
! -
Blue o s
Hex

#00B050

21. Thir phac thao kiéu Sketched
Nguoi ding c6 thé tao kiéu vé tay binh thuong cho cac hinh dang trong sé l1am
viéc véi phac thao kiéu Sketched .
Hay tho cac tuy chon Curved, Freehand hoac Scribble trong Format
Shape = Line - Sketched
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MUC LUC

Chuong 1. MICROSOFT WORD 2021
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GIOI THIEU VA NHUNG THIET LAP COBAN ....ooovveveeeeees 1
Man hinh Khoi @ONng.........cocooiiiiiiiieeee e 1
Thanh céng cu nhanh (Customize Quick Access Toolbar) .................. 2
Str dung céc tly chon hién thi (Ribbon Display Options).................... 3
Luu trit file Word véi nhiéu dinh dang Khac nhau ...........cc.co.cevevenneee. 3
TAB HOME (CAC NOI DUNG PINH DANG VAN BAN,
DOAN VAN BAN) ....oooiieeeeeeeeeeeeteeeeee et eeesees s es s s s s 4
Clipboard (Iuu dir liéu tam thoi trude Khi XU 1Y) .o 4
Font (Pinh dang fONt)..........ccoeiieiieie e 4
Paragraph (Pinh dang doan van ban) ...........cccccceevieiiiiii e 7
Styles (MAU dINh SAN) c..v.vveecececeiececee et 10
Editing (tim kiém, thay thé va chon ddi trong)...........ccceveeeveveererennns 11
TAB INSERT (CHEN CAC POI TUGNG VAO VAN BAN) ......... 11
Pages (Thém trang bia, tao trang trong va ngat trang) ...................... 11
Tables (T20 DANG DIBU).........ceveeeereeeeeieeeeeeeeee e e enenese 12
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