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Module 1. XU LY VAN BAN CO BAN

1. KIEN THUC CO BAN VE VAN BAN, SOAN THAO VA XU LY VAN
BAN

1.1. Khai niém van ban

1.1.1. Khdi niém vin ban

Theo nghia réng, vin ban duoc hiéu la vt mang tin duoc ghi bing ky hiéu
hodc ngdn ngft, nghia la bat ¢t phuong tién nao dung d¢ ghi nhan, truyén dat
théng tin tir chu thé nay dén mot chu thé khac.

Theo nghia hep, van ban duoc hiéu 1a céac tai liu, giéy 1o, hd so duoc hinh thanh
trong giai doan hoat dfng ctia cac co quan nha nudce, cac t6 chirc kinh té, xa hoi.

Vi du: chi thi, thong tu, nghi quyét, quyét dinh, dé an cong tac, bdo cdo....
deéu duge got 1a van ban.

1.1.2. Té chive va dinh dang mot vin bin

Tép hop céac thanh phan c4u thanh vin ban bao gdm nhimg thanh phan chung
ap dung déi vo1 cac loal van ban va cae thanh phan bé sung trong nhiing truong
hop cu thé hodc do1 vor mét so loail van ban nhat dinh.

Trinh bay van ban bao gdm khé gidy, kiéu trinh bay, dinh 1& trang vin ban,
v1 tri trinh bay cac thanh phan thé thitc, phong chit, ¢& chit, kiéu chit va cac chi
tiét trinh bay khac.

Tuy vao timg loai viin ban va yéu cau vin ban sé ¢ cac cach té chire va dinh
dang khac nhau.

1.2. Soan thao va xir ly van ban

1.2.1. Cic thao tic thong thwong dé cé mét vin bin theo yéu can
- Soan thao nd1 dung: tao méi hodce su dung nd1 dung co san
- Bién tap van ban: thém bét, stra chita ndi dung, thay doi dinh dang, thém
minh hoa, tao céc lién két, tham chiéu, hoan chinh vén ban
- Luu gift van ban
- In 4n va phan phdi véan ban.
1.2.2. Mét s6 phin mém xir Ij vin bén

LibreOffice Writer: phin mém xr ly vin ban thudc bd phin mém
LibreOffice, dugc phat trién boi cong dong mad ngudn méd, do The Document
Foundation quan ly. LibreOffice Writer ¢6 thé chay trén nhiéu hé diéu hanh va hd
tr¢g da ngon ngtt.

OpenOffice Writer: phin mém xtr Iy van ban trong bo OpenOffice.org, duoc
phat trién boi Sun Microsystems va cong dong ma ngudn ma. LibreOftice Writer ¢6

thé chay trén nhiéu hé diéu hanh va hd tro da ngdn ngit (trong dé ¢ phién ban tiéng
Viét), thuong xuyén dugce cap nhat va nang cap, giao dién don gidn, dé st dung.
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Microsoft Word: 1a mot phdn mém xtr 1y van ban kha phé bién hién nay cta
cong ty phan mém noi tiéng Microsoft. N6 cho phep nguot dung lam viée vl van
ban thé (text), cac hiéu img nhu phdng chit, mau sic, cting voi hinh anh dé hoa
va nhiéu hiéu ung khac giap cho viée soan thao vin ban duoc thudn tién hon.
Ngoai ra cting ¢é cdc cong cu nhu kiém tra chinh ta, ngit phap ctia nhiéu ngén ngir
khac nhau dé hd tro nguoi st dung.

Mé-dun nay khai thac trén mot phan mém xu Iy vin ban Microsoft Word

1.2.3. Chirc néing chinh ciia mét phan mém xiv Iy vin bin

Nhép va luu trit van ban

Stra d6i van ban: stra d6i ky tw va tir, stra doi cau truc vin ban

Trinh bay van ban: Dinh dang ky tu (phong chit, ¢& chit, kiéu chir, mau
sic, ...), dinh dang doan vin ban (cin 1é doan vin ban, lu1 diu dong, ...),
dmh dang trang vin ban (1& trén, dudi, trai phai, huéng gidy, ...)

Mot sé chiie niang khéc : tim kiém va thay thé, cho phép g tét, v& hinh,
tao chit nghé thuat,...

2. SUDUNG PHAN MEM XU LY VAN BAN MICROSOFT WORD

2.1. M&, déng phan mém Microsoft Word
2.1.1. Mé, déng MS Word trirc tiép va gidn tiép.
Khoi dong:

C1: Start = Programs = Microsoft Otfice =2 Microsoft Word.
C2: Click vao bic¢u tuong chuong trinh trén desktop hodc co thé trén thanh
Toolbar Office.

Thoat:

C1: Click vao nat thoat trén thanh tiéu dé

C2: Alt +F4

C3: File = Exit

C4: D_Click vao biéu tuong trén thanh tiéu dé



2.1.2. Giao dién lam viéc ciia MS Word

Thanh céng cu _ Cac nut diéu khién
7 Tiéu dé
3y
@I = R L] _2 =B j li Document1 - Microsoft Word - O
“ Home Insert ’%,‘ Page Layout References Mailings Review View (=] e
TEE L, Calibri (Body) s v EsEen | EEE 7 '
& B 7 U- ab:‘k L x B (== r=. ‘AaBchDc AaBbCcDc AaBbCi 4%% i
Paste ¥ - A - R‘v A A D q | TNormal |17 NoSpaci. Headingl E;‘LEZ\SQE Editing
lipboard Font ; Styles
— 7 x =
e e }‘- . e '\\:\ - R : Q
Thanh ‘,,
Menu, trong / Ving ‘
7 o it soan thao
Nhom 1énh la nhiéu Tab van ban
tdp hop cac
nut 1€nh
= Y
g o
I 2
4 L
Page: 1 of 1 Words: 0 | English (U.S) | BifEE == 1j0% (— L

® Thém cac chirc ning trén thanh cong cu

- Chon tab hodc nhém 1énh thich hop chira nat 1énh ban muodn thém vao

thanh cong cu.

- R_Click vao nat Iénh muodn thém > chon Add to Quick Access Toolbar

trén bang chon tit.
¢ Xoa cac chire ning trén thanh céng cu

- R_Click vao nit 1énh mudn xé6a > chon Remove from Quick Access

Toolbar trén bang chon tit.
® Su dung tinh nang tro givp (Help)

Vio tab FILE = Help = Microsoft Office Help (hodc nhian F1) dé mé cua

s6 Word Help
2.1.3. Thay doi kich thirée, mé nhiéu civa s6 va sdp xép civa s6

Thay ddi kich thude ctra s6: DPua tré chudt den bién ngang, bién doc, goe cura
s6 va thue hién kéo dén kich thuée mong mudn (nhu thao tac véi cta so khac

trong hé diéu hanh Windows)

Cung thoi diém ta c6 thé mo nhiéu tai liéu trén cde cia s6 MS Word.

2.1.4. Thiét dit cdc tiry chon ban diu

Dé thiét dat cac tuy chon ban dau vao tab File > Options s& xuAt hién hop

thoat:




: I H : =
‘L] General options for working with Word.

Display

Proofing User Interface options

Save Show Mini Toolbar on selection (i)
Enable Live Preview (i)

Color scheme: Silver : |

ScreenTip style: | Show feature descriptions in ScreenTips w |

Language

Advanced

Customize Ribban
Personalize your copy of Microsoft Office

Quick Access Toolbar

User name: | HuyenMguyen

Add-Ins
Initials: H

Trust Center

Start up options

|:| Dpen e-mail attachments in Full Screen Reading view !

Thiét 1ap ngon nglt lam vige:

t:eneral . Y
? Seithe e Lovguagl Mreluiences
&
Bianley
Lhooss Lailing LEngusges
Aue addilional =iuoages Ly 2l your d Ls The suilig | s=l e T lee e, incuding
dicianz-es, 3=omar checking, aad sortrz
= Langueys Karboard Laguos  aufing (Spelling, Gram: ar..|
Fnghisn LK) <Aetuits  cnakted b rtal 2 TR
letnamese Crabled @, Holinelalled
Cuslor e ALLos Sl = Defaul,
Cuiick Aczess Taolbar
Add-iris Tedd addiliona. =uiling languags.] ~| Add
Trust Centet Choosa Displzy and Help Languages
Sebthe arciage priartty e farthe Buktens. 0 and Help D
eplay languEge Hep langange
1 Mabch Migioanll Wodoms < del - 1 Makch Display Language < defaul > -
2 English ’:I z Englsh El
Selai Dleud Tl az Defail
T Miew faploy IRrgatgrs mstallc s far raca Ymasnth CIne pragram
B, Hooe do el more Display 3 Felp langua ges from Qe con?
Choast SorocaTip Language
ek gl r WeErE P Srgiage s | Match eplay langusgs E
B, How do velmore SureenTip langues s Trom 3o om?
1IE Canect

Thiét lap thu muc luu vin ban méac dinh:



Werd Opions » 3

General

Display

| Save
Language

Advanced

Adddns

Trust Center

Prooiing

Browss...
Customize Ribban
ult file locstion: C:\Users\HuyenNguyen\Decuments, Browse...

Quick Access Toolbar

H Customize how documenrs are savec.

Save dotuments

Save files in this format: Word Jocument [*.dood ~
[¥] Save AutoRecoverinformation every |10 % minutes
Keep the last zutosaved version if  close without saving

AutoRecaver file lncatinn: | CAllgacgiby Daias Mier iy

Offiine editing options for document management server files

Save checked-out files to: (i
() The server drafts Jocation on this camputer
(@ The Off ce Document Cache

Seryer dafts location | C\Lsers\HuyenNguyen'Documents\SharePcint Drafts\ Browse...

Preserve fidelity when sharing this document: @_] GOP_Y_BAI_GIANG_MODUL 3 v

[] Embsd fonts in the file

s used inthe document [bestfor reducingfile size)

| ok || conca ‘
= |

2.2. MO VAN BAN CO SAN, TAO VAN BAN MOI, LUU, XOA VAN BAN

2.2.1. Mé viin ban cé sdn, phong to/thu nhé vin bin
® Mo vin ban ¢6 sin trén dia

Budc 1: Mo hop hdi thoai Open (File—> Open; nat Open trén thanh
cong cu;, Ctrl + O)

Budce 2: Pi dén thu muc chira tép can mé = chon tép van ban can
m¢ —2 nhan nut Open.

® Tao van ban moi: Thue hién mdt trong cac thao tac sau:

o]

o]

o]

o]

Khoi dong MS-Word

Chon Blank Document

Hodc nhan té hop phim CtrI+N.

Hodc vao File, chon New (10¢ dang mé MS-Word ma mudn mé thém
vin ban maé1)

® Phong to, thu nho khung nhin van ban

o]

Mic dinh khung nhin tai liéu duec dat ti 1¢ 100%. Ngudi dung ¢o thé
tdng hodc giam ti 1¢ khung nhin bing céng cu Zoom.
Thay d6i khung nhin khdng lam thay déi kich thude ki tu trén tai liéu
khi in.
Cach thuc hién:

* Click chuot vao Tab View trén thanh Menu, trong nhom 1énh

Zoom chon Zoom.
«  Thiét 1ap thong s6 ty 18 trong hdp thoai.



2.2.2. Chuyén mét tai ligu tiv dinh dang khdc thanh vin ban lam viéc
e Chuyén tai lidu to Powerpoint sang | :
Word:
e Mo tai liéu trong Powerpoint
¢ Click vao tab File chon Export
¢ Click Create Handouts va sau do

Page layout in Microsoft Word

o
e,
pevy
o
e
e

)

{®) Notes next to slides

() outline only

click vao nut Create Handouts :g () Blank lines next to siides
xuét hién hop thoai: . -
° Chon kibu xuat ndi dung va v b4 P e ol
AR CHE ] . ! () Blank lines below slides
*+ Notes next to slides: Ghi =
chu bén phai slide =

 Blank lines next to
slides: Dong trong bén phai || Add sides to Micrasoft Word document
slide

« Notes below sides: Ghi chu
bén dudi slide

* Blank lines below
slides: Dong tréng bén dudi slide.

«  Outline only: Dang vin ban (chi ¢6 chit khdng ¢6 nén slide).

® Chuyén tai lidu tir Excel sang Word:
o Mo tai liéu trong Excel
o Chon toan bd dir liéu trong Excel = Nhén Ctrl+C

o Trong MS Word, vio tab Home chon Paste > Paste Special xuit
hién hop thoai:

Source: Microsoft Excel 2003 Worksheet
Sheet1!R7C1:R33C5

As:

(®) Paste: [ Display as icon
™ ... |Formatted Text (RTF)
L Fretc ok Unformatted Text
Bitmap
Picture (Enhanced Metafile)
HTML Format
Unformatted Unicode Text

Inserts the contents of the Clipboard into your document so that you can edit it using
Microsoft Excel 2003 Worksheet.

oK H Cancel |

o Chon Microsoft Excel 2003 Worksheet Object > OK



e Khi ching ta mudn mé tép vin ban duoc khoit tao tir cadc phién ban trudce
cua Word (2007, 97-2003) thi phar bat ché do Compatibility Mode nhu
sau:

Microsolt Word Compaiibity Checker ? IEN|

0 No compatibility issues were found

Select versions to show ¥

Summary Occurrences

Check compatibility when saving documents

R

2.2.3. Soagn thdao mot tai liéu mai
¢ G ban phim: st dung tat ca cac phim trén nhém phim ky tur va phim sé dé
soan thao van ban.
e (6 diu tiéng Viét
e Kiéu g Telex:
f s r X i aa |aw (00 (oW |uw |WwW ee |dd

o
Q
=
=
o)
o,

Dau |Dau |Dau |Dau |Dau |a |a
Huyén | Sac | H&i | Nga | Nang
e Kiéugd VNI

S6 1 S$62 S63 S6 4 S65 S6 S67 S6 8 S69

Dau Dau Dau Dau D&u D4u Dau Dau Dau
Sac Huyén | Hoi Nga Ning |m rau trang | ngang

O
(=1

] Qo

® Chen cac ky tw, ky higu dic biét vao van ban
e Bude 1: Dua con tré soan thao dén vi tri can chén
¢ Budc 2: Vao tab INSERT, trong nhom 1énh Symbols chon Symbol
»  Chon ky hi¢u ¢o san
«  Hoic mubdn chén ky hié¢u khac thi chon More Symbols..., XUAt

hién hép héi thoai:
, p 7 n
Tab chita___| == - --
Ca’c ky’ hlél.l bols | Spedial Characters
Font: Mxt) v | Subset: |Basic Latin v
//! "l#]s]wl&] [ (D*H]+]L -] ]/ 8
4(516(7|18(92|:|;:(<|=|=|"?
,I??ngaé D|E|F|G[H|I|J|K|L|M[N|O
eacky U dec bie T|u|viwx[Y|z][T[\[1[~]_.
ge:enﬂy used symbols: ) ) N )
e | ¥ | o[8[ =[#[<[5[+]*[=[u[alp
Latin Capital Letter B Character code: 0042 from:  Unicode (hex) ~
z z AutoCorrect... Shortcut Key... | Shortcut key:
Nhan Insert dé chén :
i




2.2.4. Luu vin bdn
e (Cac nut 1énh lién quan dén luu vin ban nim & tab FILE.
¢ [uu binh thudng:
® Thuc hién mdt trong cac cach sau:
*  Chon nut 1énh Save
- Nhén té hop phim tit Ctrl + S
® (¢ 2 kha niing xay ra:
« Pay la tai lifu mé1 > xuét hién hdp thoai Save As
«  Nguoc lai = nhiing thay doi s& duoc cép nhat.
Luwu y: nen luu tai liéu thuong xuyén trong khi sogn thao
e Luu vin ban voi tén khac, duong dan khac:
o Chon nat 1énh Save As
o Xuét hién hop thoai Save As = Chon duong dan méi va g0 tén ma1

| w] Savahs H
(&) * T = » Computer » WORK(F) » v ¢ Search WORK (F o
Organize = New folder i= = (7]
L Narr Date modified Tyr o
Homegrou
‘% A A 3/201 P le f
B_Pragramming 04/09/2015 4:42 PM  File folc
/& Computer . -
P 3 TOl
il | >
File name: | GoTen v
Save as type: | Word Document v
Authors: Tags: Addatag

[]5ave Thumbnail

~ Hide Folders Tools =~ | Save Cancel

2.2.5. Cdc kiéu tép tin khdc nhau diing dé lwu vin bin

Kiéu  Chon Kiéu Chon
tép tin tép
tin

.docx  Word Document htm  Web Page

.docm Word Macro-Enabled htm  Web Page, Filtered
Document

.doc Word 97-2003 rtf Rich Text Format
Document

.dotx Word Template Axt Plain Text

.dotm  Word Macro-Enabled xml  Word XML Document
Template



.dot Word 97-2003 Template .xml
pdf PDF .odt
XpPSs XPS Document \WpS
.mht Single File Web Page

2.2.6. Mé nhiéu vin bin ciing liic

Word 2003 XML
Document

OpenDocument Text
Works 6 -9

M nhiéu van ban cung 10c¢: Chon cac vin ban can mé va thue hién moé van

ban théng thuong.

Sap x&p cac cua s0: Cac chire nang sép xEp ctra 56 van ban nam trong nhém

Window cuia tab View.

- Arrange All: sip xép cac tai liéu dang mé trong cting man hinh.

Document3 - Microsoft Word

Acrobat

=

| f j 1] View Side by Side
=1 ey

Split

New
Window

Arrange

All

Switch
Windows ~

- View Side by Side: gitip so sanh 2 tai
liéu bf?mg cach bat hién thi song song.
Trong truomg hop 6 tir 2 tap tin tro 1én
duoc mo, phﬁn mém Word s& x4c nhan
vige so sanh tap tin dang lam viéc vo1
tap tin nao trong cac tap tin con lai
dang duoc mo.

Compare Side by Side with:

IDocumentsy. =~ 00
Documents

21

Cancel




A a A R N ¥ | geseceon| asseceor  Aalibi Aab

;

Kich hoat mét vidn ban dé lam viéc va chuyén tir vin ban lam viéc nay sang
vian ban lam viéc khac: nhan Ctrl+Tab hoac click chudt vao vin ban muon lam

Vviéc.

2.2.7. Xoa mot vin bdn
® (Cach thuc hién:

o]

o]

o]

Vao tab File chon Open

Tim dén vi tri chita van ban can xoéa

Click chudt phai 1én vin ban do, sau do chon Delete trén bang chon
tat.

¢ Hoic ¢o thé thuc hién nhu x6a tép tin trong hé diéu hanh Windows.

o]

o]

M¢ thu muc chira viin ban can xda trong ctra s6 Windows Exploer
Chon vian ban va nhan Delete

2.3. BIEN TAP NOI DUNG VAN BAN

2.3.1. Cdc don vi vin ban va cdach chon cdac don vi van ban
® (Cac don vi van ban:

o]

Ky tuw (character): Mét ky tu dugce nhap tir ban phim, trtr cdc phim
chirc nang.

Tu (word): Mot nhom ky tu lién tue, gitta cdce tir cach nhau mot
khoang tring.

Déng (line): Trong qué trinh soan thdo nguot st dung ¢t nhap ndi
dung binh thudmg, khi sé luong ky tir trong mot dong vuot qué chiéu
ngang clia trang gidy thi né sé tu rét xudng dong ké tiép. Noi dung
trong vin ban ¢o thé ¢6 mdt hodc nhiéu dong.

Cau (sentence): Nhom cac tir két thue bang dau két thic cau.

Poan vin (paragraph): Trong qua trinh soan thao mdi khi nhén phim
Enter thi ¢é nghia 1a két thiic mot doan va bit dau doan mot moi. Noi
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dung trong van ban c6 thé c6 nhiéu doan va mdi doan ¢6 thé ¢dé mot
hoic nhiéu dong.
® (Cac donvi van ban (tt):
o Bang biéu: Tap hop céc 6 tao thanh cac hang va cic cot
o Céac dbi tuong dd hoa: hinh anh, tranh, chit ngh¢ thuat, hinh vé, biéu
do,...
o Trang (page): phan vin ban dinh dang dé in ra trén mét trang gidy
 Toan bd vin ban
¢ Chon cac don vi1 van ban:
o Chon mét ky tu: Drag chudt vao ky tu can chon.
Chon mot tu: Nhép dap chudt vao i can chon
Chon mét cau: Nhan Ctrl va Click vao vi tri bat ki trong cau.
Chon mét dong: Nhép vao vi tri bén trai ctia dong.
Chon mét doan: Nhép déi vao khoang tréng bén trai ctia mot dong
trong doan.
Chon bang: dua tré soan thao dén 6 bat ky ctia bang
Chon cac dbi tuong dd hoa: Click chudt vao ddi twong muébn chon
¢ Chon cac don vi van ban(tt)
o Chon mot trang: Drag chudt tir ky tu dau dén ky tu cudi trang can
chon.
o Chon toan bd vin ban: Ctrl+A/Click 3 14n vao khoang trong bén trai
cua mot dong bat ky trong vin ban
® Ngoai ra, dé chon ving lam viée bat ky (ky tw, tir, ciu, dong, doan, trang,
toan bd vin ban) ta ¢é thé str dung ban phim hoic két hop ban phim va
chudt nhu sau:
o Gift phim Shift két hop cac phim miii tén.
> Click vao vi tri ddu ving lam viéc—> gitt Shift - Click vao vi tri cudi
vung lam viéc

Q

Q

o]

o]

o

Q

2.3.2. Di chuyén dén cdc trang vin ban khdc nhau
Vao tab HOME, trong nhém 1énh Editing, nhan nat Find = chon Go to...
(Hoac nhan Ctrl+G)
o Go to what: Chon Page
o Enter the page:
- Nhép trang cu thé ¢an di chuyén dén
+ Nhap dau “+” néu mubn di chuyén dén trang sau trang hién
haI]ll, ¥ ¥ ¥ o r
» Nhéap dau “=” néu muon di chuyén dén trang trude trang hién
hanh

11



Find and Feglace 2 < |

Find Replace | GoTo

Go to what: Enter page number:

E - | |

| Section " z P
Line Enter + and — to move relative to the current location. Example: +4 will
}Boukmark move forward four items.

| Comment

| Footnote ¥

Previous ‘ MNext | Close

2.3.3. Thém, sira, xoa cac don vi vin bdn
® Ché d6 ghi dé: Nhin phim Insert dé bat/tit ché do ghi de.
o Ché d6 ghi de bat: khi g& mot ky tu thi ky tu dé duoe thém véo dong
thot ky tu sau no s€ bi xéa.
o Ché do ghi dé tat: khi g& mot ky tu thi ky tu d6 duge thém vao
e Néu churc ning nay bi vo hiéu héa thi cach khic phuc nhu sau:
e Vao tab File, chon Options
¢ Trong hop hoi thoai Word Options , chon Advance
¢ Chon Use the Insert key to control overtype mode va chon Use
overtype mode
® (Céac phim xéa:
«  Xodamodt ky tu bén trai con trd soan thao: BackSpace
«  Xobda mot ky tu bén phai con tré soan thao: Delete
«  Xoda mdt t trude con tro soan thao: Ctrl+BackSpace
+  Xoda mot tir sau con tro soan thao: Ctrl+Delete
«  Xo6a mdt khdi chon: Chon khdi va nhin phim Delete
« Xoba dbi tuwong dd hoa: Chon d6i {uong va nhan Delete

2.3.4. Tim kiém va thay thé ky tu, tiv, cum tir
® (Cac nut lénh lién quan dén tim kiém va thay thé nim trong nhém lénh
Editing cua tab HOME, cach thuc hién nhu sau:
¢ Chon vung vin ban can thao tac
o Tim kiém:
* Chon nut 1énh Find(hoéc Ctrl+F)
- G nodi dung cin tim vao Find what > Nhén nit Find Next

i » IEH

Find what:

W

[ Match case | Close |

[ 1Find whole words only

Replace...

o Thay thé:
* Chon nut 1énh Replace(hoic Ctrl+X)
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+  G& ndi dung can tim vao Find what, ndi dung cén thay thé
vao Replace with

« Nhéan nit Find Next dé tiép tuc tim kiém, Replace dé thay thé
ndi dung tim duoc, Replace All dé thay thé tat ca ndi dung tim

duoec.
e * IEN|
Find what: Find Ne
W

Replace with: | Close |

hoac ” p—
[ IMatch case
[ |Find whole words only REepiace A

2.3.5. Sao chép, di chuyén mot don vi vin bin
e (Cac mit 1énh lién quan dén sao chép va di chuyén nim trong nhém 1énh
Clipboard cua tab HOME), cach thuc hién nhu sau:
> Chon ving vin ban ¢in thao tac
o Sao chép:
*  Chon nut 1énh Copy (hodc R_Click->Copy hodc Ctrl+C)
«  Di chuyén con tré vin ban dén vi tri can dan.
*  Chon mit 1énh Paste (hodc R_Click—>Paste hodc Ctrl+V)
o Di chuyén
*  Chon mit 1énh Cut (hodc R_Click = Cut hoac Ctrl+X)
«  Di chuyén con tré vin ban dén vi tri ¢in di chuyén dén.
*  Chon mit 1énh Paste (hodc R_Click—> Paste hodc Ctrl+V)
2.2.6. Lénh hity va ldy lai két qua viva lam
¢ Su dung chirc niang phuc hoi:

o Undo: huy két qua vua lam GdHI®-|O -
* Nhan Ctl+Z IETEN Hove | INsERT
(hodcAlt+Backspace) - -
» Hodc, click Undo trén thanh i | Calibri (1
congeu Paste | B I
D¢ huy nhiéu két qua vira lam | -~ Format Painter
cung luc, chon vao miii tén bén e L

canh nit Undo, chon danh sach két qua mudn huy
o Redo: Cé 2 trudong hop xay ra:
+  Khi thue hién thao tac Undo trude @6 thi chirc ning nay cho
phép 14y lai két qua ma ta da huy.
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ﬂg E R <l &
FILE HOME IMNSERT DESIGM PAGE LA
— Cut ' -
D , Calibri (Body) ~/11 ~| A
PaftE ¥ Format Painter T M~ X %
Clipboard M Font
« Khi chua thuc hién thao tac Undo: Lép lai cong viée vira lam:
0 H ©-10]-
FILE HOME IMNSERT DESIGM PAGE LA
s Cut =
: ) Calibri (Body) ~{11 ~| A
Paste ¥ Format Painter I v x x
Clipboard T Font

+ (Cach thuc hién:

«  Nhan Ctrl+Y (hodc F4)
*  Hodc, click Redo trén thanh cong cu

2.4. XU LY LOI HIEN THI TIENG VIET

2.4.1. Lodi b6 cdc hiéu irng diéu chinh tw dong

¢ Hiéu tng diéu chinh tu dong
(Autocorrect): Vao tab File -
Options - Prooting ->
Autocorrect Options. ..

e Mot sb 16i thuong gap ddi voi
van ban tiéng Viét:

o Khi gé ky tu bi thay thé
thanh ky tu khéng mong
mudn (vi du: <1 2> “T”):
Bo chon Replace text as
you type

o Chit hoa dau cau la
nguyén am c¢é dau tiéng
Viét b1 thut xuéng: bo
chon Correct Two
Intial Capital

AukcCorect: Ergich (US| ? “
AutoFormat Actions
AutoCorrect Math AutoCorrect AutoFormat As You Type

Show AutoCorrect Options buttons
Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days
Correct acddental usage of cAPS LOCK key
Replace text as you type
Replace: With: @ Plain text Formatted text
(c} e
|(r) | ®
|(tm) "
I:{ |®
1+ e v

Automatically use suggestions from the spelling checker

‘ oK Cancel

o Mubdn gd chit thuong & dau dong nhung Word tr stra thanh chit hoa:
bo chon 6 Capitalize first Letter of Sentence

e Khit str dung céc font chit thudc bang ma TCVN3, VNI-Windows ...
luc ching ta bé dau trén ky tu chit hoa thi s& thdy dau bi 1éch sang
bén phai lam cho vin ban thiéu tham m§ = bé chon muc Correct

TWo INitial Capitals
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(o]

2.4.2. Logi b cdc hién thi khéng mong muon, xit Iy 16i khi sao chép va din
¢ T.0ai bo cac hién thi khong mong mudn
o D@ xoba triét dé cac dudng song do gach chin dudi dong chit: Vao tab
File = Options = Proofing. Trong muc When correcting spelling
and grammar in Word b6 chon ¢ muc Check spelling as you type
va Check grammar with spelling 2> OK

FIEMUT MUUES: | (1AUILIOTIAH afid NEw SPENngs | ¥ |
General

Spanish modes: Tuteo verb forms only \EJ

Display

When correcting spelling and grammar in Word
Proofing

D Check spelling as you type
[[] Use contextual spelling
language [C] Mark grammar errors as you type

Save

D Check grammar with spelling
Show readability statistics
Customize Ribbon - Writing Style:

Advanced

Grammar Only 7J . Settings... |

OK Cancel

e 1.5ikhi sao chép va dan: Khi thuc hién sao chép déi khi bi 161 khoang tréng
gifta chit (vi du: H oa h dng).

e Cachkhac phuc: Vao FILE - Options = Chon Advance. Trong muc Cut,
copy and paste bo chon 6 Use smart cut and paste 2> OK

3. DINH DANG VAN BAN

3.1. Dinh dang van ban (text)

3.1.1. Thay déi phong chi, cdc kiéu hién thi
® Vao tab Home, nhém 1énh Font

Font » HEM |
5 Font | Adyanced
Kieu chix Cochir
x ‘\\?/ ThT—Eent— Font style: Size:
— — —— . ——
- -~ . (aal Times New Roman e
Times New Rom ~ 13 A a N e = e %ﬁ
—r Tahoma Italic b4
- - - S Imc old 10
B 7 U abe x, x° . d é ne,,,ﬂ::;us ans Bold Italic 1
fx \\ ~ 12 v
\‘Qont LT Tolon: Underline style: Underline color:
o Autamatic El (none) E Automatic
__,_/- /// Effacts
[_| Strikethrough || Shadow | Small caps
In 6ém In nghleng/ aCh Chan ] Double strikethrough [_| Qutline [] aneaps
1 superscript ] Emboss [] Hiaden
] supscript ] Engrave
Preview
| Tén mén hoc: TIN HOC CG SG |
Set As Default Text Effects Cancel

¢ Su dung phim tit:
o Tang c& chit: CtrH]
o (G1am ¢& chit: Ctrl+|
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o In dam: Ctrl+B
¢ Innghiéng: Ctri+1
o Gach chan: Ctrl+U

3.1.2. Cdch ghi chi sé trén, chi s6 dwéi
® Vao tab Home, nhém 1énh Font

Font ?
Times NewRom - 13 -~ A" A"  Aa- & Font | Advanced |
- s - -
B 7 U abe x, X ®? A Font: Font style: Size:
/F i Times New Roman 13
ont - = SymbolPS ~ | |Regular 8 ~

N Tahoma nalic |9

\ Tempus Sans ITC Bold |10

Times Bold ralic n

> A ] o B L limes tiew Roman Rl i e
Chi s6 duoi Chisé trén , =
% 2 e Font golor: Underline style; . Underline color
(subscript) (superscript) ™. automatic  [v] mone) [¥] [ automatic
= R Effects
\\___\ [] strikethrough [ shadow ] Small caps
“-1\ [] Double strikethrough [ | Qutline [] Al caps
‘_“—‘____ Superscript [ Embess [[] Hidden
=] subscript [ engrave
Preview
[ Tén mén hoc: TIN HQC CO SG |
Set As Defaull [ ek _j Cancel

Ngoai ra, co thé nhan Ctrl+Shift+= dé tao chi s trén, Ctrl+= dé tao chi sb dudi

3.1.3. Thay déi mau ky tw, mau nén vin ban

® Vaio tab Home, nhém 1énh Font

A

Times New Rom = 13 =)

“ | A A
B 7 U -abe x, X'

i
/]
/|

/
Mau chir

-
.

Font

/
/

/

/
Mau nén van
ban

\

Font » IEH
Font . Advanced
Font: Font style: Size:
Times New Roman 13
SymbaolPS A | |Regular 3 -~
Tahoma Italic 9
Tempus Sans ITC Bold 10
Times Bold Italic 11
v 2 ¥
Font color: Underline style: Underline color
= Automatic :! (nonej wv Automatic
7 Effes
D Strikethrough D Shadow D Small caps
[] Double strikethrough [ | Outline [ ] Al caps
[] Superscript [l Emboss [C] Hidden
[] subseript [] Engrave
Preview
I Tén mon hoc: TIN HOC CO SO |
Set As Default oK Cancel

3.1.4. Chuyén doi chiv hoa /chii thuong

® Vio tab Home = nhém 1énh Font nhan nut Change Case
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Times NewRom ~ 13 = A" A7 | Aa~ &
B 7 U - abe %, X B - A -
Font

o Sentense case: ky tu dau cau 1a chit hoa.
o lowercase: tit ca chuyén thanh chir thuong.
o UPPERCASE.: tit ca chuyén thanh chit in hoa.
o Capitalize Each Word: Ky tu ddu ctia mdi tir 1a chit in hoa.
o tOGGLE cASE: Chuyén chit hoa thanh chit thuong va nguoc lai.
e Ngodi ra c¢é thé st dung phim tit Shift + F3 dé chuyén déi chit hoa/chit
thuong

3.1.5. Ngiit tiv khi xudng dong

Ngit tir (hyphenation): Néu mét tir qua dai khong da chd dé ndm cubi dong
th1 né s& chuyén xudng dong tiép theo. Tuy nhién, ta cé thé thém diu gach ndi «
> vao vi tri thich hop trong tir d6 dé ngit tir. Luc nay tir s& duoe tach thanh 2 phan
va nam trén 2 dong.
Vi du: nonprinting = nonprint-ing hodc non-printing
Cach ngit tir;
> Chon ving vin ban mubn ngat tir
o Trén tab Page Layout, trong nhém Page Setup, bam Hyphenation,
sau do chon:
* Auto: néu muon ngét tir tw déng
+  Manual: néu mudn ngét tir thi céng > Word s& tu dong tim
tir can ngat va xuat hién hdp thoai = Chon vi tri ngét tir thich
hop = nhan Yes
> Nhan OK

Insert Page Layout References Mailings R

Marusl Hyphergiion EngichUS] 7

[ B3 =) Breaks ~ : :
: H= j (3 Line Numbers ~ || Hyphenate at: non-prink-ing |

Margins Orientation Size Columns
- - - . Hyphenation ~ [ ‘
b~ Hyp ! Yes | No Cancel

Page Setup

3.2. PINH DANG POAN VAN
3.2.1. Khdi niém doan vdn, cach chon mét doan vin

Poan vin ban: La phan vin ban bat dau vdi chit cai viét hoa Itn vao dau
dong, ket thuc 1a diu két thiic cau xudng dong.

Cach chon mot doan van:
o Dua tré chudt dén dau dong bat ky trong doan d6 va nhap d6i chudt
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o Hodc, dit con trd soan thao & dau doan, gi{t phim Shift két hop vé
phim miii tén dé chon dén ky tir cudi cling ctia doan

o Hodc, dit con trd soan thao & diu doan > gitt Shift - Click vao vi
tri cudi doan.

3.2.2. Ddu ngit doan (paragraph mark), ddu ngit dong (line break)

Dau ngit doan (paragraph mark): Khi nhan phim Enter thi ¢6 nghia 1a
két thiic méot doan va bit dau mot doan méi.

Dau ngat dong (Line break): Duoc dung dé xudng dong khi dong dé chua
da dai dé tir xudng d(‘)ng hodc khi mudn céc tir ndi, tir ghép duoce lién nhau trong
cing mot dong. Khi muén ngat dong hdy dat con tré soan thao ngay phia trudce i
muédn ngit xudng dong sau do nhan Shift + Enter.

Dé loai bo diu ngat doan/ngat dong: dua con tro soan thao dén vi tri ngét va
nhan phim Delete cho dén khi doan/dong phia dudi nhap vao doan/dong phia trén.
3.2.3. Thut I, cin Ié

e Thuc hién danh diu doan.
® Viotab HOME, nhém 1énh Paragraph

Thut 1&
Can |&: trai, giiva, phai, 2 bién
: = GED T
&y - |Exil+
Paragraph
® Hop hoi thoai Paragraph
Paragraph ? n

Indents and Spacing | Line and Page Breaks

Alignment: v

Qutline level: Body Text b

Indentation

Lert: oem 5 Special: By

Ocm =

Khoang cach
dogntheocéc
lé trai, phai

[C] Mirror indents

Line spacing: At

Multiple vl |12

Gn't add space between paragraphs of the same style

( Preview

L& dong dau
tién cha
doan

T i hpe TR CO 8O

Jabs... Set As Default 0K ] Cancel
¢ Sur dung thudc ngang

(Néu mudn an/hién thanh thude ngang, vao tab VIEW = Tick vao niit Rule
trong nhoém lénh Show)
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IZI)?I lIZl‘ '.4'.'5" |3|.|10I| ‘|12|l '1.4| 161 118
) \
/ / Bién phai cia doan
=

Bién trai cQa doan
(trlr dOng dau tién)

Bién trai dong dau

tién cua doan
.

3.2.4. Sir dung nhdy cdch (tab)

e Vidu:
CONG HOA A HO CHU NGHIA VIET NAM
Bic lap = Tu do — Hanh phiic
GIAY MOI
A O e e
Biungvaolic...................ngdy.........thang......... ndm 2010, mé ong
(bd) vé tai Vin phing ' dé dir cudic hop
Ping Ha, ngay 15 thang 7 ndm 2010

e Khi nhin phim Tab, con tr6 soan thao s& dugc tu dong chuyén dén vi tr
diém dimg bén phai gin nhat.

e Khi g8 vin ban tai vi tri diém dimg, van ban s& duoc cin chinh thang hing
tai vi tri hién thoi theo kiéu cia diém dimg.

® (Cac loai Tab co ban

o]

o]

o]

o]

o]

Tab trai (Left Tab): vb s& dugc can trai tai vi tri dét tab

Tab phat (Right Tab): vb s&€ dugc cén phai tai vi tri dat tab.

Tab gifta (Center Tab): vb s€ duoc can gifia tai vi tri dat tab.

Tab thap phan (Decimal Tab): Can thang hang theo vi tri ddu chdm
thép phan cua so.

Tab Bar (Bar Tab): Tu dong tao cdc nét thang trén dong ctia vb

¢ (Cach dat tab bé“lng chuot:

o]

o]

Chon kiéu Tab tai vi tri trai ngoai cling cua thude ngang trong ché
dd Print Layout.
Click chudt trén Thude ngang dé tao diém dimg tuong tmg.

e (Cach dit tab bing nut 1énh:

o]

Trong tab HOME, chon hop thoai Paragraph, chon nut Tabs...
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o Thiét dit cho tab _
Paragraph N x|

Indents and Spacing | Line and Page Breaks
General

Alignment: | v

QOutline level: |Body Text v Callapsed by default
Indentation
Left: om = Spedial: By:
Right: 0wm 5 (nonej W =
Mirror indents
Spacing
Before: 0 pt = Line spacing: At
After: 0pt et 1,5 lines ¥ =

D Don't add space between paragraphs of the same style

Preview

2. M& mie ndp vin bin & 200 tadn.

Tabs... Set As Default 0K | Cancel

e Thay ddi vi tri tab:
o Trd chudt dén vi tri cua diém dimg trén thude ngang va kéo ré dén
v1 tri mou.
e Thay dbi tinh chat ctia tab:
o Click dup chudt tai vi tri ctia diém dimg trén thude ngang va thay déi
thong tin diém dimg trong Hop hoi thoai Tabs.
e Xoa tab:
e D1 chudt 1én v1 tri cua tab trén thude ngang va kéo ré ra ngoai thude
o Mudn x04 toan bo thi bam Ctrl + Q

3.2.5. Diéu chinh khoing cich giiva cdc doan vin
¢ Vao tab Home, nhoém 1€nh Paragraph

Paragraph 7 IEN
T = . n;—_‘ ;'= ;'= Al ﬂ- Indents ard Spacing  Line and Page Breaks
— e - . TE. "
== o i= e S Z General
_ Alignment Bustiticd ~

=EEE = e Oy~ | Bl Outline level: [BodyTest  [W] 51 Collapsed by defautt

S Indentation

Paragraph " Lo ven 1% speqat Bg
T Right Dem % (nane) v

[ purror inaents

upe spaang At

Multiple w12

TaTTpace between paragraphs of the zame style

Tabs... Set As Derault oK cancel
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3.2.6. Diéu chinh khoding cich din dong trong doan vin
¢ Vao tab Home, nhom 1€nh Paragraph

- — — — e ——

e v = v Y= | 3 o Al
== i = IE 7
EOE = =

Paragraph

T

& ==
N

3.2.7. Tao danh sdch dong mirc

Paragraph

Indents and Spacing | Line and Pags Sreaks
General
Alignment:  [FETITTN v
Qutine level: | Body Text |~
Indentation
Left:
Rignt:

] Mirror indents

Spacing

Betore: 2pt s

Alter Zpt -

Don't add spage between paragrapit

Preview

Tabs.. Set As Default oK

¢ Danh sach dé)ng mue: La mét day lién tiép cac doan van ban duoe danh ddu
bang cac ki hi¢u dat dau dong.

¢ (Cach thuc hién:

o]

St dung nut 1énh trén nhom 1énh Paragraph cua tab HOME: Tao

danh sach dang STT (numbering) hodc tao danh sach dang liét ké

(bullets).
o — & — —
Fo— W e W 3—
o — 3 — i=
Paragr

=

b

+
K

aph

=000
ft.;‘ b i ‘- _I -ril

® Tao bullets:

o]

XuAt hién hop hoi thoai

o Chon dinh dang Bullets mudn thuce hién

o]

Nhan OK
e Thay d6i Bullets:

> Chon danh sach mudn thay doi
> Chon Bullets = chon kiéu Bullets khac

e Xo0a Bullets:

> Chon danh sach mudn x6a Bullets

o]

Chon Bullets = None

Chon Bullets = Define New Bullets...:

21
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Bullet character
Symbol... Picture..,. Font.
Alignment:
Left v
Preview

Cancel




3.2.8.

Tao Numbering:
o Chon Numbering—> Define New Number
Format...: xudt hién hop hoi thoai
¢ Chon dinh dang Numbering muén thuc
hién
o Nhan OK
Thay d6i Numbering;
¢ Chon danh sach mudn thay doi
o Chon Numbering = chon kiéu Numering
khac
Xbda Numbering:
o Chon danh sach mudn x6a Numbering
o Chon Numbering - None

Tao dwong vién, bong nén cho dogn vin

Difin New Nusbes Format * IEN|

‘ Number format

Number style:

1252 v Font...

Nl.lmber fgrmat:

&

Alignment:

Left v

Preview

Cancel

Paragraph chon "= sau d6 chon Borders dé k¢ duong vién, Shading dé
to nén. _
PA—— * IEN| Bt e * Il
[Eorders | | page Barder | Shadng Borders | Page Border  Shadng
Settng: Stye Breview Fil Preview
" Click on diagram beiow or use No Color i
Hme Pt 1o wvbﬁd@“ T\lor‘ne Colors
"m mEmEEn
D I e o fil
............. liiicii
= [ | — I 1HTHIT
[i} . co]w: :L.:;duc Colms. = l . .
| Automatc v d
E:ﬂ G Yapt i Apoky o1 = Apoly 10
Paragraph v Paragraph v
Ootions...
Horizontal Line.... oK Cancel FRRonat ke x e

3.3. KIEU DANG (STYLE)

3.3.1. Khdi nigm kiéu ddng, dp dung kiéu ding cho ky tw

Trong qué trinh soan thao vin ban, ¢é nhiing ndi dung ¢6 dinh dang gidng
nhau, néu dinh dang lan luot cho timg nd1 dung riéng s€ mat nhiéu thoi gian va
khong nhit quan. Mot trong nhitng cach don gian dé thuc hién diéu nay la dung

Style.

Style 1a mot tap hop cac tiy chon vé dinh dang nhu font chit, khoang cach
gitta cac dong, duong vién,... Style dinh nghia mot sé céc kiéu dinh dang cho mot
s6 thanh phan khac nhau trong vin ban nhu doan vin (Paragraph), cho ky tu
(Character) hodc ca hai (Linked).

Style co tén riéng va duoc luu trit cing véi1 vin ban.
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Word ¢6 san cac Style, nguoi dung ¢o6 thé dinh nghia thém Style méi hodc
diéu chinh thong sé cho mét style dd co bang cach vao tab HOME trong nhom
1énh Styles

Cach tao Style
o DPinh dang cho khdi van ban.
> Chon khdi van ban vira dinh dang.
o Mo rong Style, chon Save Selection as a New Quick Style.
o Nhap tén Style trong textbox Name
o Chon Modity... dé hiéu chinh Style, hép hoi thoai sau xudt hién:

|Nhap tén Style m0’|| g S Do TonSr Rt i = |
‘iFEoBEm -
Chon loai style: paragraph,| e
character, linked N soetee ——— ST
> | Style based on: T Normal ~
| Chon style co s& | ' Styleforfolowing paragraph: | ¥ Sty v

Formatting ——=

Chon stylechodoan| |
ke tiép (d

mesNewRoman +| 12 w/| B 7 U Automatic b

Chon cac dinh dang cho Style }/

M@ rdng cac dinh dang: Font, o raatine: 0.5 St Quick Stle
Paragraph, Tabs, Border, cET o
Language, Frame, Numbering, |\ || ¥ ad o gucstieist [ automaticaly update
Shortcut Key Text EffeClS % | (@) Only in this document New documents based on this template

\jg'rnat > OK | Cancel

Hiéu chinh Style
o Trong cira s6 Styles and Formatting.
o R_Click vao tén Style mudn hiéu chinh, chon Modify...
o Thuc hién hiéu chinh.

Ap dung style cho ky tu:
o Chon cac ky tu mubn dinh dang theo mdt Style nao do.
o Chon tén Style loai Character hoac Linked trong hdp Styles

3.3.2. Ap dung kiéu ding cho dogn vin ban
® Chon doan van ban mudn dinh dang theo mét Style nao do.
¢ Chon tén Style loa1 Paragraph hoéc Linked trong hdp Styles

3.3.3. Sir dung cong cu sao chép dinh dang
® Bwoc 1: Chon van ban co dinh dang mudn sao chép cho cac doan van ban
khac
® Bwoc 2: Vao tab Home, trong nhém 1énh Clipboard chon Format Painter,
Itic nay con tro chudt xuat hién kém theo biéu tugng hinh cai chéi.
® Bwoc 3: Quét dén vung vin ban can chinh sua dinh dang, ¢ nay doan van
ban nay s& ¢6 dinh dang giéng hét doan van ban & bude 1.
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4. NHUNG (EMBED) CAC POI TUQONG VAO VAN BAN
4.1. Bang

4.1.1. Thém mot khung bang vao vdan ban
® Dua con tro soan thao dén noi can tao bang bidu.
® Vio tab INSERT, chon Table. Lic nay, ¢ thé dung 2 céch:
o Céch 1: Dung chudt chon truc tiép O hang s6 ¢ot néu sb ¢ot khong
vuot qua 10 va sé dong khong vuot qua 8.
o Cach 2: Click vao Insert Table, xuit hién hop hoi thoai
* Number of Columns: nhip 56 cot
Number of Rows: nhép sb dong
* Fixed Column width: nhdp vao do réng cdt (thudng chon
Auto) > Nhian OK

4.1.2. Nhap va bién tdp dir liéu trong 6

Nhap dit li¢u: Pua con trd soan thao vao 6 mudn nhap, thuc hién nhu soan
thao van ban thong thuong.

Canh 1é cho dit liéu trong 6: Vao tab TABLE TOOLS\LAYOUT, nhém 1énh

Alignment
’J Khoang cach gi&a]

[ Cac kiéu /
canh |é _ |
SN Em = — dir lidu vale 6
4.1.3. Chon cdc thanh phdn ciia bing

N
\L Hwé’ng dix ]
liéu
® (Cach 1: Dung nut 1énh trong tab LAYOUT.
o Khi dua con tré soan thao vao mot vi tri bat ky cua bang, s¢& xuét hién
nhém tab TABLE TOOLS bao g@)m tab DESIGN va LAYOUT.
o Dé chon thanh phin ctia bang, nhin nit Select:
«  Select Cell: Chon 6 dang dat con trd chudt
* Select Column: Chon cét chita 6 dang dat con tro chudt
« Select Row: Chon dong chira 6 dang ddt con trd chuot.
« Select Table: Chon toan bd bang.
® Céach 2: Dung chuét
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Chon mét cot

Chon mot 6 7
\

# Chon mdt hang @
Chon toan bang J
1

4.1.4. Thém, xoa dong, cot
¢ Thém dong, cit:
o Dit con tr6é chudt vao 6 ma ching ta mudn thém dong, cot vao ké o
do.
> Cach 1: Thém dong, cot, 6 bing cach R_Click.

B T -

o Cach 2: Vao tab LAYOUT, chon nut 1€nh trong nhém 1énh Rows &
ColuanS:
Page Layout Bef erences Maoa

o

Insert Above: Thém dong trén vi tri dit tro chudt
Insert Below: Thém dong dudéi vi tri dit tro chudt
Insert Left: Thém cdt bén trai vi tri dat tro chudt

Insert Right: Thém cdt bén phai vi tri dat tro chudt
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e Xoda dong, cot
o Cachl:
® Dit con tro chudt dong, ¢t can
xXoa
® Viotab LAYOUT, chon Delete
*  Delete Columns: xda ¢t
+  Delete Rows: xéa dong
o Cach2:
¢ Chon dong/cdt can xoa
® R click XuAt hién bang chon tat
- Chon Delete Rows/ Delete
Columns

4.1.5. Thay doi kich thiéc hang, cot
® (Cach 1: Dung nut 1énh trén tab LAYOUT

Ll

Delete  Insert Insert
i Above Below

E Delete Cells...

L,f Delete Columns

=X Delete Rov

[?-q Delete Table

= EEE

o Chon thanh phan bang muén thay doi kich thuée

o Thiét dit théng sb:
® Height: Thay déi chiéu cao
e Width: Thay doi do rong
® Céach 2: Dung chuét

— Lot e |

¢ Pua con trdé vao dudng bién ciua hang (cot), khi con tré ¢ hinh mii

tén hai chiéu thi Click chuét, kéo va tha.

¢ Hodc, dung chudt kéo tha cac nit trén thanh thude ngang va thude

doc.
® (Cach 3: Dung hép héi thoai
¢ R_Click, chon Table Properties....
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Size

Alignment

JJE2

Row

[#] Preferred width:

H

Table Properties

Column Cell

1601 em -5

I

Alt Text

Measure in:

Centimeters v

| Indent from left:

B

Left
Text wrapping

Center

L

None

B

Around

Right

Borders and Shading...

0cm

-
-

OK

Options...

Cancel

> Thiét dat thong s6 trén cac tab cua hop héi thoai

4.1.6. Thay déi kiéu dwong vién, chiéu rong, chiéu cao ciia 6
¢ Thay do1 kiéu duong vién

o Chon & can thay ddi kiéu duong vién

o Vao tab DESIGN cua TABLE TOOLS (hoac tab HOME, nhém

1énh Paragraph) chon Border - Borders and Shading dé mé hop

thoai:

> Chon kiéu duong vién (style) mau sic duong vién (color) va do day
dudng vién (width)
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Borders and Shadng * IEN
Borders | Page Border | Shading
Setting: Style: Preview
A Click on diagram below or use
Hone buttons to apply borders
e
= sox || ———— —
|:| Shadow T
v ]
D | s Calor
= Automatic v
. idth 7 & N
§ Custom s pt
| LIS Apply to:
Cel v
Horizontal Line... oK Cancel

® Thay d6i chiéu rong, chiéu cao cta 6:
¢ Chon & can thay doi kich thude:
¢ Cach 1: Vao tab LAYOUT cua TABLE TOOLS, trong nhom 1énh
Cell Size nhap chiéu cao 6 vao Height, chiéu rong 6 vao Width
o Céch 2: Pua tro chudt dén bién doc/bién ngang dé thang doi chiéu
r(f)ng/chiéu cao cua o
Luru y: Khi thay dbi chiéu cao 6 thi chiéu cao ctia dong chira 6 dé ciing thay dbi
theo.
4.1.7. Thém bong va mau nén cho cdc é ciia bing
* T6 maunén vaké vién
o Chon cac & can to mau nén va ké vién
¢ Vao tab DESIGN ctia TABLE TOOLS, chon Border = Borders
and Shading... Hodc Click vao nit Border va nut Shading
o Chon kiéu 1é va mau nén
® Chon cac 6 can thay d6i kiéu dudng vién
¢ Vao tab DESIGN cuia TABLE TOOLS (hodc tab HOME, nhém 1énh

Paragraph) chon Border = Borders and Shading dé mé hop thoai:
o Settings: Chon bong
¢ Vao tab Shading dé chon mau nén

4.1.8. Xoa bdng

® Dit con tro chudt ¢ bang, dong, cot cin xoa
® Chon Delete Table

| BRE
| i { 4
EEpRe EEEH EgH |
Delete  Insert |Insert |
* Above Below
E*‘ Delete Cells...

% Delete Columns

ZX  Delete Rows

V;_(‘ Delete Table
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4.2. HINH MINH HOA

4.2.1. Chén hinh minh hoa
® (Chen hinh anh c¢6 sdn (Picture)

o Vao tab INSERT = nhom 1énh Ilustrations—=> Pictures
o Chon mét hinh anh trong may tinh > nhén Insert

Chen anh nghé thuat (Clip Art)

o Vao tab INSERT--> nhom 1é€nh Illustrations --> Clipt Art

o Trén hop thoat Clipt Art. Pé trong Search for chon Go > Click
chudt 1én mot Clip Art d€ dua nd vao tai ligu.

Chen hinh v& (Shapes)

o Vao tab INSERT -->nhom 1€nh Illustra-tions --> Shapes: chon hinh
can chen ro1 ré chudt (Drag) vé vao ving mudn chen.

Cheén biéu db (Chart)

o Vao tab INSERT = nhom 1énh [lustrations=> Chart
o Chon kiéu biéu d6 cin chén, nhin OK
o (34 tri dé vé biéu do s& duoc léy tr man hinh Excel kém theo

¢ Chen chit nghé thuat (Word Art)

o Vao tab INSERT = Text 2 WordArt

| [E] Quick Parts~ [ Signature Line ~
— |4 WordArt~ [ Date & Time € Symbol =
w

Wordit g A WordAlt Wordart 2

-

Wordrt WordArt WordArt vorisr: Wit ;™
mlﬂlﬂ wordan -Wordhrt WOrdA
Wordhet Wirlhe Worddt Wy woill }

APavey --F

> Chon kiéu chit nghé thuat
o DPinh dang lai font chi:

| it WardAr | et n
Lize:

Lot
¥ iz Black

7Your text here

Cance

4.2.2. Sao chép, di chuyén hinh minh hoa

® Bwéc 1: Chon hinh minh hoa mudn sao chép, di chuyén

¢ Biwroc 2:

o Sao chép: Vao tab Home, chon Copy trong nhém 1énh Clipboard
(hodc nhan Ctrl+C, hodc R_Click vao hinh, xuit hién bang chon tat

chon Copy)
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o Di chuyén: Vio tab Home, chon Cut trong nhom 1énh Clipboard
(hoéc nhan Ctrl+X, hoic R_Click vao hinh, xuat hién bang chon tit
chon Cut)

Buwéc 3: Di chuyén con tro soan thao dén vi tri can sao chép/di chuyén dén
Buwoc 4: Vao tab Home, chon Paste trong nhom 1énh Clipbeard (hodc
nhan Ctri+V, hoic R_Click vao hinh, xuét hién bang chon tat chon Paste)

4.2.3. Thay déi kich thwéc, xéa hinh minh hoa

binh dang lai hinh:
o Chon hinh, vao tab PICTURE TOOLS = FORMAT va chon cac
chirc ndng dinh dang.
¢ Hodc, nhay phai chudt vao hinh can dinh dang, chon Format
Picture.
Thay d6i kich thude: Pua tré chudt dén bién cia hinh, xuét hién mii tén 2
chiéu, thuc hién kéo va tha chuot.
Xéa hinh: Chon hinh can x6a, nhin phim Delete

4.3. HOP VAN BAN (TEXTBOX)
4.3.1. Nhap Text Box

Text Box 14 cac 6 cho phép nguoi dung nhap dit liéu vao va ¢b thé duoc dat

bét ctr dau trong tai lidu.

Nhép Text Box:
¢ Vao tab INSERT, trong nhém 1énh Text chon Text Box

(=] Quick Parts ~ D?' Signature Line -
A WordArt ~ E_.'. Date & Time

Text
Box - [ Object ~

Text

¢ Nguol dung co thé chon Text Box mau hodc tu thiét ké Text Box
riéng cho minh bing cach chon Draw Text Box.

o Click vao tai liéu, sau do kéo ré chudt dé vé Text Box theo kich thude
mong mudn

o Dé nhap dir lidu vao Text Box, click vao trong Text Box, sau d6 gd
hoéc dan van ban vao.

4.3.1. Dinh dang text box

Pinh dang van ban trong Text box: chon van ban can dinh dang, sau do s
dung chirc ning dinh dang trong nhom 1énh Font trén tab Home.

Calibri Light (He = [44 ~ A" A" A

B I U § abc®N-nAa- A -
Font M

Vao tab Drawing Tools/Format, trong nhom 1énh Text:

« Text Direction: Thay ddi huéng ctia dit liéu trong Text Box
« Align Text: Cac ki¢u can I¢ dit lidu trong Text Box
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“,\1 Text Direction ~
=] Align Text ~ /

&2 Create Link

4.3.3. Xoa text box
¢ (Click chudt vao vién cua Text Box can xo6a dé chon Text Box do.
¢ Nhan Delete

4.4. THAM CHIEU (REFERENCE)
4.4.1. Chii thich tai chin trang va cudi bai

Chu thich cho tai liéu: tai vi tri chi thich s& duoc danh dau va noi dung chu
thich xuit hién & cudi trang (Footnote) hodc cudi tai liéu (Endnote).
® (Chen chu thich:
> Pit ddu nhay tai v tri mudn tao chu thich.
> Tab References = nhom lénh Footnotes chon Insert Footnote dé
tao chu thich & cudi trang hodc Insert Endnote dé tao chu thich &
cudi tai liéu
¢ Sua van ban chi thich & chin trang/ cudi tai lidu:
> Pua trd soan thao dén noi chia thich xuét hién (cuéi trang, hoac cudi
tai ligu)
o Thuye hién chinh stra nhu vin ban thong thuong.
e Xoa chu thich: Chon vi tri chi thich duoce danh dau va nhéan phim Delete

4.4.2. Dinh 56 trang
e Thém danh sé trang:
o Bude 1: Tab Insert, trong nhom 1énh Header & Footer, click Page
Number.

B A ‘ i ,q
 # | : L]
Page Text Quick Word

MNumber~ Box~ Parts~
B Topof Page

»
b\ Bottom of Page »
EW Page Margins »

»

m .
#] Current Position

[ Eormat Page N .
I*g FEormat Page Numbers.. :
5 ——a_ |
% Remove Page Numbers [:R .

o Budce 2: Chon vi tri danh so6 trang -
. n |¥| Indude chapter number
° Buéce 3. Trén tab Header & Footer | . . e

Number format: |1, 2,3, ... v

Tools/Design nhan vao nut Close Header Use separator: = (yphen) [v
& Footer dé quay tré vé man hinh soan e EiES
thao van ban s ey
. 5 4 (®) Continue from previous section
e Sua dénh s6 trang: chon Format Page | Oseta :

Numbers..., xuat hién hop thoai:

oK Cancel
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® Xoéa danh s6 trang: chon Remove Page Numbers...

4.5. Chén cong thuc toan hoc
¢ Vao tab INSERT - trong nhém 1énh Symbols chon ntut Equation
® Thuc hién gd cong thirc toan hoc tir cac mau c¢o sin hoiic chon Insert new
equation dé nhdap maéi bf?lng viée chon cdc ky hi¢u toan hoc trong tab
Equation Tools\Design.

4.6. HOAN TAT VAN BAN

4.6.1. Cdn lé toan bé vin ban
® Chon toan bd vin ban, sau do6 thuc hién nhu céin 1€ doan van

4.6.2. Tao ngit trang (page break)
e Ngit trang (page break)
o Pua tré soan thiao dén vi tri mubn ngét trang
o Trén tab INSERT, trong nhém 1énh Pages chon Page Break
® B6 ngit trang;
¢ Vao tab View, trong nhém 1énh Document Views chon Draft.
o Chon ngét trang can bo va nhan DELETE.
4.6.3. Tao diu trang (header) va chin trang (footer)
® Tao dau trang (header) va chan trang (footer)

o Trén tab Insert 2 nhom 1énh Header & Footer —>chon Headgr
hodc Footer, nguoi dung co thé chon cac mau Header/Footer ¢é sian
hoac Edit Header/Footer d¢ nhip ndi dung

[Fh [Ty [y
mpEEh

Header Footer Page
v MNumber~

Header & Footer

o Sau khi nhap xong tiéu dé, chon Close Header and Footer dé két
thice viée tao header/footer.

o Xo6a Header/Footer: Trén tab Insert 2 nhém 1énh Header & Footer
—->chon Header hoic Footer = chon Remove Header hoic
Remove Footer

4.6.4. Dt cdc ché dé bao vé cho vin bin
® Vao tab File chon Info.
® Chon Protect Document. Chon mot trong cac ché do bao vé:
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Recent e
{ a
L4 Amyone can open, copy, and change any part of tha
New —— bl
Protect
Docurment =
Pret
B Mark as Final
e ]
Save & Send rade ”
skt it read-of
Help Lewrypt with Pasywor 0t thot & containg
Bl Requee a passwesd 1o open the whot s Name
1] Optuoss
%  Rewtinct (gfting
3 et :

Restrict Perminsacn bry People

Aad a DspRal Signature

o Mark as Final: Thiét dit ché d6 chi cho phép doc

o  Encrypt with Password: Thiét dat mat khau cho tai liéu

o  Restrict Editing: Kiém soat viécdinh dang, chinh stra, hodc quyén
nguoil dung

o Restrict Permission by People: Han ché quyén truy cap

> Add a Digital Signature: Thiét dit chit ky sd

5. KET XUAT VA PHAN PHOI VAN BAN

5.1. In van ban

5.1.1. Dt va hiéu chinh cdc tham sé cho trang in
® Vao tab PAGE LAYOUT, nhém 1énh Page Setup

Insert Page Layout References Mailings F

—1 s Ij bi——f: Breaks -
4 3 Line Numbers -

Margins QOrientation Size Columns _
e - = - bt~ Hyphenation -

Page Setup

o  Margins: L& trang in, co thé chon tir cdc mau ¢6 sin, hodc chon
Custom margins dé nhap 18 trén, dudi, trai, phai (Top, Bottom, Left,
Right).
o Qrientation: chon huong in doc (Potrait) hay in ngang (Lanscape).
o Size: Chon khé gidy in trong danh sach, hodc nhap kich thuée trang
theo yéu cau cta tir muc More Paper Sizes.
¢ Hodc mo hdp thoai Page Setup
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Piossens i < |

Lé trén, dwdi,
trai, phai, gay

f‘ c

Huwéng T
giay

Iy Select
Frinter suto sslect
Manual Feed n Tray 1 Manud Feedin Tray 1
Tray 1 Tray L
Tray 2 Trav 2

=
Ed

n
5
v

oK Cancel Set As Defaut o cancal

5.1.2. Theo doi trang thdi in, xda, khoi phuc tac vu in
e Khi thuc hién in vin ban, ngudi diing ¢6 thé xem trang thai in, x6a va khoi
phuc tac vu in bang cach:
o R_Click vao biéu tuong may in trong khay hé thong = chon Open
All Active Printers dé mé cira sd theo di trang thai in.

o Mubn x0a tac vu in: R_Click vao tai liéu mudn xéa = chon Cancel

o Mudn dimg va khai dong lai in:
« R _click vao tai liéu - chon Pause dé dumng tac vu in
« R_click vao tai liéu =2 chon Resum dé tiép tuc 1énh 1n

5.1.3. Thurc hién in vdn bdn
® Vao tab FILE, chon Print
¢ Trong phin Settings,
o Chon Print All Pages dé in toan bo trang, Print current Pages d¢
in trang hién hanh, mudn in cu thé trang nao thi gd vao textbox Pages
o Chon Print One Sided. Néumay in cho phép in 2 mit thi chon Print
on Both Sides.
Chon mdy in & phan Printer
Chon s6 ban can in & phin Copies

Print

(&)
o
=
5
4]
-
0

¢ Nhin nut Print

5.2 PHAN PHOI VAN BAN

5.2.1.Cdch luu vin ban dwéi cdc kiéu tép tin khdc nhan
¢ Thue hién nhu luu van ban thong thuong, chi v & phin Save as type chon
kiéu tep tin mudn luu
o Rich Text Format: phan mé réng .rtf
o PDF: phan mé rong .pdf
o Plain Textphin mo rong .txt
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o Word 97-2003 Document: phan mé rong .doc

5.2.2. Dt mat khau dé kiém sodt truy nhap tép vin ban
¢ Vao tab File chon Info = chon Protect Document - chon Encrypt with
Password
® Trén hop thoal mo ra, nhap mat khau vao 6 Password > nhian OK, sau d6
x4c nhan mat khau lan nita.
® Quay lai tab File = chon Save dé luu lai file.

5.2.3. Dinh kém vdn ban theo thir dién tir
® Vao tab File 2 Save & Send = Send Using E-mail va chon:
o Send as Attachment: Pinh kem tép dinh dang ban dau.
o Send as PDF: Dinh kém tép dinh dang .pdf
o Send as XPS: Dinh kem tép dinh dang .xps
¢ Nhap dia chi ngudt nhan, tiéu dé va ndi dung email, va nhén Send.

5.2.4. Lwu vdn ban trén mang

Luu trlt trén mang 1a dich vu luu trit cho phép nguot dung truy cép vao dit
liéu cuia minh & bat cir no1 dau thong qua web.

Hién nay co nhiéu dich vu cho phép luwu trit dit lidu trén mang nhu Google
Drive, Dropbox, Mega, Mediafire, ...

Microsoft cung cép dich vu luu trit true tuyén OneDrive.

Céc budce st dung dich vu OneDrive dé lyu van ban:

o Buwéc 1: Truy cap dia chi trang web:
https://signup.live.com/signup.aspx?lic=1 dé dang nhip vao tai
khoan Microsoft (néu chua c6 tai khoan thi ding ky tai khoan)

o Bwéc 2: Giao dién chinh ctiia OneDrive xuat hién. Néu 1a 1an dau tién
strdung, click vao Get Started dé bit diu st dung = Click vao Next
va Close ¢ nhimg lan tiép theo dé hoan tat.

o Bwée 3: Néu mudn tao mot thu mue méi dé luu dir liéu, click

vao New / Folder = nhap tén thu muc i chon Create
# | OneDrive L I o fi‘--]m

> Buwéc 4: Néu muérI dua van ban 1én OneDrive, click chudt trar vao
thu muc vira tao = chon Upload - Chon Files
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[ls] ‘I’ New v L o Upload v J Share ¥ Download i Delete |

Folder

o Bwée 5: Chon file van ban can luu lai trén OneDrive 1di nhép vao
Open

6. SOAN THONG DPIEP VA VAN BAN HANH CHINH

6.1. Soan thio mgt thong diép

Déi véi cac van ban nhu: giri bang luong hang thang, théng bao moi hop,
thu cam on,... thuomg gui cho nhiéu ca nhan, don vi. Viéc soan thao ting thong
bao, thu s&€ mat thoi gian =2 st dung duoc céng cu trén thu

DPé ¢6 thé thue hién trdn thu ban can phat ¢6 2 file tai liéu:
o Van ban goc: Noi dung vin ban di duoc soan thao sin va bo trong
cac thong tin can dién
o Dirliéu goc: Thong tin dit liéu cho mdi ca nhan, mdi don vi dé dién
vao cdc 6 trong trong vin ban di duoc soan sin (thudong trinh bay
dudi dang bang biéu don gian nhu Table, Sheet cua Excel)

Cach thuc hién:
o Bude 1: Soan thio van ban goc
o Budce 2: Soan thao dit liéu géc
o Bude 3: Mo vin ban gbe, click vao tab Mailings, chon Start Mail
Merge rdi chon chiic ning Step by Step Mail Merge Wizard...

Page Layout Fefgrence Aahing ‘i"c'.u'n

Enseloper |label

—

2 EMad Mersages k
=1 Eryelopes
. Labeds

] Dwectory ’%
{* Mormasl Word Document

_'] Step Dy Step Mail Merge dizard.

o Buéde 4: Chon Letters va nhan Next
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What type of document are you

working on?
@ Letters
) Envelopes

[ Labele

o

(") Directory

Select document type _

Letters

et

Send letters o a group of peaple.
You an personalize the letter
that each person recelves.

Click Mexdt to continue,

Step 1 of 6

& Mext: Starting document

Bucre 50 Chon Use the current document va chon Next
Select starting document

Hiaw tho voL wani bo sl uo your

7 Slarl Fuoe exsting dewmerd

Use the curvent documest
Stars from the document shown
here arduse the Mai Merge

e o e red

rformatbian

Step 2cf i

Ilr fextz Selecl redpienis I

Budc & Chon Use an existing list chon Browse
il Merge -

Selerl re
I %) Uss an excisting et

) Samct from Cudook contachs
) Trps anew kst

Lse am eiching

Ugs niindd and sddrescas from g
fil=or &

|::uu...

@

o L2 Ei;h_-rl: eesiptent firk fily
StepJal
@ fl=rt wWrde o lelier

¥ PrecvmDus: Staitng Cooumert
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o Budc 7: Chon} va mo file danh sach excel da luu va chqn Sheet lvu
dir 1iéu > Nhan OK = Bo chon nhirng hang khéng muén tao thong
diép 2 nhan OK - nhan Next

Mail Merge v X
Select recipients

S =

Serge v . e P ") Select from Outlook contacts

e
oK B 4] 3 o ey o e e Wbt v s, B8 O

Type a new kst

Mosted Creatmy Trpe
m o a3 e Tt
1IN0V EOT I AN LYV 0T I AN TARE

Use an existing list
Currently, your recpients are
selected from:

[-EEY IANVONSLITIAN NI I AN TARE

[Sheet1$] in “tronthu.xsx”
=) Selecta differentlst...

:{' Edit recipient list...

Step3of6

@ [ext: Write your letter

¥ Previous: Starting document

o Budc 8: Pit con trod text & vi tri xac dinh trong vin ban noi can chén
dir lidu vao > trong myc Write your letter, nhan chon More
items... > 1an lwot chon truong can chén > nhan Insert

Mail Merge v X

Write your letter

If you have not siready done 50,
wrike your letter now.

To add recipent information to

your letter, chck a location in the
document, and then cick one of
the tems below.

] Address block...
- Greetingine...
2 More kems...

When you have firished writing
your letter, chck Next. Then you
can preview and personalize sach
recpient’s letter,

" Insert Merge Field | ;: |0

Step 4 ol 6
@ Next: Proview your letters
& Previous: Select recpients

o Budc 9: chon Next: Preview your letters - chon Next: Conplete
the merge

Step 4 of 6

{
IO Next: Preview your letters I i’ e S ‘
xt: Complete ge

Previous: eopen
- ES Selectr e @ Previous: Write your letter
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o Bude 10: Chon Print... néu muén in cac thu moi true tiép ra may
in, chon Edit indidual letters néu muén xem truéc cac thu moi
trong vin ban. Trong hop thoai Merge to New Document ¢ thé
chon tao ra toan bé cac thu mo1 co trong danh sach hodc chi chon tao
thu moi cho mét sb ngudi. O

’ Merge to New Document ‘ 2 —'Ehl‘

Merge records

Current record

From: To:

A\

6.2. Soan va xir Iy mét van ban hanh chinh mau

Vin ban hanh chinh bao gdém cac phan:
o Qube hiéu
o Tén co quan
o T chire ban hanh viin ban
o S0, ky hi¢u van ban
o Pia danh va ngay, thang, ndm ban hanh vin ban
o Tén loai va trich yéu noi dung ctia vin ban;
o NO1 dung van ban;
o Quyén han, chtrc vu, ho tén va chit ky ctia nguoi ¢6 tham quyén;
o No1nhan

TEN CQ. TC CHU QUAN (1)  CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC (2) Pic lip - Ty do — Hanh phiic

S6: . (3) -4 v (3) ., ngay ... thang ... nam 20 ...

TEN LOAI VAN BAN (6)

QUYEN HAN, CHUC VU CUA NGUOI KY (9)

(Chir kY, déu)

- Lz VT, ... (10) A.xx (11). Ho va tén

Theo Théng tu s6 01/2011/TT-BNV cta Bo Noi vy huéng dan thé thie va

k¥ thuat trinh bay vin ban hanh chinh

o Font chir: tiéng Viét, bang ma Unicode
o Kho gidy A4. Mot sé van ban trinh bay trén khd AS
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Hudéng trang: huéng doc, mot s6 trudng hop vin ban khong thé trinh
bay huéng doc thi ¢6 thé chon huéng ngang.

Lé trang: Lé trén 20 - 25 mm; Lé dudi 20 - 25 mm; L& trai 30 - 35
mm; Lé phai 15 - 20 mm.

Thé thiic va k¥ thuét trinh bay cac nd1 dung cu thé: xem phu Iuc
Théng tw s6 01/2011/TT-BNV, chuong 2

40



Module 2. SU DUNG BANG TINH

1. KIEN THU'C CO BAN VE TRANG TiNH

1.1 Khai ni¢ém bang tinh

1.1.1 Khai niém va c¢éng dung

Khdi niém: Phan mém bang tinh 1a phan mém duoc thiét ké dé gitip ghi lai
va trinh bay théng tin dudi dang bang, thuc hién cac tinh todn cling nhw xay dung
cac biéu do6 biéu dién mét cach truc quan cac so liéu cé trong bang.

Cong dung:

Thue hién duoce nhiéu phép tinh toan tir don gian dén phire tap.

Té chire va luu trit théng tin dudi dang bang véi cau trie nhu mét cudbn
sO tay cong tac ké toan

Khi ¢o6 thay déi dir liéu, bang tinh tu dong tinh toan, cip nhat lai theo
sO liéu moi.

Cung cap cac chirc nang veé biéu do va hinh minh hoa.

1.1.2 Cac bude xay dung va g dung bang tinh

- Nhép va bién tap dit li¢u, cong thire vao bang tinh

Tinh toan trén dit liéu bang cach 4p dung cac phép tinh, biéu thire, ham
Biéu dién truc quan dit liéu dudt dang biéu dd
Mot s6 ung dung cao nhu: phén tich dit li¢u, du bao

In va phin phdi cac bang tinh

1.2 Phan mém bang tinh

1.2.1 Gidi thidu mot s6 phan mém bang tinh

Mot s6 phan mém bang tinh khac nhau nhu: LibreOffice Cale, OpenOffice
Calc, Microsoft Excel.

Cac thao tac thuong thue hién véi mét phan mém bang tinh:

- Nhép, cép nhat, bién tap dix li¢u

Ap dung cac phép tinh, cong thire, ham lén dit liéu
Xay dung biéu dd;
In 4n két qua

Trao d61 voi1 cée tmg dung khac

Trong Md-dun nay chiing t6i khai thac trén mét phan mém bang tinh cu thé:
Microsoft Excel duoc cai dat trén hé dieu hanh Windows

1.2.2 Céc thanh phan ctia bang tinh MS Excel:
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Tap Bang tinh (workbook) duoc mic dinh luu trit thanh mét tép trén dia,
véi phan tén mé rong la .xls hodc .xIsx.

Mdi workbook bao gém nhiéu Trang tinh (Sheet), co toi da 1a 255 trang
tinh.

Mai sheet bao gém nhiéu C§t (Column) va nhiéu Dong (Row)

S6 cot va dong trong mdi Sheet tuy vao phién ban cta phan mém (MS Excel
2003: 28 ¢ot va 2'°dong; MS Excel 2007, 2010: 21 ¢ot va 2%° dong)

Cot duoc danh theo chit cai: A, B...., Z, AA, AB... va dong duoc danh s6 thir
anl. 2.8 .

Giao gifta Cot va Dong la O tinh (Cell), tip hop cac 6 tinh lién nhau duoc
chon trong khoi hinh chit nhat dugce go1 1a Vung (Range)

1.2.3 Chire nang phin mém bang tinh MS Excel

Phin mém MS Excel 12 mot phan mém bang tinh trong bd phian mém MS
Office.

Chtrc nang chuyén dung cua Excel 1a phuc vu cho cong tac Iuu trit thong tin,
tinh toan va cap nhat dit ligu tinh toan mét cach tu dong.

Ngoai ra, MS Excel con ¢6 chire nang lap biéu d6, thong ké, du doan, phan
tich, tong hop dit liéu,....
2. SUDUNG PHAN MEM BANG TINH

2.1 Lam viéc véi PM bang tinh
2.1.1 Mé mdt phan mém bang tinh
Thue hign mét trong cac cach sau:

- Tuy vao viéc MS Excel da dugc cai dit trén phién ban nao cia hé diéu
hanh Windows s& ¢¢ cach khac nhau dé tim dén bd phan mém
Microsoft Office = Excel

Vidu: M6 MS Excel 2013 trén HDH Windows 8: Start - All apps 2
Microsoft Office 2013 - Excel 2013

s X
- Click dap vao biéu tugng Excel 2013 trén man hinh Desktop

—> Vo1 hai cach trén, sau khi mé bang tinh, Click chon mdt trong cac kiéu
bang tinh dugc format san dé lam viéc.

- Click dup vao mdt file ¢c6 dudi mo rdng 14 .xIsx hodc .xIs bat ky, MS
Excel s& mo ra véi file hién hanh 1a file vira Click dup.

2.1.2 Giao dién va céac thao tac vdi thanh cong cu, ruy-bing

Giao dién:
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BookY - Excel E3 - E] x

) GETNEN Insert  Page Layout s Data {7 AV e Signin _,Ce} Share
Tha'.:.h TabS: | BF L o Aral 1 == General - i Conditional Formatting = I‘!‘ je)
ChiacacTabsnhu || Lles. BIu- Ax S==5E- &% 1 Hromata bl e
- . » = . Oye A é = ‘.'rig ‘..og = Coll Styles - = -
Fillﬁ'sé-ir(t)me' Gliphoard =~ Fant [ Alignment x Number > Styles -~
i A1 : : fe .
/ 4 A B c D E F G H K-
1 I I
Thanh cong cu: || 2
Chira cac nhom 4
Iénh clia 1 Tab 2
dudc chon, moi .
nhom Iénh gom sheett | @ : :
nhléu nl:lt |él'1h. Reacy B m M - 1 + 100%

Thao tac voi thanh cong cu va ruy-bang
- An Ruy-bing: Ribbon Display Options = Auto-hide Ribbon
- An/hién thanh Tabs: Ribbon Display Options = Show Tabs

- An/hién thanh Tabs cung cac thanh céng cu Ribbon Display Options
-> Show Tabs and Commands
7T EE — =

Auto-hide Ribbon

S AutoSt Hide the Ribbon. Click at the top
A of the application to show it
Rt Ll

@ Clear - i- = Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.
m=— Show Tabs and Commands

C i | Show Ribbon tabs and
commands all the time.

2.1.3 Céc thiét dat Luu bang tinh va cach sir dung bd Help
Thiét dit Luu bang tinh: Vao File - Options - Save
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D|nh dang [~ = [ customize howworkbooks are saved. 2 Thlét Gét
loai tép thoi gian
luu tu’ dong

Save workhooks

Nai tép
dudc Iuu tu
dong
Nai luu tép
méc dinh AutaResnvcr.‘tt‘::’ptian,fn:;"‘ @ 300k =

Ok Cancel

Cach st dung bd Help

- Pé biét duoc chiic ning timg Tab, timg nhém 1énh, timg nit 1énh trong
Excel, ta @it con tré chudt tai vi tri can tim hiéu, sau 2 giay s€ ¢6 mot
bang chu thich xuét hién.

Vi du mudn tim hiéu vé nat 1énh From Table thudc nhom 1énh Get &
Transform cua tab Home

Formulas Data

F 5 Show Queries ] connections

= || = i

E= EFrom Table i Properties
MNew Refresh

Juery - LoD Recent Sources All - 4, Edit Links

Get & Transform Conncctions
From Table

Create a new query linked to the
D selecled Excel Lable.

If the selected range isn™t part of a
table, it will be converted into a
Lable.

- Véi cong thure, g6 mot hodic vai ky tu dau tién ctia cdng thire, s& ¢6 chi
dan goiv.

SUM(number1; [number2]; ..)

Vi du:
- Pé doc duoc bd Hepl hoan chinh, nhan F1
2.2 Lam viéc véi bang tinh
2.2.1 M6 - DBong bang tinh
Mé BT ¢6 san:
- File = Open (hodc Ctrl + O)
- Chon duodng dan

- Chon File can m¢&
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- Chon Open

& Open s
Organize ~ New folder m @
o] Name Date modified Tor
E_' Microsoft Excel Patne e e 'k
@@ OneDrive I
gis
= This PC nhi-try
m Desktop quyhoachrung121115
Documents setup

Slide bai giang (pdf)
Slide bai giang c#

8 Downloads

5 Music

= Pictures
B Videos

£.05(C)

=~ Data (D7)

File name: | dfunction.xlsx v Hesun ' s * xlsm;* v

Mo nhicu BT trén cung mét cira s6: dé lam viée dong thoi.

- Chon Tab View = trong nhém 1énh Window chon Arrange All, xuit
hién bang héi1 thoai vé1 4 tuy chon:

Tiled: Uu tién xép cac BT tir trai sang anagetio. 3 X
phai, sau d6 tir trén xuéng dwdi. Arrange
Horizontal: Cac BT dugc xép twr trén (@) Tiled
xuéng dudi. ) () Horizontal
Vertical: Cac BT dwoc xép tir trai sang O) Vertical
phél 3 (:," Cascade
Cascade: Cac BT dwoc dat theo bac xép ] indoms of active workbook
Ién nhau. =
Cancel

2.2.2 Phéng to thu nhé khung nhin
View = Zoom

- Zoom: Xuét hién bang hép héi thoai Zoom, cé thé didu chinh khung
nhin bang cich chon mét trong cac théng s6

- 100%: Khung nhin mac dinh.
- Zoom to Selection: phéng to phan vin ban dang chon.

C6 thé chon zoom & thanh bén trai, phai dudi cira s6 bang tinh.
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F ~
Zoom : @ﬁ
Maanification
-
— ) 200%
] ]
— - 1 100%
A4 - et ) 75%
e — :
vl o 09:50 :50%
@ 25%
} (7 At selection
o
L

2.2.3 Tao bang tinh theo mAu, cdc kiéu tép BT
Tao BT theo mau cho trwdc
- Viao File 2 New,

- Trong cira s& New xuft hién cic bang tinh di duge dinh dang theo mau,
tuy vao nhu cau sit dung dé chon méu thich hop.

- Hoic chon Blank workbook tir d& dinh dang.
Céc kiéu tép khi luu BT
- Khi lwu, trong hdp héi thoai Save as, chon Save as type dé& chon loai

o
tep.
@I:a\r: fig
1 w DANG DILM ¥ A45-20M6 v | B Search 215-20H6 P
Crganiza - Merer folclar §
B Music ' Mame |
= Piclues
1 ~ 8l ghep k0.l
& Videos BE Lich thi hge oy 2 cac lde 520 ndm hos 200 5-20..
405 BZ lop ghop k20adsx
. Data (0
[ A ....w L x
lile name: RBook? sl
Serve e Dypes Farel Whnkhiook [*dsx) w
Sulliens: e Thi Kien Mbi Tags: A alag
] Sewe Thnabaneil
A lide | alders Tools ~ Save Cancel
224 Luvu BT

Chire ning luu BT dwrge niim trong tab File
- Luu binh thwong: Chon nut Save (Hodc Ctrl + S)
+ (0 2 khd ning xay ra:

- Day la tai lifu méi = xuit hién hp thoai Save As, g0
teén t€p vao File name - Save
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«  Nguoc lai = nhiing thay doi s& duoc cap nhat.
- Luu véi tén mén, loai tép man
+  Chon nut 1énh Save As = Xuét hién hép thoai Save As
+ GO tén mo1 vao File name, chon loai t€p méi trong Save as
type
2.2.5 Chuyén d6i bang tinh lam viée hién thoi
Dé chuyén déi BT lam viéce khi mé cung lac nhiéu BT, ta thuc hién mot
trong cac cach sau:

+ Cach 1: L_Click vao biéu tuong Excel dudi thanh tac vu 2
Chon BT cén lam viéc

X# Book1 - Excel X3 Book2 - Excel x# Book3 - Excel

« Cach 2: Gitt phim Alt, nhdn phim Tab dé chon tép cin lam
viéc trong cac tép dang dugc mo trén Windows, nha phim
Alt+Tab tai tép can lam viéc

3. THAO TAC POI1 VOI O (O TiNH)

3.1 Nhap dir liéu vao 0
3.1.1 Khai niém vé & va dia chi
O 1a phén tir co ban ctia trang tinh, chita mot phan tir dit lidu.
O duoc xéac dinh boi dia chi: Tiéu dé cot va STT dong (VD: Al)

Co 3 loai dia chi: Tuong ddi, tuyét doi, hdn hop (Nhan F4 dé chuyén doi
gilta cac loai dia chi)

Pia chi twong doi:

o La loa1l dia chi st dung trong ¢éng thirc hodc ham ma khi sao chép
cong thirc hodc ham do thi dia chi nay tir déng thay doi.

o Vidu Al, AL:BS,...
Pia chi tuyét doi: Khong thay dbi khi sao chép cong thire.
o Co6 thém cac ky tu $ trugce phﬁn dia chi ¢t hodc dong.
o Vidu: $AS$1, SA$1:$BS$5....
Pia chi hén hop: Day la loai dia chi két hop ca tuong dbi va tuyét déi, khi
sao chép cong thirc chi 1 phan bi thay déi. Vidu: A$l, A$1:B$5
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3.1.2 Kiéu dir lidu
Dir liéu trong mot 6 phai thuéc mot kiéu DL xéc dinh

Dé thiét dit kiéu DL: Chon vung DL can thiét dit - Tab Home > Number
=> Xuat hién hop hoi thoai Format Cells

(=0 Besrdhef Fill Festection

o Cac kiéu di¥ liéu cé thé dung trong BT:

+ General: Dang chung

Geneeal FOITTaT CeSls Ve 10 SRECHTE TUTPEET OrmaT

« Number: Dang s6

« Currency: Dang tién té
« Date: Dang ngay thang
« Time: Dang thoi gian

+ Text: Dang van ban

+ Custom: Nguwoi dung tw dinh nghia

3.1.3 Chon 6

Chon 1 6: L_Click chuét vao 6 can chon

Chon tap hop cac 6 lién ké&: L_Click vao 6 dau tién, nhan gitr phim Shift,
L _Click vao 6 cudi cung.

Chon cac 6 roi rac: L_Click vao 6 dau tién, nhan giir phim Ctrl, L_Click vao
cac & muébn chon thém.

Chon toan b trang tinh: L Click vao géc phia trén, bén trdi trang tinh
(Ctrl+A).

b

File Home Insart Page Layout Formulas Data Review  View

2
:
3.1.4 Nhép no1 dung

o Chuyén con tro6 toi 6 can nhap.

o Delete, Backspace dé xéa ky tu.

o Home, End dé di chuyén nhanh trén dong nhap.

o Esc: Két thiic nhung khong lay dir lidu da nhap.

o Enter: Dé chz"ip nhan dir liéu vira nhap va két thic viéc nhap 6 do.
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o Dit ligu kiéu ngay thang, kiéu s6, kiéu gi¢,... duge méc dinh canh phai. Dit
liéu kiéu vin ban duoc mic dinh canh trai.

3.1.4 Nhap nd1 dung (tt)

Néu noi dung 1a kiéu dit liéu chudi, mic dinh néi dung canh trai.

Néu ndi dung 1a dir liéu kiéu s6 va ngay thang, mic dinh ndi dung canh phai.

Kiéu logic co két qua dir liéu xuat ra nhan gia tr1 TRUE hoédc FALSE, méc
dinh s€ canh gifta

Muébn nhap sb va ngay thang nhung duoc xem nhu kiéu chudi, thi trude khi
nhap, gb nhay (%) vao 0.

Vi du:

. % <, A7 f =3>5
o Dong 1: Kiéu chuoi : .
> Dong 2, 6: kiéu ngay, kiéu so ; RS 25/11/2016

5 - c . ~ 3 |25/11/2016
o Dong 3: Nhay © trude khi nhap 4 11/25/2016

‘ A s 5 [12.12
o Dong 4, 5: Nhip ngay, so bi 161 6 12,12

7 | FALSE |

o Dong 7. Két qua biéu thuc 3>5 >
Kiéu logic
3.1.5 Chre nang hay lénh va phuc héi lénh
Khi thao tac ¢6 thé ching ta s& mic phai 16i chinh ta X d9-o &

hay thao tac nham. -

Vi vy chung ta can phai khéi phuc lai thao tac (Undo) B trp, i

hodc thue hién lai thao tac mdi khoi phuc (Redo) = . e
Cach thuc hién: - c1 ‘ =

o Chon nut 1énh trén thanh Quick Access. [U04 1 E 2 |Biét céc thx

ving (range’

> Té hop phim Ctr+Z (Undo), Ctrl+Y (Redo). — warrstntar

3.2 Bién tdp noi dung, SX thw tw 6
3.2.1 Xoa, stra nd1 dung trong 6
o Xoa:
+  Chon 6 cin xo4.
* Home - Editing - Clear - Clear contents
Hoic, nhian phim Delete.

«  Nhéan dup vao 6 mudn chinh sta (F2).
*  Thuc hién tao tac chinh stra.
+  Nhéin Enter dé két thuc.
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3.2.2 Tim kiém va thay thé

Home - Chon nut 1énh Find & Select trong Editing = Hop héi thoai Find
and Repace.

Tim kiém: (tab Fine ctia hop hdi thoai)
¢ Nhép ndi dung can tim kiém vao Find what.

° Nhan Find All (hién thi tat ca két qua) hoac Find Next (Hién thi lan
luot ting 6 két qua sau moi lan nhan nat 1énh nay)

Thay thé: (tab Repace ctia hop hoi thoai)
o Nhap ndi dung can thay thé vao Find what.
o Nhap ndi dung s& dugc dung thay thé vao Repace with.

o Nhén Replace All (néu mgén thay tit c4) hodc Replace (néu muén
lan lugt thay timg 6 sau mo1 1an nhan nut lénh nay).

3.2.3 Sap xép DL
® Chon bang can sap xép
® Vao Data -> Sort

Danh dau Bang

Chon cét \
can sap xép. Sort ? X
Cét dau tién . _ Help
Sé Ié tiéu Chi B, Add Level | 2 Delete Level = Copy Level - Options.. [~ My data has headers
GU’O’C wu uén ﬁ::;n — ISort On Order

gdy cdng v Values v | Smallestto Largest

trudre.

phu.

Thém cot can
sap xép

I

tidu dé cét

i}

Thenby  Mirc luong

v Values

Y

Largest to Smallest

\

Cét dirng Pic tinh can ghon‘,
sau sé 1a sap xép chieu sap
tidu chi xep: Tang
Sép xép II‘ Cancel hoac giam

3.3 Sao chép, di chuyén ndi dung 6

3.3.1 Sao chép ndi dung

o]

o]

o]

Chon cac 6 muon sao chép.

Home = Copy hodc nhin t6 hop phim Ctrl+C.

Chuyén con tro dén 6 bén trai cua vung dinh sao chép dén.

Home - Paste hoic R_Click - Paste Special
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- All (Ctrl+V): Sao chép tat
ca

«  Values: Sao chép gia tr1

« Formulas: Sao chép cong
thire

* Formats: Sao chép dinh
dang
o Néu sao chép tat ca (Cong thuc,
nd1 dung, dinh dang,...):

o Nhén mit Paste hodc nhin t6 hop phim Ctrl + V.

Paste Special

Paste
© il
"7 ) Eormulas
7 Values
(O Formats
: Comments
() validation
Operation
; Nane
O add
() Subtract

: Skip blanks

Paste Link

( :‘ All using Source theme

4 -,“ All except borders

( 7‘ Column widths

( :W Formulas and number formats

(_J Values and number formats

O Muttiply
() Divide

D Transpose

o Thuc hién tuong tu khi sao chép cac 6 sang bang tinh, trang tinh

khac.

3.3.2 Dién tu dong va sinh day ty déng

Pién tu ddng

o Cai dat cac day can dién tu dong:

* File = Options 2 Advanced = Trong muc General chon Edit

Custom Lists. ..

*  Chon thém/xo04 cac day tu dong.

o (38 mét thanh phén cua day vao 0, kéo ré chudt tral, day s€ tu dong

ldp lai theo thtr tw duoc cai dat.

Sinh day tw dong

o (38 56 diu tién cua ddy, chon 6 chira s6 dau tién.

o Dat tro chudt goéc trai dudi, nhan gift Ctrl dé xudt hién dau cong (+)

nho, kéo ré chudt trai.

3.3.3 Di chuyén ndi dung

o]

o]

o]

Chon cac 6 mudn di chuyén.

Nhén nut Cut hodc nhan t6 hop phim Ctrl + X.

Chuyén 6 con tro 6 dén 6 trai trén vung dinh chuyén t61.

Nhén nut Paste hodc nhan t6 hop phim Ctrl+V.,

Thuc hién twong tw khi di chuyén céc 6 sang bang tinh, trang tinh khac.
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4. THAO TAC TREN TRANG TIiNH

4.1 Dong va cot

4.1.1 Chon
Chon mot dong clia ca trang tinh: I, Click véo s6 thir tu dong.
Chon mét ¢dt cua toan trang tinh: L. Click vao tiéu dé cot.

Chon cac dong/Cot 1o rac: Nhén giit phim Ctrl trong qué trinh chon riéng 1é
céc Dong/Cot.

Chon cac Dong/Cot ké nhau:
¢ Chon Dong/Cot dau tién
o Nhén giit phim Shift
¢ Chon Dong/Cot cudi cung
4.1.2 Cheén va xoa

Céac thao tac chén va xoa nim trong Home = Cells

Chen:
«  Chon mét 6 trong Dong/Cot ma ta muén chén thém Dong/Cot
dang trude no.
« Nhén Insert > Insert Sheet Rows/Insert Sheet Columns.
Xoa:

*  Chon mot 6 trong Dong/Cot cAn Xo4.
- Nhéin Delete > Delete Sheet Rows/Delete Sheet Columns.
Hodc, ta co thé ding bang chon khi R Click vao vi tri can Chen/Xo4.
4.1.3 Thay dbi kich thude
Thay doi do rong cot

« Chuyén con tr6 vao canh phai cua ti€u dé cdt, bicu 2
tuong co dang

- Nhan va kéo di chuyén trai phai dé thay ddi do rong cot
Thay d6i chiéu cao dong:

, =1
* Chuyén con tré vao canh dudi1 cia STT dong, biéu -i-l
tuong ¢6 dang

« Nhin va kéo di chuyén 1én xudéng dé thay doé1 chiéu cao dong

D61 voi ¢t dd chira dit liéu, nhan dap chudt vao canh phai cliia cot, cot s&
duge diéu chinh do rong tu dong vira du chira DL
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4.1.3 Thay doi kich thudc (tt)

Dat do rong bﬁng nhau cho nhiéu cot
*  Chon cac ¢6t muodn dat do rong béing nhau
* Chon Home = Format = Columns Width...
»  Nhap d6 rong vao hop Columns width
- Nhan OK

Dit chiéu cao bz:ing nhau cho nhiéu hang
+  Chon cac hang mudn dit chiéu cao bang nhau
* Chon Home - Format - Rows Height...
* Nhap do rong vao hop Columns width

- Nhan OK
4.1.4 An, hién, c6 dinh dong va cot
An/Hién:
«  An: Chon dong/cot mudn an
+ Cach I: R Click - Hide
= Cach 2: Home = Cells =2 Format 2 Hide/Unhide

»  Chon Unhide dé huy lénh Hide vira thuc hién trudc do.

* Hién: DPat tro chudt ¢ sc’iﬂ thu tu noi dong/cér da an dé kéo
xuong duoi/ sang phai d¢ mo rong do rong dong/chiéu cao
cot.

A G
81 - 4 [Nguyén Thiy Duong |¢
82 1 19.23.0012 |Lé 5 |Lé Thi My Hoai ,
83| 2 1923.0017  |V& ™ ¢ |\ai Van Quy ,
85| 4 19.23.0035 |Ho 7 Nguyén Thi Anh (
8 Nguyén Thi Cong |t

4.1.4 An, hién, c6 dinh dong va cot
Dong bang dong/cot:

* Khi lam vi¢c v6i nhitng bang tinh ¢6 dir li¢u Ion, tinh nang
Freeze/Unfreeze gitip phan nhom cac hang va cot dé lam viéc
tién loi.

*  Chon 6 bén phai cot muén ¢6 dinh, hodc phia dudi dong mudn
cO dinh.

* View = Window = Freeze Panes

+  Freeze Panes: Dong biang ca dong 1an cot
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*  Freeze top row: Ddéng bing dong
*  Freeze first column: Dong bang cit
o Huy déng bang: View - Window - Freeze Panes - Unfreeze
Panes
4.2 Trang tinh
4.2.1 Thém, an, xoa trang tinh

Thém:
. . Sheet1 )
* Chon bi€u tuwong dau “cong” bén canh ., references
tén trang tinh dau tién.
+ Hodc, chon trang tinh can thém trang méi trude nd, nhin
Shift+F11
An trang tinh:

« Chon trang tinh can an, dé tro chudt tai tén trang tinh do
« R _Click -> Hide
Huy ché d6 4n:
«  Dé tré chudt tai tén cua trang tinh bat ky
« R_Click = Unhide
«  Chon trang tinh c4n huy ché do an
Xoa trang tinh:
« Cach 1:
«  Chon trang tinh cén xo04.
* Home - Cells > Delete > Delete Sheet.
« Céch 2:
R _Click vao tén trang tinh céin xo4.
*  Delete = Delete.
4.2.2 Tén cua trang tinh
Thé hién tiéu dé noi dung trang tinh do.
Tén da1 khong qua 31 ky tu.
Tén mic dinh 1a Sheetl, Sheet2,...
C6 thé sura tén trang tinh
« R _Click vao tén cli
* Rename

« (6 lai tén moi © nhin phim Enter.

54



4.2.3 Chuyén d6i trang tinh lam viée

I._Click vao tén trang tinh cin lam viéc

4.2.4 Sao chép, di chuyén

o Chon trang tinh cin Sao chép/Di
chuyén

o R _Click = Move or Copy...

Tai To book, chon bang tinh
can sao chép/Di chuyén dén
Tai1 Before sheet, chon trang
tinh can Di chuyén/Sao chép
dén trudce nod.

Move or Copy 7 X

Move selected sheets
To book:

bai 3-4 duyen guiThuc hanh EXCEL.xIsx e

Before sheet:

stated N
R-IF-SUM

Sheet2

Sheet1

R-RANK-DINH DANG DK

R-IF-ROUND-RIGHT

gdfdg

Vlaokup-Logic v

D Create a copy

Cancel

Chon Create a copy néu Sao chép, bo chon néu Di chuyén

5. BIEU THUC VA HAM

5.1 Biéu thire s0 hoc

5.1.1 Biéu thure s6 hoc (cong thire) trong Excel

Biéu thre 14 su két hop gifta cdc phép toan va cac toan hang dé thuc hién maot
cOng viéc nao do trong todn hoc.

Trong Excel:

+ Biéu thic c¢é chira dia chi cac 6 lién quan.

No1 dung biéu thire duoc hién thi trén thanh Formula.

Déu bing dugc hiéu nhu 1a dau nhac dé€ dua vao biu thire.

Cac thanh phan co ban ctia mét biéu thite: Toan hang, toan tir.
Vi du: = 2000*1F(A1<=1,1000,C3)

« Cac toan tu: *,<=

« Cac toan hang: 2000, 1, 1000, A1, C3, ham IF.

5.1.2 Tao biéu thire s6 hoc don gian

Ludn g dau “=" trude cong thire. Vidy: =6+7.
Nhén Enter dé két thuc.

Str dung dau “()” dé thay d6i d6 uu tién ctia cac phép toan trong cong thiie

Cac phép toan so hoc va so sanh:

« Cong:+
«  Tru: -

« Nhéan:*
« Chia:/

-  Mia:

« Lo&n hon: >
*  Nho hon: <

»  Lon hon hodc bang: >=
« Nhé hon hodc bang: <=

»  Khac: <>
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5.1.3 Cac 16i ¢6 thé gip

o #VALUE!: Dit liéu khdng dung theo yéu ciu clia cong thire.
#DIV/0!: chia cho gia tr1 0.
#NAME?: Khong xac dinh duoc vi tr trong c¢ong thuec.
#N/A: Khong c6 dit liéu dé tinh toan.
#NUM!: Dit lidu khong dung kiéu sd

Ngoai ra, 161 ddi véi tit ca cac 6 chita cong thire hay khong chua
cong thire la:

o ####: Khong di do rong cta 6 dé hién thi

[e]

[e]

o]

o]

o]

5.2 Ham
Giéi thiéu
o <tén hz‘lm>(déi s6 1; dbi s6 2:...:dbi sb n)
> Déisb co the 1a
«  Gia tri kiéu 6, xau. ..
* Dia chi 6 hodc ving 6
* 1 ham khac
«  C6 ham khong can dbi s6. Vi du TODAY().
¢ Nhéap ham
* (G0 truc tiép vao 0 theo dang
=<TenHam>(d6i 56 1; d6i 56 2;...)
5.2.1 Cac ham tap hop / Jfr | =SUM(D3:D10)
s SUM : D E

« Tinh tdng ctia c4c gia tri s6 trong danh

sach d6i sb. i
- Cu phap: Sum(ddi sb 1; ddisd 2;...) ?
- Vi du: Sum(6,7,8,9)=37, 2
Sum(D3:D10).... 3
- AVERAGE ISUND? 676}

« Tra lai gia tr1 trung binh cdng cua cac
s6 trong danh sach doi so.

- Cuphap AVERAGE(d6i 86 1; dbi s6 2:...)
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MAX

[+]

Tra lai s6 16n nhat trong danh sach 2 L =Mablin)
. F L. % D E F
Cua phap: MAX(do1s0 1; do1so 2;...) 2 23
Vi du: MAX(10:20:30:15:2:3)=30 . |:212§1
o MIN
v 1. A : £ ., / =MIN(D1:E4)
Tra lai s6 nho nhat trong danh sach = e =
C s 3 23
Cu phap: MIN(do61 s6 1; d61s6 2:...) =3 4
Vi du: MIN(10:20:15:30:2:3)=2 =9
fx =COUNT(D1:E4)
o COUNT o =
Pém nhimg 6 chira dit lidu 13 s6 trong . ® 12
ving < 3 g
Cit phép: COUNT(déi s6 1: di s6 2:..) i~
COUNTA Ja =COUNTA(D1:E4)
D £
DPém nhiing 6 chua dit liéu trong ving b ? =
ga }))hép: COUNTA(dbi sb 1 déi s6 —
o ROUND
Lam tron doi s6 dén » chir thap phan nhat dinh
Ci phap ROUND(d6i s6; n)
Vidu: Round(2,5638:2)=2.56
c1 ~ f- | =ROUND(B1;3)
A B C D ;
1| 2,43827| 2,438

2
5.2.2 Ham Logic

La ham cho két qua chi nhan mét trong hai gia tri: TRUE(Pung) hoic
FALSE(Sai).

Cac toan tu so sanh dung trong ham Logic: =, >, <, >=, <=,
Ham NOT:
Tra vé phu dinh cua mdt biéu thire Logic
C1i phdp: NOT(bt_logic)
Vidu:
=NOT(2=2+1) ->TRUE
=NOT(2<=2+1) ->FALSE
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Ham AND:

- Tra vé két qua TRUE néu tit ca diéu kién déu TRUE, tra vé
FALSE néu mdt trong cac di¢u kién la FALSE.

«  Cu phap: AND(bt_logicl:;bt logic2;...)
« bt _logicl:bt_logic2.... 1a cac déu kién can kiém tra.
 Vidu:
« =AND(1>0; 2>=2; 4<5; 4<=3) ->FALSE
« =AND(1>0; 2>=2; 4<5; 4<=4) ->TRUE
Ham OR:

« Tra vé TRUE néu mét trong cac diéu kién la TRUE. Tra vé
FALSE néu tat ca cac diéu kién la FALSE.

«  Cu phap: OR(bt logicl;tb_logic 2;...)
 Vidu:
« =0R(1>5; 2>=3; 4<4; 4<=3) ->FALSE
« =0R(1>0; 2>=3; 4>5; 4<=3) ->TRUE
Ham IF:

- Néu biéu thtre logic ding thi ham IF tra vé gtl, nguoc lai tra
ve gt2.

«  Cu phap: TF(bt_logic;gtl.gt2)

- bt logic: didukién dé xét, c6 thé 1a két qua cia mdt ham
logic khac nhu AND, OR,...

- gtl: gia tri tra vé néu diéu kién bt_logic 1la TRUE.
- gt2: gia tri tra vé néu diéu kién bt_logic 1a FALSE.
« Chuy:

« (6 thé ¢6 nhiéu ham IF duoc 16ng vao nhau dé
tao nén cong thirc phirc tap hon.

« Biéu thic diéu kién phai ¢6 gia tri la TRUE hodc
FALSE, n¢u khong ham IF tra vé gid tri
#VALUE

5.2.3 Ham vé ngay thang va thoi gian
Ham TODAY:

- Travé ngay hién tai trong hé théng cua baq. Néu dinh‘ dang &
la General truée khi ham nhép cong thire, két qua tra vé & dinh
dang ngay thang.

+ Cti phdp: TODAY()
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Ham DATE:

«  Tra vé mot chudi hodic mét s6 thé hién méot ngay thang dﬁy du.
Neéu dinh dang 6 1a General trude khi nhap ham thi két qua tra
vé la chudi ngay thang.

*  Cu phap: DATE(year;month;day)

Ham DAY
«  Tra vé tht tu cia ngay tir chudi ngay thang.
«  Cii phap: DAY(ddy sb kiéu ngay)

«  Ddy 56 kiéu ngay dang chudi sé tudn tu cia ngay cén
tim. Ngay thang nay nén nhdp bang ham DATE hodc
két qua tra vé tir ham khac.

* C6 the bi 18i néu ban nhép Day s6 kiéu ngay 1a mot
chudi dang van ban.

Ham Month va ham Year: Tuong tu nhuw ham Day nhung sé cho gia tr1 thang
va nam.
Ham HOUR
« D¢ tach gio ra khoi mot gia tri thoi gian gio phut gidy hodc gia
tri ngay thang c6 gio nhu “12/12/2016 5:56:907
«  C1 phap: HOUR(ddi s6)
« Trong do: d6i s0 1a bat bude, 1a chudi sé ¢o chira gia tri
g10.
 Vidu:
« =HOUR("12/12/2016 5:56:90") =5
« =HOUR("7:40:60") = 7
Ham MINUTE
« D@ tach phut ra khoi mét gia tri thoi gian gid phut gidy hodc
gia tr1 ngay thang co phut nhu “12/12/2016 5:56:90”
«  C1 phap: MINUTE(d6i s6)

- Trong do: doi so 1a bét budc, 1a chudi sé c¢d chua gia tri
phut.

+ Vidu:
« =MINUTE("12/12/2016 5:56:90") =56
« =MINUTE("7:40:60™) = 40

Ham SECOND
«  Dé tach giay ra khoi mét gia tri thoi gian gid phut gidy hodc
gia tri ngay thang ¢é gidy nhu “12/12/2016 5:56:907
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»  Ci phap: SECOND(dbi s6)
* Trong do: doi s6 14 bét bude, 1a chudi sb ¢6 chua gia tr1
g1ay.
* Viduw =SECOND("12/12/2016 5:56:90") =90
Ham NOW
«  Tra vé ngay gid hién tai ctia hé théng
+  Cu phap: NOW()
« Vidu
Ham tim kiém
o Vi du: Pién théng tin cho ¢t Phu cép & bang 1 biét Phu cap duoe
quy dinh bé1 Chure vu trong Bang 2.
+  Céch giai quyét: Dung 4 ham IF 16ng nhau

*  Neéu co quan c¢é nhiéu loair Chire vu?

*+ Cachgiai quyét mai trong truomg hop s6 luwong ban ghi & Bang
2 nhiéu: VLOOKUP

{
A B _C D _E F
PP Ly
8 3 Ta2mD [Trome [P 598 ]2 el o
. B;HD CangP gqu TP 300
105" BarD [Newsi [P [333 ]2 = o
ANl S o L NV 0
11, 6 |BSBC |\Ta INV _ 12.14]?
(127 | CIHD |Chir PP 12677
13 8 |C3HD |Tai NV 11927
9

14 9 | C1BC |[Meénh |NV 2.32

5.2.4 Ham tim kiém
Ham VLOOKUP (do tim theo ¢6t):

o VLOOKUP tim trong ¢6t dau tién ctia bang tim mot gia tri hop 16 so
vol gt tim, sau d6 neu tim thay thi tra lai gia tr1 twong ting vo1 cot
cla gia tr1 twong ung theo ¢dt & ¢dt tra gt.

o Cut phdap: VLOOKUP( gt tim; bang_tim; ¢t tra gt; cach tim)
o Kicu do tim: Ding kiéu do tim 1a 0 (tim chinh xac) hodc 1 (mic dinh)
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F6 . St =VLOOKUP(D6;5KS6:5L.$10;2;0)

A B Cc D E F G H | J K i
Gb 500
PGD 400
TP 300
PR 200
NV 0

—

-

o

@]

[a—

w

(@
B
A
=i g
=

9

[F8 ]

. |

Ham HLOOKUP: Tuwong tw VILOOKUP, nhung lic nay do tim theo dong.
T'tee la Bang 2 diroc bo tri theo dong.

Cu phap: VLOOKUP( gt_tim; bang_tim; hang_tra_gt; cach tim)
6. PINH DANG MOT O, MOT DAY O

6.1 Kiéu s0, ngay thang, tién té
6.1.1 Dinh dang s6 thue
* Home = Number
*  Chon Number trong danh sach Category
«  Decimal place: s6 chit s& phin thap phan
«  Use 1000 Separator (,): Chon ddu ngan cach phan nghin
- Nhan OK dé két thue
6.1.2 Binh dang ty 18 phan trim
» Chon Percentage trong danh sach Category
«  Decimal place: S6 chit sé phin thip phin
» Nhan OK dé két thuc
6.1.3 Mot sb thiét 1ap khac
* Dagng tién té
* Chon Custom trong danh sach Category
« Trong 6 Type danh mau # ##0[$VND]
»  Chit VND c¢6 thé danh tuy bién
« HAHAHO la pl}én dinh dang 6. Ta ¢co thé dinh dang
1 hodc 2 so sau dau =, 1a # ##0.0 hoac #.##0.00
- Nhéan OK d¢ két thuc
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- Kiéu ngay
* Chon Date trong danh sach Category

«  Sau do nhap kiéu dinh dang méi trong hdp type, Vi du
dd/mm/yyyy

« Nhin OK dé két thue

«  Chn y: khi nhép dit liéu ngay phai theo dinh dang cua
Windows

Ngoai cac thiét dit trong hop hoi thoai Format Cells ta ciing ¢6 thé ding

thanh céng cu ¢co sin trén nhom 1énh Number dé dinh dang

/ Chon kiéu hién
thi
- R > 1A v
Kiéu ty 1& % T / Thém dau
\ / ngan cach
hang nghin
0 .00
[e3 .07 9 | € 9\\1\
KIéU tlén té / . o %
Tang giam so

Number hién thj sau dau

thap phan

6.2 Van ban
6.2.1 Pinh dang Font

¢ Cheon vung can dinh dang.
> Home = Font = Xuit hién hép héi thoai.
¢ Thao tac, chiic ning tuong tu bén MS Word.

6.2.2 Pinh dang mau sic

Buwéc 1: Chon vung dit ligu.

Buwodc 2: Vao menu Home — Font — Xuat hién hop hoi thoai Format
Cells, Chon bang Fill.

Buwde 3: Chon cac théng sd
o Background Color: Mau nén.
o Pattern Color: miu mau.
o Pattern Style: Kiéu to.
Buwoe 4: Sau khi chon xong, nhin OK dé két thuc.

&% Chu y: C6 thé dinh dang dit liéu nhanh bang cdch sir dung cdc niit chire
nang trén thanh cong cu Font.
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6.2.3 Sao chép dinh dang
> Chon ving cin sao chép
o Home - Copy (hodc Ctrl+C)
o Dat tré chudt tai noi can sao chép dén

o Sao chép thong thuong (Ctrl+P): S€ sao chep cong thie, gia ti, dinh
dang dén noi khac.

o Sao chép dic biét:
 Home - Paste - Paste Special 2> Xudt hién hop hoéi thoai.
» All: Sao chép thong thudng
*  Formulas: Sao chép cong thuc
*  Values: Sao chép gia tri
*  Formats: Sao chép dinh dang

+  Comments: Sao chép chu thich,...
=€ Wrap Text

6.3 Can chinh, tao hi¢u tirng vien
’ ' E Merge & Center ~ C

6.3.1 Chirc nding wrap vin ban trong 6
Wrap Text
o Chon 0.
o Home - Alignment.

+ Danh ddu Wrap text: Ngat dong, dé vin
ban vira vot d6 rong cua cot. Co thé nhan nut
1énh Wrap Text trén thanh céng cu Alingment.

+  Danh diu Shrink to fit: Diéu chinh kich ¢& vin ban dé vira
vo1 kich thude 6.

B C B C
[Chirc néng Shrink to fit __
6.3.2 Diéu chinh huéng vin ban trong 6 Orientation
*  Chon 6. i

+ Home - Alignment, xuét hién hép hédi
thoai Format Cells.

Text -

~ X M =-

*

*  Trong muc Orientation, diéu chinh hudng o
van ban bang cach di chuyén nit mau do. q - r—

6.3.3 Ghép 6
o Chon céc 6 ké nhau mudn ghép chung.
> Home = Alignment = Panh ddu Merge Cells.
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> Hodc nhan niit Merge & Center trén thanh e G ARy

cong cu Alignment. == %. Swapkt B
* Merge & Center: Ghép, nd1 dung === <= FegetCener - ©
dugce canh chinh gitta. Nign = Merge & Center

m Merge Across

* Merge Across: Ghép cac 6 trén cung
1 hang.

= Merge Cells

&
\

Unmerge Cells

+  Merge Cells: Ghép, khong canh gitia
«  Unmerge Cells: Huy ghép 6.
6.3.4 Dudng vién

¢ Chon vung

> Home — Font — xuit hién hop hoi thoai Format Cells — Border.

o Chon céc thong s6
*  Presets: Loai duong ké.
«  Border: Vi tri k& cac duong vién.
- Style: Kiéu duong ke.
«  Color: Mau duodng ké.

¢ Sau khi chon xong, nhan OK dé két thuc.

o &% Chuy: Céthé dinh dang dit liéu nhanh bing cdach sir dung cdac nit chire
nang trén thanh cong cu Font.

7. BIEU PO

7.1 Tao biéu do
7.1.1 Thao tac véi biéu do

Cac loai biéu dd: biéu dd hinh cot, biéu do thanh, biéu dé duong thing, biéu
d6 hinh tron.

Thoéng thuong mét biéu db trong Excel bao gdm cac thanh phan sau:
o Tiéu dé (Title) ctia bicu dd.

o Céc truc (Axis): X truc hoanh, Y truc tung, V truc xién (dé tht 3
chiéu).

o Tiéu dé cac truc (Axis Lables): Chi dan ndi dung cuia céc truc.
o Cht thich (Legend): Chu thich cho cac dudng biéu dién db thi

o Céc dudong ké ludi (Gridlines) ngang, doc dé dé dang xé4c dinh vi tri
trén cac truc.
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7.1.1 Thao tac véi biéu d6
Cach vé:
@ Chon vung bang tinh can tao do thi, bao gé\)m cdc tiu dé dong, cot
va dit liéu.
= Vao menu Insert — Chart hoic kich vao biéu tuong Chart trén
thanh cong cu.
> Kich chon dang biéu dd6 = OK.
Chuyén ddi qua lai gitta hang va cot di liéu
> Vao Chart Tools 2 Desgin = Switch Row/Column
7.1.2 Thay d&i loai biu dd:
> Vao Chart Tools 2 Desgin = Change Chart Type = Chon kiéu
maoi.

I"i' e o:o

Mnbatdll G

Add Chart Quick Change | I T . ‘ | L switch Row) Select | Change
Element ~ Layout - | Colors - | Column  Data | Chart Type
Chart Layouts Chart Stylles Data Type

Chartl <~ ¢ 7 F
A . B & D E El o G Ho Ll -1 M | N
San pham o Banh Sita Change Chart Type @
1 |Quy ’ . P
il ) 16 75 | Recommended Charts | Al Charts |
3 39 41 56
& Recent
41 R 7 y % - E % % =
plat
5 v ¥ | 5 80 e =
6- {1l il Column
o5 Chart Title 2% Line Clustered Bar
8_ 100 ® pie
9_ - - E Bar Chart Title Chart Title
10 B | v — —

“ - | _ | - M Ares _ i o "
1 ‘ = = R — ww . .
1l © ‘ | | T [ XYV (Scatter) o S ey 2 .

2 byt LAY L
i | | i | | T ——— co [ .
14 ‘ I Surface [ n o @ B 0 o & K 1]

1 L I ||
15 | 1] m v W Radar
16 |
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7.2 Chinh sira, cit, dan, di chuyén BD File ~ Home |

7.2.1 Hiéu chinh céc thanh phan trong biéu d6 R e e

- A s 7 Add Chart Quick Ch:
o Chon biéu d6 = Design & Add Chart Element oo - LainStv s

« Tiéu dé: Chart Titles ih Aes
X idh  Axis Titles >
» Tiéu dé cho cac truc truc: Axis Titles .

dy Chart Title 4

* . L
. il Data Labels

« Thém chu thich: Legend. i DataTable
o Sau sau d6 chon kiéu tir danh sach. ? i’f}":q
7.2.2 Hiéu chinh nhan dit liéu I AT
> Chon biéu dé I None
o Design 2 Add Chart Element - Legend. IxE  Righ
* None: Khong ¢é nhén. .
+ Right: Nhan dat bén phai BD.
* Top: Nhan dit & bén trén BD. -

+ Left: Nhan dat bén tra1 Bb.
+  Bottom: Nhin dit bén dudi biéu do. Mpre L ckenes Opams:
7.2.3 Thay dbi mau cta nén, phu dé, hinh.
o Chon thanh phén can thay déi mau sic.
o Format - Chon cac nat 1énh thay d6i mau nén, mau cac khoi Shapes
7.2.4 Thay dbi kich ¢& va font chit, kich c& BB
o Doi véi thanh phan text trong BD:
«  Chon phén viin ban mudn thay doi.
+ Home - Font 2 Chon thay d61i mau va kich ¢& vin ban.
o Déi véi kich c& BD:
* Chon BD
- Format = Size - Thay dbi thong s6
7.2.4 Sao chép, di chuyén, xoa BP

Thue hién nhu cac ddi tuong khac cua cac trinh soan thao vin ban khac.
8. KET XUAT VA PHAN PHOI TRANG TiNH, BANG TiNH

8.1 Trinh bay trang tinh dé in ra
8.1.1 Thay d6i 1&
Page Layout - Page Setup - Margins 2 Custom Margins...
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Thay dbi thong s6 Left/Right/Top/Bottom d& thay ddi
Trai/Phai/Trén/Dudéi.

Page Setup ? X
Page Margrr‘-s Header/Footer Sheet
Top: Header:
19 (= 08 =
Left: Right:
18 = 18 1=
Bottom: Footer:
19 = 08 =
Center on page
D Horizontally
D!ertically
Print... Print Preview Options...

8.1.2 Hudng trang, c& trang, didu chinh trang.
Hudng trang:
* Page Layout - Page Setup = Orientation
* Portrait: Huéng trang doc
*  Landscape: Hudng trang ngang
C& trang:
* Page Layout = Page Setup = Size, chon ¢& trang.
Piéu chinh dé ndi dung khép trang tinh

*  View = Page Break Preview = Xuét hién duong nét dat,

- Kéo dudng nét dit dén noi mubn ngit sang trang khac.
8.1.3 Chen, stra, xo0a phé‘in dau, chan trang
Chen:
o Insert = Text = Header&Footer
o Chon Design:
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*  Page Number: S6 TT trang.

«  Number of Pages: Téng s6 trang.

« Current Day/Time: Ngay/Gi¢ hién tai.
« File Name: Tén bang tinh.

« Sheet Name: Tén trang tinh.

bme  Insert Page layout Formulas Data Review View

N S — VR S | ‘
BRERLECN™] JEERFS
Page Number Current Current File  File Sheet Picture F
Number of Pages Date Time Path Name Name :

Header & Footer Elements

8.1.3 Cheén, stra, xo04 ph?m dau, chan trang
Sua:
« Insert 2 Text 2> Header&Footer.
* St lai cac thanh phén
Xoa:
« Insert 2 Text > Header&Footer
« Trong tab Design, chon  Header&Footer -
Header/Footer—> None
8.2 Kiém tra va in
8.2.1 Trude khi in

Can kiém tra lai 161 phép tinh, 16i van ban.

8.2.2 Ké 6 luéi va in tiéu dé cot, STT dong: Gridlines Headings
v View || View

v| Print || Print

Cic kicu ké luoi:
© que Layout > Sheet Options = Chon 4n ehestonton. |
hién 6 luol, tiéu dé cot, STT dong khi in.
8.2.3 In tiéu dé trén moi trang clia bang tinh
Page Layout = Sheet Options = Xuit hién hdp hoi thoai

- Rows to repeat at top: Chon cac dong can lip lai & dau trang
tinh.

« Columns to repeat at left: Chon cac cot can ldp lai bén trai
trang tinh.

8.2.4 Xem trudc trang tinh.

File > Print 2 Xuit hién ctra sO Print Preview
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8.2.5 Cac thiét dit may in:
o Copies: SO ban.
o Pages: Diy trang cin in
o Print Entire Workbook:
* Print Active Sheet: In Sheet hién tai.
*  Print Entire Workbook: In toan bang tinh.

*  Print Selection: In phﬁn duogc chon.

8.3 Phan phdi trang tinh
8.3.1 Luu trang tinh véi kiéu tép khac:
Thao tac gidng lvu binh thuong.

Trong hop hoi thoai Save as, chon kiéu tép cin luu trong muc Save as type.

[ save As X
T™ « BANG DIEM > 2015-2016 v O  Search 2015-2016 2
Organize ~ New folder
b Music o Name Date modified X
& Pictures
B Videos v < >
File name: | bai 3-4 duyen guiThuc hanh EXCEL pdf v
Save as type: |PDF (*.pdf) >
Authors: thien Tags: Add atag
Optimize for: (@) Standard (publishing [w] Open file after
online and printing) publishing
(O Minimum size
(publishing online)
Options...
~ Hide Folders Tools ~ Cancel

8.3.2 Pt mat khau cho bang tinh, trang tinh
o Vao Review - Changes = Protect Workbook/ Protect Sheet. ..
> (G0 mat khau > OK
o (33 lai mat khau 1an nita dé xac nhian > OK
8.3.3 Pinh kém trang tinh theo thur dién tu:
Chon chtic ning dinh kém tép cua thu dién (& nhu cac loai t€p khac.
8.3.4 Luu trang tinh trén mang

Luu tép Excel trén mang ciing gidng véi céc loai tép khac.
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Module 3. SUDUNG TRINH CHIEU CO BAN

1. KIEN THU'C CG BAN VE BAI THUYET TRIiNH VA TRINH CHIEU
e Khai niém:

Mét bai thuyét trinh 1a mét su thé hién va dién giai néi dung ctia mot chi dé
cho khan gia hodc ngudi hoc.

Thuyét trinh cfing la mot cach thiie giao tiép phtt hop véi nhiéu tinh hudng
phat bicu (speaking), chang han nhu noi chuyén v6i mét nhom, trinh bay truse
mot cudc hop hoic hudng dan cho mot nhom/doi.
(http://www skillsyouneed.com/present/what-1s-a-presentation.html)

1.1. Bai thuyét trinh
Cac nhan t& anh huong dén chat luong thuyét trinh:
o Noi dung: Sip xép ndi dung, xay dung ciu tric bai thuyét trinh
o Con ngudi: K¥ ning giao tiép phi ngdn tir va k¥ ning thuyét phuc
o Su chuén bi: 1én ké hoach, chuén bi noi dung, luyén tap.

o Tam ly: yéu to tAm 1y 1a vin d¢ quan trong anh huéng dén chét luong
thuyét trinh. Tam ly cang thing la nguyén nhan truc tiép dan dén that
bai trong thuyét trinh.

Mot s6 chi dan dé tao nén bai thuyét trinh t6t:
e N1 dung:
- Cau truc ndi dung ngin gon, suc tich;
- Sip xép ndi dung phu hop (theo mét trinh tw nhat dinh)
* St dung hinh anh thay cho vin ban;
« Khong st dung qua 12 dong cho 1 slide
¢ Con nguoi:

- Giong noi: am luong, tong giong, cao do, truong do, sic thai
vira phai, phu hgp vét timg nd1 dung thuyét trinh.

« Co thé: g1ao0 tiép bang mét, biéu cam trén khuon mat, ctr chi,
tur thé, sur gan gili, giong néi tao nén sy cudn hit ngudi nghe.

Cac budc chinh trong tao va thuc hién bai thuyet trinh:
o Xac dinh muc tiéu thuyét trinh;
o Thiét ké, bién tap ndi dung cac trang cta bai thuyét trinh;
o Luu va xuét ban (publish) ndi dung bai thuyét trinh;
o Thuc hién viéc thuyét trinh bé“mg mot cong cu trinh chiéu.
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1.2. Phan mém trinh chiéu

Mot s6 phan mém trinh chiéu:

LibreOffice Impress:

« LibreOffice 1a mot bd phan mém van phong toan dién, ning
suat chat luong chuyén nghi€p. Phan mém trinh chiéu trong
LibreOffice la Impress.

« M4 ngudn mé: cho phép tu do cai dit, phan phdi; duoc phat
trién boi cong dong ngudn mo.

® Mot s6 phan mém trinh chiéu:

OpenOffice Impress:

+ La phin mém trinh chiéu, mot phan cua bd umg dung van
phong md nguon mao OpenOffice.org do Sun
Microsystems phat trién.

»  Kha nang tao tap tin dinh dang PDF, SWF.

+  Phan mém nay con c¢6 thé doc, stra va luu céc tap tin & mot vai
dang khéac, bao gom ca .pptx cua Microsoft PowerPoint.

Powerpoint:

(o]

La phan mém trinh chiéu ngudn déng trong bd Microsoft Office.

Chtre ning chinh ctia phin mém trinh chiéu Microsoft Powerpoint:

o]

La cdng cu tro gitip dé tao va trinh dién cac Slide (to chiéu) chira nodi
dung van ban, hinh v&, &m thanh, doan phim va tham chi véi cac higu
ung dac biét sinh dong...

Tur cac Slide nay ta ¢6 thé chuyén sang cac ban phim dén chiéu.
Ngoai ra PowerPoint con 1a mot phan ctia viée xtr 1y tron gdi nén ¢o
thé nhiing cac nd1 dung trong Word, Excel vao cac Slide.

2. SUDUNG PHAN MEM TRINH CHIEU

2.1. Lam viéc véi phan mém
Khéi dong:

o]

o]

o]

C1: Start 2 Programs > Microsoft Office 2 Microsoft Powerpoint
C2: Clickvao b

iéu twong chuong trinh trén desktop hodc c¢é thé nim trén thanh
Toolbar Office

C3: Khoi ddng Window Explore = Double click 1én File thuyét trinh
can mo.
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Thoat:
o CI: Click vao niit thoat trén thanh tiéu dé
o C2: Alt +F4
o (3: File 2 Close
o (C4: D_Click vao biéu twrong trén thanh tiéu dé.

Man hinh lam viéc cua PowerPoint:

Cac nat
dieu
khién

Tieude | ,
B A < 5 I = Presentation - Powl | 7 ml - O %
HOME ~IMSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sigre s
—Z] ] L5 — O T "
B = vy " ro g = :
Paste MNew I. ; et J Shapes Arrange (luich Editing
- Shide~ 37 ' | & - e -
Clipboard = ‘Slldn._,' Thanh Cang Cu pragraph Drawing e
Cira sO L
. . r - 1 o 3
| Slides view | Nhom 1énh 1a Vl.ll’lg sodan -
: ' tap hop cac — thao =
nut 1énh a2 .}

| Cac ché do hiénthi |

Hién/An thanh cong cu, thanh ruy-bing trén man hinh:

o Ribbon dwgc thiét ké gitp nhanh chéng tim thay cac nut lénh. Lénh
dwoc sip xép trong cac nhom logic dwoc thu thip cing nhau dudi
Tab. M6i Tab lién quan dén mot loai hoat dong, chfmg han nhu viét
hodc b tri trang.

o D¢ giam su phuc tap, ro1 ram trén man hinh lam viéc, mot so Tab chi
duoc hién thi khi can.

Thao tac hién/an thanh cong cu, thanh ruy-bang trén man hinh:
o File --> Options --> Cusomize Ribbon

> Panh dau check va uncheck vao cac Tab muon hién thi hodc an trong
thanh cong cu.
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PowerPoint Options £4
General — s ;i
==} Customize the Ribban.
Proofing
Cheoose commands from: Customize the Ribbon: G
Bae Popular Commands v |Main Tabs ~
Language
Adwvanced 1#*] Action -~ Main Tabs ~
¥ Add Animation * = F Heme
Customize Ribbon %M  Animation Pane Clipboard
i w#r  Animation Styles > Slides
Quick Access Toolbar e Bring Forward Eont
Add-Ins .2 Bring to Front ) Paragraph
:— Bullets | * Drrawing
Trust Center E2 Copy Editing
3‘% Cut =] Insert
A Decrease Font Size Design
[ Draw Table T s
= L . ransitions
I.Il:zl Duplicate Slide . .
09 Email Animations
' Eyedropper Slide Show
Font 1~ =] Review
A Font Color |* [ view
Font Size I
8] |
&__‘1 Format Background... L Developer = i
"ﬁ’}' Format Object... Mew Tab Mew Group | | Rename...
%  Format Painter -
@ From Beginning Customizations: | Reset =
E[ From Current Slide - =
2 Group ~ Import/Export ~ |
<
Cancel

> Hoic thue hién theo cach sau dé an/hién thanh ruy-béng:

Click chuét vao nut miii tén trén goéc phai man hinh, sau d6 chon:

An/Hién thanh Ribbon

Chi hién thj Tab Ribbon

Hién thi ca Tab Ribbon va
nut lénh

¢ St dung chite ning tro giip:

? B - O

Auto-hide Ribbon

Hide the Ribbon. Click at the top
of the application to show it.
jm=- Show Tabs

Show Ribbon tabs anly. Click a
tab to show the commands.

F_ == Show Tabs and Commands

—r——  Show Ribbon tabs and
commands all the time.

o Click chudt vao nit ? trén goe phai man hinh && dwoe tro gitp theo

yeu cau.

- O x

PowerPoint Help - -
(S ¥ A | search online he O

(]

Top categories

> Get started

» Create a presentation
> Deliver a presentation

» Use formatting to make your
point

> Themes and design w
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2.2. Lam viéc voi bai thuyét trinh
¢ Tao méi mot bai thuyét trinh:
= Khot dong Powerpoint
o Chon Blank Presentation
o Hodc nhan td hop phim CtrHN.
o Hodc vao File, chon New
e Mé mjt bai thuyét trinh da c¢é san trén dia:

o Mo hop héi thoai Open (File—> Open; hoac st dung nat Open trén
thanh céng cu; hoac nhan t6 hop phim Ctrl + O).

o Chon bai thuyét trinh cin mé = nhan nut Open.
Tao mot bai thuyét trinh trong:
¢ Dé tao mot bai thuyét trinh tréng, ta thure hién mot trong cac cach:
o Cl: Vao FILE - New - Blank Presentation
° C2:Nhén Ctrl + N
Tao bai thuyét trinh méi dwa trén miu mac dinh (Template):
® (Cac budce thue hién:

o Vao Tab FILE = New = Chon mau trinh dién thich hop.

Presentation3 - Microsoft PowerPoint 2 - BOFK
THANH_NT - m
| pl i tf 0
Suggested searches:  Presentations  Business Industry Education Labels Charts Personal
Blank Presentation Welcome to PowerPoint

Wood Type

Berlin [ i_g‘ SAVON L‘
CELESTIAL ‘_;.‘
RN =

Sir dung tap thiét ké mau:
® (Cac bude thue hién:

o Vao Tab DESIGN — Chon mau trinh dién trong Themes sau d6 chon
bién thé cho tiing Theme trong Variants.
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® (iao dién thanh cong cu Design:

BEH S O BL- - TIN HOC CO SO (THEO CDR) BSUNG - Microsof
HOME  INSERT = DESIGN = TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Aa | Aa a Ad =2 8 | Aa .

mm=. o, - - ] 7

4|

Cac mau thiét ké co san —

Nguoi diing c6 thé chon
mot trong cac thiét ké nay

Ciac ché dé hién thi:

o Normal: La ché d6 hién thi mic dinh, dé xem mét slide khac ta nhép
chon slide trong cita s6 slides Preview.

o Slide Sorter- Dé xem tat ca céc slide.

o Reading view: Ché d6 hién thj dé doc.

o Slide Show: Hién thi cac slide trong phién trinh bay tir slide hién tai
dén hét, néu nhan F5 thi trinh bay tu slide dau tién, Shift + F5 dé
trinh bay Slide hién thoi, cac slide hién thi trong ché d6 toan man
hinh, nhan Enter dé tién toi tung slide, nhén Esc dé thoat.

Luu bai thuyét trinh:
e Céc nit 1énh lién quan dén lru bai thuyét trinh ndm & tab FILE.
® D& lvu bai thuyét trinh vao may tinh, chon Save=>Computer.
e D& luu vao thu vién SharePoint, chon SharePoint.

® D¢ luu vao mbt vi tri Web nhdm chia sé tai li€u trén dam may, chon
OneDrive.

e Kiéu tép luu bai thuyét trinh: * pptx
Luu bai thuyét trinh:
® Luu binh thuémg khéng c6 mat khau:
o Thye hién mot trong cac cach sau:
*  Chon nut 1énh FILE = Save
»  Nhén t6 hop phim tit Ctrl + S
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¢ Co 2 kha nang xay ra:

« Tailiéu méi luu 1an dau > xuat hién hop thoai Save As 2 G6
tén tai liéu vao 6 File Name = Save

- Tai lidu dd duoc luu trude d6 (c6 san) = nhimg thay doi s&
dugce cép nhat.

Lurn ¥: nén luwu tai lidu thwomg xuyén trong khi soan bai thuvét trinh.
Luwru bai thuyét trinh:
e T.uuc6d mat khiu:

o Chon FILE - Info - Protect Document - chon muc Encrypt
with Password. Trén hop thoai m¢ ra, nhip mét khau vao 6
Password = nhin OK_ sau dé xac nhian mat khau 1an nita.

o Quay lai tab FILE - chon Save dé luu lai file.

® Luu vol tén khac:
o Chon nut 1énh FILE = Save As
o Xuét hién hop thoai Save As 2 G6& tén mé1 2 OK

Luwru bai thuyét trinh:

® Luu duot dang mot dinh dang File khac:
o Trong danh sach Save as type, chon dinh dang File muén luu.
o Chon Save.

e M¢ dong thoi nhiéu bai thuyét trinh:
o Chon Tab VIEW - Arrange All

e Muén di chuyén tir bai thuyét trinh nay sang bai thuyét trinh khac:
o Chon Tab VIEW - Switch Windows.

o Hodac Click chudt vao bai thuyét trinh can chon.

2.3. Lam viéc voi trang thuyét trinh
e Khai niém trang thuyét trinh:
o MQdt trang thuyét trinh (con goi 1a mot slide) 1a tap hop cac dbi
tuong (text, shapes, multimedia,...) cho mdt y ndéi dung trinh bay

duoc sip xép va hién thi trong mot trang man hinh cta trinh soan
thao thuyét trinh (powerpoint).

o Tap hop nhiéu slide tao thanh mét slide show (bai thuyét trinh).
® Vai trd cta trang thuyét trinh:
o Trang thuyét trinh ¢6 vai tro 1a don vi ndi dung nhé nhét cdu thanh
maot bai thuyét trinh.
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o Mbi trang thuyét trinh thuong duoc bod tri mot don vi (y) noi dung.
Do d6, mdi trang ndi dung duoc thiét ké tot s& gdp phan tao nén mot
bai thuyét trinh hay.

e Tiéu dé (title):
o Lamdt sy miéu ta diu dé cia mot trang.
o Tiéu dé phai dai dién cho ndi dung s& thé hién trong trang.
e Khai niém b cuc (layout):
o La cach sip xép cac doi twong trong mot slide.
o Powerpoint cung cap mét s6 kiéu bd cuc sén cho ngudi st dung.
o Tuy nhién ngudi stt dung cé thé diéu chinh, sap xép lai cho phu hop
vo1 phong cach trinh bay cua minh.
e Khai niém mau thiét ké san (design template):
o Mot mau tam thoi (template) trong PowerPoint 1a mot mau hodic mét
ban thiét ké cua mot slide hoac mot nhom cac slide dwoc luu trir dudt
dang mét potx file. Cac template co thé chira cac layouts, mau chu

de, font chir chu dé¢, hiéu umg chu dé, cac ki€u nén, va tham chi ca
ndi dung.

o Nguoi str dung c6 thé thiét ké cac slide cua bai thuyét trinh dya trén
mot mau ¢6 san dé chinh stra nd1 dung va hinh thirc cho phu hop voéi
chu dé trinh bay.

® Vai trd cua template: cung cap cac mau slide giup ngudi st dung dé dang
tao bai trinh bay ma khong mat nhicu thon gian.
¢ Khai niém chu dé (theme):

o Mot cha dé (theme) 1a mot thiét ké vé =

hinh thirc va cach thuc trinh bay cho
mat bai thuyét trinh.

o M6t chu d& bao gom céac thiét ké vé
mau sdac (theme colors), font chir Ijl

(theme fonts) hodc hiéu ung (theme
effects). m i I

e Vai trd cua theme: tao sin cac mau thiét ké
de nguoi dung tuy chon, mit ngan thoi gian
thict k¢ slide.

e Khai ni¢ém hi¢u irng dong (animation):

o Hi¢u img dong (animation) 14 cach thirc bicu dién dong (chuyén
dong) cua cac doi twong trén mdt slide cua bai thuy¢t trinh.,
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¢ Vai trd cua hiéu ung dong:

o

Hiéu timg dong ¢ tac dung giup cho bai thuyet trinh thém sinh déng,
ndi dung trinh bay hap dan nguoi nghe, dé hicu, dé nhd.

Hiéu l;ng dong con gitip ngudi trinh bay thiét lap thoi gian thé hién
cac doi twong mot cach tw dong, do do giip ho quan ly dwoc thoi
gian trinh bay nd1 dung.

e Khai niém bd cuc (layout):

o

B6 cuc slide (Slide layouts) chita cac dinh dang, vi tri, va cac hop
chira (placeholders) cho tat ca cac ndi dung xuat hién trong mot slide.

Trong d6, hop chira 1a mét dbi twong ding dé chita cac doi tuong
khac nhw van ban (bao gom ca body text, bulleted lists, and titles),
bang (tables), biéu dd (charts), do hoa thong minh (SmartArt
graphics), phim (movies), am thanh (sounds), anh (pictures), va cac
mau nghé thudt (clip art).

Mot bd cuc ciing bao gom cac theme (colors, fonts, effects, va
background).

& (Ac thanh phan trong b6 cuc ciia mot slide

Background Object
Background Fil

€

}ll ':-

Title Placeholder
Subtitle Placeholder

Body Placeholder | Placeholder Formatting

Headers and Footers
(date, footer, slide#)

hows all of the layout elements that you can include on a PowerPoint slide

Slide master:

o

0

0

o

Mot slide master (slide chi) 1a slide ¢ muc trén cung trong kién triic
cua cdc slide, trong do chira cac thong tin vé theme, layouts cua mot
bai thuyét trinh, bao gdm ca background, color, fonts, effects,
placcholder sizes, and positioning,

Nguoi st dung ¢6 thé thay doi cac dinh dang doi twong trong Slide
Master 161 ap dung cho toan bd bai trinh chicu.

MB&i bai trinh chiéu déu dwgc chia trong it nhat mét Slide Master.

Nhuw vay Slide mau (Template) ciing 1a mot Slide Master, ta ciing c6
thé tao mot Slide Master theo y riéng cua minh.
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o Véi Slide Master ta ¢6 thé thay doi dinh dang vian ban, biéu dé, bang
bic¢u, hinh anh..., hon ntta ta ¢é thé thic¢t 14p cac tiéu de¢, cheén ngay
thang, s6 trang, hinh anh vao Slide Master.

Thiét 1ap Slide master:

e (Cachtao: Vao Tab VIEW — chon nhém Master Views — Slide Master. Xuét
hién cac nhom 1énh cua Stide Master

m SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

7 Title Aa I | Colors = %) Background Styles -
_ I Rename — === [AlFonts - Hide Background Graphics —
Insert Slide Insert Insert 7 Footers = Themes | Slide Close
Master Layout Placeholder ~ -

| © | Effects ~ Size  Master View

Edit Master Master Layout Edit Theme Background [ Size Close

e Thiét lap cho Slide Master
e Chon Close Master View dé tit ché do Slide Master

e Chu v: Néu bd sung céc d(i)i tuong vao Slide Master, khi dé cac ddi tuong
nay s€ dugc hién thi trén mé1 Slide. Ta khéng chinh stra dugc trén man hinh
thiét ké cac Slide ma chi chinh stra dugc trén man hinh Slide Master nay.

Thém mot Slide:

® Vio Tab INSERT, trong nhoém 1énh Shides, chon nit 1énh New Slide, chon
loai Slide thich hop can thém.

e Hay R-Click chon New Stide, mét Slide méi sé duge chén vao sau Slide
hién hanh.
e Hay chon Slide trong ctra s6 Slides view, nhin Enter, mot Slide mdi sé&
dugce chén vao sau Slhide dugce chon.
Di chuyén dén cac Slide:
e Mubn di chuyén dén Slide nao d6 ta click chon Slide tai ctia s Slides view.
Xoa mot Slide:
e Chon Slide cin x6a, nhan Delete.
Thay doi thir tw cac Slide:
e Chon Slide trong cuia sO Slides view hay trong ché do Slide Sorter > Ré dé
di chuyén dén vi tri moi.
e Hay c6 thé dung chte niang Cut = Paste.
Nhan ban Slide:

e Trong mét sd truong hop mot Slide dd thiét ké chudn, cac Slide tiép ciing
tuong tw, thi chi viéc nhan Slide dé o1 di€u chinh lai cho phu hop.

® Chon Slide trong ctia s6 Slides view (trong ché do Slide Sorter), Nhan Ctrl
— D (Insert — Duplicate Slide), no s€ sao ra mot Slide y hét va nam phia sau
Slide hién hanh.

¢ Hoic c6 thé dung chic ning Copy — Paste.
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Pé hity két qua vira lam:
® Click vao nut lIénh Undo trén thanh cong cu.

BEH T R = .
m HOME INSERT NESIGD TRAI

Pé 1y lai két qué vira lam:

® (Click vao nut 1énh Redo trén thanh cong cu.

B H ™&- & = S =
FILE HOME INSERT DESIG RAI

3. XAY DUNG NOI DUNG BAI THUYET TRIiNH

3.1. Tao va dinh dang van ban
® Mot sb luuy dé xdy dung trang thuyét trinh tot:
o Maunén va Font chit, c& chit:
- Phai hai hoa, pht hop véindi dung cén trinh bay.

+  Khoéng st dung mau sic qua loe loet, font chit bay budm kho
doc.

¢ Luong ndi dung truyén ta1 trén mot Shide:
- Sir dung cum tir ngén gon, stc tich.

« St dung hinh anh thay cho vin ban s& ting hiéu qua thuyét
trinh.

¢ St dung hinh thtrc liét ké hi¢u qua.
o Biét cach dit tidu dé trang thuyét trinh.

e Sau khi tao ban trinh dién tréng, chon mau thiét ké (hodc tu thiét ké), ta
soan thao cho ban trinh dién:

o (J Slide thir nhét, nhap tiéu dé cho ban trinh dién
o Chuyén dén cac Slide khac va nhap ndi dung
»  Textbox trén cung nhip tidu dé cho Slide
« Textbox bén dudi nhap nd1 dung Slide
¢ DPinh dang van ban:

o Quét chon phan vin ban (hodic Nhan gift phim Shift va nhin cac phim
miii tén hodc Home, End).

o Chinh stra lai kiéu chit hay c& chit (Tuong tuw MS Word 2013)
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® Sao chép van ban:

o)

o]

Quét chon phan vén ban can sao chép (hodc Nhan gift phim Shift va
nhan cac phim mii tén hodc Home, End).

Vao Tab HOME, trong nhém Iénh Clipboard, chon mit 1énh Copy.

Di chuyén con tré chudt dén vi tri can sao chép (trong bai thuyét trinh
hodc bai thuy¢t trinh khac).

Vao Tab HOME, trong nhém Iénh Clipboard, chon nut 1énh Paste.

® Dichuyén van ban:

o)

o)

Quét chon phan vin ban can di chuyén (hodc Nhan giit phim Shift va
nhan cac phim miii tén hodc Home, End).

Vao Tab HOME, trong nhom Iénh Clipboard, chon nut 1énh Cut.

Di chuyén con tréd chudt dén vi tri can di chuyén dén (trong bai thuyét
trinh hodc bai thuy¢t trinh khac).

Vao Tab HOME, trong nhém 1énh Clipboard, chon nut 1énh Paste.

® Xobavan ban:

o]

o Nhan phim Delete trén ban phim. ';w . a -

Quét chon phan vin ban can xéa (hodc Nhan giit phim Shift va nhan
cac phim mdiii tén hoac Home, End).

v X

 Thay doi mau chit cho véin ban: Chon doan vin ban,
vao Tab HOME va thuc hién twong tw MS Word ~ **

2013.

Gradient fill
@ Picture or texture fill

Pattern fill

e Thay ddi mau nén cho TextBox : Chon TextBox, Hide background graphics
xuat hién tab DRAWING TOOLS, chon nut 1énh insert picture rom

Shape Fill trong nhom I¢nh Drawing.

File... Clipboard Online...

Texture

¢ Thay doi nén cho cac Slide: Transparency |
Tile picture as texture
o Vao DESIGN - ftrong nhém Iénh OffsetX opt
Customize, chon Format Background va U‘T‘ i
lam viéc vt hop thoai: e

Alignment Top left

Soild fill: Chon mdt mau nao do lam
nén Apply to All Reset Background

Gradient fill; Chon kiéu hoa bong giira nhiéu mau

Picture or texture fill: Chon tranh, anh cé san trong thu vién
cua MS PowerPoint 2013 hoac may tinh

Pattern fill: Chon nhiing bang trang tri san trong thu vién cua
MS PowerPoint 2013.
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® (Can 1& van ban trong khung van ban:

o Chon doan van ban cén can 1é

¢ Chon Tab HOME, trong nhdém 1énh Paragraph, chon nat 1énh:

- Align Left (Ctrl + L): ciin 1é trai

«  Center (Ctrl + E): cin 1é gifia

- Align Right (Ctrl + R): cin 1é phai
« Justify (Ctrl + I): can 1é hai bén

3.2. Danh sach

¢ Khai niém: Danh sach la mét day lién tiép c4c doan van ban duoc danh dau

bé'mg cac ki hiéu dit dau dong.
® (Cach thuc hién:

¢ St dung nut lénh trén nhoém 1énh Paragraph cua tab HOME: Tao
danh sach dang so thir tw (numbering) hodc tao danh sach dang liét

ké (bullets).

SHOW REVIEW VIEW ADOBE PRESENTER

S, s— _ ||f} Text Direction~
= :w 3 d = — R s
‘ A;Align Text -

Il

.; Convert to SmartArt ~
Paragraph
® Tao Bullets:
> Chon Bullets, xuat hién hop héi thoai:
¢ Chon dinh dang Bullets mudn thue
hién.
o Chon OK.

o Néu mudn thay d6i kiéu ky hiéu Bullet:
chon danh sach muon thay doéi = chon
Bullets = chon kiéu Bullet khac.

¢ Tao Numbering:
¢ Chon Numbering, xuét hién hép thoai:
¢ Chon dinh dang Numbering mudn thue
hién.
o Chon OK.

o Néu muén thay dbi danh sach danh sb
thit ty Numbering: chon danh sach
muén thay déi = chon Numbering =
chon kiéu Numbering khac.
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¢ Dan dong, thut 1é cho danh sach:
> Chon danh sach mudn din dong, thut 1é

o Chon Tab HOME, trong nhém 1é€nh Paragraph, chon nut 1énh Line
Spacing =2 Line Spacing Options.

Paragraph ? X
Indents and Spacing
Thut le General
' Alignment:  Justified -
Indentation
Beforetext: 0.4 sl Spediat Hanging ~ | By (031
Spacing
Before: &pt S LineSpacing: |Multiple v | At 1.3
Dan dong tter opt
Tabs... Cancel
-
3.3. Bang

Tao bang bicu:
e Doi con tré dén noi can tao bang biéu.
® Vao tab INSERT, chon Table. Luc nay, ¢ thé ding 2 cach:

o Céch 1: Dung chudt chon true tiép trén khung bang néu sé ¢ot khong
vugt qua 10 va s6 dong khong vuot qua 8.

> Céch 2: Click vao Insert Table, xuit hién hép hoi thoai.
«  Nhap sb cot vao khung Number of Columns
«  Nhép s6 dong vao khung Number of Rows

* Trong khung Fixed Column width nhap vao dé rdng cot -
thuong chon Auto. Nhin OK

Chon thanh phin ciia bang:
® Cach 1: Dung nut Iénh trong tab LAYOUT.

> Khi click tré chudt vao mot vi tri bat ky ctia bang, sé& xuat hién nhom
tab TABLE TOOLS bao g@)m tab DESIGN va LAYOUT.

> D¢ chon thanh phan cua bang, nhan nut Select:
+  Select Column: Chon c¢6t chtra 6 dang dat con tro chudt

+ Select Row: Chon dong chira 6 dang dét con tré chudt.
* Select Table: Chon toan bd bang.
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Chon thanh phén caa bang:
e (Cach 2: Dung chuot

Chon mot cot
[_\Chc_m mot 6 |
|

H{ Fhen piEdang J

Thay d6i kich thwéc dong, cot:
® (Cach 1: Dung nut Iénh trén tab LAYOUT

o Chon thanh phan bang mudn thay doi kich thudce

o Thiét dat thong so:
«  Height: Thay doi chiéu cao
«  Width: Thay d6i do rong
® (Céach 2: Dung chudt

o DPua con tré vao duong bién cua dong (cot), khi con tré ¢6 hinh miii
tén hai chiéu thi Click chudt, kéo va tha.

> Hodc, dung chudt kéo tha cac nut trén thanh thudc ngang va thudc
doc.

Thay dbi ciu tric bang:
® Thém dong, cot béng nut Iénh ¢ Tab LAYOUT:
o Chon nut 1€nh trong nhém 1€énh Rows & Columns
* Insert Above: Thém dong trén vi tri dat tré chudt
* Insert Below: Thém dong dudi vi tri dat tré chudt
* Insert Left: Thém cot bén trai vi tri dat tro chuot

* Insert Right: Thém ¢4t bén phai vi tri dat tré chudt
AE INSERT DESIGN TRANSITIOP

Bl BEE B € EiS
L )‘. L d CENp3 Il ]
Delete Insert Insert Insert Insert

v Above Below Left Right

Rows & Columns
Thay ddi ciu tric bang:
® Xoa bang, dong, cot:
o Dat con tro chudt ¢ bang, dong, cot can xoa
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o Chon Delete Columns: xo0a cot
o Chon Delete Rows: x6a dong

o Chon Delete Table: x6a bang

E INSERT DESIGN TRANSITIONS ANIMATI
= I I ] ==
| B R & B =
Delete Insert Insert Insert Insert Split
> Above Below Left Right Cells
% Delete Columns ns Merge
2 ]

¢
: B

Delete Rows

Delete Table

4. PUA BIEU PO, SO PO TO CHUC VAO TRANG THUYET TRINH

4.1. Biéu db

Cancel

° B‘iéu d6 cho phép trinh bay théng tin duoe chira trong slide theo dinh dang
do hoa.

e PowerPoint cung cip mét sd kiéu bidu do:
o Biéu db dang cot, =
> Biéu d6 dong, ; [ [ in o
> Biéu b hinh tron, Tl
> Biéu dé dang thanh, : I“ ||| ||| ||H
o Biéu db vimg, -
> Biéu db kiéu tan xa,

Nhap dir li¢u:

® Chon Tab INSERT, trong nhém I¢nh Illustrations, chon nit 1énh Chart.

e Chon kiéu biéu d6, nhan OK.
e Nhap dif liéu va nhin cho biéu dd.

(1~ ] Chart in Microsoft PowerPoint X
A B C D E F G H

1 Series1  Series?  Series3

2 |Categoryl 4.3 24 2

3 |Category 2 25 a4 2

4 |Category3 3 18 o

5 |Categoryd 4.5 28 5

]

7

1] ¥
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Chinh sita dit liéu ciia biéu do:
® Click vao bi¢u do can chinh sia.
e Trén Tab DESIGN, trong nhom 1énh Data, chon Edit Data.
¢ (Chinh stra dir li¢u trong bang tinh.

TOOLS

FORMAT
il S
Select Edit
Data Data~
Data

Chinh sta biéu do:
e Chon biéu dd: Click chudt vao biéu do dé.
e Chinh stra kiéu biéu do:
> Click vao biéu do can chinh stra.

o Trén Tab DESIGN, trong nhém 1énh Chart Styles, chon kiéu biéu

dd dé chinh sira.
o Hodac, trén Tab DESIGN, trong nhédm 1énh Type, chon Change
Chart Type.
v TIN HOC CO SO (THEO CDR) - PowerPoint CHARTT

RT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADOBE PRESENTER DESIGN

Chibull 3z Dbl hivull -
' Chart Styles
Chinh sira cic nhin va tiéu dé:
e (Click vao biéu dé can chinh sura. 7
e Trén Tab DESIGN, trong mhom linh Chart M5 020 =.
Layouts, chon nhan thich hop d¢ chinh stra. Element ~ Layout~ Colo
Chinh sita c4c nhéin va tiu dé: [E ORI

e Hoic, Click chudt vao cac thanh phan cua biéu do & ="=* s .
A I o « A b Data Labels > L
d¢ chinh stra truc ticp.

idly Data Table >
3 Gridline >
ok Legend »
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ChartTitle +

35 {
3
(o]
25
2
15
1
0s
- o A o

Caeegory | Cawgory 2 Cawegory 3 Cawpory 4

mieries | mSeries2 mSeries3

Di chuyén biéu db:
e Click vao biéu do va kéo no téi vi tri khac trén cung slide, hodc
¢ Copy sang slide khac.
® Sau do chon vi tri mong mudn va chon Paste.
Chinh sira kich thwéc ciia biéu do:
e Click vao biéu dd can chinh sta.

e (Click vao bat ky goc nio cua biéu dd va kéo theo kich thude phit hop.

2. Bam gitr
chuodt lén

ChartTitle cac nit va

kéo ré
1. Click - ‘
vio biéu o
dé lc H

Category | Category 2 Category 1 Camgory 4

mSeries | wleries] W Seriec3

Chinh sira mau cia bicu do: i B B i
® Click vao biéu db cin chinh sta. el 11 | R
e Trén Tab DESIGN, trong nhém 1énh Chart gy mmmEmE
Type, chon Change Clolors. e | 1 11 [ |
ey ~ HEEN
® Chon mau thich hop. EEPEEE
(| | [
3 2 E -- Lot
4.2. So do to chirc - -
HEEN

e St dung so dd to chue trong Powerpoint dé thé  EHNEEEEE -
hién quan hé bao cao trong té chirc, vi du so do
t6 chire cua co quan, don vi.

87



=

[ CONG DOAN
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BDOAN THANH
NIEN, HOI SV

CAC KHOA
CHUYEN MON

CAC PHONG
CHUC NANG

CAC TO
TRUNG TAM

Khoa Bo&i dudng
CBQL&GV

—>[ Phong Pao tao J

Khoa Céng nghé
Thdéng tin

Phong Hanh chinh
Téng hop

i ]

—P( Khoa Mam non

Phong K& hoach
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il )

—)( Khoa Nhac — Hoa

Phong Quan i
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pal J

—’[ Khoa Ti€u hoc

Phong Thanh tra —
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Phong TCCT -
CTHSSV

_,[
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Veé so do to chace:

TS Chinh tri —
GDTC - GDQP

TS Tam li —
Anh van

a[
=i

TS Thiét bi Céng
nghé Théng tin

J
]
J
)
]

[TT NCVH Tiéu vang
L séng Mékéng

TT HS tro Hoc tap
va Thu vién

TT Ngoai ngir -
Tin hoc

® Chon Tab INSERT, trong nhém 1é€nh Illustrations, chon nit1énh SmartArt.
e Chon kiéu so dd td churc thich hop, nhin OK.

® Nhip néi dung vao so db.

2o
= |
ITIONS ANIMATIONS o Process _:
[T‘_’ rl] = . !:’ Cycle ey o -
Sha‘PQ—; SrmartArt Chart iy Higrarchy e -
- B Reltionship
= T v |
o % z?”m:} ‘ Basic Block List
> - - D:H:. Use to show non-sequential ar grouped
- N ==
Ca B 2 = |-
=
el
Vé so do to chire ¢6 anh: [ee———
, = st
® Chon Tab INSERT, trong nhém | ©°
1énh Illustrations, chon nut lénh | ==
F Cyde
SmaI‘tAI’T By Hiearchy
e [ Reletionshp
® Chon Picture, nhan OK. zm
Pyramid

® Nhiap nd1 dung va hinh anh vao so (

do.

Thay doi cau trac ciia so do

Chocse 2 Smartrt Graphic

? X

to chuece:

? X

Basic Blork List

Wse ta show non-szquertial or grouped
blocks of infarmatian. Marimizes bath
hon2antal andvertical dispiay pace for
thapes.

Lo ]

Caneel

® Thém hép trong so db t chire:

o

Click vao hop hign ¢6 nam gan nhat vé1 not

38
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o Chon Tab DESIDN, trong nhom lénh Create Graphic, chon Add
Shape.

Thay doi cAu tric cia so do to chire:
e Xoa hop trong so dd o chire:
o Click vao hop cAn xoa.
o Chon Delete.
e Di chuyén hop trong so dd t6 chue:
o Click vao hop can di chuyén.
o Ré chudt di chuyén dén vi tri méi.
Thay doi cau tric cia so do to chirc:
e Thay dbi céu tric:
o Click chudt vao so do can thay ddi cau truc.
o Chon Iab DESIGN, trong nhém 1énh Layouts, chon so dd moi dé
thay doi.
5. PUA CAC POI TUQNG PO HOA VAO TRANG THUYET TRINH

5.1. Chén va thao tac véi doi twong do hoa di co
e Chén tranh anh: Co thé ldy tir may tinh, online, chup hinh, va tao Album.
o Vao Tab INSERT., trong nhém 1énh Images = lam viéc voi ting

Ita chon.
m HOME INSERT DESIGN TRANSIT
B | 0O 48 @+ ==
New Table Pictures Online Screenshot Photo
Slide » v Pictures v Album ~

Slides Tables Images

® Chén hinh Shape:

« Vao Tabq INSERT, trong nhom lénh Illustration, chon nit 1énh
Shapes dé v& hinh.

¢ Chén SmartArt:

o Nhim chon cac hinh anh dd hoa khac nhau bao gdm cac biéu db phat
trién, biéu doé danh sach, biéu do hinh tron va biéu do quy trinh. Thue
hién nhu sau:

o Chon Tab INSERT, trong nhém Iénh Illustrations, chon nut 1énh
SmartArt.

o Chon hinh thich hop va nhap néi dung vao so do.
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e Chén biéu do Chart:

o Chon Tab INSERT, trong nhom Iénh Illustrations, chon nut 1&nh
Chart.

> Chon biéu do thich hop.
Thao tac voi doi tugng do hoa:

e Chon déi twong: Click vao doi tuong dd hoa can chon.

Sao chép dbi twong:

o Chon dbi tuong can sao chép > vao Tab HOME, chon nit 1énh
Copy.

o Chon vi tri sao chép doi twong dén (trong bai thuyét trinh, bai thuyét
trinh khac) = vao Tab HOME, chon nut Iénh Paste.

Di chuyén ddi tuong;

o Chon doi twong can di chuyén = vao Tab HOME, chon nut 1énh
Cut.

o Chon vi tri di chuyén doi tugng dén (trong bai thuyét trinh, bai thuyét

trinh khac) -2 vao Tab HOME, chon nut Iénh Paste.

e Thay doi kich thudc doi twong:
2 Chon dé)l tu‘o’ng Can thay dél kiCh thu‘é’c DESIGN TRANSITIONS ANIMATIONS SLIDE SHC

o Drag d¢€ thay doi kich thudec. -

= = :;"'; Change Picture

ki

Artistic

o Hodc: Vao Tab FORMAT, trong nhom s “hedridue -
A : s 1.7 v a - P D e B
Iénh Size, thay doi kich thude ¢ Height s;:," "L
va Width. E -

e Xoa d6i tuong: e 9 b4 Y

gy

A A - 3. A PR v % 53 73 '..3":‘?:'3&
o Chon do1 tuong can xo6a trong bai thuyét - :‘; ?f;,*:" 52;‘ ey
trinh : -
, ST DY
o Nhan Delete - v
- + '] .
Thao tac véi doi twgng do hoa: ‘e ‘L:" g&
» i)

e Quay, lat mot doi twong (Tranh anh);
o Click chon dbi twong
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o Vao Tab FORMAT, chonnhém Iénh  (oioy wev v soosermsonn rons
Picture Styles, chon nut 1énh Picture o y—
Bffects Hofe, vao Tab FORMAT, fozin A A 1 oo
chonnhém 1énh Adjust, chonniitlénh ... — ,
Artistic Effects, chon Artistic Effects

Options. .. - MW‘ , Ic Vv
© Chon3 - DROTATION - Yryye
® (Quay, lat mot doi tlI’(_mg (Hinh Shape): e N o |
o Click chon doi tuong Beve | )

> Vao Tab FORMAT, chon nhom lénh ) o ©
Shape Styles, chon nut 1énh Shape ‘ ||
Effects.

o Chon 3 - DROTATION

Thao tac véi doi twong do hoa: » o e
e (Canh 1é ddi tuong; o M i
. L. Ou Distribute Ho
o Click chon doi1 tuong 2 Distribute Vestica

o Vao Tab FORMAT, trong nhom 1énh
Arrange, chon nat 1énh Align dé€ canh 1€
cho doi1 tugng.

5.2. Vé hinh
e D¢ vé hinh Shape, thuc hién nhu sau:
o Vao Tab INSERT. trong nhom 1énh Illustrations, chon nat 1énh
Shapes.
> Chon dbi tuong can v&: doan théng, mfi1 tén, chit nhat, elip...
> Pua trd vao vi tri can vé Click va Drag dé thuc hién v&.

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW F

J &y + = ; . | I .’

es Online Screenshot Photo Shapes SmartArt Chart Apps for
Pictures v Album ~ b A Office ~

images Recently Used Shapes

00 HOA VA0 TRANG

& { }
Lines
Rectangl
E c Shag
/ A,
3 voi dbi twong &b = (5 1= "..—._,\i]_,-
rageme P sev - e e o . ) { ‘\
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¢ Nhap van ban vao Shape:

- 1 ~ A . - » X Cut
o Click chon vao hinh c¢an nhap vén ban. B i
. . N . sy Paste Options:
o Right Click va chon Edit Text. -
=2, L
o Nhéap vin ban vao Shape. ] Edit Text

< Edit Points

Thay d6i mau nén, nét vé:

e Click chon hinh can thay déi.
S%, Sendto Back
¢ Vao Tab FORMAT, chon nhom 1énh Shapes G Fiyperini.

St}des, ChQIl nut lénh Save as Picture.,

TRANSITIONS ANIMATIONS SLIDE SHOW

2] 22 shapeFill- o Shape Fill: thay do6i
- | [ Shape Outline ~ mau nén
* | Q3 Shape Effects ~
Shiape Ses * o Shape Outline: thay
do1 nét vé nhu mau nét
vé, do day, mong, nét durt, thay do1 hinh dang miii tén., ...

Set as Default Shape

E H Size and Position...

Format Shape...

o Shape Effects: thay doi hiéu img cho hinh nhw tao do béng, phan
chiu, phat sang, xoay hinh....

Ghép nhém cac doi twrgng:
® Chon céc doi twong can ghép nhom bang cach nhan va gift phim Ctrl dé
chon cac doi twong can ghép nhom.
® Vao Tab FORMAT, trong nhém Iénh Arange, chon nut 1énh Group, chon
Group.
FORMAT

A Text Fill - .1 Bring Forward ~ Iz Align ~ * H
o — ..U
A | & Text Outline ~ 0 Send Backward ~ ] Group ~

T| /A Text Effects~ 5[y Selection Pane I Group

dArt Styles Ta Arrange

B6 ghép nhom cac doi twong:
¢ Chon nhém mudn bé ghép nhém.

o Vao Tab FORMAT, trong nhom 1énh Arange, chon nut 1énh Group, chon
UnGroup.

FORMAT

A, Text Fill ~ ) Bring Forward ~ [ Align~ & nf
A v éText Outline ~ 0 Send Backward ~ _@1 Group ~
T| [ Text Effects~  f; Selection Pane E

dArt Styles e Arrange

::": Ungroup
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Puwa doi twong vé 1én 1op trén:
e Chon dbi tuong.

¢ Vao Tab FORMAT, trong nhom lénh Arrange, chon nut 1énh Bring
Forward, chon Bring to Front.

FORMAT
cture Border ~ .1 Bring Forward ~ |
cture Effects ~ 1y Bring Forward
cture Layout~ &y, Bring to Front

Arrange

Puwa doi twong vé xuong lop duoi: .
‘. cture Border ~ .1 Bring Forward ~
. Chon dél tlIO’ng cture Effects ~ 1 Send Backward ~
¢ Vao Tab FORMAT, trong nhém Iénh Arrange, cturelayout= 75 Send Backward
chon nut 1énh Send Backward, chon Send to « | B2 SendtoBack
Back.
Puwa doi twong vé hién 1én phia trwde mot doi twong
vé khac:

e Chon doi tuong.

¢ Vao Tab FORMAT, trong nhém lénh Arrange, chon nut 1énh Bring
Forward, chon Bring Forward.

Puwa doi twong vé an xuong phia sau mot doi twong vé khac:
e Chon dbi tuong.
e Vao Tab FORMAT, trong nhom 1¢nh Arrange, chon nit 1énh Send
Backward, chon Send Backward.

6. CHUAN BI, TRINH CHIEU VA IN AN

6.1. Chuan bi trinh chiéu
e Khai niém cach chuyén trang (Transition):

o> La kha ning chuyén canh tir mét slide nay dén mot slide khac. Mic
dinh khi chuyén canh thi slide méi s€ xuat hién ngay tic khac.

¢ Khai miém higu timg dong (Animation):
o La cach thuc biéu diél:l déng (chuyén dong) cia cac doi tuong trén
mot slide ctia bai thuyét trinh.
Thiét 1ap hiéu ing cho cac thanh phan trong Slide:
e Chon kiéu xem 1a Normal, chon Slide cin tao hiéu ung.

e Chon doi tuong can tao hiéu ung.
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® Vio Tab ANIMATIONS, trong nhom 1énh Animation, xudt hién ctra sd
hiéu tng.

® Chon hi¢u tmg thich hop.

Hiéu (rng xuat hién

Hiéu &ng nhan s X 2 X Xk X

manh . . ..

Hiéu (rng bién mét Sk R ok ok ok X %
A i,é-“ "!'i; ‘ﬁ? M

Hiéu ng di chuyén

6.1. Chuan bi trinh chiéu
Tao hiéu trng chuyén trang:
e Chon kiéu xem 14 Normal, chon Slide can tao hiéu ung.

¢ Vao Tab TRANSITIONS, trong nhém 1énh Transition to This Slide,
chon loai hiéu tng thich hop.

e Thiét lap cac thude tinh cho hiéu ting tai nhém 1énh Timing:
o Chon toc do thé hién & muc Duration.
o Chon am thanh & muc Sound.

o Néu nhin Appy to all 1a 4p dung cho tit ca cac Slide, néu khéng 1a
ap dung cho Slide hién hanh.

Tao niit diéu khién trong trang thuyét trinh:
e Chon kiéu xem Normal View
® Chon Tab INSERT, trong nhom Iénh Hlustrations, chon nat 1énh Shapes.

® Trong nhom Action Buttons, chon mét nit hanh ddng va gén vao vi tri thich
hop trén Slide, xuat hién hop hoi thoai Action setting.

Tao nat diéu khién trong trang thuyét trinh (tt):

¢ Chon muc Hyperlink to, nhan miii tén Xuéng va chon mot hoat déng khi
button dugc click:

o Next Slide : dén Slide ké tiép
o First Slide : Vé Slide diu
> Last Slide : Vé Slide cubi
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> Slide : Bén Slide cu thé nao d6

o Other Powerpoint presentation : Bén mét file Powerpoint khac bit
dau tir Slide nao

o Other file : Lién két dén mét file nao d6 : File word, Excel, hay file
minh hoa cua Sketchpad

Tao lién két cho mot doi twong trong trang thuyét trinh:
e Chon dbi tuong can tao lién két,

® Vao Tab INSERT, trong nhom lénh Links, chon Hyperlink (Hodc R Click,
chon Hyperlink), xuat hién hop hoi thoar:

e Chon dbi tuong can lién

két ton:
v' Mbt File, Website, Slide,
v o
Link to: Text to display: | < <Selection in Document> > ScreenTip...
5 Look in: 1DULIEV &1 M=
Existing File — ==
or Web Page it B ANHDAO1 A| | Bookmark..
urren 3
- Folder EA ANHDAQ2
: /& ANHDAO3
Place in This & ANHDAO4
Document Browsed | =
Pages E ANHDAOG
_1 & ANHDAO7
Create New -d: C
N Recent | =
Document Files | & CA
6] CAIXANH. ol
Address: | 1DULIEUNANHDAOT1.jpg v

E-mail

Address

Tao ghi chii cho trang thuyét trinh:

e Ghi chu cho céc Slide khé quan trong nhim cung cip thém théng tin va
hudng dan ngudi doc.

e (Cach thuc hién:

° Vao Tab VIEW, trong nhém lénh Show, chon nut 1énh Notes, xut
hién hop ghi cha dudi trang man hinh cta cac Slhide.

o Tir ddy ta nhip 151 ghi chd ngin gon cho Slide.
Pinh dang diu ra cho trang thuyét trinh:

® Vao Tab VIEW, trong nhém lénh Master Views, chon nut 1énh Handout
Master.



B = S _ (=

=1

Gridlines —

Handout Notes ) Notes
ir  Master Master Guides

Master Views Show r

Handout Master View

Customize how your presentation
will look as a printed handout.

You can choose the design and
layout of the handout, such as
background formatting and where
headers/footers will appear. You
can also select options for your
page setup.

=
An/hién trang thuyét trinh:

. A ~ = IS ANIMATIONS SLIDE SHOW
® (lick chon trang muon An/hién.

* Vio Tab SLIDE SHOW. trong nhom lénh Set <% [ @b = 0¥
Up. chon nit lénh Iide Slide dé an/hién trang e fheore fegprasioe )
thuyét trinh Set Up

Hide Slide

Hide the current slide so that it
won't appear when you're
presenting.

6.2. Kiém tra, in va trinh dién
e Kiém tra chinh ta bai thuyét trinh trude khi in va trinh dién, thue hién nhu
sau:

> Vao FILE = Options = Proffing dé bat hodc tit chtic ning kiém tra
chinh t4, 161 hién thi tieng Viét, sta 161, xda cac (.. ..
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PowerPoint Options ? x

ABCI

General + 7, Change how PowerPoint corrects and formats your text. -
Proofing
AutoCorrect options
Save
Change how PowerPeint corrects and 5
Language forrna?ts text as you type: AutoCorrect Options...
Advanced

When correcting spelling in Microsoft Office programs
Customize Ribbon .
Ignore words in UPPERCASE

-~ k A pgs T b =
Quick Access Toolbar Ignore words that contain numbers

Add-Ins Ignore Internet and file addresses

Trust Center Flag repeated words

Enforce accented uppercase in French

O0RRTA

Suggest from main dictionary only
Custorm Dictionaries...
French modes: | Traditional and new spellings :

Spanish modes: Tutec verb forms only :7
When correcting spelling in PowerPoint

] Check spelling as you type
[] Hide spelling and grammar errors

Check grammar with spelling

Recheck Document

¢ Dinh dang frang in:

> Vao Tab VIEW, frong nhom lénh Master Views, chon nut Iénh
Handout Master = Trong nhom 1énh Page Setup:

«  Dé thay d6i hudéng trang thuyét trinh, chon nit 1énh Handout
Orientation.

«  Pé thay ddi kich ¢& trang, chon nut Iénh Slide Size.
- Pé thay dbi sb Slide trén mot trang, chon nut lénh Slides Per

Page.
FILE HANDOUT MASTER
ool [ oo
es L] |88

Handout Slide Slides Per
Orientation~ Size~ Page~

Page Setup
In an:

e Dé inbai thuyét trinh, vao FILE, chon Print.
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Print

e | Chon s0 lvong
- ban sao

Print

s Printer ; B
e T :|<[ Chon may in
Share - P‘riEPrcpefti: )
B _Settings
’E‘ Prinl Al -Sl'rdﬁ ) . N\
Close Print entire presentation « A - ” ~
siaem | i Thiét dat cac thong
s |0 pimtr e g poge sO trwde khi in
SEEEE ”ﬁﬁ f.:jl;teiz.s 1,23 *
B -
Edit Header & Footer 3
Settings
Print All Slides .
Print entire presentation

In toan bd bai thuyét trinh

Print All Slides
Print entire presentation

ot [E

Chi in nhirng Slide duwgc chon

Print Selection

Print Current Slide
Only print the current slide

Custom Range Nhép Slide cu thé déin

Enter specific slides to print

oY

v Print Hidden Slides

In ca nhirng Slide &n

]
1
In Slide hién tai ]
]
|

+ _
ﬁ

| Print Layout

L] E

Full Page Slides Notes Pages Outline
Handouts

1Slide 2 Slides 3

& B

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

2 E

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

m fm

Chon in sb Slide
trén mot trang

Erame Slides
v  Scale to Fit Paper

High Quality

Full Page Slides

Print 1 slide per page

Print One Sided »
Only print on one side of th...

Collated
123 123 123

Color -

l&?ié
4

Edit Header & Footer
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Settings
Print All Slides
P e presentatior
Slides

Full Page Slides

2 A = aF Print One Sided
In tl’en mc_)t mat glay Only print on one side of th...
Print One Sided
In hai mat, lat trang trén o
. Print on Both Sides
canh dai i
. = = = 7 Print on Both Sides
In hai mat, |at trang trén Flip pages on short ed
canh ngan

Settings
Print All Slides
Print entire presentatior
Slides:
Full Page Slides
In binh thu,o,ng Print 1 slide per page
Print One Sided
Only print on one side of th
—  Collated
ElE ; :
123 123 1,23
Collated

&mll Uncollated

In theo chan, 1é&

Trinh chiéu bai thuyét trinh:
® La qua trinh thé hién ndi dung cac Slide di thiét ké duoc trong tép trinh
dién 1én toan bo man hinh.
& (¢ nhidu cach dé thuc hién trinh dién cac Slide.
Trinh chiéu bai thuyét trinh:
e Trinh chiéu tir Slide dau tién:

o Vao Tab SLIDE SHOW, trong nhém 1énh Start Slide Show, chon
From Beginning.

o Nhan phim F5.
e Trinh chiéu tir Slide hién thoi:

o Vao Tab SLIDE SHOW, trong nhom Iénh Start Slide Show, chon
From Current Slide.

o Nhan nit Slide Show ¢ goc phai cudi man hinh
o Nhan phim Ctrl+F5
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Trinh chiéu bai thuyét trinh:
e Két thuc trinh chiéu:
o Khi hét cac Slide hodc
o Nhéan Esc hoiic
o Chon End Show trén Menu ngin (nhén phai chudt)
Trinh chi¢u bai thuyét trinh:
® Chuyén dén trang trinh chiéu tiép theo:
o Click chudt
o Hodc nhan Enfer
o Hodc nhan Space bar
o Hodc nhin miii tén Xuéng
o Hodc chon Next & menu ngén
® Chuyén dén trang trinh chiéu truée dé:
o Nhan Page up
o Hodc nhan miii tén 1én
o Hodc chon Previous & menu ngén ngén
¢ An dinh thoi gian chay cho ting Slide ltc trinh dién:

= Vao Tab TRANSITIONS, trong nhém 1énh Timing, ¢ Advance
Slide:

- After: chon thoi gian cho mdi Slide

- Chon Apply To All néu muén &p dung trén toan trinh dién,
con khong chi ¢é tac dung trén Slide hién hanh.
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