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BAI 01: MOT SO THAO TAC CO BAN VOI PHAN MEM WORD
|. Khéi Pong Phan Mém Word
= C1: Nhan Windows + S hoic Windows = G& tir “Word” = “Blank document”
= (C2: Nhan Windows + R = G& tir “winword” = Enter = “Blank document”

Il.Lwu Van Ban

= Nhan Ctrl + S = Cira s6 tuy chon hién thi, chon vao muc Browse = Mot hop thoai
hién thi, chon noi can luu 2 Pat tén tai muc “File name”—> Bam chon nut “Save”.

(Xem hinh trang sau):
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II. Luu Van Ban (Tiép):

E Save A=

Gi i"l- Cesktop  »

- | wy | | Search Desktop

Crganize Mew folder

Save As

‘ OneDrive

=1

L1 ThisPC

o= AddaPlace
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[ E Videos “ a

™| Libraries
Systern Folder
- Homegroup
Q Systern Folder
K2T

)& Systern Folder
| Computer
Systern Folder

[ —a Local Disk (E:)
[ —a Local Disk (H:)

Save as type: | Word Document (*.docx)

Authors: Admin

[] Sawve Thumbnail

= Hide Folders
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I11.In Van Ban
File = Print (Hodc nhin CTRL+P) (&,
2: Lénh 1n.

Mewr

Open

3: SO ban in.

Save

4: Chon méy 1n. Save As Printer | | _ @
, ) ) ) ) (—\ @ [l = ;Z:::eader PDF Frinter @

5: In tr trang sO may dén trang sO may. [Em. m,m]]

Vr d 3 5 T Settings

—E5 [EN -

6: In kiéu 1 mit hodc 2 mat.
~ ...One sided: 1 mat.

~ ... Both sided: 2 mat.

El .
A Only print on ane side

Collated
1,23 1,23 1,23

(ﬂ_%j Paortrait Orientation @
e

f; Cetter

[I:l 21.599 cm o x 27.94 cm 9

E Marmal Margins -
Leftt 2.54 crm Right 2.54 cm
EI 1 Page Per Sheet -
e -.9!!31 !c-f3a b!l

7: Hudng giay in: (Ngang/Doc).

8: Kho giay.

9: Chuyén trang in.
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IV.Dong Van Ban
= C1: Nhan nuat Close (X) trén goc phai ctra s trén cung.

= C2: Nhan t6 hop phim Alt+F4.
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BAI 02: THANH PHAN VA TUY CHINH GIAO DIEN
|. Giao Dién Cira S6 Phan Mém Word

Documentl - 1

Inset  Design layout  References  Mailin ' View  Fouit Reader PDF

. i r e AoA « B . -
h B Copy Galr (Bod) ~11 A A A2~ | ¥ AaBbCcDc| AsBbCcDc AaBbC( AsBbccl Ad D
Paste : -

A Format Painter = === TMormal | TNoSpac.. Headingl Heading2 Title

@ 2

L I'E'I'l'l'E'I'l'l'l'l'l'l'4'I'5'I'E'I'?'I'3'I

‘llﬂHHHIl

| THANH CONG CT |'1'*' 510

Nhom cong cu

Video provides a powerful way to help you prove your point. When you click Online Video, you can

paste in the embed code for the video you want to add. You can also type a keyword to search online for
the videp that bact fits your document
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Trang9




II. Thé Home Va Cong Cu Thong Dung

Bang.docx - Word

Insert Design Layout References Mailings

cut Fime: New R0 - e=3= & 9
P St Erl-l I::l:lt:l .......
asls :l F I o - = - - i
EvFu-rrnat Pair o 9 = [ —
Cllpbnard Font Paragraph - M
L -|-4-|-3-|-2-|-1-|E-|ﬁl-|-1-|-3-ﬁ-4ﬁg-

1: Sao chép dinh dang  2: Chon Font chir va cé chitr 6: Mau chir
3:B=Bo6idam I=Innghiéng U = Gach chan

X, = Tao chi s6 dudi X2 = Tao chi s0 trén
7: T6 mau ghi chu 8: X6a can & 5: Tao ky hi€u, chi s6 hodc muc luc tu dong
4: = Can 1é trai =Canle gitta = Cin I¢ phai = Cin déu 2 bén
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BAI 03: MOT SO KIEN THUC CO BAN VE VAN BAN
|. Nghi Pinh 30 Chinh Phii Vé Céng Tac Vin Thu Lwu Trit

= Mt s6 phu luc can chu y:

_ Thé thir, ky thudt trinh bay van ban hanh chinh tai Phu luc I.
_ Viét hoa trong van ban hanh chinh tai Phu luc II.

_ Viét tat trong van ban tai Phu luc I11.

. » Computer » Local Disk (H:) » Share » VAN BAMN QUY BINH VE SOAN THAO VAN BAN » MNghi dinh 30

Crganize - COpen - Share with - Print E-mail Burn MNew folder

< Favorites MName - Date modified Type Size
Ml Desktop | [%] Mghi dinh_30_2020_ND-CP.pdf 21/09/2020 12:09 ...  Foxit Reader PDF ... 2,957 KB |
& Downloads Phulucl_Ky thuat trinh bay.doc 03/10,2020 12:23 ... Microsoft Word 9... 348 KB
‘=l Recent Places Phuluc2_Viet hoa.doc 03,/10,/2020 12:25 ... Microsoft Word 9... 66 KB
& Google Drive Phuluc3_Viet tat.doc 21,/09/2020 12:07 PM hMicrns,c-Ft Word 9... 251 KB
Phulucd.doc 21,09,2020 12:07F ... Microsoft Word 9... 112 KB
o= Libraries Phuluch.doc 21,/09/2020 12:07 ... Microsoft Word 9... 90 KB
|=_'§| Documents Phuluct.doc 21,/09/2020 12:07 ... Microsoft Word 9... 155 KB

Jil' PAusic
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1. Mot S6 Khai Niém Co Ban Trong Vin Bén

» Ki tu (Character): La don v1 co s¢ cua van ban, ki tu dugc nhap truc tiép tr ban phim va
1énh Insert/ Symbol.

= Tur (Word): Nhiéu ki tu (Ki tu trang khong phai 1a tir) lién nhau c6 nghia.
= Cau (Sentence): Cau tap hop céc tir két thiic bang dau ngat cau (. 2 : ;).

= Poan vin ban (Paragraph): Nhiéu cau c6 lién quan véi nhau hoan chinh vé ngit nghia.
Trong van ban doan dugc két thuc bang phim Enter.

= Trang (Page): Vung vin ban duoc thiét 1ap kho giay, 1€, vién, ...
= Phan doan (Section): La tap hop cac doan c6 cung dinh dang.

* Dong (Line): Tap cac ki tu trén cung mot duong co s¢ (Baseline) tuir bén trai sang bén
phai man hinh soan thao.

= Xudng dong: Tu dong va bang tay (Shift+Enter).
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111.Mét S6 Luu Y:

= Khi g6 vin ban khong dung phim Enter dé xuéng dong. Phim Enter chi dung dé két thuc
mot doan van ban hoan chinh.

= Gifta cac tir chi dung mot dau khoang trang dé phan cach. Khong st dung dau khoang
trang dau dong cho vi€éc can chinh I€.

= Céac dau ngat cAu nhu cham (.), phay (,), hai cham (:), cham phay (;), cham than (!), héi
cham (?) phai dugc go sat vao tur dirng trudce no, ti€p theo 1a mdt dau khoang trang néu sau
do van con ndi dung.

= Cac dau mé ngodc va mé nhay déu phai dugc hiéu 1a ky tu dau tir, do d6 ky tu tiép theo
phai viet sat vao beén trai cua cac dau nay. Tuong tu, cac dau dong ngoac va dong nhay phai
hiéu 1a ky tu cuo1 tir va dugc viet sat vao bén phai cua ky tu cu61 cung cua tir bén trai.
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BAI 04: CAC BUOC CO BAN TRUOC KHI SOAN THAO

@ Dé soan thao van ban nhanh va chudn, nén thuc hién viéc can chinh trang giay theo cac
quy dinh chuan, roi moi bat dau thuc hién soan thao.

= MOt s6 kién thirc can luu Y mot s6 noi dung sau:
- Hién thi thuéc do va doi don vj tinh.

~ Chon Font chir va co cht.

- Can chinh khoang cach dong, doan.

_ Chon 1é gidy va huéng giay.

S Sau day la chi tiét timg ndi dung:
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|. Hién Thi Thuéc Po
Thé View - Tich chon cong cu Ruler.

Documentl - Word

Layayt References EN L EU ] Foxit Reader PDF

= utline ne Page e View Sic
[=] Owutli i One Pag o I i Sid
~ [=] Draft | Gndlines ED GG Multiple Pages — ] CE| Synchron
Fead Print Web Foom 10025 Mew  Arrange Split
Mode Layout Layout || Mavigation Pane 1El* Page Width Windaow All 15 Reset Wi
Wiewws Show Zoarm Wifind oww
| IR 1 . g . 1 . 1 . 1 L 1 L 1 L S 1 + 5 . 1 . e 1 F 1 2 . 1 L 1 1

THUOC PO

1 Video provides a powerful way to help you prove your point. Wh
- paste in the embed code for the video you want to add. You can
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11.Po6i Pon Vi Tinh Vé Centimeter (Cm)
Thé File = Options - Advanced = Nhin sang bang bén phai nhitng dong chit dam, tim

dén Display = Show...unit of = Tich chon la Centimeter.
o We—

General Expand all headings when opening a document ©

ord Options

g p 1

il

Read | Print WEI:_:I Display :" 3 \
Mode Layout Layout m
Views Procfing

' w sher of Recent Documents: 25 E 0)
Quickly access th 4

|.1-|-g-

Save

wer of Recent Documents;

Language
. :r'—“ Show this number of unpinned Recensgder |20 E
_ —J (Show mezsurements in units o Centimeters| v |
_; Acmnt% Customize Ribbon Style area pane width in Draft and Outline views: 0 cm
) Quick Access Toolbar Show pixels for HTML features
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[11.Chon Font Chir, Cé Chir:

= Font chtr: Times New Roman ------------- Co chu: 13

THeadings)
(B oy

Calik
Clipboard M _

R — g re— Calibr]
Recently

&

IHNcs=

Chu y:
~ Van ban co san, phai chon tat ca, roi moi chon Font chir va co chir.

_ Néu tw gé tay tim kiém Font chit, c& chi, két thiic phai nhan Enter dé dp dung.
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IV.Can Chinh Khoang Cach Dong, Doan:

= Page Layout (Layout) - Paragraph = Indent and Spacing = Spacing -

- After (Khoang cach so vdi doan sau): 6pt

- Before (Khoang cach so voi doan trudce): 6pt

- Line spacing (Khoang cach dong): Single.

_ MDon’t add space...Néu c6 thi bo tich chon.

_ Set As Default > All document... Pé mac dinh cho céc 1an sau.

~  Trudc khi thao tac vo1 khoang cach dong doan, phai xac dinh vi tri dau nhac.

< (Xem hinh trang sau):
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n References Mailings Review View Developer
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yphenation ¥ ERight: 0cm iiﬁﬁer. Aot
[y Paragraph
||.|-||u|-E-|'1|2|-3-|4|5

o

Bién soan: Bach Xuan Hién

Paragraph

Indents and Spacing

Line and Page Breaks

General
Alignment: |Le1=t
Outline level: | Body Text Collapsed by default
Indentation
Left: Speciak By:
Right: 0 cm Iil |[r'|::|r1e] | Ii”

|:| Mirror indents
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V. Cai Dat Va Can Chinh Trang In

Page Layout (Layout) = Page Setup = Chon vao miii tén chéo xuéng >

1. Thé Margins (lé giay- Hwéng giay):

_ Top (L& trén) = 2cm, Bottom (Lé dudi) = 2cm

_ Left (Lé Trai) = 3cm, Right (Lé phai) = 1.5cm

_ Orientation ( Hudng giay): Portrait/ Lanscape (Doc/Ngang)

2. Thé Paper (kho giay):

Trong muc Paper size, chon kho A4 (Hodc A3, AS...) = Set As Default > Yes
< (Xem hinh trang sau):
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r
Page Setup [il-_i

th"larglﬂ!} Paper | Layout
Fle  Home  Insert  Design References ~ Malings ~ Review  View m:
— _ . ] e ' i"ll
Pﬂ' ek Indent Spacing = ‘ =] Boftom ’ e
D [D . _ N = - Left: 3 = Right 1.5 B
e (riantH : ED Ln Numhml Eleft e T ‘L; befre ﬁpt T LGutter" 0 cm E_Gutter osition: | Left i
Margins Orientation e Calumns _ e - mi—— il .
s ; + e Hyphenation® =€Right Ocm | p=After 6pt | y
(o — [ [l
Page Setup Paragraph fi oc ¥ — =
L 12 -|-§-|-1-|-1-|-1-|-4-|-5-|-E Ma'gi‘“\((pape’ﬂ))lay“t
Paper size: \
@ \ __b\

~
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= Phim tit thwong sir dung:

CTRL+B In dam chit/ cau chir da boi den trong van ban
CTRL + | In nghiéng doan van ban da dugc boi den.
CTRL + U Gach chan van ban da boi1 den

CTRL+D Mé hop thoai dinh dang font chir

CTRL + = Tao chi s0 duéi

CTRL + SHIFT + = Tao chi s trén

SHIFT+F3 Chuyén doi van ban cac dang hoa va thuong
CTI32L+ SHIFT + > Ting, giam

(hoac <)
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= Phim tit thwong sir dung

CTRL+E Chuyén d6i doan vin ban gitta ché d6 cin gitra va can trai.
CTRL +J Chuyén doi doan vin ban gitta ché d6 cin déu va can trai.
CTRL+R Chuyén d6i doan van ban gitta ché d6 cin phai va cin trai.
CTRL+L Can tra1 mot doan van.

TAB (SHIFT + TAB)  Thut 1& dau dong hoic di chuyén dau nhay mot khoang

ENTER Ngat doan
SHIFT + ENTER Ngat dong
CTRL+Q Xdba toan by dinh dang can 1é cia van ban
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BAI 05: SU DUNG DIEM DUNG TAB TRONG SOAN THAO
|. Y Nghia Ciia Viéc Sir Dung Piém Dirng Tab:

_ Di chuyén nhanh mét khoang cach.
_ Thut nhanh dau dong.

_ Tao nhanh mét doan dau ké cham.
- Xoéa nhanh mét khoang cach.

_ G chir khong bi 16t xuong dong.

_ Can déu nhanh nhiéu doan khac nhau.
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CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap — Tu do — Hanh phuc

3x4 SO YEULY LICH

PHAN I: LICH SU BAN THAN

[N 5 0 T T 1 S UURURROURPPRPRRRPURI O A ¥ § s TR A 1T

3. Negay thang nam sinh: ... Notsinh:

4. Thueng trit 86 NhA: oo AUEONE e
Phuong, xa: ., Quan, huyen: o
5. DAN 100 e TOI EIADT (e

G, Trinh dO VAN RO ..t e e b ra e e s e eas :
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Eg vaten vg hodechong: . TO0L e i

NN D oo :

IO LT Va0 T e i
Cho o 18N may . e i

Ho va tén cac con:

) U TU0L: e Nghé nghiép: ..o :
1 TU0L e Nghe nghiép: ..o :
) S TU0L e Nghé nghiép: ..o _

U TU0L e Nghe nghiép: ..o :
5 ) Tubi Nghé nghiép: ..o :
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Ho vi Khoa Lop Piém TB
L¢ Vin Hoa -------—--—----—-----—-—--CNTT -------------CDTH3A -----—-----——e—-- 8.7
Tran Hoang Nguyén ------------- Co Khi-—--—-—-—-CPCK3B —--—--eeemeeeeeeee 8.3
Pham Ngoc¢ Nhung ----—-—---—-—-—-—MayITT ----—-—-—---TCMT32D---—----- 83
Hoang Trung Bao ---------—-—-—-—Co Khi---—--—-—--—-—-—-—-CBDCKbA -—-——--—--—-—--—-8.25
Tran M§ TAM ==--mmnmmmmmmmmeee- CNTT =mmmmmmmmeee TCTH32C cammmmemeemeeeeeee 8.0)

Hoang Minh-----------—-—--———--Cong Ngh¢----—--—--CDOTI1 ] - eeeeee- 5.0
Tran Minh Ngoc ------------—--—- -TCNH -~ CDTNI I A--meemmeeeeeee - 7.8
Tran Nguyén Phuc -----------——--CNTT-----moommee- 13DTHO] -ecemcemmceemeeeeeeea 9.0
Hoang Kim Ngan-----------—----- K¢ Todn -------- - 13DHKTO1 —--cmmmmmmmmmmeee o 8.0
10. Le Nga -----—---——-mmmmmmm - Ngoai Ngir --------13DTAO] ------------meemee=—- 8.5

=T R . T
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II.Cac Thao Tac V¢i Tab (Xem Thém Hinh Phia Sau):
1. Tao Tab: Chon chudt trai vao mot diém trén mép dudi thuoe.
2. Di chuyén Tab: Giit chudt trai vao Tab va di chuyén trén mép dudi thude.

3. Thay déi kiéu Tab: Nhay dup chudt vao Tab, sau d6 chon cac kiéu Tab tai muc
Alignment.

4. X6a Tab: Gii chudt trai vao timg Tab va kéo ra khéi thude hodc nhan Ctrl + Q.

5. Tao dwong ké voi Tab: Nhay dup chudt vao Tab, sau dé chon cac kiéu Tab tai muc
|_eader.

Luwu y: Mot dong cé nhiéu Tab, phdi chon ding vi tri Tab triede khi thuc hién.
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111.Cac Kiéu Tab Thwong Sir Dung:

1. Tab trai — Left Tab: Khi g, chit s& cb dinh bén trai, chay vé bén phai. Khi d6 cac dong
hoac doan cung Tab trai, s€ can déu nhau bén trai.

2. Tab phai — Right Tab: Khi gd, chit s& c6 dinh bén phai, chay vé bén trai. Khi d6 cac
dong hoac doan cung Tab phai, s€ can déu nhau bén phai.

3. Tab giira — Center Tab: Khi gd, chit s& c6 dinh & giita, chay déu vé hai bén. Khi d6 cac
dong hoac doan cung Tab gitra, s€ can déu nhau theo 1 truc & gitra.
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Tabs

Tab stop position:

Ops to be cleared:

—

Khu sre the hién vi tri Tab
tréen thudc

|

Kiéu Tab (Left=trai, Center=
aiita, Right= phai)

'“Al'fng ment

o

/
() Right —

@) Left () center
() Decimal () Bar
eader
@ 1 None O2.. _
Qs ﬁ Kiéu dwrong cham J
Set Clear Clear All
|I oK Cancel
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BAI 06: TAO VA CAN CHINH BANG

. Tao Bang:

Thé Insert - Table - Insert Table = M6t bang hién ra, chon s6 ¢ot tai muc “Number of
columns” va s6 dong tai muc “Number of rows” - OK.

T
Insert i \ B
_ S0 cot
{ Layout References !
B C - P Table siZe
over Hage ) “E]>ma rt :
[l Blank Page ] _é I'_|<> oI Chart - Mumber of columns: [E E:
L e Pictures Online Shapes -'r -
*— Page Brea s - &+ screenshot - - Mumber of rows: = -
Pages Table
AutoFit behavior i

L I I O [ I g b "E:f. donoc

HEEREEEEE @ Fixed column wid ' =
-'3_4 E%%%%%%% ) AutoFit to contents
: (. ) AutoFit to window
; Sa=aa=s:
' |:| Femember dimensions for new tables
_ /4 I o o 4
. 'e Insert Table... J I O | | Cancel
- HE Draw Table [ L
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Il.Cac Thao Tac V¢i Bang

1. Di chuyén hoiic co gidn toan bang:

|-|-|-|-|-|%|-1-|-2£n3-|-4-|-%l-ﬁw-?-l-E-l-9-|-ID-|§1-|-12-|-13-%-14-|-15-|'1ﬁ|-|-|-

Co gian toan bang

Chon toan bang, hodc di chuyén bang
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2. X6a Dong/Cot/O: = . —
Chudt phai vao 1 O > Delete cells..> | Delete Cells ? X

@):Shit cells left J&VM_T‘\‘dﬁn'sangx‘_Jf Al
O Shift cells up Xoaywadon|dillén
() Delete entire row X6ajdong 3}

() Delete entire column Xoale 64;
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3. Thém dong/ cot:
Chudt phai vao 6 bat ky trén cot > Insert > g l+ ﬁ st Colurnns o the L j@g@[ﬁrﬁhggaug;lﬂll

Dot B e Colas ot hentbgung i
= ek [ sethos b i i

BorerSes 0B et HnwsEEIuwﬁlién!dﬁ'ng|t'r§hg.xuﬁhgj'du(rll

Hﬂ Text Drechon, E}” sert Cels.
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4. Gian dong/ cot:

Di chuyén con trdé chudt vao dudng chi dudi ciia dong hodc dudng chi bén phai cta cot,
xuat hién dau = va mii1 tén, gitt chudt trai va kéo.

5. Trén nhiéu 6 thanh 1 6:

Quét Chon cac 6 can tron > Chudt phai > Merge cells. -QF

Insert 2

Delete Cells...

EH Merge Cells '@
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6. Tach 1 6 thanh nhiéu 6:
Chon 6 can tich & Chuot phai = Split cells >

| | |
® . . oltCels 1 X

B Cop: | .
i : Number of columns: |2 Sfif {}{I)muﬂ_’ch
.Fll. dgak A 1k
‘I» Number of rows: LS“&d“n@mMmﬂhﬂ!
El:% Translate

[
Werge cells before split
Iln=ert 3
Delete Cells... Cancel

E Smart Loockup
Split Cells...  (@E))

Synonyrms

TRUNG TAM PAO TAO TIN HOC SAO VIET Trang36
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/. Can chinh néi dung trong é6:

Chon 6 = Chuot phai = Table properties = Cell =2

._T_j o ___ _
1 |
— EE Cops
::::: ‘Ej FPaste Options:
.
[
E Smart Loockup
SYMONYITis
Eﬁ% Translate
In=sert »
Delete Cells...
] Split Cells...
Border Styles [
llﬂ Text Direction...
[ Table P_m-pert‘us_
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Table Properties
Table Row
Size
Preferred width: 3.3 cm ﬁ
Vertical alignment
Top Center Bottom
Trén) !]iil"ﬂ:l Duril
trén dudil
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Measure in:

Centimeters
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8. Nhic lai dong tiéu dé trong bang: Khi bang biéu nam qua trang khac, chiing ta nén

nhac lai dong tiéu deé.

= B1: Quét chon dong tiéu dé > Chudt phai = Table Properties.
= B2: Tai hop thoai hién thi > Chon thé Row = Tich chon muc: “Repeat as header row

at the top of each page”.

9. To mau néen cho o:

Chon 6 = Thé Home - Nhom Paragraph = Chon cong cu Shading

mui1 tén den nho bén canh dé chon mau.

Luwu y: (Pé b6 mau, chon No Color).

Bién soan: Bach Xuan Hién

TRUNG TAM

oo

i '1;7 EE Al 1-|—

— _—= == | £

1

AaBbCchc A
T Marmal = T

T
+

-

Theme Colors
H EEEETHEHRE

: IIIIIIIIII-
}

" Standard Colors

Paragraph

HE EEEEEN)
Mo Color
#‘1' More Colors..,

PAO TAO TIN HOC SAO VIET

, kich chon vao
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10.Khung vién cho O, Béng:

Quét chon vung can dinh dang > Thé Home = Nhom Paragraph = Chon céng cu Border

gan cong cu Shading = Borders and Shading..=>

Borders and Shading

Page Border

Click on diagram below or
use buttons to apply borders

injthélhiénicuaibing,

Shading
Setting: Style: Prewviewr
s
Hone
Kicuidwdongike)
B-CIE ____________ -
_____________ Phan
== e
o —o oo —o—o—oo iy
; : _ E=
ColorMauduwdng|keé
- Srid _ T T
- Automatic R
widtt Ddidayicuaduingke)
e et St
Custom 1z pt —
Apply to:

o

:

Chon nhanh

Cell I-"'
. Text
dinh dang Paragraph
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Lua chon déi twong
dinh dang

can
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11.Khung vién cho Trang:

Quét chon trang bat ky = Thé Home = Nhom Paragraph = Chon cong cu Border |+ ~

— Borders and Shading..—> | fere=na = ?X

Borders Shading

Preview

~ Click on diagram below or
use buttons to apply borders

Ei'#h;dhﬁngjt'léhi

Whole l:lu-n%\ent

rangsmu
WWhole doculirer i 2

h h This section
nnan e This section - First page only
khung This section - All except first pag

lr_
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BAI 07. CHEN BULLETS NUMBERING VA SO TRANG
|. Cheén Bullets Va Numbering:
= B1: bit dau nhay (Hodc quét chon cac doan) can cheén.

= B2: Thé Home = Nhom Paragraph = Chon cong cu Bullets hoac Numbering > Bam
chon muc can cheén.

11.Chén S6 Trang:

= Thé Insert > Tim dén nhom Header and Footer = Chon Page number = Chon Top of
Page = Chon Plain Number 2 (Panh s6 phia trén ¢ gitra).

1. Tao Header Va Footer:
= Thé Insert > Tim dén nhém Header & Footer = Chon Header hoic Footer.
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BAI 08. CHEN SYMBOL VA CONG THUC
|. Chen Symbol:

= B1: bit diu nhay chuot trudc vi tri can chen.

= B2: Thé Insert = Trong nhém Symbols chon Symbol (Hodac more Symbol) = Tai muc
Font, chon cac kiéu Font c6 biéu tugng chil yéu tai Wingdings, Webdings = Nhan Insert.

I1.Chén cong thirc
1. Cong thirc c6 san
» Bl: Pt dau nhay chudt trudce vi tri can chén cong thtrc.

= B2: Chon thé Insert = Trong nhém Symbol chon Equation = Chon vao mau cong
thirc ban can.
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Insert |Draw Design

Page Table
Break hd hd

Tables

D @

Pictures Shapes

Layout References

lcons D
h Models ~

lllustrations

SmartArt Chart Screenshot

Mailings Review View Developer Help

=2 Il & e
Online
hd Videos

D Bookmark

Comment  Header Footer
|.'TE| Cross-reference M M

Media Links Comments

Page

Mumber ~

Header & Footer
4 1 1 1 2 1 3 1 4 1 5 1 6 1 7 1 ] 1 ] 10 11
=

112

v 8] object ~

| H Comments | | Editing ~ |
()

Q Signature Line ~

It

Equation| 5y

w

ool Number

w

Built-In

[

Area of Circle

A =mr?

Binomial Theorem

n

(x+a)" = Z (:) xkaqnk

k=0

Expansion of a Sum

. nx n(n—1)x?
(1+x) :1+ET+__ET__+N

Fourier Series

nmx nmx
f(x)=ay+ Z (an cos—— + b, sinT)

n=1

@ More Equations from Office.com
T[ Insert New Equation

q
@ Ink Equation
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2. Cach viét cong thire bang Ink Equation: (Dung cho Office Word 2016 tré 1én)

Néu nhw Equation khong co san mdu cong thirc ban can thi ban van co thé tw viét vao nhé.
Cac buoc thue hién nhu sau:

= BI1: Piat dau nhay chudt trude vi tri can chén cong thirc.

= B2:Chon Insert = Nhap chon Equation = Chon Ink Equation

+| Insert |Draw Design Layout References Mailings Review View Developer Help | & commen tsH/Editing"|

MDY O D o e - N @

e Pictures Shapes Icons E]D)] SmartArt Chart Screenshot Online ookmark nbol Number
v - Models ~ v Videos | [[] Cross-re ference I

>

n
n k gn—k
k=0
ansion of a Su
nx ff n(n — 1)x?
n — J— e
(1+x)"=1+ T T +
Fourier Series
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= B3: Chon Write = Viét cong thirc ban can = Nhan Insert.

#| Math Input Control X

Writeé Erase Select and Correct Clear

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

‘ Insert ‘ Cancel
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BAI 09. CHEN VA XU LY HINH ANH, HINH DANG
|. Chén Hinh Anh.

= Chén hinh c6 sin trong may tinh:

Thé Insert = Picture > Mot bang hién ra, tim dén thu muc chira hinh anh > Chon hinh va
nhan Insert (Hodc nhay dap chudt vao hinh)

* Chén hinh v@i cong cu Online Picture (Tuy phién ban):

Thé Insert = Online Picture &> Chon “Bing Image Search” = Chon chu dé hinh, sau d6
chon hinh va nhan Insert (Cho hinh Download xuong).

= Chén hinh true tiép tir Internet:

Lén Google va tim kiém hinh anh, vi du: “Hinh dnh ban phim”, sau d6 chon chuyén muc
hinh anh (Images) = Chudt phai vao hinh = Sao chép hinh anh (Copy image) = Tré lai
Word va dan vao (Ctrl+V).

Luwu y: Ban c6 thé giit chudt trai vao hinh va kéo tha vao Word.
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Il.Chén Hinh Dang.
Thé Insert = Shapes = Chon hinh va v& vao bang tinh.

Layout References Mailings Rewi

ﬁ Store

3 Wy Add-ins = V!

| Chart
Table  Pictures

-

4 Screenshat =
Recently Used Shapes -

=N NOOOA L Lo ®
I VAT I

Tables Il
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File Home Insert Design References Layout Mailings Review View Q Tell me what you want to do... Signin P
@ — + D1 ShapeFill - | ISR
Shape b : EShEpEDutline'

" G Shape Effects -

|,jElrir1g Forward - |: -
| 0 Send Backward -

EL} Selection Pane A~

lﬂ Text Direction

=] Align Text =

§01%em

Quick
Styles
grdArt Styles
Bl T Y - B e U e e b AT T

ey 318cm -

”

L

Arrange 1Ze Ta

1300 14 i f 8.1 .19
Chinh kich

Insg Bhapes Shape Styles

Chinh gdc

Fhl;lh mau ~| Tao chivnghe Can chinh thwoc anh
- sac, higu wng \§ thuat l& chir

. - o Chinh kieu
. Style Fill - Outline \YOUT OPTIONS X hien thi hinh
. | In Line with Text

- . .. Y Copy

- Ghi chirvao . .

- Shapes Paste Options: t Wrapping

m —

L -MA:

-— P = s
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111.M6t S6 Thao Tac Véi Hinh Dang.

* Pinh dang cho hinh dang:

* B1: Chon hinh dang.

« B2: Chon thé Format = chon 1 trong cac cong cu sau:

- Shape Fill: Chon mau cho toan b hinh dang .

Luwu y: No fill = Khéng mau, khdc mau trdng.

_ Shape Outline: Chon mau va kiéu cho vién ké ngoai ctia hinh dang.
o No Outline = khéng mau (Khdc mau trdng).

S Weight: DJ day ciia vién.

2 Dashes: Kiéu duong ke (DPon, doi, dut..., dé nhiéu kiéu chon more lines).
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= Di chuyén hinh dang:

Dé di chuyén hinh dang, di chuyén con trd chudt vao vién ngoai, khi ndo xuat hién mii tén
chum thi gitr chuot trai va kéo tha.

= Xoa hinh dang:

Chon hinh dang = Nhan phim Delete (Hoic phim Back space).
= Viét chir va chinh sira chir vao hinh dang:

Chuot phai vao hinh dang > Add Text hoac Edit Text.

= Nhém cac hinh thanh 1 khoi:

* BI: Giit phim Ctrl ddng thoi chon cac hinh can nhom.

* B2: Chudt phai vao 1 hinh - Group = Group.

= Nhan bian nhanh hinh dang:

Chon hinh dang can nhan ban dong thoi gilt nat Ctrl va di chuyén sang vi tri khac.

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang50



I\VV.Mot S6 Thao Tac Véi Hinh Anh
1. Chén hinh anh.

2. Chon kiéu hién thi hinh anh trong vin ban.

3. Chon hi¢u ttng cho hinh anh.

B € - v Book1 - Excel

File Home ’ Insert ’ Page Layout ‘ Formulas I Data ’ Review I View | Developer Power Pivot Format
E;I = Em— e -.zPictureBorder' .1 Bring Forward ~ |?_' :g]"'- E[]281 -
: as| Color ~ %) e I 2 ool ~ (§ Picture Effects ~ 0O Send Backward ~ ] =

Remove e = T— e e ) - Crop =35 3» B

Background 23] Artistic Effects~ 4 ~ (5L Picture Layout~  5f; Selection Pane Sk L <
Adjust Picture Styles M Arrange Size I
Picture 8 v Je
Formula Bar

A A B & D E F G H | 6] | K L M N (0]
1“
2_
3‘_‘
4_
5_.‘
6_
7_
8_
9;
10
1
12
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BAI 10: SO PO THONG MINH VOI SMARTART
So do SmartArt la Biéu dé thong minh:

2 Gitip tao ra so do tém gon lai théng tin, théng diép truyén tdai dén nguoi doc.

2 Gitip cho viéc truyén dat théng tin mét cach phong phii, dé hiéu hon nhitng logi van
ban thong thuong.

|. Thao Tac Co Ban Trong Smartart

1. Tao so do SmartArt

Vao tab Insert - Chon SmartArt trong nhom lllustrations = Hop thoai Choose a
SmartArt Graphic hi€n ra. |[ceocien g s

= A I == @ =
= < I = o [ ]| ] R
=se  Process C=1=1 =i
¥ Cycle [ ] ([T C—c
o Al e ————— — { —— =
[ Relations... - = — ¥ =l
= ] — {iE=E=——11
B Matrix = =1
A Pyramid = Fo—. .
- —= — | | | == B B
2 oo = e ———
& Office.com -
I — e S § a - < Use to show non-sequential or grouped
] T 1 F } = = - ".1 ]] blocks of information. hPaximizes both
= : horizontal and wvertical display space for
e sha >S.
—aF—r — == E|Ed|E e
== S(IS]|I=] — == — ==
alsl=] | e — - ©

Chon kK ié{u ISoFf d;“;,‘: tromgzinh oM iISTMartArt:,
ChonKiguibsitrilso/ddl,

NhanOK. déihoanithanh:,

00e
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2. Thém chir vao SmartArt

Sau khi chon OK dé hoan thanh thi xuat hién so dd, dé thém chit vao trong so dd, ban
dap chudt vao tung 0 rdi dién ndi dung vao.

DPién ndi
dung vao
taomng 6 nay

(Text] | [ [Text] |

RES

[ Text]

=

O

[ Text]
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I1. Thay Po6i CAu Truc Trong So Do Smartart
1. Thém mot Shape trong so' do

Trong truong hop so d6 sau khi dién ndi dung vao bi thiéu. Vi thé ban can phai thém
Shape méi dé dién nodi dung tip.

Cac buwoc them shape moi:

Chon vao so d6 di tao = Trén thanh menu chon SmartArt Design = Chon Shape
trong Iuu d6 gan vi tri sap thém Shape moéi = Nhap chudt vao miii tén bén canh Add

Shape = Chon vi tri hién thi mong mudn. e 1»—'—’—_7 r IA
4

= . C
[ Add Shape After S Change |

N eft w
[y Add shape Before e Colors
hic

EI s Aboy 9_) 3 1 2 | 1 I
Add Shape Aboye a a 5 a . -
E Add Shape Below o

-

Add! Shape)Before:Thé mishapeymdijvao) trudce;o)dal chon

® 0@

Add)| shape)Aboye: Thé mishape)mdillénicip tréni6)dijchon

O) Add| Shape/Below:Thé mjshape)mdilxuéngicipdudild)dalchon
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2. Di chuyén shape

Chon vao so d6 mdi tao > Nhép chudt vao SmartArt Design & thanh menu - Tai
nhom Create Graphic Click chirc nang:

= Promote/Demote: Di chuyén Shape 1én/xuéng mot cap trong so do.

= Move up/Down: Di chuyén qua lai giita cac Shape ciing cap trong so do.
I1I. Pinh Dang So Po Smartart

1.Thay ddi style trong so do

Nhap chudt vao Tab SmartArt Design ¢ thanh Menu = Tai nhom SmartArt Styles
- Click vao mili tén bén canh dé hién thi toan b Style > Chon Style mong muon.

2.Thay d6i mau so do

Pé thay doi mau so do, tai Tab SmartArt Design ¢ thanh Menu = Chon chtrc ning
Change Color > Chon mau theo y muon.
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Bai 11: MAIL MERGE

|. Pit Van Pé

S Théng thuong khi ban c6 1 mau thu" moi, bang diém... Ban thwong lam thii cong s€ phai
photo nguyén vai chuc cdi don mz dzen tay tung thong tin dir lieu vao. Hoac néu trén
may thi g6 ting cdi mot ciing rat mat thoi gian, doi khi con bi 10i, sai sot.

SSir dung tinh nang Mail Merge trong Word rdt hivu ich doi véi nguwoi ding. Tinh ndng
nay da givp cho céng viéc soan thdo van ban dé giri thu moi dwoc rit ngan di dang ké.
Giup tw dong tron thu, chen mot danh sach vao mot mau tin ¢é6 dinh nhw thu moi, bang
diém... cho nhiéu nguoi mot cdach hiéu qua nhat, nhanh nhat va tiét kiém dwoc rat nhiéu
thoi gian so voi cdch truyén thong.
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1. Cach Tron Thw Trong Word Bing Tinh Ning Mail Merge
1. Yéu cau:

_ Ban chi can 1 file Word chira néi dung thw moi lam cdi khung va 1 file chira danh sdch
nhitng nguoi duwoc moi (Don cw file Excel), dir licu trong danh sach trong Excel sé dwoc
diéen 1 cach tu dong.

_ Pdc biét lic tao File danh sach thi khéng dwoc dé trong 1 dong nao phia trén hay phia
duoi table ca. Néu khong ban sé tao ra cac biéu mau trong. Vi du:

A B C D E
1| STT Ho Ten PH Ho Ten HS Lap Phong
2 1 |Nguyén Hitu Tinh | Tt Anh Khoa 12A4 A03.03
3 2 |Ngé Tuan Vii Phan Van Thanh 12A4 A03.03
4 | 3 |Chau Vin Hung Nguyén Ngoc Cuong 12A4 A03.03
5 4 |Lé Hoang Tuan Vi Van Manh 12A4 A03.03
6 5 |Nguyén Trung Anh |Duong Qudc Nam 12A4 A03.03
7| 6 |Huynh QudcBao  |Nguyén Quang Huy 12A4 A03.03
8 7 |Nguyén Thanh T |Lwong Quang Phap 12A4 A03.03
9 8 |Nguyén Chién Thang|Nguyén Van Thuin 12A4 A03.03
10| 9 |Pham Hoai Nam Nguyén Ngoc Bao Tran 12A4 A03.03
11 10 |Doan Chi Thang Chau Van Hung 12A4 A03.03
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2. Cac bwdc thwe hién tron thw trong word

= B1: Tai vdan ban Word can tron thu, click vao Tab Mailings = Start Mail Merge =
Step-by-Step Mail Merge Wizard dé mé cac budc thuc hién.

Home  Insert Design  Layout  References m Review  View Q Tell me what you want to do..

Labels B

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT LE TRUNG KIEN Péc lap - Tu do - Hanh phiic

N Step-by-Step Mail Merge Wizard...

GIAY MOT PHU HUYNH
Trén trong kinh mai:
Ong (ba):
Phu huynh em: Lop:

Dén tai Phong Truong THPT Lé Trung Kién.

Thoi gian: Thir Nam ngay 12 thang 08 nam 2021.
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= B2: Tai hop thoai Mail Merge click chon Letter va click Next: Starting document
trong muc Step 1 of 6 dé bat dau qua trinh tron thu moi.

Ao 15 0 216 0 e ] 18 1

Mail Merge

Select document type

What type of document are you working on?

A VIET NAM e |

phic ) E-mail messages
Envelopes
Labels

Directory

Letters

Send letters to a group of people. You can personalize the letter that
each person receives.
Click Mext to continue.

ing 08 nam 2021

chii nhiém

\ Step 1 of 6
I' =2 Mext: Starting document I
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» B3: Tai cau hoi How do you want to set up your letters?, cac ban tich vao 6 Use the
current document. Sau do click chon Next: Select recipients.

Bién soan:

1 +15: 1 :16: 1 - N
. VIET NAM
mac

~08 nam 2021

ii nhiém

Bach Xuan Hién

(% ¢ SO I

Mail Merge

Select starting document
How do you want t t up y

o set up your letters?
l ® . Use the current document l o

Start from a template

Start from existing document

Use the current document

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

\ Step2 of 6

[—) Next: Select recipients ]

€ Previous: Select document type
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= B4: Trong muc Select recipients, néu chua c6 danh sach thi cac ban chon Type a new
list 2 Create... dé tao moi.

Sau khi xuat hién ctra s6 New Address list > Chon Customize Columns. Sau d6
Thém, Xo4a, Stra tuy ndi dung can tron vao thu cua ban - Nhan OK.

aw .

Mail Merge TS

i ' Select recipients

Use an existing list

!' Type recipient information in the table. To add mo

STT v |Ho_Ten_PH w I Ho_Ten_HS Customize Address List ? X Select from Outlook contacts
E |eE=) 1 Field Names E‘ Type a new list ] o
|| Add.. i
Ho_Ten_PH g Type a new list
9 Ho_Ten_HS Delete Type the names and addresses of recipients.

LG g
Phgng K7 Create... 9
Rename...

~

Move Down

l New Entry

L Delete Entry Customize Columns...
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= B5: Tiép tuc tai cira sO New Address list. Ban dién thong tin co ban cua cac truong. Tiép
d6 Nhan OK - Dat tén File Danh Sach mai va Save.

- New Entry: Thém dong moi.

- Delete Entry: Xo6a dong.

14
: - h} *A New Address List ? X
- Find: Tim kiém.
Type recipient information in the table. To add more entries, click New Entry.
STT w|Ho_Ten_PH v |Ho_Ten_HS v |Ldp w | Phong v
1 Nguyén Hitu Tinh ~ Tir Anh Khoa 12A4 A03.03
2 Ng6 Tuén Vi Phan Van Thanh 12A4 A03.03
3 Chau Van Hung Nguyén Ngoc Cudng  12A4 A03.03
New Entry Find...
Delete Entry Customize Columns... OK Cancel
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Bién soan: Bach Xuan Hién

= B6: Trong muc Select recipients, néu di c¢6 danh sach thong tin trong File Excel thi

click chon Use An Existing List (sir dung danh sach c6 san) > Click vao Browse dé

mé File Excel chira danh siach can moi.

1 A8 -

Mail Merge

Select recipients

l ® Use an existing list

Select from Outlook contacts
Type a new list

Use an existing list

Use names and addresses from a file or a database.

Step 3 of 6
-2 Next: W
€— Previous: Startin

Vrite your letter
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= B7: Trong cira so Select Data Source chon dung File Excel Hoic File Word can st
dung r61 Click Open.

@ Select Data Source X
« ¥ R > ThisPC > Desktop > Soan gigo trinh v O O Search Soan giéo trinh
Organize ~ New folder =+ @ @
A - I : o I =
Khai Team Dropb Name Date modified Type Size
; Bai 09 10/08/2021 1:59 SA File folder
@ OneDrive - .
Done 09/08/2021 7:59 CH File folder
= This PC B Du_lieu_DS_Excel 09/08/2021 11:36 CH  Microsoft Excel W... 9 KB
J 3D Objects =| Du_lieu_DS_Word 09/08/20271 11:36 CH Microsoft Word D... 13 KB
I Desktop @ mau gidy mai bai 09 10/08/2021 12:09 SA Microsoft Word D... 13 KB

=| Documents

¥ Downloads

J Music

&= Pictures

@ Videos

#. Local Disk (C) Vv

New Source...

File name: | Du_lieu_DS_Excel All Data Sources v

Tools ¥ Cancel
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= B8: Hop thoai Select Table hién ra, chon vao Sheet chira dit liéu can st dung (Trong

File Excel nay chi chtra 1 Sheet) roi Nhdn OK.

Select Table ?
Name Description Modified Created Type
£
First row of data contains column headers I Cancel
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= B9: Trong giao dién Mail Merge Recipients, mic dinh 1a chon tat ca. Tuy nhién, cac
ban co thé sap x&p, loc theo di€u ki€n ban muodn, lva chon do1 tuong can mo1 hoac bo
chon tén mot a1 do ro1 Click OK.

Mail Merge Recipients ? X
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the checkboxes to
add or remove recipients from the merge. When your list is ready, click OK.
Data Source 7[7 STT w |Ho_Ten_PH « |Ho_Ten_HS « | Lép « | Phong - ~
Du_lieu D llv guyé A 03 A4 AD3.0
Du_lieu_DS_Ex.. f[v |2 Ng6 Tuén Vi Phan Van Thanh 12A4  A03.03
Du_lieu_DS_Ex... |7 3 Chau Van Hung Nguyén Ngoc Cud.. 12A4 A03.03
Du_lieu_DS_Ex... |7 4 Lé Hoang Tuéan Vi Van Manh 12A4 A03.03
Du_lieu_DS_Ex.. }Iv |5 Nguyén Trung Anh Dudng Quéc Nam  12A4 A03.03
Du_lieu_DS_Ex.. ||[v |6 Huynh Quéc Bao Nguyén Quang Huy 12A4 A03.03
Du_lieu_DS_Ex... [7 7 Nguyé&n Thanh Td Luong Quang Phap 12A4 A03.03
Du_lieu_DS_Ex... }Iv |8 Nguyén Chién Thi.. Nguyén Van Thuan 12A4 A03.03
Du_lieu_DS_Ex... [7 9 Pham Hoai Nam Nguyén Ngoc Bao.. 12A4 A03.03
Du_lieu_DS_Ex... 17 10 Poan Chi Thang Chau Van Hung 12A4 A03.03 v
Data Source Refine recipient list
Du_lieu_DS_Excel.xlsx | 8| sort..

7Y Find duplicates...

Gf) Find recipient...

E‘, Validate addresses...

o |
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= B10: Nhan Next: Write Your Letter dé chuyén sang budc tiép theo.

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

[Sheet1$] in "Du_lieu_DS_Excel.xlsx"

[7] select a different list...

E‘ Edit recipient list...

Step 3 of 6

=2 Next: Write your letter

€ Previous: Starting document
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= B11: Pién dit liéu vao mau gidy moi. Pt con trd vao vi tri muon chén thong tin. Tiép
theo chon Mailings = Insert Merge Field - chon dang trudng thong tin can chén vao
cho phu hop.

esign Layout References Review View Q Tell me what you want to do...

&% &7 =2
slect Edit L, Finish &
pients ~ Recipient List L Check for Errors Merge ~
Mail Merge Preview Results Finish
Y
B 10 200 e300 401500 Ho_Ten HS . 9.1 -10: 4 «11- 1 12+ 1 +13+ 1 +14- 1 +15+ 1 +16+ 1 - AW =dBR IS
Lép
Phong
PHONG GIAO DUC VA PAO TAO CONG HOA XA HOQI CHU NGHIA VIET NAM
TRUONG THPT LE TRUNG KIEN Déc 1ap - Tw do - Hanh phiic
GIAY MOI PHU HUYNH
Tran trong kinh moi:
Ong (ba): |
Phu huynh em: Ldp:
Pén tai Phong Truong THPT Lé Trung Kién.
Thoit gian: Thitr Nam ngay 12 thang 08 nam 2021.
pé thong bao tinh hinh hoc tdp va ren luyén cua hoc sinh trong ndm hoc 2021
Rat mong quy phu huynh dén ding gio.
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= B12: Sau khi chén xong, cac ban click vao Preview Results dé xem trudc két qua.

Design Layout References Mailings Review T
== == [=T -1 b £ I3 Rules ~ =n
= g | ] {13 ules «@> 4 |1 > M ‘L__)
L as® an & ——J =0y Match Fields O Find Recipient
Select Edit Highlight Address Greeting Insert Merge 3 Preview % Finish &
Recipients ~ Recipient List Merge Fields Block Line Field ~ padese oo Results | Check for Errors Merge ~
Start Mail Merge Write & Insert Fields / Preview Results Finish
=il
2---1-:-‘;‘;5;---1---2- ! -3.1-4.1-5.1-6-1-7-1-8-1:9-1-10-| view Merged Data 16 1 - ANNiEagi
Plug info from your recipient list
into the merge fields to see how
the finished document will look.
PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT LE TRUNG KIEN Poc lap - Tw do - Hanh phuac
GIAY MOI PHU HUYNH
Tran trong kinh moi:
Ong (ba):{«Ho Ten PH» /
Phu huynh em:|{«Ho Ten HS» Lép:

Dén tai PhongfcPhong»|Trirong THPT Lé Trung Kién.
Thoi gian: Thit Nam ngay 12 thang 08 nam 2021.
pé théng bao tinh hinh hoc tap va rén luyén cua hoc sinh trong nam hoc 2021

R4t mong quy phu huynh dén dang gio.

Xin tran trong cam on.
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D¢ dam bao danh sach thong tin dugc xuat hi€n dung trong vi tri cua thu, cac ban click
vao mii1 tén nhu trong hinh v€ dé xem, kiém tra cac phi€u mo.

References [RVENNIN Review  View Q Tell me what you want to do...

2 EHIE B 2 BN M B
o - B +yMatch Fields [ OFind Recipien =
Highlight Address Greeting Insert Merge Preview Finish &
st Merge Fields' Block Line Field ~ Lt Results L Check for Errors Merge ~
Write & Insert Fields Preview Results pish
2NN 11 -2 0230 400 5161718191201 111121 -13- 1 14+ 1 -15- 1 -16- 1 - AESIREBAN

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THPT LE TRUNG KIEN Péc lap - Tw do - Hanh phic
GIAY MOI PHU HUYNH

Tran trong kinh mo: /

Ong (ba){Chau Van Hung /

Phu huynh em: Nguyén Ngoc Cudng Ladp:

Dén tai PhonglA03.03|Truong THPT Lé Trung Kién|

Thoi gian: Thit Nam ngay 12 thang 08 nam 2021.

Dé thong bao tinh hinh hoc tap va rén luyén cia hoc sinh trong nim hoc 2021
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» B13: Click chu6t vao Finish & Merge va chon 1 trong 3 tuy chon sau:

Edit Individual Documents: Chinh stra tai li€u ca nhan.

~ Print Documents: In tai liéu
- Send Email Masages: Gui qua email.

Mailings Review  View Q Tell me what you want to do...

2 B Crues— gl M 41 > M
= T Match Fields ™ [DFind Recipient
lht Address Greeting Insert Merge o Preview
elds Block Line Field ~ date Labels  [gogiirs| [ W Check for Errors
Write & Insert Fields Preview Results Ey Edit Individual Documents...
— L& Print Documents..
IR 0 1.1 -2 1 -3-1:4:1:5:1-6+1:7:1-8-1-0..10- 1|53 Send Email Messages... 16+ 1 - AN

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT LE TRUNG KIEN Péoc lap - Ty do - Hanh phiic
GIAY MOI PHU HUYNH

Tran trong kinh moi:
Ong (ba): Nguyén Hiru Tinh

TRUNG TAM DPAO TAO TIN HQC SAO VIET Trang71
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= B14: Cubi cung Click chon Edit Individual Documents. Sau d6 hién thi hop thoai chon
All © Nhan OK va xem két qua.

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THPT LE TRUNG KIEN BAclan T do_Hanh nhic
Merge to New Document ? X
. Merge records
GIAY M O
Trén trong kinh moi: O current record
A - ~ " (O Erom: To:
Ong (ba): N 1 Tinh
Phu huynh em: Ttir Anh Khoa oK Cancel

Pén tai Phong A03.03 Truong THPT Lé Trung Kién.

Thoi gian: Thir Nam ngay 12 thang 08 nam 2021.
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3. Tron thw c6 chira hinh danh trong word

Dé thuc hién dugc bai nay chung ta phai can c6 1 File hinh dnh va 1 File danh sach

Excel.
FILE DU LIEU EXCEL
A B C D
1 Ma Nhén Vién Ho tén Chirc vy Phongban  [Hinh
2 V01 HoangAnh Th  [KE toan K€ toan
3 NV02 Do Tri Diing Nhan vién Kinh doanh
4 NV03 Tran Thiy Trang  [Nhan vién Kinh doanh
5 NV04 Nguyén ThiyVi  [Truongphong  |Nhdnsu
6 [NV0S Le HoangNam  |Pho phong Nhan sy
7 NV06 Huynh Quoc Huy  [Thu ngan Kinh doanh
g NVO7 Nguyén Minh Hiéu [Nhan vién K€ todn
9 |NV08 Nguyén Anh Thu  Nhan vién San xuat
10 NV09 Hoang Minh Hing [Nhan vién San xuat
11 V10 Nguyén DuyAnh |Truongphong | Marketting
12 NV11 Duong Thiy Diém |Nhan vién Marketting
13 NV12 TranVanHing  Nhan vién San xuat
14
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= B1: Chén dudng dan dén hinh anh, tai Tab Insert cac ban chon HyperLink. Luc nay thi
hop thoai Insert Hyperlink s€ hién ra. Cac ban di chuyén dén thu muc chira nhitng hinh
anh cua nhan vién, sau do chon va an OK.

Review  View Developer Formulas  Power Pivot Sign in

m Page Layuuc D

Q Tell me what you want to do..

fu E-‘ 7 o I U4 = ot ok bt T T m——— [t b f
5 D |:‘] ;‘l » Shapes @ store i Visio Da - = I , A ERYYS ‘l:“" W =¥ FY 4 WordArt 7T Equa
- e ' JE SmartArt Bing Maps . ol TR R . : = ! - [# Signature Line ~ €2 Symt
ended Table Pictures Online s Y My Add-ins - Recommended ,' e e PivotChart 3D Line  Column™W peline JHyperlink | Text Header :l]O ;
bles Pictures @+ SCreenshot & People Graph Charts @ =2 = - Map ~ Loss Box & Footer = Object
lllustrations Add-ins Charts & Tours Sparklines Filters Links Text Symk
Jx
B C D E F G H J K L M
o Sp— gz ‘ & I '
ien |Hotén Chirc vu Phong ban Hinh )
> > Insert Hyperlink ? X
Hoéng Anh Thu Ké' Sakn Kél fokin Link to: Text to display: | C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv1 ScreenTip...
Do Tri Diing Nhan vién Kinh doanh = Faokin hinh S a
= x = = : Existing File or =
Tran Ihuy Trang |Nhanvién Kinh doanh Web Page =~ A eookmark.
Nguyén Thay Vi (Trudng phong Nhan sy a Current Folde | 5] Nv10
Lé Hoang Nam Phé phong Nhan sy Place in This "J‘ E":;
\ ~ A . Document | Nv
Huynr Qu?c Huxl Thti ng‘in K|:1h c,loanh rowsed pagel| B NV2
Nguyén Minh Hiéu [Nhan vién Ke toan ’ t—]N 5| Nv3
2 > % reate New 3
Nguyén Anh Thu  |Nhan vién San xuat Document =] ﬁ":
. ; . T > ,« g (] Nv.
Hoang Minh Hung |Nhan vién San xuat fecen ies %] V6
x 2 \ . :ﬂ I v
Nguyén Duy Anh  |Truwong phong Marketting E-mail Address . . :
D Th B D.'x NhA R M k ti Address: C:\Users\KHAI PHAM\Desktop\BTI'H\duI!eutronthu1\h|nh\N\'1| v
uong Thuy Diem anvien arketting L -
Tran Van Hung Nhan vién San xuat \ | oL l ol
A N\ A
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= B2: Lam tuong ty v&i1 hinh anh cua cac nhan vién bén duoi.
Luu y: Cac ban nén luu tén File hinh anh dé nho dé sau nay co thé dé dang tim hinh anh
ung voi tung nhan vien.

Bién soan: Bach Xuan Hién

. A | B ! C ) D 7 [

‘Ma Nhan Vién |Ho tén Chircvu Phong ban Hinh

INV01 Hoang Anh Thy  |Ké toan Ké toan C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv1
jNV02 Po Tri Diing Nhan vién Kinh doanh C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthul\hinh\Nv2
;NVO3 Tran Thuy Trang  |Nhan vién Kinh doanh C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv3
NV04 Nguyén Thiy Vi  |Trudng phong Nhan su C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv4
.NVOS Le Hoang Nam Pho phong Nhan sy C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv5
JNV06 Huynh Qudc Huy |Thu ngan Kinh doanh C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv6
NVO7 Nguyén Minh Hiéu |Nhan vién Ké todn C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv7
NV08 Nguyén Anh Thu  |Nhan vién San xuat C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv8
.NV09 Hoang Minh Hung |Nhan vién San xuat C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv9
:NV1O Nguyén Duy Anh  [Trudng phong Marketting C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu\hinh\Nv10
‘NV11 Duwong Thiy Diem [Nhan vién Marketting C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthul\hinh\Nv11
NV12 Tran Van Hung Nhan vién San xuat C:\Users\KHAI PHAM\Desktop\BTTH\dulieutronthu1\hinh\Nv12
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= B3: Mic du da chén dugc dung dudong dan nhung luc nay ching ta van can phai thay doi
dau “\” bang dau “\\” d¢ ding dinh dang dudng dan trong Windows.

_ Pé thuc hién cac ban boi den toan bo vung dit liéu chira dudng dan sau d6 an Ctrl + H
trén ban phim.

_ Nhap “\” & phan Find what va nhap “\\” ¢ phan Replace with. Sau d6 nhan Replace
All 6 bén dudi dé tien hanh thay d61 toan bo

Find Replace
Find what: \ v
Replace with:  \\ v
/ Options >>
[ Replace All Replace Find All Find Next Close
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= B4: Chuyén qua File Word tao thé nhan vién.

Tao bang bé‘ing cach ¢ Tab Insert chon Table, ¢ vung bén dud1 ching ta sé chon s6 cOt va
sO dong phu hop. O bai huéng dan minh ¢6 12 nhéan vién nén sé€ chon 6 dong va 2 cot.

Home Design Layout References Mailings Review View Developer

= oD 23 > T gl ol |@wee W
ik Page Table Pictures inine Shavpes SmartArt Chart Screevnshot .’MyAdd—ins -~ Wikipedia
= FEEEEEEEAA]-
1 [ R
| | O | O | OO
| | N I | O
| | I | O
| | | | I | O
(| | | O | O [
D Insert Table...
¥ Draw Table
E[f] Excel Spreadsheet
B Quick Tables 5
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= B5: Cian chinh bang cho phu hop véi kich thudc. Tai Tab Layout = O phan Height,
cac ban tang do cao cua mot 6 d€ co thé chira hét nhirng dit 1i€u can thi€t cuia mot nhan

AN
\2(118
Mailings  Review  View Developer Design Layout Q Tell me what you want to do...
[ ] I 34 e . g = —
} ’(_ ‘ i .)’ == { == : B %ﬂHeight 4 cm *  |Hf Distribute Rows BEHE —*A : !!! él E{E
t Insert Iqsen Merge Split Split  AutoFit ﬁWidth: 949cm - |EE Distribute Columns o ATex‘F Cel! Sort Repe
v Left Right Cells Cells Table = Direction Margins Header
nns 1 Merge Cell'Size 1 Alignment
i..#% -+v-1.-0.21+3. 14151 61718198 10-1 11121 131 141 <151 16+ 1 +17 1 -18. | EO. | .
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= B6: Nhap cac truong nhu: “Ma Nhan Vlen” “Ho tén”, “Chuce vu”, “Phong ban” vao
bang. Sau d6 tai Tab Insert chon Table roi chon Draw Table dé v& mot khung chtra
hinh anh cua nhan vién vao bang.

Home Design  Layout  References  Mailings Review View  Developer Design  layout Q

1 ] e

nk Page | Table Pictures Onlme Shapes SmartArt Chart Screenshot ‘My Add-ins ~ Wikipedia Onlme Hyperlink Bookm:

R 1 I
DDDDDDDDDD N 1.1 :2:1:3:0:4:1:5:1:6:1:7:1:8:1. 9§
I
I
I I [ ___.
OO OO0 Ma Nhan vién;|
000000000 | o e
EEEEEEEEEN T
B2 Insert Table.. Chrc vu:

I[:l’ Draw Table I

oy y Phong ban:
L_'m Excel Spreadsheet

£ Quick Tables »
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= B7: Tién hanh két n6i véi dir liéu ma chung ta da c6 ¢ File Excel phia trén. Tai Tab
Mailings chon Select Recipients 101 chon Use an Existing List.

Document1 - Word Table Tools

Inset  Design Layout  References Review View  Developer Design  Layout

KT Type a New List... Write & Insert Fields Preview Re

xj L] Use an Existing List...

= Choose from Outlook Contacts... 8 o102 0301415 01:6:1+7 18

Ma Nhan viéen:

Ho tén:

Chire vu:

Phong ban:
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= B8: Chon ding thu muc chira File Danh Sach Excel. Sau d6 hop thoai Select Table
hién ra, h¢ thong s€ hoi1 chung ta muon si dung Sheet nao trong File Excel vira chon.
Hién ching ta chi sir dung 1 Sheet nén cac ban chi can an OK la duoc.

- - - - B - - - - R —— —— —— —— —— - —— -— - —— —

H

Select Table ? X
: Name Description Modified Created Type
Ma Nhan vien: 8/13/2021 2:55:24 PM  8/13/2021 25524 PM  TABLE
A n T

Ho ten:

Chure vu:

Phong ban: : 5
First row of data contains column headers L OK Cancel
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» B9: Tai Tab Mailings - Insert Merge Field va chon trrong twong img véi danh sach
trong bang nhu: “Ma Nhan vien”, “Ho tén”, “Chiuc vu”, “Phong ban”. Riéng Hinh
Anh thyc hién Buégc 10

Layout  References Review View Developer Design  Llayout ) Tell me what you want to do..

gé ? Rules ~ «@> M4 PN E_)

—  KYMatch Fields [0 Find Recipient -
Edit Highlight Address Greeting nsertMerge 2 l Preview Finish &
Recipient List Merge Fields Block  Line g~ [Je Updatelabels oo [ Check for Errors Merge ~
ge Write & | M3_Nhan_Vién : Preview Results Finish
|| Ho_tén
1 Chirc_vu =81 9@ 1001 11. 1 121131 14 1 150 1 16 1 +17. 1 +18. 1 O,
g _ InsertpMail Merge Field L
Phong_ban
Hinh
+
Ma Nhén vién:
«Ma Nhan Vién»
Ho tén:
Chre vu:
Phong ban:

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang82



= B10: Dau tién an vao trong khung hinh anh sau d6 an nut F9 hoic Ctrl+F9 & 1 s6
may. Hién thi dau ngoic nhon “{}” 1a chinh xac. Nhap 1énh: “INCLUDEPICTURE”
vao dau ngoic nhon. Luu v sau khi viét chit xong cac ban phai cach ra 1 ki tu ro6i nhap
QQu ngoic kép. Cudi cung tai Tab Mailings chon Insert Merge Field roi chon “Hinh
Anh”,

Developer Design Layout Q Tell me what you want to
jl“ = 1 E% [ % Rules ~ «@» 4 4 1 > bl E_)
S _ — % Match Fields _ O Find Recipient =
Highlight Addres&Greeting Insert Merge F*'U d bel Preview Finish &
ist Merge Fields Block i Field ~ & Update Labels o s [+ Check for Errors Merge ~
L Ir M3 Nhan Vién Preview Results Finish
Ho_tén
G it i DA i) G Chirc_vu PEC 1.0 - 2 . JESAES e
Phong ban .
e Hinh
Ma Nha 'nsert Mail Merge Fig d
«Ma Nhan Vién» {
INCLUDEPI
Ho tén: «Ho tén» CTURE " }
Chirec vu: «Chirc_vu»
Phong ban:«Phong ban» 4
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= B11: Pé cac cot va dong con lai déu hién thi hét thong tin cua Nhan Vién. Ta thuc
hién nhu sau: Tai Tab Mailings = Start Mail Merge = Labels. Sau d6 hop thoai
Label Options s¢€ hién ra, cac ban khong can thao tac gi ca va chi can an Cancel thoa.

Home Insert Design layout  Referer -, Review View  Developer Design  Layout Q

SMe~T 2 T8 @ ow ekt
= 2t Match Fields

[OFind Re

_abels | Start Mail | Select Edit Highlight Address Greeting Insert Merge P‘*‘U e late Preview
ecipients ~ Recipient List Merge Fields Block  Line Fielg~ LeUpdatelabels oo o [ Check f
E] Letters Write & Insert Fields Preview Resl

— E-mail Messages
(=] Envelopes.. RIS SR g2 1 2
F—E Labels...

—| Directory
@ Normal Word Document M3 Nhan vien:
IN Step-by-Step Mail Merge Wizard.. «Ma Nhan Viéen» ‘ | ‘
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= B12: Sau khi da tao Label xong, cac ban an Update Labels tai th¢ Mailings dé cac 6
con lai trong bang nhan dinh dang giong nhu 6 dau tién ching ta lam nay gio.

References Ma;llngs Review View  Developer Design  Layout QTeH me what you want to do..

- [ % Rules - «@> M 4 > M E_)
B Match Fields [0 Find Recipient =
nghhght Address Greetmg Insert Preview Finish &

List Merge Fields Block  Line Fleld' [_; Update Labels § p.q s [ Check for Errors Merge ~

Write & Insert Fields Preview Results Finish
1-l§§3-l-l-|-2'|-3-l-4~|-5-r-6-| 7-|-8-|-9:;§ 1000 o110 1200 21300 21400 2150 1601 21700 218 1 L9
+
Ma Nhan vién: Ma Nhan vién:
«Ma Nhan Viény)| «Ma Nhin Viény «Next
Recordy
Ho tén: «Ho tény» Ho tén: «Ho tén»
Chire vu: «Chirc_vuy Chtrc vu: «Chie_vuy
Phong ban:«Phong_ban» Phong ban:«Phong_ban»
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» B13: Xem dit li€u. Tar Tab Mailings cac ban chon Finish & Merge roi chon Edit

Individual Documents. Luc nay s€ c6 hop thoai ma61 hién ra, cac ban chon muc All roi
an OK.

References Review View Developer Design  Layout Q Tell me what you want to do...

8 BHE

Highlight Address Greeting Insert Merge [2' | Preview
st Merge Fields Block  Line Felg- L Updatelabels o ..o [« Check for Errors

Write & Insert Fields

21 Match Fields

{Finish &

Vierge ~

Preview Results

l E{j Edit Individual Documents...

[:.gg Print Documents...

)

1!@_ | ool 2 o) B G B B 5o Uo 8o Foldln Do Bo D2 ONM «d0.41 o1 D Send Email Messages... 1
-
Ma Nhan vien: Ma Nhan vien:
«Ma_Nhén_Vién» ‘ ‘ «Ma_Nhén_Vién» ‘ «Next
Record
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= B14: Lic nay hinh anh chua hién thi. Cac ban nhan Ctrl+A dé boi tat ca bang. Sau d6
an F9 hoac Fn+F9 ¢ mot sO may la hinh anh s€ hién thi ra.

+

Ma Nhan vién: NVO1 Ma Nhan vién: NV02

Ho tén: Hoang Anh Thuw Ho tén: P4 Tri Ding

Chtrc vu: Ké toan Chirc vu: Nhan vién

Phong ban:Ké toian Phong ban:Kinh doanh

Ma Nhan vién: NV03 Ma Nhan vién: NV04

Ho tén: Tran Thuy Ho tén: Nguyén Thuy Vi

Trang

Chure vu: Trirong phong
Chirc vu: Nhan vién

Phong ban:Nhan sy
Phong ban:Kinh doanh
Ma Nhan vién: NVO05 Ma Nhan vién: NV06

Ho tén: Lé Hoang Ho tén: Huynh Quéc Huy
Nam
Chure vu: Thu ngan
Chirc vu: Pho phong
Phong ban:Kinh doanh

Phong ban:Nhan sy
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4. Tron thu theo yéu cau trong word

O bai viét nay chung ta thuc hién tron thu theo yéu cau 2 thu trén cung 1 trang. Thuc
hién vi du nhu hinh anh bén dudi.

TRUGNG DAI HOC ABC CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HOC Déc lap - Tw do - Hanh phic

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HOC

Ten to11a:. oo SINN NGAY .o
Ma sinh VIN: ...oviiiiiceee e SO chirng Minh:.......c.oveveeveeeeeeeeeseeens
L. ettt h e es et b et et ettt ettt anee
Pi1en Thoal ....ooovevivieieieeieeeeeeeeeeeeeen Email: oo
INGAY ThEE oot n ettt e ee e ne e eeseen |

Ngay ... thang ... nam ...
Hoi dong thi
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Yéu Ciau: Chiing ta cing phai chudn bi di¥ liéu danh sdch File Excel va di ligu hinh
anh nhdn vién va 1 phiéu dw thi tréen Word.

= B1: Thuc hién giéng Bude 1, Buée 2, Bwde 3 cia bai tron thu chén hinh anh. Két qua
dat duoc:

A B t D E F G | u |

1 MaSV |Ho tén Ngay sinh |56 chirng Ma lép |Dién thoai Email Ngay thi Hinh

2 HVO1 Hoéng Anh Thu 10/01/1998 561611673|CB01 0918222344 |thuanh@gmail.com 01/02/2017 |C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv1
3 HV02 |Do Tri Diing 20/12/1997|  866068931|CB02 0903715413 |tridung@yahoo.com 01/02/2017 |C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv2
4 HV03 |[TranThlyTrang | 11/01/1989|  907054271|CB02 0916614843 |trang9829@gmail.com 01/02/2017 |C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv3
5 HV04 Nguyén Thlfly Vi 01/11/1990 600443630(CB03 0918336689 |thuyvi@gmail.com 01/02/2017|C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv4
6 HVOS5 |Le Hoéng Nam 12/10/1989 500587431 |NCO1 0123149311 |hoangnam@gmail.com 02/02/2017 |C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hvS
7 HV06 [Huynh Quoc Huy | 20/01/1995|  766063573|NCO1 0901891225 |quochuy@gmail.com 02/02/2017|C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv6

8 [HVO7 Nguyén Minh Hiéu 10/02/1990 089817984 (NC0O1 0908827025 |minhhieu@gmail.com 02/02/2017|C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv7

9 |HV08 Nguyén Anh Thu 30/04/1990 491275751|NC02 0929407129 |anhthu@yahoo.com 02/02/2017|C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv8

10 HV09 Hoang Minh Hung | 10/01/1998 697805791|NCO3 0999024398 |minhhung@gmail.com 02/02/2017 |C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv9

11 HV10 |NguyénDuyAnh | 20/12/1997| 631885684|NC0O3 | 0184652392 |duyanh@gmail.com 02/02/2017 | C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\hinh\\hv10

12 HV11 |DuongThiy Diém | 11/01/1989|  288606179|NC0O4 | 0986127294 |thuydiem@gmail.com 02/02/2017|C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv11

13 'HV12 |Tran Vin Hfjng 01/11/1990 864431993 |NCO5 0129893904 |tranvanhung@gmail.com 02/02/2017 C:\\Users\\KHAI PHAM\\Desktop\\BTTH\\dulieutronthu\\hinh\\hv12
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= B2: Tao Label cho File Word dé chia ra 2 phan trén 1 trang nhu yéu cau.
Tai Tab Mailings - Start Mail Merge = Labels.

Insert  Design  Layout  Refer=ics WMVEUINGMM Review View  Developer Q) Tell me whaf

Merge ~ JRecipients ~ Recipient List  Merge Fields Block Line Field AL SAVEY | Restits
B Letters Write & Insert Fields ;
D KX E-mail Messages
Envelopes.. l'2-l-1~l':)?f-l | ASDIS FDEy A o P SR I EZ. T I v TS I, U
-

E_d Labels...

Directory
@] Normal Word Document

[_\l Step-by-Step Mail Merge Wizard...
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= B3: Sau khi hop thoai Label Options xuat hién ta chon New Label. Tiép tuc thuc hién
chinh bén Label Details cho phi hgp = Nhan OK => Nhin OK.

- Label name: Dat tén cho Label.

_ Top margin: Khoang cach 16 trén

_ Side margin: Khoang cach 1¢ hai bén: Trai, Phai

_ Vertical pitch: Khoang cach tir dau khung Label dau tién dén dau khung label thi 2
_ Horizontal pitch: Khoang cach cia mép trai Label dau tién dén mép trai label thir 2
_ Page size: Kho gidy

_ Page width: Chiéu ngang kho giay

_ Page Height: Chiéu cao kho giay

_ Label height: Chié¢u cao cta Label

_ Label width: Chiéu rong ctia Label

- Number across: Tt trai sang phai c6 bao nhiéu don vi

- Number down: Tu trén xuong dudi c6 bao nhiéu don vi
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Két qua cua budc 3:

Printer information

O Continuous-feed printers

@ Page printers Tray. |Defaulttray Vv
Label information
Label vendors: | Other/Custom v

Find updates on Office.com

Product number:

2 trang
2 trang
2 trang
6 trang

Details... Delete

New Label... |

Bién soan: Bach Xuan Hién

Label Details 7 X
Preview
Side margins
Top margin | '
Vertical pitch Width Number down
Height
Label information [ ]
Number across™*

Type: Custom laser

Height: 10 cm r

Width: 17 cm Label name: 2 thy trén 1|

Page size; ] = . .
Top margin: 2cm = Label height: 10 cm =
Side margin: 2¢em : Label width: 17 cm =

(0] Cancel B ~ <
Vertical pitch: 11cm = Number across: 1 =
Horizontal pitch: 17 cm = Number down: 2 :
Page size: A4 v
Page width: 21 cm < Page Height: 29.7 cm =
A \ A
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= B4: Pé dé nhin thay su ngin cach thi ching ta tao Borders ngan cach cac Label va dua
hét dir li¢u nhu y€u cau vao khung Label vura tao.

TRUONG PAI HOC ABC CONG HOA XA HOI CHU NGHIA VIET NAM

TRUNG TAM TIN HOC Bée lap - Ty do - Hanh phic

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HOC

Ten tO1 1a: .o SN NGAY .o
M3 sInh VI ..o S chitng minh: ......oooooviiiiiiieeeceee
5 o S PS
PIEN THhOAL o Email: oo
B T 1 USRNSSR

Ngay ... thang ... nam ...
Ho6i déng thi
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= B5: Tién hanh két n6i véi dir liéu ma chung ta da co ¢ File Excel phia trén. Tai Tab
Mailings chon Select Recipients ro1 chon Use an Existing List. Sau do6 chon dung
File Danh sach va Sheet tuong trng ro61 nhan OK.

Design  Layout  References Review View Developer Design  Layout Q Tell me what

Recipients = Recipient List | Merge Fields Block  Line  Field - [ Update Labels

g Type a -;_\lel.,!'i List... Write & Insert Fields Preview Results

,‘[D Use an Existing List... I

=] Choose from Outlook Contacts.. i g 01010200030 401516171 819110
+ Bl ~ B}

TRUGNG PAI HOC ABC CONG HOA

TRUNG TAM TIN HOC D¢
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» B6: Tai Tab Mailings - Insert Merge Field va chon truong tuong ting vo1i danh sach
va hinh anh cling thuc hi¢n nhu Bwde 10 bai tron thw hinh anh.

Cu phap: {INCLUDEPICTURE “Chon Field Hinh Anh}

Insert Design Layout References Review View Developer Design Layout Q Tell me what you want to do...

B E 2 B SO = N e
J @ 4 == i =
= as® ’i“'fl = : S Match Fields ) [© Find Recipient .
art Mail Select Edit Highlight Address ing Insert Merge r. U L . Preview Finish &
lerge ~ Recipients ~ Recipient List Merge Fields Block ] Field - g2 Update Labels | o [ Check for Errors Merge ~
Start Mail Merge Write & I M3 SV Preview Results Finish
3 A s~ Q) - Ho_tén
RS T S Lo Ngay_sinh -10-u-9---s-u‘7-|-s-x-5---4‘|-3-|-2-|-1-;§-|~1~|‘-$-|-3-u

S&_ching_minh

Ma_iép

Dién_thoai

Emai

Ngay_th ABC CONG HOA XA HOI CHU NGHIA VIET NAM
l Hinh DC Poc lap - Ty do - Hanh phuc

Insert Mail Merge Field

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HOC =

{
NCLUDE
'PICTURE
=53
Ten 161 1a:«HO ey vunnmmunaans Sinh ngay«Ngay sinh» ..........cccccccoiiiiiiinn.
M3 sinh Vién:«Ma SV»....ococooveiceieeeennn. Sé chitng minh:«Sé_chitng_minh.............
) 50e4 0 3R20LY b T e o35 USSR
Dién Thoai«Dién thoai» .......ccccceeveeeuennnen. Emaili«EMaiby oovnsannnmanisnanns
INZAY thE S CNGAT  TRDS v aousimmisisomssmsii e s s s o S B e ST S SR s
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= B7: Nhan Update Labels tai thé Mailings dé cac 6 con lai trong bang nhan dinh dang
g10ng nhu 0 dau tién chung ta lam nay gio.

hyout  References Review View  Developer Design  layout Q Tell me what you want to do...

- e , Y Match Fields — [[OFind Recipient »
Edit Highlight Address Greeting Insert Merge =0 Preview Finish &
ipient List Merge Fields Block  Line Field- [peoUpdatelabels | o i [« Check for Errors Merge ~

Write & Insert Fields [

Preview Results Finish

CIe S 24 A3 Y Update Labels

If you are creating labels, update
all the labels in the document to
use information from the recipient
list.

: For a mail merge to a printed letter - - — 3 =
TRUONG f or e-mail, this command is not CONG HOA XA HOI CHU NGHIA VIET NAM

TRUNG T| necessary. Déc lap - Tw do - Hanh phuc
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» B8: Xem dir licu. Tai Tab Mailings cac ban chon Finish & Merge r6i chon Edit
Individual Documents. Luc nay s€ c6 hop thoai ma61 hién ra, cac ban chon muc All roi
an OK.

Layout  References Review View  Developer Design Layout Q Tell me what you want to do...

=2 B B B

== %EMatch Fields
Edit Highlight Address Greeting Insert Merge [f‘u : Preview
Recipient List Merge Fields Block  Line Field ~ ©pdatelabels Results
rge Write & Insert Fields
S P T
. Merge to New Document (Alt+Shift+N)
200 1.1 § bl o200 0300401500161 71 80191101 [;1 Send Email Méessages... 16+ 1 FT 1801 1Y
+ =
TRUGNG DAI HOC ABC CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HOC Déc lap - Ty do - Hanh phuc

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HQC

............. |7
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TRUONG DATHOC ABC CONG HOA X4 HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HQC Die lip - Tz do - Hanh phiic

""""" $

—
Tén t6i 1a: Hoang Anh Thie ... Sinhngay 1101998

M2 sinh vién: HVO1 . ___ S&ching minh: 561611673 ___
Lép: CBOL
Dién Thoai0918222344 __________ Email: thuanh@gmailcom .
Ngay thi: 2/1/2017

Ngay ... thing ... ndm ...

Héi déng thi
TRUONG DATHOC ABC CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TIN HOC Dée lip- Ty do - Hanh phiic

Tén t3i ta: DA TriDing ... Sinhngay 12201997 .
ME sinh vign: HV02 ... $6ching minh: 366068931 ...
Lap: CBO2
Bién Thoai0903713413 ... Email: tridung@yahoo.com ..o
Ngay thi: 2/1/2017

Ngay ... thng ... ndm ...

Hii déng thi

TRUONG DAL HOC ABC CONG HOA A HOI CHU NGHEA VIET NAM
TRUNG TAM TINHOC Bie lip - Turdo - Hanh phiic

Tén t4i 1a: TrAn Thiry Trang ... Sinhngay 1111980 .
& sinh vign HV03 . S0 chimg minh 907054271
Léyp: CB02
Dién Thoai0916614843..........cooovovceeoeee... Email: trang9829@gmail.com ...
Negay thi: 2/1/2017

Ngay ... thing ... nim ...

Hai déng thi
TRUONG DAL HOC ABC CONG HOA XA HOI CHU NGHEA VIET NAM
TRUNG TAM TINHOC Déc lip - Ty do - Hash phiic

PHIEU PANG KY DU THI CAP CHUNG CHI TIN HQC

Tén t6i 1a: Newyén Thay Vi Sinhngay 13/41990 .
M sinh vien HV04 . $6ching minh 600443630 ...
Lép: CBO3
Pién Thoai0918336689. ... Email: thuyvi@gmail com ...
Ngay thi: 2/1/2017

Ngay ... thing ... ndm ...

Hii ddng thi

= B9: Luic ndy hinh anh chua hién thi. Cac ban nhan Ctrl+A dé boi tat ca bang. Sau d6
an F9 hoac Fn+F9 ¢ mdt sO may 1a hinh anh s€ hién thi ra.

TRUONG DAL HQC ABC CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TINHOC Déc lip - Turdo - Hanh phiic

Tén thi 1 L& Hoang Nam____________ Sinhneay 10421980
M sinh vién: HVOS .. S&ching minh: 500587431
Lép: NC01

Dién Thoai0123146311 ... Email hoangnam@gmail com.............
Ngay thi: 2/2/2017

Ngay ... thing ... ndm ...

Hai déng thi
TRUONG DAL HOC ABC CONG HOA XA HOI CHU NGHIA VIET NAM
TRUNG TAM TINHOC Déc lip - Twdo - Hash phic

Tén t6i 1a: Huynh Quéc Hoy . Sinhngay 1201995 ...
M sinh vign: HV06 ... 36 chitng minh: 766063573 ...
Lap: NCO01

Bién Thoai0901891225. ... Email: quochuy@gmail.com .o
Ngay thi: 2212017

Ngay ... thang ... ndm ...
Hai dng thi

Bién soan: Bach Xuan Hién
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5. Tron thw c6 diéu kién trong word

Bai toan: Gia s minh gti gidy moi phu huynh va c6 diéu kién thuc hién theo khoi nhu
Sau.

_ Khoildp 10 > 8 gio

_ Khoéildp 11 > 9 gio

~ Khoi lép 12 > 9 giv 30

Yéu cau:

1. Tao san danh sach dit liéu Excel

2. Thiét ké mau gidy moi
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Cac budc thuc hién trong tu nhu nhitng bai trudec.

» B1:Tién hanh két noi véi dir liéu ma chung ta da c6 & File Excel tao san. Tai Tab
Mailings chon Select Recipients r01 chon Use an Existing List. Sau do chon dung
File Danh sach va Sheet tuong rng ro61 nhan OK.

Design  Layout  Referencec Review View Developer Design  Layout Q Tell me what

[£4 Update Labels

g Type a New List... Write & Insert Fields Preview Results

,5[{:] Use an Existing List... |

[2="Choose from Outlook Contacts.. ',,1,,,‘&:‘,.,1,,,2...3...4...5,.,6,.,7.,.%...9...10.
&S

TRUGNG PAI HOC ABC CONG HOA
TRUNG TAM TIN HOC D¢
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» B2: Tai Tab Mailings = Insert Merge Field va chon trrong twong ing véi danh sach.
Luc bay gi0 chung ta chua cheén dugc ¢dt luc Vao lac may gio.

Layout  References Review View  Developer Q Tell me what you want to do...

. N ; = Q 5 R (o S
s B R Sl g Y =
i = e &3 Match Fields — [[OFind Recipient -
Edit Highlight Address Greeting Insert Merge oo o (RPTEVIEW Finish &
Recipient List Merge Fields Block  Line Field ~ pdate Labels  pocyis [ Check for Errors Merge ~
irge Write & Ir STT Preview Results Finish
Ho_Ten_PH
2...1...;}:‘..1. FONMEREISaN. | 5. . 6.1 718101101 11 1 13
B Ldp
Phong
Khéi_Iép_
PHONG GIAO DUC VADAO TAO CONG HOA XA HOI
TRUGNG THPT LE TRUNG KIEN Poc lap - T
GIAY MOI PHU HUYNH
Tran trong kinh mo:
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= B3: Thuc hién diéu kién tai cot luc méy 210 phu hop theo tung khoi.

Pau tién thuc hién 1 khoi trude. Dat tro chudt tai vi tri gi > Tab Mailings > Rules >
If... then... Else...

References Review View  Developer Q) Tell me what you want to do..

D B B ' oy M4 ’"E-)

o : Ask. [0 Find Recipient o
Highlight Address Greeting Insert Merge - Finish &
Fill-in

-List Merge Fields Block Line Field ~ [ ¥ Check for Errors Merge ~

Write & Insert Fields I If..Then..Else I Preview Results Finish

Merge Record #

Ty 120 -3 Merge Sequence# |7 - 1 - 8+ 1+ 9« 1101 11+ 1 12

Next Record

Next Record If...

. ) Set Bookmark... ) . B )
PHONG GIAOT .. .\ CONG HOA XA HOI
TRUONG THPT LE TRUNG KIEN Poc lap - Tw

GIAY MOI PHU HUYNH
Tran trong kinh mot:
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Tai1 day tai1 Field Name, chon dung truong.

_ Field Name: Khoi 16p.

~ Comparison: Equal to

_ Compare to: Chon khoi 16p

_ Insert this text: Chon may gio theo khoi 16p can hién thi

ml
Phu huynh em: «Ho Ten HS» Insert Word Field: IF 7 X
Dén tai Phong «Phongy» Truong TH|F
o Field name: Comparison: Compare to:
Tho1 gian: Vao luc IThl'r Nam ngay || «ngiiep. | —— e
< Khoi 16p 10 > 8 gi Insert this text
« Khéi lop 11 2 9 givr
- v
o KhOl 101) 12 9 9 glO’ 30 QOtherwise insert this text: \
A
v
' oK Cancel
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Két qua Buée 3: Chung ta luc bay gio sé bam Preview Results dé xen két qua. Nhéan
thay dang Khoi 12 s€ hién thi g1, con cac Khoi 10, 11 thi s€ thuc hién tai Bwdc 4.

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

TRUONG THPT LE TRUNG KIEN Poc 1ap - Tw do - Hanh phiic
GIAY MOIT PHU HUYNH

Tran trong kinh moi:

Ong (ba): Nguyén Hiru Tinh

Phu huynh em: Nguyén Anh Khoa Lop: 12A4

Pén tai Phong 01 Trwong THPT Lé Trung Kjé
Thoi gian:{Vao luc 9 gier 30 [I'lnr Nam ngay 12 thang 08 nam 2021.
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» B4: Thuc hién dit thém cac cau diéu kién dé hién thi cac khéi con lai.
Nhan Alt+F9 = Hién thi diew Kien g0, v ok [ BRCEFELD Kb lp |=11"9gs30"™" ) TiVimagy

) ting 08 im 2021

Giai thich diéu kién nay:

Néu Khoi_16p bang 12 thi lic 9 gio 30. Con lai 2 dau nhay sau 1a khong con diéu kién
nao.
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» B5: Tai 2 dau nhdy sau cung chua co diéu kién nao. Thuc hién nhan Ctrl+F9 hoic F9
de hién thi1 dau ngoac nhon {}.

Sau d6 dé thyc hién tranh sai sot thi ta Copy diéu kién truwéc. Paste vao bén trong dau
ngoac nhon va thay lai cho dung y€u cau dé bai.

Thoi gian: Vao lic { IF { MERGEFIELD Khoi lop_ )} = 12 "9 gio 30" "{ IF {
MERGEFIELD Khoi lop_} =11"9 gio" }""} Thir Nam ngay 12 thang 08 nim 2021.

% Khoi 16p 10 > 8 gio

% Khoi lép 11 > 9 gio

% Khoi lép 12 > 9 gio 30
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= B6: Cudi cung thuc hién dién thém 2 dau nhay phia sau “9 gio”. Tic ching ta s& hiéu
rang:

Néu Khoéi 16p = 12 thi 9 gio 30
Khoi 16p = 11 thi 9 gio

Con lai dau nhay minh s& ghi “8 gio”. Plng véi cau diéu kién IF

Thoi gian: Vao lic { IF { MERGEFIELD Khoi lop } = 12 "9 gio 30" "{ IF {
MERGEFIELD Khoi lép } =11 "9 gio" "8 gio"'}" } Thir Nim ngay 12 thang 08 nim
2021.

« Khoi l6p 10 > 8 gio

% Khoi lép 11 > 9 gior

% Khoi lép 12 > 9 gio 30
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= B7: Péng man hinh 1énh nhép cong thirc bang cach nhan Alt+F9. Cudi ciing Show va
xem két qua.

PHONG GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG THPT LE TRUNG KIEN Péc Iap - Tw do - Hanh phiic

GIAY MOI PHU HUYNH
Tran trong kinh moi:

Ong (ba): Nguyén Thanh Ta

Phu huynh em: Nguyén Quang Phap Lop: 10A1
Dén tai Phong 04 Trudng THPW
Thot gian: Vao luc|8 gio [Thir Nam ngay 12 thang 08 nam 2021.

« Khoi 16p 10 > 8 gio

< Khoi lop 11 > 9 gio
< Khoi lop 12 = 9 gio 30
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KHOI PONG CHUONG TRINH
= CI: Nhan t6 hop phim Windows + S hoic phim Windows > G& “Excel”.
= (C2: Nhan t6 hop phim WINDOWS + R = G& tir “Excel” vao muc Open.
= (C3: Tao moi tir chuwong trinh hién tai hién tai: Nhan t6 hop phim Ctrl+N.
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BAI 12. THANH PHAN VA TUY CHINH GIAO DIEN EXCEL

Menu

Fle Wl Inset  Pagelayout  Formulas  Data  Review  View Power Pivot

dh LU = -ﬁ’ v %Wrap'ﬁﬂ{t (eneral

D B Copy
‘3cte ¥
. ¥ Format Painter

Llipboard F Font Alignment F Number

£ Mergeﬂtﬂent&r B B ERN Y

Nhor cong cy Tharh cing cu
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Noi chika dia chi )

[ Cuin doc
sheet

Cuin ngang

Data_BanHang Sheetl | Sheet2 | Sheet3 | @ 4]

Bién soan: Bach Xuan Hién TRUNG TAM DPAO TAO TIN HOC SAO V|ET Trang111




I. Cac Thanh Phan Co Ban Trén Bang Tinh Excel
1. Menu
2. Tab (The)

4. Group Ribbon (Nhom cong cu) - -
5. Ribbon (Cong cu)
6. Name Box (Dja chi 0) L7 2 B

7. Formula Bar (Thanh cong thuc) | =~ &
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11.Mét S6 Thao Tuy Chon Cai Piit Trén Bang Tinh Excel
Chon File = Options = Va thuc hién mét sb cai dit sau:

= Thay d6i Font chit mic dinh cta Excel:

Chon Gernaral = Chon muc “When Creating new Workbooks”
= Thay doi tinh toan ty dong trong Excel:

Formulas = Chon muc “Calculation options”

= Thay d6i thoi gian luu tu dong ctia Excel:

Save = Chon muc “Save workbooks”

= Tao Tab, Group méi dé quan 1y cac cong cu thuong dung:
Customize Ribbon = New Tab = Tao thé md1, New Group = Tao nhom mai
= An, hién thi Sheet, thanh cudn:

Addvanced = Chon muc thay doi tai “Display options for this Workbook:” va “Display
options for this SHEET:”
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I1. Mot S6 Thao Tuy Chon Cai Pit Trén Bang Tinh Excel (tt):

An/ hién thi cira s6 Menu, Tab (Thé): Nhin sang goc phdi trén cung, gan dau (-), co mii
ten huong lén trén = Bam chon vao do, co cdac muc sau.:

Tell rme |~7 i
1.' Hide the FRobbon. Chick at the top

% Conditronal Formatting —
E_.;*' Forrmat as Table —

‘| R Cell Styles ~ |E!-Sh"wwTﬂh‘5 IL&"‘

>how Ribbon tabs only. Clhick a
- styles tab to show the commands.

_L El'mw Tabs amnd Corm mamnd'=s la__:_j

Show FoiBEEBEon tab=s and
cormrmands all the firrme.

of the application to show 1t.

L : S ' - —
enu, thanh coOng: cu,
u, anthanh cong: cul

b o) ZvWi'emnm

u,, thanh cOng cul
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BAI 13. CAC DPOI TUQNG VA THAO TAC CO BAN
. Workbook (Ky hiéu la WB)
Mé6i mot File Excel dugc goi 1a mot WB, tén cua File 1a tén WB.
= Tao moil WB:
_ C1: Nhan Windows + S hoac Windows = G& “Excel” > Enter.
_ C2: Nhan t0 hop phim Windows + R = G& tir “Excel” vao muc Open.
_ (C3: Tao méi tir WB hién tai: Nhan t6 hop phim Ctrl+N.
* Luwul WB moi tao ra:

Chon Ctrl+S = Chon noi luu dir liéu, va dit tén tai muc File Name = Bam chon Save. Tu
l1an sau, chi can nhan Ctrl+S 1a File tu dong luu.

= Sao chép (Nhan ban) 1 WB :

_ C1: M6 thu muc ¢6 File can nhan ban & Chon WB can nhan ban = Nhéan Ctrl + C >
bam chon chudt trai ra ngoai = Nhan Ctrl +V

- C2: Tai WB dang mo, chon File = Save as =2 “Luu 1 WB mdi tao ra”
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= Pong 1 WB: Nhan Close (X) goc phai trén cting man hinh Excel hodc nhan t6 hop
Ctrl+W.

I1.Sheet (ky hi¢u SH)

Mo6i mot WB ¢6 nhiéu SH, néu coi WB la 1 cuén so, thi SH nhuw nhitng to giay trong cuon
so do, mot SH la mot to.

= Thém: Chon vao dau (+) dudi khu vuc tén SH.

= Pat tén:

- C1: Chudt phai vao tén - Rename.

- (C2: Nhay dap vao tén SH.

* Xoa: Chuot phai vao tén - Delete.

= Sao chép (Nhan ban): Giit chudt trai vao tén dong thoi gitt CTRL va kéo tha.
= An (Hién thi): Chudt phai vao tén = Hide (Unhide)
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= Di chuyén: Giir chudt trai vao tén Sheet dong thoi kéo tha.

= Sao chép hoic di chuyén qua WB khac:

- BI1: Chudt phai vao tén SH = Move or Copy -2 Tich vao “Creat a copy”
- B2: Tat muc “To Book™, chon tén WB d1 chuyén to1 2 OK

= Sao chép hoiic di chuyén qua Workbook khac:

[ IO
5056517 MJE@
5290426 57 View Code

2324823 A Protect Sheet...

==

Mowve or Copy

Move selected sheets

Dashboard_Tao bao cao dong trong Excel.xlsx

-554?55 [new book)
Tab Color b Dashboard Tao bao cao dong trong Excel.xlsx

524?549 - Luyen tap PivotTablexlsx @

587164 ~ Hide
-S‘E{]Eim TGP 10

| Chuit phai DASHBOARD vl
2611138 :
DT NGA o T TINH DT VUR Cancel
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[11.Dong, Cot

Cot (Column) thudng ky hiéu bang chir cai, Dong (Row) thuong k¥ hiéu biang con s6.
* Chon c0t hoac dong:

_ Chon trd chuot vao ngay giira chit cai hoic con so.

= Chon nhiéu cft, dong:

_ Chon lién tuc: Chon 1 ¢4t = Giir Shift dong thoi chon cot khac.

_ Chon khéng lién tuc: Chon 1 ¢t = Gitt Ctrl dong thoi chon cdt khac.

= Xé6a: Chon cot hoic dong = Chuot phai > Delete (Hoic Ctrl + “dau -7 )
= Chén: Chon cot, dong = Chudt phai = Insert (Hodc Ctrl + “dau +)

= Sao chép: Chon dong/cot = Chudt phai = Copy (Hoac Ctrl+C)

= Di chuyén: Chon dong/cot = Chudt phai > Cut (Hoidc Ctrl+X)
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= Dan:
~ Cl: Ctrl+V dé dan de¢ va thay thé cot khac.

_ C2: Chuot phai = Insert Copied Cells (Hodc Insert Cut Cells), cach nay khong thay doi
cOt khac ma tu chén them cot va dan vao.

= An/Hién thi(Hide/Unhide): Chon cot/dong = Chudt phai > Hide/Unhide.

= Gian dong, cot: Chon tro chudt vao dudong chi dudi dong hoac bén phai cot.

= Co dinh Dong/Cot/Vung: View = Freeze panes = Freeze panes.

_ o dinh dong: Chon dong duéi dong can co dinh trude khi thuc hién nhu trén.
_ Co dinh cgt: Chon cdt bén phai cot can c6 dinh trudce khi thue hién nhu trén.

- Co dinh ca dong va cot: Chon vao 1 6 dudi dong can c6 dinh va bén phai cot can co
dinh trudce khi thuc hién nhu trén.

_ o dinh viung xem: Chon dong ngin cach ving = View > Split.
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A

IV.Dia Chi O:
Dia chi 6 1 tén goi ctia dong va cdt tuong tng, vi du: B12 = Dia chi O nam trén cdt B va
dong 12.

= Chon: Chon tro chudt vao 6 bat ky.

= Chon nhiéu 6: Chon 1 6 dau tién = Giir Shift va chon vao 6 cudi trong ving.
= Xoa: Chon 1 trong cac cach sau:

e Cl: Chon O = Phim Delete.

e (C2: Chuot phai - ClearContents.

e (C3: Thé Home = Nhom Editing = Chon cong cu Clear = Chon cac muc sau:
~ Clear all: Xoa toan bo tir dinh dang, noi dung, ghi chu...

~ Clear Formats: Chi xoa dinh dang.

~ Clear contents: Chi xoa noi dung.

~ Clear comment: Chi xoa ghi chu.
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= Trn &: Chon cac 6 can tron > Thé Home = Nhom Alignment = Cong cu Merge. ..
= Xuong dong tu ddng trong 1 O: Chon O = Wrap text.

= Xuong dong thii cong trong 1 O: Click dip chudt vao 6 = Di chuyén dau nhay tai noi
can xudng dong > Alt + Enter

= Chinh sira ni dung trong 1 O: Chon O = F2 hoic chon O > Pua dau nhay vao
thanh cong thirc hoic Click dtup chudt vao O

* Tao ghi chi (Comment): Chuot phai vao 6 chira ghi chti = Insert Comment (Hoac
Shift+F2).

_ Pé sira: Chon Edit Comment.
~ Xoé6a: Chon Delete Comment.

_ Chén hinh vao Comment: Chudt phai vao vién ngoai = Format comment = Colors
and lines = Color = Fill Effects = Picture.
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V. Tén Vung
= Vung la tdp hop nhiéu 6 duoc chon, dugc ky hiéu boi dia chi dau tién va cudi cung

66,99

trong vung chon, két hop dau
Vi du: A1:C10 la viing tir 6 A1 dén 6 C10.

= Khi str dung cong thirc chi can go1 tén vung ma khong can quét chon vung.

=SUM|(thSoLuong S lwong
SUM({number1, [number?2], .. 1 00’36000
880,813.00
973,569.00
798,190.00
157,704.00
731,656.00
420,302.00
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= Chon vung: Chon tro chudt vao gitra 1 6 dau tién va quét chon ra mot vung.

= Chon vung nhanh: Chon 6 dau tién > Gitt SHIFT dé)ng thoi chon 6 cudi cung, hoac
Ctrl+ Shift + End (Chi ap dung cho vung c6 dir 1iéu).

= Piit tén vung: Quét chon ving can dit tén > GO tén vao 6 NameBox > Enter
(hoac chudt phai vao ving chon va chon Define Name).

= Quy tiic dit tén: th + tén Sheet + dau cham + tén Cot hoiic dong hoic vung.
Vi du: tbNhatKy.MaCtu

= Goi nhanh tén vung: Nhan phim F3 dé goi cac tén vung da dat tén.
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* Chinh swra vung:

~ C1: Thé Formulas = Name Manager > Chon tén ving can stra = Edit.
_ C2: Hodc nhan Ctrl +F3 > Edit.

FHQin Frreren W _WJvdnd sl = LALL

Data Review View

qyes

ER @ &

Text Date& Lookup & Math&  More
v Time~ Referencer Tig~ Functions~

|1Librar].r

Developer
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Mame Manager ? bt
HNew... || Edit... | | Delete Filter =
MName Value Refers Ta Scope Comm i
=l ngayl f} ="ChUsers'xuanht.. Workbo...
=l ngay2 .} =" Users'xuanh...  Workbo...
=! Print_Titles {"Ma HH","Ten HH",” DVT °,"5..  =DanhMucHH!S1:51  DanhMu... )
Add-Ins 7 Tablel ["25/05/2020°,"BH250520014°... =CT_CongMNo!SAS1.. Waorkbao... !
T Table1s {"25,/05/2020°,"BH250520017"... =TheKho!SAS14:5G... Workbo...
b= Define Name Z Table2 ['BINHAN","Ldp Mau Gido Bi.. =TongHop_KH!SAS.. Workbo... 4
T Table378 {7, 17/07/2020°,7 436,000 ... =TH_CongMol3452... Workbo... [
IfI Use in Formul T Tables {3,77,"BAM HANG®,"18/05/20... =MNhatkyMNX!SA52:5... Workbo.. |
=l tbDanhMucHH.TieuDe i"Ma HH","Ten HH",” DWT °."5... =DanhMucHHISAS., Workbo..,
Create from S4 =l tbDanhMuckH.Tieule {"Ma EH", Ten KH",” 58T ","Di... =DanhMuckKHISAS.., Workbo.., A
T tbDMHH {AFCO0017,"Banh man AFC(2... =DanhMucHH!SA5.. Workbo.., i
: FFH T e ; &
Defined Mames —— ——— |
{"CHECK", "Ghi Chuz","Moi ... MhatkyMx!'SA51:5...
tbTongHopMXT4 FMNACDO0Z™, Thit nac dai[M} ... =TongHopMXT!SAS.. Workbo.., )
< >
Refers to: [
|I=Nh atkyMNXISA51:5T51 |
)
Close 1
A \ A
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BAI 14. TAO VA TRINH BAY BANG TINH

|. Tao Bang
= Tao, dinh dang khung vién va mau sic:

 C1: Quét chon vung can tao > Chon cong cu Border = All Border

File Home Insert Draw Page Layout Formulas Data Review View Developer Help Power Pivot
O e I:I ‘?{" Times Mew Roman ~ 11 ~ AT oAY = = = ’EQ/" ~ EE; General v @Conc
LT ~ ~ 96 > BZ Formr
Paste L Bfgo@]&v_ﬁ«v = ==== =- =
~ < — <68 58 2 Cell <
Undo Clipboard = F Borders ent M= Number M=
C4 —~ Bottom Border
A B C D kii Top Border H I J K 1

]

Left Border

Right Border

N €Y)rer
" EH Al Borders Il
Outside Borders

Thick OQutside Borders

i+ Bottorm Double Border

i-i-t Thick Bottom Border

Top and Bottom Border

“_pm'lld;_.b\DOO'-JO\fﬂ&W[dl—l
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e C2: Quét chon ving can tao = Chudt phai > Format cells > Border.

Format Cell=s [ = |i:hr
©) chon kiéu dwéng ké
Mumber I Alignment I Font |§__§_9_[5:!E[__§ Fill I Frotection | -
L-E . © Chon mau dw&ng ké
sStyle: R -

None @p)— - —-- L R o P
I None Outine _insiae ©) Tthhdntzadistng) kS
T — ©) K& nhanh khung
NS Text
alor: : - Text

AutnmaticgEl
The selected border style can be applied by clicking the presets, preview diagram or the buttons
abowve.
[ K ] I Cancel J
TRUNG TAM PAO TAO TIN HOC SAO VIET Trang126
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I1.Sao Chép Dinh Dang Nhanh Vi Format Painter

Dé tao nhanh cac dinh dang giong nhau (mau sac, khung vién...), thi ta nén su dung cong
cu co san Format painter:

- B1: Chon vung c6 dinh dang can sao chép - Thé Home - Bam chon vao cong cu
Format Painter, xuat hi€n con tro kém cai choi.

- B2: Bam chon 6 dau tién cua vung can dan.

B It Cut Cahlib
—FR opw
Fa=t= = =
_— F'_'E' Forrmat Painter I 1
ClhipbBoard M
A3 —
= |
NnNaS NPLSf S
L I
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[11.Can Chinh N¢i Dung Trong Biang
Chon 6 can can chinh, sau d6 chon mot trong cac cong cu sau:

Can gitra, Wrap text= xuong

tren, dwoi dong tw dong
Page LaycC Data 3

Font chiv- Co' chiv

. Calibri -
o E‘@ =5 S
e =3 s = = =" $ - % > | %8 8
Clipbo74#d = Alignment Number M
Sao chep
dinh dang | | & H | 1

B=Boi dam
I= in nghiéng ) X
U=gach chan Mau néen
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IV.Cac Buwdc Nén Thuce Hién Trudc Khi Tao Bang Tinh
1. Xac dinh hudng gidy va kho gidy chuan A4 (Hodc A3, AS...)

= Vao the¢ Page layout va chon theo cac muc sau:
. . J4 4 art D P L t F | Daf
* Orientation: Huong giay raw _LMI ormulas  Da

= Nl e =
. 2 K | = T
* Slze: KhO glay Margins JOrientatio Size Print Breaks
e =~ s Area v~ ~
P Wp
g .
Hirsng|g!ay) =
Khd|gidy)

Chon Font chir ““Time New Roman” cho toan bd bang tinh.
K¢ bang, hoan thién tiéu dé, chinh do rong cac cOt phu hop no1 dung.

Hoan thién cdc ndi dung li€n quan sau khi da hoan thién cac budc trén.

ok WP

Dinh dang dit lieu cho cac cot trude khi nhap liéu.
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V. Thuc Hanh

CONG TY TNHH GIAO DUC TIN HOC SAO VIET
MST: 3603708616
SDT: 093 11 44858

Website: blogdaytinhoc.com

BANG KE BAN HANG
NEUST DNAN DANE: ..o
DA QI o
S T e
STT Ngay Ma hang Tén hang DVT | Solwgng  Pon gia Thanh tién
1| 20/08/2022 EZabl Gang tay Nitrile Ezcare | Thimg 15,50 570.000 8.835.000
2| 20/09/2022 BIO Kit Biocredit Test 1425 | 1.050.000 14.962.500
3| 20/10/2022 SATA May thé santafell Chiéc 50,00 | 2.800.000 140.000.000
4| 20/11/2022 EZabl Gang tay Nitrile Ezcare | Thimg | 200,00 | 1.200.000 240.000.000
5| 20/12/2022 VGLabl Gang tay Nitrile Vglove | Thimng 100,00 | 1.350.000 135.000.000
6/ 20/01/2023 BIO Kit Biocredit Test 120,00 | 1.200.000 144.000.000
7| 20/02/2023 EZabl Gang tay Nitrile Ezcare | Thimg 20,00 210.000 4.200.000
8 20/03/2023 HUMA Kit Humasis Test 5.00 450.000 2.250.000
9/ 20/04/2023 VGLabl Gang tay Nitrile Vglove | Thimg 10,00 230.000 2.300.000
10|  20/05/2023 BIO Kit Biocredit Test 200,00 450.000 90.000.000
TONG CONG 734,75 951.000 781.547.500
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CONG TY TNHH GIAO DUC TIN HQC SAO VIET
MST: 3603708616

SDT: 093 11 44858  Website: blogdaytinhoc.com

BANG KE BAN HANG
DA e I TSRS P T
DA QR oo e
S T . e GIA0 11 K0, .o
STT Ngay Mi hang Tén hang DVT | S6 heong Don gia Thanh tién Tilé % Ghi chit
1 20/08/2022 EZabl Géng tay Nitrile Ezcare Thung 15,50 570.000 8.835.000 1,13%, Giao gap trong ngay
2 20/09/2022 BIO Kit Biocredit Test 14,25 1.050.000 14.962.500 1.91%
3 20/10/2022|SATA May tha santafell Chiéc 50,00 2.800.000 140.000.000 17,91%
4 20/11/2022|EZabl Géang tay Nitrile Ezcare Thung 200,00 1.200.000 240.000.000 30,71%| Cho goi dién
5 20/12/2022|VGLabl Gang tay Nitrile Vglove Thing 100,00 1.350.000 135.000.000 17.27%
6 20/01/2023|BIO Kit Biocredit Test 120,00 1.200.000 144.000.000 18.42%| Giao thu tién mit
7 20/02/2023|EZabl Gang tay Nitrile Ezcare Thing 20,00 210.000 4.200.000 0.54%
8 20/03/2023 HUMA Kit Humasis Test 5,00 450.000 2.250.000 0.29%
9 20/04/2023|VGLabl Gang tay Nitrile Vglove Thing 10,00 230.000 2.300.000 0.29%
10 20/05/2023|BIO Kit Biocredit Test 200,00 450.000 90.000.000 11,52%
TONG CONG 734,75 951.000 781.547.500 | 10,00%
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CONG TY TNHH GIA O DUC TIN HOC SAO VIET
MST: 360.370.8616
PT:0812.114.345  Website: blogdaytinhoc.com

] Sb 1énh
LENH PIEU B()NG NOI BO

Can ct tinh hinh san xuit, kinh doanh giita cadc chi nhanh ctia Cong Ty, nay BGP yéu cau BP Ké

toan kho, BP Kho chuyén hang tr chinhanh............................. Taidiachi......................
............................................ DPénchinhanh .................................taidJachi ........
Ma hang |- Tén hang ~| SL xua_ Ghi chu -
Bién Hoa, ngay........ thang...... ... NAM..............

Thu kho Ké toan kho Ban giam doc
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CONG TY TNHH GIAO DUC TIN HOC SAO VIET
MST: 360.370.8616
PT:0812.114.345  Website: blogdaytinhoc.com

SO QUY TIEN MAT

Loaiquyi.................
Nga Nga £ v, . ne . A -
g, y; ’g Y . So chirng twr Noi dung Thu Chi Ton Ghi chu
Ghiso |~ Chung tu -~ - - - - - -
Sé nay cé.....trang, tir trang...... Pén trang............
Ngay mo sé:
Bién Hoa, ngay........ thang......... nam..............
Thu quy Ké toan truéng Giam déc
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c.ry TNHH THIET KE THI cONG NOo1 THAT T HOUSE
27 Cdng Quynh, Phuong Nguyén Cu Trinh, Q.1, Tp HCM

Mst: 0313892301

SDT : 086.68.18.119 Hotline:0979.99.93.94 - 0931.313.759

tk: 6686666
Web : www.thietkevathicong.com.vn Email: thousechcm®gmail.com SO HRE00RN0

soNOn

Email: xuongsxbepgiare@gmail.com Nh: A Chau (ACB)

PHIEU PAT HANG
BAO GIA CO HIEU LUC PEN HET THANG 12 NAM 2016
Cong ty ching toi tran trong giri dén quy khéach hang !
sTT VAT LIEU TUBEP TONG | BEP DUOI | BEP TREN (mét| . . DAO BEP (mét .
THUNG TU CANH TU (TREN+ DUON) | (mét dai) dai) TRING (% dai) vhe o
Cidanh MDF khéng dm som méu 5.800.000|  3.200,000 2,600,000 4,000,000 3840000 | 700 - 800 | 4 ¢
ay niim, bin I
Canh MEC khédng dm P} glim chin, ray
s v s 5800000 3200000 2600000 40000000 3840000\ 700-800 | hde kéo Ivan
Melmmine vin go/Veneer thwong
Thiing gb MFC 5 P
+& ) " '
|| Kndng dm phi C ""1 ’: f ,’, ,f , ::’ :f,’;‘f,"",i A 7,300,000 4,100,000  3200000| 51250000 4.920000)| 700 - 800
Melamine mau T £

triing Canh ACRYLIC bong guong Ban 1 ghim chéin

MDF khéng dm ¢6 ducmg din 7.500.000| 4,100,000 3,200,000 5,125,000| 4,920,000 | 700- 800 | pooet B nim

canh .. 3

~ - e ray hjc kéolvan

Canh ACRYLIC bong guong
MDF khéng ém khong cé tieong 8,200.000| 4,700,000 3,500,000 3,700,000  5.640.000| 700 - 800
ddn canh

PO1 VO1 THUNG GO MDF SE CONG THEM 10%, HDF 20% GIA O TREN
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BAI 15. KY NANG IN AN

|. Cai Dit May In
Vao File = Print hoac nhan t6 hgp phim Ctrl+P
@ Pritnt: Lénh in @ Kho gidy
@Sébz’inin N .
e Tw dong don cot hoac dong vao 1 trang In
@ Chon may in ,
@ Hién thi khung lwé6i chinh trang in
@ In tir trang so.. Pén so... i
Hién thi va xem trang in

@ In kiéu 2 mit hoiic 1 mit

@ Huéng gidy

< Xem them hinh anh trong trang sau.

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang135



—9.?
—_ o Copiess 1 il Ly Ly ¥ Ly w
=a
Print wéu ciur CEHEn chinh trang in cho Jep wa hop Iy
Printer
-9— STT Bl ot HO TEN
Microsoft Print ta PDF >
l::% Ready - 1 1 [14x4ns1001 Mgd Hedng Léc An
2 2 |14K 4081167 Meuren Phisc An
Frinter Froperties 3 3 |14xacsi00s L: Dhisc K ifu Anh
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Luu y: Khi thuc hanh cac thao tac liéen quan in an, hoc vién phai bat ché do in
(Ctrl + P) dé kiem tra lai cdc thao tac da dung chua.
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I1. Tao Vung In C6 Pinh
Khi in bang tinh, chi co duy nhat vung dwoc co dinh in ra ma thoi.

* Tao vung in: Chon vung > Page layout = Print Area = Set Print Area.

= Thém vung in: Chon ving can thém (Vung nay khong d¢é 1én ving da co dinh trude do)
—> Page layout - Print Area = Add To Print Area.

= Pé x6a in: Chon ving = Page layout = Print Area = Clear Print Area.

Insert Draw Page Layout Formulas Data Review View Developer Help Power Pi

rs v @ HB.E “—_Bl [E% [I:: EE:E: T Width: Automatic ~  Gridli

°T I:D Height: Automatic ~ \V

Margins Orientation  Size Print | Breaks Background Print
s v ~ e e Area ~ e Titles LX ] scale: 100% _ (I
Pad [é- Set PrilttATes ~ Scale to Fit ™~ Sh
e ﬁ Clear Print Area D
B Add to Print Area E? E F'
= < Ton Nhap Xuat
l r : 2
Een hANg Sl dau ky trong ky trong ky
SK Am dun siéu téc SK-15L | Cai | 46 | 107 | 14 |
SK Am dun siéu téc SK-15T | Cai | 273 | 95 | 76 |
SK Am dun siéu téc SK-18H | Cai | 207 | 301 | 199 |
K Am dun siéu téc SK-18 | Cai | 110 | 124 | 304 |
BO chia gas MLO1/A BO 140 40 227
0O |Bép dién hong ngoai CP-10 Cai 138 11 248
2 |Bép dién hong ngoai CP-12 Cai 199 84 71
4D |Bep dién hong ngoai CP-14D Cai 218 89 180
Binh loc nueéc B18 Cai Si2 198 292
zPau lanh AMV-N36G/A3A-K Cai 84 275 246
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II1.Don Trang In Tu Pong

Khi trang in co mot so It cot hodc dong vueot qud trang in hién tai, dé can chinh nhanh cho
vao trong trang ta su dung churc nang co san trong Excel, tuy nhién phai dam bao la ban
dd co gang tu can chinh bang tay.

= File = Print 2 Tai muc “Scale to fit” nam gan chit Page Setup lua chon theo hinh sau:

@ Primt Active Sheaets
—

Oy primt the active sheets

Mo Scaling

2 = =y - -
L ToTe] Primt sheets at their actual sirze _Dontat{ca\vao,lltrang|in|

o - FFit Sheet on One Page /
_Il__bl'_ Shrink the printout so that it — Do&njtaticalcot,yvaoitrong)l)trang|in|
fits on one page /

—

Shrinlk tThhe primtout so that it

S — - . - - -
— /"’/ L/--” D&ntaticaldong)vao)iltrang|ing
F'Fit Aldl Rowvws=s on One Page l.

— ™
| Shrink the primtout so that it is
one page high

Ej I Fit Aldl Columns on One Pag

Custom Scaling Options...

D No Scalimng
—
100D Primt shheets at thheir actual... 1-—-1,

Page Setup -
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IV.Nhic Lai Tiéu Pé Dong, Cét Khi In

Khi bang tinh cé nhiéu trang, dong tiéu dé nén dwoc nhdc lai cho cdc trang sau.

30| _Danh sidch diém dinh kém |
31 [ 5T - I HO VA TEN - I BO PHAN = I SBT/EMATL - I Excel - I Wor - IPuwerPui - | |
32 T E /ﬁ [fviha_ b SHfsOn g vila  C ot Vil a7 = =]
33 2 NGUYEN THI XUAN o w hr2_ssts(@shinsungvina com.vn 8 8 8
34 3 DAM THI BAO Dong tien de bang tinh ) hr5_ssts(@shinsungvina com.vn g 4 3
35 4  |PHAN THI THAO ey ptthao hr@ shinsungvina com vn 8 7 =
36 5 |NGUYEN THUY TRA " csr(@shinsungvina com.vn 8 8 8.5
37 6 |NGUYEN THI HOANG YEN " nthyen_ac(@shinsungvina com vn 5 3 3
38 | 7 NGUYEN THI VAN " acc3_ssts(@shinsungvina com.vn | 1 IZI-I 3 5
- s B

= (Cac buoc thuc hién:

Thé Page layout = Print Titles & Thé Sheet = Bam chudt trai vao “Row to repeat at top”,
sau do di chuyén chudt ra ngoai bang Excel, di chuyén con tro mau den vao dong mudn
nhac la1 khi1 1n.

< Xem thém hinh sau:
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IV.Nhic Lai Tiéu Pé Dong, Cét Khi In (tt):

Thirc hanh in dn

Ty

argins Orientation Slze Print Breaks Elach:gr-:uunc
- - - Area -

Page Setup

Margins Header/Footer Sheet

3 DAM THI E

Print area:

STT | @) Chonldengimusdninhac)lailkhilin) BOQ PHAN SPT/EMA
1|NG N
2INGUYEN 1 1

»
==

4 PHAN TI_]] 1 Print titlE‘.‘S . 1
) Rows to repeat at top: | o ) BAmichust trailvac)day) +| |
SINGUYEN 1 —4) : == : /. L
Columns to repeat at left: + I
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V.Panh So Trang

Mot bang tinh c6 nhiéu trang in, nén danh sé trang dé dé qudn Iy.

» Cac budc thwe hién: Thé Page layout = Print Titles > Header/Footer = Custom

Footer:

o F-‘age Layout I

i

- - - Area - -

Page Setup

Plargins Crientation Slze F-‘rlnt Ereah:s Eackgrnunc

Thwc hanh in dn
Footer  First Page Footer

To format text: select the text, then choose the Format Text button.
To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the

cursor in the edit box and press the Formee ure button.

Left section:

Page Setup ? X
Page Margins er | sheet
Pinh s6 tran
Header: e . g
dwdi ciing
(none) - hd

Custom Header...

Custom Footer...
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Dit dau nhdc chudt tai diy

\ei 0K Cancel

TRUNG TAM PAO TAO TIN HOC SAO VIET

Trangl41




V.Panh So Trang
Mot bang tinh c6 nhiéu trang in, nén danh sé trang dé dé qudn Iy.

* Cac budc thwe hién: Thé Page Layout = Print Titles > Header/Footer = Custom

Thuwe hanh in dn

) ol BgE B

section: Right section:

Pargins Orientation  Size Print Breaks Eackgrnunc
= = = Area~

Page Setup

Header :
e | 88
Left sedion :
\ N
Diitro chugtvaoday

5 @[ra..
- f f

Page ietup

Fage MarginsIE
—

Panh so trang

tren dan h
e Custom Header... n Custom Footer... |
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BAI 16: LOC VA SAP XEP DU LIEU TRONG EXCEL
I. Loc Co Ban

Dé nhitng doi twong can kiém tra dwoc hién thi, ta dung chirc nang loc dir lieu, vi du de
kiem tra nhitng nguoi co tén Trinh, néu di do tung dong sé rat lau, nhung néu loc ra riéng
tat ca nhitng nguwoi tén Trinh thi kiem tra rat dé.

e
W Connections

r r ~ Y. EH ! . e ] e 2l EF‘
1. Cac bll,O’c l(.)c dlr lleu: Query ~ (o Recent Sources A” r‘ﬁEdtL ks w

Get & Transform Connections

Y

Filter

= Reapply
Advanced

, ,( o N ~ o A ,‘\ 0 e A T NGUYEN THI NGQCTREM
= BIl: Quét chon tat ca vung dit liéu, bao gom ca tiéu dé. . :
| Empluyeeﬁlfnﬁz‘ Employee Name 9 Elg Team EI G
= B2: Data - Filter. I"SUNLOI 3] sanzeon e

r |Management Team

S . MNoaynhanhibdiloc loyee Mame anagement Tearm
Management Team

= B3: Dé loc mot doi twong, chon vao nit loc trén TR eeses v I
dau cot,gd tir goi v vao 6 tim kiém (Search) tai muc .
sO 4 sau do nhan OK.

trin 4

Management Team

[l (Select All Search Resulis)
] Add current selection to filter Management Team

-] HU¥MH THI TUYET TRINH Management Team

Management Team

Management Team

Management Team

Management Team

Management Team

Management Team

I ok | | cancel

_|Management Team
SVNLOGO1365 |[NGUYEN THI NGOC TRAM - Management Team
1 =

-
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2. Mot s6 dang loc co ban:

Equals...
] . ~ X . % C H
= Text Filter: Khi loc c0t dang chuoi: Does Mot Equal...
~ Equals: Loc chinh xac mot tur. earh 3 Begins With..
o
| Ends With...

- Does Not Equal: Loc cac tir khac biét 1 tir quy udc.
Contains...

_ Begins With: Loc bat dau bang 1 tu.
_ End With: Loc két thuc vai 1 tu.

Does Mot Contain...

Custom Filter...

_ Contains: Loc cac doi tuong co chira tur can loc.

_ Does Not Contain: Loc tir can loc khong chtra tir quy udc.

Bién soan: Bach Xuan Hién TRUNG TAM PAO TAO TIN HOC SAO VIET Trang144



= Number Filter: khi loc cot so: -
- Equals: = s0 quy uoc.
A e Equals...
- Does Not Equal: <> s0 quy uoc. | |
q quy _SEarEh P Does Mot Equal..
- Greater Than: > s0 quy uoc. Greater Than..
X , Greater Than Or Equal To...
- Greater Than Or Equal: >= s0 quy udc. et
Less Than...
_ Less Than: < sé quy uoc. Less Than Or Egual To...
z ) Between...
- Less Than Or Equal To : <= s0 quy uoc. o
- BetWeen: Loc trong mot khoang quy udc. Above Average
, , , Below Average
- Top 10: n s6 16n nhat, hodc nho nhat. Custom Fiter.

_ Above Average: Céc s 16n hon gia trj trung binh cong.

_ Below Average: Cac so nho hon gia tri trung binh cong.
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11.Sap Xép Co Bén
1. Sap xép mt cot:
= B1:Thao tac theo B1 va B2 cua loc dir liéu.

= B2: Bam vao biéu tuong loc, chon Sort A > Z
hoac Sort Z =2 A.

2. Sap xép nhiéu cot:

= BI: Thao tac theo B1 va B2 cua loc dir liéu.

= B2: Data = Cong cu Sort (Gan cong cu Filter).

~ Add Level: Thém cét can sap xép.

- Tai bang hién ra o muc s6 4, kich chon cot can Scfp xé’p sau dé nhan OK.

< Xem thém hinh danh trang sau.
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1 F

Home Insert Page Layout Formulas View

Developer

shiow Queries r (=] Connections Clear T E=" Flash Fill
- Ij’bl" . ;_-q. =|E&
‘ram Table Properties Y= Reapply B-f Rermowve Dup
Refresh Z l Sort Filter Text to
tecent Sources All = Edit Links . Y, Advanced e =% Data Validati
ransform Connections Sort & Filter Cvi
Sort B |-l
'a:ld Level || }(.Qelete Level || E@ Copy Level ”| e | | Options... | My data has headers
Column Sort On COrder
"l | sort by Mgay ban hz‘mgﬁ - Values - Oldest to Newest -
I Then by | Hing san xuat - Values - AtoZ -
Then by ; Values - AtoZ -
Mgay banhang......
Mgay cong no
Tén Khach hang
Khu vuc
Ching loai
Hang san xudt
M3 hang a
Tén hang YK Cancel
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BAI 17: TIM KIEM VA THAY THE TRONG EXCEL
I. Tim Kiém Trong Excel

Dé tim kiém mot tu, mot con so0..., ta dung chuc nang Find san co trong Excel.

Céc bu’(’)’C thl.l’c hién: S‘\INLD'G{H’-HU EEmﬂﬂﬂﬂrﬂm als 1
, | Find and Repl ! X
= B1: Nhén Ctrl+ F. SVNLOGMX0 [BETHI
~ 4N A - A A . SVNLOGIN B :
= B2: GO tu can ki€m trong 6 Find what. l Find '“*E""“
) Chon Sheet b chi ind what: “3431
= B3: Chon Find Next. tmtrong Shet ién
. . . | tgi,l:ﬁan.rldmuknéu
- Match case: Tim tir hoa thuong. B, tin trén fitch Sheet

— Match entire cell contents: ('] Match entire cell contents

7 Search:
Tim tw chinh xac voi tu trong o tim kiéem. SVNLOGIM30 _[BE TH _ —
SUNLOG0430 EETI']] Loakin: | Formulas I Options <

SVNLOGO2431  [BUTHI

! - c
SYNLOGO2431  |BUTHI Find Al “ fabest || e

FITATT AAAYAM ITITTT TTTITTT AT |nnnrl1|'nr Na
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I1. Thay Thé Trong Excel

Pé thay thé mét tir, mot con so... bcing mot tir hodc mot con sé khdc, ta dung chirc nang

Replace san co trong Excel. e

Find and Replace X
Cac budc thue hién:
X Find | Replace: |
= BI: Nhan Ctrl+ F. =
Findwhat 2431 [l cﬁniﬂ_‘:q'a Y v

= B2: Chon th¢ Replace.

Replace with: | 2435 Tilthaythé) v

T

= B3: Chon cac phép thay thé sau:

Qptions > >

_ Replace: Thay thé timg ti.

_ Replace all: Thay thé toan bg cdc tir Tim thd’y.‘ ey S e [niEes Ltz
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BAI 18: TINH TOAN VA CONG THUC TRONG EXCEL
|. Cac Phép Tinh Co Ban
Cong (+), Tru (-), Nhan (*), Chia (/)
11.Quy Tac Thwe Hién Phép Tinh Trong Excel

Noi dung phép tinh = Enter, vi du: = 3+2 > Enter s& ra két qua 1a 5

111.Thue Hién Phép Tinh Véi Pia Chi O

Pé thyc hién tinh toan trong Excel, thuc hién chu yéu trén dia chi 0, vi du: = A1+A5+B13
IV.Sao Chép Cong Thurec Trong Excel

C6 nhiéu cach sao chép cong thirc sang mot 6 khac:

= Cl: Chon 6 c6 cong thiuc = Ctrl + C, sau d6 chon noi can dan = Ctrl + V.
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IV.Sao Chép Cong Thurc Trong Excel (tt)

= (C2: Chon 6 c6 cong thire, di chuyén chudt vao goc dudi bén phai ctia 6 dang chon, xuét
hién dau cong mau den -2 Giir chudt trai va kéo

= (C3: Quét chon tir 6 dau tién co cong thirc dén hét ving can sao chép, nhan Ctrl+D (Sao

chép tir trén xuong) hodc Ctrl+ R (Sao chép tir trai qua phai)

V.Cong Thirc Trong Excel
Cong thirc 1a mot tap hop cac phép tinh, bieéu thirc toan hoc, hang s6, cac bién so... Cac
phép tinh co ban gom: + (Cong), - (Trir), * (Nhan), / (Chia)

Vi du: Tai 6 A3, nhap cong thirc = 1+\A2—A5+2)5+SU¥ (A8:C9) - Enter
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VI.Pia Chi Twong Po6i Va Tuyét Poi Trong Excel

» DPia chi twong doi: La dia chi bi thay doéi khi sao chép céng thire tir dia chi 6 nay sang
dia chi o khadc

= Dia chi tuyét doi: La dia chi khéong bi thay doi khi sao chép cong thirc sang dia chi 6
khac

_ Pé co dinh dia chi, dung dau $, $ trudc chit cai 1a c6 dinh cot, trude so 1a co dinh dong.

Vi du: $A$1 1a c6 dinh ca dong va cot, $A1 1a c6 dinh cot khong c6 dinh dong, A$1 1a ¢o
dinh dong khong ¢6 dinh cot.

_ Phim tat nhanh dé c6 dinh dia chi trong cong thirc 1a dung: F4.
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BAI 19: HAM TIM KIEM (DO TIM)

* Ham VLOOKUP, HLOOKUP
Tim kiém thong tin lién quan dén 1 do1 tugng trong vung tham chi€u, ci phap:

= VLOOKUP(DSi tugng di do tim, Vung do tim, Cot s6 may co thong tin can lay, 0)
= HLOOKUP(P6i tuong di do tim, Ving do tim, Dong s6 may c6 thong tin can lay,0)
* Luuy:

_ Tham s6 cudi cung néu la 0 la tim kiém tuyét doi, tirc la théng tin do tim c6 mdt tai hai
bang phai giong nhau vé dinh dang va gid tri, con néu 1 la tim kiéem tuwong doi. Chuong
trinh Excel nang cao sé nghién curu sau hon vé ham tham so 1.

~ Gid tri do tim trong ham VLOOKUP luén bat dau tir do tim tai cét dau tién trong bang
do tim.

_ Ving tim kiém ludn phdi co6 dinh.
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BAI 20:PHEP KIEM TRA VA HAM CO DIEU KIEN
|. Phép Kiém Tra Piéu Kién:

= Pé két luan dit liéu c6 thoa man DK hay khong, ta phai kiém tra dir liéu.

= D¢ kiém tra dit li¢u, ta chi viéc so sanh dit liéu véi DK dua ra.
Vidu: B4="Viet Nam”, trong do B4 la 1 ¢ dit lieu twong wng cot noi san xudt.
= Néu dit liéu phai théa man nhiéu PK, ta phai dung ham AND hodc ham OR.
- Ham AND duoc dung dé kiém tra nhiéu diéu kién rang budc nhau.

~ Ham OR duoc dung dé kiém tra nhiéu diéu kién khong rang budc nhau.

S Cii phdp: AND(Kiém tra PK1, Kiém tra DK2...), ham OR twong tu.

_ Chi can mot phép kiém tra sai, hAm AND s& tra vé két qua sai.

_ Chi can 1 phép kiém tra dang, ham OR s& tra vé két qua dung.

< Luu y: Dé ktra PK, si dung 6 phép so sanh sau: =, >, < >=, <=,<>,
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=AND) ( KIEM| TRA DK1, KIEM TRA DK2, KTRA DK3...) =AND) ( KTRA DK1, KTRA DK2, KTRA DKS3...)

R ¢ ¥ 3
A 4 A / 4
TRUE TRUE TRUE TRWSE
, }
/ A
TRUE FALSE
=OR(KTRA DK1, KTRA DK2, KTRA DKS3...)

¥

TRUE FALSE FALSE
| -

:

TRUE
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O G WON A
'
1l

V%
TRUE

Vi du: A>B hoac A<=B la mot phep so sanh
h»@aac goli la p;h»e)p kiem tra dieu kién
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I1.Ham C6 Piéu Kién If
Khi két qua tra vé phu thudc vao két qua cua phép kiém tra diéu kién ta dung ham IF.
Cu phap:

=IF(Kiém tra diéu kién, Két qua mudn tra vé néu phép ktra diing, két qua muon tra vé néu
phép ktra sai)

=IF(Logical test, [value_if true], [value_if false]) :

_ Logical test: Kiém tra diéu kién (Biéu thtrc so sanh)

_ [value if true]: Két qua mudn tra vé khi kiém tra diéu kién dung(True)
_ [value if false]: Két qua mudn tra vé khi kiém tra diéu kién sai (False)

Mot sO Vi ' du thuc té vé ham IF:

Néu diém thila 10 . g:: g;’;ﬂc UL A SCUTLR G Con phai tinh 1 nam cé bao nhiéu gio’

Ban phai tim kiém cé trong danh sach
wu tién khong

Néu diém thi trén 5 Ban sé& diu tot nghiép Nguorc lai
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Kiem tra dieu kien

CE—

Muon 6 két qua hien thi cai gi nhap vao day,
néu phép kiem tra co ket qua ""True"

{
l\Iuon o ket qua hien thi cai gl nhap vao day,
neu phép kiem tra c6 ket qua ""False"
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IV.Ham Tinh Tong Cé Piéu Kién

= Pé ap dung tinh tong hodc dém... ¢ nhiéu diéu kién khac nhau, ta st dung cac ham
mang co san trong OFFICE

« Ham SUMIF, tinh tong thda man 1 diéu kién

=SUMIF(Vung TC, PK, vung tinh tong)

« Ham SUMIFS, tinh tong thoa man nhiéu diéu kién

=SUMIFS(Vung SUM, VTCI1, bK1 , VTC2, bK2, VTC3, bK3.....)

« Ham SUMPRODUCT: tinh téng thdéa man nhiéu diéu kién ca dong va cot
=SUMPRODUCT (Vung tinh tong*(VTC1 ss DK 1)*(VTC2 ss PK2)+(VTC3 ss PK3)...)
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BAI 21: TONG HOP VA PHAN TICH VOI PIVOT TABLE
I. Khéi Dong Cung Pivottable

1. Tao PivotTable

= Bl: Cong viéc nén lam truoce:

e Lam sach dir lieu dir lieu nguén

* Dinh dang ty dong cho bang

* Dat tén bang

» B2: Thé Insert—> PivotTable—> chon 1 trong cac budc sau:

* Choose the data that you want to analyze: Lua chon dir li¢u dé tao bao céo va phan tich

* Choose where you want the PivotTable report to be place (Lua chon ving hién thi bdo
cdo):

- New SHEET: Tao trong 1 sheet moi

- Existing SHEET: lya chon I dia chi bat ky
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* Choose whether you want to analyze multiple tables

Pua vao Data Model dé luu trit va két noi chiing lai voi nhau

2.

Fields: Danh sach truong

Filters: Chi tiéu dung dé loc

Rows: Chi ti€u phan tich theo dong
Columns: Chi tiéu phan tich theo cot

Values: Gia tri thong ké

Bién soan: Bach Xuan Hién

Cac vung thao tac chinh trén PivotTable

To build a report, choose
fields from the PivotTable
Field List

S

PivotTable Fields

Choose fields to add to report:
Search

[ CHECK

[] ChiNhanh
(] Moi Dung
[] Ngay Thang
[] Chung Tu
] MakH

[] Ten KH

L] ovT

[] Ten HH

[ ] MaHH

Drag fields between areas below:

B pa = O WD DO ]
T

Filters

|
II Columns

-
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3. Thao tac trén thé Design

Home Insert Drraw Page Layout Formulas Data i Developer Help Power Pivot Analyze

=== __% —E == [~] Row Headers [ ] Banded Rows TEeos oo o0 | e e e ==

Subtotals Grand  Report Blank Column Headers [_] Banded Columns e e e el e === ===
= Totals = Layout = Rows =

Layout PivotTable Style Options PivotTable Styles

a. Nhom cong cu PivotTable Style Option: Row Headers

b. Nhom Layout

= Blank Rows (Chén thém dong trong giita cac nhém phan tich)
= Report layout:

* Show in Compact Form: Trudng phan tich gom vé 1 cot, dong Total & dong trén cung,
nhung khong xuat hién chit Total.

* Show 1n Outline Form: Truong phan tich tach riéng ra, dong Total ¢ dong trén cung
nhung khong xuat hién chit Total.
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* Show in Tabular Form: Truong phan tich tach ra cac cot riéng, chi co 1 tén dai dién ¢
dau nhom va dong Total & dudi cung, va xuat hién thém chir Total.

« Repeat All Items Lables: Nhic lai tén chi tiéu phan tich trén tat ca cac dong.

= Grand Totals va Subtotal

4. Thao tac trén thé Analyze

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Help  PowerPivot Design Q Tell me what you want to do |
PivotTable Name: | Active Field: ¢ ,r - : = Group Selection i = + X | = E‘
= Expand Field F i — A Js 14 K : f?
= Y , =
|Pi1.rotTab|e6 | ‘Sum of NoPhaiTh| . . g Ungroup Y Y . = 4 [E 2 . fI "h o . I ! E
) _ . Orll  Dnll == CollapseField | = . _ Insert  Insert Filter Refresh Change Data | Clear Select  Move Fields, ltems, OLAP Relationships | PivotChart Recommended | | Field  +/-  Field

E|:!|Dpt|ons T FﬁF'EHSEﬁ'”QS Down Up~ ~ 1] Group Field Slicer Timeline Connections v Source v = PivotTable 8 Setsr  Tools PivotTables List Buttons Headers

PivotTable Active Field Group Filter Data Actions Calculations Tools Show

Show: Field List (Danh sach tén cot).
« Tools: PivotChart (Tao biéu do).
« Calculations: Relationships (Truy van) va Field, Items, & Set (Tao cong thirc riéng).

. Actions: Move PivotTable (Di chuyén ving bao c4o).
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- Data: Refresh va Change Data Source (Cap nhat va thay doi dir liéu ngudn).
 Filter: Insert Timeline va Insert Slicer (Chén b0 loc thoi gian va bd loc miéng).

* Group: Group Selecttion, Group Field va Ungroup (Nhom).

* PivotTable: PivotTable Name (Pat tén cho Pivot) va GetpivotData (Cong Pivot).
5. Thao tac véi chuot phai trong vung phan tich

= PivotTable Option:

 Tu dong co gian cot bao cao.

« Thay thé gia tri 10i bang mot gia tri khéc.

e Thay thé chir Blank cua 6 trong bang mot gia tri khac.

= Show Detail: Hién thi chi tiét gia tri thong ké ctia chi tiéu ¢ dong lwa chon.

Pé hién thi chi tiét 1 chi tiéu, chudt phai vao gia tri thong ké twong tmg va chon vao Show
Detail, so li€u chi ti€t cua chi tiéu do s€ hién thi sang 1 Sheet khac.
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= Summarize Values By: thay ddi cac phép thong ké.

= Show Values As: Hién thi gia tri so sanh, chirc ning nay xuat hién khi chuét phai vao
cot thong ké hoac trong Value Field Setting.

* 9% Difference From: Tinh ti 1€ tang trudng.

e % of Column Total: Ting chi tiéu so sanh véi gia tri tong trong cdt phan tich.
* % of Row Total: Tung chi tiéu so sanh véi gia tri tong trong dong phan tich. ..
6. Thao tic voi chudt phai trong viing phén tich (tiép):

* Remove...: X6a bo cot dang chon

e Sort: Sap xép dit liéu

« Refresh: Cap nhat dit li€u

* Filter: Loc dir liéu
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Dé loc cac gia tri 1a s6 lugng trong thang 11 (nhu trén hinh), thi chudt phai vao 1 cot 6
chirc nang loc = Filter-> Chon 1 trong cac chirc nang loc sau:

Lable Filters: Loc cot chi tiéu dang chon

Value Filters: Loc cot gia tri thong ké

Top 10: Loc n gia tri 16n nhat hoic nho nhat

Hide Select Items: Loc cac gia tr1 khac gia tri dang lua chon

Keep Only Select Items: Loc cac gia tri lva chon

(Xem tiép trang sau)
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7. Thao tac véi chudt phai trong ving phan tich (tiép):

¢ Filter: Loc dir liéu, chirc nang nay chi xuat hién tai nhung cot co biéu twong loc

11 12|Grand Total

19,818

6,000

6,000

I AIRSIA514T72| 24,545 24,545

E3 Copy 72512| 24,545 24,545
Format Cells... 93282 14,818 14,818
E;.-' Refresh 33833 6,000 6,000
82636 6,000 6,000

2ort ' 3ggs3| 17.318 17,318
som
+  Subtotal "Tén kho" Keep Only Selected Items 37,023
Expand/Collapse k Hide Selected ltems 24,545

i 32,318
EE Group.. Top 10... 78,745
BB Ungroup.. Label Filters... 6,000
Move 3 Value Filters... 32,318
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8. Thao tac trong viung phéan tich (tiép):
= Filter: Loc dir liéu

Dé loc cac gia tri 1a so lugng trong thang 11 (nhu trén hinh), thi chudt phai vao 1 ¢t o
chirc nang loc = Filter> Chon 1 trong cac chirc nang loc sau:

* Lable Filters: Loc c¢6t chi tiéu dang chon.

* Value Filters: Loc c0t g1a tr1 théng ké.

* Top 10: Loc n gia tr1 16n nhat hodc nho nhat.

* Hide Select Items: Loc cac gia tr1 khac gia tr1 dang lwa chon.

* Keep Only Select Items: Loc cac gia tr1 lua chon.

Mt 56 lwu y khi phén tich:

_ Chi tiéu phan tich chinh thi nam phia ngoai, chi tiéu phu nam ¢ trong
_ Chi tiéu tong qudt nam ngodi chi tiéu chi tiét

_ Chi tiéu c6 it dong thi nén nam theo cdt, nhiéu dong thi nam theo dong

_ Néu c6 thé hay cho chi tiéu thoi gian nam theo cét
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